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Preface

This Guide is intended for Contractor users granted access to the Federal Lands Highway’s
(FLH) Engineer Estimating, Bidding, Award and Construction System (EEBACS).

The program was developed through a cooperative effort of the men and women of Central
Federal Lands, Eastern Federal Lands, and Western Federal Lands. Technical development
of the program was accomplished by Symplicity Corporation of Arlington, Virginia.

Notice

The U.S. Government assumes no liability for the use of the information
contained in this document. This report does not constitute a standard,
specification, or regulation.

The U.S. Government does not endorse products or manufacturers.
Trademarks or manufacturers’ names appear in this manual only because
they are considered essential to the objective of the document.

Structure

This document is an abridged version of a more extensive user’s guide. Chapter 1 System
Overview contains general information. Chapter 4 Construction Module is for users
preparing documents while building and administering construction projects. Appendices
contain information that may be used in more than one chapter or program or supplemental
information to assist EEBACS users.
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Chapter 1 - System Overview

1.1 Introduction

The Engineer Estimating, Bidding, Award and Construction System (EEBACS) is an
integrated system that provides for estimation, solicitation/award, and contract
administration of FLH’s construction projects. EEBACS is a Web-based system that is
maintainable and scalable. Portions of the Construction module will also be offered in an
off-line version — Not available, under development. EEBACS consists of a series of
components that tracks costs from a project’s inception through final acceptance.

The Construction module tracks information as the project progresses through construction.
It provides for the development, approval, and tracking of payments for contract items.
The Construction module also allow for tracking and management of other contract
administration information including contract modifications, equipment, personnel,
subcontractors, and contract status. In the Construction phase EEBACS provides the
capability to:

e Create, track and approve Inspector Daily Reports (IDR);

e Create, track and approve Contractor Daily Reports (CDR);
e Create and track the Project Engineer’s Daily Dairy;

e Track onsite personnel and equipment;

e Track subcontractors and associated information;

e Create and track Contract Modifications;

e Document and track contract administration and status;

e Create, track and approve payments to the contractor; and

e Generate detailed reports of how the project was constructed, including cost,
equipment, and personnel.

Each module allows for the creation of various reports and documents as well as the system
capability for overall project and system level reports and tracking.

EEBACS is not an electronic bidding or payment system.
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Chapter 1 - System Overview

1.2 User Accounts

1.2.1 Required Information for User Account Requests

For all user account requests, download the appropriate form, EEBACS-001, EEBAC-002,
and/or EEBACS-004 and fill out requested information. Forms can be downloaded from
http://flh.fhwa.dot.gov/resources/pse/estimate/accounts.htm.

e EEBACS-001-AE-Staff-Construction-Contractors-Request-Form. For AE Staff
and Construction Contractors user account requests, including: adding new,
modifying, disabling, or deleting user accounts.

e EEBACS-002-Government-InHouse-Contractors-Request-Form. For
Government staff and In-house Contractors (i.e. users with @dot.gov email
addresses), including: adding new, modifying, disabling, or deleting user accounts.

e EEBACS-004 User Special Rights request. For requesting special, additional
rights. This form will rarely be used. In most cases, rights granted via EEBACS-
001 and EEBACS-002, along with any needed Project Roles, will be sufficient for
most users. Special System Rights/Special Project Roles will only be considered for
Government or In-House contract users (users with @dot.gov email addresses).

User accounts are based on the business e-mail address given. Provide a business e-mail
address that is unique to the individual requesting the EEBACS account.

Submit the form to your supervisor, Project Engineer, or COTR as directed on the form for
the required approvals. Requests will then be forwarded to the Local Division’s IT Service
Desk.

To modify, disable, or delete a user account submit the appropriate user account form
(EEBACS-001, EEBAC-002, and/or EEBACS-004). This same procedure should also be
followed if your e-mail address changes.

1.2.1.1 New User Account Requests

Once the appropriate user request form has been approved, processed, and the new user
account has been created, a randomly generated password will be sent to the e-malil
account provided. The emailed password will come from noreply@symplicity.com.

Login to the system, see Section 1.3.

Upon successful login, go to “My Account” to change the password and set up a
security question. See Section 1.10.1 for Password requirements, including expiration of
passwords and DOT password standards. See Section 1.10.2 for setting up a security
question.
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1.3 Accessing the System

Access to the EEBACS modules is via the Internet (all modules). [At this time the off-line
Construction module is still under development and not available for use].

1.3.1 Access through the World Wide Web (www)

To access EEBACS through the “www” enter:

https://eebacs.fhwa.dot.gov/

1.3.2 Access off-line

The Off-line Construction Module is still under development and not available for use.

1.3.3 How to Login

1.3.3.1 Login with Username and Password
Upon successfully navigating to the EEBACS Login page, input:
A. the Email address (provided);
. your password; and

B
C. Select the “go” button.
D

. Do not toggle on the “Keep me logged in on this computer” box.

A EEBACS: Login: Login - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

|
JGBack = B \ﬂ \ELI ;\] ‘ /'._.7 Search “ET:;I‘Fa\rDrites @‘7‘ = k,; W ﬁ
|

Address| https://

| “Federal Highway Administration

'EEBACS

Login

_‘I'/ Logins "{Forgot My Password \‘

Password: I...........

A Email Address: |wade.johnson@dot.gw 'l
putir

[ Keep me logged in on this com

N
Cf&lﬂl g
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Chapter 1 - System Overview

Upon entering a valid username and password, the EEBACS Terms and Conditions and Rules
of Behavior will appear.

' Forgot password? See Section 1.3.3.1.1.

Select “Accept” to enter EEBACS.

EEBACS).

Terms and Conditions

You are accessing a U.S. Government infermation system. which includes (1)
this computer, {2) this computer network, (3) all computers connected to this
network:, and (4} all devices and storage media attached to this network or to a
computer on this network. This information system is provided for U.S
Government-authorized use only

Unauthorized or improper use of this system may result in disciplinary
action, as well as civil and criminal penalties

By using this information system, you understand and consent to the
following

1. You have no reasonable expectation of privacy regarding any
communications or data transiting or stored on this
information systern. At any time, the government may
maonitor, intercept, search and seize any communication or
data transiting or stored on this information system

2. Any communications or data transiting or stored on this

information system may be disclosed or used for any
purpose

Rules of Behaviour

1. will not knowingly introduce any malicious cede inte DOT computer
systems nor will | attempt to bypass or circumvent its security features

| understand that anyene found to vielate these policies may be is subject to
disciplinary and/or legal action, including but not limited to loss or limitation
of use of information resources. termination of employment, or referral for
criminal prosecution

T

(If you select “Decline” you will not be logged into

EEBACS User Guide 1.0 CONTRACTOR VERSION
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Chapter 1 - System Overview

Successful access into the program will bring the user to the home page.

If not successful,

contact your Local Division’s IT Service Desk (Government and internal contract employees)
or your COTR (Construction contractors, A/E firms, or external contract employees).

Federal

{ @ Home

JEEBACS

# Construction

() archived
0 ad Hoc Reporting
QO Pre Defined Reports
O &d Hos UPA
(& My Account

Users Online

¥ (1) Gowernment

Highway Administration

: Horme
2 <[ projects (all) —
2 3 Desian fome

I i Eguetiem Announcements Recent Items T4 Novemper 2009 B b

[ Estimate: AK NPS ERFO 2007(1)-45(1) Ghk Another Test: 95%

] Acquisition: PRA GLAC 10(21) - Greq Test GLAC Test Project: /
DTFH70-09-B-01111

Q) Estimate: PRA GLAC 10(21) - Greq Test GLAC Test Project: 95%

[ Estimote: PRA GreqK Test Grea's Test Project: Preliminary

There are no announcements at this time

(] Broiect: KS TEST 1{2) Auqust 2009 clean data Construction

subteam testing data - CLEAN DATA

[y Estimate: KS TEST 1(2) Auqust 2009 clean data Construction
subteam testing data - CLEAN DATA : 100%

----------------------- ) Estimate: ID TEST APRIL 09 clean data Construction subteam User 163
testing data - CLEAN DATA : 100% B
. Projects 2z
[ broiect ID TEST APRIL 09 clean data Construction subteam testing
data - CLEAN DATA Egimmais =]
Acquisition 769
Bids 2204

s M TWTF S
123 4 56 7
8 9 10 11 12 13 14
1516 17 18 19 20 21
22 23 24 25 26 27 28
2930{1 2 3 4 §

EEBACS Statistics [

Depending on a user’s “rights”, various parts of the system can be viewed or manipulated.
Rights are granted based upon the signed User Account form (EEBACS-001, EEBACS-002,
and/or EEBACS-004), and entered into the system by your Local IT Service Desk when an
account is first established. Rights may be changed depending on assignments and duties.
% If you do not feel appropriate “rights” have been assigned, contact your

COTR, your local Component Lead, or the EEBACS Division Administrator. (In
most cases additional, project specific user rights are granted when the user
is added as a member of a Project Team. For Design users, see Chapter 2.3.
For Construction users see Chapter 4.5).

1.3.3.1.1 Forgot Password

The Forgot Password function is only relevant when logging in with Username and Password
method.

Select Forgot My password

Login

[ Logins | Forgot My Password

. click go, and your pa

Enter your Email belov
Email
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Chapter 1 - System Overview

Enter the email address used for EEBACS
If the user has set up a security question, it will appear here

Enter the answer to your security question

oo ® >

Select “Go”

Federal H ighway Administration

'EEBACS

Login

[ Logins ¥ Forgot My Password i

Enter your Email below, click go, and your pazsword wil be rezet and emailed to you.
Email |pppacs DESIGNERE
|E> My favorite estimating program
EEEACS <Z|
Flease answer your Security Question
[a]

E. Confirming message appears.

(The emailed password will come from noreply@symplicity.com).

ederal Highway Administration

Login

[ Logins Y Forgot My Password 1

Enter your Email below, click go, and vour pazzword will be reset and emailed to yvou.

Email |pEEACs.DESIGNERE
Fazzword sent - vou should receive it shortly <E|

1.3.4 How to Logout

When a session is finished select the “Logout” hyperlink in the upper right corner of the
screen.

Wwednesday, November 4, 2009 | 6:09 pm | Logout
User: Designear
O powerad by symplicity
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To assist in program security, close the browser window or lock your workstation.
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1.4 Home Page

Upon logging into the system the user first views the “Home” page. This page consists of a:

A. Sidebar menu to navigate between the various modules, reporting types, Unit Price
Analysis (UPA), and My Account (personal profile information);

B. Expandable menu showing the number of people currently using the system;
“Announcements” section that informs users of system events;

D. “Recent Items” section that hyperlinks the user to areas within the program that was
last visited;

E. Calendar; and

“EEBACS Statistics” table that tracks specified items within the system.

¥ Select the “hide menu” tab to collapse the
sidebar for more viewina space

Federal Hiokway Administration

E
= LT Home

£ (3 Projects (All} Foma K
= & Design ome \

3 acquisition
# Construction

Announcements D Recent Items 44 mwovember 2009 P [

archived
3 4d Hoc Reporting
O Pre Defined Reports
O ad Hos UPA
(& My Account

There are no announcements at this time.

C

[ Estimate: AK NPS ERFO 2007(1)-45(1) Ghk Another Test: 95%

) Acauisition: PRA GLAC 10(21) - Greq Test GLAC Test Project: /
DTFH70-09-B-01111

Q) Estimate: PRA GLAC 10(21) - Greq Test GLAC Test Project: 95%

[ Estimate: PRA GreqK Test Greq's Test Project: Preliminary

s M TW T F S
12 3 45 6 7
8 9 10 11 12 13 14
1516 17 18 19 20 21
22 23 24 25 26 27 28

. Q] broiect: KS TEST 1(2) August 2009 clean data Construction
Users Online subteam testing data - CLEAN DATA

2930[1 2 3 4 5§

[y Estimate: KS TEST 1(2) August 2009 clean data Construction e
» (1) Government subteam testing data - CLEAN DATA : 100% [EEX0 SHETEIES kl
3 () Estimote: 1D TEST APRIL 09 clean data Construction subteam User 163

testing data - CLEAN DATA : 100% m
rojects 822
[y roisct: ID TEST APRIL 09 clean data Construction subteam testing

data - CLEAN DATA Egimmics =]
Acquisition 769
Bids 2204

Sidebar links and sub-links, Announcements, and Recent Items listing will vary depending
on the user’s assigned program rights.

Navigation away from the home page is accomplished by selecting an item from either the
sidebar menu or “Recent Items” list.
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1.5 Navigation

Navigation through the program can be accomplished using:

e menus; (sidebar or tables);

L_ﬁ Horme
w3 Projects (all
& Design
& Acquisition
#] Construction

Archived Pay Items =]
Bl Ad Hoc Reporting R [FUEL ESCALATION
8 pre Defined Reparts R |24-INCH PIPE CULVERT
Ao HoelEs Q] |[AGGREGATE BASE GRADING D

l% My Account

an PAVEMENT MARKINGS, TYPE...

Users Online R [PARTNERING
P {1) Government %re

e bar tabs;

'_‘u‘/ Project Info |L{Design Y.ﬁ.ccount YTeam '(Event Log \‘_

e hypertext links;

4 Return | Return To List (Projects (A1) SIS
* CPL
A Schedules
T Columnn Headers
—— FPav Iterns il
o Caonstruction N
Estimates

e icon buttons; and

| Edit | | Close | | Copy Estimate | Qlj D a i

(View/Edit/Copy/Delete)

e search filters.

search Filters:

Keywords | Highway Design Manager - I
Complete 7 yes ng Designer vl
Project Managerl vl
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1.6 Projects (All) Directory

EBACS

=N
_ederal Highway Administration

[l Home Home
=7l Projects (all) /
#] Design Home
#] Acquisition e —
#] Construction .
Archived 3Q 200
3 ad Hoc Reparting 11-12-z0
3 Pre Defined Reports
Construc
8 ad Hoc UPA
L%' iy SrEEmumit Construc

The Projects (All) link allows the user to navigate to “All”
current projects within the system, projects currently residing
in the Design/Acquisition/Construction modules or “Archived”
projects.

Users with general inquiries will find the Projects (All) or
Archived link most valuable when searching for project
information; while Design, Acquisition, and Construction
personnel will usually select their respective links to perform
tasks for assigned projects.

1.6.1 Project (All)

Selecting “Project (All)” will forward the user to the listing of projects. Before filtering of
data takes place, the table will show all projects FLH wide that are currently active.

A. The “Search Filter” may be used to show projects by parameters selected. The most
commonly used filter is the “Federal Lands Division” pull-down menu which limits
viewing of projects to the Division selected (EFLHD, CFLHD, or WFLHD);

B. The first column lists icons allowing access to project data. The “View” icon (as
shown) allows a user to access the project information, but not make changes to the

data;

C. Milestones indicate the project’s current point in the process; and

D. Status indicates in which module the project is located and which branch is in control

of the data.

leral Highway A«

Home) Projects (All) 4Retun )
Projects (All)
& Design [ Project \
' & Acquisition search Filters:
& Construction
Keywords State [ [select]
@ ad Hoc Reporting .
1) Pre Defined Reparts Federal Lands Division - Project Manager [ =
(& My Account Status = Highway Design Manager -
= partner Agency |- Construction Operation Engineer(COE) =
Users Online
Units -
b (1) Government
Items 81-100 of 175 < Previous | Jump |5 =] | Mext =
State Div.v Project Number v Project Name v FP Milestone Status
Rj AR CFL PRA HSH &-1(1) Znd NEW Test Aug 6 2003 03 15% COST-PER-LENGTH Desian
Rj co CFL PRA JOHN 1(1) John - Small Test 03 * Awarded Construction
Rj co CFL PRA Jules 100(3) 3rd Test for Julee 03 Construction
Rj co CFL PRA-JULEE 10{1} acg test jules 03 * Awarded Construction
Rj AL CFL QT - 0001 Quick Test 0001 03 Test Desian
‘Rj co CFL Sar-zz2Test Sarah Test 222 03 Milestone 1 Acquisition
Q] AL CFL SCR - 001 Symp Check Run - 001 03 | MileStone Acquisition
Q] AL CFL SCR - 002 Symp Check Run - 002(Copy) 03 | MileStone Design
Q) AL kv CFL SCR - 003 Symp Check Run - D03(Copy) 03 |MileStone Design
Rj AR CFL STestl234 Sarah Test 1234 03 MS1 Acquisition
QY 4k, AL CFL STP - 001 Symp Test Project 001 03 |Amendment anoi Acquisition
& |aL Do CFL STP - 002 Symp Test Project 002 03 |50% Acquisition

T @
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1.7 <Reserved>

1.8 <Reserved>

1.9 <Reserved>
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1.10 My Account

1.10.1 Changing a Password

A user’s password must be changed every 60 days.
If a user’s password has expired, the user will be prompted to reset their password.
The new password cannot be the same as of any of the last twelve passwords.

WARNING: If you do not login within 60 days and change your password, your account
may be disabled. (After 60 days you will still be allowed to change your password at the
prompt; however, you may be unable to access the system with your new password until
your account has been reactivated by your local IT Service Desk).

To change a password, if not prompted to, selecting the “My Account” link allows users to
change their password.

A. Select “My Account” in the sidebar menu;
Input the password sent (current);
Input a user generated (new) password;

Re-enter the (new) password; and

mo o w

Select “Change password”.

=
‘Federal Highway Administration

EEBACS

(2 Home My Account
=3 Projects (ally
& Design
& Acquisition
#] Construction

J/ My Account |

" hive meny 4

I} Flease enter 5 new passward.

Archived

0 Ad Hos Reporting Change Password

B Pre Defined Reports
J\ B Ad Hoe UPA Change Password

A & My Account Current Passward* I B
5 New Password* I
Users Online
RREE S — I
B (2} Government
£

N

All passwords must conform to the DOT password standards: 12 characters (minimum)
length:

e UPPER CASE LETTERS (A through Z);
e Lower case letters (a through z);

e Numbers ( O through 9); and

e Special characters (e.g., !, $, #, %).
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Entering a new password that does not meet w accon
standards results in the following error i/t account}
Statement: _!) Password you entered did not match criteria. Please try again.

Change Password

Change Password

+
Current Password [ees

N
Hew Password [reee

Repeat New Password®

A successful password change results in the following statement:

My Account

/"My Account

Password Changed

our Pessward has sucssssfully bean shangad. Contact your local IT Service Desk for login or
Please cantact help-cmdb@symplicity.com for assistance. password assistance. (Do not contact
Click Here To Return To Home Symphuty)

1.10.2 Setting up a Security Question

A security question is needed in case you forget your password and need the System to
reset your password and send it to your email address.

Go to the “My Account” link on the sidebar menu; select the “Account Settings” tab.
A. Enter your security question.
B. Enter the answer to your security question. The security answer is case-sensitive.

C. Select “Save”

| My Account \
[ Change Password Y Account Settings
* indicates & required fieh
Account Settings
Email: Heidi.Hirsbrunner@dot.goy
Security Question: B 7 U E=ES|A-YV TS| =S| L |8 — 2
Fontfamily = Fontsze v | | % 2B AT - m

My favorite estimating program

Path: p 4
Security Answer: EEBACS| h
v @ves Onis

tication:

PIV Lookup [ copy Existing Certificate Information
Information™:
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1.11 Terms, Icons, and Abbreviations

The following terms, icons, and abbreviations are for the entire program. Not all icons are
available depending on a user’s rights.

1.11.1 Term and Icon Definitions

TERM | 1cON | DESCRIPTION
A
Add or =) Adds another pay item, duplicate pay item, pay
Add Another note, etc. Also symbol for “copy”.
Add a pick ! Adds additional data field boxes for input.
Add an item & Adds a new data field
below

Add Account

Add Account

Allows addition of another account when an
estimated pay item quantity has different funding
sources.

Add Bridge Expands screen to allow input of bridge data.
Add Column Adds another data input box for quantities and
Heading account numbers when a pay item quantity is
subdivided into more than one grouping (see
Summary of Quantities report).
Aggu(_t;és Expands screen to allow for GIS data to be inputted.
Add Master Opens master pay item table to allow selection of
| Add Master Pay Items | p p y
Pay Items pay items.
Add New Module dependent. Adds new Announcements to
the system or new Pre-defined Report. Adds new
Bid Summary.
i(i((jzol\lljivtv [ Add New Account | Adds new account number to project.
Add New Allows bidder information to be added.
Bidder
Add New Adds a new estimate to a project.
Estimate
Add New Adds a new schedule to the project.
Schedule
Add Adds a temporary pay item. Can be used while
Temporary [hadTermporery Fay 1] waiting for a new pay item request to be approved.
Pay Item Projects cannot be forwarded to Acquisitions with
temporary pay items included.
Amendment Marks an amendment as being issued. Data cannot
Issued be modified unless “Undo Amendment Issued” is

selected.

EEBACS User Guide 1.0 CONTRACTOR VERSION
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TERM ICON DESCRIPTION
Apply Search Finds all data within the selected parameters.

Asterisk (red)

*

Indicates a data required in a data field.

B

Batch Option

Batch Options

Through a pull down list, allows printing of reports,
or deletion of selected pay items.

BHUP When selected allows the Bid History Unit Price
screen to be accessed.
C
Cancel Closes screen without saving inputted data.
Cancel & Closes a screen or function without saving inputted
Close or calculated data.
Carat Open/Closes sub-folders, re-orders lists, or items
- within a pick list.
CBUP When selected allows the Cost Based Unit Price
screen to be accessed.
Change After current and new passwords are entered select
Password this icon to change a user’'s password when in “My
Accounts”.
Cha_nge | r— 5ettmg5| Allows search parameters to be changed.
Settings
Clear [ clear | When selected, clears all data from fields.
Clear All Clear Al | Clears all selected data.
Clear Item Clears all inputted data.
Close | Close | Closes screen or function.
Completed o Project marked completed.
Continue Advances user to the next screen.
Copy Copy. Also the symbol for “refresh”, “adds”, and
=) “adds another” item. Copies an estimate, adds
another pay note, or duplicates a pay item. Also
the symbol for refresh previously created reports.
Copy Estimate Copies the estimate to create another estimate

within the project.

Create CPL e — Advances user to next screen for inputting project
Report specific data.
Create Calculates the total cost of a schedule once
Construction | [tes=cnwwunesma=] | MODbilization has been included.
Estimate
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TERM ICON DESCRIPTION
D
Delete & Deletes the adjacent function, deletes most recent
entry, or deletes a document.
Delete Deletes a project, estimate, or schedule. Once this
button is selected, the deleted item cannot be
restored.
Delete All Deletes all previously established column headings.
Column [ Delete All Column Headings |
Headings
Delete report ¥1 Deletes a previously generated report.
De-select = De-selects all items visible on the screen.
E
Edit When selected, allows function to be edited.
Edit Q When selected, opens function or page to be edited.
Also see “Write”.
F
G
Generate Sends the user to a subroutine to calculate a value

or report.

Generate Bid
Schedule

| Generate Bid Schedule |

Generates a Bid Schedule for the contract package
in Adobe Acrobat and MS Word Excel format.

Generate Bid
Error Report

| Generate Bid Error Report |

Shows any error between inputted and computed
bid prices.

Generate Bid

A tabulation of all bid prices submitted.

Tabulation | Generate Bid Tabulation Report |
Report
Generate [Generare BoDEE Reper] Generates the Bid Opening Disclosure of Engineer’s
enerate epo . . .
BODEE Report Estimate report for use at Bid Openings.
Generate Generates an Adobe Acrobat file summarizing
Design project and schedule information.
S um mary Generate Design Summary Report |
Report
Generate EE = Generates an Adobe Acrobat file summarizing
Reports project, schedule, and individual item information.
Generate EE Generates an Adobe Acrobat file summarizing
Column [senerate EE colReports | | project, schedule, and individual item by column
Reports information.
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TERM ICON DESCRIPTION
Generate PE Generates a Project Engineer's “Summary of
Summary of Quantities” in CVS, Excel, and PDF format.
Quantities Genera te PE Sum OF Quantities Report |
Report
Generate Generates a “Summary of Quantities” (as seen in
Summary of _ the plans) in CVS, Excel, and PDF format.
Quantities | cenerate Sum OF Quantities Report |
Report
Generate UPA Generates Unit Price Analysis Report for selected
Report - | pay items.
H
Help Also is used to show entire list of items in a
¢ searchable pick list.
Future on-line Frequently Asked Questions.
|
Import Excel Places bid data into a MSWord Excel spreadsheet.
J
K
L
M
Milestone A point in the evolution of a project at which a
record of that instance is required.
Milestones usually coincide with design reviews
listed in the Project Development and Design
Manual (PDDM) Chapter 9.6.4 Reviews when the
project is in Design. Reviews are either descriptive
or a percentage. For example:
Preliminary Design Review (15% or 30%);
N/A Intermediate Design Review (50%);

Plan-In-Hand Review (70%);

Final PS&E Review (95%); and

PS&E Approval & Authorization Review (100%); and
Milestones coincide with current Estimate, including
any Amendment Estimates in Acquisitions.

In Construction the Milestones coincide with status:
Awarded, Active, Completed, Disputed, Finaled,
terminated
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TERM ICON DESCRIPTION
Move this Moves the item up or down in a listing. Also used to
. N ) . .
item up/down = change the order of incentive and duplicate pay
arrows items.
N
Not/No [ As in “not” complete or checked “no”.

o

Open in New

| Open In New Window |

Opens window with header and data.

Window
P
PDF | Adobe acrobat file.
Previous runs & Shows all previous runs of a report.
Print Report Prints report for selected or generated data.
Promote to Sends all project data to Acquisitions upon
Acquisition completion of estimate. Data cannot be retrieved
: unless released by Acquisitions. Some data can be
viewed.
Q
Quick link ” Allows quick access to various functions and pages.
QUP Automatically adds a new quality incentive pay item
and sends user to the Quality Unit Price subroutine.
R
Refresh Regenerate reports previously created. Also the
=) symbol for copy, “adds”, or “adds another” item.
Copies an estimate, adds another pay note, or
duplicates a pay item.
Regenerate Regenerates a previous report with the latest data
report in the system.
Regenerate Regenerates a previous report with the latest data
Regen Report
Report in the system.
Remove Removes previously inputted bridge data.
Bridge
Remove GIS Removes previously inputted GIS route data.
Route
Return to : Advances screen to previousl enerated Ad Hoc
|ReturnTo Report L15t| p y g
Report List Report list.
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TERM ICON DESCRIPTION
Review latest qu Allows viewing of the last version of a report.
run
S
Save | save | Saves inputted data.
Save & Close Saves inputted data and closes window.
Save & Next Saves data on current screen and advances to next
Save B Next
[savenmext] | O 0 item.
Save & Saves data on current screen and advances to next
Previous pay item.
Save and e E—— Saves inputted data and goes to pay item list.
go to list

Save as Excel

Save As Excel

Save data (or place data and open file) into an
MSWord Excel spreadsheet.

Select all

Selects all items in the screen.

Set Line Item

Set Line Item

Assigns line item numbers to pay items for a given
schedule.

Submit Submits data to generate a report.
Submit Report Submits selected data to generate a report.
T
U
Undo Allows an amendment previously issued to be
Amendment unlocked for manipulation.
Issued
Update update | Updates data fields.
Update All When selected, renumbers line item numbers in
Line Numbers | [uedate ailine numbers | | cONsecutive order after pay items have been added,
deleted, or duplicate pay items reordered.
Update Line . Updates line item numbers previously assigned to
. |
Item pay items for a given schedule.
\Y
View Allows user to view the item or project, but does not
Q,j allow writing or editing. Also icon for “Review latest
run”.
View all ~ Allows entire list of items in a searchable pick list to
results - be shown.
View Next Allows advancement to next pay item.
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TERM ICON DESCRIPTION

View Previous Regresses to last pay item.

w
Warning Indicates missing information, information needing
_ﬂ updating, or possible error. Also warns user a new

report has been generated.

1.11.2 Abbreviations

A

A+B — Found on the bid schedule. In Part “A” the contractor shows their bid price for the
bid items. In part “B”, the Contractor shows the number of days they propose for
performing the work.

AL — State of Alabama
AK — State of Alaska
AR — State of Arkansas
Avg — Average

AZ — State of Arizona

B

BIA — Bureau of Indian Affairs

BHUP — Bid history unit price

BLS - Bureau of Labor Statistics

BODEE - Bid Opening Disclosure of Engineer’s Estimate

C

CA — State of California

CBUP — Cost-based unit price

CCI — Construction cost indexing

CE — Construction Engineering

CEA -

CFL — Central Federal Lands Highway Division
CO — State of Colorado

COE — Construction Operations Engineer

Col - Column
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Comp — Completed

CON - Construction

CPL — Cost Per Length

CPM — Critical Path Method

CT — State of Connecticut

CTSM — Contingent sum

cuft — cubic foot

Cur — Current (as in status of estimate)

cuyd — cubic yard

D

DC — District of Columbia

DE — State of Delaware

DI — Design Incentive

DOD — Department of Defense

DOT — Department of Transportation (Federal or State)

E
EE — Engineer’s Estimate
EEBACS — Engineer’s Estimate, Bidding, Award, and Construction system

EFL — Eastern Federal Lands Highway Division

=
FL — State of Florida

FLMA — Federal Land Management Agency
FM — Federated States of Micronesia

FP — Federal Project (as in FP-## or the Standard Specifications for Construction of Roads
and Bridges of Federal Highway Projects)

FWS — Fish & Wildlife Service

G

GA — State of Georgia

Gal - gallon

GIS — Geographic Information System
GU - Guam

H
ha — hectare (10,000 m?)
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HI — State of Hawaii
HD — Highway Division (as in CFL, EFL, or WFL)
HDM — Highway Designh Manager

hr - hour

|

IA — State of lowa

ID — State of Idaho

IGE — Independent Government Estimate
IL — State of lllinois

IN — State of Indiana

K

kg - Kilogram

km — Kilometer (1,000 meters)
KS — State of Kansas

KY — State of Kentucky

L

| — Liter

L — Level, AASHTO terrain type
LA — State of Louisiana

Lat - Latitude

Ib — pound

Inft — linear foot

Long - Longitude

LPSM — Lump sum

M

m — Meter

M — Mountainous, AASHTO terrain type
m2 — square meter

m3 — cubic meter

MA — State of Massachusetts
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Mat - Material

Max - Maximum

MD — State of Maryland

ME — State of Maine

MFBM — thousand board feet (lumber)
MGAL — thousand gallons
Mgr - Manager

MH — Marshall Islands

MI — State of Michigan

Min - Minimum

MN — State of Minnesota
MP — North Mariana Islands
MO — State of Missouri, or
MO - Month

MS — State of Mississippi
MT — State of Montana

N

N — Normal pay item type

NC — State of North Carolina

ND — State of North Dakota

NE — State of Nebraska

ND — State of North Dakota

NH — State of New Hampshire

NJ — State of New Jersey

NM — State of New Mexico

NM — Normal pay item with materials incentive

No — Number

NPS — National Park Service

NR — Normal pay item with roughness incentive (IRI)
NS — Normal pay item with smoothness incentive (PRI)
NV — State of Nevada

NY — State of New York

(@]
O&P — Overhead & Profit
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OH — State of Ohio
OK — State of Oklahoma
OR — State of Oregon

p
PA — State of Pennsylvania

PDF — Portable Document Format (Adobe Acrobat file)
PE — Project Engineer or Project Engineering

PFH — Public Forest Highway

PLH — Public Lands Highway

PM — Project Manager

PR — Puerto Rico

PRA — Public Roads Allocated

PW - Palau
Q
Q_ - Quality incentive (M = Materials, R = International Roughness Index (IRI),

S = Smoothness (PRI)
QUP — Quality unit price

R

R — Rolling, AASHTO terrain type
Rl — State of Rhode Island

RRP — Refuge Road Program

S

SC — State of South Carolina
Sched — Bid Schedule

SD — State of South Dakota
SLRY — slurry unit

sqgft — Square feet (foot)
sqyd — Square yard

STA — Station (100 feet)

Sum - Summary

T
t — metric ton (1000 kilograms)

TN — State of Tennessee
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TX — State of Texas

U

UPA — Unit Price Analysis

US — United States

USC — U.S. Customary

USFS — United States Forest Service
UT — State of Utah

\%

VA — State of Virginia
VI — Virgin Islands

VT — State of Vermont

w
WA — State of Washington

WFL — Western Federal Lands Highway Division

WI — State of Wisconsin
WV — State of West Virginia
WY — State of Wyoming

X
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1.12 Requesting Assistance

For Contractor Employees working off-site — Contact the Contracting Officer’'s Technical
Representative (COTR). They will submit your request or recommendation to the
appropriate Local IT Service Desk, Component Lead, or EEBACS Division Administrator.

EEBACS User Guide 1.0 CONTRACTOR VERSION 1-27






=
Federal Highway Administration

EEBACS User Guide 1.0 CONTRACTOR VERSION






Federal Highway Administration

EBACS

TABLE OF CONTENTS Page
O I o = = Vo = 4-3
4.0.2 < RESEIVEA S ittt et ettt aaas 4-3
2 e T AN F= AV T - 1 1 o 4-3

4.0.3.1 HOMeE page NaVIgation . ... ..o i eaeeans 4-3
4.0.3.2 Side bar NaVIgation ......ceoii e e 4-3
4.0.3.3 Construction liSt NAaVIgatioNn ........cccoiiiiiiii e e e e eaas 4-4
4.0.3.4 Project tab NaVigation ... ....oiiiiiii i 4-5
4.0.3.5 Return to last screen or list navigation ........ ..o i 4-5
4.0.3.6 Within project Navigation ..........oooiiii e 4-6

g I o ] = s 1 o) o 4-7

A2 S RESEIVEA S ... e 4-8

G T S BT YT Y =T 4-8

S 1Y Y =T 4-8

S I =T 1 o P 4-9

G I o) 1 o 1T 4-10
G I O PP 4-10

4.6.1.1 Initial core after Contract AWArd ..........oeoiiiiiiiii i 4-11
4.6.3 Progress PaymMent .. ..ot 4-12
4.6.3.1 Review Zero Progress PayMent ......ciiiiii i et e e e e aenees 4-13
4.6.3.2 Add, View, Edit Progress Payment .......cccviiiiiiiiiiii e e eanee 4-14
4.6.3.3 Grand SUMMIAIY ..ottt e ettt et et et e e e e e e ea e e eaan e e aaneeeaanees 4-15
TG A - LY NN Lo = 4-17
4.6.3.4.1 Add Pay NOTE ..ottt et ettt et et et aaaeas 4-18
4.6.3.4.2 Edit and Approve Pay Notes or Check Status of Pay Notes
(SUDMITEE t0 PE) ..o 4-21
4.6.3.5 Pay NOTE SUMMAIIES ..ttt ettt e et e et et e e et e e eeaeeeaanees 4-22
4.6.3.5.1 Process Pay NOtE SUMMAIIES ... .ciiiiiii e et e eaee e eaeeaaans 4-22
4.6.3.6 NON CM Pay IeIMIS .ottt ettt ettt e e e e e e eeeaaaneeeeennnn 4-26
A.6.3.7 PeIIOU ...t 4-27
4.6.3.7a Progress Payment Account (subtab)....... ..o 4-27
4.68.3.8 RESEIVEO ™ ..t e 4-28
4.6.3.9 Progress Payment TraCKing .......ooooiiiiiii e 4-28
T Y | o Yoo ] ) = Tox o] - 4-29
T Y Y o Yo 1 74 o 10 11 o 0 11 o | 4-32

EEBACS User Guide 1.0 CONTRACTOR VERSION



Chapter 4 - Construction Module

T T B - 11 Y20 = U= L0 o 4-35
4.6.6.2 Add SPECITIC NOTES. ...ttt ettt e e 4-40

EEBACS User Guide 1.0 CONTRACTOR VERSION 4-2



Chapter 4 - Construction Module

4.0.1 Preface

The Construction Module provides the capability to:

e Create, track and approve daily reports (both Inspector and Contractor Daily
Reports), daily diaries, pay notes, and progress payments for the contractor.

e Generate a detailed description of how the project was constructed, including
materials, equipment, and personnel.

e Add and track Contract Modifications
e Add status report updates

e Add and track claims
4.0.2 < Reserved >

4.0.3 Navigation

Navigate to projects using the sidebars menus. User can also access projects that have
been recently worked on using the Recent Items list on the Home Page.

4.0.3.1 Home page navigation

Upon logging into the program, the user will encounter the Home tab or page. The home
page allows you to navigate by either the sidebar or most recent item visited.

D. Select any category on the sidebar; or

E. Select from any of the most recent user entries.

fFederal Highway Administration

EBACS

3 (3 Home Home
Projects (All)
& Design

& Acquisition
& Construction

Tuesday, November 16, 20

[ Home

Announcements Recent Items 44 november zoio PP

(3] Archived
B Ad Hec Reporting
B Pre Defined Reports
B Ad Hoc UPA
=% Tools
"B MasterPayltems
Cenversien
@) Help
(& My Account

» (1) Government

There are nc announcements at this time.

B4 Daily Report: CDR on 2010-11-10 by
Leonard Construction Manager
B Dailv Beport: IDR on 2010-11-10 by Fred

AEInspect

[y Construction: KS PRA PEHI 77(7)
Construction test 5/30/10 HSH

[Ef Fav Mote: 1 INS-1:A 0080

& Dailv Report: IDR 0n 2010-11-10 by
Inspect Govl

o3| Project: KS PRA PEHI 77(7) Construction
test 9/30/10 HSH

B Dailv Report: IDR on 2010-11-10 by Alex
PE

[EF 2roaress Pav Period: 1 INS

s M T W T F 5
311 2 3 4 5 8

2829 3001 2 3 4

9 10 11 12 13
5 16 17 18 19 20
21 22 23 24 25 26 27

EEBACS Statistics =

User 188
Frojects 50
Estimates 1151
Acquisition 738
Bids 2234

4.0.3.2 Side bar navigation

The most commonly used categories on the sidebar are “Projects All” and “Construction”.
This enables the user to view a listing of all projects within the system or the Construction

module.
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Lzl Home

w3 Projects (&)

#] Design

& Acquisition

#] Construction

51 Archived
3 2d Hoc Reporting
A Fre Defined Reports
3 &d Hoc uka

P‘x Tools

l% My Account

A. Select “Projects All” to view a listing of all projects within the
system; or

B. Select “Construction” to view a listing of all projects in the
Construction module.

4.0.3.3 Construction list navigation
A. Allows for filtering of data by the constraints selected;
B. Previous provides viewing for the previous 20 projects
Next - provides viewing for the next 20 projects
Jump - provides ability to jump to a different page of 20 projects.

Projects are listed in groups of 20 projects, Jump allows the user to “jump” to
a new page of 20 projects (setting Jump to 3 would show projects 41-60);

C. Indicates sequence of projects being viewed and total number of projects meeting
the filtered criteria

deral Highway Administration Wednesday, January 19, 2011 pm | Logout
U

> AdminstaffL
ed by sympli

+ 4% Tools

& MasterPayltems

(3 Conversion ste [[salect]
3 Infiation R S e S
@ Help Apply Search
(& My Account A [

i =
2 ia B Construction
£ «(3 Projects (All) ey
o & Design [ Construction List | Central Federal Lands HD
g & Acqui P ser Fed er LandsHD
& Construction
| M,
(3 Archived v
O Ad Hoc Reporting ' i ; b
( ere Defined Reports ard Date i =
0 Ad Hoc ura A truction Operation Engines v

Items 21-400f 61 {  C ] [Lsslect] =l < Previgus | Jump |2 ¥ | Next > B
Users Online ) - Lselect] = e
State Project NuMbery |Project Name v Cont) Alsbama Contract Number =
b (2) Government ——— Alaska |
1o [[DTEST Margarst 1 | Conatruction subteam testing - 011120, | 1inc one (oA Arizona TR
: P 3 — Califarnia
- PR— Construction subteam testing - April 20
1D ID TEST Marty 1(1) | 5508 9 - Apn Colorado
. o R - - Connecticut
@[> |oTESTNate 1) | oDstruction subteam testing - A0l 20. |y ego guilders (C Delaware »
il District of Columbia
= subte: - April 20 h
Qi |10 TEST Randy 1(1) ggu”;"“‘"" Cutt aan a-2pnl 20. | cenTRAL PAVIN loida DTFH7D-85-C-00001 »
Q> |10 TEST ARYan 1(1) gncn”;t’“““r subteam testing - 200l 20, (Billy ComrEpET ”

) s CFL Construction test Lego Suilders (John CCManage) ~

%S DAN Speed

%S EFL Cons

“s ) |Greg Speed ilders (Clara CCManage)
\3:] KS Beaver Crask Road ruction Company (Leonard Construction =
Q) «s A ruction Company (Sam Central CCSManager) | DTFH70-11-C-TEST3 »
Q] |«s Thing One (Sarah A, Nelson) ”
Q «s Lego Builders (John CCManage) -
Q) «s ) | Heidi Test Leopard Craek »
Q) «s Eagle Highwav Thing One (James Less) »
Q «s ) |NEW TEST MARCH 28, 2010 ilders (Clara CCManage) »
@ | e P —— A ruction Company (Leonard Censtruction
Q) «s Construction test 5/30/10 HSH R ”

) s Cavate Highway Wendy's General Construction (Wendy Anne Hilgers) ~
) «s Panther Creek (LP ”

“s -
Q) %5 | «STEST Jack 1(2) ggé‘;"“‘"“‘ subteam SALHUEY: CENTRAL PAVING CO INC (Jim Stevens) tFh70-0 111t ~
Ttems 21-40 of 61 < Previous | Jump |2 ¥ | Next > N B

18]
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4.0.3.4 Project tab navigation
Once a project is selected, access to sub-activities within the module is by tabs.

A. Tabs and sub-tabs allow access to various functions.

s Federal Highway Administration

EEBACS

al Home Projects

+(3l Projects (All) : _ .
| (] EJDEsign J/Project Info \(Deslgn Yi'\cqmsltlcn YCcnstructlcn Y;i'\cccunt YTeam x <\l A
= & Acquisition

# Construction

3 Archived
3 Ad Hoc Reporting
3 ere Defined Reports

Project

Federal Lands Division: Central Federal Lands

P‘x Tools 03
L% My Account t Number: 1D TEST Mate 1(1)
= Project Name: Construction subteam testing - April 20, 2009
Users Online . o . .
Project Description: A:orig, B:copy, C:shared, X:orig (Copy)

F (2) Gowvernment

LS. Custemary

Idaho
ID/Custer
Rural
Rolling
[nlan]

Federal Land: Historic Homelands

Funding Source(s): FLH

FLMA Number: PMIs = 1234

Status: Construction

4.0.3.5 Return to last screen or list navigation

A. Allows return to the recent screen (return) or depending on location the
Construction/Project list.

Wednesday, November 10, 2010 | 12:00 pm | Logout
User: Al E

O powered by symplicity

4 Return To Projects (Al | Return To List (Progress Pavment) | 3)

& Do not use the Internet Explorer “back” button to return to the last screen.

EEBACS User Guide 1.0 CONTRACTOR VERSION 4-5



Chapter 4 - Construction Module

4.0.3.6 Within project navigation
A. Allows return to selected hyperlink location; and

B. Navigation can also be accomplished by using tabs. White colored tabs indicate path
to active tab and the active tab of the current window.

WARNING: Save data inputs in the current tab before accessing another tab or
data may be lost.

=7
s Federal Highway Administration Wednesday, November 10, 2010 |
Lﬁ Home

e Z -

=i Projects: KS PRA PEHI 77(7)... Constructions A 4 Return To Projects (Al | Return To L

= — e

£ w3l Projects (All) s - e - = \( \

ﬁ & Design ,/F'rcjact Info YDeslgn Yacqulsltlcn Y(nnstrN:tmn ‘{ Account { Team

" 1 Acquisition _‘f Core t Contract Status YPrcgress Payment YSul:Ccntractcrs YLaI::r’_-'Equlpmant YDEI"v Reports \(Dallu Diary '(C\a\ms YCcntract Modifications \< B
#] Construction
Archived Project Number: K3 PRA PEHI 77(7) Project Name: Construction test @/30/10 HSH

Contract Number: DTFH70-11-C-ASCDE States:
B 2d Hoc Reporting

3 Fre Defined Reports

* indicates & required fisl Construction
3 Ad Hoc uPA Contractor

=

+ ¥ Tools ~ '
= MasterPaylt entracter: Company Name ABC Construction Company
S MasterPayltems
Conversion Contact Label Censtructicn Manager ~
(3} Help Name Lecnard Construction Manager

(& My Account §88-111-2222

= 111 Main Strest,
= Lakewood Colorad,
Users Online . S

Imanager@road.cflhd.gov
b (1) Government

Contractor Data: Large Business

' Not seeing the screen you expect when in a tab? Try selecting the “Close” or

“Cancel” icon. EEBACS saves the last sub-screen you viewed when last in the
tab.

| Save & Close | | Save | | Delete | | Cancel.l | Cancel & Close | OR OR Sawve Delete Cancel
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4. 1 Proj eCt I nfo J(iject Info ‘(Design Y-—E\cquisiticn YCcnstructicn Y-Z'\cccunt YTeam '(

Project information is descriptive data specific to the project. Project data cannot be edited
once project has been transferred from Acquisitions to Construction.

Immediately upon receiving the Project from Acquisitions, verify all the information on the
Account Tab, the Construction Core tab, and the Progress Payment O - Grand Summary
Tab, see Sections 4.4.1, 4.6.1, and 4.6.3.3. If information is incorrect send back to
Acquisitions for correction (Re-Open Acquisition).

' If a project has been Re-Opened in Acquisition, the Construction tabs and
features will disappear and not be available to users until the project is re-
sent to Construction.

Projects 4 Return To Projects (All | Return To List (Projects (Al () |
- ("Project Info X Desian Y Acquisition Y Construction Y Account Y Team Y Event Log |

_;5 %hls project is currently missing the following role(s):

Construction Contractor Manager

‘fou can correct this by adding the missing roles on the Team Tab

Project nfo =

Created: [09-30-2010 11:57:58
By: |Heidi Hirsbrunner

Project
] Modified: [09-30-2010 11:58:45
Eastern Federal Lands By: [Heidi Hirsbrunner
03
Designs E‘
3 EFL TEST 10(1)
. 100%
EFL Construction test 3/30/10 |‘Rj |
arading, drainage, base, and paving Acquisition =
U.5. Customary Qlj (DTFH70-10-B-EFLTEST)
Acquisition
Kansas
Bid
KS/Bourben Open 10/01/10
Date

Rural
Sontract | nreH70-10-C-EFLTEST

Terrain: Rolling MNumber

Partner Agency: NES B?—itr

Federal La Historic Homelands Number
Award 101/

3 PRA Sum 10/01/10

FLMA Number: FMIS £54352 |ETE $15,297,122.50

_ Amount e |

e Construction Contractor| The Best Construction
Contractor]

— Business  |Large Business

Contractor| 7644 30th Court,
Address  |Kansas City Kansas 78888
Contractor| 453-898-1288
Phone
(Eenimznn TheBest@company.com
Email

' The ability to send back to Acquisitions (Re-Open Acquisition button) is no
longer available once the first Pay Note summary is added to the first
progress payment.

 If a project is re-opened in Acquisition, the Construction tab and features will
not be available to users, until the project is re-sent to Construction.
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4.2 <Reserved>

4.3 <Reserved>

4.4 <Reserved>
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4 5 Tea ([ Project Infa YDasign l\\/""CGUL“W'Z Y Team ' Event Log ‘\
- I I I

The team tab allows assignment and archiving of project team members (project roles). In
order to add a project team member, they must have a valid, enabled EEBACS account.
See Chapter 1 for new user account forms. After being assigned to the project, that team
member will have rights associated with their project role. Only project team members are
able to create and edit documents or be included on reports.

Roles with right to assign, edit, delete team members (project roles): Component Lead and
Construction Admin staff. All other construction roles have view team rights only.

Contractor

Contractor: Company Name Lego Builders
Contact Label Superintendant |
Name John CCManage
Phone Number 456-856-6546
Address 123 Pennsylvania Ave

Washington DC District of Columbia 12334
Email iohn.ccmanage@road.cflhd.gow

Contractor Data: Large Business
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4.6 Construction

4.6.1 Core

The core construction tab is a project information page for Construction that shows
Contractor, Award, and Project information.

All roles have view rights of the core tab; except all Construction Contractor roles will nhot
see the Award data.
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4.6.1.1 Initial core after Contract Award

A. First go to Team Tab to add Team Members, at minimum add: Construction
Contractor Manager (if Contractors will be using EEBACS), Project Engineer, and
COE. Also add Inspectors and Construction Contract Users. See Section 4.5

WARNING: When selecting the Construction Contractor Manager, ensure the role is

assigned to a user from the Prime Contractor.

(If a subcontractor user is selected as

the Construction Contractor Manager the Company name on the status page will be
changed). The Company name and address that appears here, also appears on the
Progress Payment Reports, Status Reports. If the Construction Contract Manager
changes, ensure that a new Construction Contractor Manager is immediately
assigned from the Prime Contractor according to User Account Request Procedures.
(The Construction Contractor Manager’'s address should always be the official

Contract Address).

B. Verify Award data from Acquisitions if incorrect Send Back to Acquisition (see

Section 4.1);

C. Project data from Design

eral Highway Administration

Thursday, July 22, 2010 |
u

[E]

am | Logout
Adminstaffi

d by symplicity

Projects: KS HAHI 1(2) Bea... Constructions

fF‘rcjectInFc YDeslgn Y-lcqu\slt\cn Y(nnstructinn ‘!’-—'acccunt \ Team \

4 Return To Home

Refur To List (Construction} () |

¢ show men v

A‘F Core Y Contract Status YFrcgress Payment YEuchntractcrs YLabcr-'Equ\pment YDan Reports

Daily Diary Y Claims YCcntract Maodifications \

I\ This project is currently missing the following role(s):
Construction Operations Engineer
Project Engineer
Construction Contractor Manager

‘You can correct this by adding the missing reles on the Team Tab

Project Number: kS HAHI 1(2) Project Name: Eeaver Creek Read Contract Number: DOTFH-XX-10-C-00001 States: KS

Contractor
Contractor: Awarded to: ABC Construction Company

A Contractor user account has not been assigned to this project vet.
Flease inform your Project Manager or Desian Compenent Administrator.

Large Business

Contract

g

Solicitati dure: Sealed Bid/IFS
Comp: n Full & Open
Information:

Award

Award Date: July 21, 2010
Award Amount: $20,330,832.72

$916,228.00
$21,247,060.72

4.321 miles

ol

July 21, 2010

=

X

Dan .’a;uﬁer

A Project Engineer user account has not been assigned to this project yet.
Please inform your Project Manager or Design Component Administrator.

ol

PRA
Grading, drainage, base, and paving

Kansas

KS/Bourbon

County:

=

(&

* indicates & required field

Construction Info

Created:

07-21-2010 17:12:16

By:

&ngy Liliedahl

Modified:

07-21-2010 17:12:16

By: |Angv Liljedahl

rl
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Example with Team Members added:

\ Federal Highway Administration

'EEBACS

am | Logout
Adminstaff1

d by symplicity

Thursday, July 2:

Projects: KS HAHI 1(2) Bea... Constructions

[ Project 1nfo X Design Y Acquisition ¥ Construction ¥ Account ¥ Team |

4 Return To Projects (All) | Return To List {(Construction) \2)

(shoin e v

¥ Status == Pay E = / v s ily Diary ims =
. (core Y Contract Status Y Progress Payment Y SubContractors Y Labor/Equipment Y Daily Reports Y Daily Diary X Claims Y Contract Madifications

Project Number: «3 HAHI 1(2) Project Name: Geaver Creek Road Contract Number: DOTFH-XX-10-C-00001

States: K=

Award

County:

Contractol

ruction

Contractor

Competition

Information:

Award Date:

Award Amount:

Amount:

Company Name ABC Construction Company

Name Leonard Construction Manager
Address 111 Main Street,

Lakewood Colarado
Email Imanager@road.cflhd.gov

Large Business

. Sealed Sid/IFs

Full & Gpen

July 21, 2010
$20,330,832.72
$916,228.00
$21,247,060.72

4.321 miles

July 21, 2010

=

X

Kim Pellegrini

Dan VanGilder

Name Margaret Moen
Fhone Number 360-619-7781
Address .
Wancouver Washington
Email Margaret.Moen@fhwa.dot.gov
PRA

Grading, drainage, base, and paving
Kansas

KS/Bourbon

* indicates a required field || Construction Info [=]

Created: |07-21-2010 17:12:16
By: gy Liliedahl

Medified 1-2010 17:12:16
By: |Angy Liliedahl

' Construction field staff will have home Division office address in EEBACS. If
the field staff has a permanently assigned cell phone, it is preferred that the
permanently assigned cell phone number be used rather than a project
specific phone number.

4.6.3 Progress Payment

Progress Payments is where all tasks related to processing progress payments occurs,
including: adding and approving pay notes, processing pay note summaries, adding non-CM

pay items, and progress payment tracking and approval.

Each Progress Payment is automatically assigned a pay period number starting from zero.
The progress payment number shows on all of the screens and pay documents. It is
important to make sure you are in the proper progress payment before taking any action.

EEBACS User Guide 1.0 CONTRACTOR VERSION
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4.6.3.1 Review Zero Progress Payment

At the beginning of each project you should review the initial “Zero” progress payment that
is developed from the awarded items to verify it is correct and complete. No items are ever
paid on the initial pay period. No specific dates are related to the initial pay period.

A. Select “View” - automatically sends you to Zero Progress Payment’s Grand
Summary tab

Projects: KS HAHI 1(2) Bea... Constructions 4 Return To Projects (All) | Return To List (Construction} | 2)
I,/F’roszu::t Info YDesign '(Ac:quisition Ytonstruction YAccount \/Team YEvent Log \

I,/ Core Y Contract Status Y Progress Payment Y SubContractors Y Labor/Equipment Y Daily Reports Y Daily Diary YCIa\ms \/ Contract Modifications \

Project Number: kS HAHI 1(2) Project Name: GSeaver Creek Road Contract Number: DTFH-XX-10-C-00001 States: KS

Search Filters:

Start Date| |[ select | to| |[ select | End Datel:l
Payment Type

Apply Search

Items 1-1 of 1

(BeJeol ]

Actions Pay Period Number v Payment Status v Payment Type v Start Date v End Date v Amount Paid v

e8| 0 Current Initial - - $0.00

Items 1-1 of 1

B. Print Progress Payment Report to review pay items, description, quantities, account
splits, unit prices for conformance with Contract.

Projects: KS HAHI 1(?) Bea... Constructions: Progress Pay Periods 0 4 Return To Projects (Al | Return To List (Progress Pavment) (2)
[ Project info Y Design Y Acquisition ¥ Construction Y Account Y Team Y Event Log |
Contract Status } Progress Payment Y SubContractors Y Labor/Equipment  Daily Reports Y Daily Diary Y Claims Y Contract Modifications |

[ Grand Summary Y Pay Notes { Pay Note Summaries Y Non M Fay; tems Y Period Y Progress Payment Tracking |

‘ Project Number: KS HAHI 1{(2)  Project Name: Beaver CreekRoad  Contract Number: DTFH-XX-10-C-00001  States: KS ‘

‘ Pay Period Number: 0 Payment Type: Initial ‘

Search Filters:

| Status Ooraft G rending O Frecasced

Contract Mods [] cMoot Part of a Contract Mod O yes O no

Apply Search

Progress Payment Period Totals |
|Contract Amount: s21,247,04\72 [Revised Centract Amount: §21,247,060.72 [Current Amount: £0.00[Previous Amount: 50.00[To Date Progress Payment Amounts: $0.00 [Probable Amount: $21,247,060.72 [Percent Work Completed: 0 % |

[ Government Rece| B )\ Progress Payment Report | | Progress Payment Report (Contractor Version) | Ttems 1-20 of 31 Jump | Next =
Contract Quantities | Revised Quantities | Current Quantities T T Probable Quantities T

Actions |Line # v | Quantityv |Unit Pricey | Pay Unitsy _ Amount v lqTY | Amount |Current Previous | To Date Amount | Comp % v  Probable QTY  Probable Amount | 0/U %+
Pay Item # v: 15101-0000 oz Pay Item Typev: N Description: MOBILIZATION

Q@ |c1000 ‘ Al 52,000,000.00|LP5M ‘ 52,000,000.00‘ 100% 52,000,000.00| 0% 0% 0% 50.00‘ 0.00‘ 100% 52,000,000.00‘ 0.00
Pay Item # v: 15210-4000 oM #: Pay Item Typev: N Description: CENTERLINE, ESTABLISHMENT

Q |c1u2n ‘ 8.578 ss,uun.uu|sm ‘ 571,532.DD‘ 8.878 571,532.DD| EI.EIEIEI‘ n.unn‘ n.unn‘ sD.DD‘ u.uu‘ 5.978 sn,asz.nn‘ 0.00
Pay Item # v: 15401-0000 oMz Pay Item Typev: I Description: CONTRACTOR TESTING

Q@ |c1u4n ‘ Al S4EIEI,EIEIEI.EIEI|LPSM ‘ squu,uuu.uu‘ 100% s4uu,uuu.uu| D“a‘ 0% 0% su.nn‘ u.uu‘ 100% smu,nnu.nn‘ 0.00
Pay Item # v: 15705-0100 oMz Pay Item Typev: N Description: SOIL EROSION CONTROL, SILT FENCE (Includes...

Q |c1usu ‘ 5,142.3| SE.UU|LNFF ‘ $41,138.72 5,142.3‘ $41,138.72 u.u‘ u.u‘ u.u‘ sU.UU‘ U.UU‘ 5,142.3‘ $41,138.72 0.00
Pay Item # v: 15707-1000 oz Pay Item Typev: N Description: SOIL EROSION CONTROL, TEMPORARY TURF...
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4.6.3.2 Add, View, Edit Progress Payment

Roles with create new/delete progress payment rights include: Construction Component
lead, Construction Admin staff, COE (project) and all Project Engineer roles.

A. Select “Add New” — Adds a new Progress Payment and automatically brings you to
the Grand Summary tab for that Project Payment (new progress payment start date
automatically begins the day after the close of the previous period)

B. Select “View” or “Edit” to go to an existing Progress Payment’s Grand Summary tab

The status of each Progress Payment can be checked and monitored from the
Progress Payment tab. The possible statuses of a payment are:

Current — The progress payment is active in the Field. There may be 2 payments
in Current status at one time (ex. Finishing last month’s and starting this
month’s)

Submitted — The Progress payment has completed initial creation, review, and
Field approval and is in the Main office for further editing, review, and final
approval.

Approved — The progress payment has been approved by the Main office and is
awaiting confirmation of the payment to the contractor.

Paid - Progress payment has been paid by Finance to the contractor.

D. Each payment is assigned a type depending on the project completion. The progress
payment types are:

Initial - Shows items as awarded by contract.
Progress — Project is underway and this is an estimated progress payment

Semi-final - Project has been completed and project quantities are finalized by
the field

Final — Project has been checked and reviewed and all quantities and
documentation are complete and agreed - this is the Final voucher for the
contract.

' To edit progress payment Start and End dates, select the Period Tab from the
Grand Summary. See Section 4.6.3.7

.”Prcjact Info \‘/Daswgn \/i‘\cquwsiticn } construction \./—"\c:cunt \ Team \‘/E',Ent Log \

{ Core \(Ccntract Status | Progress Payment Y SubContractors (Labcr_‘Equipment (Da\l'\- Reports ‘(Dailu Diary ‘(C\a\ms \(Ccntract Modifications \

Project Number: KS PRA HEHI 10(1) Project Name: Leopard Creek Contract Number: DTFH70-10-3-0TEST T-10-001 States: K3
Search Filters:
Payment Type v
o o
Items 1-4 of 4 ~— ~~
Actions Pay Period Number vy Payment Status v Payment Type v Start Date v End Date v Amount Paid v
‘Rj 1] Approved Initial - - $0.00

Faid Frogress Jun 11, 2010 Jul 11, 2010 $114,600.00
Faid Progress Jul 12, 2010 Aug 11, 2010 $7,500.00

Current Progress Aug 12, 2010 Sep 11, 2010 $0.00

W[rsdnew] tems 1-a 014

E]
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4.6.3.3 Grand Summary

This is the main tab (or jump-off point) for developing a progress payment. The left column
has symbols which either initiates an action and/or represents status of pay notes/pay note
summaries, as described below.

Projects: KS HAHI 1(2) Bea... Constructions: Progress Pay Periods 1INS 4 Return To Projects (All) | Return To List (Progress Payment} \2)
.fF'VEJEEt Info YDESIQH Y#cqulsmcn Y construction ‘(Azccunt \ Team Y Event Log \
m Contract Status YFrugrEss Payment \(Suchntractcrs YLabcr-'Equipmant YDai\‘, Reports YDaiI'. Diary Yclaims YCcntract Madifications \

(Grand Summary ‘{Pa\- Notes YPa'\- Neote Summaries Yl‘lcn CM Pay Items \ Period \ Progress Payment Tracking \

Project Number: KS H&HI 1(2) Project Name: Beaver Creek Road Contract Number: DTFH-XX-10-C-00001 States: KS

Pay Period Number: 1 Payment Type: Initial
Start Date: August 2, 2010 End Date: September 1, 2010

Search Filters:

Key

ord status O praft O Pending O Processed
Contract Mods Part of a Contract Mod (O yes Ono

Apply Search

Progress Payment Period Totals
Contract Amount: Revised Contract Amount: Current Amount: Previous Amount: To Date Progress Payment Probable Amount: Percent Work Completed:
$21,247,000.72 $21,247,080.72 $0.00 $0.00 Amounts: $0.00 $21,247,000.72 0%
rnment Receiving Repart | | Progress Payment Report | | Pragress Payment Report (Contractor Version) | Ttems 1-20 of 31 Jump 1 %] | Next =
Contract Quantities Revised Quantities Current Quantities Probable Quantities
h ';ice Quantity ¥ |Unit Price v E:‘i’tsv Amount v QTY Amount Current | Previous B‘;te Amount ;:I"Y“" E"T‘;ba"'e ::::me g’é’t’

Pay Item # v: 13101-0000 CM #: Pay Item Typev: N Description: MOSILIZATION

a  |[c1o00 All|  $2,000,000.00 |LPSM $2,000,000.00 100%| $2,000,000.00 0% 0% 0% $0.00 0.00 100% £2,000,000.00 0.00
Pay Item # v: 15210-4000 CM #: Pay Item Typev: N Description: CENTERLINE, ESTAELISHMENT

a < |cio20 8.979 $8,000.00| STA $71,832.00 2.97% $71,832.00 0.000 0.000 0.000 $0.00 0.00 8.579 $71,832.00 0.00
Pay Item # v: 13401-0000 CM #: Pay Item Typev: N Description: CONTRACTOR TESTING

a & [C1040 Al $400,000.00|LPSM $400,000.00 100% £400,000.00 0% 0% 0% $0.00 0.00 100% $400,000.00 0.00
Pay Item # v: 15705-0100 CM #: Pay Item Typev: N Description: SOIL EROSION CONTROL, SILT FENCE {Includes...

a - |Ccios0 5,142.3 $8.00 | LNFT $41,138.72 5,142.3 $41,138.72 0.0 0.0 0.0 $0.00 0.00 5,142.3 $41,138.72 0.00
Pay Item # v: 13707-1000 CM #: Pay Item Typev: N Description: SCIL EROSION CONTROL, TEMPORARY TURF...

a < |c1o80 140.0 £500.00 | SLRY $70,000.00 140.0 $70,000.00 0.0 0.0 0.0 $0.00 0.00 140.0 £70,000.00 0.00

Icons in left-most column of the Grand Summary, shown for each pay item:

e “Add new pay note” (this symbol will not appear in the zero :
progress payment period); =

e “Edit pay note” This includes editing, submitting,
approving, and rejecting pay notes; =

e (#) — shows the number of existing pay notes, if more than 7
one 4 (3]

The Circles shown on the left side are all icons that will take you to the Pay Note Summary
for that specific pay item as well as show you the status of the pay item. The White circle
will “fill in’ and change colors as the Pay Notes and Pay Note Summary move through the
process for the particular progress payment period shown.
e White circle (empty circle): 3
e No active pay notes or retent exist

e Pressing the white circle sends you to the Pay Note Summary where you can edit
probables.
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e Orange/brown circle (1/3 filled circle): ]
e Pay notes exist (pay notes may be draft, pending review, rejected, or approved)

Note: To edit, submit to PE, or approve pay notes use “edit icon” (or go to the
Pay Notes tab)

e Pressing the orange/brown circle sends you to the Pay Note Summary where you
can edit probables, enter item comments, and view limited pay note information
to-date (pay notes may be draft, pending review, or approved).

' Instead of pressing the circle, the user can go to Pay Note Summary
Tab and select pay item.

e Green circle (2/3 filled circle): ‘ P

e All pay notes have been approved, the Pay Note Summary is ready to be
processed and added to payment

e Pressing the green circle sends you to the Pay Note Summary where you can edit
probables, enter item comments, and view limited pay note information (all
pay notes are approved). Now you finally have the ability to enter “retent” and
then “Add to Payment.”

& Instead of pressing the circle, the user can go to Pay Note Summary
Tab and select pay item.

e Blue circle (completely filled circle): ‘ @

e All pay notes are now finalized and the Pay Note Summary has been processed
and added to payment

e Pressing the blue circle sends you to the Pay Note Summary where you can
“Remove from Payment” in case you need to add more pay notes or edit the
pay note summary.

& Instead of pressing the circle, the user can go to Pay Note Summary
Tab and select pay item.

e “View Pay Note(s)”: ‘ qu

e This is the icon combination after the progress payment has been
sent to the Office. The Pay Note Summary is no longer active for ‘ o
the period. Pay Notes and Pay Note Summary can no longer be
edited in the Field.

e This is the icon combination in the new progress payment period if ‘ = Q|
Retent was withheld on the pay item in the previous payment
period — Notice that no pay note is present for the current pay period, but there is
information to be processesd on the Pay Note Summary for the current payment
period.
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A. Contract Amount. Includes all original Bid Items and Incentives (such as quality
incentives, partnering, asphalt escalation, etc.) at award.

B. Revised Contract Amount: Contract Amount + pay items added/deleted/modified
with a signed Contract Modification. (Revised Contract Amount does NOT include
added non-CM pay items).

C. Current Amount — Current Progress Payment Period includes all approved Pay Note
Summaries

Previous Amount — Total of all previously approved progress payments
E. To-date Progress Payment: Current Amount + Previous Amount

Probable Amount. Total Probable for all pay items, including original contract bid
items and original contract incentives, added non-CM pay items, and all pay items
added/deleted/modified with a signed Contract Modification

G. Percent work completed. The percent work completed does not include the retained
quantities.

Projects: KS HAHI 1(2) Bea... Constructions: Progress Pay Periods 1 INS 4 Return To Projects (All)| Return To List iProgress Payment) (1)
/Prcjact Info YDesign Y—'\cquisit\cn Y Construction Y Account \ Team \ Event Log \

m Contract Status Y Progress Payment {Euchntractcrs YLabcr-'Equipmant YDai\v Reports YDaiIv Diary Yclaims YCcntract Maodifications \

{ Grand Summary Y Pay Notes Y Pay Note Summaries Y Non CM Pay Items Y Period Y Progress Payment Trackin
v g g

Project Number: KS H&HI 1(2) Project Name: Eeawer Creek Road Contract Number: DTFH-XX-10-C-00001 States: KS
Pay Period Number: 1 Payment Type: Initial
Start Date: August 2, 2010 End Date: September 1, 2010

Search Filters:

K,

word Status O braft O Pending O Processed

Prcht Period Totals
Contract Amount: Revised Contract Amount: Current Amount: Previous Amount: To Date Progress Payment Probable Amount: Percent Work Completed:
$21,247,080.72 $21,247,080.72 $0.00 $0.00 Ameounts: $0.00 $21,247,080.72
< g Report | [ Prog yment Report | [ Prog yment Report (C Version) | Items 1-20 of 31 Jump |1 %] | Next =
Contract Quantities Revised Quantities Current Quantities Probable Quantities
I;i:e Quantity ¥  Unit Pricev flla\its o Amount vy Qry Amount Current Previous E‘;te Amount Ef::'p Sl.'[ovbable ::‘:::II:{E 3:3

Pay Item # v: 15101-0000 CHM #: Pay Item Typev: [N Description: MOESILIZATICN

a < |Clo00 all|  $2,000,000.00|LPSM $2,000,000.00 100%| $2,000,000.00 0% 0% 0% $0.00 0.00 100% $2,000,000.00 0.00
Pay Item # v: 15210-4000 CM #: Pay Item Typev: N Description: CENTERLINE, ESTABLISHMENT

a & |Cio20 8.575 $8,000.00 | STA $71,832.00 8.575 $71,832.00 0.000 0.000 0.000 $0.00 0.00 8.579 $71,832.00 0.00
Pay Item # v: 15401-0000 CM #: Pay Item Typev: [N Description: CONTRACTCR TESTING

a & |C1l040 All $400,000.00 | LPSM £400,000.00 100% $400,000.00 0% 0% 0% $0.00 0.00 100% £400,000.00 0.00
Pay Item # v: 15705-0100 CM #: Pay Item Typev: N Description: SOIL ERGSION CONTROL, SILT FENCE (Includes...

a & |C1lo60 5,142.3 $8.00 | LNFT $41,138.72 5,142.3 541,138.72 0.0 0.0 0.0 $0.00 0.00 5,142.3 $41,138.72 0.00
Pay Item £ v: 15707-1000 CM #: Pay Item Typev: [N Description: SCIL EROSION CONTROL, TEMPCORARY TURF...

a < |clo80 140.0 $500.00 | SLRY $70,000.00 140.0 £70,000.00 0.0 0.0 0.0 $0.00 0.00 140.0 $70,000.00 0.00

4.6.3.4 Pay Notes

This section allows the users to add, edit, and approve pay notes.

Roles with create/edit pay note rights: Component Lead, Construction Admin Staff,
Construction Contractor roles (project), COE (project), all Inspector, PE’s and Assistant PE
roles (project). Most users can only edit their own pay notes. PE roles, the Component
Lead, and the Construction Admin staff roles can edit other users’ pay notes.

Roles with ability to approve, reject, and assign as info only pay notes: Construction
Component Lead, Construction Admin Staff, PE/Assistant PE roles (project).
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4.6.3.4.1 Add Pay Note

Select icon to add new pay note. (Pay notes can only be added from the Grand
Summary. Pay notes cannot be added from the pay note tab). If you have

= i)

multiple progress payments in current status, check to be sure you are in the
correct progress payment period before adding a pay note. Pay notes cannot be
moved between periods.

The system will automatically generate a new pay note with the pay item’s basic
information.

A.

m©oow

Input Pay Note date

Select Work date start date

Select Work date end date

Enter Location/description — describe where the work was done and what was done

Input pay quantities by account — input entire measured quantity. The retent and
partial payment calculations will be made separately. See Sections 4.6.3.4.2 and
4.6.3.5.

Enter Remarks/Calculations — input any calculations or remarks related to
measurement and payment. If the person(s) actually measuring in the field is not
selected in the Measured by box (see next screen shot), enter the actual name(s)
here.

["Broject Info Y Design { Acquisition) construction { Accounty{ Team Y Eventlog §
[ core Y Contracr Status ¥ Pragress Payment  {_SubCentracrors { Labor/Equipment i Daily Reports { Daily Diary { Claims { Contract Madificationsh

[ GrandSummary Y Pay Notes Y Pay NateSummaries { Non CM Pay [tems { Period { Progress Payment Tracking |

Project Number: KSHAHI1(2] Project Name: Beaver CrezkRoad Contract Number: DTFH-XX-10-C-00001 States KS

Seve Close | [patete | [cancela ciose | [ submit To PE | [ Brint Preview | [ Brint Breview (contractar version)

FHWA Pay Note

Pay Note: LOINS  Pay Ttem Number: 20105-0000 Line Mumber: c 1200

Pariod: IINS  Pay Ttem Type: Wermal pay item, may need material incentive Contract Mod #:

Description: SUBBASE

_— pr— [ vt Quentitios | bl |

Acce Quantity  UnitPrice  Unit  Amount Qty Amaunt Quantity  Amaunt 5% Over/ Under
5,500.0 £145.00 ToN 55000 7,500.00 55000 £97,500,00 0.00

coNpt | 5,500.0 £145.00 TON | £97,500.00 55000  £97,500.00 5,500.0 £57,500.00 0.00

A Pay Note Date™ 08-20-2010
Entries Pay Note Entry #1

Work Date Start Date™
08-15-2010
Work Dacs End Dats™
08-15-2010

Location/Description™

[l =R

B I OUES

CONO1 PLH Funding Quantity
53 TON
Remarks/Calculations

EEBACS User Guide 1.0 CONTRACTOR VERSION 4-18



Chapter 4 - Construction Module

G. Select “Add Entry” when you need to add a new pay note entry
H. Enter Total production days — the number of days it took to complete the work
I. Select Measured By — The person responsible for the measurement (in the case of
contractor measured by, it may not be the person measuring in the field). If the
person actually measuring is the field is not selected here, enter the actual name in
the Remarks/Calculation narrative box (see “F” previous page)
Select FHWA Inspector, if applicable — May include A/E staff inspectors (C.1.’s)
K. Select Contractor Inspector, if applicable— This is the Construction Contractor
Inspector
L. Toggle Interim or Final
M. Select “Add Document” to add any pertinent documents to this pay note
N. Enter Reference — If there are hardcopy files, describe document location.
O. Print Preview — generates a PDF version of FHWA Pay Note with Probables
P. Print Preview (Contractor Version) — generates a PDF version of FHWA Pay Note
without probables
Q. Select “Submit to PE” when pay note is completed
o
CONO1 PLH Funding Quantity: 153.0
Tatal Pay Mate 1330TON
Quantity
H Total Production Days: (2
Production Rate 76,5 TON/Day
Measured By™ Leonard Construction Manage W <:|
J FHWA Inspecteor Kim Pellzgrini %
Contractor Inspector Leonard Constructio anagelhd <Z|
L Interim,Final® @ Interim Alal
Decumentation
Reference B/ US=S==S{@E %-
g

Seve & Close | [Save | [Detete | [cencel | [Cancel & Close | [SubmitTo PE | [ Print Preview | [ Print Preview (Contractor version)

(U/

ERCENE]

As soon as a pay note has been added, the Grand Summary circle becomes
orange/brown (1/3 filled circle). Pay notes may be draft, pending review, or
approved.
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For Inspectors (both FHWA and Contractors), select “Submit to PE” when pay note is
completed.

Warning: Once a Pay Note has been Submitted to the PE, it can NOT be deleted from the
system. If a pay note is in error, the PE must either reject the pay note for it to be
corrected and resubmitted OR the PE must approve it and mark it form information only.
See Section 4.6.3.4.2.

/Core \/Contract Status YProgress Payment YSUbContractors \/Labor.-"Equipment \/Dailyr Reports \/Dailyr Diary \/Claims YContract Modifications \
/Grand Summary YPay Notes YPay Note Summaries YNon CM Pay Items YPeriod YProgress Payment Tracking \

Project Number: KS HAHI 1(2) Project Name: Eeaver Creek Road Contract Number: DTFH-XX-10-C-00001 States: KS

Save & Close | | Save | | Delete | | Cancel | | Cancel & Close | | Submit To PE | | Print Preview | | Print Preview (Contractor Version) | ~ indicates & required field

FHWA Pay Note

Pay Mote: 8 INS Pay Item Number: 25125-0000 Line Number: C 1160

Period: 2 INS Pay Item Type: Normal pay item Contract Mod #:
Description: ECULCER

- Contract Quantities Revised Quantities Probables _

Acct Quantity Unit Price Unit Amount Qty Amount Quantity Amount % Over [/ Under
360 $50.00 EACH $43,000.00 360 $43,000.00 300 $40,000.00 -6.98
CONO1 567 $50.00 EACH $28,350.00 567 $28,350.00 500 $25,000.00 -11.82
COND2 293 $50.00 EACH $14,650.00 293 $14,650.00 300 $15,000.00 2.39
Fay Note Date™: 08-24-2010
Entries:

Pay Note Entry #1

Work Date Start Date™:

Work Date End Date™®:

Location/Description®:

The following certification appears:

I hereby certify that the measurements and
calculations shown above are correct to the best of
my knowledge and that the quantity being measured
iz subject to direct payment for the identified item
under contract.

T
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4.6.3.4.2 Edit and Approve Pay Notes or Check Status of Pay Notes
(Submitted to PE)

To access previously created pay notes for a specific item, regardless of pay note status:

Either select edit icon

40

‘./Grand Summary ‘I}"Pay Notes \l./F’a'y' Mote Summaries { M

Or select Pay Notes tab t

Do NOT use the circle icons to access individual pay note — these icon access the pay note
summaries

940 = = 3F

T T

Select “edit icon” to edit pay note, submit pay note to PE, or to approve pay note.

B. Pay Note Status
e Draft — Pay note has not yet been submitted to PE (and may still be deleted)
e Pending review — Pay note has been submitted to PE, but not yet reviewed by PE
e Approved — Pay note has been approved by PE
e Rejected — Pay note has been rejected by PE

e Finalized — Pay note summary (which includes this approved pay note) has been
finalized

& To quickly find pay notes, use filters as appropriate

[ Core X Contract Status ¥ Progress Payment Y SubContractors ' Labor/Equipment Y Daily Reports Y Daily Diary Y Claims Y Contract Modifications |

[ Grand Summary ¥ Pay Notes ¥ Pay Note Summaries Y Non CM Pay Items Y Period Y Progress Payment Tracking |

Project Number: K3 HAHI 1(2) Project Name: Beaver Creek Road Contract Number: DTFH-XX-10-C-00001 States: K3

Search Filters:

Line hd hd
Number
Pay Item v v
Number
Fay _Irtem v status O praft O Pending Review
ype

O approved O Rejected O Finalized

w
® Show This Period O Show Al
Periods
Items 1-4 of 4
Actions |Pay Notev |Line Number Pay Item #v |Pay Item Type | Description Pay Note Date v | Contractor Inspector vy FWHA Inspectorv |Statuswy
‘R] B’ 3 C 1160 25125-0000 N BOULDER Aug 05, 2010 Lecnard Construction Manager Kim Pellegrini Pending Review
‘Rj Q 4 C 1160 25125-0000 N BOULDER Aug 05, 2010 Leonard Construction Manager Kim Pellegrini Approved
‘R] B’ 5 C 1020 15210-4000 N CENTERLINE,... Aug 10, 2010 Lecnard Construction Manager Kim Pellegrini Finalized
‘Rj g & C 1140 21101-1000 M ROADWAY OBLITERATION,... - Draft
ofa
< @
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Warning: Once a Pay Note has been Submitted to the PE (status “pending review”), it can
NOT be deleted from the system (because it is a legally signed document).

If a pay note is in error, the PE must either reject the pay note for it to be corrected and
resubmitted OR the PE must approve it and mark it form information only.

Pay notes must be reviewed and processed by FHWA. Only approved pay notes will become
part of the payment to the contractor. The PE reviews and approves the pay notes,
including, proper pay item, date, location, calculations, any attached documents, and to
verify that quantities and documentation are acceptable and are approved for payment.

The PE has the following options for a pay note that is pending review:
e Reject the pay note — this returns pay note back to the submitter

e Approve the pay note — this adds the pay note quantity to the pay note summary for
payment processing

e Edit pay note — it is FLH best practice for the PE not to edit pay note submitted by
others, but to reject the pay note for correction by the original submitter. It is
recognized that in some instances the PE may need to edit pay note for
expediency/efficiency in order to meet payment deadlines. When editing pay notes,
the PE should clearly document in the Review notes the changes that were made

e Mark single entries or entire pay note “For information Only”. Entries or pay notes
marked “For information Only” will not be included for payment. (Will be labeled as
1/0 on Pay Note Summary). After being marked, the pay note can then be
approved.

' Pay notes marked as “For Information Only” will not be included the
production rate calculations. Total Production Days may need to be edited to
reflect the smaller quantity.

4.6.3.5 Pay Note Summaries

The Pay Note Summary is where probables can be updated, retent added, and where the PE
finalizes individual pay items for payment and add the summary to progress payment
period. A Pay Note Summary can be temporarily removed (pulled back) from payment to
be re-opened for editing.

The Pay Note Summary is also where you can access a list and view all the Pay Notes for
the individual pay item for the current period and for all periods.

Roles with the right Process and Pullback Pay Note Summary: Construction Component
Lead, Construction Admin Staff, COE (project), Project Engineers/Assistant Project (project).

4.6.3.5.1 Process Pay Note Summaries

A green circle for the final processing of the pay note summary will not appear until all
pay notes for that pay item have been approved. However the payment remarks,
probables, and probables remarks on the Pay Note Summary may be edited prior to all
pay notes being approved.

Either from the Grand Summary select green circle (2/3 filled circle) = = I

T
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Or select Pay Note Summaries tab {Grand Summary YPay Notes }/Pay Note Summaries YNDH CM Pay Items Y

If Pay Note Summary is accessed through the Pay Note Summary tab, select pay item for
which you want process the Pay Note Summary.

A. Status:
e Draft — some pay notes have not yet been approved

e Pending — all pay notes have been approved, but pay note summary has not
been added to payment

e Processed — Pay note summary has been added to payment

Contract Status ¥ Progress Payment { SubContractors Y Labor/Equipment Y Caily Reports Y Daily Diary Y Claims Y Contract Modifications |

( Grand Summary YPay Notes Y Pay Note Summaries \(Non CM Pay Items Y Period YProgress Payment Tracking \

Project Number: KS HAHI 1(2) Project Name: Beaver Creek Road Contract Number: DTFH-X¥-10-C-00001 States: KS

Search Filters:

Item Humberl Vl & show This Pericd O Show All Periods
Status O praft O Pending () Processed

<

Items 1-5 of 5

Actions |Line #v | Pay Item #v Pay Item Type Description Unit Price v U.S. Pay Units v Current To Date |Amount Comp % ¥ Status
@ C1020 15210-4000 N CENTERLINE,... $8,000.00| 5TA 33.000 39.000 $312,000.00 100.00 | Processed
C1140 21101-1000 N ROADWAY OELITERATION,... $4.30 | 2QYD o 1] $0.00 0.00| Draft
C11e0 25125-0000 N BOULDER $50.00 | EACH o o £0.00 0.00| Draft
C1200 30105-0000 MM SUBBASE $16.00 | TCN 0.0 0.0 $0.00 0.00 | Draft
1240 40101-1000 NR SUPERPAWE PAVEMENT,... $144.00 TON 0.0 0.0 $0.00 0.00| Draft

Items 1-5 of 5
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A. Enter Payment Remarks — The remarks can be general or progress pay period
specific. These remarks remain visible for all periods, unless removed and appear on
both the FHWA and Contractor Reports.

B. Press Link to show Full Pay Note Summary, includes all previous and current

progress payment period pay notes for this pay item

C. Press Link(s) to show current period pay note details

J/ Project Info \ Design \ A:quisitionYConstruction ‘Account \Team \ EventLog \\

ore ontra atus Progress Payment ubContractors abor/Equipmen aily Reports aily Diary 3ims ontra odifi
] i Contract Stats g Y SubContract Labor/E t Y Daily R rt: Daily D cl Contract Modifi

ProjectNumber: KS PRAHEHI10(1] Project Name: Lecpard Creek Contract Number: DTFH70-10-D-0TEST T-10-001 States:
| Save | | Close | | Add Te Payment | | Print Preview | | Print Preview (Contractor Version) | * indicates 3 required field
Pay Item Number 25125-0000 Line Numbar: C 1180 Period: 4 INS Pay Item Type: N

Descriptionm: ECULDER

FaymentRemarks: B I US=E== Ji‘l =] ?‘
Boulders imported from Dinosaur Quarry.

Iz:> Progress Payment #3: Retented 20 boulders due to poor installation.

Progress Payment #4: Stockpiled boulders do not meet spec, marked as info only.
Retent 25 boulders due to poor installation.

Pay Note Summary

ShowFull Summary

Pay Note Number | Pay Note Date Location / Description Account Totals Tnt?_‘:ul?:nv LT

= ggpilzjemberl., Entry 1: Boulders atthe beach COMO1 PLH Funding 55 Entry 1: 55 EACH
: Quantity:
COMNOZ Money from u]
County Quantity:
pin] September 2, Entry 1t Boulders at kiosk COMNO1 PLH Funding 37 || Entry1i: 37 EACH
=L Quantity:
COMNOZ Money from o]
County Quantity:
H(F‘orlnformation September 3, Entry 1(I0): Stockpiled COMNO1 PLH Funding 0 Entry L 0 EACH
Only) 2010 Quantity: 10k
CONOZ Money from County o
Quantity:
1z Septembers, Entry 1: WBoulder projection COMO1 PLH Funding 13 Entry 1: L3 EACH
2010 atriver Quantity:
(@) COMOZ2 Money from u]

County Quantity:

Pay note quantity totals by account for this pay period

E. Total Quantity = Pay note quantity totals for this pay period
Pay Item Totals = All pay notes paid previous pay periods + pay notes this pay
period — retent(s) this pay period

G. Program automatically adds previous payment period’s retent back in to be paid and

is included in Pay Item Total
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H. Enter retent this period by account (In order for “F” to recalculate based on added
retent, “save”

I. Enter remarks by account

& If Progress Payment Section with retent does not appear, there are pay notes
that have not yet been approved; therefore the pay note summary cannot be
completed.

COMO1 PLH Funding
Quantity:

“ CONO2 Money from County 0
Quantity:

Total Quantity: 116
Pay Item Total: 974
‘ Progress Payment
CONO1 PLH Funding

116

Subtotal From Fay Notes:
116 EACH

: Subtotal:

136 EACH

Retent This Progress Payment:
25 EACH

Amount To Progress Payment:
111 EACH

Previous Remarks:

Remarks:

£
CONO2 Money from County
Subtotal From Pay Notes:
0 EACH
evious Progress Payment:
Retent This Progress Payment:
0 EACH
Amount To Progress Payment:
0 EACH
Previous Remarks:
Remarks:
B I UEE=E=EEET-
v
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J. Print Preview (Contractor Version) - Pay Note Summary Report

Re\r

Acct Quantity = Unit Unit | Amount Gty | Amount Current  Previous  To Amount Quantity Amount
Price Date Comp Ouer,
Under
860 $25.00 EACH | $21,500.00 860  $21,500.00 111 863 974 $24,350.00  100.72 967 $24,175.00 12.44
CONO1 | 567 $25.00 EACH | $14,175.00 567 | $14,175.00 111 475 586 $14,650.00 | 103.35 | 567 $14,175.00  0.00
CONDZ | 283 $25.00 | EACH | $7,325.00 | 293 | $7,325.00 0 388 388 $9,700.00 | 97.00 400 $10,000.00 | 36.52

A
| Sawve | | Close | | Add To Payment | | Print Preview | | Print Preview (Contractor Version) |< J

4.6.3.6 Non CM Pay Items

Non-CM pay items are items that can be added to the contract without a contract
modification.

Non-CM pay items are either:

e Pay Item specific, such as materials-on-hand, quality incentives, and preparatory
work, etc.

e Non pay item specific, such as liquidated damages, interest, lab trailer payments,
etc.

Do not delete non-CM pay items, unless they have been added in error. If non-CM pay
items have been added correctly, but are no longer needed, adjust via the probables and/or
pay notes.

Roles with create, edit, delete non-CM pay items rights: Construction Component lead,
Construction Admin staff, COE (project), Project Engineers/Assistant PE (project)

% From Grand Summary tab, print out a copy of the government receiving
report (in order to have copy of line item numbers), prior to adding non-CM
pay items.

Click ‘Add New’ to start the process for adding a new Non CM item.

(Pro]actlnfo YDasign YAcquisition YEDnstruction YAccount \ Team \ Ewent Log ‘\
m Contract Status YPrngress Payment YSuhCnntracmrs YLahnr,’Equlment YDalI',/ Reports YDalI‘,f Diary Yc\alms YCnntract Madifications \

[ Grand Summary Y Pay Notes YPa'_f Note Summaries Y Non CM Pay Items YPEHDd YPrugress Payment Tracking \

Project Number: K35 HAHI 1(2) Project Mame: Beaver Creek Road Contract Number: DTFH-XX-10-C-00001 States: K3

Search Filters:

Keywords |

Apply Search

ords Found.
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A new screen will open for the non cm item. The first step is to decide if it is a Pay Item
Specific or Non Pay Item Specific. See the following sections for instructions for each option.

4.6.3.7 Period

This where progress payment period dates can be set or edited. Periods are usually one
month, they cannot overlap, and there can be no gaps between periods. This is also where
the progress payment type is selected.

Roles with edit period rights: Construction Component Lead, COE (project), Project
Engineers, and Assistant PE’s (both in-house & AE).

Roles with delete period rights: Construction Component Lead, Construction Admin Staff,
COE (project), Project Engineers, and Assistant PE’s (both in-house & AE)

See Progress Payment list for checking status, type, and period dates for all progress
payment periods.

Froject Info Y Design Y Acquisition ¥ Construction Y Account Y Team Y Event Log \
{ Core X Contract Status ¥ Progress Payment Y SubCantractors Y Labor/Equipment Y Daily Reparts Y Daily Diary Y Claims Y Contract Madifications \
Project Number: i3 P4 HEHI 10(1)  Project Name: Lecpard Creek  Contract Number: DTFH70-10-D-DTESTT-10-001  States: K3
Search Filters:
St Daie = e Daie .
Payment Type v
Apply Search
Ttems 1-7 of 7
Actions Pay Period Number v Payment Status v Payment Type v Start Date v End Date v Amount Paid v
(53] 0 Approved Initial - - $0.00
(53] 1 Paid Progress Jun 11, 2010 Jul 11, 2010 $114,600.00
(3] 2 Paid Progress Jul 12, 2010 Aug 11, 2010 £7,500.00
(%] 3 Paid Progress Aug 12, 2010 Sep 11, 2010 £20,575.00
Qlj 4 Paid Progress Sep 12, 2010 Oct 12, 2010 £482,775.00
QB s Current Progress Oct 13, 2010 Nov 12, 2010 §48,955.00
[REd 6 Current Frogress Nov 13, 2010 Dec 13, 2010 $0.00
Items 1-7 of 7

4.6.3.7a Progress Payment Account (subtab)

The purpose of the Account (subtab) is to capture the account data for a specific progress
payment period. Once the progress payment period is approved, this account subtab locks
the account data as of the approval date for the specific progress payment period.

[ Project Info ‘I/ Construction .‘(Team \
[ Core Progress Payment '( SubContractors \(Labor:Eanpment \‘ Daily Reports \

/ Grand Summary \ Pay Notes \( Pay Note Summaries Y Non CM Pay Items \; Period Y Account ‘( Progress Payment Tracking \

Showing account information from period 2 INS.

Search Filters:

Keyword Account Type -
Items 1-3 of 3
Actions Account Code ¥ Description v Account Number v Chain
CONOD1 PLH Funding 12-12345- 12345678
CONOD2 Money from County 12-12345- 12347000 COND2-COND3
CONOD3 ARRA Funds 123-45678 CONOD2-COND3

Items 1-3 of 3
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4.6.3.8 <Reserved=>

4.6.3.9 Progress Payment Tracking

The Progress Payment Tracking tab tracks important progress payment dates, payment
comments, payment supporting documentation, as well as allowing the office to approve
payments.

Roles with ability to enter/edit/approve Progress Payment and tracking: Component Lead,
Construction Admin staff, COE (project).

Most users can only view the Progress Payment Tracking Tab.

Users can edit and view information for all progress payments regardless of which payment
period they selected. From the Progress Payment Tracking tab:

A. Pay Period Number

B. Select Contractor’s Invoice Received Date
C. Select Contractor’s Cert Received Date
D

Select Progress Payment Approved Date. Filling in this date locks the Progress
Payment and changes the status to “Approved.”. Information can no longer be
added or edited by the Office (or the Field), unless the Progress Payment Approved
date is “cleared.” The 14 day time count in EEBACS begins at the Progress Payment
Period Approved date (which is the date a non-defective invoice is received).

E. Select Construction Days to Process (default: 10). This value can be changed to
allow enough time to process the Progress Payment to Finance in time, adjusting
time for non-work days.

F. Date Due to Finance: Contractor’s Cert received date + Construction Days to Process
G. Select Actual Date to Finance

H. Days to Payment (default: 14). Change this value to 30 days if it is the Final
Progress Payment.

I. Due Date for Payment: Contractor’s Cert received date + Days to Payment

J. Select Actual Payment Date. This changes the Progress Payment Period status to
“Paid.”

WARNING: Once the Actual Payment Date has been entered, the Progress Payment is
finalized and the payment or any contract modifications added during this payment period
can never be modified. Even if the date is cleared, no modifications can be made.

{ ract stats | Progre \(subContractors 1= nt \ Daily Reports y \ claims Y Contr ns | ] ]

[ummary Y Pay Notes Summarie < Y Non € Pa) eriod ) Progress A acking |

< @ 8} a) w | w o

Number: K5 PRA HE Project Name: Lespard| ontract Number: D-0TEST T-10-00L

Item of 7

Pay Period Number v | Contractor's Invoi eived Date  Contractor's Ce:

ed Progress Paym oved | Construction Days to Process Due Date to Finance Actual Date to Finance

07-07-2010 07-07-2010 07-13-2010 10 07-17-2010 07-16-2010 07-21-2010 07-21-2010

08-05-2010 08-13-2010 08-20-2010 10 08-23-2010 08-23-2010 08-27-2010 08-27-2010

09-08-2010 05-08-2010 | = 05-16-2010

=
10-16-2010

] ||t 05-18-2010 05-16-2010 05-22-2010 05-22-2010

10-20-2010 10-22-2010

11-24-2010

10-08-2010 10-06-2010 | =

10 10-16-2010 10-18-2010

11-05-2010 11-10-2010 | = 10 11-20-2010

3

Items 1-7 of 7
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K. Add Document (including rejected invoices). When naming documents include
Progress Payment # in filename

4.6.4 Subcontractors

This is where Subcontractors are added and edited in this system to track basic information
about subcontractor types, contracts, and work activities. Subcontractors must be added to
the system prior to their Labor and equipment being added. Only Subcontractors added
into this project will be selectable for Daily Reports. Use documentation provided by the
Prime Contractor such as the SF1413 or Division specific forms.

Roles that have rights to Create Subcontractors: Construction Component Lead,
Construction Admin staff, COE (project), Lead Inspector, all Project Engineer roles. Also,
Construction Contractor Lead, Construction Contractor Manager.

Roles that have rights to edit Subcontractors: Construction Component Lead, Construction
Admin staff, COE (project), Lead Inspector, all Project Engineer roles. Also, Construction
Contractor Manager.

Roles with Delete Subcontractors: Construction Component Lead, Construction Admin staff,
COE (project), all Project Engineer roles

On the Subcontractor Tab:

e Select “Add New” to add Subcontractor

/Pr’cject Info ‘(Design ‘\/—'\cquisit\cn ¥ Construction ¥ Accaunt Y Team \/E'.ent Log \

{ Core ‘(Ccntract Status “/Frcgress Payment | SubContractors \.’Lal:cr"Equ\pmant ‘(Da\\'_v Reports ‘(Dail‘, Diary ‘(Claims ‘(Ccntract Modifications ‘\

Project Number: PRA JOHN 1(1] Project Name: Iohn - Small Test Contract Number: States: CO
Search Filters:
Subcontracter Name Work Items hd
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Enter Subcontractor name (company name)

Select Type (multiple selections can be made, see sf1413s or Division specific form)
Enter Phone number (main office)

Enter Cell phone number (of primary contact)

Enter Fax number (main office)

Enter Email address (main office)

G mmuou o w >

Primary Address (main office)

[ Project Info Y Design Y Acquisition ¥ Construction Y Account Y Team Y Event Log |

| Core \ Contract Status YProgress Payment YSubCuntracturs YLabor/Equ\pmant YDE\W Reports YDaiIv Diary YCIaims YContract Modifications

‘ Project Number: FRA JOHN 1(1) Project Name: Ichn - Small Test Contract Number: States: CO

| save & close | [ cancel | * indicates

Sub Contractor

A Subcontractor Name™; | ‘

Type™: [ a(a) Certified

[] HUBZone Small Business (HUEB)
[] Large Business Concern (LBC)
[] Service-Disabled Veteran-Owned Small Business (SDVET)
[] 8mall Business Concern (SBC)

[] =mall Disadvantaged Business (SDB)
[] veteran-Owned Small Business (VET)

[] Weman-0wned business (WOE)

C hone Number:

| |

Cell Phone Number: | |

E Fax Number: [ |
Email Addr [ |

Primary Address:

City:
\ |
State:

Country:
‘ United States -
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H. Enter Contact person (main office)

I. Select existing, project pay item(s) that the subcontractor will be performing

J. Select work items to be performed on this contract

K. Enter Original Subcontracted Award amount as reflected on SF1413 form

L. Enter Subcontractor Award date as reflected on SF1413 form

M. Enter Final Subcontracted Award Amount

N. Toggle yes/no for SF1413 received

O. Toggle yes/no for SF1413s received (or Division specific form)

P. Add electronic supporting documentation (i.e. SF1413, SF1413s, etc.)

Q. Add remarks (i.e. changes to subcontract or subcontractor, additional contact
information, etc.)

R. “Save and Close” sends user back to the Subcontractor list (shown below)

[select] .

Work Items: == & search here

Aggregats - Base/ Subbase 25
[ J [ aggregate - Minar
[Jaggregate - Surface Course

[ Asphalt - Pavement
— .

K Original Subcontracted §
Al mount®:

Final Subcontracted 5

A. Total Subcontracted Amount (calculated): total of all Subcontractor Original Award
Amounts (calculated)

B. Percent of Contract Subcontracted (calculated): Total Subcontracted Original
Amount/Original Construction Award Amount
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C. Icons provide a quick check to see if contractor has submitted proper paperwork.
Green ‘check’ means paperwork is submitted and complete, Red ‘X’ means
paperwork is missing or is incomplete.

[ Core “ Contract Status '(Prcgress Payment Y SubContractors {Labcr’;‘Equipment YDa\I'f Reports YCIaims YCcntract Modifications \

Project Number: K3 PRA& FEHI 77(7) Project Name: Construction test $/30/10 H3H Contract Number: DTFH70-11-C-2BCDE States: K3

Search Filters:

Subcontractor Name Work Items N
(@)

Items 1-3 of 3

_ Contact Phone Original Award Award
Actions Name v Type Work Items e e P e Date v SF1413 SF1413s
T E E;Eﬁ:'fg‘ﬁk I(_fé?:e. Business Cancern F:abrhtthe;;trulgn , Sue Excellent $205,432.00 | Nov 02, 2010 |3 %]
& Sam's Veteran-Owned Small Seeding / Mulching / - A 0
Q‘j D Landscaping Business (WET) Turf... §15,123.00 |Nov 04, 2010 |4 G
‘Rj Q Triple A Traffic 8(a) Certified Traffic Control -... h Ayden A. Allen $6,432.00 |Nov 04, 2010 | @ 7]

| A > Total Subcontracted $226,987.00 A
|/ % of Contract Subcontracted 1.574 % < B |

Items 1-3 of 3

4.6.5 Labor/Equipment

This is where all labor and equipment on the job is added into the system for the Prime
Contractor and all subcontractors. Labor and equipment on this tab is what is used in the
Daily Reports (IDRs and CDRs) when logging work activities. Labor/equipment must be
added and onsite prior to being able to select/add them to Daily Reports.

Roles that have rights to Create Labor Equipment: Construction Component Lead,
Construction Admin staff, COE (project), Inspector, Inspector A&E, Lead Inspector, all
Project Engineer roles. Also, Construction Contractor Lead, Construction Contractor
Manager have these rights.

Roles that have rights to Edit Labor Equipment: Construction Component Lead, Construction
Admin staff, COE (project), Inspector, Inspector A&E, Lead Inspector, all Project Engineer
roles. Also, Construction Contractor Manager have these rights.

Roles that have rights to Delete Labor Equipment: Construction Component Lead,
Construction Admin staff, COE (project), all Project Engineer roles.

On the Subcontractor tab, select “Add New” to add a new labor or equipment entry

[’Pr:]actlnﬁ: YDeslgn Yl\:qu\sltlcn Yconstructinn \_"-—"\:ccunt \‘ Team “ Event Log \

[ Core \ Contract Status YPrcgress Payment YEuchntrattm’s YLabor,-’ Equipment \_/Dail',- Reports YDai\‘y Diary Yc\a\ms YCcntract Maodifications \

Project Number: PRA JOHN 1(1) Project Name: Ichn - Small Test Contract Number: States: CO

Search Filters:

Labor/Equipment v Mowe-In Date

Move-

Contra

Apply Search

No Records Found.
Add New
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Select Labor or Equipment

B. Enter Type/classification (Labor: flagger, backhoe operator, or Davis Bacon
classification; Equipment: backhoe, paver)

C. Supplemental Description (Labor: leave blank, specific name, other detail;
Equipment: leave blank, Make, model, year of manufacture, license #, identifying
mark, etc.)

Move-in date

E. Move-out date

& Add a new entry for each move-in/move-out period for the same labor or
equipment

F. Hourly rate (see Division procedures)

G. Select Contractor or Subcontractor that the labor/equipment is assigned to

I

Add supporting documentation if needed (flagger's card, equipment spec sheet,
inspection log, photograph of equipment, etc.)

“Save and Close” sends user back to the Labor/equipment list (shown below)

[ Praject Info Y Desian Y Acquisition ¥ construction { Account Y Team Y Event Log |
{ core Y contract status Y Progress Payment Y SubContractors ¥ Labor/Equipment Y Daily Reports Y Daily Diary Y Claims Y Contract Modifications |

Project Number: PRA JOHN 1(1) Project Name: lchn - Small Test Contract Number: States: CC

Labor/Equipment
Supplemental
{ Description:
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Q

in/move-out period

Paving Machine and Operator are added as a new entry for each move-

[ Care \ Contract Status Y Progress Payment '( SubContractors Y Labor/Equipment Y Daily Reports Y Daily Diary Y Claims '( Contract Medifications \

Project Number:

PRA JOHN 1(1)

Project Nam

John - Small Test

Contract Number:

States: CO

Search Filters:

Labor/Equipment

Type/Classification |

Ccntractcr_-'Eubc:ntr’act:r’|

|

Apply Search

Move-In Date |
| Move-out Date |

Hourly Rate

| [setect ]

| (select]

| [setect ]

| =) =]

L |

Items 1-10 of 10

Cperator

Actions Type/Classificationv | Supplemental Description v Labor/Equipment v | Contractor/SubContractor v Igau:r:;ln E::':;D"'t ::;‘::I‘y

Qa Hand Compactor Equipment Triple & Sidewalks Sep 22, 2010 Oct 15, 2010 $200.00
Qa Crew chief Alyssa Allen Labor Triple A Sidewalks Sep 27, 2010 Now 03, 2010 $65.00
3] Labor Labor Triple A Sidewalks Oct 13, 2010 | Oct 29, 2010 £25.00
Qa Hydraulic Excavator 2009 Cat 330D Equipment Excellent Earthwork Oct 14, 2010 - $250.00
3] sulldozer Lic=13543 Equipment Excellent Earthwork Oct 15, 2010 |- $0.00
Qa Backhoe loader Cat 450E serial £24567 Equipment Excellent Earthwork Oct 25, 2010 - $65.00
| £aving Maching 452252 Vers-a-tat Asphalt Equipment Testing-R-Us (Contractar) Oct 28,2010 |MNov 05, 2010 $350.00
| g?j;ir”fm":“hine . Silly Allen Labor Testing-R-Us (Centractar) Oct 29,2010 |Nov 05, 2010 $44.33
0.3 Paving Machine ’;\Er:ezesdzc \ers-A-Mat Asphalt Equipment Testing-R-Us (Centractor) Dec 01, 2010 - $350.00
3] Faving Machine - Billy Allen Labor Testing-R-Us (Contractor) Dec 01,2010 - $44.33

Items 1-10 of 10
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4.6.6 Daily Reports

This is where the Daily Inspections Reports for both Government (IDR’s) and Contractors
(CDRs) are entered.

Roles with rights to Create IDR (includes right to edit/delete their own IDR. Users cannot
edit/delete IDR’s developed by others.): Construction Component Lead, Construction
Engineer (Branch Chief), COE (project), all government and AE Inspector roles, all
government and AE Project Engineer Roles.

Roles with right to Create CDR (includes right to edit/delete the own CDR. Users cannot
edit/delete IDR’s developed by others.): Construction Component Lead, Construction
Contractor Basic, Construction Contractor Lead, Construction Contractor Manager.

Roles with right to Review and Approve Daily Reports: Construction Component Lead, COE
(project), project Engineer- Temporary, Project Engineer, project Engineer A&E

Component Leads have ability to add/edit their own CDR. They cannot edit the Contractor’s
CDRs. (Only purpose for the Component Lead to add/edit a CDR is to assist contractor to
trouble shoot)

From the Daily Reports tab, on the Existing Daily Reports subtab:

A. Select Icon to View or Edit Daily Report as necessary

' If Daily Report status is “pending review”, the edit icon provides access to
Approve/Reject the Daily Report for those roles with approval rights

B. Select “Add New”

{ core Y Contract status Y Progress Payment Y SubContractors Y Labor/Equipment Y Daily Reports Y Daily Diary Y Claims Y Contract Modifications |
{“Existing Daily Reports { Templates |
Project Number: K3 PRADULC 12(3)  Project Name: Elk Meadow Road  Contract Number: DTFHXX-XX-C-XXXXX  States: K3
Search Filters:
Keyword Fe
Tvpe Q1R OCDR P
Contractor/SubContractor v Status (O praft O Pending Review O Approved O Rejected
.
Actions |Date v Typev | Contractor/SubContractor Reported By v Reviewed By v Status v
@ |aer1s, 2010 cDR P Serviess / Thing One (Contracter) Silly CCInspect Draft
@ |aeris, 2010 IDR 3P Serviees / Thing One {Centracter) / Miller Trucking Lerell K. Duteil Lerell K. Duteil Approved
@ |May2s, 2000 IDR Buckwheat's haul-all / Thing One (Sentracter) Inspect Govi Jane PE Rejected
‘Rj Jun 02, 2010 IDR 1P Services / Buckwheat's haul-all Jane PE Draft
X B |oct2s, 2010 IDR Miller Trucking Heidi Hirsbrunner Pending Review
Add New | Ttems 1-5 of 5
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Type: IDR or CDR will be pre-selected based on user’s type (this will not appear until
the report has been saved)

Select one or more Contractor or Subcontractor(s) (see Division procedures). Only
labor and equipment from Contractors/subcontractors selected will be available for
use on this IDR/CDR

Select date of IDR/CDR
Select Shift Start

Select Shift End

Enter Weather/Temperature
Enter Amount of Precipitation

Select work activity code - Usually start with the letter A, select next activities in
alphabetical order.

Describe work activity
Describe work activity location

Select all applicable work activity pay items. (Pick list includes only project specific
pay items)

Multiple work activities can be added to the same Daily Report using separate
activity codes

"Core Y Contract Status { Progress Payment Y SubContractors { Labor/Equipment ) Daily Reports { Claims Y Contract Madifications |

Project Number: FRA JOHN 1(1) Project Name: Iohn - Small Test Contract Number: States: CO

Save & Close | [ pelete | [ Cancel & Close | | Submit To PE | [ print Preview

Daily Report

e 1R <§|
Contractor/SubContractor®: [@] Testhg-R-Us (Centractor)
Excellent Earthwark

Date™: 10-29-2010

shift Start*: 08 (v [ 00 #][am v
Shift End®: 08 v [00 % |[am =

Weather/Temperature:

[ sam's Surv
[ Triple & Sidewalks

@

Work Activity Code*: Location*:
A ™| ] saveas Template sta 50+01 to 64478

Description®: Vork Activity Pay Items®:

Paving top lift
[select]
40240 401011000 QI SUPERPAVE PAVENENT, 34-INCH NOMINAL AXINUM SIZE ACGREGATE, 0.3 70 <3

MILLION ESAL

A0220: 40101-1000 NS SUPERPAVE PAVEMENT, 3/4-INCH NOMINAL MAXIMUM SIZE AGGREGATE, 0.3T0 <3
MILLION ESAL

To create and use Daily Reports Templates see Appendix: Save as a Template.
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Select Add Labor

Select Labor classification

Enter number of labor for that classification
Enter Production time per person

Select Delete if classification was entered incorrectly

© oz

Labor Total (calculated): Total of all added labor classifications: number of labor
classification x production time x hourly rate for each

' The hourly rates are added on the Labor/Equipment tab and may not exist. If
hourly rates are not entered, the Labor total may not reflect the true costs.

v If general labor classification staff work different hours, add labor separately
on an individual basis

Labor: B @ @ Eguipment:

Classification® Number* ?:ﬁ:‘iuﬁ::.z';
Laborer | (2 3
Quality Control Manager M1 8 m
Faving Machine - Operator Billy Allen | |1 g
Labaorer (1 4
o)
Labor Tc:al:<§| Equipment Total:
$1,262.64 $0.00
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Select Add Equipment

Select Equipment type

Enter Number of equipment type

Enter Production time — actual time in operation per each piece of equipment

Enter Idle time — time not in operation

. Select Idle code

Select Delete if equipment type was entered incorrectly

Equipment Total (calculated): Total of all added equipment types: number of
equipment type x production time x hourly rate for each

Deletes entire work activity (code, description, location, labor, etc.)

If additional work activities are needed, select Add Work Activity.

The hourly rates are added on the Labor/Equipment tab and may not exist. If
hourly rates are not entered, the Equipment total may not reflect the true
costs.

If general equipment classification work different hours, add equipment
separately on an individual basis

If multiple idle codes are needed for the same piece of equipment or for the
same equipment classification, add a separate equipment entry for each
additional idle code

Labor and equipment values may not truly reflect the cost. Totals only reflect
hourly rates entered on the labor/equipment tab

Work Activity Co

Labor:

Laborer

Laborer

Lebor Total:
$1,2862.64

o

da*: Location®:
stz 50-01to 64=78

Activity Pay Item:

A0220:40101-1000 NS SUPERPAVE PAVEMENT, 3/4-INCH NOMINAL MAXI
<3 MILLION ESAL

A0240: 40101-1000 QM SUPERPAVE PAVEMENT, 3/4-INCH N
<3 MILLION ESAL

o

AGGRE] TO

1dle Time B
(hro)» Idle Code

ion*
= ~ [z 5 Delete Roller, steel drum ~| [z 2 0 v <Z|
Quality Contral Menager ~ [ Delet= Roller, steel drum < [ s 3 No Availsble Work |
-

E
Paving Machine - Operator Billy Allen % [1 = Delete Paving Maching AS2252 Vers-A-Mat Asphalt Screed ¥ | [1 = B
4

Add Equipment

Equipment Total:
$2,800.00

Not seeing the labor or equipment you need on the dropdown?

ﬁlll

Make sure Contractor/Subcontractor is selected at the top of Daily Report

Check Move-out/move-in date (labor/equipment must be on site for the date of the
Daily Report)
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BB. Enter Daily Narrative

CC. Enter Quality Control Narrative Report

DD. Select Traffic Control Checked (if “yes, problems” is selected, a comment box
appears)

EE. Select Erosion/sediment control checked (if “yes, problems” is selected, a comment
box appears)

FF. Select Unsafe operations observed (if “yes” is selected, a comment box appears)

GG. Select Accidents (if “yes” is selected, a comment box appears)

HH. Add Specific note, see subsection 4.6.6.2

Il. Add supporting documentation (such as photographs)

JJ. Print Preview of Daily Report

KK. Submit to PE (report is completed and ready to sign)

B I US===@HEY-

Paving top lift from sta 50-01 to 64=78. Sewveral paving trucks were rejected due to temparature.....

A4
B US=S==s@mgv-
GQuzlity Contrel Manager was onsite today:
# Tested aggregate compaction at sta 3-00, 3-34, and sta 6§=43.
# Also took pavement cores at sta 50+03, 535+67, 38+21, 62+93,
#

Safety, Erosion & Traffic Control Inspection

Traffic Control

Checked?:

® ves; No Problems O Yes

@& ves; No Problems O ves

i Problems O Mo Y

i Problems O Ma

O ves; No Problems © ves;

. 1

Freblams O N

BJUEEINGDT-

Oves @No >— -
Oves ®No
Add Specific Motes?: Orves @ Mo '
Cocuments:
Reported By™: Heidi Inspectar
| Save & Close | | Sawve | | Delete | | Cancel | | Cancel & Close | | Submit To PE | | Print Previewl

N
N

Tl
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If a report is saved without ‘submitting to PE” it will show as “draft status” on the Existing
Daily Report list tab. Once Submit to PE has been selected a certification will appear, select
“Agree” to complete submission to PE. (Note: The wording of the certification will depend
on whether the Daily Report is an Inspector Daily Report or a Contractor Daily Report).

1 hereby certify that ...

[-'—'\gree ][ Disagree ] |

After a Daily Report is submitted, it is shown as “pending review” status on the list tab.

' If the Daily Report is completed by the PE it is automatically approved and no
further action is required.

4.6.6.2 Add Specific Notes

Specific Notes are used to tag Daily Reports with important and/or unusual issues (i.e., re-
occurring issues)

A. If “yes” is selected the following appears
B. Enter new Notes: Describe unusual issue, or...

C. Select existing saved note from drop-down list (once selected, the note will populate
in Notes box for editing)

D. Check box to save the current “Notes” for use on future Daily Reports. (i.e. Save
Current Notes means it will be added to the above dropdown list)

A 5 Add Specific Notes?: ®ves ONo

Motes: BIH%EEEJEIJ?'
" Unapproved egquipment onsite

Compaction problems

Potential differing =ite condition at =tation S+45

Unapproved egquipment onsite

Saved Notes: [Select Saved Response] v C

: (] ¢

Save Currently

Entered Note:
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