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1. Disclaimer
©Aurigo® Software Technologies Inc. All Rights Reserved.

While every reasonable precaution has been taken in the preparation of this document, Aurigo® Software
Technologies Inc. does not assume responsibility for errors or omissions, or for damages resulting from
the use of the information contained herein.

The software is provided strictly on an "as is" basis. All software furnished to the useris on a licensed
basis. Aurigo® Software Technologies Inc. grants to the user a non-transferable and non-exclusive license
to use the software program delivered hereunder (licensed program). Such license may not be assigned,
sublicensed, or otherwise transferred by the user without prior written consent of Aurigo® Software
Technologies Inc. No right to copy a licensed program in whole or in part is granted, except as permitted
under copyright law. The user shall not modify, merge, or incorporate any form or portion of a licensed
program with other program material, without written permission from Aurigo® Software Technologies
Inc. The user agrees to maintain Aurigo® Software Technologies' copyright notice on the licensed
programs delivered hereunder, and to include the same on any authorized copies it makes, in whole orin
part. The user agrees not to decompile, disassemble, decode, or reverse engineer any licensed program
delivered to the user or any portion thereof.

Aurigo® Software Technologies Inc. reserves the right to make changes to any software or product to
improve reliability, function, or design.

Aurigo® Software Technologies Inc. does not assume any product liability arising out of, or in connection
with, the application or use of any product, or application described herein.

No license is granted, either expressly or by implication, estoppel, or otherwise under any Aurigo®
Software Technologies Inc., intellectual property rights.

Aurigo® Masterworks and all other Aurigo® Software Technologies, Inc., product or service names are
registered trademarks or trademarks of Aurigo® Software Technologies, Inc. in the USA, Canada and other
countries.

Other brand and product names are trademarks of their respective companies.
Aurigo® Software Technologies Inc.

www.aurigo.com


http://www.aurigo.com/
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2. Introduction to Using the Participant Guide

The Participant Guide helps you get started with the process of creating an engineer's estimate and
quickly navigate through the various key processes of engineer's estimate.

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle
of an engineer's estimate. Field selections, other than the ones used in this guide, could possibly lead to
a varied workflow and may not be covered in this guide. For additional information on the application,
refer to the User Guide or Masterworks Online Help available with the application.

Note: You may notice screenshots containing information added throughout the document, even in
places where a new empty screen would typically be displayed. This practice eliminates the need for
multiple images, allowing a single screenshot to convey the essential details required to proceed with the
work effectively.
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3. Bid Estimate Information

One of the important stages in project development is cost estimation. An estimate establishes the
baseline of the project cost at different stages in the development of the project. It provides an
estimation of the project cost based on the available information.

To ensure a competitive contracting environment, the engineer's estimate reflects a fair and reasonable
cost of the project. It contains sufficient details to reflect the actual estimate of a project.

The Bid Estimate Information or Design module enables you to create and manage engineer's
estimates.

The Bid Estimate Information module enables you to perform the following tasks:

* Create multiple milestone estimates
* Manage payitems
* Assign funding rules

* Perform a unit price search using historical data

While you can create multiple estimates for a project, only one can be moved to the Final Estimate
workflow status. The final estimate is available for creating bid advertisements in the Bidding module.

The functional flow for bid estimate management is as follows:

1. 3. Bid Estimate Information

e 3.1.View a Bid Estimate
2. 3.2. Engineer's Estimate

e 3.2.1.Create an Engineer's Estimate

e 3.2.2. Manage Engineer's Estimate ltems

e 3.2.3. Finalize an Engineer's Estimate

e 3.2.4. Perform workflow actions to implement the business process for engineer's estimates

Bid Estimate Information Permission Matrix

This section provides information on the roles and corresponding permissions for the respective forms.

Table 1: Table 1 - Bid Estimate

Role View
Administrator Yes
Project Viewer Yes
Design Component Lead Yes
Designer Yes
Lead Designer Yes
Design QA/QC Yes
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Role View
Highway Design Manager Yes
Project Manager Yes
A/E Designer Yes
A/E Lead Designer Yes
A/E Manager Yes
Acquisitions Yes
Construction Component Lead Yes
Construction Admin Staff Yes
Construction Engineer Yes
Highway Construction Manager/QA QC Yes
Construction Operations Engineer Yes
Inspector Yes
Assistant Project Engineer Yes
Project Engineer Yes
Regional Engineer Yes

Table 2: Table 2 - Engineer's Estimate
Role Create | Edit View Delete Audit Log
Administrator Yes Yes Yes Yes Yes
Project Viewer - - Yes - -
Design Component Yes Yes Yes Yes Yes
Lead
Designer Yes Yes Yes Yes -
Lead Designer Yes Yes Yes Yes -
Design QA/QC - - Yes - -
Highway Design Yes Yes Yes Yes -
Manager
Project Manager Yes Yes Yes Yes -
A/E Designer Yes Yes Yes Yes -
A/E Lead Designer Yes Yes Yes Yes -
A/E Manager Yes Yes Yes Yes -
Acquisitions - - Yes - -
Construction - - Yes - -
Component Lead
Construction Admin - - Yes - -
Staff
Construction Engineer | - - Yes - -
Highway Construction | - - Yes - -
Manager/QA QC
Construction - - Yes - -
Operations Engineer
Inspector - - Yes - -
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Role Create | Edit View Delete Audit Log
Assistant Project - - Yes - -

Engineer
Project Engineer - - Yes - -
Regional Engineer - - Yes - -
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3.1. Viewing a Bid Estimate

Prerequisites

The role of the logged-in user must be any of the following:

* Administrator
* Project Viewer
* Design Component Lead
* Designer
* Lead Designer
* Highway Design Manager
* Project Manager
* A/E Designer
* A/E Lead Designer
* A/E Manager
* Construction Component Lead
* Construction Admin Staff
* Construction Engineer
* Highway Construction Manager QA/QC
* Construction Operations Engineer
* Inspector
* Assistant Project Engineer
* Project Engineer
* Regional Engineer
For more information on role-specific permissions, refer to Table 1 — Bid Estimate Permission Matrix.

Overview

Once a project is saved for the first time, a bid estimate is automatically created with the same
specification book (standard items table) and measurement system as selected in the PROJECT DETAILS
page. Once a bid estimate is created, the Engineer's Estimate form is enabled to enter milestone
estimates.

Only one bid estimate is available for a project.
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Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS

Q 1ype to Search 41 New [ Workflow ~  [5] Reports ~ fp Manage Users

@ More ~

Project Description

X v oA P& Mark Offline/Online

0  Project Code Project Name Business Unit

P
ﬁ Selact Preject -

E A Recent Projecrs

i SIT - CAERFO FS LSPDR 2023-1(1)

@

All Projects

SIT MT NPS GLAC 14(4) & MT NPS- Test GL..

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER ...

SIT T NPS GLAC 14(4) B MT NPS GLACIER

Rehabhilitate Many Gla...
Rehabhilitate Many Gla...
Rehabilitate Many Gla...

Rehabilitate lany Gla...

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12 ...

Reconstruction of 12

Western Federal Lands

Western Federal Lands

Western Federal Lands

Western Fecleral Lands

Figure 1: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

FROJECTS PROJECT DASHBOARD  I*40J=C1 L= 1AILS

Q Type to Search X v oA

iy Select Dashboard: s s, ~  Made: Visw ~

fFlnNew 7 Edit T Delete %5 SetAs Default

ﬁ ST -CAERID IS LSPDR 2023-1(T) -

General
—_— Fidder 1119 schadilal smrer ‘

[ =7sIT caERFD #51SPDR 20231(1)

Alternates )
@ + Nocuments
= Document Search
» Froject Resor: Gallary
B Praject Calencar
= lund Wanagzmenl
m Project Sund Lst
u Project -und [ransacticn
= Funding 3ules
+ 5id zstimale Informalion
+ Bigding

+ Contracts

Figure 2: Expanding Projects Folder

3. Click Bid Estimate Information, and then select the record.

PROJECTS ESTIMATE LIST

Q ype o Search X v oA @ More - T
Modified On
-

05/30/2024 9:0...

LY orocazmorsicrorans - | B

E General

[l = ST-CALRFO 75 LSPDR 2023-..

Estimate Name  Description

SIT-Black Mo...  ERFO spotrep.. FP14

Standard Pay l... Measurement... Created By Created On Modified By

M/

05/30/202412:... tavleen

SIT-CAER.. US Customary

@ =+ Documnents
= Document Scerch
= Project Report Gallery
® Project Calerdar

+ Tund Managemert

— Bid Estimate Information
— [GIT-CAERTO S LEPFDR ..

= Cngneer's Eslmale

=+ Bidding

= Contracts

Figure 3: Navigation to Bid Estimate Information
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Alternatively, perform the following steps:
a. Expand Bid Estimate Information.
b. Click the next available folder.
The BID ESTIMATE DETAILS page is displayed.

4. Click View.

BID ESTIMATE DETAILS

@ Cancel

Estimate ID : SIT- CA ERFO FS LSPDR 2023-1(1)

Estimate Name : S|T- Black Mountain Road

Description : ERFO spot repairs including MSE
wall, gabions, drainage flumes,
and asphalt pavement. p

Measurement System : US Customary

Standard Pay Item List : FP 14

Created by : Heidi Hirsbrunner

Created On : 02/07/2024

Figure 4: Bid Estimate Details Page

The BID ESTIMATE DETAILS page displays the following information:

Field

Description

Estimate ID

The identification number of the bid estimate.
The information is retrieved from the Project Code field in the PROJECT
DETAILS page.

Estimate Name

The name of the bid estimate.
The information is retrieved from the Project Name field in the PROJECT
DETAILS page.

Description The description of the bid estimate.
The information is retrieved from the Project Description field in the
PROJECT DETAILS page.

Measurement The measurement system of the bid estimate.

System The information is retrieved from the Measurement System field in the

PROJECT DETAILS page.

10
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Field Description
Standard Pay Item The standard pay item list of the bid estimate.
list The information is retrieved from the Standard Items Table field in the
PROJECT DETAILS page.
Created by The first and last name of the logged-in user.
Created on The date on which the projectis created.

3.2. Engineer's Estimate

The Engineer's Estimate form enables you to create and manage multiple milestone estimates for the
project.

You can perform the following tasks:

e 3.2.1.Create an engineer's estimate

e 3.2.2. Manage engineer's estimates items

e 3.2.3. Finalize an engineer's estimate

3.2.1. Creating an Engineer's Estimate

The Engineer's Estimates form enables you to create an itemized summary of estimated costs for a
project.

You can create an engineer's estimate in two ways:

e 3.2.1.1. Create an engineer's estimate manually

e 3.2.1.2. Copy an engineer's estimate

3.2.1.1. Creating an Engineer's Estimate Manually

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Design Component Lead
* Designer

* Lead Designer

* Highway Design Manager
* A/E Manager

* A/E Lead Designer

* AJ/E Designer

11
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* Project Manager
For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate Permission

Matrix.

Overview

You can create as many engineer's estimates as required until any of these records are moved to the
Final Estimate workflow status.

Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lypz to Search X v oA .ﬁ Mew  [#] Workflow ~ @] Reports « fb Manage Users g Mark Offline/Online @ More ~
n B  Project Code Project Name Project Description Business Unit
o Selart Projert - :
A Recent Projects

SIT MT NPS GLAC 14(4) 8 MT NP5- Test GL._ Rehabhilitate Many Gla... Reconstruction of 12 ... Western Federal Lands

i3 SIT - CAERFO FS LSPDR 2022-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla.. Reconstruction of 12 . Western Federal Lands

@‘ All Projects SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabhilitate Many Gla... Reconstruction of 12...  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla... Reconstruction of 12...  Western Federal Lands

|

Figure 5: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1"-0)=C1 Uz 1AILS
Q, Type ta Search ¥ W oAy Select Dashboard: s s ~  Made: View ~  flNew _FEdit T Delete %5 SerAs Default

ﬁ SIT-CAERIO IS LSO 2023-1(1) b

Reporl Viowor

General
E—— Hirdcer 1119 schadilal srrer |
Wiew Repert

ik} I_‘ SIT - CA ERFD 5 LSPDR 2023-1(1) P >

@ + Documents

Dotument Search

= Frojoc Reser: Gallery

Project Calenaar

— Jund Wanagsment
®m Project Zund List
w Project =und ransaction
» Funding Aules

+ 5id mstimale Information

+ gidding

+ Contracts

Figure 6: Expanding Projects Folder
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3. Expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

FROJECTS ENGINEER'S ESTIMATE
Q, Typero Search K v oA A workflow - Bt Excelbxport = | Copy () More + T
I_] A R FS TSR0 A D g Estimate Name Estimate Number  EE Version Number Base: Bid ltems Total () Base:Ancillary Items Total .. Base: Total ($) Options : Bid ltzms Total (S)
S -CA T RFD FS SRR 2070101 | -

E seneral

e records to display.
uj_| BRI O] RED E5 EEPIS 0P T

ﬁ} + Documents

Dacumcnt Search

Project Regort Gallory

Froject Calendar

+

rune kanagsment
= Bitd =slimale efermalion

= (3IT-CAERFQ T3 LSPDR 202,
+ Hiskeling

= Centracts

4
> (<] <JRll > ]
Figure 7: List Page of Engineer's Estimate

4. Click New.
The ENGINEER'S ESTIMATE DETAILS page is displayed.

ENGINEER'S ESTIMATE DETAILS  ENGIMEER'S ESTIMATE ITEMS

[a Save B Exit B Save & Continue @ Cancel B Workflow - *°L" Select Actions ~

a
EE Version Number : Estimate Status :
Engineer's Estimate Name : | Fins| Estimale Estimate Number : <Aulu Generated>
Description | Finzl EsLimale rs
b
ITEMS AMOUNT SUMMARY
Base: Bid Items Total (8) 0.00 Options: Bid Items Total () : 0.00
Base: Ancillary Items Total ($) 0.00 Options: Ancillary items Total ($) 0.00
Base: Total ($) 0.00 Options: Total ($) : 0.00
Engineer’s Estimate Total ($) - 0.00
COLUMN HEADER
oy
-
Site 1(MP. 1.2) (ol
4 AI
Sitc 2(IMP 1.32) =
4 A
Site 3 (MP 1.62) a
Vi A
Sitz 4 (MP 1.65) e v
4 A
Add Delele
[ #dd | Do | v

Figure 8: Engineer's Estimate Details Page
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The ENGINEER'S ESTIMATE DETAILS page displays the following information:

Field Name Description
EE Version The revision number created on the Final engineer's estimate.
Number

The value is automatically populated as EE Version-1, EE Version-2, and so on.
For example, while performing the workflow action for an Advertisement, if a
revision of engineer's estimate is initiated, then the current final engineer's
estimate is assigned EE Version-1 and a new engineer's estimate is
automatically created as EE Version- 2. For more information on advertisement,
refer to the Advertisement section in the Acquisition and e-Bidding PG.

Estimate Status

Current workflow status of the engineer's estimate.
The value is updated based on the workflow validation defined in the Section
3.2.4. Engineer's Estimate Workflow Status.

Estimate Number

On saving the record, a unique identification number for the engineer's estimate
is automatically generated.

5. In the Engineer's Estimate Name field, enter a name for the estimate.

6. In the Description field, enter a description for the engineer's estimate.

7. To categorize items into respective column headers, in the COLUMN HEADER section, perform the

following steps:

a. Click Add.

The New COLUMN HEADER dialog box is displayed.
New COLUMN HEADER X

Column Header *:  Sjte 9 (MP 5.24)

Page No. : (95

Figure 9: New Column Header Dialog Box

b. In the Column Header field, enter the name of the header.

c. In the Page No. field, enter the page number for the header.

14
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d. Click Save.
Note:

* If multiple column headers are added, then the column headers are displayed in ascending
order of the page number and irrespective of its date of creation.

* Do not add an Allowance Column Header. If allowance quantities are included in the pay
items, the system will automatically generate the Allowance column in the Summary of
Quantities.

8. Optionally, in the ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.

9. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.

On saving the record, the record will be available in the Draft workflow status.
Once the engineer's estimate items are added in the ENGINEER'S ESTIMATE ITEMS tab, the fields in
the ITEMS AMOUNT SUMMARY section are automatically updated.

ITEMS AMOUNT SUMMARY

Base: Bid Items Total ($) : 2,162,850.00 Options: Bid Items Total (5) : 0.00
Base: Ancillary Items Total ($) : 0.00 Options: Ancillary Items Total ($) * 0.00
Base: Total ($) : 2,162,850.00 Options: Total ($) : 0.00

Engineer's Estimate Total ($) : 2.162.850.00

Figure 10: Items Amount Summary Section

The following table provides the information on each field:

Field Name Description
Base: Bid Items Total ($) Sum of all items for which the Bid Type is selected as Bid

and the Option checkbox is not selected for the schedule.
Base: Ancillary Items Total ($) Sum of all items for which the Bid Type is selected as Ancillary

and the Option checkbox is not selected for the schedule.

Note: Ancillary Items are the FLH Incentive pay items such as
material incentives, roughness, partnering, etc.

Base: Total ($) Sum of bid items and ancillary items for Base schedules.
Engineer's Estimate Total ($) Sum of all bid items and ancillary items for Base and Option
schedules.

Calculated as:
Base: Total ($) + Options: Total ($)

Note: If there are alternate containers, then only the highest
amount from the items under the container is considered.

15
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Field Name Description
Options: Bid Items Total ($) Sum of all items for which the Bid Type is selected as Bid

and the Option checkbox is selected for the schedule.

Options: Ancillary Items Total ($) | Sum of all items for which the Bid Type is selected as Ancillary
and the Option checkbox is selected for the schedule.

Options: Total ($) Sum of bid items and ancillary items for Options.

For information on adding items to an engineer's estimate, refer to
Section 3.2.2.2. Adding Items to an Engineer's Estimate.

3.2.1.2. Copying an Engineer's Estimate

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Design Component Lead
* Designer

* Lead Designer

* Highway Design Manager
* A/E Manager

* A/E Lead Designer

* A/E Designer

* Project Manager
For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate Permission
Matrix.

Overview

The Copy feature available in the ENGINEER'S ESTIMATE list page enables you to copy any milestone
estimate from the same project or any other project in Masterworks.

You can copy the details of a selected engineer's estimate to create a new engineer's estimate with a new
name and estimate number. The workflow status of the new engineer's estimate is set to the first
workflow status as defined for engineer's estimates.

16
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Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype tosearch ¥ W oA 41 New [ workflow ~ [&] Reports ~  8p Manage Users M@ Mark Offline/Online {2 More «
K_] 0  ProjectCede Project Name Project Description Business Unit
Selact Projert -
T hi hi T
E A RecentProjects - . . -
SIT MT NPS GLAC 14(4) 8 NMT NPS- Test GL.. Rehabilitate Mary Gla.. Reconstructionof 12... Western Federal Lands
ol SIT- CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) 8 MT NPS GLACIER .. Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT NPS GLACIER .. Rehabilitate Many Gla.. Reconstructionof 12 ...  Western Federal Lands
SIT T NP5 GLAC 14(4) B MT NPS GLACIER .. Rehabilitate Many Gla.. Reconstructionof1Z... Western Federal Lands
|}

Figure 11: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS FROJECT DASHBOARD  40]=C ] U= (ALY
Q, Type toscarch X W oA Uy select Dashboard: b ~  Made:| Visw v fInew _FEdit [0 Delete ¥} serAs Default
B o crworswsonzezn - 3
E Genseral
— Ridcer AR LY Schadulal srrer
[Jf] =7 SIT-CAERFO 7S LSPDR 2023-1(1) e =

@ + Noruments
= Docurment Search
= Froject Reoort Gallory
u Project Calencar
— lund Managzment
m Praject Sund st
= Project —und Transaclior
= Funding 2ules
+ gid estirmale Informalion
+ zigdirg

+ Contracts

Figure 12: Expanding Projects Folder
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3. Expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROJECTS ENGINEER'S ESTIMATE
Q lype o Search X| v oA Piuew 3 workiow = By Excelexport = | D Copy |63 Mere - T
i;] o7 C O S L c D I: Estimate Name Estimate Number EE Version Number Base : Bid Items Total [$) Bd‘PZAnLi”d')’\lemﬁTalﬂ Base : Total ($) GP'iDn\ZEid\leﬁ Total (5
SIT CAERFOFS LSPOR 2023 101) | = <
n_-— G
O Final Estimate EE-007 0.00 0.00 0.00 2.0

B EIT CAERFOFSLSPDA 202 1{1H(1)

& + Pocumenis
Se

u Projecl Renorl Gallery
= Project Calendar
+ Func Management
= Bid Ectimate nformation
— (51T CAERFD 7S LSPDA 2022 ...
+ Bidding

= Conlrals

4
> oRoa poge 1ot

Figure 13: List Page of Engineer's Estimate

4. In the list page, click Copy.
The ENGINEER'S ESTIMATE COPY page is displayed.

ENGINEER'S ESTIMATE COPY

©

Back

GENERAL

Copy from Project? i () same @ Other
Project Name

Engineer’s Estimate Number-
Version

Figure 14: Engineer's Estimate Copy
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5. Provide the appropriate information in the fields, as described in the following table:

Field Name

Description

Copy from Project?

Select the appropriate option.

Available options are Same and Other.
If Other is selected, then the Project Name field is displayed.
To select the project, perform the following steps:

a. Click

The Project Picker dialog box is displayed.

Project Picker x
e
APCAR LUUP RUAL W1 PRA-GLAC T10107) -~
ATOETLES ISLAND NATIONAL LAKESHORE FRA AFIS 7 1117900

ARUNGTON MFHORIAI SRIDGE RFRAR WORC FTN-GiME 1106

ARUIRGION A 10N CLMLT LY SOUTHLIN LESANSION BLI LS. ACCLS5 KOAD VAS1ANCIT)

ATINCTOR NATT CTMITARY WA ST ANC(1)

ARNY GARRISON, FORT | FF, v VASTIFZ AYFNLIF GATE

Aow Lreek Unidzs W1 CMAD 1843]

oo Drius CAFTNR VA 33601}

NESABED KIV=R NAICWILL L Fe REFUGE LUREL IR

A58 LAGUL ISLARD HNAT'L SLAS 101 LHID A5 201117

ASSATEAGUE ISLAHD RATL SEASHORE ERFD 4515 2013 1121

AEEATEAGUE SN RATL SEASHORE FRA MBS 11HT)

ATKA Roarks Surfacing AKDEN 20090 1) -
BaE ' (:]s ¢« - @@ [© v e 41-30 0 2772 hems

Figure 15: Project Picker Dialog Box

b. Click the appropriate project, and then click Select.
Available options are the projects to which you are invited
and have the same Standard Items Table and Measurement

System.

Engineer's Estimate Number-
Version

To select the engineer's estimate version number, perform the

following steps:
a. Click

The Engineer's Estimate dialog box is displayed.

Enginger's Estimate

Enginear's Estimata Number

rram I e

([ [ [

T Engineer's Estimate Name

Fin! Puieriate

.
T 0f1 tems

Figure 16: Engineer's Estimate Dialog Box

b. Click the appropriate version of the engineer's estimate, and
then click Select.
Available options are based on the selection made in the
Copy from Project? field.

* IfSame is selected, then it displays all the versions of the
engineer's estimate created in this project.

* If Otheris selected, then it displays all the versions of the
engineer's estimate created for the respective project.
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6. Click Copy.
On successful copying of the engineer's estimate, a success message is displayed.

Note:

°* Anew engineer's estimate record is automatically created with a sequential number for the
Estimate Number field.

* Allthe information from the selected version of the engineer's estimate is copied to the newly
created engineer's estimate except the values in the Engineer's Estimate Name and Description
fields.

To update these fields, in the ENGINEER'S ESTIMATE list page, select the appropriate record, click
Edit, and then add the necessary information fields.

7. Click Back to return to the ENGINEER'S ESTIMATE list page.
You can now add or remove estimate items. For information on managing estimate items, refer to
Section 3.2.2. Managing Engineer's Estimate Items.

3.2.2. Managing Engineer's Estimate ltems

In an engineer's estimate, you can add standard items from the library and temporary items manually.

Note: The Total Amount ($) field in the Engineer's Estimate Items tab displays the summation of only
bid items. Ancillary items are excluded.

You can manage containers to categorize the engineer's estimate items. The following section explains
the process of managing containers:

e 3.2.2.1. Manage containers

You can add engineer's estimate items in various ways:

e 3.2.2.2.1. Add a single estimate item

e 3.2.2.2.2. Add multiple estimate items

Additionally, you can perform the following tasks:
* 3.2.2.2.3. Add sub items to an estimate item
* 3.2.2.3. Perform Unit Price Search

* 3.2.2.4. Perform Ad-hoc Unit Price Search

¢ 3.2.2.6. Associate a funding rule to an estimate item
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3.2.2.1. Managing Containers
You can create containers in an engineer's estimate to categorize estimate items. You can also delete an
entire container to remove items of that container from the engineer's estimate.

The following topics explain the process of managing containers:

e 3.2.2.1.1.Create a container

e 3.2.2.1.2. Delete a container

3.2.2.1.1. Creating a Container

Prerequisites

An Engineer's Estimate record is available in the Draft workflow status.

Overview

You must create containers to categorize the engineer's estimate items. You cannot add new items
without creating containers.

Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search | W oA 4) New [ workflow ~  [8] Reports ~ 8 Manage Users g Mark Offline/Online &3 More ~
I_] ol ocr )  Project Code Project Name Project Description Business Unit
Selact Prejec -
|
A RecentProjects
SIT MT NPS GLAC 14(4) & MT MPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
A SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(d) & MT NP5 GLACIER Rehabilitate Many Gla.. Reconstructionof 12 ...  Western Federal Lands
{E} All Projects SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla.. Recanstructian of 12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12... Western Federal Lands
1

Figure 17: Navigation to Projects Module
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2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1'40)=C | DEIAILS
Q, Type ta Search ¥ W oAy select Dashboard: s s ~  Made: View ~  fInew _FEdit T Delete %5 Seras Default
B o Genorssronzzs) - epmn e
General
E—— Hirdcer 1119 schadilal srrer |
ik} l_‘ SIT- CA ERFD 75 LSPDR 2023-1(1) P v

& + Documents

Dotument Search

= Project Recor: Gallery
B Froject Calendar
— Jund Managsmenl
®m Project Zund List
m Project =und lansactior
= Funding ules
+ 5id zsumale Infermalion
+ Biodirg

+ Contracts
Figure 18: Expanding Projects Folder

3. Expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROIECTS ENGINEER'S ESTIMATE

Q 1yperasearch X v oA @ view (I Delete B Workflow ~  “Q* Selert drtions ~  [] Reporss « (@ Mail Merge » () More - & v
1 [erocarmorisonomam - [ Estimate Name  Estimate Number  EE Version Number  Base:Bid Items Total (§) Base:AncillaryitemsTotal .. Base:Total(S)  Options: Bid items Total (S
E Genaral
- Final Estimate *  EE001 0.00 000 0.00 .0t

] = ST-CaFRIO PR ISPDR 2073-101)
& + Documents

= ocument Sezrch

= Project Report Gallory

= Projoct Calendar

+ Mund Managament

= Ritd Eatimate nformalcr

— (GIT-CAERrO rs LSPDR 202..
+ Biteling

m Confraces

.
> OB oo e

Figure 19: List Page of Engineer's Estimate

4. In the list page, select the appropriate record to create a container, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.
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5. Click the ENGINEER'S ESTIMATE ITEMS tab.

The ENGINEER'S ESTIMATE ITEMS list page is displayed.

PROJECTS

SESIMAIE | ENGINEER'S ESTIMATE ITEMS

save By ExcelExport = [}, Refresh Line Number

Q, Iypeta search X v A |f

ffr T —— Line Number
SIT-CAFRFO TS ISPOR Z023-1(1) v D new

E General I} Add Multiple
9 Mew Container
ST S - CAER DTS ISPIE R

& + Docamenis

= Document Search

® Project Reoort Galkry

= Froject Calendar

+ L Managsment

= i L stimale nlerrmalicn

— (ST - CAFRID T3 ISPOR 207,

= Engineer’s Estimate

+ Bidding

= Contracs

4
4 oo 0o

Supplements| Deseription

Figure 20: Engineer's Estimate Items List Page

6. Click New, and then click New Container.
The CONTAINER page is displayed.

CONTAINER
[a Save & Exit B Save & Continue @ Cancel

*

Name ":  Schedule A

ZRFO repairs vn Black Mountain
Road for MSF Walls, Gahion walls,
and Drainage Flumes

Description *

Schedule Letter *: A ~
Schedule Construction Type e 25507 Constructing machanicall v
Line Item Starting Number s 20

Line Number Increment By * 20

Option/Base * @ Rasa
C:) Option

Alternate : [ |

MILES
Miles or Km : 0.10
Lane Miles or Lane Km : 010
Trail Miles or Trail Km
Remarks :
GIS DETAILS

No of Alt Groups :

4
I N

Figure 21: Container

Design Estimate
Participant Guide

Quantity

»
Page ol 1




Federal Highway
Administration

Design Estimate
Participant Guide

7. Provide the appropriate information in the fields, as described in the following table.

Field Name Description
Name Enter a name for the container.
Description Enter a description for the container.

Schedule Letter

From the drop-down list, select a unique letter.

Available options are letters from Ato Z.

Note: You cannot reuse the same letter in the same engineer's
estimate.

Schedule Construction Type

From the drop-down list, select the appropriate schedule
construction type.

Available options are 20101 Clearing, 20102 Clearing and
grubbing, 20301 Removal of bridge, 20401 Grading work only, etc.

The drop-down list displays the active schedule construction types
defined in the Schedule Construction Type catalog of the library.

Line Item Starting Number

Enter the starting number for pay items that will be added to the
container. Normally the starting line number is set to 20. (If the
container has hundreds of pay items, consider setting the starting
line numberto 10).

Note:
*  You must enter positive numbers without any decimals.
* Line numbers cannot exceed 4 digits.

The line numbers for all the items inside a container is calculated
based on the line item starting number and the increment counter.

The line numbers are assigned based on the order in which the
items are added. However, by selecting Refresh Line Number in
the Engineer's Estimate Items page, the line numbers will be
recalculated so that the pay items are in pay item number order.

Note: If items are added inside an Alternate container, then the
line numbers are the same for all the items appended with suffix A,
B, C, and so on.

Line Number Increment By

Enter a number to define the increment counter for the line item
starting number.

Normally the line number increment is set to 20. (If the container
has hundreds of pay items, consider setting the line number
increment to 10). You must enter positive numbers without any
decimals.

Note: You must enter positive numbers without any decimals.
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Field Name Description
Option/Base Select the appropriate option.
Alternate Select the check box to ensure alternate sub-containers are

automatically created.

The number of Alternate containers is defined in the 'No. of Alt
Groups' field. The name of the Alternate sub-containers will be
Alternate 1, Alternate 2, and so on.

No of Alt Groups Enter the appropriate number to create alternate containers.

Note: You can enter any value within the range of 1 to 9.

8. In the MILES section, provide the appropriate information in the fields, as described in the following
table.

Note: Miles and Lane Miles fields must be filled prior to marking an estimate as Final Estimate.

Field Name Description

Miles or Km Enter a positive number with up to two decimal places.
Lane Miles or Lane Km Enter a positive number with up to two decimal places.
Trail Miles or Trail Km Enter a positive number with up to two decimal places.
Remarks Enter any remarks, if applicable.

Field Name Description

9. To add location details of the container, in the GIS DETAILS section, perform the following steps:
a. Click Add.
A row is added.

GIS DETAILS

[
T T
O

V| | a 4

Figure 22: GIS Details
b. In the Route ID column, enter the route identification number of the location.
c. In the Latitude column, enter the latitude coordinates.
Note: You can enter any value within the range of -90 to 90.
d. In the Longitude column, enter the longitude coordinates
Note: You can enter any value within the range of -180 to 180.
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e. In the Remarks column, enter any remarks, if applicable.
Upon adding the information for the respective fields, the information is automatically saved.
Optionally, perform the following steps as applicable:

* To modify the information for any line item, click the respective fields of the appropriate line
item and make the necessary changes.

* Todelete any line item, select the appropriate line item, click Delete, and then click OK.

10. To add bridge information, in the BRIDGE DATA section, perform the following steps:
a. Click Add.
A row is added.

BRIDGE DATA

ey

10 wns —atrse T i T s ot
or_ |
A

P - 4 4

Figure 23: Bridge Data
b. In the Bridge Name column, enter the name of the bridge.
c. In the Bridge Number column, enter the identification number of the bridge.
d. Inthe Bridge Length column, enter the length of the bridge.
Note: You must enter any positive number with up to two decimal places.
e. In the Bridge Square Feet column, enter the area of the bridge.
Note: You must enter any positive number with up to two decimal places.
f. In the Bridge Construction Type column, select the appropriate bridge construction type.

Available options are 55001 Bridge Construction - Concrete, 55002 Bridge Construction - Steel,
55002 Bridge Construction - Timber, etc.

The drop-down list displays the active bridge construction types defined in the Bridge
Construction Type catalog of the library.

Upon adding the information for the respective fields, the information is automatically saved, and
a new line item is automatically created.

Optionally, perform the following steps as applicable:

* To modify the information for any line item, click the respective fields of the appropriate line
item and make the necessary changes.

* Todelete any line item, select the appropriate line item, click Delete, and then click OK.
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11. Click Save & Exit to return to the items list page.

Optionally, click Save & Continue to save the container and continue on the same page. Click
Cancel to exit the page.

3.2.2.1.2. Deleting a Container

Overview

On deleting a container, the items in the container are also deleted from the engineer's estimate.

Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q Iypetosearch X| W A 41 New [ workilow ~ [£] Reports ~ 8y Manage Users % Mark Offline/Online ) More ~
n )  Project Code Project Name Project Description Business Unit
S Selart Projarr -
4 Recent Projects

SIT MT NPS GLAC 14(4) & MT MNPS- Test GL... Rehabhilitate Many Gla.. Recanstructian of 12 ... Western Federal Lands

ilul SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12... Western Federal Lands

@' All Projects SIT MT NPS GLAC 14(4) & MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla.. Reconstructionof 12 ...  Western Federal Lands

|

Figure 24: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1"-0)=C1 Uz 1AILS
Q, Type to Search ¥ W oAy select Dashboard: s s ~  Made: View ~  fInew _FEdit T Delete %5 SerAs Default

IT o cemwois oo - Report Viewer -
General
—— fdder [ 1119 sehedils) srer | |
Wiew Repert

ik} I_‘ SIT - CA ERFD 75 LSPDR 2023-1(1) S =

,@, + Documents

Document Search

Project Resort Gallery

Praoject Calenaar
= lund Wanagzmenl
m Project Sund List
u Project =und ransaction
» Funding Aulas
+ 5id zstimale Informalion
+ Bigding

+ Contracts

Figure 25: Expanding Projects Folder

27



Federal Highway Design Estimate
Administration Participant Guide

3. Expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROIECTS ENGINEER'S ESTIMATE
Q, iypeto search X WA @ View [ Delete 3 Workflow ~  °*f* Seloct Actions v B] Reparts 30 Mail Merge + (3 Mare - a7

o - o . B Estimate Name Estimata Number  EE Varsion Number  Base: Bid Items Total (§) Basa:Ancillary items Total . Base:Total (S}  Dptions: Bid ltams Total (S
SIT-CAFRFOTSISPOR 707311} + :

E canaral
= Final Estimate *  EE-001 0.00 n.00 0.00 n.oc
7 =) SIT- CAFRMD TS ISRDR 2033107}

o) + Docamenls
= Document Search
= Project Reort Gallory
= Praject Calendar
+ Mund Management
— Rt Futimate nformaticr
— (SIT-CAERMD 75 LSPDR 202,
+ Bitklirgy

® Confracs

4
> (<] < JEN - | ]
Figure 26: List Page of Engineer's Estimate

4. In the list page, select the appropriate engineer's estimate, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.

5. Click the ENGINEER'S ESTIMATE ITEMS tab.
The ENGINEER'S ESTIMATE ITEMS list page is displayed.

6. Select the appropriate container, click Delete, and then click OK.

[ MOGINGLIRST5TIMA T ENGINEER'S ESTIMATE ITEMS
.ﬂ New - _a‘ Edic @ View ]m’ Delete '?' Assoriate Fund - O Mare ~ @
[ Name Line Number Description Supplemental Description Unit Quantity

ERFO repairs on Black Mountain
™ Schedule A Road far MSE Walls, Gabion

=

Wialls and Drainage Flumes.

44— [ ]

Total Amaunt (5): 0.00

Figure 27: Delete Container

The container and the items in the container are deleted from the engineer's estimate.
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3.2.2.2. Adding Items to an Engineer's Estimate

You can add estimate items to an engineer's estimate in the following ways:

e 3.2.2.2.1. Add a temporary estimate item manually or a single estimate item from the library

e 3.2.2.2.2. Add multiple estimate items from the library

3.2.2.2.1. Adding an Engineer's Estimate Iltem

Prerequisites

* Inthe ENGINEER'S ESTIMATE ITEMS page, an appropriate container is available. For information on
creating containers, refer to Section 3.2.2.1.1. Creating a Container.

* Therole of logged-in user must be any of the following:

Administrator

Design Component Lead

Designer

Lead Designer

Highway Design Manager

A/E Manager

A/E Lead Designer

A/E Designer

Project Manager

o O O 0O 0O O O O

For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate
Permission Matrix.

Overview
You can only add items inside a container.
Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypetosearch ¥ v A 41 New [H workflow ~ [3] Reporrs +  8p Manage Users i@ Mark Offline/Online &) More ~
i.]. 0 ProjectCode Project Name Project Description Business Unit
Selact Projert -
T hi hi T
E A Recent Projects - . . -
SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL.. Rehabilitate Mary Gla.. Reconstructionof 12... Western Federal Lands
ol SIT- CA ERFO FS LSPDR 2022-1(1)
SIT MT NPS GLAC 14(4) 8 MT NPS GLACIER .. Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT NPS GLACIER .. Rehabilitate Many Gla.. Reconstructionof 12 ...  Western Federal Lands
SIT T NP5 GLAC 14(4) B MT NPS GLACIER .. Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

Figure 28: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

29



Design Estimate

Federal Highway
Participant Guide

Administration
PROJECTS PROJECT DASHBOARD  740)=C ] Uz lAILS
Q Type ro search X W A g Select Dashboard: b s ~  Made: Visw v fINew _FEdit [ Delete % SetAs Default
ﬂ S -CAERIT IS LSPDR 2023-111) b Reporl Viewer
E Gensral
e Fardrier 1119 Schadalal #rer |
ik} ‘I'l SIT - CA ERFO FS LSPDR 2023-1(1) S =

5 + Documents

Docurment Search

= Froject Reoart Gallary
= Project Calendar
— lund Managzmenl
m Praject Zund st
® Project -und Transacticn
= Funding 2ules
+ gid estirmale Informalion
+ zigdirg

+ Contracts

Figure 29: Expanding Projects Folder

3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

ENGINEER'S ESTIMATE

PROIECTS

Q, 1ypeta searsh X v oA @ View [ Delete B Workflow ~  *f* Selert Artions ~  [] Reporss »  [B0 Mail Merge ~ 63 More - e v
1 [emcarmrarsisnrsomam - [ Estimate Name  Estimste Number  EE Version Number  Base: Bid Items Totzl($) Base:Ancillaryitems Total.. Base:Total(S]  Options: Eid ltems Total [5
E ceneral
- Final Estimate *  EE001 0.00 000 0.00 .0t

] = =7-caFRmO S ISPDE 2073-101)
& + Documents

= Dacument search

= Project Report Gallery

® Frajoct Calendar

+ fund Managsment

= Rid Far

ERMO T3 LSPDR 202..

= Engineer's Estimate

+ Hideling

® Confracs

q4
> no- o0

Figure 30: List Page of Engineer's Estimate

4. Inthe list page, select the appropriate record to add an item, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.

5. Click the ENGINEER'S ESTIMATE ITEMS tab.
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6. In the list page, select the appropriate container, click New, and then click New.

ENGIMEER'S ESTIMATE ~ ENGINEER'S ESTIMATE ITEMS

Save _f Edit @ View E Delete 'P" Associate Fund - @ More ~ 1 Selected X
Line Number Description Supplemental Description Unit Quantity L
B e

ﬂ Add Multipla

T New Centainer

»

Total Amaunt [$): 0.00

OO0 o

Figure 31: Add Item

The NEW ITEM page is displayed.

NEW ITEM

[@ savezExit [ Save&cContinue [g Save & CreateNew (¥) Cancel

Container @ | Ront/Scheduls A Select item from Library 4

*, -
Pay Item No. ™: | 15201-0000 Clea Standard Item Table : £p 14 ©
Description *i | CONSTRUCTICN SURVEY AND
STAKING lgnore Containers of Standard Irems
Supplemental Description 'Y
v
Unit ™t |LPSM v
Funding Rule : Select v
Bid Decimal ™: |0 v
Quantity *: 1.000 | Sub Irems
Unit Price in$ ™ 42,000,00 | Unit Price Searcn ¥iew Uni: Price Analysis
Amountin$ 42,000.00
COLUMN HEADER DISTRIBUTION
ey
Column Header hd Header Quantity T | Fund Rule T
D Nong 0.170 100% CONDT
| 4 A
ona b
N 0.830 100% CONQJ2
4 4 4 -
L
4 >
Figure 32: New Item
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Ignore Containers
of Standard Items

By default, the check box is selected to
ensure containers of standard items
are not added.

Field Name Description Comments
Standard Item list The standard items table selected for
the project. Note: You cannot edit these fields.

7. Provide the appropriate information in the fields, as described in the following table:

Field Name

Description

Container

The name of the container selected in the ENGINEER'S ESTIMATE ITEMS list

page is displayed.
To select a different container to categorize items, perform th
a. Click .
The Select Container dialog box is displayed.

SELECT CONTAINER

=I-Root
Sr: hedule A

é----ScheduIe B
S:: hedule C

----- Schedule D

Figure 33: Select Container Dialog Box

b. Click the appropriate container.

e following steps:

Pay Item No.

To select an item from the library, perform the following steps:

a. Inthe Select Item from Library box, click Select.
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Field Name Description
The Please select an Item dialog box is displayed.

T |PayltemType T |Material Incenti. T

N a

ZIUETLET P IILK ML N

SLUFL LI LILNEL &

LARING A L L2 UL N 130 )

SLUFE HEFERENLE AL LLEARING KL GRUSEING S1AKE ML

1
1

1

21 0
AEAERT
15214 1Dy
15214 2000
157142500
15712 200
15215100
152152008

AEE BT

SIS, I SINATEE S IRUL TS ACH

z 2 z 2z 7z z  z 2 z z =2 =z 2z =z = =2

[l
[
N

[

"

E

b

[

Y [
I

[l

"

N

!

"

[

REES h SLILY AN STAKING, PLEMERLM T MOKLMLHT AND MARSTL AL M
BE: : +« -OE v - 1 - 100 3955 e

Figure 34: Please Select an Item Dialog Box

Items are displayed in the ascending order of the pay item number and
based on the Standard Items Table and Measurement System defined
in the project details page.

b. Click the appropriate item, and then click Select.
The Pay Item No., Description, Unit, Bid Decimal, Pay Item Type, Bid
Type, Force Quantity, and Material Incentive fields of the selected item
are automatically updated based on the item details provided for the item
in the library.
If an item added from library has the Material Incentive field selected as
Yes, an item is automatically added with the following information:

Field Name Description

Container The value as specified for the parent item.

Pay Item No.

Description The same description as the parent item
appended with (Quality).

Unit The value is displayed as LPSM, irrespective of
the parent item unit.

Funding Rule If a default funding rule is assigned to the
project, then the same funding rule is
displayed.

Otherwise, the field is blank.

Bid Decimal The value as specified for the parent item.

Quantity If the Unit field is LPSM or CTSM, then 1 is
displayed.

Otherwise, the field is blank. It is always LPSM
for a Material Incentive.
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Field Name Description
Field Name Description
Column Header Quantity These fields are blank.
Supplemental Description
Designer Notes
Summary of Quantity Remarks
Pay Item Type The pay item type is QM.
Bid Type The bid type is Ancillary.
Contract Quantity Itis selected as No.
Force Quantity Itis selected as No.
Force Unit Price Itis selected as No.
Material Incentive The checkbox is unchecked.
To update the necessary fields for an ancillary item, refer to the
appropriate rows in this table and steps 9 and 11, as applicable.

Note:

* You can add only one mobilization item per schedule.

* |Iftheitemis not added from the standard items library, then the manually
entered item is considered a temporary item. This field is editable only for
temporary.

Description Note: This field is editable only for temporary items.

Enter the temporary description of the item.

If you have selected the item from the library, then the item description is

displayed based on the Measurement System defined for the project.

Measurement systems are defined in the Measurement Systems catalog of

the library.

Supplemental Enter additional description specific to the item.

Description Enter the supplemental description in parenthesis, for example: (Wetland
seed mix), (Wall #2), etc.

Unit Note: This field is editable only for temporary items.

Select the unit of measure for the item.

Available options are based on the Measurement System selected for the

project. For example, ACRE, CTSM, CUFT, CUYD, DAY, etc.

Measurement systems are defined in the Measurement Systems catalog of

the library.

Funding Rule Based on the following criterion, the value in the Funding Rule field is
displayed:

* Ifthe unit of the itemis LPSM or CTSM and if only one fund rule is added in
the COLUMN HEADER DISTRIBUTION section, then the Funding Rule
field is automatically updated from the COLUMN HEADER DISTRIBUTION
section.

If multiple fund rules are used, then the Funding Rule is displayed in the
Sub Items page.
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Field Name Description
Note: To navigate to the sub items page, ensure the sum of quantities from
the Header Quantity column of the COLUMN HEADER DISTRIBUTION
section header quantities is 1.

* Ifthe unitof the itemis not LPSM or CTSM, the Funding Rule field is
automatically updated from the FUND RULE SUMMARY AND
ALLOWANCE section only if one fund rule is used in the respective
section.

If multiple fund rules are used, then the Funding Rule is displayed in the
Sub Items page.

* |If amobilization item is added then the Funding Rule field is editable.
Select the appropriate fund rule from the drop-down list. Available options
are active and approved funding rules defined for the projectin the
Funding Rules form.

However, if you want to define multiple funding rules, you can define itin
the Sub Items page. For more information on defining fund rules for sub
items, refer to Section 3.2.2.2.3. Adding Sub Items for Mobilization item.
Note: You can change the funding rule of an item at any time. For more
information on associating funding rules, refer to Section 3.2.2.6.
Associating a Fund Rule to an Estimate Item.

Bid Decimal Enter appropriate value for the item.

For the items added from the library, the value is displayed from the library.

However, you can modify the value of the item as necessary. Available options

are 0to 3.

Note:

* Ifyou modify the value of this field after entering the quantity, then the
value in the Quantity field is erased, and you have to manually enter the
quantity of the item again.

* The Bid Decimal field defines the maximum number that is allowed after
the decimal for an item.

Unit Price in $ Enter the cost per unit.

Note: Upon entering the values in the Quantity and Unit Price in $ fields, the

Amountin $ field displays the total amount of the item.

It is calculated as: Quantity x Unit Price in $

Additionally, using the Unit Price Search feature, you can determine the best

price for the item based on historical pricing data and by specifying inflation.

To use the Unit Price Search feature, refer to Section 3.2.2.3. Unit Price

Search.

35




Federal Highway Design Estimate
Administration Participant Guide

Upon adding the details in the COLUMN HEADER DISTRIBUTION and FUND RULE SUMMARY AND
ALLOWANCE sections, the Quantity field of the item is automatically updated.

Note: Based on the following criterion, the value in the Quantity field is displayed:

* Thevalueis displayed as 1 if the Mobilization check box is selected for the item added from the
standard items library.

* Ifthe unit of the item is LPSM or CTSM, then the value is displayed as 1.

* Ifthe unit of the item is not LPSM or CTSM, the value is displayed as the sum of quantities from
the Total Used column of the FUND RULE SUMMARY AND ALLOWANCE section.
For information on adding the details in the FUND RULE SUMMARY AND ALLOWANCE, refer to
Fund Rule Summary And Allowance.

Only after adding the details in the COLUMN HEADER DISTRIBUTION and FUND RULE SUMMARY
AND ALLOWANCE sections, the system automatically creates sub items for that item. The quantity of
the item is calculated as the sum of all the sub items added.

For information on adding sub items, referto Section 3.2.2.2.3. Adding Sub Items.

Note: You can create sub items manually only for those items for which the Mobilization field is
selected in the standard items library.

8. If the item added from library has the Mobilization check box selected, then certain field values are
automatically updated.

Container : | RoolUSchedule A Select Item from Library -
*, c S
Pay Item No. : | 15101 0000 Clear standard Item Table : [P 14 ~
Description *: | MUBILIZATION
Ignore Cantainers of Standard Items Select
Supplemental Description ! 'y
'r
unit 1 sy ~
Funding Rule : Select ~
Bid Decimal ": |0 ~
Quantity * 1.000 | Sub ltems
Mohilization % *: 20.00
Schedule Amount 1.6/2860.00
Calculated Mobilization Amaunt 334572.00
Calculated Schedule Amount : 2,007,132.00
with Mobilization
Used Schedule Amount 2,162850.00
Unit Pricein § 485,950.00
Amountin$ : 189,990.00
v
(s ______________________________________________________________________________________] »

Figure 35: Mobilization Item
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The following table provides the information displayed in the NEW ITEM page:

Field Name

Description

Schedule Amount

Sum of amount of all items included in the schedule except
the current item.

Note:

* On modifying the amounts or deleting any items in the
Schedule or the Alternate Containers under this
schedule, the Schedule Amount is updated.

* If alternate containers are available, then only the
highest amount for each alternate container is
considered.

Calculated Mobilization Amount

It is calculated as: Schedule Amount x Mobilization % / 100

Calculated Schedule Amount with

It is calculated as: Schedule Amount + Calculated

Mobilization Mobilization Amount

Unit Pricein $ Itis calculated as: Used Schedule Amount — Schedule
Amount.
Note: This field does not update on any change in other
items in the schedule.

Amountin $ Itis calculated as: Quantity x Unit Price in $.

Provide the appropriate information in the fields, as described in the following table:

Field Name Description
Mobilization % Enter the mobilization percentage.
Used Schedule Amount Upon adding the value in the Mobilization % field, the field is

automatically updated with the same amount as displayed in the
Calculated Schedule Amount with Mobilization field.

Optionally, enter the used schedule amount.

Note: The Used Schedule Amount amount cannot be less than the
Schedule Amount.
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9. To distribute the item quantity into different headers, in the COLUMN HEADER DISTRIBUTION

section, perform the following steps:

a. Click Add.
A row is added.

COLUMN HEADER DISTRIBUTION

EII

|:| Site 1 (MP. 1.2) 16 100% CONO2
|:| Site 11 (MP 6.13) 17 100% CONO1
A A A
Site 12 (MP 6.15 11 100% CONO1
O ( ) p 1 p
|:| Site 13 (MP 6.23) 9 100% CONO2
4 4 4
D Site 14 (MP 6.25) 83 100% CONO1
Py 4 p
I:l Site 15 (MP 6.36) 11 100% CONO1
4 4 4
D Site 16 (MP 6.38) 40 100% CONO1
A A A
D Site 17 (MP 6.41) 36 100% CONO02
A A A
Site 2 (MP 1.32 24 100% CONO1
O ( ) P 4 p
Site 3 (MP 1.62) 31 100% CONO1
O p 4 i

Add Update Fund Summary

Figure 36: Column Header Distribution

b. Double-click the Column Header column and select the appropriate header.

Available options are column headers defined in the COLUMN HEADER section in the
ENGINEER'S ESTIMATE DETAILS page.

Note: You can select the same header multiple times. Also, if no column header is required, then
select None.

. Click the Header Quantity column and enter the appropriate quantity for the item.

Optionally, use the - button to change the value.

Note: If the unit of the item is LPSM or CTSM, then ensure the sum of quantities from the Header
Quantity column of the COLUMN HEADER DISTRIBUTION section is 1.

. Double-click the Fund Rule column and select the fund rule for the item.
Available options are active and approved funding rules defined for the project. For more
information on funding rules, refer to the Funding Rules section in the M03 Fund Management
PG.
For items with two or more fund rules in the COLUMN HEADER DISTRIBUTION section, on saving
the record, the Sub Items page is automatically updated.
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To view the updated sub items page, click Sub Items adjacent to Quantity field. The SUB ITEMS

page is displayed.

SUBITEMS

@ Back

Pay Item No. : 15201-0000

Item Description :

STAKING

CONSTRUCTION SURVEY AND

S ) ) e e R

100% COND1 - HPP

100% CONOD2 - HRD

100% CONO1 -

0.890 1,440.00 LPSM 1,281.50

HPP
100% CONO2 -

0.110 1,440.00 LPSM 158.40

HRD

NN =) AN AN M=)

Figure 37: Sub Items Page

The SUB ITEMS page displays the following information:

Column Name

Field Name

Description

Pay Item No

The pay item number specified for the parent item.

Item Description

The description specified for the parent item.

Description

The value as displayed in the Fund Rule column of
the COLUMN HEADER DISTRIBUTION section.

Quantity

The value as displayed in the Header Quantity
column of the COLUMN HEADER DISTRIBUTION
section.

Note: Only if a sub item with the same fund rule
already exists, then the quantity is updated.

Unit Pricein $

The unit price specified for the parent item.

Unit

The unit specified for the parent item.

Funding Rule

The value as displayed in the Fund Rule column of
the COLUMN HEADER DISTRIBUTION section.

For information on sub items for the item whose unitis not LPSM or CTSM, refer to step 10.b.

e. To add allowance quantities and distribute the funds for the item, click Update Fund Summary.
Note: This option is not available if the Unit of the item is LPSM or CTSM.
A row is automatically added to the table in the FUND RULE SUMMARY AND ALLOWANCE
section for each Fund Rule selected in the COLUMN HEADER DISTRIBUTION section.
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FUND RULE SUMMARY AND ALLOWANCE

(h:f':::I:in:J:::::; .
250 0.00 0 250
ad 4

100% CONO1 250

100% CONO2 140 20.00 28 168 170
A 4

Figure 38: Fund Rule Summary and Allowance

The following information is displayed in the FUND RULE SUMMARY AND ALLOWANCE section.

Column Name Description

Funding Rule The fund rule as selected in the Fund Rule column of
the COLUMN HEADER DISTRIBUTION section.

Funding Rule Total (before Allowance %) | Sum of header quantity for the respective Fund Rule
of the COLUMN HEADER DISTRIBUTION section.

Allowance Itis calculated as: Allowance % x Funding Rule Total
(before Allowance %)/ 100

Total with Allowance Itis calculated as: Sum of header quantity for the
respective fund rule + Allowance

Updated Allowance Itis calculated as: Total Used - Sum of header

quantity for the respective fund rule

f. Optionally, to delete a row, in the COLUMN HEADER DISTRIBUTION section, perform the
following steps:

i. Select the appropriate record, and then click Delete.
A confirmation message is displayed.
ii. Click OK.

g. If any changes are made inthe COLUMN HEADER DISTRIBUTION section, then the FUND RULE
SUMMARY AND ALLOWANCE section must be updated with the latest changes. To redistribute
the funding summary, click Update Fund Summary.

The FUND RULE SUMMARY AND ALLOWANCE section is updated with the latest changes.
Based on the changes made, in the FUND RULE SUMMARY AND ALLOWANCE section, the
following details are updated:

* |f Header Quantity is updated, the Funding Rule Total (before Allowance %), Total with
Allowance, and Updated Allowance columns of the respective Fund Rule are automatically
updated.

* If Fund Rule is updated, the fund rule of the respective row is updated.

* Ifanyrowis deleted from the COLUMN HEADER DISTRIBUTION section, then the changes
are reflected in the FUND RULE SUMMARY AND ALLOWANCE section.

Similarly, if a new row is added in the COLUMN HEADER DISTRIBUTION section, the
changes are reflected in the FUND RULE SUMMARY AND ALLOWANCE section.
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10. To update the allowance percentage and total fund used for the item, in the FUND RULE SUMMARY
AND ALLOWANCE section, perform the following steps:
Note: Negative values must not be entered in any of the fields.

a. Inthe Allowance % column, double-click and enter the allowance percentage of the fund rule.
Optionally, use the - button to change the value.
Based on the allowance percentage entered, the value in the following columns are automatically

calculated:
Column Description
Allowance Itis calculated as: Allowance % x Funding Rule Total (before
Allowance %) / 100
Total with Allowance Itis calculated as: Sum of quantities funded by the respective
Fund Rule + Allowance

Note: Totals is displayed for all numeric fields except the Allowance % field.

b. In the Total Used column, click and enter the total fund used.
Based on the value entered, the following details are updated:

* The Updated Allowance column is calculated as: Total Used - Sum of quantities funded by the
respective Fund Rule.

* The Quantity of the item is automatically updated.

* Foritems whose units are not LPSM and CTSM, if there are two or more fund rules added in the
COLUMN HEADER DISTRIBUTION section, then on saving the record, the Sub Items page is
automatically updated.

To view the updated sub items page, click Sub Items adjacent to Quantity field. The SUB
ITEMS page displays the following information:

Column Name | Field Name Description

- Pay Item No The pay item number specified for the parent item.
- Item Description The description specified for the parent item.
Description - The value as displayed in the Fund Rule column of
the FUND RULE SUMMARY AND ALLOWANCE
section.

Quantity - The value as displayed in the Total Used column of
the FUND RULE SUMMARY AND ALLOWANCE
section.

Unit Pricein $ - The unit price specified for the parent item.

Unit - The unit specified for the parent item.

Funding Rule - The value as displayed in the Fund Rule column of
the FUND RULE SUMMARY AND ALLOWANCE
section.
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11. Provide the appropriate information in the fields, as described in the following table:

NEW ITEM

[El Save & Exit B Save & Continue |_'$ Save & Create New @ Cancel

&
Designer Notes :  Assumed 7 sitesx 24 hrsper &
. W
site x $250 = $42,000
v
#
Summary of Quantity Remarks : a
Y
Pay Item Type : N ~

Bid Type *: @ Bid
Ancillary

Contract Quantity : []

Force Quantity :

Force Unit Price : [ ]
Material Incentive : () Yes @ No

Temporary : []

Is Alternate : [ |

Alt Group

ATTACHMENTS

| =
H____-'

Figure 39: New Item Page (as you scroll down the page)

Field Name Description

Designer Notes Enter the designer notes for the item.

Summary of Quantity Remarks Enter any remarks for the summary of the quantity.

Pay ltem Type Select the appropriate type of pay item. Available options

are N, NM, NR, QM, etc.

The drop-down list displays the active pay item types
defined in the Pay Item Type catalog of the library.
The item type is displayed automatically if you have
selected the item from the library.
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Field Name

Description

Bid Type

Select Bid if the item should be considered for the bid
advertisement. Otherwise, select Ancillary.

By default, the option Bid is selected.

The bid type is displayed automatically and not editable if
you have selected the item from the library.

Contract Quantity

Select the check box to track the contract quantities in
Engineer's Estimate report.

Force Quantity

The check box is automatically selected and is not
editable if you have selected the item from the library.

Force Unit Price

The check box is automatically selected and is not
editable if you have selected the item from the library.

Material Incentive

An option is automatically selected and is not editable if
you have selected the item from the library.

This field determines if the item involves any incentives
for the contractor based on the quality of the material.

Temporary

The check box is automatically selected if the item is
added manually using the New button.
The check box is automatically selected if the item is
added manually using the New button.

Is Alternate

The check box is automatically selected if the container
selected for the item is an alternate container.

Alt Group

The name of the container if the container selected for
the item is an alternate container.

12. Optionally, in the ATTACHMENTS section, upload or link related files.
For information on attachments, refer to Attachments.

13. To save the item, perform any of the following steps, as applicable:

* Click Save & Exit to return to the item list page.

* Click Save & Continue to save the item and continue on the same page.

* Click Save & Create New to save the current item and continue creating new items.

Click Cancel to discard the added information and exit the page.

3.2.2.2.2. Adding Multiple Engineer's Estimate Items

Prerequisites

Inthe ENGINEER'S ESTIMATE ITEMS page, an appropriate container is available. For information on
creating containers, refer to Creating a Container.
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Overview

To save time and effort, you can add multiple pay items at once from the library to the engineer's

estimate.
Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypstosearch X| W A 41 New [ workflow ~ [£] Reports + 8y Manage Users P Mark Offfine/Online  {2) More ~
n 0 Project Code Project Name Project Description Business Unit
5 Selart Projerr -
A Recent Projecrs

SIT MT NPS GLAC 14(d) & MT NPS- Test GL.. Rehabhilitate Many Gla.. Reconstructionof 12...  Wesrern Federal Lands

i3 SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabhilitate Many Gla... Reconstructionof 12... Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabhilitate Many Gla.. Reconstructionof 12...  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12... Western Federal Lands

|

Figure 40: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1"-0)=C1 Uz 1AILS
Q, Type ta Search ¥ W oAy select Dashboard: s s ~  Made: View ~  fInew _FEdit T Delete %5 Seras Default
B o cemoissronzis - et

General
E—— Hirdcer 1119 schadilal srrer | m

ik} I_‘ SIT - CA ERFD F5 LSPDR 2023-1(1) P v

& + Documents

Dotument Search

= Frojoc Reser: Gallery

Project Calenaar

— Jund Managsmenl
®m Project Zund List
® Project =und lansactior
= Funding Aules

+ 8id mslimale Information

+ Biodirg

+ Contracts

Figure 41: Expanding Projects Folder
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3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROJECTS ENGINEER'S ESTIMATE
Q, 1ypeto searsh ¥ W oA @ View [ Delete 3 Workflow ~  °*f* Seloct Actions v B] Reparts 30 Mail Merge + (3 Mare - a7
B [arcarmrorrsonsnmm - f  Estimare Name Estimate Number  EE Version Number  Ease: Bid Items Total ($) Basa:Ancillary ltems Total . Base:Total(5)  Options: Bid Items Total [
E canaral
v | Final Estimate *  EE-001 0.00 n.00 0.00 n.oc
T = S7- A FRMO FSESPDR 2033401}
& + Docaments
= Dacument Seirch
= PFroject Renort Gallery
= Praject Calendar
+ Mund Management
= Ritd Fatimale nformation
+ Hitdeling
® Cenfracs
4 L
> DR oo e

Figure 42: List Page of Engineer's Estimate

4. Inthe list page, select the appropriate record to add an item, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.

5. Click the ENGINEER'S ESTIMATE ITEMS tab.
The ENGINEER'S ESTIMATE ITEMS list page is displayed.
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6. In the list page, select the appropriate container, click New, and then click Add Multiple.

FNGIMFFR'S FSTIMATF - ENGINEER'S ESTIMATE ITEMS

Save _f Edit @ View m’ Delete P" Associate Fund - @ More =

n Line Number Descripticn Supplemental Description Unit Quantity
41 New |
0 soamaee | (7] [T 7] [y [ v | (7]
. g ERFO repail Black Mountaii
T=] MNew Container o s en s ountsin -
Road for MSE Walls, Gabion
Walls and Drainage Flumes.
D il lT'. 15101-0000 AD560 MOEBILIZATION LPSM 1.000
CONSTRUCTION SURVEY AND
D = [T" 15201-0000 AD040 LPSM 1.000
STAKING
D E [_1"l 15301-0000 AD0G0 CONTRACTOR QUALITY CONTROL LPSM 1.000
D ol ﬂ 15401-0000 AD0BD CONTRACTOR TESTING LPSK 1.000
D = Er" 15501-0000 AD100 CONSTRUCTION SCHEDULE LPSM 1.000
O ® [} 1510000 A20 SOIL EROSIDON CONTROL LPSM 1.000
STORM WATER POLLUTION
a @ [} 15720-0000 AD140 LPSM 1.000
PREVENTION PLAN
G = ﬂ 20702 0000 ADT80 CLEARING AND GRUEEING SQYD 420,000
REMOVAL OF STRUCTURES AND
D ol [T‘. 20301-2800 AD1B0 EACH 12.000
COBETRUCTICNS
REMOVAL OF PAVEMENT,
D E E‘. 20202-1800 A0200 SQYD 1,000.000
ASPHALT, 2 INCH DEPTH
D ol m 20403-0000 A0220 UNCLASSIFIED BORROW (BACKFILL MATERIAL} cuYo 100.000
C‘ o [f‘l 25301-0000 A0240 GABIONS SQFT 125.000 v
4 [ 4

Total Amount (S): 2.162.850.00

aa-aa g ot

Figure 43: Add Multiple

The ADD STANDARD ITEMS page is displayed.

ADD STANDARD ITEMS

[@ save @& cancel [*] Remove

Standard Item list: P 14 ~ [ ignore Conrainers of Standard rems

Mu Dala svailable

L Page 1 of 1,items 0 to 0 of O

Figure 44: Add Standard Items
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7. Click Add.
The Standard Items dialog box is displayed.

standard Items x

0 weleci=d olioal 3,958

Pay ltem No. T | Description T |Unit T |PayltemTy.. 7T |Materialince..
15101-0200 MUBILILATION LFSV M Mo a
15201-0000 CONSTRUCTION SURVEY AND STAKING LFsi M No
15201-9299 HEID TEST PAY TEM ORDER LNFT M Ne
15205-0000 SLOPE, REFERENCE, AND CLEAR NG AND GRUEB! NG STAKE LFsM M No
152065-0000 Sl OPF, REFFRFNCE, AND C| FAR NG AND GRURR NG STAKF MIF N No
15210-1000 CENTERLINE, STAKING MLE M No
15210-3000 CENTERLINE, VERIFICATION AND 3TAKIMG MLE N No
15210-4000 CCNTERLUINC, CSTABLISH IMENT MLC N No
15214-0200 SURVLY AND STAKING, MISCL_LANCOUS LFSM N No
15274 100 SURVEY AND S AKING, BRIUGE usm M No
15274-2000 SURVEY AND STAKING, R=TAIN/NG WAL LESIK N No
15214-2500 SURVEY AND STAKING, REINFORCED SOIL SLOP= LFSM M No
15214-3200 SURVEY AND STAKING, PARKING AREA LFSI M Na
15215-1000 SURVEY AND STAKING, APPROACH ROAD EACH N Na
152715-2000 SURVEY AMD STAKING, BRIDGE EACH M Na
15215-3000 SLIRVFY AND STAKING, DRAINAGF STRUCTLIRF FACH N No
v

o gg - - - S
s

Figure 45: Standard Items Dialog Box

8. Select the appropriate items, and then click Select.
Note: You can add only one mobilization item per schedule.

9. Click Save.
The selected items are available in the ENGINEER'S ESTIMATE ITEMS list page.
Note: To update item information, refer to Section 3.2.2.2.1. Adding an Engineer's Estimate ltem.

3.2.2.2.3. Adding Sub Items for Mobilization item

Prerequisites

* Therole of logged-in user must be any of the following:

Administrator

Design Component Lead
Designer

Lead Designer

Highway Design Manager
A/E Manager

A/E Lead Designer

A/E Designer

0O 0O O O O O O O
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o Project Manager
For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate

Permission Matrix.

* The Mobilization item must be selected from the library.

Overview

You can divide an item into sub items to distribute the amount from different fund sources. If sub items
are defined for an item, the quantity of the item is calculated as the sum of the quantities of the sub
items.

Note: If the item from the library is not a Mobilization item, then you can define the sub items from the
following sections:

* The COLUMN HEADER DISTRIBUTION section in the ENGINEER'S ESTIMATE ITEMS tab, for the
items whose units are LPSM or CTSM. For more information, refer to Sub items for units as L PSM and

CTSM.
* The FUND RULE SUMMARY AND ALLOWANCE section in the ENGINEER'S ESTIMATE ITEMS tab, for
the items whose unit are not LPSM or CTSM. For more information, refer to Sub items for other units.

Steps

1. For Mobilization item, adjacent to the Quantity field, click Sub Items.

EDITITEM
[EI Save & Exit B Save & Continue @ Cance ¥
. _ F
Container : | Roow/Schedule A Select Item from Library
Pay ltem No. : 15101 0000 Clear Standard Item Table : |FP 14 -
Description *: | MOSILIZATION
Ignore Containers of Standard Items
4
Supplemental Description : a
.
Unit *: | LS v
Funding Rule : | 100% CONO1 - HEP ~
Bid Decimal *: 0 ~
Quantity 1.000
Mobilization % ™ 10.00
Schedule Amount : £3,£40.00
Calculated Mobilization Amount : 4,344.00
Calculated Schedule Amount 47,784.00
with Maobilization
Used Schedule Amount ™: 1,000.00

Figure 46: Sub Items Option
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The SUB ITEMS page is displayed.

SUB ITEMS

.ﬁ New m’ Delete [a Save @ Back

Pay Item No. : 15101-0000

Item Description @ MOBILIZATION

N ) S e S

Figure 47: Sub Items Page

The following information is displayed:

Field Name Description
Pay Item No The pay item number of the item.
Iltem Description The description of the item.

2. Click New.

Arow is added to the table.

SUB ITEMS

m’ Delete [a Save @ Back

Pay Item No. : 15101-0000

Item Description @ MOBILIZAIION

4

e S

489,990.00 LPSM Select

Figure 48: Add Sub Item

The table displays the following information:

Field Name Description
Unit Pricein $ The unit price specified for the item.
Unit The unit of measure specified for the item.
Funding Rule The funding rule specified for the item.
Note: You can modify the value as necessary.
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3. Inthe Description column, double-click the row and enter the description for the sub item.
Note: Normally, the description entered must be the assigned funding rule.

4. In the Quantity column, double-click the row and enter the quantity for the sub item.

5. In the Notes column, double-click the row and enter appropriate notes for the sub item, if
applicable.

6. Click Save.
Upon saving the sub item details, the Amount in $ column displays the amount of the sub item
based on the Quantity value specified for the sub item and the Unit Price in $ value specified for the
item.
Optionally, to delete an item, perform the following steps:

a. Select the appropriate item.
b. Click Delete, and then click OK.
Note:

* The quantity of the Mobilization item is always 1.

* |fthe Unit Price in $ value is not specified for the item, then the Amount in $ column displays
0. However, once a value is entered in the Unit Price in $ field, the Amount in $ column is
automatically updated.

7. Click Back to return to the item page.
Note: Once mobilization sub items are added to an item, you can modify the quantity of the item by
editing the quantities of the sub items only.

3.2.2.2.4. Copying and Pasting Items from a Container

Prerequisites

* Inthe ENGINEER'S ESTIMATE ITEMS page, an appropriate container is available. For information on
creating containers, refer to Section 3.2.2.1.1. Creating a Container.

* Anitem exists in the container. For more information on adding items to a container, refer to Section
3.2.2.2.1. Adding an Engineer's Estimate Item.

* The workflow status of the record must be Draft.

* Therole of logged-in user must be any of the following:

Administrator

Design Component Lead

Designer

Lead Designer

Highway Design Manager

A/E Manager

o O O O O
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A/E Lead Designer

A/E Designer

Project Manager

For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate

Permission Matrix.

Overview
You can copy items and sub items from one container to another container.
Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypstosearch X| W A 41 New [ workflow ~ [£] Reports ~ 8y Manage Users @ Mark Offline/Online ) More ~
n 0 Project Code Project Name Project Description Business Unit
. Selact Projert - :
T hi T T
E A Recent Projecrs - . . -
SIT T NPS GLAC 14(d) & MT NPS- Test GL. Rehabilitare Mary Gla.. Reconstructionof 12 .. Wesrern Federal Lands
i3 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabhilitate Many Gla.. Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12...  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NPS GLACIER Rehabilitate Many Gla.. Reconstructionof 12..  Western Federal Lands
|

Figure 49: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  1"-0)=C1 Uz 1AILS
Q, Type to Search ¥ W oAy select Dashboard: s s ~  Made: View ~  fInew _FEdit T Delete %5 SerAs Default

ﬂ S -CAERIO IS LSMDR 2023-1(T) -

fiow!
General
—— Hirdcer 1119 schadilal srrer |
Wiew Repert

ik} I_‘ SIT - CA ERFD 75 LSPDR 2023-1(1) S =

,@ + Documents

Document Search

Project Resort Gallery

Praoject Calenaar
= lund Wanagzmenl
m Project Sund List
u Project =und ransaction
» Funding Aulas
+ 5id zstimale Informalion
+ Bigding

+ Contracts

Figure 50: Expanding Projects Folder
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3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROJECTS ENGINEER'S ESTIMATE

X v A @ view [ Delete 3 Workflow ~  °{* Selectdctions ~ ] Reparis » [(# Mail Merge + €3 More ~

EE Varsion Number  Base: Bid Items Total ($) Basa: Ancillary items Total ..

e T

Q, 1ypeto Search
Base:Total(S)  Options: Bid Items Total [S

f  Estimare ame Estimate Number

B [ar-carvrormisononam -

B o
v | Final Estimate *  EE-001 0.00 n.00 0.00 n.oc

T = S7- A FRMO FSESPDR 2033401}
o) + Docamenls

= Document Search

= Project Reort Gallory

= Praject Calendar

+ Mund Management

— Rt Futimate nformaticr

— (SIT-CAERMD 75 LSPDR 202,

> ?HII.TBN paesr:
Figure 51: List Page of Engineer's Estimate
4. Inthe list page, select the appropriate record to add an item, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.
5. Click the ENGINEER'S ESTIMATE ITEMS tab.
ENGINEER'S ESTIMATE  ENGINEER'S ESTIMATE ITEMS
.ﬂ New - By Eexcel Export ~ @ More =
[J nName Line Number Description Supplemental Description Unit

Container A

D [z] T Container A
CONSTRUCTION SURVEY AND

O [[3 15201-0000 AD100 LPSM
STAKING

D [T ContainerB Container B

Figure 52: Engineer's Estimate Items Tab

6. To copy the item, perform the following steps:

a. Expand the container, select the required item, click More.

b. Click Actions, and then click Copy Items or Copy Sub Items.
Note: While copying an ancillary item from one container to the other, ensure to select the base

bid items corresponding to the ancillary item. In case of base bid items, ensure to select the

ancillary items.
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ENGINEER'S ESTIMATE ~ ENGINEER'S ESTIMATE ITEMS

.n New ~ _f Edit @ View ]Ef Delete '?' Associate Fund ~ @ More -

|:| Name Line Number Descriptior . Supplemental Des:
[g] Reports *

Sub items
[[J B~ containerA Container #  |[, Audit Log
: consmRuct
[ 15201-0000 I Aot00 CTAKING Copy Sub Items
O [~ Container B Container B
Figure 53: Copy Items
7. To paste the item to the destination folder, perform the following steps:
a. Select the required container, click More.
b. Click Actions, and then click Paste Items.
ENGINEER'S ESTIMATE ~ ENGINEER'S ESTIMATE ITEMS
.|':I New ~ _0"' Edit € View ]Ef Delete }"’ Associate Fund ~ @ More ~
D Name Line Number Descriptior . Supplemental Descrip
[g] Reports *
Sub items
[[J B containerA Container # I\E Audit Log
[poerns |
D |G 15201-0000 A0100 CONSTRUCT
STAKING Copy Sub Items
[~ containerB E Container B

Figure 54: Paste Items

A confirmation dialog box is displayed.
c. Click OK.
The item is copied and pasted to the container.

8. Click Save.

3.2.2.3. Using the Unit Price Search

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Design Component Lead
* Designer

* Lead Designer

* Highway Design Manager
* A/E Manager

* A/E Lead Designer
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* A/E Designer

* Project Manager
For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate Permission
Matrix.

Overview

The Unit Price Search feature enables you to search the price of the item in other projects bids and then
select the appropriate search result values to generate a suggested unit price.

You can perform the following tasks:

* Search for pay items based on specified filter criteria
* Exportthe search results in an Excel workbook
* Estimate the unit price for items based on historical price data and by specifying inflation index

* View the plotting of the prices on a chart (Price against Quantity)
Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Type to Search X W A 4§l new [# Workflow -  [3] Reports -  Hp Manage Users g Mark Offline/Online () More -
i;] ool N 1] Project Code Project Name Project Descriptian Business Unit
Select Prejed - -
T T T T
E A Recent Projects - . . .
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Many Gla... Reconstruction of 12...  Western Federal Lands
] SIT- CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER .. Rehabilitate Many Gla... Reconstruction of 12 ... Western Federal Lands
@ All Projects SIT T NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstruction of 12 ... Wesrern Federal Lands
SIT MT NP5 GLAC 14(4) & MT NP5 GLACIER .. Rehabhilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
1

Figure 55: Navigation to Projects Module
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2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHBOARD  ["40]=C] Lo [AILS
Q Type taSearch X W A iy Select Dashboard: st ~  Made: | Visw ~  fINew _FEdit [ Delete %} SetAs Default

ﬂ S -CAERID IS LSMOR 2043-141) -

General
—_— Fardder RREE] Srhadilel amer

[ TVsIT CAEAFD FS LSPDR 2023.1(71)
|

Reporl Viewer

|

alternates [
,@ + Dacuments
= Document Search
= Froject Reart Gallory
B Project Calennar
= lund Wanagegment
m Project Zund List
m Project -und Iransaction
= Funding 2ules
+ 2id sstrnale Informalion
+ Biddirg

+ Contracts

Figure 56: Expanding Projects Folder

3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROJECTS ENGINEER'S ESTIMATE
Q, 1ypero search X v oA @ view I oelere  F] workflow ~  °§* Selecactons ~  [F] Reporss [ MailMerge ~ () More - T
i"} - caemro s sror 2 I B estimare nama Estimate Number  EE wersion Number  Base : Bid Items Totzl($) Baga: Ancillary items Total .. Base:Total (5] Options: 2id Items Total (5
E General

Final Estimate }  EE001 a.00 000 0.00 n.0t
[E] =sm-carrrorsiseng 050 ..

& + Dorurnenls
= Lacument sesrch
= Praject Reaort Gallery
= Project Calendar
+ rund Management
= Ritd Fulimate information
— [EIT-CAERTD T3 LSPDR 202,
+ Rirkdlirg

B Cantracs

4
> <] <IN > [ ]
Figure 57: List Page of Engineer's Estimate

4. In the list page, select the appropriate record to add an item, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.
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5. Click the ENGINEER'S ESTIMATE ITEMS tab.

CNCINCCR'S CSTIMATE - ENGINEER'S ESTIMATE ITEMS

41 New -

] Name

Save

[0 B7 schedulea

E

a2 0 O OoboboboDbODODOO
@
|

15101-0000

15201-0000

15215-1000

15301-0000

15401-0000

15501-0000

15701-0000

15720-0000

20103-0000

20301-2800

20303-1800

20403-0000

[Pt Excel Export ~

Line Nurnber

AD5E0

AD04D

AD520

ADDEO0

ADOR0

A0100

AU120

AUT40

AUTED

AD180

AD200

AD220

[, Refresh Line Number () More

Description Supplemental Description

ERFO repairs on Black Mountain
Road for MSE Walls, Gabion

Walls and Drainage Flumes,
MOBILIZATION

CONSTRUCTION SURVEY AND
STAKING

SURVEY AND STAKING,
AFPROACH ROAD

CONTRACTOR QUALITY CONTROL
CONTRACTOR TESTING
CONSTRUCTION 5CHEDULE

SOIL EROSION CONTROL

STORM WATER POLLUTION
PREVENTION PLAN

CLEARING AND GRUBBING
REMOVAL OF STRUCTURES AND
OBSTRUCTIONS

REMQVAL OF PAVEMENT,
ASPHALT, 2-INCH DEPTH

UNCLASSIFIED BORRCW (BACKFILL MATERIALY

a8
[+ |
[~
&2
a

1

Unit

LPSM

LPSM

EACH

SQYD

CuYD

Figure 58: Engineer's Estimate Items Tab

6. Perform either of the following, as applicable:

Quantity

1.000

1.000

1.000
1.000
1.000
1.000
1.000
420.000
16.000
1,000.000

100.000

Unit Price in $

489,920.00

42,000.00

0.00
51,000.00
51,000.00
30,000.00

50,000.00
10,000.00
50.00
1,400.00
50.00

£0.00

Design Estimate
Participant Guide

Total Amount (3): 2.162.850.00

Page 1of 1

* Tocreate a new item, in the items list page, select the appropriate container, click New, and

then click New. For more information, refer to Adding an Engineer's Estimate ltem.

* To edit details of an item, select the appropriate item, and then click Edit.

7. Adjacent to the Unit Price in $ field, click Unit Price Search.

Unit Priceins ™

Unit Price Search

Figure 59: Unit Price Search Option
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The UNIT PRICE SEARCH page is displayed.

UNIT PRICE SEARCH

Q Search Q Reset [ Expert @ Back [.'l Save Search Criteria

SEARCH CRITERIA Hide ~
(@ search In All Projects () Search In Specific Project
Contractor Selecl
State :  S=lect Density : | Select
Schedule Construction Type : Szlzct Partner Agency | Sclect
Standard ltems Table : FM 14y Terrain @ | Select
Schedule Letter : Szlect Supplemental Description : a
Inflation Index : Mone ~ b
Bid Status Awarded; Nol Awarded -
Quantity between ! and
BID DATE
Award Date From Nons Award Date To - | 06/25/2021
Scarch Based On 1 Pay leim ho
PAY ITEM
T o
152010000 CONSTRUCTIOM SURVEY AND STAKING LPSM
SEARCH RESULTS Hide ~

4 S »

Figure 60: Unit Price Search

The PAY ITEM table displays the selected item.
In the BID DATE section, the Search Based On field displays Pay Item No.

8. Provide the necessary in the fields, as described in the following table:

Field Name

Description

Search In All Projects or Search
in Specific Project

Click any of the following options, as applicable:

* Search In All Projects: To search unit price data in
estimates and bids across all the projects in the application.

* Search in Specific Project: To search unit price datain
estimates and bids from a specific project.

Contractor

From the multi-select drop-down list, select the appropriate
contractors.

Alternatively, enter the name of the contractor, and then from
the list of contractors, click the appropriate contractor.
Available options are active contractors defined in the
Contractor Details catalog of the library.

If the field is empty, then Masterworks searches for all bids of all
contractors.

Project Code

Note: This field is available only if the Search in Specific
Project option is selected.

From the multi-select drop-down list, select the appropriate
FLH project numbers.

57




Federal Highway
Administration

Design Estimate
Participant Guide

Field Name Description
Available options are active and inactive projects to which the
user is invited.
Note: If the project is a private bid, then the data will not be
displayed in the Search Results.
To enable the search activity, it is mandatory to select at least
one project.

State From the multi-select drop-down list, select the appropriate

states.

Available options are AK, AL, AR, AS, AZ, etc.

The drop-down list displays the active states or territories
defined in the State/Territory catalog of the library.

Schedule Construction Type

From the multi-select drop-down list, select the appropriate
schedule construction types.

Available options are 20101 Clearing, 20102 Clearing and
grubbing, 20301 Removal of bridge, 20401 Grading work only,
etc.

The drop-down list displays the schedule construction types
defined in the Schedule Construction Type catalog of the
library.

Standard ltems Table

From the drop-down list, select the appropriate standard items
table.

By default, it displays the standard items table of the current
project.

Available options are FP24, FP14, and FP0S3.

The drop-down list displays the standard item tables defined in
the Standard Items Table catalog of the library.

Schedule Letter

From the multi-select drop-down list, select the appropriate
schedule letters.
Available options are letters from Ato Z.

Inflation Index

From the drop-down list, select the appropriate inflation index.
Available options are BLS Non-Residential Construction, 2.0
National Highway CCl, etc.

The drop-down list displays the construction inflation indices
defined in the Construction Inflation Indices catalog of the
library.

Based on the selected inflation index, Masterworks
automatically calculates the inflation percentage (%) that is
displayed for the appropriate records in the Search Results
section.

Inflation % is calculated as:

(Inflation Rate for the latest year — Inflation Rate for the year of
the Award Date) + Inflation Rate for the year of the Award Date.

Bid Status

From the multi-select drop-down list, select the appropriate bid
status or modify the default selection.
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Field Name Description

Available options are Awarded, Not Awarded, Engineer's
Estimate, and Cancelled.

If Engineer's Estimate is selected, then the search result
displays the engineer's estimates in the Final Estimate
workflow status, and the award date of the bid in that project is
used to calculate the inflation.

Note: It is not recommended to use the Engineer's Estimate Unit
prices to develop a Suggested Unit Price.

Quantity between Enter the range of quantity in the consecutive two numeric
fields.

Note: The entered numbers must be greater than 0.

Based on the numbers entered in the two numeric fields, the
search result displays only those records where the item
quantity is within this range.

If the item quantity is converted from a different spec book or
measurement system, then the converted quantity must be
within the same range.

Item Quantity Displays the current quantity of the selected item.
Density From the multi-select drop-down list, select the appropriate
densities.

Available options are Rural and Urban.
The drop-down list displays the active densities defined in the
Density catalog of the library.

Partner Agency From the multi-select drop-down list, select the appropriate
partner agencies.

Available options are BIA, BLM, BOR, NPS, etc.

The drop-down list displays the active partner agencies defined
in the Partner Agency catalog of the library.

Terrain From the multi-select drop-down list, select the appropriate
terrains.

Available options are Level, Mountainous, and Rolling.

The drop-down list displays the active terrains defined in the
Terrain catalog of the library.

Supplemental Description Enter any additional description specific to the pay item.

9. To define the additional filter criteria, in the BID DATE section, provide the appropriate information in
the fields, as described in the following table:

Field Name Description

Award Date From From the drop-down list, select the appropriate award date
from which the search result must be displayed.

Award Date To From the drop-down list, select the appropriate award date
until which the search result must be displayed.
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10. Click Search.

UNIT PRICE SEARCH

O\ search [;’ Reset [ Export @ Back Q save Search Criteria

SEARCH RESULTS

Records Selected :

Lowin$: 0.00 Highin§: 0.00

Suggested Unit Price: 0.00 Average UnitPricein 5: 0.00

Unit Price in $: n.on Add to Unit Price Generate Suggested Price “

Figure 61: Search Results
The SEARCH RESULTS section displays the following information:

Note: Unit Price Search considers only those projects in which the Privacy field is selected as Data
is Public in the published advertisement.

The search results primarily display the values based on the common Standard Items Table
selected for projects and the filter, next it provides details of scenarios where Standard Items
Conversion has happened in Crosswalk tables. If all three tables (FP03, FP14, and FP24) are
selected in the Standard Items Table filter, then no crosswalk details are displayed.

The search results are also sorted and displayed based on the following:

* Bid award date in descending order

* Schedules in ascending order of schedule names

° Bid status
Field Name Description
Records Selected The number of records selected from the search results.
Lowin $ The lowest unit price from the selected records.
Highin $ The highest unit price from the selected records.
Suggested Unit Price The suggested unit price calculated based on the regression
analysis for the item.
Average Unit Price in $ The average unit price calculated from the selected records.
Unit Pricein $ The average unit price of the item.
The Suggested Unit Price value is copied to this field when
you click Generate Suggested Price.
Alternatively, you can edit the value, if necessary.
Note: Ensure the added price is not a negative value.

11. To generate suggested unit price for the pay item, select the check boxes for the appropriate
records, and then click Generate Suggested Price.
The Unit Price in $ field is updated with the average unit price.
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12. To view the pay items trend chart that displays the price to quantity graph, click Graph.

13. Optionally, perform any of the following steps, as applicable:

* To copy search results to an Excel workbook, click Export.
* Toresetthe search criteria, click Reset.

* To save the search criteria for the engineer's estimate, click Save Search Criteria.

14. To copy the suggested price as the unit price of the item, click Add to Unit Price.
The item's page is displayed, and the Unit Price in $ of the item is set as the suggested price.

15. Upon clicking Add to Unit Price, all search criteria, selected results, and suggested unit prices are
stored in the system. You can see the stored values if you perform a unit price search for the same
item in the future. When you perform the unit price search for the same item again and save the
updated suggested unit price, then all the search criteria and results are automatically updated to
the latest used values.

To view the unit price analysis performed, click View Unit Price Analysis adjacent to the Unit Price
in $ field.

The VIEW UNIT PRICE ANALYSIS report is generated in a new browser tab.

The details displayed in the report are based on the actions performed during the unit price search.
Note: If you copy an engineer's estimate, then all the search criteria and selected results
associated with it are also copied.

3.2.2.4. Using the Ad-Hoc Unit Price Search

Overview

The Ad-Hoc Unit Price Search feature enables you to quickly determine the unit price of any pay item
based on historic data. This feature enables consultants and other designers to prepare engineer's
estimates for work orders that are not tracked under a project in Masterworks.
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Steps

1. In the module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.

HOME ENTERPRISE DASHEOARD
Q, Type o search X W A [T SelectDashbozrd: Projsct Dashbuard v Mode: View ~  4INew _{ Edit Tl Delete &} SerAs Default
I Notificalions (16)
I.;: ® Cnizrprise Szarch
1 of 1 @~ =

= Document Search

PROJECTS BY % COMPLETE

[ Tunz Management

& &

® Renort Gallary

= Ad-hor Repos

m Ad-Hoo Unil I'rice Search fesull
m Ad-llac Unir Prica Search

[ Rzcent Projects

PROJECTS BY % COMPLETE

Figure 62: Enterprise Dashboard

2. In the navigation pane, click Ad-Hoc Unit Price Search.

Q, Iype o Soardd X w A [ig select Dashboard:| Proect Dashboard ~| Maode: View v  JInew _FEdit T Delete  # SelAs Defaull

I Wotifcarions (17)

E = Enlerprise Search

1 wl @~ &=

PROJECTS BY % COMPLETE

m:l u Document Sesrch

&

Fund Management

Bepurl Gallery

Ad-hoc Repor s

Ad-ac Unir Frice Search Resulr

Ad Hoe Unit Frice Search

7 Recent Projects

Figure 63: Navigation to Ad-hoc Unit Price Search Form
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The UNIT PRICE SEARCH page is displayed.

UNIT PRICE SEARCH

Q, search L2 Reser [} export [ saveResults

SEARCH CRITERIA Hide ~ 2

(@) Search In All Projects () Search In Specific Project

Contractor @ Scloct

Standard Items Table : |Fr 14 ~ Pay Item Description : a
Measurement System © LS Customary w
Payltem No Unit
State :  GSelect Density : Selsct
Schedule Construction Type :  Sclccl Partner Agency @ Scloot
standard Items Table :  Sclect Terrain @ Scloct
Schedule Letter :  sclect Supplemental Description :
Inflation Index ! Naonc ~
Bid Status : Awardec: Mot Awarded hd
Quantity between : and
Item Quantity : .
4 »

Figure 64: Unit Price Search

3. To define the search criteria, provide the appropriate information in the fields, as described in the
following table.

Field Name Description

Search In All Projects Click any of the following options, as applicable:

or * Search In All Projects: To search unit price data in

Search in Specific Project estimates and bids across all the projects in the
application.

* Search in Specific Project: To search unit price data in
estimates and bids from a specific project.

Project Code Note: This field is displayed only if the Search in Specific Project
option is selected.

From the multi-select drop-down list, select the appropriate FLH
project numbers.

Available options are active and inactive projects with data
privacy as Public to which the user is invited.

To enable the search activity, it is mandatory to select at least
one project.

Contractor From the multi-select drop-down list, select the appropriate
contractors.

Alternatively, enter the name of the contractor, and then from the
list of contractors, click the appropriate contractor.

Available options are active contractors defined in the
Contractor Details catalog of the library.
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Field Name

Description

If the field is empty, then Masterworks searches for all bids of all
contractors.

Standard ltems Table

By default, the latest standard items table defined in the
Standard Items Table library catalog is displayed. Optionally,
from the drop-down list, select the appropriate standard items
table.

Available options are standard item tables defined in the
Standard Items Table catalog of the library.

Measurement System

By default, US Customary is displayed.

Optionally, from the drop-down list, select the appropriate
measurement system.

Available options are measurement systems defined in the
Measurement Systems catalog of the library.

Pay Item No

To select a pay item number, perform the following steps:

a. Click
The Pay Item No dialog box is displayed.
Available options are standard items defined in the selected
standard items table that is defined in the Standard Items
Table catalog of the library.

b. Select the appropriate pay item.
Note: Based on the selection of the Pay Item No, the value of
the Pay Item Description and Unit fields are displayed.

4. To define the filter criteria, provide the appropriate information in the fields, as described in the

following table:

Field Name

Description

State

From the multi-select drop-down list, select the appropriate
states.

Available options are active states or territories defined in the
State/Territory catalog of the library.

Schedule Construction Type

From the multi-select drop-down list, select the appropriate
schedule construction types.

Available options are schedule construction types defined in the
Schedule Construction Type catalog of the library.

Standard ltems Table

From the multi-select drop-down list, select the appropriate
standard items tables.

Available options are standard item tables defined in the
Standard Items Table catalog of the library.

Schedule Letter

From the multi-select drop-down list, select the appropriate
schedule letters.
Available options are letters from A to Z.

Inflation Index

From the drop-down list, select the appropriate inflation index.
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Field Name

Description

Available options are the construction inflation indices defined in
the Construction Inflation Indices catalog of the library.

Based on the selected inflation index, Masterworks automatically
calculates the inflation percentage (%) that is displayed for the
appropriate records in the Search Results section.

Inflation % is calculated as:

(Inflation Rate for the latest year — Inflation Rate for the year of the
Award Date) + Inflation Rate for the year of the Award Date.

Bid Status

From the multi-select drop-down list, select the appropriate bid
status or modify the default selection.

Available options are Awarded, Not Awarded, Engineer's
Estimate, and Cancelled.

If Engineer's Estimate is selected, then the search result displays
the engineer's estimates in the Final Estimate workflow status,
and the award date of the bid in that project is used to calculate
the inflation.

Note: It is not recommended to use the Engineer's Estimate Unit
prices to develop a Suggested Unit Price.

Density

From the multi-select drop-down list, select the appropriate
densities.

Available options are active densities defined in the Density
catalog of the library.

Partner Agency

From the multi-select drop-down list, select the appropriate
partner agencies.

Available options are active partner agencies defined in the
Partner Agency catalog of the library.

Terrain

From the multi-select drop-down list, select the appropriate
terrains.

Available options are active terrains defined in the Terrain catalog
of the library.

Supplemental Description

Enter any additional description specific to the pay item.

Quantity between

Enter the range of quantity in the consecutive two numeric fields.
Note: The entered numbers must be greater than 0.

Based on the numbers entered in the two numeric fields, the
search result displays only those records where item quantity is
within this range.

If the item quantity is converted from a different spec book or
measurement system, then the converted quantity must be within
the same range.

Item Quantity

Enter the appropriate quantity of the item being searched.
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5. To define the additional filter criteria, in the BID DATE section, provide the appropriate informationin
the fields, as described in the following table:

Field Name Description

Award Date From From the drop-down list, select the appropriate award date from which the
search result must be displayed.

Award Date To From the drop-down list, select the appropriate award date until which the
search result must be displayed.

The Search Based On field displays Pay Item No.

6. Click Search.
The SEARCH RESULTS section displays the following information:

Note:
The search results are also sorted and displayed based on the following:

* Bid award date in descending order

* Schedules in ascending order of schedule names

* Bid status

Field Name Description

Records Selected The number of records selected from the search results.

Lowin $ The lowest unit price from the selected records.

Highin $ The highest unit price from the selected records.

Suggested Unit Price The suggested unit price calculated based on the regression
analysis for the item.

Average Unit Price in $ The average unit price calculated from the selected records.

The dynamic grid displays the information based on the defined search criteria.

7. To generate suggested unit price for the pay items, click the check boxes for the appropriate records,
and then click Generate Suggested Price.

8. To view the pay items trend chart that displays the price to quantity graph, click Graph.

9. Optionally, perform any of the following steps, as applicable:

* To copy search results to an Excel workbook, click Export.

* Toresetthe search criteria, click Reset.

Note: The Standard Items Table and Measurement System values are retained.
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10. To save the search results, click Save Results.
The search results are saved as a record in the Ad-Hoc Unit Price Search Result form.
For more information, refer to Section 3.2.2.5. Accessing the Ad-Hoc Unit Price Search Result.

11. Click Back to return to the ENTERPRISE DASHBOARD page.

3.2.2.5. Accessing the Ad-Hoc Unit Price Search Result

Overview

The Ad-Hoc Unit Price Search Result contains the log of the saved ad-hoc unit price search results
listed under the User's Username. Only the most recent Ad-Hoc Unit Price Search result by a specific
user will be saved.

It contains all the information provided in the Ad-Hoc Unit Price Search page while searching for the unit
price of the required item.

The Ad-Hoc Unit Price Search Result form has the information saved in the following sections:

* Jtem Details
* Search Criteria
* Bid Date

* Search Results
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Steps

1. In the module menu, click Home.
The ENTERPRISE DASHBOARD page is displayed.

HOME ENTERPRISE DASHEOARD
Q, Type o search X W A [T SelectDashbozrd: Projsct Dashbuard v Mode: View ~  4INew _{ Edit Tl Delete &} SerAs Default
I Notificalions (16)
I.;: ® Cnizrprise Szarch
1 of 1 @~ =

= Document Search

PROJECTS BY % COMPLETE

[ Tunz Management

& &

® Renort Gallary

= Ad-hor Repos

m Ad-Hoo Unil I'rice Search fesull
m Ad-llac Unir Prica Search

[ Rzcent Projects

PROJECTS BY % COMPLETE

Figure 65: Enterprise Dashboard Page

2. In the navigation pane, click Ad-Hoc Unit Price Search Result.

Q, Iype o Soardd X w A [ig select Dashboard:| Proect Dashboard ~| Maode: View v  JInew _FEdit T Delete  # SelAs Defaull

I Wotifcarions (17)

E = Enlerprise Search

1 wl @~ &=
PROJECTS BY % COMPLETE

m:l u Document Sesrch

&

Fund Management

Bepurl Gallery

Ad-hoc Repor s

Ad-ac Unir Frice Search Resulr

Ad Hoe Unit Frice Search

7 Recent Projects

Figure 66: Navigation to Ad-Hoc Unit Price Search Result Form
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The AD-HOC UNIT PRICE SEARCH RESULT list page is displayed.

AD-HOC UNIT PRICE SEARCH RESULT

Al

Customize List
D User Name
Tavleen

Heidi_LeadDesigner
Lahoucine Administrator
Lahoucine_Designer
Heidi_Administrator
Angela_LeadDesigner

Lahoucine LeadDesigner

Rahul_admin

shadkhan

00000000000

Deepa

<] < JRlI > |

Lahoucine DesignComponentLead

Figure 67: List Page of Ad-Hoc Unit Price Search Result

69

Design Estimate
Participant Guide

Page 1 of 1



Federal Highway
Administration

Design Estimate
Participant Guide

3. To view the details of the result, select the appropriate result and click View.

AD-HOC UNIT PRICE SEARCH RESULT

@ view | [#] reports -

a

8 O

O00000O0O0AO0

User Name

Tavleen

Heidi_LeadDesigner

Lahoucine Administrator
Lahoucine_Designer
Heidi_Administrator
Angela_LeadDesigner
Lahoucine_LeadDesigner
Lahoucine DesignComponentLead
Rahul_admin

shadkhan

Deepa

<] < Jull| > ]~

Figure 68: Selecting the Record to View
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The AD-HOC UNIT PRICE SEARCH RESULT details page is displayed.
Note: By default, the latest search results are displayed

AD-HOC UNIT PRICE SEARCH RESULT

@) Canee + ¥

ITEM DETAILS

Standard Items Table @ | 1"12 Description @ 5011 FROSIGN CONTROL, 5001 Unit @ 1N

FENCE
Measurement System @ L5 Customany

Pay ltem Mo @ 15/05-070D
SEARCH CRITERIA
Search Based On @ ScarchIn All Projects Schedule Construction Type Supplemental Description :
Contracter : Density Schedule Letter -
State : Terrain Inflation Index @ Hone
Partner Agency Item Quantity : 300 Bid Status @ Awarded Mot Awarded
Standard Items Table : k=14 QuantityTe : 0
Quantity From :
BID DATE
Search Based On : Pay hem No Award Date From Award Date Te @ 05/28/2024
SEARCH RESULTS
Records Selected : 2 Highin$ : 24400
Lowin$ : 1500 Average Unit Price in § @ 150.00
Suggested Unit Price 1 -5U04/ L4
4 >

Figure 69: Ad-Hoc Unit Price Search Details Page

4. To view the previous or next unit price search results, click **.

3.2.2.6. Associating a Funding Rule to an Estimate Item without Sub Iltems

Prerequisites

* Therole of the logged-in user must be any of the following:
o Administrator

Design Component Lead

Designer

Lead Designer

Highway Design Manager

Project Manager

A/E Designer

A/E Lead Designer

A/E Manager

For more information on role-specific permissions, refer to Table 2 — Engineer's Estimate

O O 0 O O O ©O

Permission Matrix.

* Fundingrules are created and approved for the project. For more information on creating a funding
rule, refer to the Funding Rules section in the M03 Fund Management PG.
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Overview
You can associate a funding rule with multiple estimate items.

Note: This feature is not applicable for sub items. For information on associating funding rule to sub
items, refer to 3.2.2.2.3. Adding Sub Items for Mobilization item.

Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Typsto Search X W A 4] New [¥ Workflow - [3] Reports - &y Manage Users g Mark Offline/Online  (-) More -
n 1] Project Code Project Name Praject Descriptian Business Unit
! Select Preject - -
T T T T
E 4 Recent Projects - . . .
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof 12...  Western Federal Lands
I;]l!ﬂ SIT- CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER .. Rehabilitate Many Gla... Reconstruction of 12...  Western Federal Lands
@ SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstruction of 12 ... Western Federal Lands

All Projects
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla.. Reconstructisnof 12 ... Western Federal Lands

Figure 70: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS FROJECT DASHBOARD  P40)=C 1 U= LS
Q, Type rasearch X W oA Uy select Dashboard: b ~ Made: | Visw v finew _FEdic [l Delete 1} SetAs Default
B oenoissorzzan - Report Viewer
E General
—_— Fuddder 1119 srhadulal amrer |
JNEN 'l'lsn-cn EAFO 7S LSPDR 2023-1(1) e =

@ + Noruments
= Docurment Search
= Froject Reoort Gallory
® Project Calencar
— lund Wanagzment
m Praject Sund st
= Project —und Transaclior
= Funding 2ules
+ gid Estirnale Infurmalion
+ Sigdirg

+ Contracts

Figure 71: Expanding Projects Folder
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3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROJECTS ENGINEER'S ESTIMATE

Q, 1ype o Search X v oA _ @ View [ Delete 3 Workflow ~  ** Selectdctions ~  [§] Reports « (30 MailMerge + ) More - T

oy . e e Ser 20 Estimata Name Estimate Number  EE Version Number  Base : Bid Items Total (§) Basa: Ancillary itemsTatal .. Basa:Toral (5]  Options: Bid Items Total (S
SIT-CA FRFO TS ISPOR Z0731(1) *

E senaral

Final Estimate 3 EE-001 o.o0 .00 0.00 o
[ = =7-caFRro rsISPDT 7073107

o) + Dasurnenls
= Uocument Search
= Projort Reoort Gallory
® Project Calendar
+ rund Managament
= Ritd Fatimate nformacr
— [ZIT-CAERMD T3 LEPDR 202..
+ Hitkling

® Cenfrace

4
> QR oo
Figure 72: List Page of Engineer's Estimate

4. In the list page, select the appropriate record, and then click Edit.
The ENGINEER'S ESTIMATE DETAILS page is displayed.

5. Click the ENGINEER'S ESTIMATE ITEMS tab.
The ENGINEER'S ESTIMATE ITEMS list page is displayed

CNGINCCR'S CSTIMATE - ENGINEER'S ESTIMATE ITEMS

+1 New ~ save Byt ExcelExport ~ [} Refresh Line Number () More ~
0 ~Name Line Number Description Supplemental Descriplivn Unit Quantity Unit Price in $

ERFO repairs on Black Mountain A
D B Schedule A Road for MSE Walls, Gabian

Walls and Drainage Flumes.

n 15101-0000 AD5E0 MQCBILIZATION LPSM 1.000 489,920.00
CONSTRUCTION SURVEY AND
) |E; 15201-0000 AD04D LPSM 1.000 42,000.00
STAKING
SURVEY AND STAKING,
G 15215-1000 AD5E0 EACH 0.000 0.00
AFPROACH ROAD
® |G 15301-0000 ADOED CONTRACTOR QUALITY CONTROL LPSM 1.000 51,000.00
2] n 15401-0000 ADDED CONTRACTOR TESTING LPSM 1.000 51,000.00
] |G 15501-0000 AC100 CONSTRUCTION SCHIDULL LPSM 1.000 30,000.00
Il n 15701-0000 AUT20 SOIL EROSION CONTROL LPSM 1.000 50,000.00

STORM WATER POLLUTICN
@ [[F 15720 00O AU140 LPSM 1.000 10,000.00
PREVENTION PLAN

Il I:i 20103-0000 AUTED CLEARING AND GRUBBING sQYD 420.000 50.00

REMOVAL OF STRUCTURFS AND
¥ 20301-2800 AD1E0 EACH 16.000 1,400.00
=L

OBSTRUCTIONS

20303-1800 AQ200 A SQYD 1,000.000 50.00
cle ASPHALT, 2-INCH DEPTH o '

rm ML 20403-0000 AD220 UNCLASSIFIED BORROW (BACKFILL MATERIAL) CUYD 100.000 50.00

a2 0 O OoobO0oO0oDO0OO0OO0O OO

Total Amount (3): 2.162.850.00

mnmuu Fage 1of 1

Figure 73: Engineer's Estimate Items Tab
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6. To associate a funding rule, select the appropriate items, or select the appropriate containers to
select all items in the selected containers.

ENGINEER'S ESTIMATE ~ ENGINEER'S ESTIMATE ITEMS

[l Delete | ¥* Associate Fund ~

|:| Name Line Number Description
33" 100% CONOQ1 - HPP
3}' 100% CONO2 - HRD
ERFO repairs on Black Mountain
I:l [=1 = Schedule A Road for MSE Walls, Gabion
Walls and Drainage Flumes.
E‘. 15101-0000 A0001 MOBILIZATION
I:I |E‘ CONSTRUCTION SURVEY AND
15201-0000 AQ021
=1 Es STAKING
E‘. 62201-0000 A0041 EQUIPMENT

Figure 74: Associate Fund
7. Click Associate Fund, and then click the appropriate funding rule.

Note: You cannot associate fund rules to items prefixed with F from the list page. This indicates that
the parent item contains sub items, and fund rules for sub items are defined at the item level.

Available options are active and approved funding rules that are defined for the project.

3.2.3. Finalizing an Engineer's Estimate

Prerequisites

The role of the logged-in user must be one of the following:

* Administrator

* Design Component Lead
* Designer

* Lead Designer

* Highway Design Manager
* A/E Manager

* A/E Lead Designer

* Design QA/QC

Overview

This section explains the positive and forward workflow actions to reach the Final Estimate workflow
status. To move an Engineer's Estimate record through the defined workflow, perform the following
steps:
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Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to search ¥ w oA 41 New [H workflow ~  [3] Reports ~  8p Manage Users g Mark Offline/Online € More ~
i_] 0 Project Code Project Mame Project Description Business Unit
Selact Project -
T hi hi T
E A Recent Projects - . . -
SIT MT NPS GLAC 14(4) B MT NPS- Test GL.. Rehabilitate Many Gla.. Reconstructionof12... Western Federal Lands
il SIT- CA ERFO FS LSPDR 2022-1(1)
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NP5 GLAC 14(4) B MT MPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12...  Western Federal Lands
SIT T NPS GLAC 14(4) B MT NP5 GLACIER ... Rehabilitate Many Gla.. Reconstructionof1Z... Western Federal Lands
|

Figure 75: Navigation to Projects Module

2. In the list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS FROJECT DASHBOARD  40]=C ] U= (ALY
Q, Type toscarch X W oA Uy select Dashboard: b ~  Made:| Visw v fInew _FEdit [0 Delete ¥} serAs Default
B o crworswsonzezn - 3
E Genseral
— Ridcer AR LY Schadulal srrer
[Jf] =7 SIT-CAERFO 7S LSPDR 2023-1(1) e =

@ + Noruments
= Docurment Search
= Froject Reoort Gallory
u Project Calencar
— lund Managzment
m Praject Sund st
= Project —und Transaclior
= Funding 2ules
+ gid estirmale Informalion
+ zigdirg

+ Contracts

Figure 76: Expanding Projects Folder
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3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.

PROJECTS

Q Typs Lo seard

1 s

B ..

X oA

[RFO =5 LSPDR 2023 1(

ENGINEER'S ESTIMATE
&) New [ Workflow -
[J B Estimate Name

O Final Estimate EE-001

O ™ s -carero e seoR o0z

& + Decuments

= Deocument Search

u Prajact Repot Gallary
= ProjectCalendas

+ fund Kansgement

= Bid Estimate Information

= [ST-CALRFO FSLSPDR 2.

u Engineer's Estimate

+ Bidding

= Jormracts

Bir Excel Export +

£ more - T

D copy

Estimate Number  EE Version Number  Base : Bid Items Total ($) Base:Ancillary ltems Total ..  Base:Total (5]  Options: Bid Items Total (5)
2,162,350.00 000 2,152,850.00 000

L]
on- oo

Figure 77: List Page of Engineer's Estimate

4. To submit the Engineer's Estimates record for review and to obtain approval from project
stakeholders, perform the following steps:

Phase | Role Workflow Steps
1 * Administrator Note: To move the Engineer's Estimate to the QA/QC
*  Design Component Review workflow status, ensure all items are added with the
Lead unit price, quantity, and funding rule.
* LeadDesigner . . o
) . a. In the list page, select the appropriate record that is in
* Highway Design . .
the Draft workflow status, and then click Select Actions.
Manager e
° A/E Manager m ' pelete B Workflow = | *E° SelectActions ~ | [3 Reports » (@0 MailMerge - & More
* AJELead Designer g g ] g g g
Firal Estimate 3 ES001 s0.00 001 216285000
Figure 78: Workflow Action — Submit for QA/QC Review
b. Click Submit for QA/QC Review, and in the Masterworks
dialog box, click OK.
The workflow status of the record is set to QA/QC Review.
Once the record is moved to the QA/QC Review workflow
status, an email notification is sent to users assigned with
Lead Designerrole.
2 * Administrator a. In the list page, select the appropriate record that is in the
*  Highway Design QA/QC Review workflow status, and then click Select
Manager
* LeadDesigner
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* Designer

* LeadDesigner

* Highway Design
Manager

Phase | Role Workflow Steps
* Design QA/QC Actions.
A Edit  ® view T Delee R workflow - | *f* selectActions - | [] Reports = [E0 Mail Merge = () More ~
ﬂ 1 Estimate Name Estimate Mumber  EE’ I +  Base:Bid ltems Total (%) Base : Ancillary Items Total ...
epae] |
a Final Estimate : EE-001 2,162,850.00 0.00
Figure 79: Workflow Action — Approve
b. Click Approve, and in the Masterworks dialog box, click
OK.
The workflow status of the record is set to QA/QC
Approved. Once the record is moved to the QA/QC
Approved workflow status, an email notification is sent to
users assigned with Designer role.
3 *  Administrator Note: To move the Engineer's Estimate record to the Final

Estimate workflow status, ensure the following:
* Allthe temporary items are removed from the estimate.

°* The Miles and Lane Miles fields must not be blank for any
containers.

a. In the list page, select the appropriate record that is in the
QA/QC Approved workflow status, and then click Select
Actions.

ENGINEER'S ESTIMATE

_F Edit  © view [ Delete & Workflow = | "L" Select Actions = | [#] Reports ~  [E1 MailMerge ~ (&) More =

§  EstimateMame  Estimate Number  E£) is Total ($) Base : Ancillary ltems Total .
Re-send for QA/QE Review

Final Estimate E EE-001 162,850.00 0.00

Figure 80: Workflow Action - Mark as Final Estimate

b. Click Mark as Final Estimate, and in the Masterworks
dialog box, click OK. The workflow status of the record is
set to Final Estimate.

3.2.4. Engineer's Estimate Workflow Status

The following table provides the workflow status (current and subsequent status) of the Engineer's
Estimate record.

For information on setting a workflow status to the next status, refer to Section 4.3. Workflow Status

Transitions.
Phase | Current Action Action Subsequent | Comments
Workflow | Stakeholders Workflow
Status Status
1 Draft * Administrator | Submitfor QA/QC To move the Engineer's
QA/QC Review Estimate record to the QA/QC
Review Review or Completed
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Phase | Current Action Action Subsequent | Comments
Workflow | Stakeholders Workflow
Status Status
* Design Submit as Completed | workflow status, ensure all
Component Completed items are added with the unit
Lead Milestone price, quantity, and funding
* Lead Designer rule.
* Highway . .
Design If an engineer's estimate was
Manager revised through
Advertisement or
* A/EManager Amendment, you cannot
* A/Elead perform the Submit as
Designer Completed Milestone action.
Note: Once the record is
moved to the QA/ QC Review
workflow status, you cannot
edit it and an email
notification is sent to users
assigned with Lead Designer
role.
Only Submit as Completed
Milestone for early milestone
estimates (i.e. 30%, 70%,
95%, etc) that will not be the
final estimates, advertised
milestone estimate.
2 Completed | ¢  Administrator | ReDraft Draft -
* Design
Component
Lead
* LeadDesigner
* Highway
Design
Manager
* A/E Manager
* AJ/Elead
Designer
3 QA/QC *  Administrator ReDraft Draft -
Review *  Highway Approve QA/QC Once the record is moved to
Design Approved the QA/QC Approved
Manager workflow status, an email
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Phase

Current
Workflow
Status

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

* Design QA/
QC

notification is sent to users
assigned with Designer role.

QA/QC
Approved

* Administrator

* Designer

* Lead Designer

* Highway
Design
Manager

Mark as
Final
Estimate

Final
Estimate

Note: Mark an estimate as
Final only if it is ready for
Advertisement.

To move the Engineer's

Estimate record to the Final

Estimate workflow status,

ensure the following

conditions are met:

* Allthe temporary items are
removed from the
estimate.

°* Norecords are available in
the Final Estimate
workflow status.

* The Miles and Lane Miles
fields must not be blank
for any containers.

If any estimate isin the

Archived workflow status, you

can move only the record that

was created through

Acquisitions revision to the

Final Estimate workflow

status.

After the record is moved to

the Final Estimate workflow

status, the following changes

occur:

°*  You cannot create a new
estimate.

*  You cannot move any
existing record to the Final
Estimate workflow status.

Re-send for

QA/QC

Review

QA/QC

Review

Final
Estimate

<System
Automated>

Archived

If users assigned with the
Acquisitions role initiate an
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Phase

Current
Workflow
Status

Action
Stakeholders

Action

Subsequent
Workflow
Status

Comments

engineer's estimate revision
from the Bidding module, the
previous Final Estimate
record is automatically moved
to the Archived workflow
status.

3.3. Generating Engineer's Estimate Reports

Prerequisites

The role of the logged-in user must be one of the following:

Administrator

Project Viewer

Design Component Lead

Designer

Lead Designer
Design QA/QC
Highway Design Manager

Project Manager

A/E Designer

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead

Construction Admin Staff

Construction Engineer

Construction Operations Engineer

Inspector

Assistant Project Engineer

Overview

Based on the roles assigned to you, you can generate reports that illustrate various types of information.
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Steps

1. In the module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypstosearch X| W A 41 New [ workflow ~ [£] Reports ~ Hp Manage Users W@ Mark Offline/Online ) More ~
ﬂ B Project Code Project Name Project Description Business Unit
Selact Projert - °
T hi T T
E A Recent Projecrs - . . .
SIT MT NPS GLAC 14(4) 8 MT NP5- Test GL... Rehabhilitate Many Gla... Reconstructionof 12... Western Federal Lands
13N SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabhilitate Many Gla.. Reconstructionof 12... Western Federal Lands
@' All Projects SIT MT NPS GLAC 14(4) B MT NPS GLACIER ... Rehabilitate Many Gla.. Reconstructionof 12..  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NPS GLACIER Rehabilitate Many Gla.. Reconstructionof 12..  Western Federal Lands
|

Figure 81: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS FROJECT DASHBOARD  [*40J=L | Uz [AILS
Q Type o search X v oA iy Select Dashboard: s se ~  Made: | View ~  fiMew _F Edic T Delete %} Seras Default

ﬁ S -CAERIO TS LSPOR2023-1(1) -

Raporl Viewer

General
EE—— Fadcer 1114 schad s mrer |
Viaw ncpert

kil T SIT - €A ERFD F5 LSPDR 2023-1(1) airerrates =l

& + Documents

Docurment Search

Project Reoort Gallory

Broject Calendar
= [und Wanagement
m Project =und st
m Project ~und Transactior
® Funding Rules
+ 5id cstimale Informalion
+ Biddirg

+ Contracts
Figure 82: Expanding Projects Folder

3. In the navigation pane, expand Bid Estimate Information, and then click Engineer's Estimates.
The ENGINEER'S ESTIMATE list page is displayed.
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4.You can generate a report from the ENGINEER'S ESTIMATE list page or the ENGINEER'S ESTIMATE
ITEMS tab.

* Togenerate areport from the ENGINEER'S ESTIMATE list page, in the list page, select the
appropriate record, click Reports, and then click the appropriate report.

ENGINEER'S ESTIMATE

_f edic  © view [l Delete [%] Workflow ~ *{* SelectActions ~ (& Mail Merge - @ More ~

g Estimate Name Estimate Number EE Version Number Base 3 Base : Total ($)
E. Design Summary Of Quantities Report
ineer Esti /
E} Engineer Estimate Report
Final Estimate « EE-001 ; e : 0 2,162,850.00
. E' Design Unit Price Analysis Report

Figure 83: Engineer's Estimate List Page Reports
* Togenerate areport from the ENGINEER'S ESTIMATE ITEMS tab, perform the following steps:

a. Inthe ENGINEER'S ESTIMATE list page, click Edit or View, as applicable. The ENGINEER'S
ESTIMATE DETAILS page is displayed.

b. Click the ENGINEER'S ESTIMATE ITEMS tab, click Reports, and then click the appropriate
report.

EMGINEER'S ESTIMATE | ENGINEER'S ESTIMATE ITEMS |

+1 New ~ Byt Excelexport ~ [ Refresh Line Number
[ Name Line Number B} Ciummlmmnmimenl Mamsvimbiam Llamie
[#] Reports 3

— Engineer Estimate Report .
=g Customize List T

| Design Unit Price Analysis Report

\||1 Audit Log ) )
D BT ScheduleA !'| Design Summary Of Quantities Report
Walls and Drainage Flume:
15101-0000 A0560 MOBILIZATION LPSM
5
CONSTRUCTION SURVEY AND
D = ||__'s 15201-0000 A0040 LPSIA

STAKING

Figure 84: Engineer's Estimate Items Tab Reports

The report is generated and displayed.
You can generate the following reports:

* Design Summary Of Quantities Report
* Engineer Estimate Report

* Design Unit Price Analysis Report

For more information on the various report features available, refer to Section 4.2. Standard

Report Functions.
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4. Appendix

4.1. Attachments

You can upload or link files in the Documents folders to every record. You can also upload any number of
attachments, regardless of size, to a record or while performing workflow actions for a record.

The following sections explain how to upload or link, access, and download attachments in a form or
workflow:

* 4.1.1. Attaching a File to a Form

* 4.1.2. Attaching a File to a Workflow

* 4.1.3. Accessing and Downloading Attached Files
* 4.1.4. Deleting Attached Files

You can annotate and delete attachments.

4.1.1. Attaching a File to a Form

You can upload files to a form and link a file in the Documents folders of a form.

Note: The Upload and Link New Document option is the most preferred and used method to link files to
aform by the FLH team.

The Project Fund List form is used for illustration purposes.
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Uploading Files to a Form
To upload files, perform the following steps in the ATTACHMENTS section:

1. Click Upload Document.

PROJECT FUND LIST
[@ save&Exit [© Save&Continue (%) Cancel & Workflow ~ *&" Select Actions ~ + 3
AMLLUVULIL VU . 12 10VSDUL 7 LV 1,09V, LINLV /UVLUS, | a
Account Priority : CONO3-CONO04 v
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : -
'4
ATTACHMENTS
0 [ ssostty [ omostavue s |
No Attachments available
v
4 >

Figure 85: Using Upload Document Option

The Open dialog box is displayed.
@ Open

<« > v A « FHWA > Publishe... v O Search Published PDF »p
Organize ~ New folder =- 0 0
£ Home Name Date modified
(%) A01_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM
[*) A01_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM
il Desktop » L“] A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 5:23 PM
8 Documents # (%) A01_Library Management_PG_ditamap-10004-..  5/30/2023 11:04 AM
 Downloads # A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
E Pictures > Adding_an_Engineers_Estimate_ltem_dita-1000...  6/21/2023 12:29 AM
o Music » Adding_an_Engineers_Estimate_ltem_ditaAddin..  6/15/2023 1:03 PM
£9 videos » —_—
File name: All files v
Open Cancel

Figure 86: Open Dialog Box

2. To upload a single file, click the appropriate file.
Optionally, to upload multiple files, press and hold CTRL, and then click the appropriate files.
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3. Click Open.
€ open <
& > v~ A TH« FHWA 3 Publishe.. v Search Published PDF 2
Organize ~ Mew folder =- 0 @
% Home MName : Date modified
AD1_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM
[ A01_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM
B Desktop b E‘] AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 523 PM
ﬁ Documents & A1 _Library Management_PG_ditamap-10004-.,  5/30/2023 1104 AM
L Downloads # AD1_Library Management PG_Draft 5/29/2023 10:06 PM
PN Pictures * Adding_an_Engineers_Estimate_ltem_dita-1000...  6/271/2023 12:29 AM
0 Music » Adding_an_Engineers_Estimate_ltem_ditaAddin..  6/15/2023 1:03 PM
3 videos *» —_—
File name: | ~ | Al files =i

Open Cancel

Figure 87: Open Option

The files are uploaded to the form and displayed in the ATTACHMENTS section.
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4.The name of the file is updated in the Title column.

Optionally, in the Title column, enter the tiles for the files attached.

PROJECT FUND LIST

[@ save &Exit [© Save & Continue (®) Cancel B Workflow ~ *&" Select Actions ~

ALLUMITIL INUIIHINET  « 1D 10USDUL/ LU LOSGULINLY UV U4,

Account Priority : CONO3-CONO4 v
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure (S) : 0.0
Remaining Amount ($) : 0.00

Notes :

Design Estimate
Participant Guide

ATTACHMENTS

Fund Management in
FHWA.docx

Link Document Upload Document

EI_ oty [essone s

Document - FM . Mike Ross 07-27-2023 3:05 AM

4
Figure 88: Uploaded File
Linking a File to a Form

You can link a file to a form using any of the following options:

* Masterworks Document: This option enables you to link files available in the document folders of
a project or contract. The document folders are available based on the selected document folder

structure in the PROJECT DETAILS page.

Note: This option helps users avoid uploading the same files multiple times in a project.

* Upload and Link New Document: This option enables you to upload new files to the document
folders of a project or contract and link them to the respective form. The document folders are
available based on the selected document folder structure in the PROJECT DETAILS page.

Note:

* This option helps users upload new files into the document folder structure from the

respective form without navigating to the document folder.

* The Upload and Link New Document option is the most preferred and used method to link

files to a form by the FLH team.

* External Document: This option enables you to link files from an external location.
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Linking a File to a Form — Masterworks Document Option

To link a file available in the Documents folders, perform the following steps:
1. In the ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[E_\ Save & Exit B Save & Continue @ Cancel m Workflow v 8" Select Actions ~ + 3
ALLUUIIL INUIIIUET | 1D 10USDUL/ £U 1. 05%U.CINY 7 UU.US. | &

Account Priority : CONO03-CONO04 v

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : -

Y%

ATTACHMENTS

(=R

0 v o [oion [rae [y [t s

No Attachments available

4

4

Figure 89: Using Link Document Option

The Link Document dialog box is displayed.

Link Document X

© MasterWorks Document O Upload and Link New Document O External Document

Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Clear Search

No Link available

Figure 90: Link Document Dialog Box
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2. Click Masterworks Document.

Link Document X

(@ MasterWorks Document () Upload and Link New Document () External Document

Folder : |[Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS ~

Figure 91: Using Masterworks Document Option

3. Inthe Folder drop-down list, select the appropriate document folder where the files exist.
The list of files in that folder is displayed.

Link Document X

@ MasterWorks Document O Upload and Lin< New Document O External Document

Folder : |Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS

Clear Search
E it i Coprtee Dot

[[]  Fund Management in FHWA.docx Document - FM Mike Ross 07-27-2023 3:17 AM

Figure 92: List of Documents
4. Perform any of the following steps, as applicable:

*  Fromthe list of files, select the appropriate files.
* To search for afile, in the box, enter any search criteria for the file, click Search, and then select
the appropriate files.
Link Document X

@ MasterWorks Document O Upload and Link New Document O External Document

Folder : |SIT - CAHBP CR104(1) ET AL, SIT - TRINITY COUNTY HBP BRIDGES ~ «

‘ Clear Search
Iil ooty cseion

No Link available

Figure 93: Using Search Option
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You can specify search criteria such as the extension of the file type, the date or time the file was
uploaded, the name or title of the file, or the username of the user who uploaded the file.

* Optionally, to view all the files in the selected folder, click Clear Search.

5. Click OK.
The files are linked to the form and are displayed in the ATTACHMENTS section.
PROJECT FUND LIST
m Save & Exit B Save & Continue ® Cancel ,RI_T Workflow »  *$* Select Actions ~ ‘ ¥
-
Account Priority : CONO03-CON04 v
Authorized Amount (S) : 0.00
Expended Amount(S) 0.00
Probable Expenditure (S) : 0.00
Remaining Amount (S) : 0.00
Notes : a
Y%
ATTACHMENTS
Elmm
B : RESTORATION OF
nd Managementin -\ ooryern Norument - FM . Mike Ross 07-27-2023 3:25 AM 12.77KB
FHWA.docx
RAILS/Documents
Upload Document
v

4

Figure 94: Linked Document

Note: The Url/Link column displays the path to the folder where the document is available. You can
click the folder path to open the folder.

6. In the Title column, enter the titles for the linked files.
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Linking a File to a Form — Upload and Link New Document Option

To upload a file to a folder in the Documents folder structure and link the file to the respective form,
perform the following steps:

Note: The Upload and Link New Document option is the most preferred and used method to link files to
a form by the FLH team.

1. In the ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[a Save & Exit B Save & Continue @ Cancel m Workflow v “§" Select Actions ~ + ¥
MLLuUuULIL INUIIuct - 1210USDUL LU OG4U CIN.V /UL US|
a
Account Priority : CONO3-CONO04 v
Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes : &
Y%

ATTACHMENTS

oL

0 [everss oo Joine e [omoty [sion s

No Attachments available

Link Document Upload Document

v
4 >
Figure 95: Using Link Document Option
The Link Document dialog box is displayed.
Link Document X
(®) MasterWorks Document (O Upload and Link New Document (O External Document
Folder : Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS v

Clear Search

No Link available

Figure 96: Link Document Dialog Box
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2. Click Upload and Link New Document.

Link Document

Design Estimate
Participant Guide

O MasterWorks Document @ Upload and Link New Docurment O External Document

Folder : |[Rn-FHWA-2607, RESTORATION OF NORTHERN RAILS

Figure 97: Using Upload and Link New Document Option
3. Inthe Folder drop-down list, select the appropriate folder to upload files.

4. Click OK.
A confirmation dialog box is displayed.

5. Click OK.
The NEW DOCUMENT page is displayed.

NEW DOCUMENT

[a Save B Exil @ Cancel
N
&3

Title : FHWA_Restoratinn of Northem Ra

New Document : Select files

Template Document  : D {Usec &s Template Document for Mall Merge)

Workflow @ Nane A

Figure 98: New Document Page

6. To upload files, in the New Document section, drag and drop the appropriate files.
On uploading and saving the files, the files are uploaded to the selected folder in the Folder drop-

down list and linked to the respective form.

7. In the Title column, enter the titles for the linked files.
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Linking a File to a Form - External Document Option

To link a file to an external storage system, perform the following steps:

1. In the ATTACHMENTS section, click Link Document.

PROJECT FUND LIST

[@ save & Exit [@ Save&Continue (%) Cancel [ Workflow v “&° Select Actions ~ + ¥
ALLUUIIL INUTIINET | 1D 10USDUL/ LU 1.D4%U.CIN.Y 7 UU.US. | 7

Account Priority : CONO03-CON04 Y

Authorized Amount ($) : 0.00

Expended Amount ($) : 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : =

ATTACHMENTS

I g g e e

No Attachments available

Link Document Upload Document

4

4

Figure 99: Using Link Document Option

2. Click External Document.

Link Document X

D MasterWorks Document D Upload and Link New Document @ [xternal Document

UrliLink © | https:/

Title :

Figure 100: Using External Document Option
3. Inthe URL/Link box, enter the URL to the file in the external storage system.
4. In the Title box, enter the title for the linked file.

5. Click OK.
The file is linked to the form and is displayed in the ATTACHMENTS section.
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4.1.2. Attaching a File to a Workflow

Overview

You can upload files to the specific records of a form while performing a workflow action.
The Project Fund List form is used for illustration purposes.

Steps

1. In the list page of a form, select the appropriate record.

< > SIT- TRINITY COUNTY HBP BRIDG... - Fund Managerent > Project Fund List

PROJECTS PROJECT FUND LIST
Q 1ype to search X Vv A Rl ©Ven @ 0dee [ Worklow - [ Reporis ~ (31 Mail Merge = @ More T
GoE ST TRINITY COLNTY HBP BRIDGES = O 8  Project Fund D Fund Source: Name Fund Source Cade Account Number Accaunt Priority Warkflaw Stalus
v | PIL-2 i conoz CONDZ 15AG060010401- 540.C... Published

m S50 - IRINIY COUN Y HBF BRIDEES
[} PFL1 CONDT CONDT 15B6060C10401- 540.C... Published

& + Duruments

= Document Search
= Project Repeort Callery
= Project Calendar
— Tund Management
= Project Fund Lis|

= Project tund Irarsaction

Figure 101: Using Select Actions Option

L’ select Actions ~

2. Click Select Actions
The Masterworks dialog box is displayed.

Masgerverks X

, and then click the appropriate workflow action.

Hotes © -

St Dags T Complens i Mawt Sage

@

ATTACHMINTS

File View Status

B ATTaChiTEns drdabie

Liplcad Docsment
==

Figure 102: Masterworks Dialog Box
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3. Inthe ATTACHMENTS section, click Upload Document.
The Open dialog box is displayed.

@ Open
& 2 v AN T « FHWA > Publishe.. v O Search Published PDF L
Organize ~ New folder =- [ 0
% Home Name . Date modified
) A01_Library_Management_PG_ditamap-10001-...  5/24/2023 3:08 PM
(%] AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 5:23 PM
il Desktop » L*] A01_Library_Management_PG_ditamap-10002-..,  5/25/2023 5:23 PM
.B Documents # @ A01_Library_Management_PG_ditamap-10004-...  5/30/2023 11:04 AM
i Downloads # A01_Library_Management_PG_Draft 5/29/2023 10:06 PM
PR Pictures > Adding_an_Engineers_Estimate_Item _dita-1000...  6/21/2023 12:29 AM
0 Music » Adding_an_Engineers_Estimate_Item_ditaAddin..  6/15/2023 1:03 PM
£9 videos » —_—
File name: “ | Allfiles S
Open Cancel

Figure 103: Open Dialog Box

4. To upload a single file, click the required file.
Optionally, to upload multiple files, press and hold CTRL, and then click the required files.
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5. Click Open.
e Qpen b4
Fa T T0 @ FHWA s Publishe... R i Search Published PDF 2
Organize ~ New folder =- 0 @
% Home Name Date modified
AD1_Library_Management_PG_ditamap-10001-..  5/24/2023 3:08 PM

(%] AD1_Library_Management_PG_ditamap-10002-..  5/25/2023 5:23 PM

I Deskiop » E"] AD1_Library_Management_PG_ditamap-10002-...  5/25/2023 523 PM
8 pDocuments # A1 _Library Management_PG_ditamap-10004-.,  5/30/2023 1104 AM
<& Downloads # A1 _Library_Management_PG_Draft 5/26/2023 10:06 PM
PN Pictures » Adding_an_Engineers_Estimate_ltem_dita-1000...  6/21/2023 12:29 AM
ﬁ Music F Adding_an_Engineers_Estimate_ltern_ditadddin_..  6/15/2023 1:03 PM
3 videos +» —_—
File name: v All files -

Open Cancel

Figure 104: Figure 104: Using Open Option
The name of the file is automatically updated in the Document Name column.

6. Optionally, in the Title column, enter the title for the attached file.

MasterWorks x
Naees @ Approved
5ot Days To Complete for Next Stage 2 @
ATTACHMENTS

Figure 105: Updating Title for the Attached File

7. Click OK.
You can access the attached file from the Workflow Status and History dialog box. For more
information, refer to Section 4.2.2. Viewing the Workflow History.
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4.1.3. Accessing and Downloading Attached Files

You can access files that are attached to forms and workflows.
The Project Fund List form is used for illustration purposes.

* Toaccessfiles attached to a form (from the list page):
1. In the navigation pane, click the required form.
The form list page is displayed.

PROJECTS PROJECT FUND LIST
Q Type to Search X v oA 4':[ MNew RIT Workflow ~ Igl Reports ~ [-lr Excel Export ~ e More -
¥ Praject Fund ID Fund Source Name Fund Source Code Fund Source T:
ﬂ SIT - CAERFCQ FSLSPDR 2023-1(1) = D g g L=

General

O PFL4 COND4 COND4 coN
T T SIT- CA ERFO FS LSPOR 202311)
- O PFL-3 CONO3 CONO3 CON
@. + Decumenis
O PFL-2 CoND2 conoz CoN
= Decument Scarch
O PFL-1 CONO1 COoNO1 con

B Froject Report Gallery
= Froject Calendar
= hund Management

® Project Fund List

= Project Fund Transaction

= Funding Rules

Figure 106: Project Fund List Page

2. Click More, and then click Attachments.

PROJECT FUND LIST

.n New ﬂ] Workflow ~ E] Reports ~ Rf Excel Export ~ @ Maore «

D g Project Fund ID Fund Source Name FundSo urce Type
£ Customize List

O 0 epr< conos COND4 B audit Log

O PFL-3 CoND3 COND3 e
O PFL-2 COND2 CcOND2 CON
O PFL-1 COND1 COND1 CON

Figure 107: Using Attachments Option

The attachments of all the records are listed.

PROJECT FUND LIST DOCUMENTS

@ Back @ More ¥

I e N R

D PFL-2 / CONO2 Project_Fund_List_Att 1 Angela PDF
achments_FHWA

Figure 108: List of Attachments

7574.29 KB

Design Estimate
Participant Guide

Fund Description

CLINGO10Q1; ERFO
Option ¥
CLINGO101: ERFO

CLINOO101: Non-ERFO

MM/dd/| B @

12/14/2023 6:32 AM

Optionally, to view files attached to a record, select the appropriate record and then click

Attachments.
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PROJECT FUND LIST

j Edit @ View '@' Delete M Workflow ~ E] Reports ¥ [g.1 Mail Merge ~

[J © ProjectFundID Fund Source Name Fund Source Code Fund Sa Description
2) Attachments
‘ ‘ | %, Audit Log e

l [ 7] {7
N N N
O

PFL-1 CONO1 COND1 CON TS90
Figure 109: Viewing Files Attached to a Record

* Toaccess and download files attached to a record (from the details page):
1. In the navigation pane, click the appropriate form.
The form list page is displayed.

PROJECTS PROJECT FUND LIST
‘0, Type ta Search *® ‘ W oA 4l New B workflow -~ [ Reports ~ [t Excel export + ) More ~
P TR — ”| | O © erojectFundiD Fund Source Name Fund Source Cade Fund Source Type Fund Descriptian
SIT - FO FS LSPUR 2023-1(1) +
General Juick Access ‘ ‘ ‘ ‘ ‘

D PFL-4 CONO4 CONO4 CON CLINQO101: ERFO

T = sIT- s ERFO FS LSPOR 20234101
D PFL=3 COND3 COND3 CON Option X

@. + Decuments
O PFL-2 conpz CONDZ coN CLINOD101: ERFO

= Document Scarch

D PFL-1 CONO1 CONOT CON CLINQO101: Non-ERFO

B Project Report Gallery
= Froject Calendar

= rund Management

® Project Fund Transaction

= Funding Rules
Figure 110: Project Fund List Page

2. Inthe list page, select the appropriate record, and then click View.

PROJECT FUND LIST

_J Edit Tl Delete [ Workflow v “&" Select Actions v  [4] Reports ~ [@0 Mail Merge + () More -

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

Y] (7] 7]
15 ) T = I I

Figure 111: Using View Option
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The form details page is displayed.

PROJECT FUND LIST

_ﬂ' Edit ® Cancel J{I‘ Workflow ~

Project Fund ID

Fund Source Name
Fund Source Code
Fund Source Type
Fund Source Category

Fund Description

Account Number

Account Priority
Authorized Amount ($)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)
Notes

ATTACHMENTS

: PFL-3
*: cono3
: COND3
: CON
: FLAP
r'y
Y%

: 1516043027201.540.CN.V700.04.

1604000000.25255

: CONO03-CONO04

0.00

0.00

0.00

0.00

Design Estimate
Participant Guide

E File View Status Url/Link Uploaded By | Uploaded Date m

Fund Management in

Read
O | @ ready FHWA.docx
D © Ready PFL with data.jpg NA

Figure 112: Project Fund List Page in View Mode
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3. In the ATTACHMENTS section, select the appropriate files, and then click 'i'.

PROJECT FUND LIST
_i Edit @ Cancel [# Workflow ~ + ¥
a

Account Priority : CON03-CONOZ

Authorized Amount ($) : 0.00
Expended Amount ($) : 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00
Notes
Y
ATTACHMENTS

e ey e e
Fund M tin ‘

B ready MikeRoss ~ 07-27-2023431AM  12.77KB

D ® Ready PFL with data.jpg NA Mike Ross 07-27-2023 4:30 AM 92.13KB
v
4 >
Figure 113: Using Download Option
* To access and download files attached to a workflow:
1. In the navigation pane, click the appropriate form.
The form list page is displayed.
PROJECTS PROJECT FUND LIST
Q. Type to Search X | v om .ﬂ New R'T workflow = Igl Repores = E}r Excel Export = @ More =
'i.) ST - CAERFO F5 LSPLR 2023111] = D Q Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description
General
- O PFL4 CONO4 CONO4 coN CLINDO101: ERFO
Bl = SIT- CALRFO FS LSPOR 2023-1(1)
D PFL-3 COND2 CONDZ CON Opticn X
@. + Decuments
O PFL-2 coNp2 conoz coN CLINGD101: ERFO
* Premers Seaeen O PFL-1 CONO1 COoNO1 CON CLINOO101: Non-ERFO

= Project Repord Gallery
= Froject Calendar
= Fund Management

= Project Fund List

® Project Fund Transacticn

= Funding Rules

Figure 114: Project Fund List Page
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2. In the list page, select the appropriate record.
3. Inthe WORKFLOW group, click History.

PROJECT FUND LIST

j Edit @ View m Delete  fl Workflow ~  *§" Select Actions ~ [_2] Reports v Ig,'l Mail Merge ~ @ More v

D g Project Fund ID ind Source Code Fund Source Type Fund Description
i@ History

£, Workflow User(s)

Figure 115: Using History Option

The Workflow Status & History dialog box is displayed.

Workflow Status & History X
Workflow Status Hide ~
......... Selected Status e Current Status
Approve @
Workflow History Hide »
Workflow Status : Published Workflow Status: Approved
Received On: 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action : Approve Action :
Action Notes : Action Notes :
Action By : Mike Ross Action By :
Due Date . 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM
Action Status : Action Completed Action Status :  Action Pending

Figure 116: Workflow Status & History Dialog Box
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4.To view all the attachments and complete workflow history, click More Details.

Workflow Status & History X
Workflow Status Hide ~
......... Selected Status e CUrTeNt Status
Approve @
Workflow History Hide »
Workflow Status : Published Workflow Status: Approved
Received On : 07-26-2023 7:34:08 AM Received On: 07-27-2023 5:32:06 AM
Action : Approve Action :
Action Notes : Action Notes :
Action By : Mike Ross Action By :
Due Date: 07-26-2023 7:34:08 AM Due Date: 07-27-2023 5:32:06 AM
Action Status :  Action Completed Action Status :  Action Pending

|

Figure 117: Using More Details Option

The History page is displayed.

HISTORY

@ Close
Record Identifier : PFL-4/CON04 a
Workflow Status Hide »
--------- Selectec Status — CUrrent Status
. Imc“vc -
——————[>® published — DE Approved
Publish Approve 0—,

4 »

Warkflow History Hide ~

Action Pencing | Action Completed [l Action Failed [l Workflow Completed

g Status Received On Action Action Notes Action On Action By

Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10

Figure 118: History Page
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5. In the ATTACHMENTS section, select the appropriate documents, and then click ‘i'.

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 =
g Publishet 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07272023 5:32 AM =
4 G 4
Show Workflow History Report
ATTACHMENTS
3K
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
Fund Manzagement in .
NA Mike Ross 07-27-2023 5:32 AM 12.77KB

FHWA docx

Figure 119: Using Download Option
4.1.4. Deleting Attached Files
Prerequisites
You can delete a file only if you have attached it.
Overview

You can delete files that are attached to forms. You cannot delete files that are attached while performing
a workflow action.
The Project Fund List form is used for illustration purposes.
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Steps
1. To access the appropriate file attached to a form to be deleted, perform the following steps:

a. In the navigation pane, click the appropriate form.
The form list page is displayed.

45 Ocgormert s Yorgeroten

eFedelul Highway

Administration
PROJECTS PROJECT FUND LIST
Q Type to Search X Vv A .ﬁ New RI Workflow ~ [g] Reports ¥ ["'1! Excel Export ¥ @ More ~
i_) D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type
SIT - TRINITY COUNTY HBP BRIDGES v
E _
D PFL-2 CONO02 CONOQ2 CON

™= SIT - TRINITY COUNTY HBP BRIDGES
O PFL-1 CONO1 CONO1 CON
@ 4+ Documents
® Document Search
= Project Report Gallery

m Project Calendar

— Fund Management

= Project Fund List

Figure 120: Project Fund List Page

b. Click More, and then click Attachments.
The attachments of all the records are listed.

PROJECT FUND LIST

.EI New & Workflow ~ & Reports ~ E‘\if Excel Export ~ @ More ~

D g Project Fund ID Fund Source Name Fund 5o urce Type

=g Customize List

2 Attachments

[0 O rpr4 CONO04 CONO4 B Aydit Log

O PFL-3 CONO3 COND3 o
O PFL-2 CONO2 CONO2 CON
O PFL-1 CONO1 CONO1 CON

Figure 121: Using Attachments Option

Various document management features are available for attachments.

PROJECT FUND LIST DOCUMENTS

O Back @ More ~

e T A -

MM/dd/| B8 @ .

D PFL-2 / CONO2 Project_Fund_List_Att 1 Angela PDF 7574.29 KB 12/14/2023 6:32 AM
achments_FHWA

Figure 122: List of Attachments
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2. To delete an attachment, select the appropriate file, and then click .

ATTACHMENTS
o

Project Fund List Attac

3 © Ready Project_Fund_List_ = 12/14/2023 632 AM  7574.29KB
hments FHWA
Link Document Upload Document %

Figure 123: Using Delete Option

4.2. Standard Report Functions

Performing all report-related activities is similar in procedure throughout the application.

All tasks that you can perform are based on the roles assigned to you in a project and the permissions
granted to the roles.

For information on roles, refer to Security Roles in the A02 Administrator Guide.

The standard report functions include the following:

* 4.2.1. Generating and Viewing Reports

4.2.1.1. Generating a report
4.2.1.2. Printing a report
4.2.1.3. Saving a report in various formats

O O O O

4.2.1.4. Updating report to view the latest information

* 4.2.2.Subscribing to a report

* 4.2.3.Unsubscribing to a report

4.2.1. Generating and Viewing Reports

You can generate reports for different information views for all the forms in the application.
Masterworks enables you to use report filters to generate reports with specific information.
You can perform the following report functions:

e 4.2.1.1. Generating a report

* 4.2.1.2.Printing a report

* 4.2.1.3. Saving a report in various formats

* 4.2.1.4.Updating report to view the latest information

4.2.1.1. Generating a report

Overview

You can generate various reports that comprise information based on the roles assigned to you and the
various projects to which you are invited.

104



Federal Highway Design Estimate
Administration Participant Guide

For a few reports, you can use the filter criteria to provide information for the relevant fields and generate
the reports.

The Project Fund List form is used for illustration purposes.

Steps

1. Perform any of the following steps, as applicable:

* Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

41 New [ workfow v | [#] reports v | Bt Excelexport ¥ (& more -

D g Project Fund ID Fund Source Code

[\ List Page Report

(M| PFL-2 CONO2 CONO2
Figure 124: Using Reports Option

* Inthe project navigation pane, click Project Report Gallery, and then double-click the
appropriate report.

PROJECTS FPROJECT REPORT GALLERY

Qo x| v A

I or careo s isDR2022 10 - o AmpEleniEras

E General Awarded Bid Schedule Report

BElE 771 SIT - €A ERFO FS LSPDR 2023-1(1) Bid Analysis Report
@. + Docurmenis Bid Schedule Report

® Document Search Bid Tabulation Report

| = Project Report Gallery Obligation Tabulation Report

= Procct Calendar
= Fund Management

= Preject Fund List

= Project Fund Transaclion
= Funding Rules
<+ Bid Estimate Information
+ Bidaing

=+ Contracts

Figure 125: Project Report Gallery Navigation Page
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* Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and
then double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
Q T search x| v ~ S
I-‘J SIT- CACRFOFSLSPDR 2023-1(1) | = RgiCion==tite =
General Change Order By Dale Report

3 + Confgurations * ~ Contract Modifications
@' ® Centract lkems €M Affected Pay Item Report

+ Prograss Tracking Contract Modification Report

+ Bilhrnés & Payments ~ General(Contract dashboards)

Contract Modifications Contract Summary Raport

Submittals Grand pay item summary report

Contract Report Gallery o s

=+ Subcontract
Government Receiving Report

Centract Closeout Status
Pay Note Report

= Claims

Pay Mote Summary Repart
B Freecom of Information ...

Progress Payment Report
m Request for Equitable A
Progress Payment Repart(Contractar's Version)

CDR NAVIGATION PAGE
> Progress Payment Schedule Summary Report
IDR NAVIGATION PAGE

Figure 126: Contract Report Gallery Navigation Page

2. If filtering options are necessary, select the appropriate information in the relevant fields, and then
click View Report.

LIST PAGE REPORT

@ Back Q Subscribe

Includz Pending on llsers and Rales | Mo ~
==a
4 1 of 1 p ) % Find | Next  [Qlw & =
Y
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund Fund Fund Account |Account [Authorized |Expended Remaining
Fund ID |Source Source |Type Source Description [Number |Priority |Amount($) |Amount($) Amount (§
Name Code Category
PFL-1 CONQ1 |CONO1 |CON |FLAP This project | 1516043 0.00 0.00 0.00
fund list for [027201.5
fund source |40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONQ2 |COND2 |CON  |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v
k. ] »

Figure 127: Using View Report Option

The report is generated and displayed.
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4.2.1.2. Printing a Report
Steps

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report.

2. Inthe report toolbar, click Print Report ﬂ

LIST PAGE REPORT

@ Back Q Subscribe

Includa Pending on Users and Roles | Nn w
View Report
1 of 1 Find | Next  [Q1w g

Design Estimate
Participant Guide

'y
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account |Account |Authorized |[Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (3
Name Code Categary
PFL-1 CONC1 |CONO1 |CON  [FLAP This project | 1516043 0.00 0.00 0.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONC2 |[COND2 [CON |[FLAP 1516043 |[CONO2- |0.00 0.00 0.00 v
x. ] »

Figure 128: Using Print Report Option

4.2.1.3. Saving a Report
Steps

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report.
2. Inthe report toolbar, click Export, and then click the required option.

PROJECT STATUS REPORT

@ Back g Subscribe

Report Version Active Projects v Percent Complete Greater Than 90
Positive § Value Difference 100000 Negative § Value Difference 100000
View Report
; |—|1 of 1 fnd | Next | v‘ o =
4 Excel
PDF
CSV (comma delimited)
Acceptance

Project Number Project Name Contract number COE Award Date Original FCD Modified FCD Date

Figure 129: Exporting a Report
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4.2.1.4. Viewing Latest Information in a Report

Steps

1. Generate the required report.
For more information, refer to Section 4.2.1.1. Generating a Report.

2. Inthe report toolbar, click Refresh s
LIST PAGE REPORT
@ Back Q Subscribe
Includa Pending on Users and Roles | Nn w
ER find | Next  [Dw =
'y
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account |Account |Authorized |[Expended Remaining
FundID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (3
Name Code Categary
PFL-1 CONO1 |CONO01  |CON  [FLAP This project | 1516043 0.00 0.00 0.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.16
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v

4

Figure 130: Using Refresh Option
4.2.2. Subscribing to Reports

Prerequisites

*  You must have access to the report.

The logged-in user is assigned with the permission to generate the report.

Overview

You can subscribe to reports, and subscribed reports are delivered to the specified email addresses or

saved in the specified file location. You can configure subscriptions so that the reports are delivered
periodically in the specified format.

Additionally, you can create multiple subscriptions for a single report with varied subscription options.

You can subscribe to a report using any of the following methods:

Email: The reportis delivered through email to the specified email addresses in the specified formats.
Note: Only Masterworks registered email address is allowed to receive the subscribed reports.

File Share: The reports are saved to the specified location in the specified formats
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Note: Users with the appropriate permission can subscribe themselves or others to a report. Only
users with the Administrator role can remove or end an active subscription once itis created.

Steps

1. Open a report, and then click B subscribe

BID ANALYSIS REPORT

@ Back Q Subscribe

Bidder : Missouri River Contractors, LLC ~ Minimurm Deviation % :

Maximum Deviation % :

View Report

Figure 131: Subscribing a Report

The subscription dialog box is displayed.
SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

Please select the delivery option

@ E-Mail O Windows File Share

To *:
Cc
Bcc
(Use (;) to separate multiple e-mail addresses.)
Reply-To
Subject *:
Priority : | Normal ot
Comment >
lnclude Report
B2 'nclude Link
Report Format : PDF v

StartDate : (7-27-2023

Enable schedulestop : [ | v

Figure 132: Subscription Dialog Box

Note: To subscribe to a report, you must fill the fields with red asterisks.
109



Federal Highway

Administration

Design Estimate
Participant Guide

2.Inthe Please select the delivery option section, perform either of the following steps, as

applicable:

* Click E-Mail to receive the report through email.

* Click Windows File Share to save the report to the specified location.

3. Based on the delivery option selected, perform the following steps:

E-Mail

Windows File Share

. Inthe Reply-To box, enter the email

. From the Priority drop-down list,

In the To box, enter the email
addresses of the recipients of the
report.

addresses of the recipients to whom
the reply email must be delivered.

In the Subject box, enter the name of
the report or any other appropriate
subject for the email.

select the priority of the email.

If the selected priority is High, the
email will be sent as a High Priority
notification.

In the Comment box, enter any
comment for the email.

Comments are included in the body of
the email.

Select the Include Report check box
to deliver the reportin the selected
format as an email attachment.
Select the Include Link check box to
deliver the link to the report in the
report delivery email.

The recipient can view the report on
the application only if the recipient has
the required permissions on the
report.

From the Report Format drop- down
list, select the format in which the
report must be generated and
delivered to the specified email
addresses.

From the Start Date list, click the date
from when the report must be
delivered.

Select the Stop this schedule on
check box, and then select the date

In the File Name box, enter the file name
for the report.

. Select the Add a file extension when the

file is created check box to save the
report file name with the extension of the
file format as required for the report.

In the Path box, enter the path of the
shared file location where the report
must be saved.

Note: To configure the shared file
location in the application, you must
provide the file path location to the
Administrator.

. From the Report Format drop-down list,

select the format in which the report
must be generated and saved.

In the Credentials used to access the file
share section, enter the credentials to
access the shared location and save the
report.

From the Overwrite options section, click
any of the following options:

* Overwrite an existing file with a
newer version - When saving the
report at the file location at the
scheduled time, if a file with the
same name exists, then the
existing file is overwritten by the
latest report.

* Do not overwrite the file if a
previous version exists - When
saving the report at the file
location at the scheduled time, if a
file with the same name exists,
then the report is not overwritten
by the latest report, and the report
is not saved at the file location.
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E-Mail

Windows File Share

until when the report must be
delivered.

* Increment file names as newer
versions are added - When saving
the report at the file location at the
scheduled time, if a file with the
same name exists, then the latest
report is saved with the same
name appended with a sequential
number.

g. From the Start Date list, click the date
from when the report must be saved.

h. Selectthe Stop this schedule on check
box, and then select the date up to when
the report must be saved at the file
location.

4. To set the frequency of report delivery, click the Schedule Details tab.

SIT Testing Build- FHWA eDelivery

Delive

ry Option Schedule Details

'Cjt’ Hourly Runs only once
(O paily start time (hhimm)
Cj‘; Weekly

() Monthly

(5‘; Once

X

Figure 133: Schedule Details Tab

5. From the delivery frequency options, click the appropriate option:

Option Description Steps

Hourly The report is delivered a. Click Hourly in the delivery options list.
every preset number of b.In the Run the schedule every section, enter
hours. the frequency of report delivery:

i In the hours and minutes boxes, enter the
time period in hours and minutes the report
must be periodically delivered.

ii.  Inthe Start time (hh:mm) box, enter the
time (in 24-hour format) the report delivery
must begin.

Daily The report is delivered a. Click Daily in the delivery options list.
once on preset days, or b. Inthe schedule definition section, enter the
periodically as defined. frequency of report delivery:
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Option

Description

Steps

* Click Every Weekday to get the report
delivered on all weekdays, from Monday
to Friday.

* Click Repeat after this number of days,
and then, then in the box, enter the
number of days to get the report
delivered periodically once every
specified number of days.

c. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Weekly

The reportis delivered
every preset number of
weeks on preset days of
the week.

a. Click Weekly in the delivery options list.

b. Click Repeat after this number of weeks, and
then in the box, enter the number of weeks to get
the report delivered periodically once every
specified number of weeks.

c. Inthe On day(s) section, select the days on
which the report must be delivered.

d. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Monthly

The report is delivered
monthly on preset days
of a selected week.

a. Click Monthly in the delivery options list.
b. Selectthe months when the report must be
delivered.
c. Click one of the following options to schedule
the delivery of the report:
°* Onweek of the month

i. From the list of weeks, select the
week the report must be
delivered.

ii. In the On day(s) section, select
the days the report must be
delivered in the week previously
selected.

°* On Calendar day(s)

o Inthe box, enter the number of days
of the month the report must be
delivered, starting from the current
day. For example, if the current day is
the 12" of a month, and the calendar
days setis 10, then the reportis sent
for 10 days from the 12th of every
selected month.

d. In the Start time (hh:mm) box, enter the time
(in 24-hour format) by when the report must be
delivered.

112




Federal Highway Design Estimate
Administration Participant Guide
Option Description Steps
Once The report is delivered In the Start time (hh:mm) box, enter the time (in 24-
once on the current day. | hour format) by when the report must be delivered.

6. Click Subscribe.
The report is delivered as scheduled.
Note: Only users with the Administrator role can unsubscribe to reports.

4.2.3. Unsubscribing to Reports

Prerequisites

You are assighed the Administrator role.

Overview

You can stop the delivery of a subscribed report by unsubscribing to that report. Only a user with the
Administrator role can delete report subscriptions.

Steps

1. In the module menu, click Administration.
The ADMINISTRATION page is displayed.

ADMINISTRATION

Q Type Lo Search

ADMINISTRATION
X WA

f-j [ Systemn Conligurations

]E: [ Functonal Configurations :

["ﬂ [~ User Management

[ Conliguration ToolkiL
= DocExtraction Admin

I

Application Settings

Establish sysrem configuratians including email settings, report logos, and user sratistics.

User Management

Create user graups, establish roles and permissions, authenticate pending registrations, and manage
users system wide.

Workflow Management
Create, Edit, Delete and Publish Workflows.

n Ferm Builder

98 create and madify the forms to meet your business reguirements.

Figure 134: Administration Page
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2. In the navigation pane, expand Functional Configurations, expand Report Management, and then

click Report Subscriptions.

ADMINISTRATION ADMIMISTRATION
Q, Type to Search X WV A . .
Application Settings

ﬂ [ System Configurations Establish system configurations including email settings, report logos, and user statistics.

[& ™7 Functional Configurations

-Q. User Management

= Feature Seftings Create user groups, establish roles and permissions, authenticate pending registrations, and manage

[E] users system wide.
= DBudget Management
m Issuc Log Caor Configurari.. M Workflow Management
Create, Edit, Delete and Publish Workflows.

= Nobdile Apolication Settings

I] Form Builder

= Impcreant Notifications
B30 create and modify the forms to meet your business reguirements.

— Report Management

= Report Configurations

= Report Subscriptions |

= Business Unit
[~ User Management
[~ Configuration Toolkit

= [Doc Exiraction Admin

Figure 135: Navigation to Report Subscriptions

The REPORT SUBSCRIPTIONS LIST page is displayed.

REPORT SUBSCRIPTIONS LIST

Customize List [} Audit Log

1
iy

Qnac oo ot
Figure 136: Report Subscriptions List Page
3. Select areport subscription, and then click Delete.
REPORT SUBSCRIPTIONS LIST

T Delete | B AuditLog

|:| Report Name Created On Created By Delivery Type Schedule Details Path

Hhwasitdm/UPSA... E 05/02/2024 9:30 AM Lahoucine lo Cuhssay... Email At 9:30, starting 05/02/... Home >Ad-Hoc Unit Pri...
D Hhwasitdm/Engine... 01/11/2024 1:56 PM Lahoucine lo Quhssay... Email AL 1:0, starting 01/11/2... Home >Projects >Laho...

D Report Name Created On Created By Delivery Type Schedule Details Path

|:| /fhwasitdm/UPSA... 05/02/2024 9:30 AM Lahoucine lo Ouhssay... Email AT 9:30, starting 05/02/... Home >Ad-Hoc Unit Pri...
D ffhwasitdm/Engine... 01/11/2024 1:56 PM Lahoucine lo Quhssay... Email At 1.0, starting 01/11/2... Home ~Projects ~»Lahe...
|:| /fhwasitdm/Summ... 10/11/2023 10:13 PM Ninh Phan Email AL 18:0, starting 10/11/... Home >Projects >Reha...
[ rfhwasitdm/Constr... 07/17/2023 8:59 AM Rama File Share Every 1 hour(s)and0...  Home >Projects

D ffhwasitdm/Caonstr... 07/11/2023 11:29 AM Kim Pellegrini Email At 9:0 on thefirst Mon ... Home >Projects

Figure 137: Delete Option
A confirmation message is displayed.
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4. Click OK.
The selected report subscription is deleted, and delivery of the report is stopped for the user who
was subscribed to the report.

4.3. Workflow Status Transitions

A workflow automates a business process for stakeholders to evaluate a form, make decisions, and then
take an appropriate action. Workflows comprise various status, and each status is transitioned to the
next workflow status through actions taken by stakeholders of the current workflow status. Transitioning
a workflow status to the subsequent workflow status is performed in the way of a workflow action.

The following topics describe the various workflow related tasks:

* 4.3.1. Performing Workflow Status Transitions
* 4.3.2.Viewing the Workflow History
* 4.3.3. Selecting Workflow Users

* A4.3.4. Associating a Workflow

4.3.1. Performing a Workflow Action

Prerequisites

* Aworkflow is associated with the record.

* You are an action stakeholder for a particular status in the workflow.
* You are invited to the project.

* You have editing permission for the form or document.

* Aworkflow action is pending for you.

Overview

When a workflow action is performed on a record, the record is moved from the current workflow status
to the subsequent workflow status. A workflow status is transitioned to the subsequent workflow status
based on the workflow action conditions defined.

Steps

1. Open a form list page or document list page.
Note: You can view the workflow status of a record in the Workflow Status column of the list page.

115



Federal Highway Design Estimate
Administration Participant Guide

2. Perform any of the following steps, as applicable:

* Selectthe appropriate record.

PROJECT FUND LIST

_f [dit  © View [ Deletz= B Workflow ~ ‘3" SelectActions = [E] Reports B MailMerge = @ More ~

O B ProjecfundiD Tund Source Name Fund Source Code Fund Source Type Tund Description Account Number Account Priority Warkflow Stetus
| | 7] \ | 7] 7] \ | v | v Ji [ 7] | v i | 7]
PFLL CONG4 15FCA 14(4] Funding 1547302501404 R40.C... Approved
PFLZ CONO2 CONG2 FLAP Funding MT NPS GLAC 14..  1517202601404540.C.. CONC2 CONO4 Approved

Figure 138: Selecting a Record

* Select multiple records that are in the same workflow status and have the same workflow
associated with them.

PROJECT FUND LIST

T Delete  °° SelectActions ¥ (D More v

§  Projectiund i +und Sourze Code Fund Source lype Fund Description Account Number Accoun: Priority Worktlow Status

[ 7] Y} [T I \ 6 | 8|

|

Figure 139: Multiple Records with Same Status

* Selectthe appropriate record, and then click Edit.

PROJECT FUND LIST

@ View TN Detere [B] wiorkfiow » "L’ SelectActons v [F] Repors *  [E MaliMerge + € More

D g Froject Fund 1D Fund Source Name Func Source Ccde Fund Source Type Fund Description Account Number Account Priority Workflow Status
I | Tl T ] \.I T | T I | |}
FFL-4 CONC4 COND4 15F0A 14(4) Funding 15AT202601404 R4D.C.. Approved
FFL-2 CONO2 COND2 FLAP Funding MT MNPS GLAC 14.. 1517302601404 540.C..  CONO2-COMO4 Approved

Figure 140: Editing a Record
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The Project Fund List page is displayed.

PROJECT FUND LIST

@ Cancel H Workflow -

Project Fund ID
Fund Source Name
Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount ()

Original Authorized Amount (5)

Expended Amount (%)

Probable Expenditure (%)
Remaining Amount ($)

Notes

2. Click Select Actions * *““***~ ‘andthen click the appropriate workflow action.

PROJECT FUND LIST

F it © view [0 Delete BT workflow = | *3' Select Actions = ||
OO B  ProjectFund D Fund Sourcs Name|
Relurn Lo Published
Mars as Inactive,
(m] PFL4 CoNod4 [n
PFL3 CONO3 COND3
O PFL2 COMOZ CONOZ

*L" select Actions ~

: PFL-4
: CONO4
: CONO4
: CON

: GAOA

: 15F0A 14(4) Funding a

S

: 15A7302601404 R40.CN.15F0.20

1730001426 25255

A

Figure 141: Project Fund List Page

Reporis ~ |81 Mail Merge ~ &) More =
Fund Source Type Fund Description Account Number
con 1520 14(4) Fundding 15AT302601404 RAC.C..
coN FLAP FUndIng MT NPS GLACIER... 1517303700147 540.C...
con FLAP Funding MT NPS GLAC 14 1517302501404 540.

Account Priority

CONO2-CONCA

Figure 142: Using Select Actions Option — List Page
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PROJECT FUND LIST

@ Cancel M Workflow ~ || *L* select Actions ~

Project Fu Return to Published

Mark as Inactive

Fund Source N

Fund Source Code

Fund Source Type

Fund Source Category

Fund Description

Account Number

Account Priority

Authorized Amount (%)

ariginal Authorized Amount (3)

Expended Amount ($)

Probable Expenditure ($)
Remaining Amount ($)

Notes

Available actions are based on the definition of the associated workflow.

: CONO4

¢ CON

: GADA

: [15F0A 14(4) Funding “

& s

t 15A7302601404 R40.CN.15F0.30

1730001426 25255

Figure 143: Using Select Actions Option — Details Page

The Masterworks dialog box is displayed.

MasterWorks

Notes :| Validated the information added for the fields.

Set Days To Complete for Next Stage : 2

ATTACHMENTS

0 e e oottty [ e

No Attachments available

Upload Document

@

Figure 144: Masterworks Dialog Box
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4. Optionally, in the Notes field, enter the notes for the workflow transition.
You can access these notes from the Workflow History dialog box.

5. In the Set Days To Complete for Next Stage field, enter the number of days by when the workflow
action of the next workflow status must be completed.

Note:

°* The number mentioned in this field determines the due date to complete the workflow action for
the next workflow status.

* |Ifthefield is empty, the application applies the default number of days set for the respective
workflow.

* |fyou want to override the default days set for the respective workflow, you need to enter the
appropriate number in this field.

MasterWorks *

Notes :  Validated the information added for the fields.

Set Days To Complete for Next Stage :| 2 @

ATTACHMENTS

I e S (e R e e

No Attachments available

Upload Document
T

Figure 145: Set Days To Complete for Next Stage

6. Optionally, in the ATTACHMENTS section, you can upload or link related files.
For information on attachments, refer to Section 4.1. Attachments.
You can access these documents from the Workflow History dialog box. For more information, refer
to Section 4.3.2. Viewing the Workflow History.

7. Click OK.

Note:

* You cannot revert certain workflow status to the previous workflow status.

*  You cannot edit or select certain fields in a form based on the current workflow status of the
record.
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4.3.2. Viewing the Workflow History

Prerequisites
A workflow is associated with the record.

Overview

You can view the business process progression of a record in the workflow history of the record. The
following details are available in the workflow history of every record:

* Action taken at every workflow status

* Date the workflow action was performed

* Notes entered when the workflow action was performed

* User name and user ID of the users who performed a workflow action

* Documents attached during workflow transitions
The Project Fund List form is used for illustration purposes.
Steps

1. In the list page of a form, select the appropriate record.

PROJECT FUND LIST

_i Edit @ View @' Delete M Workflow ~  °§" Select Actions ~ IQ Reports ~ [g.“ Mail Merge ~ @ More ~

D g Project Fund ID Fund Source Name Fund Source Code Fund Source Type Fund Description

PFL-4 i CONo4 CONO4 CON 15F0A 14(4) Funding

D PFL-3 CONO3 CONO3 CON FLAP Funding MT NPS GLACIER...
D PFL-2 CONO02 CONO02 CON FLAP Funding MT NPS GLAC 14...

Figure 146: Selecting a Record

2. Click Workflow, and then click History.

PROJECT FUND LIST

F Edit © view I Delete | [ workflow = | °§' SelectActions ~ [4] ¥
O g  Project Fund ID nd Source Code
i@ History
;‘2‘-_ Workflow User(s)
PFL-4 : NO4
D PFL-3 CONO3 CONO3

Figure 147: Using History Option
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The Workflow Status & History dialog box is displayed.

Workflow Status & History

Workflow Status

--------- Selected Status — CUrrent Status

@ Published

Approve @p—

Workflow History

Approved

X

Hide ~

Hide ~

Workflow Status :
Received On:
Action :

Action Notes :
Aclion By :

Due Date:

Action Status:

Published Workflow Status :
07-26-2023 7:34:08 AM Received On:
Approve Action :

Action Notes :
Mike Ross Aclion By :
07-26-2023 7:34:.08 AM Due Date :

Action Completed Action Status:

More Details

Approved
07-27-2023 5:32:06 AM

07-27-2023 5:32:06 AM
Action Pending

Figure 148: Workflow Status & History Dialog Box
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The Workflow Status section displays the current and the previous workflow statuses.

The Workflow History section displays the details of the workflow statuses.

3. To view the complete workflow history, click More Details.

Workflow Status & History

Workflow Status Hide ~

......... Selected Status e CUrrent Status

@ Published

Approve @—

Workflow History Hide ~

Workflow Status:
Received On:
Action :

Action Notes :
Aclion By :

Due Date:

Action Status :

Approved

Published Workflow Status :
07-26-2023 7:34:08 AM Received On:
Approve Action :

Action Notes :
Mike Ross Aclion By :
07-26-2023 7:34:08 AM Due Date :

Action Completed Action Status :

I More Details I

Figure 149: More Details option

X

Approved
07-27-2023 5:32:06 AM

07-27-2023 5:32:06 AM
Action Pending
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The History page is displayed.

@ Close
Record |dentier - PFL-A/CONOA a
Workflow Status Hide A’

o Selecled Sl — Current Status

Puslished {9 Approved
Sublish approve
< »
Workflow History Hide A

Action Pencing | Actian Complerec [l Action Failed Bl Werkflow Camalersd

D staws Received On Action Action Notes Action On Action By

=] 7 ) =0l K

Dralt 07-26:2023 7:34 AM Publish 07 26-20237:24 AM User1d

Figure 150: History Page

The Workflow Status section displays the progression of the workflow through the various statuses.
The Workflow History section displays the details associated with each of the workflow statuses.
The ATTACHMENTS section displays the list of documents attached when users performed workflow
actions on the selected record.

4. To view details associated with any of these workflow statuses, click the appropriate workflow
transition record in the Workflow Status section.

HISTORY

@) Close
Record |dentifier : PHL-4/CONUS “
Workflow Status. Hide ~

_— -

Current Status

| ;
. |7"\3
| ;

Publizh @ approve @

—————— Selected Stztus

Ll »
Action 2ending Actlor Completzd [l Action Falled 1 Workflow Completed
B Status Reczived On Action Action Notes Action On Action By Action By User Mame Action Mas
R | =0 ol ]
Approved 11¢2142023 B:37 AM
1 b

Show Workflow History Report

Figure 151: Workflow Status Section

The Workflow History section displays the details associated with the selected workflow statuses.
The ATTACHMENTS section displays the files uploaded during the workflow transition of the
selected workflow statuses.
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5. To open an attachment, in the ATTACHMENTS section, in the Document Name column, click the

required file name.

HISTORY
a
07-26-2023 7:34 AM User10

@ Close
Draft 07-26-2023 7:34 AM Publish
g Published 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-20232 5:32 AM =
4 >
Show Workflow History Report
ATTACHMENTS
Uploaded Date File Size

&
File View Status  Document Name Url/Link Title Uploaded By

Figure 152: Clicking Document Name

The documentis opened in the application viewer.

VIEWER

@® Back [G save  eZa Print
Edit - View - Page - Interactive - Annotations -
i lg (s v alpi@ep o ExE @ am

- 3
=
I Pages B
e L
Farticigant
Guide
FUND MANAGEMENT
IN FEDERAL
B HIGHWAY
Sraes ADMINISTRATION
VﬁPaga2
arigo Ilj,l
E MASTERWORKS
@ i e $ - | . .
e DB BB BE /¥ A H P W Q&2 ¢ F 2T

Figure 153: Viewing a Document in the Application Viewer
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6. To view the workflow history as a report, click Show Workflow History Report.

HISTORY
@ Close
Draft 07-26-2023 7:34 AM Publish 07-26-2023 7:34 AM User10 *
g Published 07-26-2023 7:34 AM Approve 07-27-2023 5:32 AM Mike@01
Approved 07-27-2023 5:32 AM =
1 T I »
Show Workflow History Repart
ATTACHMENTS
0
File View Status  Document Name Url/Link Title Uploaded By Uploaded Date File Size
NA Mike Ross (07-27-20235:32AM  1277KB
v

Figure 154: Using Show Workflow History Report Option

The Workflow History Report is displayed.

WORKFLOW HISTORY REPORT

@ Back g Subscribe

4 4 0;1 » M E Fnd | Next Qv O ¢

Workflow History Report

Record Name: |Project Fund List Record Details: |Fund Source Name
Project Code: |Aurigo SIT MT NPS Project Name: |Aurigo - Test Rehabilitate Many
GLAC 14(4) & MT NPS Glacier Road & Many Glacier
GLACIER 14(1) - RKR Road
Status |Pending On Received |Action |Action User |Action Due Date
Role(s) On Name On Qverride
Draft |A/E Designer,A/E |12/11/202 |Publish |Administrat|12/11/20 |12/11/2023
Lead 32:28 AM or 232:28 |2:28 AM
Designer,A/E AM

Manager,Acquisit
ions,Administrat
or,Construction
Admin
Staff,Constructio
n Component
Lead,Design
Component
Lead,Designer,Pr
oject Manager

Figure 155: Workflow History Report Page
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4.3.3. Selecting Workflow Users
Prerequisites

Workflows are published for the form.

Overview

At any workflow stage, you can select specific users to mandatorily take an action at the defined
workflow stage. These selected users must perform an action at the defined workflow stage to move the
workflow to the subsequent workflow stage. Only selected workflow users can perform the workflow
action.

For document folders in the Document Management module, users selected at a folder level are
applicable to all sub-folders and document records within them. Additionally, you can select users at a
sub-folder level and at a document record level.

The Project Fund List form is used for illustration purposes.
Steps
1. To select users in the workflow of a module or document folder, perform the following steps:

a. In the list page of a form or the list page of a document folder, click Workflow, and then click
Workflow User(s).

PROJECT FUND LIST

.n New BH Workflow ~ [g] Reports ~ Ef Excel Export ~ @ More ~
l:] 9 rce Name Fund Source Code
: & Associate
£, Workflow User(s) |
D U ?b Show Pending On User(s) CONoO4
=} | I— N FONNR

Figure 156: Using Workflow User(s) Option

b. From the Available Workflows drop-down list, select a workflow.
The published workflows associated with the form are displayed.

Workflow User(s) X

Available Workflows: | --Select- ¥

Nete: ‘= inclicates the s7age hzs an achion he artion to mnwe the workflow In ne: sTage

--Select-

Custom Project Fund List
Figure 157: Published Workflows

The Workflow User(s) table is displayed.
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The list of stakeholders for each stage and role is displayed.

Workflow User(s) X
Available Workflows : | Custom Project Fund List 5
|:| Stage Role User Name First Name Last Name
k
r'y
v Stage: Draft
w Role: Acquisitions

D Draft Acquisitions Rama_Acquisitions  Rama

D Draft Acquisitions Ryanp_Acquisitions Ryan Phillips

D Draft Acquisitions Shirley_Acquisitions Shirley Anderson

D Draft Acquisitions Dean_Acquisitions ~ Dean Umathum

D Draft Acquisitions Antony Antony
L 4

4

>

mnz 3 4 5 6 7 8 9 10 .. um Page 10f 18

Mote: "* indicates the stage has an action which reqguires every selected user to complete the action to move the workflow to next stage

Save

Figure 158: List of Stakeholders

2. Alternatively, to select users in a workflow for a record of a form or a document, perform the following
steps:

* Selectarecord, click Workflow, and then click Workflow User(s).

PROJECT FUND LIST

_ﬁ'" Edit  © View ]m' Delete EH Workflow ~ [g] Reports ~ [g.ﬂ Mail Merge ~ @' More ~
D g Project Fund ID g ind Source Code Fund Source Type
@ History
,%, Workflow User(s)
O PFL-2 aNO2 CON
PFL-1 ¢ CcoNOt CONO1 b CON

Figure 159: Using Workflow User(s) Option
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The WORKFLOW USER(S) page with the associated workflow of the record is displayed.

Workflow User(s) X
Workflow assigned for record:  Custom Project Fund List
[J stage Role User Name First Name Last Name
s
) ry
v Stage: Inactive
“ Role: Acquisitions
D Inactive Acquisitions Rama_Acquisitions  Rama
D Inactive Acquisitions Ryanp_Acquisitions Ryan Phillips
D Inactive Acquisitions Shirley_Acquisitions  Shirley Anderson
D Inactive Acquisitions Dean_Acquisitions  Dean Umathum
D Inactive Acquisitions Antony Antony
. v
4 >

mn A um Page 1 of 5

Note: "*' indicates the stage has an action which requires every selected user to complete the action to move the workflow to next stage

Save

Figure 160: Workflow User(s) Page

Only workflow stages following the current workflow stage are displayed, and the list of
stakeholders for each stage is displayed.
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3. Select the users for each stage to add to the workflow.

| workion User(s) X

Workflow assigned for record:  Custom Project Fund List

] stage Role User Name First Name Last Name

|Approved ‘ . IAdminiStl"atOﬂ . ‘ ‘

Approved

. \ | | |

D Approved Administrator Ramadevi Ramadevi

Approved Administrator Beale_Administrat... Beale Spencer

Administrator kishor Kishor

4 »

un[gz 3 4 5 6 17 auu Page 10f8

Note: "# indicates the stage has an action which requires every selected user to complete the action to move the workflow to next stage

B

Figure 161: Using Filter Option

Optionally, you can filter the users using the following filters:

* Stage

* Role

* UserName
* FirstName
* LastName

4. Click Save.
Based on the defined workflow, any or all selected users must perform the workflow action on the
selected record.
The WORKFLOW HISTORY page displays the workflow actions performed by all users across all
stages of the workflow.
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4.3.4. Associating a Workflow

Prerequisites

* Workflows are published for the form.

* The logged-in useris assigned Administrator role.

Overview

Once a workflow is published as the default workflow for a form, every record of the form that is created
in every project is associated with its default workflow. You can change the default workflow of a form.
The newly associated workflow is effective for this form only in this project. New records created for this
form in this project are associated with the newly selected workflow.

The Project Fund List form is used for illustration purposes.
Steps

1. In the navigation pane, click a form to open.

PN Feciorai Highway
&Adminis"o‘ﬁo: y
PROJECTS PROJECT FUND LIST

Q Type to Search X VvV A .ﬁ New Eﬁ Workflow ~ [g Reports ¥ Plt Excel Export ¥ @ More ~

y 0 Project Fund ID Fund Source Name Fund Source Code Fund Source Type

ﬂ SIT - TRINITY COUNTY HBP BRIDGES N D v : i
E Sanecdl

O PFL-2 CON02 CONO2 CON

[.][:‘JE] ™= SIT- TRINITY COUNTY HBP BRIDGES
D PFL-1 CONO1 CONO1 CON
@ + Documents
® Document Search
= Project Report Gallery

m Project Calendar

= Fund Management

= Project Fund List

Figure 162: Selecting a Form

2. Click Workflow, and then click Associate.

PROJECT FUND LIST

ﬂ New ,L—#_T Workflow ~ [g] Reports ~ Byt Excel Export ~ @ More ~

O ® rce Name Fund Source Code
‘
&, Workflow User(s)
O o 8 show Pending On User(s) conot
O 0 rreo cunus CONO3

Figure 163: Using Associate Option
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The Workflow Association dialog box is displayed.
workflow Association x
DEFAULT WORKFLOW :

Custom Project Fund List
WORKFLOW OVERRIDE FOR THIS PAGE:
MNo Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

= -]

Figure 164: Workflow Association Dialog Box

The DEFAULT WORKFLOW section displays the workflow name of the form that is marked as default
for the form in the application.

3. To associate a different workflow to the form in the project, from the APPLY A NEW WORKFLOW FOR
THIS LISTPAGE AND MODULE drop-down box, select the workflow to associate with the form for the
project.

Workflow Assoclatian b 4
DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

Na Workflow Associated

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Custom Project Fund List

FHWAPraject_WF
Project ' WF

Figure 165: Using Applying a new Workflow for this List Page and Module Option
Available options are the published workflows for the respective form.

Upon selecting the workflow, the WORKFLOW OVERRIDE FOR THIS PAGE field displays the current
workflow that is associated with the form for the project.
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DEFAULT WORKFLOW :

Custom Project Fund List

WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF m

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Figure 166: Updated Workflow Override for this Page Field

If no selection is done in the APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE field,
then the WORKFLOW OVERRIDE FOR THIS PAGE field displays No Workflow Associated.

4. Optionally, to reset the workflow of the form for the project to the default workflow as defined for the
form in the application, click Remove adjacent to the WORKFLOW OVERRIDE FOR THIS PAGE field.

x

Waorkflow Association

DEFAULT WORKFLOW :

Custom Project Fund List
WORKFLOW OVERRIDE FOR THIS PAGE :

FHWAProject_WF Remove

APPLY A NEW WORKFLOW FOR THIS LISTPAGE AND MODULE :

Figure 167: Resetting to Default Workflow

5. Click Apply to save the changes.
The workflow properties are associated with the form.
The selected workflow is associated with the newly created records of this form within the project.
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