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Workflow

PE or PM creates or edits DWRs
PE approves DWRs on Diary
PM generates estimate
PM or PE print the LPA-001 and LPA-002 using the process lists
a. If changes to estimate are needed:
i. PM deletes the estimate from history window
ii. PE un-approves DWRs on diaries that need changes
iii. Returntostepl
PM approves estimate
a. If changes need to be made after approval:
i. PE rejects the estimate
ii. PM deletes the estimate from history window
iii. PE un-approves DWRs on diaries that need changes

v. Returntostepl
PE approves estimate
a. If changes need to be made after approval:

i. Call Billy Owen, Jennifer Kiihnl or Pam Schmidt — they will log in as CADPAY and

reject the estimate
ii. PM deletes the estimate from history window
iii. PE un-approves DWRs on diaries that need changes
iv. Returntostepl



Daily Work Reports

Navigation: Main Panel ->Daily Work Reports Daily Work Reports

Draily W ork. Draily work.
Reports(+] Reports

1. For your first DWR click Services-> Choose Keys. Double-click on the

Contract ID. Attachments
. . Process Status
After your first DWR, click open [2 to select a contract. Double- :
Select Work Ikem CErSHiFET
click your name, and then double-click the date you wish to open. Elits jVew Wk e Temglate Dty SlkSfthT
. . Fé& Equipment L 7 i
2. Key the correct date or double-click the date field to open a P Labor CHriShift+.
s Material trl+5hift+E
calendar. Select the date from the calendar. oms Colssies
3. If Contractor Information has been entered on the Contractors tab ey o
of the currently opened DWR, you will be given the option to copy Freven DIk Colsniy
Record F& Infarmation CEr-Shift+F
contractor information. If you click Yes, information from the Select Farce Acaurt ChrlfShitHo
Contractors, Contractor Equip. and Daily Staff tabs will be copied to

the new DWR. Temperature, Weather Conditions, Remarks and
Work Items information are not copied.

If you are already in a DWR and wish to create a new one under your
name, click the new button [.

DWR Info. tab

P AASHTO SiteManager _[O] %]

File Edit Services Window Help

[ERE? DB @ P

P paily work Reports H=]E3 |
{ DWH Info. Caontractors " Contractar Equip. Diailu Staff ¥ ‘ol [bery b Eruce & nenint: )|
Contract ID: [CBRDOTBOZBA5T Inspector: [Ri, Jenmifer Enter Temperature &Weather Conditions. Select
DWR Date: [ 0307712 weather conditions from the drop-down menu.
Locked: IF Temperature Weather Conditions
Authorized: IF High: 0 ill\n B =]
Authorized D ate: |DD:’DD.-"DD Low: i ill Pl P
No Work Items Installed: [ Work Suspended: [
No Contractors On Site: ¥ Suspended Time: 00:00 ill The Spe|| check button can
Mo Daily Staff On Site: [v FResumed Time: 0000 ﬂ be C|iCked tO Check Spelling.
Remarks: f
W 1. Contractor Dperations [ ;I
= = — Spell Chec
2_ Engineering Activities </ —_—
3. 50il Conditions =4 \R
= E

Enter remarks by clicking on the remark type, then key information in the text box. The following
remarks are required:

wE  Contractor operations

W Engineering activities

W Soil conditions

i Rain/precipitation
As remarks are entered, a green check-box [ef displays next to the remark type. In the example
shown here, Soil Conditions has a remark associated with it. These remarks can also be pasted from
some other document — such as a Word document. These remarks print on the diary.

Click save [ or when changing tabs, click Yes on the prompt.




Contractors tab

Click on the Contractors tab.

P AASHTO SiteManager

Eile Edit Services Window Help 1. Click in the Contractor portion
]| LG @;| DSl | (7| of the window and click the new
y

ﬂ Daily Work Reports, ~—— button.

| O x|
DR Info, 1 Contractors i I

Contractor Equip. | Daily Staff i work, lkems

Faorce Accounts

Contract 1D: IEBHDD'I 2020451 Ingpector:

i) ennifer Date: |09a’11a’12

Hbr of Mbr of

”l:untlactul Supervisors Workers

E40574472

Contractor
Hrz Worked

T. L. Wallace Construction, Inc. ™3

2. Add the contractor that was on the
job for this day from the dropdown list.

Supervizor/Foreman Hame

[ Worked
The Supervisor/Foreman
Name section is not used.
Mbr of Hours Total
Personnel Type Persons Worked Hours

3. Click on the Personnel Type portion of the window. Click the
new button [ and add personnel types from the drop-down list.

W Enter Number of Persons and Hours Worked. Click new to add

more personnel types as needed. This will add more personnel

Ready types for the contractor that is highlighted in the Contractors
portion of the window.

Repeat steps 1 — 3 until all contractors, subcontractors and their personnel on the jobsite are recorded.

To delete an entry, highlight the item in the proper window section. Click the delete button Z:f onthe
toolbar.

Click save [ or when changing tabs, click Yes on the prompt.




Contractor Equip. tab

Click the Contractor Equip. tab.
The contractors in this window are the same as those on the Contractors tab.

P AASHTO SiteManager
Eile Edit Services Window Help

P2 DsaE O HE|

E Daily Work Reports

DR Info. Contractars ‘" Conbractor Equip. Draily Staff ¥ wiork [tems " Faree Accounts
Contract 1D: |EBF|DD'I 2020451 Ingpector: |KiihnI,Jennifer Date: |09£11£12
Hbr of Mbr of Contractor
Contractor Supervisors Workers Hrz Worked

E40574472 T. L. “Wallace Construction, Inc.  ** PRIME =

| 4 1. Highlight the correct contractor in the

Contractor portion of the window.

Mbr. of Mbr Hours
Equipment ID - Description Pieces Uzed Uszed

2. Click in the Equipment ID portion of the

W window and click the new button [1.

[Ready [Server [DEY [P [ikiikiead

3. Select equipment on the jobsite for that day (not necessarily used.)
4. Enter the Nbr. Of Pieces, Nbr Used and Hours Used.
5. Click the New button to add as many equipment types as necessary.

Repeat steps 1 — 5 for any subcontractors that have equipment on the project site.

To delete an entry, highlight the item in the proper window section. Click the delete button = on the
toolbar.

Click save [ or when changing tabs, click yes on the prompt.



Daily Staff tab
Click on the Daily Staff tab.
P AASHTO SiteManager

File Edit Services Window Help
j| o s | Ol 2 | (] 1. Clickin the staff member portion of
P é

3 Daily Work Reports the window and click the new button. _[o ] x|
'R Info. Contractors r Contractor Equip. | Daily Staff Wiork, Items Y Force Accounts
Contract 1D: |CERO01 8020451 Inspector: |KiihnI,Jennifer ate: |EIEI.1"11.1"'|2
Staff Member ] Starting Ending
Mileage Mileage
-l
Chastain, Wallace G.
|IFergusnn, Keith A.
|ILand, Colby
(ILangston, Josh . Key hours in Reg. Hours field (MDOT
Petty, Greg
IE # is not using OT hours).
2. Select office staff from 4. Enter Vehicle ID if applicable.
the drop down list. 5. Enter Starting and Ending Mileage.
MDOT is not using the Work Code field.
|Ready [Server [CEY [P [ikiikel

Repeat steps 1 — 5 until all staff working on the project for this day have been entered.

To delete an entry, highlight the item in the proper window section. Click the delete button % on the
toolbar.

Click save [ or when changing tabs, click yes on the prompt.



Work Items tab

Click on the Work Items tab
In order to place an installed quantity on a work item, a contractor must be selected on the Contractors

tab.

P AASHTO SiteManager

File Edit Services Window Help

ECIE

E Daily Work Reports

D'WR Infa. Contractors Contractar Equip. Daily Staff Work ltems | Force Accounts
Contract |D: ICBHDm 8020451 Inspector:  [Kithnl, Jennifer Date: [09/11/12
Project Line ltem Category -
Humb Humb Humb Instld Item Code Descripti
1 ] s} 0 W por-som Clearird ~Shhing
103325302000 0020 oom I 201-800 ity J
03azaz000 | 0030 | oooi [ T 20zand [remaval of Obstructitigs
03325c02000 | 0040 | oo [ T Z202E00 Fietnoval of Asphall PaVement Al Deplhs
TOgazeanzoon | ooso | oool [T | . .
e o | 1- Double click the item
103325302000 oovn oo B
' ! i to enter a quantity.
103325302000 | 0080 | oooT [ T |
03325002000 | 0090 | 0001 [ T 202E105  [emoval of Fipe Headwal, Al Sizes
03325002000 | 00| O0M | T 2034003 [Ondlassiied Excavation B, AH
0332502000 | 0110 | 0001 [ T 203EXOT7  |Banow Excavaion, AH, FME, Class B9
103375302000 | 0720 | 0001 | | 203G003  [Ewcess Excavation FM,AH
1033252302000 [ 1200 [ 0001 [ [ 206-A001 [Structure Excavation
103325202000 [ 40 [ oo [ T 2068007 [Select Material for Undercuts, Conbiactor Fumnished, FM
103325302000 [ 0150 [ 0001 [ [ 209-4004 [Geatestile Stablization, Type ¥, Nan‘waven
033z5o0zon0 | Oled | oomi [ T Ziacom Buperphosphats
03sEezon0 | o170 | oo [ T ZiEA0 ol Soddng =
4| | » | |
|Ready [Server OB [FM likiitnl
Click the new button. (o] x|

File Edit §ervice;?‘ gndow Help

PEE? DS aR|Os~@Er]

['w/R Info. Contractors Contractor Equip. Doaily Staff Wwork Items 1 Force Accounts
Contiact ID:  [CERO018020451 Inspector:  [Kihnl. Jennifer Date: [03/11/12
Project Nbr: I 103325302000 Line Itm Nbr: I ooz20 Item l:ode:lzﬂ1 -BOM Category Nbr: [IATj] . . -
: . e ' 3. Enter the following required fields:
Item Desc: [Clearing and Grubbing Unit Pllce:l $106.00000
Supp Desc 1: w& Placed quantity
Supp Desc 2: .
Gty Repoited to Date: 0.000 Gty Authorized to Date: |0.000 Units T_vpe:IACFlE “' CO ntractor
Oty Installed to Date: 000 Bid Qty: [24.000 Pay To B E A
Status: Ectiva Aty Paid to Date: oog Cumrent Contract Qty: |24.000 "f LOCBtIOI’l

Loc Seq Mbr [Location Installed

4
|n00TPlan Page Nbr: |wllaclm: |
2

Placed Qty: | LI
Loc Seq Nbr: IT Location: | < Measured Indicator:
Station Offset Distance Station Offset Distance i i
From: +| .DDUI | 000 Te: +| .DUUl | .oan 4 The station number 15

Datail

Read)

5. If this pay item was placed in more than one location on this
day, click the new button [ and enter additional quantity,
contractor, location and station number information. —_—

not required, but it is
recommended.

]

To enter more items, click the Select Work Items button =g and repeat steps 1 5.

Note: The quantity installed to date and quantity paid to date do not update until the applicable
estimate for these quantities is approved.

Click save g -



Diary
Navigation: Main Panel ->Daily Work Reports Diary

Daily Wk { A

Reports(+) Diary

Cirl+AIE+H

1. For your first Diary, click Services-> Choose Keys. Double-click on =
Atbachments
the Contract ID. Pracess Status
. . Select Work hem |+ St
After your first DWR, click open [Z to select a contract. Double- e St e D e
click the date you wish to open. 7 Ecpner i
Fi Labor: CErH-ShifEHL
2. Key the correct date or double-click the date field to open a FésMaterie lishifthe
SDMS Ctrl+5hift+5
calendar. Select the date from the calendar. Stockples Chl+shift-+
DWR History Ctrl+5hift+D
Preview DWR Ctrl+Shift+V
. H . . . . Record F& Information Chrl+Shift+F
The DWRs associated with that day will display for authorization. e e

P AASHTO SiteManager

File Edit 5ervices Window Help

Ml Dl @EE| |

3. Click on preview DWR button to view the DWRs for this date
“Authorize T Chage or click on services and choose which report you would like

to view.

Contract ID: |CERD0D18020451

Diary Dale:l 0907412  Last Modified User ID:l Creator User ID:IikiihnI

|Inspectm Authorized | Authorized Date |[D'WR Template

s

4. Authorize the DWR by clicking on the
checkbox. Un-authorize a DWR by clicking on
a checked box.

Remarks:

1. Contractor Operations ! | ﬂ Spell Check |

2. Engineerning Activities
3. Soil Conditions

= H

[Ready [Server IoEv  |PE fikiitrl
Repeat steps 2 — 4 for any DWRs that need authorized on a Diary.
Click save [ tosave changes.

A DWR template involves haul tickets and is not applicable in LPA SiteManager.

Estimates include only Work Item information from DWRs that have been authorized.

If you wish to print the diary, save it to your local machine. Then open the document and print it locally
(instructions for another way to print the diary are on page 19).



Estimate

Generate an Estimate
Only a Project Manager can generate an estimate.

[Esti

& 2 =
Navigation: Main panel ->Contractor Payments Estimate Generate Estimate £

Contractor Generate
Payrngnts{+] Estimate(+] Estimate

Double-click on the contract or click open = to select a contract.

B AASHTO SiteManager

Eile Services Window Help

H B @;| D= g i@ﬂ 3. Click the Generate button.

E Generate Estimate

Contract 1D [CBRO0Z202042 Last Estimate Number: I 0ma
Generate Estimate Number: I ooa
Date | - Type
e /N 1. Always choose Progress.
Beqgin: IDE.-’D‘I 201 i+ Progress
End: ;

" Final

2. Enter End date. —

October 2012
S MTWTF §

123458
7 a3 w0n oz

(| Supplemental

14 15 18 17 18 19 20 [~ Delay Generation
2122 23 24 25 26 27 Do not use delay
28 78 30 31 .
generatlon.
€| =] 3]
|Ready [Server IDEY I kb

Click OK on the popups (“Process OCPINTESA submitted” and “Profile OCPINTESA for process SMBAPP
has completed”).



Approve an Estimate .
Navigation: Main panel ->Contractor Payments Estimate Estimate Approval ¢

Contractor 8 E stimate
Payments(+] i) Approval

Double-click on the Contract ID or click open [Z to select a contract.

The Project Manager may approve an estimate in Pending status. The Project Engineer will approve an

estimate after the Project Manager has approved it.

P AASHTO SiteManager

File Services Window Help

ERE2 DS g9 -

E Estimate Approve

Contract ID:  |CERO0Z2202042 E stimate Nbi: IDD]S

Generated By: Iikiihnl On: |1 0/0942 IUB 2345:85800 Type: IF'F!DG

— A&

oo LLevels:

Project Manager | |UDJDU/‘UU |DU:DD:UU |

!
Project Engineer 4

|
|
Contract Administration | Check the bOX next to PM
|
|

Contract Admin Mgmt Engr

Financial Mgmt Accounting

CI|Ck save E . |Ready [Server DEY [P [ikiibel

Discrepancies may exist. This is ok until the final. Click Yes on the discrepancy pop-up window.

Click OK on the notification pop-up window.

Reject an Estimate . =
Navigation: Main panel ->Contractor Payments Cm, Estimate E”Estimate Rejection '
Paprnents(+] s Riejection

Double-click on the Contract ID or click open = to select a contract.
Only contracts that are available for rejection will display in the list of contracts.

P AASHTO SiteManager
File Edit Services Window Help

mEE 2| D v E|

E Estimate Rejection

Contract ID: |CBRO02202042 E stimate Nbr: |EIEI'IS

Generated By: Iikiihnl On: (1040942 IDB'ZB'dE'SEEDD Type: FROG

pp |

Project Manager |1 0408412 |08:33:30 |ikiihnl

FProject Engineer

Contract Administration

Contract Admin Mgmt Engr

Reason For Rejection: Enter a reason for the rejection
| {
E
Click save [H . [Ready FBever — IDEV [PE il

Click OK on the notification pop-up window.

10



View Estimate History/Delete an Estimate

Navigation: Main panel ->Contractor Payments Estimate Estimate History
Contractar Estimate(+] Extimate Histary
Payments(+]

Double-click on the Contract ID or click open [z to select a contract.
This allows you to view estimate history for a contract.

_4 AASHTO SiteManager
File Services Window Help
TR
E Estimate History
Contract 1D: IEB RO0OZ2202042 Description]: IBlidge Replacement

Estimate  Net Pay Period PM PH Last Appr. Last Appr. Est Est o

Number End Date User ID Appr. Date User ID Date  Stat Type
2 Jiibol ][I0 AP [PROG ||
oo1g $96.259.32 04/30/11 rshannon 058/10411 sgibbons 08416411  APRV  PROG
o017 $143,601.8203/31.11 rshannon 0408411 sgibbonz 04415411  APRY  PROG
001e $268,170.7402/28/11 rshannon 03/04411 sgibbons 0341141  APRV  PROG
o015 $9,955.41 01./31.11 rshannon 02/09:11 sgibbonz 02415411  APRY  PROG
o014 $227.267.8012/31/10 rshannon omAz2a1 sgibbons 01418411  APRV  PROG
o013 $152,675.81 11,/3010 bowen 12/09410 sgibbong 12/20¢10 APRY  PROG
ooz $422,532.1110/31410 bowen 11/09410 sgibbons 1141540  APRV  PROG
o011 $137.782.56039/30/10 bowen 10411410 sgibbong 10413410 aAPRY  PROG
o010 $216.954.9208/31/10 rshannon 09/03410 sgibbons 03/2010 APRV  PROG
ooog $365,701.1507/31.10 bowen 08413410 sgibbong 08416410 APRY  PROG
ooog $141,683.26 06/30,/10 mobannon 07/0.:10 sgibbons 0741340 APRV  PROG
oooF $262,819.3005431410 mobannon 06/01/10 zgibbong 06/14/10  APRV FROG -

[Ready [Server [DEV  [PM [ikiitnl

If an estimate is rejected, a Project Manager can delete the estimate. This is helpful when quantities are

in error on a DWR. Once the estimate is deleted, the Project Engineer can unauthorized DWRs on the

Diaries. Quantities can be corrected, the DWR can be reauthorized on a Diary and the Project Manager

can regenerate the estimate.

SHTO SiteManager

File Services Window Help
|E W% |0 &S g | ] Todelete an estimate, click the
Bl delete button. Only Pending or (O] x|
Rejected estimates can be deleted.

Contract 1D: ICBHDD22D2D-'-12 Description1: IBlidge Replacement

E stimate Met Pay Period PM PM Last Appr. Est -
Humber End Date User ID Appr. Date User ID Type
s0s50082 || [PROG |}
ooia $96.,259,32 04/30/11 1shannon 05410411 sgibbong BRR PROG
om7 $143,601.8203/31/11 1shannon 04./06./11 zgibbong 0415411  APRW  PROG
0oe $268,170.74 02/28/11 1shannon 03/04/11 sgibbong 031141  apPRv  FROG
0os $9.955.41 01/31./11 1shannaon 0240811 sgibbons 02/1541 aAPRw  PROG
oo14 $227 267.8012/31410 1shannaon mAz zgibbong 0./1841  APRW  PROG
0o3 $182,875.8111/30410 bowen 12/09/10 sgibbong 12/20M0  APRW  PROG
ooz $422 53211 10/3110 bowen 11./09/10 zgibbong 11415410  APRW  PROG
oo $137,782.56 09/30/10 bowen 10411,/10 sgibbong 10/4940 apPRv  PROG
ooia $216.,954.9208/31410 1shannaon 09/03/10 sgibbong 03/20/10  APRW  PROG
0oog $365,701.1507/31410 bowen 08413410 sgibbong 08/16/410  APRW  PROG
ooog $141,683.26 06/30/10 mobannon 070110 zgibbong 071340  APRW  PROG
0aazy $252,819.3005/31110 mobannon 06/01/10 sgibbons 06/14410 APRW  FROG
|Ready [Server [DEY [P kbl

11



Tracking an Estimate

e g N
N . b . = : .
Navigation: Main panel ->Contractor Payments ' . EStimate E”Estlmate Tracking E stimate
Payments(+] SO -
Tracking

Double-click on the Contract ID or click open [ to select a contract.
This allows you to see where the estimate is in the approval process.

**Another estimate cannot be generated for this contract while it is in the approval process **
Exception: If the estimate has only been generated and no approval has taken place —it is still pending.

Once it has been approved, it must complete the process or be rejected and deleted for another
estimate to be generated.

B AASHTO SiteManager | o| x|

File Services Window Help

DR E SE

E Estimate Tracking - | o x|
Contract 1D: |EBFIEII]22EIEEI42 Ezstimate Mbr: IEIEI1 9
Date Time Uszer ID
Generated [10/0912 082345 likiibinl
Project Manager [10/09412  |08:33:30 Jiiibinl
Project Engineer |o0/00/00  00:00:00 |
Contract Administration |o0/00/00  00:00:00 |
Contract Admin Mgmt Engr |o0/00/00  00:00:00 |
Financial Mgmt Accounting |o0/00/00  00:00:00 |

|Ready [Server ICEY  |PM [ikiibl




Process Lists

4 4 &=
Navigation: Main panel ->Contractor Payments Cl Process List | ==
Pazl;gﬁls?i] Process List

The processes for LPA001 and LPA002 will need to be run to get these reports. The Project Manager
and/or the Project Engineer can run these processes.

P AASHTO SiteManager

Eile Services Window Help
= s B
E Process List

Double-click the process.

bxs Descrption

Processz 1D Process Type,
C50-200 |Custom {
LPADOT
LPADOZ

C5D-200 Report
LPA-001 E stimate Recap Sheet

LP&-002 E ztimate Detail Sheet

Custam

onfirm Process Submission

[Ready

Submit | Palamelelsl Subset I Cancel

— Click Subset.

E Select Subset

Contract |d Fed St Prj Mbr EztMbr | PrdEnd Dt| Gen Dt Gen By |Est Status YVendld  |Lew2 Office MbnLew3 Office MbnLewd Dffi
LERO37000022 ER-0370-00(022)/105100005 20110831 20110906 cbusby  (APRY  |B46000943 6 1611
LERD37000022 ER-0370-00(022)/1051 00008 20110930 20111004 gfaggard  |APRYW  |B46000943 B 1611
LERD37000022 ER-0370-00(022)/105100002 20110331 20110331 rcbusby b B4E000949 B 1611

LERO37000022 ER-0370-00(022) 0007 4 20120131 2 E4R0009449

LERD3ZO00022  |ER-O370-00(022)4 0510 0004 45000543
LERE37100003  |ER-ES7I-OO003)A05110000 . . . . 1511
LERE37100002  |ER-5971-00(003)410511/000) Highlight the correct Contract and estimate 1511
LERES7I00003  |ER-571-onpmn3iostiong number (the status is usually INAP). 1611
LERESF100003 ER-5971-00[003)/10511|/0003 OTTO7 3T T TOE0d gragaard  [BPRY BIEO00TTS E 1611
LERES7FI00002  |ER-G971-00(003)/10511/0002 20110630 20110705 stblier  |APRY  |546000543 |6 1511
LERES7100002  |ER-R971-00(003)/10511/0007 200111130 20111202stilier  |APRYV  |546000543 |6 1511
LERRA7I00003  |ER-E971-00(003) 05110004 200110831 20110907 gfaggard  |APRY  |B46000343 |6 1511
LERE37100003  |ER-E971-00003)41 0511|0005 200110930 20111005 gfaggard |APRY  |B46000343 |6 1511
LER757000001 ER-7870-00(007)/105100008 20111031 20111103stblier  |APRY  |545000343 |6 1511
LER787000001 ER-7870-00(001 14105100008 20120131 20120423 gfaggard |INAP |B4R000943 |6 1511
LER7S7000001 ER-7870-00(001 410510000 20110 . L. B 1611
Click OK (double-clicking does &
‘_ nOt Work in thls WindOW). .

Submit | Paramelelxl Subset I Cancel |

& Click Submit.
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Client Job Monitor

|0| Process LPAOOLA submitted.

DPS Status Monitor

" Click OK on the messages.

To see completed or processes that may be
running, click on Services, Process Status.

|£50-200 Report

LP&.001 E stimate Recap Sheet

Procesz Dezcription

LPA-002 Estimate Dietail Sheet

Ready

ILPa [Pw

[Senver

If a process is still
running, click File,

P AASHTO SiteManager

Refresh to update

File Edit Zervices Window Help
s eE S

the list.

Windo Regular

¢ Services

" Scheduled

When a process is Completed, double-click
on it to open the result window.

Proceszs Hame Status Date Queue Start Time End Tin
- - - Submitted Time
Refresh Ctrl+F LPADD 2, Completed 10/4/2012 1119 am  [11:19 am 11:19 am
Print Setup  Ctrl+U LPADDZE -:-mpleted 10/4/2012 :
Print Preview Ctrl+W SEhglEE
Primt Ctrl+P
Main Panel  Ctrl=M Several processes may be in the list. Look at the
Exit Alt-F4 date & time to determine which is the most recent.

To clear the list, highlight the one you want to
delete and click the delete button =f .

B AASHTO SiteManager

File Edit Services Window Help

| EmE? s

P Files For Process LPAOOLA

OUTFUT.FDF 2
OUTPUT.TXT 921010/9/20102 093725
PROCLOG.TAT 86210/9/2012 09:37:25
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i3 Open a0 kb Click File, Save As, PDF to save the report. 2
T8 Create g i —
2 I ElZI | ﬁ Tools | Comment = Share
= Cirl+5
=t H
re As i l'\l-qF“' ‘Shift+Ctrl+S -
Share Files Using SendMow Online... Reduced Size POF...
Attach to Email... Certified POF...
RTMENT OF TRANSPORTATION
=] - . »
Action Wizard C Reaéer_ Rl bl r's Ectimats - Recap Shest Drinted: 10/00/2012 00:57 am
o Qptimized POF... [ Completion Date (1125011
- Tame Units / Days tobe Allowsd | 325.00
Close Crtrwy | Image ’ | |
Microsoft Word L&
Properties... Ctrl+D - L
3p L2 | Pariod | 1040172011 Thru 013112012
& Print... Cerl+P Mare Options » Cuarren Period] Previous Estmate Total Allowed fo Date
1 WClient\CS\5TP790500001 LPA-002.pdf 1L
: $306,09797 §321,37326 362747123
2 \WClient\CS\STPT90500001 L PA-001 pdf o S8 Sl
Bt Ctil+Q 372,096.97)) (5223,277.86) (5301 374.83)
B $306,097.97 32137326 $627.47123
Tiquidsied Damage: (Participsting) 52.500.00 $0.00 $2.800.00
Project Total 530329797 $311,373.28) $624,67123
Toral Net Amonn: Owed to LPA $305.05797 32137336 362467123
Total Centract Het Work Dus $305,297.97 $321,37326 362467123
Time Units | Days Used 123.00 27100 35400
Contract % Complete (Dellars) 3295 %] 34.60°%) 6755 %
Contract % Elpsed Tunz 37.85 %) 8338 %) 2153 %
Quantities Chacksd
Origina] Sizned
Fagzard, Gabe D (16-11) Project Ensineer
LPA Official:
Approved:
Chief Engineer by
Originz! Sizned LPA Engmesr
Jeffiey C. Altmen PE

i) £0 Doive )
gl Peawnetc Diews X om DS T20ET76)
iy bocal Disk (T on DISTOETIR

kg COTVD D (B on DISTIOETTR
i Biatwork, Diva {7 on (HSTHETTR

Save the report to your local

machine — be careful that this
is not saved to the Citrix server.

E15/2012 B8 AM

File Pei
Fug fiod
Fillg fet
File foll
Filg Poil

F|It_r:;;[ s

EEPTRY B2 G M
b wBEa B15/2012 526 AM
packege TAA/21 1800 AW
patnign E15/2002 926 AM
| FresgressFpt R14/2002 28 AM
4]
He s |f.m-l--_-5
Seamtps  [Adie PO Sed [ pd)

After the report is saved to a |
machine, open it from that

location. Then print the report on a

local printer.

ocal

= |
—

Jor o

| »] it rsaciied

LPA

Mame =

[=] Tepe

B Citrie- Reencke-Access-instnuctionsld- J-2011
TS0 220Eampes form
',L'm ppnfidental nfoemation sge

1L 2P Adobe dc
WEI0 111 AN Adube Ac
B0 1008 &M Adobeic

Change the report name to something
meaningful and click Save.

1|

i e L a001]

Savvn m type: |Accise POF Fles P

15




Equipment/Personnel/ Staff Lists

Navigation: Main Panel ->Daily Work Reports D ) Reference Tables M Contract Master List

Master
Reportsi+) Tablsalliwi+] Lt

Double-click the contract. Then double-click the contractor.

Th :n efine what is in the drop-down lists in the DWR.
Equipment and Personnel are contractor specific. Staff is defined for the Contract.

Equipment

P AASHTO SiteManager

File Services Window Help

IR 2 s=al

[ Click the Equipment radio button. _ (ol x|
e
/2

_’_./ eer) - |LERO37000021 Yendor 1D: |84085?4ED |E % B Electrical & Utility Contractors, Inc.

I " E quipment " Personnel " Supervizor " Staff Member

Vendor Master List: {— < Contract Viendor List: >
| Eqp 1D Equipment De: 1 Click on the equipment that this contractor has (or

Aggregate Spreader . . . .

A0 agricultural Line Truck will have on the job. Use the CTRL key to highlight

A200 Air Compressor several pieces of equipment at once, or use the shift
250 All Temain Yehicle . . . L

4300 &irow Board key to highlight all equipment within a range.

A400 Asphalt Paver

ARDD Automatic Lewvel Y

B100 Backhoe Add >

B200 Barge Add All >>» \

B300 Barmels _ Cli . . .

ick Add to add the highlighted equipment.

B400 Belly Durnp Trailer m ghlig quip

BE00 Bob Truck «-Reman || Add All will move every piece into the

B525 Box Blade —_— .

BRA0 Bridge Inzpection WWehicle ContraCt Vendor LISt'

BE0D Buldozer Remove will remove a highlighted piece.
1 | | Remove All will remove all pieces.

[Ready [Server [LPa. [P fikiitwnl

Click save [ tosave changes.
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Personnel

B AASHTO SiteManager

File  Services Window Help

=1 1211

E Contract Master List

Click the Personnel radio button.

Contract 1D:

Yendor 1D: |84085?4BU |B & B Electrical & Utility Contractors, Inc.

Vendor Master List:

v
" Equipment * Personnel " Supervisor " Staff Member

Contract Vendor List:

Personnel Name

Aggregate Spreader Operator

Air Tool Oper. [Jack Ham. A4 Comp.) P

sphalt Lab Tech
Azphalt Paving Mach. /Spreader Oper.
Azphalt Plant Operataor
bzphalt Faker

Backhoe/Shavel Operatar

Boat Operator

Brick Mason

Brick Mason Tender
Bulldozer Operator
Carpenter

- | Personnel Name

Click on the Personnel type that he contractor has (or
will have) on the job. Use the Ctrl key to highlight
several pieces of equipment at once, or use the Shift

key to highlight all personnel within a range.

Add -> <l/
[
Add All -»>

<- Remove

<<- Rem Al Click Add to add the highlighted Personnel

type.
Add All will move every Personnel type into

| | _,d the Contract Vendor List.

Remove will remove a highlighted

|Read3-I

Click save [ tosave changes.

Personnel type.
Remove All will remove all Personnel types.
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Staff

Staff only needs to be defined once. Even though it appears that it is defined per contractor, it is

actually contract-wide and will appear under every contractor after it is defined under one contractor.

I AASHTO SiteManager

File Services Window Help
= L1211
B Contract Master List Click the Staff Member radio button. EIZI
Contract ID: [LERO37000021 Yendor ID: |E4085?4ED S B Electnical & Utility Contractors, Inc.
I " Equipment " Personnel " Supervisor }{Stafl Member
Vendor Master List: Click on the Staff that your office has on the job. Use the
|ssu ISINS/C ’ 4 CTRL key to highlight several staff members at once, or
5 __[McKes Jo use the shift key to highlight all staff within a range.
12150000305 teyer, Robert _
1215000031 5 “Watzon, Thomas
12180000325 Brovan, Michael =
12180000335 Mewsam, Larmy
12150000345 Wiliams, Sanford
12180000355 Fittman, James
12150000365 Gassion, Edic Add ->
|
1215000037 5 Funderburk., Dave Add All -5
1215000038 5 Simpzon, Timathy Colling
1215000039 5 taore, Clay <- Remove
1215000040 5 Sweatt, Jeff c¢- Bem All
12150000415 Tillotzom, Zach —_— . .
TN [ R T Click Add to add the highlighted Staff members.
12150000435 Simmons, Kyle Add All will move every Staff member into the
4 I | _}I_I list.
| Remove will remove a highlighted Staff member. |
Ready

Click save [ tosave changes.

Remove All will remove all Staff members.
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Print the Diary

Navigation: Main Panel ->Contract Administration Ei Contract Records t Contracts

R Records[+] Contracts

Double-click on the contract or click open & to select a contract.

— | O | X |
File Edit Services Window Help
PR ? | s YR O RG-SR
o Contracts . . . . m x I
— - . Click on the attachment icon. This will _I—
Description Location FPapment Data ning Plan
open the attachment window.
Contract I0- | STEONZON301 5 Fed SEPr Pri Mhe [STP-O070-03001 814 D5754701
Hame Type Description Autorun

GovEst_07-19-11 [OLE  |Gow Est approved 7/19/2011

Double-click on the LPA Diary Plug-in.

Progreszs

Time O

Contra
Wol

1.1

Wa!_:u_: Wage Decision ID Wage Decision Description Gentl Wq Dezn 1D
Decizion: ‘M Defaul I
21aLdir
Enter the Diary Date or the Date Range for the diary
(the largest date range you should use is one month).
EE - | jm] | X
-~
Diary Date: | - ﬂ Please s a date to run the report &K enter a date range and click "Run Report"

Date Fangs MM/DDYYYY): [1/22/2012 te [1/28/2012)

A
v

" Click Run Report

=< Prewious
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Diary Date: | j Please select a date to run the report &R enter a date range and click "Run Report"

Date Range (MM/DDIYYYY): |1;22,r2mz to |1f25f2012 Run Report

=lalx]|

<< Previous ezt ==
City of Batesville
Buchart Horn, Inc.
Diary Date: Sunday Janupne 22 2012

Contract ID: STP-0070-03(018)/105754701

Temperature and Weather Conditions:

The report displays. Make
sure you can see the scroll

the report area to

display the save option.

High: 70 AM.: Rain
bar for the report.
Low: 36 PM.: Cloudy
Remarks
1. Contractor Operations No work on project today. jroberso
3. Seil Conditions Suitable jroberso
4. Rain/Precipitation 048 jroberso
Nbr of Nbr of Contractor Hrs
Contractor Supervisors Workers Worked
Nbr of
. Persons Hours Worked Total Hours
Hover your mouse in
Nbr of Pieces Nbr Used Hours Used

Project Engineer:

Save the report to a local drive\folder.
Then navigate to that folder and print

the report from there.

Save jn: I [ LSTPOO7003018

& ) o -

File narne:

Save as type:

[1-2612 diaries

I.-’-‘«dobe POF Files [".pdf]

[
[

Save

Cancel |

20



	Workflow
	Daily Work Reports
	DWR Info. tab
	Contractors tab
	Contractor Equip. tab
	Daily Staff tab
	Work Items tab

	Diary
	Estimate
	Generate an Estimate
	Approve an Estimate
	Reject an Estimate
	View Estimate History/Delete an Estimate
	Tracking an Estimate

	Process Lists
	Equipment/Personnel/ Staff Lists
	Equipment
	Personnel
	Staff

	Print the Diary

