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1. Welcome

1.1 Introduction

Idaho Transportation Department (ITD) implemented the new AASHTOWare Project software. It is a web-
based contract management system. This new software provides the ability for ITD internal and external users
to access the application without using a Virtual Private Network (VPN).

This guide is intended for ITD Contractors. The new system gives the ability to all ITD Contractors to
electronically review/approve Change Orders and Payment Estimates. This user’s guide also provides
information about using construction functionalities in the web-based AASHTOWare Project software and
illustrates instructions on setting up the browser and familiarizing with the application user interface.
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2. Getting Started

2.1 Overview of Getting Started

The Getting Started section describes how to use the features in the web-based AASHTOWare Project™ to
complete basic tasks. Carefully review these topics to make your first experiences with the software easier and
more intuitive.

Getting Started includes these topics:

=  How to Navigate CMUG in PDF
= [ITD Network Account Setup
= Setting up Your Browser

= Logging On
= Logging Off

= Familiarize Yourself with User Interface
=  Using Actions Menu
= Jcons
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2.2 How to Navigate CMUG in PDF

Due to AASHTOWare Construction Management User Guide (CMUG) big file size, navigating the document can be a bit
challenge. There are some functions the user can utilize in the PDF application to efficiently navigate CMUG without

wasting their valuable time.

& Note: PDF features mentioned below will only work in the Adobe Acrobat Reader desktop application. To use these feature
please download the CMUG on the computer and open with compatible Adobe application.

2.2.1 Enable the Table of Contents

In Adobe, one way the user can interact with the document is by enabling the table of contents which gives the user the
ability to have more control of the document. This eliminates the infinite scrolling to find the right page with right

information. To enable table of contents, follow these instructions:

(@ This file daims compliance with the PDF/A standard and has been opened read-onfy to prevent madification.

AASHTOWare

Pr Project

| Click to expand panel

i share 8 = q ® ® w KA ®O@ w- [

Enable Editing

oe §

AASHTOWare Project

Comvert and edit PDFs
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= O X (3 ITDCMUG Ly~ Adobe Acrobat Resder DC
File Edit View [EEER Help
& 88 q QOO v A MO W R P
= (D This file claims compliance with the PDF/A standard and has been opened read-only to prevent modification,

Comment
2. Fill & Sign

& More Tools

o
3
«
] Convert and edit POF=
with Acroba Pro DC
= Start Free T
Fa A A U
= O X [0 (DCMUG g - Adube Accbat Resder DC
File Edit View Help
Tools 1D CMUG 1paf %
- = TS o F WO T O B RGN GS R @ | A" Shl - |
le Editing ) I @ This fie clsims compliance with the PDF/A standard and has been opened read-only to prevent modifcation. ( Enat
= BOOKIMarks x o
v Comme
=- B

Now the whole
document can be A Filas
navigated through A vore T

this bookmark

panel. The user
can easily jump
from one chapter
to another by
clicking on the
section name.

n

AASHTOWare Project
Construction

R Idaho Transportation Department R

Start Free Trsl
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2.2.2 Page Navigation Shortcuts

PDF has a page navigation feature where it remembers user’s last known location in the document and can take them back
by performing certain shortcuts. To view these shortcuts, see the figure below

Rotate View

Page Navigation

_ (fnable Eaiting ) = J e ey

mea!\l modification.

Leans B
§ ook he Save button.
B Comment: - Go To Page.. Shift+Ceri+N
ShowjHide . .
JFill &Sign- © erevious vew ARLERATOW  tract Administration Summar] Sarscenpiee x
=EX) [ Display Theme B
Yo s [ Read Mode CtieH
changed (3] Ful Screen Mde s, a = | oo o Status i3
Brtua’ —— = [
Regd Out Loud
& [ 83 Record of Change Order -
e Authorization (General Tab) Lot un- o m—mv-
> [] 84 Change Order Funi — .
Concurrence (Review po— -
Tracking Tab) s i -
u 85 Biprove) Elett Cifdiige” e — iR |- I -
Order in Review Progess =7~~~ b B
[ &6 Review Change Order = -
Concumence & woan @ N I3 . ) . -
[ 87 Establish Change Order o L
for Contractor (General Tab) »
«

> [ 88Increase/Decrease
e e o Figure 52 - User Access Revoked from Contract
Order (Increase/Decrease
Items Tab)
> [ 89 New Items on Change .
Order (New Items Tab) Upon saving, the system displays the ‘Save’ message on the top of the page and changes the user contract status
>R i;ﬂ T e :"r'“f;m”“ on to Inactive. The revoked user access can be granted again to the contract by changing the status to Active.
ange Order (Time
Adjustments Tab)
> M 811 Change Order Final
Review 3
> [ 812 Change Order Final v Note: A user’s record from the contract authority tab cannot be deleted, if that user was granted access to the contract
Approval Process
[ 813 Approve Change Order
in Final Approval Process
A 814 Execute Approved
Change Order Report
> [ 815 Locate Bxisting
Contract Change Order
[ 816 Switch Change Order et o ol PN
Status to Draft

A 817 Delete Contract v

Start Free Trial

To view the previous location in the document, perform Alt + Left Arrow
To view the next location in the document, perform Alt + Right Arrow

To find a specific page in the document, perform Shift + Ctrl + N
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2.3 ITD Network Account Setup

In order to access web-based AASHTOWare Project, the external user must have an ITD network account

established.

If an external user does not have an existing ITD Network account and/or AASHTOWare access, then follow-
up with an ITD Sponsor identified in the list below. The ITD Sponsor listed below will then initiate the request
process for the end user. For further details, please adhere to the guidelines outlined in the AASHTOWare

Access Request Process document.

. Note: An ITD Sponsor is an ITD Employee, who is responsible for monitoring the use of the system and verifying that
the agreements between ITD and a third party are current.

Refer to the table below to contact the appropriate ITD Sponsor who can assist the external user with their ITD
Network Account and AASHTOWare System Account:

District # | ITD Sponsor Name Email Phone Number
1 GiAnne Householter-Williams | GiAnne.HouseholterWilliams@itd.idaho.gov | (208) 265-4312
Chance Cole Chance.Cole@itd.idaho.gov (208) 772-8021

) Riley Bender Riley.Bender@itd.idaho.gov (208) 799-4225
Robert Gordon Robert.Gordon@itd.idaho.gov (208) 799-4236

Cheri Mansayon Cheri.Mansayon@itd.idaho.gov (208) 459-7429

3 Mike Anderson Mike.Anderson@itd.idaho.gov (208) 334-8923
Michael Lucas Michael.Lucas@itd.idaho.gov (208) 334-8377

Alex Deduck Alex.Deduck@itd.idaho.gov (208) 334-8343

Sam Purser Sam.Purser@itd.idaho.gov (208) 886-7812

4 Seth Helms Seth.Helms@itd.idaho.gov (208) 886-7816
Travis Hitchcock Travis.Hitchcock@itd.idaho.gov (208) 544-7915

Chip Becker Chip.Becker@itd.idaho.gov (208) 239-3387

5 Sandy Jenkins Sandy.Jenkins@itd.idaho.gov (208) 239-3361
Steve Davis Steve.Davis@itd.idaho.gov (208) 239-3350

Zakary Johnson Zak.Johnson@itd.idaho.gov (208) 239-3363

Curtis Calderwood Curtis.Calderwood@itd.idaho.gov (208) 745-5637

6 Gregg Bowman Gregg.Bowman(@itd.idaho.gov (208) 745-5321
John Cleveland John.Cleveland@itd.idaho.gov (208) 745-5645

HQ Craig Wielenga Craig.Wielenga@itd.idaho.gov (208) 334-4415
Jason Henscheid Jason.Henscheid@itd.idaho.gov (208) 334-8435

LHTAC | Mike Cram Mike.Cram@itd.idaho.gov (208) 334-8518
ACHD | Crystal Grasmick Crystal.Grasmick@itd.idaho.gov (208) 334-8472
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2.4 Setting Up Your Browser

The web-based AASHTOWare Project is designed to run on Google Chrome, Internet Explorer version 11 or
higher, and Microsoft Edge. No additional settings are required for Google Chrome and Microsoft Edge.
However, if you are using Internet Explorer 11, then correct browser settings are required to make sure the
application performs as it should.

2.4.1 Internet Explorer 11 Browser Settings

Start Internet Explorer version 11 or higher.

Click the Tools option from the menu bar.

Click on Compatibility View Settings.

Uncheck Display intranet sites in Compatibility View check box.
Click the Close button.

Click the Tools option from the menu bar.

Click the Internet Options.

In General tab, under Browser History, click the Settings button.

A S A R A e

For the Check for newer versions of stored pages setting, click Every time I visit the webpage
option.

10. Click the OK button.
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2.5 Logging On

Once an ITD network account has been established and the system administrator has linked ITD network
account to the system, the user should be able to log in to the system. To log on to the AASHTOWare Project,
follow these steps:

Open the web browser of your choice.

Click here or type to access the application: https://itdcas.itd.idaho.gov

Enter your ITD username in the Username field.

1

2

3

4. Enter your ITD password in the Password field. (Enter the most updated password.)

5. Select ITD Users from the dropdown menu for the Domain. (This will be the default option.)
6

Click the Log On button.

g Tip: Remember to bookmark AASHTOWare Project application page in the browser, so it is easier to access the
website on the next visit.

AASHTOWare

Pr Project

Your ITD Username :D Usermname
Your ITD Password E> Password

Note: If you are unable to log

on to the AASHTOWare
selectThisOption - (2 D Users T Project, please contact your ITD
sponsor for access.

Figure 1 - AASHTOWare Project Log On Screen

“« Note: Unable to access AASHTOWare Project system can have several reasons. Always touch base with an ITD
Sponsor, if any issue is encountered.

2.6 Logging Off

I
v 9 )

_ Click to Log Off
Actions Help Log off

Figure 2 - AASHTOWare Project Log Off

To Log Off, simply click the Log Off button on the top right corner of the screen. When the user logs off, the
system ends session and takes them back to the logon page.
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2.7 Familiarize Yourself with User Interface

Once logged on to the AASHTOWare Project, it will take the user to the homepage. From here the user can
navigate to the different construction functions.

View/ View View/Add Global

Switch || Previous || Bookmarked Actions| | G&neral|| Log
Help Off

Roles Pages Pages Menu

N

Yy Y} 1
venu Bor || (EEIE IR A
Actions | Help | Log off

IPROJECT ITD Contractor Approval|

Component w Construction 0
v

Change Order

Payment Estimate Approval Decisions | Compone nt Hel p |
Payment Estimates

Construction
Functions

Y

Figure 3 - AASHTOWare Project Dashboard

2.7.1 Menu Bar

= Home Button: Clicking the Home button from any page in the system brings the user back to this
screen, the home screen.

= Previous Button: Clicking this button returns the user to the last page they visited in the system.

= My Pages: Clicking this button takes the user to the My Page Overview component, where they can
manage their frequently used (or favorite) pages.

= Global Actions Menu: Click here for information regarding this function.

= General Help: Clicking this button will open an additional tab in the browser and takes the user to the
system online help page.

= Log Off: Click this button to log off.

2.7.2 Construction Component

This component lists all the construction functions the user has access to, based on their active role in the
system. Clicking the ] icon on the component takes the user to the online help page for that component only.
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2.8 Using Actions Menus

|
. v
Giobal Actions Menu | ~(.7 ) @ O

clions Help Log off

Administration Overview  Approved DBE Commitments Contract Administration  Contract Materials and Acceptance Actions Contract Progress

Current DBE Commitments  Projects  Subcontracts | Component Actions Menu |

Contract ltems

v Contract. 2001 - 1-84, SH-50 TO MACHINE PASS 0O
General
Contract Project Items Q | Type search criteria or press Enter 2  Advanced Sshowing 3of 3 | Row Actions Menu |
Contractor ltems
w Project - Description Category - Description Project ltem C...
ConProjTest2 - -84, SH-50 TO MACHINE PA 0001 - WORK BY CONTRACT 93

Proj Item Ln Num Curr Qty Curr Ext Amt

0005 1.000 50,000.00

Item Supplemental Descriptio

| List Actions Menu |

105-010A - DISPUTE REVIEW BOARD- THREE MEMBER (CONTI

Figure 4 - Four Types of Actions Menus

Actions menus allow the user to choose a function or process to perform. Actions menus are located throughout
the application and are accessed by clicking an Action icon ¥ . There are four types of Actions menus, each of
which performs actions on a different level of data. All application pages contain at least one type of Actions
menu, many contain two or three, and some contain all four types. These are the four types of Action Menus:

= Global Actions Menu — Clicking this button allows the user to generate reports, view/add global
attachments, view/add global links, view user settings, view system process history, view tracked issues,
and view user outbox.

“« Note: Global Action menu functions pertains to the whole system not just a particular contract
= Component Actions Menu — Clicking this button lets the user perform contract specific functions.
= Row Actions Menu — Clicking this button allows the user to perform functions related to individual
data on a row.

= List Actions Menu — Clicking this button allows the user to perform functions specific to a list below a
data row.

Important:

The user must gain an understanding of the Actions menu as these will be used frequently throughout the
application to perform basic construction tasks.
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2.9 Icons

Icons are small images throughout the system that either convey information or can be clicked to perform an

action. This table shows some of the common icons used in the system:

Icons Usage

- The eraser icon appears in Quick Find search boxes after criteria is entered. The
user can click the icon to reset the search criteria

Q This magnifying glass icon at the left side of a field indicates an auto-complete

ield. Auto-complete fields display a filtered list of field values based on the firs
field. Aut plete fields display a filtered list of field values based on the first
few characters the user types. The user can press Enter to show all values.

Q This magnifying glass is sometimes displayed on the right side of a text box.
Clicking this button opens a text dialog panel that allows the user to view and edit
the text in a larger area.

w* A red asterisk indicates a field where data entry is required.

v The actions icon appears on Actions buttons that the user can click to display an
Actions menu. Actions menus provide access to commands and functions the user
can perform on data.

® The red X icon appears on Delete buttons that the user can click to remove newly

added rows that have not been saved. Clicking a Delete button removes the row
immediately.

The trash can icon appears on the Mark for Deletion button that the user can click
to remove saved rows. When the user click the Mark for Deletion button, the button
changes to an Undo button. The row is removed only when the user save the
changes.

The undo icon appears on Undo buttons that the user can click to reverse an action,
such as deleting a saved row.

The help icon appears on Help buttons that the user can click to display the online
Help system.

The calendar icon is displayed on the right side of a date field. The user can click
the calendar icon to display a calendar where the user can pick a date as the field
value.
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3. Change Orders

3.1 Overview of Change Orders

ITD has leveraged the new system functionalities to advance the change order process to paperless. The actual
change order process has not changed but what has changed is the approval, which will be now be obtained
electronically. This guide outlines a comprehensive change order review and approval process for all
contractors.

Change Orders includes these topics:

= Review Change Order Report
= View Change Order Attachments
=  Approve/Reject Change Order

ITD Contractors Construction User Guide 14



3.2 Review Contractor Change Order Report

When a change order has been drafted and submitted for approval by the ITD Project Coordinator or the
Resident Engineer, the user (contractor) will receive an email notifying them to review and approve the change
order. Upon receiving email notification, the user can log in to the system to review the change order.

To review the change order report in the system, follow these steps:

[}
0 0 T - 219

Actions Help  Log off
PROJECT ITD Contractor Approval
v Construction

[2)

Change Order v

Payment Estimate Approval Decisions

Payment Estimates

Figure 5 - AASHTOWare Project Homepage

1. Onthe AASHTOWare Project homepage, under the Construction component, click the Change Order

hyperlink.

Change Order Overview

v Change Order Overview

G

Ql Type search criteria or press Enter | Advanced

Enter search criteria above to see results (0T

Figure 6 - Change Order Overview Page
2. On the Change Order Overview page, locate a change order with one of the following methods:
a. Enter the contract number in the Quick Find search box.
b. Press the Enter key in the Quick Find search box.
c. Click Show first 10 hyperlink to view first 10 results.

“« Note: The contractor will only be able to view those contract change orders that they have access to in the system. If
they do not see anything, then please reach out to the residency Project Coordinator or the Resident Engineer.
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Change Order Overview
v Change Order Overview
Note: Your approval will only
be required on those change
Q| 8280 ‘J Adva h
orders where the status will
be ‘Pending Approval’.
Contract id CO Num Status Amount Type Reason
5280 0006 Pending Approval 24,044.09 0010 - Change in Plans 0025 - Extra Work
CO Date Current Approval Group Approval Date Description -
03/26/2019 Contractor Approval Grou @ You are ordered to perform the 1
8280 0005 Approved 5,351.56 CO - Change Order 0025 - Exira Work
11/05/2018 11/05/2018 @, Exira WorkYou are ordered to p -
8280 0004 Approved 4,023.50 0010 - Change in Plans 0050 - Contractor Request for Cha
11/05/2018 11/05/2018 @ CHANGE IN PLANSYou are orc v
8280 0003 Draft 0010 - Change in Plans 0025 - Extra Work
10/01/2018 @, Restriping configuration v
8280 0002 Pending Review 0.00 CO - Change Order 0025 - Extra Work
10/15/2018 @, changing ltems v
8280 0001 Approved 4,500.00 0010 - Change in Plans 0020 - Differing Site Conditions
10/15/2018 10/15/2018 @ Unknown water source present i -

Figure 7 - Change Order Overview Page

3. On the Change Order Overview page, select and open the change order that requires your approval by
clicking on the CO Num hyperlink. (Make sure to review the correct change order that has status of ‘Pending

Approval’.)

I Component Actions Menu

Contract Change Order Summary

© [ - Contract 8280 - US 20, INT FARMWAY RD

® Change Order. 0006 Amount: 24,044.09 Status: Pending A Actions
Approval Tracking Add New
.. Advanced  Showing 2 of 2 Tasks
Note: Do NOT make a decision Approve. .
before reviewing the change order! Reject...
Views
v Approval Group Round Attachments
1 - Contractor Approval Group 1 Issues
Decision Requested Decision Provided Decision Links
03/26/2019 Reports
ge Order Report 15 R @ 1 Contractor Chal
ports Click here to Historical Re
generate the report

Figure 8 - Contract Change Order Summary Page

4. To review the changes proposed by ITD on the change order, select Contractor Change Order Report

from the component Actions menu.
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Generate Report

v Generate Report - Contractor Change Order Report Execute [l 4 9
Settings ~ Output Options  ~ 40f5 « >
Output Type Report Layout Source
® Generate as PDF O pase
O Downicad PDF
O Generate as HTML O Test

Don’t change

Generate Available Data Output this option
O

Figure 9 - Generate Report

5. To generate the report and view online as PDF, then select Generate as PDF option as the Output

Type. (This will be selected by default.)
To download the report as PDF, then select Download PDF option as the Qutput Type.

a

7. Always choose ‘Custom’ as the Report Layout Source. (This will be selected by default. Don’t change this
option.)

8. Click the Execute button to generate the report.

CONTRACTOR CHANGE ORDER REPORT EXAMPLE

/f‘\ 03/05/2019 11:21:24

Idaho Transportation Department AASHTOWare Project v3.01.164.01

Change Order Report v1

Prime Contractor: 10019, STAKER & PARSON
COMPANIES dba IDAHO MATERIALS
& CONSTRUCTION

CO Type: Change in Plans

Contract: 8280, US 20, INT FARMWAY RD

1
Change Order Dat¢:
Last Updated By- Shafvna King Last Updated Date: 2/7/2019
Fed. Proi. No.: A018(852) . 72 ftacy

CO Number: 0006 Revision No.:

CO Status: Draft 2/712019 CO Approval Date:

Entered By: Shawna King

... Net. CO Amount: $24.044.09

Route: US20/26
Location: US20/26-Intersection Farmway.Rd., Canyon

Project(s): 18852, U&20, Int Farmway Rd

@« V
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) This is the section where the actual change order is documented. Review this
{Qg section carefully as it states the work that the Contractoris required to perform.

AAoTTOTTaTe T roET Yoo 64.01

Idaho Transportation Depariment
/\ Change Order Report v1

:00:00

Description: You are ordered to perform the work déscri pXated below in accordance with the Contract or as amended by this change order. The
cost to perform this work includes, aderials, overhead, and all other incidental costs associated with completing the work
Description of Wark If no d e work description found in other accompanying documents is incorporated by this
reference. Further, evel work description in other accompanying documents is incorporated by this

reference.

CHANGE IN PLANS

3. Construction Requirements: Obliterate the icth i and reconfigure the striping to accommodate turning movements within
this section of roadway from Station 63+00 t0\g5#90 on US20, add two Thegmoglastic arrows in center turn lane and install two R3-10 signs at
Stations 63+22 Rt. and 65+88 Lt. per attached 8rawing. Pavement Markings\q hermoplastic shall meet the requirements of Standard
Specification section 630. Permanent signs shall meet the 2 § 16. Obliteration of Pavement Markings shall meet
specifications of section 203.C.

4. Method of Measure: Contract items 203-130A Obliter:
Pavement Markings-Preformed Thermoplastic, 616-010A i
work and will be paid at established contract pricing.

wment Markings-Waterborne , 630-020B

Rost Ty E are being increased for this
Traffic control items will be paid under existing items at contract
Item CO4-S904-05G Mobilization-will be paid by the Lump Sum.
Item CO4-S900-50H Prime Overhead & Profit will be paid by Contingen
5. Pricing: See pricing below.

6. Contract Time: 2 working days will be added for this work

Contract: 8280 CO Number: 0006 Revision No.: 1 Page: 2 of 5

AN 03/05/2019 11:21:24
AASHTOWare Project v3.01.164.01

Idaho Transportation Department
/\ Change Order Report v1

Increases/Decreases
Project Ceutract Quantity
Item Description Item ID Line Line Project Category Item Source Inc/Dec Unit Unit Price Dollar Amount
_IEisiéAWY STL SIGN POST  616-050A £120 0120 18852 0go1 Original 95.000 LB $5.25 $498.75
Explanation:
FLAGGER CONTROL 626-120A 17, _017 52 -/ o0 Original 16.000 HR $35.00 $560.00
Explanation:
LONGITUDINAL PAVEMENT 630-025A 0172 0185 18852 Original 194.000 FT $0.11 $21.34

MARKING- WATERBORNE

Explanation:
$661.50 OBLITERATION OF PAV 203-130A 0015 0015 18852 0001 630.000 FT $1.05
MARKINGS
Explanation: 7 X
7N $10.25 $328.00 PAVEMENT MARKINGS-  630-0208 0180 018018852
PREFORMED
THERMOPLASTIC
Explanation:
$30.75 $19,372.50 SIGN BRACKETS & BRACE 616-035A 0115 0115 18852
ANGLES
Explanation:
$20.50 $246.00 SIGNS TY B 616-010A 0110 0110 18852 0001 Original 12400 SH
Explanation:
Page: 3 of 5 Contract: 8280 CO Number: 0006 Revision No.: 1
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03/05/2019 11:21:24

Idaho Transportation Department AASHTOWare Project v3.01.164.01

Change Order Report v1

Project Zontract Quantity

Item Description Item ID Line Project Category Item Source Inc/Dec Unit Unit Price Dollar Amount

TRAFFIC CONTROL 626-105A
MAINTENANCE

0165 18852 Original 4.500 HR $38.00 $171.00

Explanation:

Total:  $21,859.09

New Items

Project Contract
Item Description Item ID Line Line Progect Caicgory,  Item Source  Quantity Unit

Unit Price Dollar

CONTINGENCY AMOUNT, S900-50H 8055 2801 ChangeOrder 285.000CA $1.00 $285.00
CO4 Prime Overhead and
Profit

Explanation:
SP, CO4 Mobilization- TC ~ S904-05G 8060 290 18852 ChaghgeQrder 1.000LS $700.00 $700.00
sub 7

Explanation:
'SP, CO4 Mobilization S5904-05H 8065 28518852 0 $1,200.00 $1,200.00

Explanation: \/ Y
g\o Total:  $2,185.0¢

Time Adjustments \/ / A\
Time ID Time Description Time Type Original Current Adjustment
00 AT US 20, INT Available Time 26 4¢ 2 48
FARMWAY RD
Explanation:
Contract: 8280 CO Number: 0006 Revision No.: 1 Page: 4 of 5

03/27/2019 17:00:00

Idaho Transportation Department AASHTOWare Project v3.01.164.01

Change Order Report v1
Project/Category Summary
Dollar
Project Project Des<riptior: Category Description Amount
18852 US 20, Int Faghway Rd 0p01 Work by Contract AD18(852) $24,044.09
/ / Net Change Order Amount: $24,044.09
7 ol
Approvals ~

Date/Time Approved Approval Decision Approval Decision Group

Contractor Approval Group

Resident Engineer Approval
Group

7 XN/
On the last page of the report, the Approvals section will be visible. In this section, you can view the approval
groups on this change order. Once you approve the change order, the date/time stamp will be populated
under the Date/Time Approved field along with Approval Decision, Name, and Title.

Contract: 8280 CO Number: 0006  Revision No.: 1 Page: 5 of 5
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3.3 View Change Order Attachments

After reviewing the Contractor Change Order report, the user can also view any supporting documents that are
attached to this change order to better enhance their understanding on what work they will be performing on this

change order. The change order attachments might include the following: plan sheets, specifications or standard
drawings.

To view change order attachments, follow these steps:

& <« [ Generate Report| AASH X [ Blank page ‘-‘,— ~ = [m] X
é % O @ E] aashtoprojtest.itd state.id.us/#/ReportGeneration/Overview?modelld=189&reportName=Contractor?20Change®200r j‘.\( ;“g ﬂn_ |_‘-¢
7]
1
v
= 2

Actions  Help  Log off

Generate Report

v Generate Report - Contractor Change Order Report

Sellings | Output Options |~ 40f5 ¢ >
Output Type Report Layout Source
O Generate as PDF O Base
® Download PDF ® custom
O Generate as HTML O Test

Generate Available Data Output
O

Figure 10 - Generate Report Page

1. On the Generate Report page, click the Previous button on the menu bar.
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I Component Actions Menu
Contract Change Order Summary
© [~ Contract 8280 - US 20, INT FARMWAY RD

b 4 Change Order: 0006 Amount: 24,044.09 Status: Pending A A ctions
Add New
Approval Tracking
, — E—— Tasks
Q, | Type search criteria or press Enter | # | Advanced  Showing 2 of 2
Approve...
jed - Reject...
Views
v Approval Group Round Attachments
1 - Contractor Approval Group 1 Issues
Decision Requested  Decision Provid becision Links
03/26/2019 Reports
3= =T (RELA v 3 - Resident Engineer Approval Group 1 SoniiEciogEhay
ports > Historical Re|

Figure 11 - Contract Change Order Summary Page

2. On the Contract Change Order Summary page, select Attachments from the component Actions menu.

Attachments Overview

w Attachments For Change Order v 9

Q Type search criteria or press Enter | & Advanced  Showing 1 of 1
Select File._.
marked for deletion | 0 changed | Collapse All

» Name Historical Report Size (kb)  Additional Roles Count

Plan Sheet & Drawing.pdf No 2,191 0
Descripfion Attorney/Client Privilege ¥ -

a U

Figure 12 - Attachment Overview Page

3. [If'there is a document attached to the change order, then click on the Name hyperlink to download and

view the attachment.
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3.4 Approve/Reject Change Order

After reviewing the Contractor Change Order report and attachments, the user can approve/reject the change
order.

To approve/reject the change order, follow these steps:

[}
v
T © 0

Actions  Help  Logoff

Attachments Overview

w Attachments For Change Order v 9

Q| Type search criteria or press Enter | & Advanced  Showing 7 of 1
Select File...
Collapse All
» Name Historical Report Size (kb) Additional Roles Count
Plan Sheet & Drawing.pdf No 2191 0
Description ¥ Attorney/Client Privilege ¥ -
a O

Figure 13 - Attachment Overview Page

1. On the Attachment Overview page, click the Previous button on the menu bar.

I Component Actions Menu
Contract Change Order Summary
© [ ~ Contract: 8280 - US 20, INT FARMWAY RD

® Change Order: 0006 Amount: 24,044 09 Status: Pending A Actions
Add New
Approval Tracking
) o I Tasks
Q.| Type search criteria or press E Advanced  Showing 2 of 2
Approve. .
Reject...
v
Views
L 4 Approval Group Select a decision nd  Attachments
1 - Contractor Approval Group T Issues
Decision Requested Decision Provided Decision Links
03/26/2019 Reporis
geOrEgRerol v 3 - Resident Engineer Approval Group 1 EAIEERT G
ports > Historical Re;

Figure 14 - Contract Change Order Summary Page
2. On the Contract Change Order Summary page, select the following decision from the component
Actions menu:
a. If approving the change order, then select Approve.

b. Ifrejecting the change order, then select Reject.
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Approval Group

1 - Contractor Approval Group

Approval Decision Comments *

| approve this change order

Enter comments on your decision.

Click here to Save |—>| Save |

Figure 15 - Approve/Reject Decision Window
3. In the Approve or Reject window, enter comments on your respective decision. (Max 256 Characters.)

“« Note: If the user is rejecting a change order, then please explain in detail why the change order is being rejected. This
way the change order author will know what modifications to make on the change order before resubmitting for

approval.

4. Click the Save button.

Contract Change Order Summary

v Contract: 8280 - US 20, INT FARMWAY RD

Change Order: 0006

Approval Tracking

Amount: 24,044.09

Status: Pending Approval

Rounds

Your decision is recorded with date stamp. |

v

If you like to see all rounds of
approval on this change
order, then choose ‘No Filter’

Fl

Approval Group

Decision Requested
03/26/2019

1 - Contractor Approval Group

Decision Provided
03/27/2019

Round

Decision

Approve

Override Action
Added

3 - Resident Engineer Approval Group 1

> 03/27/2019

Added

Figure 16 - Change Order Approval Tracking

Upon making a decision on the change order, the system records the user decision on the change order. If the
change order was approved, then the system records the decision and sends the notification to the ITD Approval
Authority that it is ready for approval. If the change order was rejected, then the system records the decision,
closes the approval round, and sets the change order’s status to Rejected. Upon rejection of the change order,
the system will notify the change order author to modify the change order based on the user’s decision
comments and resubmit for approval. After the change order author has made the appropriate modifications and
resubmitted the change order for approval, the user (Contractor) will receive another email notification to
review and approve the change order.

“« Note: Each time the Contractor or ITD Approval Authority rejects the change order, the system records the decision of
either party, closes that approval round, and sets the change order status to Rejected. To start a new rounds of
approvals, the change order author needs to make appropriate modifications and resubmit the change order for

approval.
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4. Payment Estimates

4.1 Overview of Payment Estimates

With the new system in place, the Contractor has the ability to review payment estimates in the system.
Whether it’s progress or final payment estimate, the Contractor can review the report of each payment estimate.
The Contractor also has the ability to approve final payment estimate electronically. This means the Contractor
is no longer required to sign the Final Payment Estimate report.

Payment Estimates includes these topics:

= Review Payment Estimate Report
= Approve Final Payment Estimate

4.2 Review Payment Estimate Report

To generate a progress or final payment estimate report in the new system, follow these steps:

I
v
S
Actions Help Log off
PROJECT ITD Contractor Approval
v Construction e
Change Order v
Payment Estimate Approval Decisions

Figure 17 - AASHTOWare Project Homepage

1. Onthe AASHTOWare Project homepage, under the Construction component, click the Payment
Estimates hyperlink.

Contract Payment Estimate Overview

v Contract Payment Estimate Overview v e

Q | Type search criteria or press Enter

Advanced

Enter search criteria above to see resulfs |0F

Figure 18 - Contract Payment Estimate Overview Page
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2. On the Contract Payment Estimate Overview page, locate a payment estimate with one of the following

methods:
a. Enter the contract number in the Quick Find search box.
b. Press the Enter key in the Quick Find search box.
c. Click Show first 10 hyperlink to view first 10 results.

“« Please Note: The user will only be able to view those contract payment estimates that they access to in the system. If
they do not see anything, then please notify the residency Project Coordinator or the Resident Engineer.

Contract Payment Estimate Overview
v Contract Payment Estimate Overview b 4 9
Q 2001 &  Advanced Showing 2of2
Contract ID Number Status Exceptions Current Pay Amount -
2001 Draft Yes 8,496.90
Type Period End Date
Progress 03/21/2019 4:23:42 PM
2001 0001 Approved Yes 90,200.50 v
Progress 04/10/2018 3:43:29 PM

Figure 19 - Contract Payment Estimate Overview Page

3. On the Contract Payment Estimate Overview page, select and open the payment estimate by clicking on
the Number hyperlink.

Component Actions Menu

Actions

Notes
Exceptions
Time Charges
Projects

ltems
Contract Adjustments
ltem Adjustments

Approval Tracking

Prime There are no actions available.

[Py

Total Pay Amount (All Payment Estimates)

784,482 .50

Transfer to Accounting Date

05/29/2018

Accounting Received Date

Transaction Number

Transaction Date

Payment Est Num:

General

Period End Date: Type: Status:

Pay Amount This Contract Payment Estimate
oo ey

Attachments
Currer lssues
847 1% Links
Reports

Contr: . .
Insufficient Materials Report

ITD Payment Estimate for Contractor

ltems with Unpaid Flaqgd Quantities
Create

Summary By Project Renas

thaywi ietorical Reports

Create

05/171

Figure 20 - Contract Payment Estimate Summary Page

4. On the Contract Payment Estimate Summary page, select Summary By Project Report report from the

component Actions menu.
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Generate Report
~ Generate Repor. - ITD Payment Estimate for Contractor e -0
Settings ~ Output Options  + 40f5 €« >
Output Type Report Layout Source
® Generate as PDF O Base
O Download PDF ® Custom
O Generate as HTML QO Test

Figure 21 - Generate Report Page

5. To generate the report and view online as PDF, then select Generate as PDF option as the Output
Type. (This will be selected by default.)

6. To download the report as PDF, then select Download PDF option as the Output Type.

7. Always choose ‘Custom’ as the Report Layout Source. (This will be selected by default. Don’t change this
option.)

8. Click the Execute button to generate the report.
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4.3 Approve Final Payment Estimate

After the ITD District Record Inspector (DRI) has audited and approved the final payment estimate, the

Contractor will be notified via email to review and approve the final payment estimate. To approve/reject a final
payment estimate, follow these steps:

|
v
e © o

Actions  Help  Log off

PROJECT ITD Contractor Approval

v Construction

Change Order v
Payment Estimate Approval Decisions

Payment Estimates

Figure 22 - AASHTOWare Project Homepage

1. Onthe AA4SHTOWare Project homepage, under the Construction component, click the Payment

Estimate Approval Decisions hyperlink.

Note: If you do not see anything on this page, then it means
- you either already approved the payment estimate or your
Payment Estimate Appro approval is not required on any payment estimate.

v Payment Estimate Approval Decision

R

Q‘ Type search criteria or press Enter ‘J Advanced  Showing 70f 1

Contract ID Number Exceptions Amount -
2006 0006 Yes 4,800.00
Period End Date

03/29/2019 10:18:43 AM
Approval Decision ¥

Approval Role Approval Level Comments ¥

Pending Approval  ~ ITD CAPP /@ a

This indicates that the final payment estimate has been approved by ITD
lower two levels and now requires the Contractor approval at level three.

Figure 23 - Payment Estimate Approval Decision Overview Page

2. On the Payment Estimate Approval Decision Overview page, click the Number hyperlink to open the
payment estimate for review.

ITD Contractors Construction User Guide 27



Component Actions Menu

Actions ® Payment Est Num: Period End Date: Type: Status
Prime There are no actions available. General Pay Amount This Contract Payment Estimate
Nowes T T Wewsm o iiiiT (==
. Attachments
Exceptions Total Pay Amount (All Payment Estimates) Currel Issues
Time Charges 784 48250 847 1% Links
Reports
Projects Transfer to Accounting Date Contr: . .
Insufficient Materials Report
i¢
ems 05/29/2018 ITD Payment Estimate for Contractor
Contract Adjustments ; . ltems with Unpaid Flaqgd Quantities
Accounting Received Date Create
ltem Adjustments Summary By Froject Rgnahs
jhayw: . .
Iy pistorical Reports | Select
Approval Tracking L
Transaction Number Create
05/171

Transaction Date

Figure 24 - Contract Payment Estimate Summary Page

3. On the Contract Payment Estimate Summary page, select Summary By Project Report report from the

component Actions menu.

Generate Report

v Generate Repor: - ITD Payment Estimate for Contractor

Settings  Output Options = 40f5 €« 2>
Output Type Report Layout Source
® Generate as PDF O Base
O Download PDF ® Custom
O Generate as HTML O Test

Figure 25 - Generate Report Page

4. To generate the report and view online as PDF, then select Generate as PDF option as the Qutput
Type. (This will be selected by default.)

5. To download the report as PDF, then select Download PDF option as the Output Type.

6. Always choose ‘Custom’ as the Report Layout Source. (This will be selected by default. Don’t change this
option.)

7. Click the Execute button to generate the report.

Review the ‘Payment Estimate for Contractor’ Report.
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| Click Dropdown Menu |

I
D Tl

Previous x
Generate contract Payment Estimate Summary

A ELENIET S Payment Estimate Approval Decision Overview
Payment Estimate Approval Decision

Seftings | OU' pashpoard
Construction

Output Type  Contract Paymd After reviewing the report,
g:”n:a;‘t:a;:e;’ Click here to return to the
O Download P| Generate Repgrr Approval screen

® Generate as

Contract Payment Estimate Summary

v
Actions

Report Layout Source
O Base
® Custom

O Test

e O

Help  Log off

€ 3

O Generate as "
Generate Report
Generate Report

O Contract Change Order Summary
Contract: 8280 - US 20, INT FARMWAY RD

Attachments Overview
Attachments For Change Order

Generate Avail

Change Order Overview
Change Order Overview

View Previous Activity

Figure 26 - Generate Report Screen

9. After reviewing the report, switch back to first tab (Generate Report Page) and from the Previous

dropdown menu, select Payment Estimate Approval Decision Overview hyperlink.

Payment Estimate Approval Decision Overview

v Payment Estimate Approval Decision v e
Q, | Type search criteria or press Enter | & | Advanced showing 10f 1

Contract ID Number Exceptions Amount Type -
2006 0006 Yes 4,800.00  Final

Period End Date

03/29/2019 10:18:43 AM
Approval Role Approval Level Comments ¥

ITD CAPP 3
o

Approval Decision ¥

Pending Approval El
Approve

Pending Approval
Reject

Figure 27 - Payment Estimate Approval Decision Overview Page

10. Select your decision (Approve or Reject) from the Approval Decision dropdown menu.
11. Enter comments in the Comments ficld. (This is an optional field.)

12. Click the Save button. (Upon saving, the payment estimate approval decision row disappears.)

Upon making a decision, the system displays the ‘Save’ message on the top of the page and records the decision
on the payment estimate. If the payment estimate is approved, the system will record the decision and notify the
next level approval member (ITD Resident Engineer). If the payment estimate is rejected, then system records
the decision, closes the approval round, and notifies the Project Coordinator. The Project Coordinator then
reviews the suggestion, make additional modifications, and resubmits the payment estimate for approval.
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