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1.1 Overview

Wisconsin Department of Transportation (WisDOT) has implemented WisDOT
Civil Rights Compliance, a state-of-the-art, software application for payment
tracking and labor compliance management. This system is designed to fulfill and
streamline various federal and state reporting and monitoring requirements.

The system contains three major functionalities:

1. Payment Tracking — tracking and reporting actual payment transactions by
prime and subcontractors.

2. Labor Compliance Management — provides electronic certified payroll and
fringe benefit reporting by prime contractors and all subcontractors. As of
2007, only mega projects will use this functionality. See the separate
Payrolls Manual if this applies to your firm.

3. Disadvantaged Business Enterprise Management — allows the four Unified
Certification Program partners to share a database which can interact with
the other functionalities.

1.2  Subcontractor Sublet Assignments

This functionality replicates the contents of the DBE Commitment from and the
Sublet Assignment form. The electronic data allows a hierarchical tier of
subcontractors to outline which firm should receive payments from which higher-
tier firm.

1.3 Payment Tracking

The payment tracking functionality is designed to assist contractors and WisDOT
to meet the reporting requirements of 49 CFR, Part 26.37. The web-based
system allows WisDOT to track all actual payments made to contractors. The
payment tracking functionality facilitates this by allowing each contractor to
manage its payment reporting on a contract-by-contract basis.

Payment tracking is simple, easy to use, and cost effective methodology.
Through the use of industry standard navigation techniques, drop down menus,
pop-up calendars and easy-to-understand information boxes, the reporting
payment transaction is easily accomplished.

Prime contractors are required to report the information on payments made to all
first-tier subcontractors and all DBE subcontractors utilized on the project.
Subcontractors are responsible for confirming the payments they receive.
Payment reports that relate to individual contractors are also available through
the system.
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2.1 Recommended Internet Settings

Before using the application, we recommend that users update their Internet
Explorer settings in order to improve and facilitate the use of the application.

Pop-Up Blockers

The WisDOT Civil Rights Compliance application uses pop-up windows. In order
to use the application, you may need to alter your pop-up blocker. Hill Int’l
recommends adding the following website to the allowed list in the pop-up
blocker settings: https://app.mylcm.com/wisdot.

Cache Settings

Hill Int'l recommends that users change the cache setting to prevent web
browsers from displaying “cached” (old) information.

To edit these settings:
1. Open Internet Explorer.

2. From the “Tools” menu, select “Internet Options” to open the Internet Options
window (Figure 1).

3. In the Internet Options window, select “General Tab” (Figure 2). From the
select “Browsing History” section select “Settings” to open the Settings
window (Figure 3).

4. Verify that the setting for “Check for newer versions of stored pages:” is set to
“Every visit to the page.” If not, select this option and click “OK.”

5. Click “OK” on the Internet Options window to complete cache settings update.

/3 Default - Microsoft Internet Explorer

File Edit VYiew Favorites | Tools Help

(Back ~ ) - (x] 2] » MailandNews 'L e | g S
- Pop-up Blocker »
Address léj https: v, trscon M adoos
Googlev | Synchronize. .. = | @ \ PageF|
Windows Update

Windows Messenger

Figure 1 - Tools Menu, Internet Options
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r -
Internet Options m

General |Svau::|.|ri1::,-I | Privacy | Content | Connections | Programs | Aduanced|

Home page
l/) To create home page tabs, type each address on its own line.
"
=i http://my.yahoo.com| A
[ IUse current ] [ Use default ] [ Use blank
Browsing history

’/I_ Delete temporary files, history, cookies, saved passwords,

¥ and web form information.

[ Delete browsing history on exit

Delete... ] [ Settings ]
Search
p Change search defaults.
Tabs
— | Change how webpages are displayed in
— tabs.
Appearance

[ Colors H Languages H Fonts H Accessibility ]

[ QK ][ Cancel H Apply ]

Figure 2 - Internet Options Window

3/1/2013 Prepared by: Hill Intl. & WisDOT 5
HilL
Hill International



Chapter 2 — Getting Started

WiseonsinBepartment
of Iransportation

settings 21 x|

i f Check for newer versions of stored pages:
&y & Every visit to the page

kvery time you start Internet Explorer
" Automatically
" Never

—Temporary Internet files folder

Current location:  C:\Documents and SettingsiLFossiLocal
Settings\Temporary Internet Filesh,

Amount of disk space to use:

- | 273 =4 B

Move Folder... J View Files. .. J View Objects... |

| OK I Cancel I

Figure 3 - Settings Window

Security Settings

Hill Int'l recommends adding the website address to the user’s “Trusted Sites” list
on their computers. This will help the website load more quickly.

To edit the security settings:
1. Open Internet Explorer.

2. From the “Tools” menu, select “Internet Options” to open the Internet Options
window (Figure 1).
In the Internet Options window click on the “Security” tab (Figure 4).

Click on the “Trusted Sites” icon and then click on the “Sites...” button to
open the Trusted Sites window (Figure 4).

5. Type in the LCM website address, https://app.mylcm.com/wisdot, and click on
“Add” and then click on “OK” to return to the Internet Options window (Figure
5).

6. Click “OK” on the Internet Options window to complete the recommended
security settings update.
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General Security IPrivacyI Contentl Connectionsl Programs] Advancedl

Select a Web content zone to specify its security settings.

Internet Restricted
sites
Trusted sites
This zone contains Web sites that you Sites. ..
trust not to damage your computer or
data.

Mo sites are in this zone.

— Security level for this zone

Custom

Custom settings.
- Ta change the settings. click Custom Level.
- To use the recommended settings, click Default Level.

Custom Level... | Default Level |

| OK I Cancel I Apply I

Figure 4 - Internet Options Window, Security Tab

Trusted sites ﬁ

You can add and remove websites from this zone. All websites in
this zone will use the zone’s security settings.

Add this website to the zone:

https:/app mylem.com wisde

Webszites:
\ | Remove

Enter website
address,
click “Add” then
[] Require server verification (i click “OK e
[ Close |

Figure 5 - Trusted Site Window
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2.2 Logging in to WisDOT Civil Rights Compliance

Open the Internet browser and type in the following website URL in the address
bar and click the log in button (Figure 6): https://app.mylcm.com/wisdot

Enter the User ID and Password into the fields listed and click “Submit” (Figure
6).

Note: The password is case sensitive. If is incorrect, you will see
an error message.

WisDOT Civil Rights Compliance

Powsred by TRS Consultants, tnc.

WisconsinUepartment
oF IransporEation

Login | Login if you have already registered

Registration | New user registration
UCP Directory Search UCP Directory

Figure 6 - Log in Screen

2.3 Selecting a Project

When you log in to the application, you will see a list of your projects by region on
the left hand side of the screen. You may also see red informational messages
about payments or other tasks (Figure 7).

Note: The project list is organized by the WisDOT regions
(northcentral, northeast, northwest, southwest, or southeast).

WisDOT Civil Rights Compliance

Powsred by TRS Gansultants, ne.

WMot mmmt
e 3

Logout

Company Employee Fringe Benefits Report UCP

() vizw by project name @) vizw by project 1o

The following projects require Certified Payroll Report:

(@) sort phabeticaly ) sort start Date - 0750-51-11 AERO, Price County AIP-11, Runway Extension, Construct Parallel Txwy, Reconfigure Intersection, Construct Hangar Area in County
Price in Region North Central
77 ficke completed Active Projects - 1133-03-71 CEP Hwy 41, USH 41 & STH 29 Interchange in County Brown in Region Northeast

- 9202-07-73 CEP HWY 41, CTH EB Ramps, P&R, Duck Crk Bridges in County Brown in Region Northeast

Advanced search | - 9210-11-71 ONEIDA - GREEN BAY, CTH U - STH 172 in County Outagamie in Region Northeast

- 7887-03-73 PRESCOTT - HUDSON RD, CTH FF - 820th Ave, Kinnickinnic Rvr in County Pierce in Region Northwest

- 5420-03-71 PACKERS AVE & NORTHPORT DR, CITY MADISON, CTH CV - Knutson Dr in County Dane in Region Southwest

[l Active Projects

The following projects require final payroll flags. Please submit a Non-Performance Report for:
North Central

- 6350-06-76 MARSHFIELD - STEVENS POINT, Stadt Rd - White Oak Rd in County Wood in Region Nerth Central

Mortheast - 1133-03-82 CEP HWY 41, Early Structures/Early Fill; Beaver Dam Crk Box Culvert, DE PERE - SUAMICO in County Brown in Region Mortheast
Northwest
Southeast
Southwest You need to confirm payments for the following projects:
[ Archived Projects - 1133-03-71 CEP Hwy 41, USH 41 & STH 29 Interchange in County Brown in Region Mortheast
Figure 7— Log in Screen with Messages
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Note: You can return to the informational messages by clicking on the “Home”
link located on the top right corner of the screen (Figure 8).

WisDOT Civil Rights Compliance |

Powsrsd by TRS Consultants, Inc. Project:CEP HWY 41, ARRA, Lake Butte Des Morts
Home | User Manual | Logout

CEP HWY 41, ARRA, Lake Butte Des Morts

@ vi project hame (@ i Praject 1D
SuBYProRetIane T VIEWBIFORER| b oject ID: 1120-11-74

@) sort mphabatically | Sort start Date

[“I only DBE [¥] Incomplete [¥] Submitted (Y] Rejected ¥ Accepted [¥] Non-Performance

[ hie compisted sctive Projects

Figure 8 — Click on the “Home” link screen

You can select a project by clicking on the name of the region and then the
project from the list (Figure 9). The project name will then turn red and additional
menu options will appear. Clicking on the project name will clear the
informational messages and display the CPR Log screen.

Note: If your firm is the prime on the project, you will see (prime)
following the project id or name. All other projects will indicate
your firm is a subcontractor.

Occasionally contractors are assigned to a project multiple times either by a
single contractor or by multiple contractors. In this case, clicking the project
name will expand the list and show each assignment to the project identified with
the name of the contractor assigning your firm.

If the same contractor were to assign your firm multiple times, then each
assignment will be given a number (0001, 0002, etc.)

Note: Contractors at higher tiers must assign subcontractors to
the project. WisDOT then must approve the assignment. If
WisDOT has approved the assignment, the project will appear on
the list of Active Projects, and your firm will receive an e-mail
indicating this has taken place.

Wisconsia Hepartmeat
af franspurtation

WisDOT Civil Rights Compliance |
N

Powered by TRS Consultants, Inc.
Home | User Manual | Logout

Company Project Payment Fringe Benefits Report Search TrANS Grad Apprentice UCP

) view by Project Name (©) view by erojectip | AERO, CRANDON - EXTEND RUNWAY 21 .
Project ID: 0721-44-06 WisDot Format

@) sort Mphabetically () Sort Start Date

v v i | Rej v v -
Hide Completad active Frojects [] Only DBE [¥] Incomplete [¥] Submitted [V] Rejected [V] Accepted [¥] Non-Performance

Advanced search CPR L(g
©® Musson Bros., Inc.

Select project from list. Once
= Active Projects selected, project name will
S North Central turn red.
0121-44-06 L DUTLIar oL TTULRITS W ALY A LTS

@ FAHRNER ASPHALT SEALERS, LLC

PR @ Frank Bravak & Son
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Figure 9 - Selecting a Project Screen

Note: The order you display projects is up to you. Name or
project id can be further arranged by changing to Project Start
Date order. You can use standard “Find” searches to seek your
project.

Projects will remain on your list until the projects final payment
is entered and the project has “rested” for a year. During this
interim rest period, you may use the “Hide” feature to shorten
the list.

2.4  Customizing Your View Of Projects

While working with projects, you have a few options for how you would prefer to
have things displayed. The default view is a list organized alphabetically by
project description. You could view projects by WisDOT project id and by start
date as well.

A radio button is presented both for the sort and the display item above the list of
projects your firm is assigned to. They appear in the light-blue projects box
above the list of projects. See Figure 8.

You cannot clear projects from the Active Project list. You may, however hide
complete active projects by checking the box. See Figure 9.

2.5 Edit User Information

Payment and sublet users may only edit their own information. Additionally,
administrators may use this feature to change the role of an existing user.
To do this:

1. From the Company menu bar at the top of the screen, click “Add/Edit user”
(Figure 10).

i WisDOT Civil Rights Compliance

e e [

Payroll Reporting  OCIP  Report

[ Ianual Subrnit ][ Auto Subrnit ][ Non Performance ]

selec™Crafts & Classes User

Company Profile Submitted [¥] Rejected [/] Accepted [] Non-Perfarmance
ElActive Projects

& Southeast CPRLog

Marguette Interchange - Core

Marquette Interchange - North
Leg

Marguette Interchange - South
Leg

E Marquette Interchange - West
Leg

Marquette Interchange Traffic
witigation far Narth

Marguette Interchange, West

Figure 10 — Select Edit User Menu

3/1/2013 Prepared by: Hill Intl. & WisDOT 10
HilL
Hill International



Chapter 2 — Getting Started

WiseonsinBepartment
of Iransportation

Rale : O admin O payrall [ payment [ sublet
User 1D : |
Passward : |
Confirm Password :
Nate : ThiS password i3 wsed fo aecess the System.
Full Mame : l—
Title : -

Hote : Users who do not have a signature uploaded cannot subimit Certified Fal Cl IC k tO edlt user

= information

Existing Users

Title

Jane Doe President digkizer  |Disable User

|ediciler [pisable user |

\ \
Figure 11- Add User Screen - Edit User

2. Scroll to the bottom of the screen and click on “Edit User” (Figure 11).

3. The following information can be edited/added (Figure 12). Only
administrative users can edit the user role.

o Password
o Full name
o Title

Note: Passwords may be alphabetic, numeric, or alphanumeric.
They are required to be at least three and cannot exceed 20
characters in length.

User IDs cannot be edited. If this information changes, someone
with an administrator role will need to add a new user. The
unwanted user id can be disabled.

If you misplace or forget your password, please refer to
Appendix 1 — Customer Support.

Role : ™ admin ™ payroll ¥ Ppayment ¥ Sublet
User 1D : [prime
password : [ss0eee

. sssses
Confirm Password : l
Note : This password is used fo access the site,

Full Name : 'Juann Prime

Title : IAccoums Payable Manager

Note : Users who do not have a signature uploaded cannot submit Certified Payroll Reports.

Figure 12 - Edit Payment or Sublet User Screen
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2.6 Logging out of WisDOT Civil Rights Compliance

You may log out of the WisDOT Civil Rights Compliance System at any time by
clicking “Logout” in the upper right-hand corner of the screen (Figure 13).

N

Home | User Manual | Logout

Click to Logout

Figure 13- Logout
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CHAPTER 3 CONTRACTOR SUBLETS
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3.1 Introduction

Contractors complete DBE commitment forms and Sublet assignment forms for
WisDOT to help identify what firms would be working on the project and what
they would be doing. This system automates both of these functions, although
WisDOT staff will continue to need you to submit both forms. This system will
not track the particular line items that the Trns*Port system uses.

No subcontractor is able to enter payroll (for megaprojects only) or payment
information until the sublet work has been completed for the lower-tiered firm.
We suggest that primes enter all first-tier subcontractors, and have first-tier
subcontractors enter any of their DBE firms, by the time you would normally
submit the Sublet Assignment form to the regional office.

Sublets happen as the project as getting started and at each phase along the
construction of the project. As changes occur, WisDOT staff may revise the DBE
commitment form for the project within the system.

3.2 Reviewing Project Details

The application stores information about each project that is available to all
contractors working on that project.

To view the project details:

1. From the project list on the left side of the screen, select the project whose
details you would like to review. The project name will turn red and additional
menu options will appear (Figure 14).

wwpwms WisDOT Civil Rights Compliance

Powersd by TRE Consd

Click “Project Details”

Company Employee  Project Payment Fringe Benefits  Payroll Reporting

Pridect Details

() view by project name () vie change - Core [

Assign Su'nh;untractur
'@'snn Alphabetically l:::J'sm | .
DULRMUUTU LU LA [ only DBE [#] Incomplete [#] Submit

Project Suspension
View Rate Sets
7 Marguette Constructors LLC
@ advanced Sewer & Water, Inc
€ Dean Gonzalez Trucking, Inc.

[l Active Projects
El Southeast

€ american Ornamental [ron, Inc.
M srhor Gresn Ioc

Marquette Interchange - Core

Figure 14- Project Details Menu
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2. From the Project menu select “Project Details;” this will open the Project

Details screen (Figure 15).

Project Details

Project Information
Project Mame:
Contract ID:

Project ID:

Federal Contract Mumber:
Available for FHWA:
FProject Description:
Advertising Date:
Bid Opening Date:
Project Start Date:
Project End Date:
Project Cost (%):
Lock Rates:

Prime Contractor:

Local Information
Address:

City:

State:

Lip:

County:

Cross County?

Other County/Counties:

DBE Goals
D.B.E.

Bridge to the Moon
BTTH-1001
BTT#4-1001

Yes

84142004

&/ 1572004
124172004
1243142005

S250, 000, 000, 000 00
Mo

Prime

frank pritzlafficd dot.state wias, (2620 552-0000

Milwaukee

Mo

15%

Figure 15 - Project Details Screen

Note: The Local Information Address will be changed to reflect
the project manager’s e-mail address. You will need this contact
for pre-approval of delaying any payments. You may wish to
know this if payments must be delayed or if payments are late in

arriving.

You can also very clearly see the project’s DBE goal, if one has
been set. All sublet assignments will be considered race
conscious up to the point of meeting this goal.

3/1/2013 Prepared by: Hill Intl. & WisDOT
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3.3  Assigning Projects to Subcontractors

(Admin and Sublet Users)

This chapter outlines the steps to be in compliance with ASP3. The awarding
agency or their representative is responsible for assigning projects to prime
contractors. Once the Bureau of Project Development has awarded a project to a
prime, it will appear in the system a few days later.

All contractors, at every level, must assign their subcontractors to the project.
This includes DBE suppliers. This will enable WisDOT to monitor prompt
payments throughout the life of the project.

A subcontractor may be assigned to multiple contractors on the same project. If
your firm is providing labor, this will require certified payrolls for each assignment.

To perform this function:

1. Select from the list of assigned projects the one to which you need to assign
subcontractors.

Note: The prime contractor must assign first-tier subcontractors
before first-tier contractors can assign their own subcontractors.
If the project(s) is not listed, contact WisDOT to determine the
status (Refer to Appendix 1). It may have to approve a
subcontractor.

2. Click “Assign Subcontractors” from the Project menu at the top of the screen.
These firms may be expected to enter weekly payrolls, unless they are
suppliers or owner/operators who work for a carrier firm (Figure 16).

T Civil Rights Compliance

Powered by TRS ¢

=z
i
=]
e}
0

Wizeowsin Departaeor
af Tramsperrtation

Company Employee Project Payment Fringe Benefits  Payroll Reportin

@ll'iewbyproject Hame () vie Project Details o~ “ASSign
Assign Subcontractor »

(%) sort Alphabetically () 5o Subcontractor
DBE Comm®mnent Report O Only Dl — —_

£ Active Projects Project Suspension
= Southeast

Select a project from list

Marquette Interchange - Core

Figure 16 - Assign Subcontractors Menu

3. A new screen will appear showing a list of available subcontractors and a
list of assigned contractors.

3/1/2013 Prepared by: Hill Intl. & WisDOT 16
Hill
Hill International



Chapter 3 — Contractor Sublets

Wisconsinlepartment
of Iransportation

Available Subcontractor(s) Assigned Subcontractor(s)

Business Type: | Cantractar v|

Search: “ |

& & & Concrete and Landscaping, Inc. Assign [# Advanced Sewer & Water, Inc Edit Unassign [*
A& A ENYIROMMENTAL Assign E American Ornamental lron, Inc, Edit Unassign
A3 A Plumbing of Milwaukes Assian E Arbor Green, Inc. Edit Unassign
A C ROOFING Aszsign Best Wiood Judge Edit Unassign
A-1 Excavating Inc. Assign @ BRIAN & MITCHELL COMSTRUCTION, IMC  Edit Unassign
B-1 TRANSPORT Assign E Case Foundation Company Edit Unassign
&, LINDBERG & SONS, INC., Assign Century Fence Company Edit Unassign
A4, HANSON ELECTRIC, INC. Assign [— @ Chilstrom Erecting Corp. Edit Unassign
A.C, FETT & SOMS, IMC. Assign Collisys Edit Unassizn

Figure 17 — Assigning Subcontractor(s) Screen

Note: Since the Contractor Category is a large one, it will have a
middle column to speed up locating firms as shown in Figure 17.
Click on the starting letter to move to that section of the list.

In the Search box, you may type a few characters of the firm’s
name to avoid having to scroll as much.

Firms with expired registrations remain on the selection list.
They will have to renew their registration before they record
sublets or payment information.

If a firm does not appear on this list, it means one of two things:
- The firm may not consider itself a contractor

- The firm is not registered (refer to Figure 6 for Registration
link)

4. If you need a Business Type other than Contractor, change the value in
the drop down box.

You will not see a contractor’s name if they have not registered
in the system. Please contact them and have them register.
Firms like architectural consultants, design engineers, and
geotechnical services may be found under Consultant. Other
Business Type will capture many DBE firms which are not
obviously contractors.

5. Enter the contract value into the box (Figure 18 or Figure 19). Which type
of screen appears depends on whether the firm is a DBE. Save the
assignment by clicking on “Assign.”
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Assignment Info

Assign Company Name: 1st Choice Trucking of Wi, LLC
Contract Amount: s[100

| Assign | [ Cancel |

Figure 18— Add/Edit NonDBE Subcontract Amount

Note: The contract value for 1 tier subcontractor must match
the Request for Sublet form. The contract value listed for DBE
subcontractors must be equal to the amount indicated on the
“Commitments to Subcontract to DBE” form submitted with your
bid. Contract values should not include any bond amounts.

For lower tiers, it is also helpful to report this information so the
Commitments versus Actual Payments report will be accurate. If
you are unsure what the exact value is for trucking or supplies,
please provide an estimated value in whole dollars based on the
anticipated number of loads.

6. For DBE firms, you may need to enter more information. As shown on
Figure 19, some functions may reflect race conscious choices, while
others do not. If the DBE goal is exceeded, you should divide the entry
as shown in the figure.

| Assignment Info

Assigned Company Name: TREMMEL-ANDERSON TRUCKING LLC
Worked Performed: Contractor

Work Assignment(s):

Trucking v 410000 | @A OV X
Trucking v 1200000 OGOV X
Total Amount: 16,100.00 |

Materials Hauled: Spoil
Yardage: :2I:II:I Tons
Trucks Owned: :2

Trucks Leased: :1

DEE Goat: 85,767.40
DBE Achievement: 81,667.40

$ Amount Needed: 4100.00

A -Indicates race conscious. V - Indicates race neutral

Figure 19— Add/Edit DBE Subcontract Data
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Note: Not every DBE will look this way. Only trucking firms see
the last 4 questions.

If a DBE goal is exceeded ($ amount needed is negative), you
should indicate the excess amount for the firm of your choice as
Race Neutral. Add another Work Performed line as shown in
Figure 19 by clicking on the “Add assignment.” Use the red X’s
to remove an assignment line if you were experimenting.

Manufacturers should be Suppliers with a Type of Work of
Material Supplier to get 100% credit. They also must have
registered by identifying themselves as a manufacturer.

If entering a trucking firm, you may need to refer to section 3.11
to see how many trucks the firm has available.

T
Available Subcontractor(s] bssigned Subcantractor(s)
Business Type: | Contractor W |
Search: | |
& & A Concrete and Landscaping, Inc. fssign |* Advanced Sewer & Water, Inc Edit Unassign [*
4 & & ENVIRONMENTAL Assign @ American Ornamental ron, Inc. Edit Unassign
& & A Plumbing of Milwaukee bssign @ Arbor Green, Inc. Edit Unassign
& C ROOFING Assign | Best Waood Judge Edit Unassign
-1 Excavating Inc, hssian i @ BRIAK A MITCHELL CONSTRUCTION, INC  Edit Unassign
A&-1 TRANSPORT hssign B Case Foundation Company Edit Unassign
&, LINDBERG & SONS, INC. Assian Century Fence Cormpany Edit Unassign
4.8, HANSON ELECTRIC, INC, Assign | @ Chilstrom Erecting Corp. Edit Unassign
&, FETT & SONS, INC, Assign Callizys Edit Unassign |
4.C, PAVEMENT STRIPING CO bssign E] CON-COR COMPANY, INC Edit Unassign |
A0, OAKES & SON, INC, Approving DOLSON, INC, Edit Unassign
AAA Striping hssian Edgerton Cantractors, Inc. Edit Unassign

Figure 20 — Pending Sublet Screen

Note: Firm names will not appear in the column on the right until
WisDOT staff have approved the firms for participation. If you
are in a hurry to see this, call the appropriate Equal Rights
Officer. They must have your Request to Sublet form first.

You cannot unassign on incorrectly chosen firm until it has been
approved. You can however, modify the contract amount. This
link would appear under approving in Figure 20.

7. The system will then send an e-mail that looks something like this.
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From: <Civil Rights Administrator’s email >

To: <hiring firm’s bidding contact’s email >

CC: <SubContractors bidding contacts email>

Subject: SubContractor Assigned Notice for 2099-00-70

SubContractor Assigned Notification

Company : Prime or hiring firm
Has Assigned [your firm] as a SubContractor
Project: Main Street, City of x (2140-00-00)

All of our projects require mandatory electronic payrolls. We also require
payment confirmation so we can be sure our first-tier subcontractors and
disadvantaged business enterprise firms are being paid promptly.

If this subcontractor has any subcontractors on the project, it must enter
sublet payments before those firms may enter payrolls or payment
confirmations. Most of our projects have at least two tiers of subcontractors

Thank you,
WisDOT Equal Rights Officers

Adding/Editing Subcontractor Contract Values

(Admin and Sublet Users)

While $100 is an acceptable value for lower-tier firms, megaprojects receive a
greater scrutiny. You may be asked to update an amount.

To add or edit subcontractor amounts:

1. Select from the list of assigned projects the one to which you need to add or
edit subcontractor contract amounts.

2. Click “Assign Subcontractors” from the Project menu bar at the top of the
screen (Figure 16).

3. Alist of all assigned subcontractors is shown on the right side of the screen
(Figure 17).

Click on “Edit.”

If the firm appears in the column on the left with “approving” as a link, choose
“Modify” under it.
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3.4 Unassigning afirm

To unassign a contractor, click on “unassign” and then click on “OK” to confirm
(Figure 21).

Note: The system will not allow a subcontractor to be
unassigned if payrolls or payments have been submitted.

T Civil Rights quelianc_e

P el by TR Commones Mot fns.

User Manual | Logout
ct Payment Fringe Benefits Payroll Reporting Report Search
x Assigning Subcontractor(s)
Available Subcontractor(s) L (s)
-
e Do yoes wrsnk bor Lnesssign Dunlap Trocking
" A B A EMVIROMMENTAL [ o ] | Cancel ] Unassign
A 8 A Trucking & Exc. Inc. = Edit Unassign
A-1 Excavating Inc Assian COM-COR CO INC Edit WUnassign
A. LINDBERG & SONMS, |MC. Assign Dunlap Trucking Edit Unassign
A8, HANSON ELECTRIC, INC. Assign Guide Lines Pavement Marking, LLC Edit Unassign
As AT ON NATURAL RESOURCES CONS Assian Kennedy Construction Contractors, LLC Edit Unassign
ABEL LANDSCAPING, |NC. Assign Kuehne Company Edit Unassizn
Aabhe & Svoboda, Inc Assign tACDioersll Construction Corp. Edit WUnassign
ACE B ACKTOD, IMC Bccion DOl Yo CARR, I Edit linassion

Figure 21- Unassign Contractor

Note: If the firm is a Disadvantaged Business Enterprise, DBE,
you must have permission before unassigning the firm. The
system will notify WisDOT staff.

3.5 DBE Commitment Report

The process of submitting the sublet serves as a DBE commitment within the
system. You may view the status of commitment report throughout the life of the
project.

1. From the Project menu, select “DBE Commitment Report.”

Company Employee Project Payment Fringe Benefits

() view by project name () vieiiatiU LT ET ER BRIGE & APPF

Assign Subcontractor

DBE Commitment Report

Project S®pension

@ sort alphabetically O 50
O only DeE [

View Rate Sets
. FUCTION CORMPAN

= Active Projects
= Morth Central

TOMAHAWEK RIVER BRIGE & APPR

Figure 22-Select DBE Commitment Report

2. Review what has been approved, if anything.
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3. Click on the next page symbol to scroll through the screen or select the
printer icon on the gray menu bar to print the report.

Note: This report, like many in the system, will appear in a pop-
up window. Your browser must accept it or it will appear to
“blink” and do nothing more. You may hear a ping if the sound
hasn’t been disabled. You may also see a message about a pop-
up being blocked.

ETERES o Cwia1err |+ [r00% |-

Main Report
Commitment Te Subcontract To DBE

Project :

Contractor :

County :

Letting Date :

Total § Amount of Prime Contract :

Total Federal $ Amount of Prime Contract
Contract Goal :

Subcontractor (Excluding Trucking)

DBE Selection Company Name Qualified Type  Type Of Work Subcontract $ Value Total %
A Mative American ~ Concrete $220,393.00  9.55%
\ Black Traffic Control/Signing 52043360 0.89%
Vv Hispanic Airport Electrical $98.034.40  4.28%
\ Black Woman Landscaping $111.057.00  4.81%
Total DBE § Value A 220.393.00 9.55%
\ 229.505.00 9.94%

Figure 23-DBE Commitment Report Screen

Note: Because the actual DBE Commitment Report is a paper
form, DT1506, serves as the legal record for the project, this
form and its attachments will always be needed. The Bureau
of Project Development maintains these forms on file. The
Equal Rights Officers will compare the form to what is entered
online.

Once the project has been executed, you should no longer
have to submit revised DBE Commitment forms. The system
can generate them as you can see in Figure 22.
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3.6 Current Sublet Becomes DBE Certified

It is entirely possible that during the course of a project, an assigned firm could
become DBE certified. If this should happen, the system will send an e-mail to
the bidding contact. That note would look like this:

Subject: New DBE certified

CERTIFYING AGENCY has recently approved firm XXXXX as a DBE.

Please revise these projects' sublets for this firm so you may receive credit for
the use of a DBE:

project region
XXXX-XX-XXXX YY
XXXX-YY-22ZZ AA
Thank you.
WisDOT UCP

If your firm wished to receive DBE credit for the firm, their assignment would

need to be changed. You may only receive credit if the firm’s work is not
complete.

1. Select the project which needs updating.

2. Select "Assign Contractor” from the Project menu. The Assigning
Subcontractors screen will display (Figure 17).

3. "Edit" the firm's assignment in the Assigned Contractors box on the right.

Available Subcontractor(s)

Assioned subcontractor(s)

Business Type: | Contractor vl

Search: | |

& & & Concrete and Landscaping, Inc. Assign | Advanced Sewer & Water, Inc Edjt Unassign |
A F A ENVIRONMENTAL Assign E American Ornamental Iran, Inc. E& S Unassign
& & & Plumbing of Mitwaukee Assign @ Arbor Green, Inc. Edit Unassign

Figure 24 — Click on Edit Screen

4. The Assignment Info screen should now display a DBE assignment
screen for this firm.

5. Click on "Update."

3/1/2013 Prepared by: Hill Intl. & WisDOT 23
Hill
Hill International



Chapter 3 — Contractor Sublets

Wisconsinlepartment
of Iransportation

| Assignment Info

Assign Company Name American Ornarmental Iron, Inc.
Contractar Or Supplier @ contractor O supplier
Mo, Of Type Of Work

Type of Works Contract Amount

[structures ~|[soera22.47 |@a ov

S061822.47
Update ] [ Cencel ]

& -Indicates race conscious, ¥ - Indicates race neutral

Figure 25 — Add Type of Work/Contact Amount Screen

3.7 Review Bidder’s List

For years, firms have tried to contact one another with faxes and telephone calls
to try to determine who may be interested in helping share the workload for
delivering a particular WisDOT project. Use of this system allows firms to now
use electronic mail to assist in this effort.

1. From the Reports Menu, click “Bidders List” to begin the search.

WisDOT Civil Rights Compliance

Powered by TRS Consultants, Inc.

Whisconsin Bepartoear
af Iranspartation

Company Employee Project Payment Fringe Benefits = Payroll Reporting OCIP  Report  Search

(%) Yiew by Project name () ¥iew by Project 1p DR Bidders List

&vailable Subcontractor(s) IY] Paymen® Related

Payroll Related

@ sort Alphabetically O Sort Start Date

Business Type: | Contractor v|

search | | 0JT Reports

Contractor(s) Contractor(s)

40

Figure 26 — Select Bidder’s List

Home
Campany |:| DBE Status
city r— O DBEs Only
County e all Counties —> @ Both DBEs and Man-DEEs
zip r
Advanced Search Optians [Click to Expand)
Figure 27 — Basic Search for Bidders
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Using this screen, you can search for a particular firm or firms, in a specific
city, county or zip code, as well as identify whether you are seeking a race-
conscious or a race-neutral list of firms.

Advanced Search Options

Business Type [Select One)

O consultant O contractor O Trucker
O supplier O Manufacturer O Other Business Type

wiork. Classifications [Select One or More)

[Jaccounting Services
[Jairport Construction
[asphalt

[Oclearing & Grubbing
[ crash cushions
[JEmployment Services
[JErosian Control

[ Grading

iron work
[vightings signals

[ office supply
[dravement Marking
[Jrailroad Constructian
[ staking

survey

O Trucking

[advertising Services
[l airport Electrical
[Ceridge Painting
Cconcrete

Cculverts
CIenwironmental Services
[CIFencing

[incidental Construction
[Joint sawing

[ #aterial supplier
Cother wiscellaneous
[Jprublic Relations

[ retaining walls

[ steel Erection/Fabrication
[ Traffic Contrals signing
O Turbidity Barriers

D.&ggregates
[Jarchitectural Consultant
[Ceuilding Construction

O consultant

[Jpesign Engineering
[JEquipment Supplier

[ zeatechnical Services
Cinsurance

[Landscaping

[ #aterials sampling/ Testing
[rainting

[CIRailings

[ sewers Utility

O structures

[ Transit service Pravider
[wehicle & Building Maintenance

[wehicle Fuels supply

Figure 28 — Advanced Search for Bidders

Click on “Advanced Search Options” to specifically search for a firm by its
type of work.

Note: If you cannot find a firm you expect to see, call customer
support; see Appendix 1. WisDOT may need to tweak their Work
Classification list. This can be done under Company, on the
main menu, then Company Profile.

Select the categories and/or business type of firms you are interested in
getting in touch with. Click on the small boxes in front of each classification.

Click on “Search.”

3/1/2013 Prepared by: Hill Intl. & WisDOT 25

HIll
Hill International



Chapter 3 — Contractor Sublets

inllepartment
portation

] -} -
ELA e WisDOT Civil Rights Compliance
= Formmred by THE CommBasi, S i
Wser Manual | Lo
Frings Banalits Payrell Reporting OOIP Ripait
Biddeu Liaa
Hoy phirch Loatggacy |apdey FVint
oo
SN I N T
AR L L 53122 Lighting! Signat
T BELEMAP TEL-COud |MC 54380 Lighting/ Signat:
CW ENTERFRISE ELECTESED ; |
15 U COMPART, IME ShiEs Lighting .Ipu-
DEES 3
Men-DEEs o
Ttal Flrma |
| | n n

Figure 29 —Bidders List Search Results

6. You may continue to refine your search criteria if you did not receive the
results you expected. Click on “Search Companies.”

7. You have the options to print the list of firms meeting the criteria or exporting
the data to an Excel spreadsheet file.

Exporting: Change the radio button to save “All” and identify a file type.

.
Opening Registration.csv P

@ You have chosen to epen:

com . Registration.csv

| which is a: Text Document (56.9 KB)

pink.net from: https://app.mylcm.com

™™ || What should Firefox do with this file?

|| @ Openwith | Motepad (default) -

(71 Save File

_com

jlcom 7] Do this automatically for files like this from now on.

o

m

pct_com|

\ v

m [ Mitwaukee 53208 |Accounting Services, .. |

Figure 30 —Select Bidder’s List Export Type

8. To send an e-mail to these firms, click on the e-mail column of text and copy
the values. Paste these into an e-mail note; you may have to add either a
comma or a semi-colon between which firm’s name, depending on your e-
mail system. Consider whether or not you wish to send a note to several
firms at once; if so, check your e-mail system’s documentation on how to
send a Blind Carbon Copy message.
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i,
2] htlps:!ﬂmw.lrscnnsu[l:am:.Enm!le:tWisdnlJ‘Repnrlsmﬁuﬂzpn:t.upx?HidePrnjecllisl‘i'iew:lrue&l]‘idde -Mir_'rnrs:

. Iiigure 3i —C<-)p_y Bidd-ers’ E-mail Addresses

Fle Edt V¥ew [nsert Foemat Took Data AdobePOF GoTo Favortes Help '& St
E1 - & Email
1 o W ¢ | ¢ [
| 1 |Bid Contact Phaone Ernail {3 Wity IIP Work Class
| 2 | ' ST Concrate
K Concrete
| 4 | Concrata
| 5 Concrate
| 6 | Concrate
| 7 | Concrate
| B | Caoncrate
-i Concrete =
| 10} Concrete
l Concrete
| 12 ] Concrete
EE1 Concrete
14| Concrate
[ 15| Concrete
| 16 Concrate
[ 17 | Concrete
| 18 | Concrate
[ 19 Concrete
| 20 | Concrate
A Concrete
22| R Concrate

9. Click on “Home” to return to the CPR Log screen.

3.8 Review DBE UCP Directory

In many cases, viewing the Bidder’s List may answer all of your questions.
However, when a firm is marked “Other Miscellaneous” for Work Classification,
the DBE directory may be very helpful. Do not use the directory if you are only
interested in seeing one firm.

This directory allows any Civil Rights Compliance System user the ability to see
all of the currently-certified firms. You have three choices of how to generate the
list: 1) NAICS-code order, then by firm name, 2) simply by firm name, or 3) by
work performed category.

1. On the main menu UCP, click on “UCP Directory.”
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UCP Directory

Note:
Please allow popups or hold down the <Ctrl> key while clicking the submit button to view the report.
Search Options
Name
Select NAICS Code
|| Remove
To remove selected NAICS Code(s), select NAICS Code and click Remove button.
Company DBE Work Classifications (Click to Expand)
Area(s) capable of providing services or products
[T Morth Central [T southeast
[T Northeast [T southwest
[T Morthwest
Any Region
Additional Criteria
[Twomen Only [ wative American Only
Report Sorted by
@) Company Name @ NAICS Code @ work Classification
[Suomi
Questions?

Figure 32 — Select Criteria

2. Click on “Work Classification” values.

3. Check any of the codes you wish.

4. Select the area(s) capable (regions) for UCP Directory (Figure 32).
The best option is the default, if you want to see everyone.

5. Change the Report Sorted by radio button as appropriate.

6. Click on “Submit”

7. You can navigate with the values in the column on the left or use the
next page icon above the report headings.

Note: If you cannot see this report, your browser isn’t allowing
pop-ups from this trusted site.
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St | [Fne a8 [y ei10f6 |- [100% |-
%E Main Report

Wisconsin UCP Eligibility Directory ~ Year=2012
Search Options

NAICS Code:
Area(s) capable of providing services or products: North Central, Mortheast, Northwest, Southeast, Southwest
DBE Work Classification:

NAICS

Code: 238210

Description: Electrical Contractors

Company Name and Address: Contact Information: Type of work:

Acevedo PC Senices, LLC

8301 S._ 36th Street Enrique Acevedo PC and Network Support Senvices,

Franklin, WI 53132 PRES Installation, Consulting, Repairs, Printer
Phone: and Wireless Metwork Support
Cell Phone:
helpdesk@acevedopcsenvices co
m

Website: www_acevedopcsenvices.com

UCP Partner: Milwaukee County Area of Senvices: Northeast,

Southeast, Southwest
Is Aiport Concessionaire: N
Qualified As: Hispanic[HDBE]

ADAPTIVE ELECTRICAL CONTROLS, INC

18050 Froedtert Drive Joanne Giese ELECTRICAL CONTRACTING (TRAFFIC
Elm Grove, WI 53122 PRES SIGNALS, HIGHWAY, AIRPORT & REST
Phone: AREA LIGHTING & WIRING)
Cell Phane: SPECIALIZING IN HVAC CONTROLS,
adapelect@aol.com BUILDING AUTOMATION SYSTEMS, FIRE

Figure 33- Search Results

3.9 Overall Trucking Schedule

Our DBE office each spring collects lease information between DBE Trucking
companies and their peers. No trucks are to be allowed on the jobsite unless
they appear on this report.

The Overall Trucking Schedule Summary provides a current view of all firms. It
will be obvious if they have not submitted a schedule.

Unlike in the past when we mailed out letters to the firms saying that we
approved their information, we are instead sharing this view of the data with the
larger contracting world.

1. From the UCP Menu, select “Overall Trucking Schedule”.

WisDOT Civil Rights Compliance

Powsred by TRS Canaultants, Inc.

Whisconsin Depart meme
af Iranspurtation

Search ucp

Company Employee  Fringe Benefits = Payroll Reporting Report

Trucking Schedules

@ View by Project Hame O View by Project 1D

Overall Truti;llfing Schedule

)

@ sort slphabetically O Sort Start Date

Figure 34 - Select Overall Trucking Schedule

2. Every DBE firm certified to perform either 484110, General Freight
Trucking, Local or 484220, Specialized Freight (except used goods)
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Trucking, Local will display on the report. Leased truck counts will
only appear if the firm has had its schedule approved.

3. Please note that multiple pages are likely to generate, so you may
need to scroll forward to view on the screen. You can navigate
through the list with the reports toolbar.

Approved WisDOT Trucking Schedules (2013) Mar-13
TRUCKS FOR 100% DBE CREDIT
LEASED
HOME TotaL |TOTALLEASED  lepenit | com. | TotaL | GRAND
REGION | NAME OF FIRM REGIONS OWNED| pBE | NonDBE |TOTAL | FEE% [ rrrony | Ot
SE 3G Trucking, LLC SE 2 0 0 0 0 2
NW A & A TRUCKING AND EXCAVATING INC NC,NE,NW 2 0 0 0 0 2
SE ADAM Enterprises, Inc. SE.SW 2 0 0 0 0 2
NE Carl's Trucking, LLC NE 2 0 0 0 0 2
NC DOLSON, IMNC. NE,SE 1 0 0 0 0 1
Figure 35 — Approved WisDOT Trucking Schedules

Note: Only firms with approved submitted truck schedules

should be assigned to projects.

You may also select earlier years’ information.
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CHAPTER 4 PAYMENT TRACKING

(Admin and Payment Users)
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4.1 Introduction

The Payment Tracking function is designed for contractors to record payments
made to subcontractors irrespective of their tiers and to allow subcontractors to
confirm the payments made by prime contractors to them in a secure web
environment. This chapter outlines the steps needed to be in compliance with
ASP 7.

This function may be used in conjunction with the WisDOT Construction Contract
Payment Viewing System. The Bureau of Project Development has worked with
the contracting industry through the Electronic Bidding and Commerce
workgroup (EBC) to develop a web application for contractors to view payment
information. This Extranet application will allow individuals to view contract level
payment estimate information for all vouchers on let contracts. Subcontractors
will be able to identify if their items of work have been paid.

Once the estimate has been approved, WisDOT’s budget staff are notified they
may issue a check release. When the Department of Administration sends over
the check two days later, an electronic file updates the Civil Rights Compliance
System with the information about the check. By the time the prime receives the
check, the system should be ready to receive its acknowledgement of receipt and
then can accept payments to subcontractors.

Contractors must receive approval from their WisDOT project manager prior to
withholding payment from any of their subcontractors. See the Project Details
(under Project) screen for the contact information.

4.2 Reporting Payments to Subcontractors

WisDOT requires that all payments to subcontractors, at any tier, be recorded in
the application. This will enable all DBE and trucking subcontractors to have the
same protections of prompt payment that first-tier subcontractors enjoy.

To record a payment to a subcontractor:

1. From the project list, click on the project name or id for which a payment
needs to be recorded. The name will turn red and project information will
appear on the screen to the right of the project list.

2. From the Payment menu, select “Payment to Contractor” (Figure 36). This
will open the Contractor Payment Report (Figure 37).
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=F frsmpparTatise

el WisDOT Civil Rights Compliance

d by TRE Conautats, las.

Company Employee Project Payment  Fringe Benefits  Payroll Reporting Report  Search

(5) viewe by prsjoct wame () view by project o | PAyment to Contractor Select “Payment [it_| [ Auto]
Payment Mg to Contractor”™

(ot alphabetically (2 fort start Date
Payment Thread

= Active Projects Payment Import 08E Eincomplete [ submitted ] Rejected [ Accepred [=]Y

- Southeast

Marquette Interchange Traffic
Mitigation for Horth

e Select project
O pesT Wood Judge

O Community Enginearing

= Archived Projects @ con-corcoINC

@ punlap Trucking

@ Guide Lines Pavement darking, LLC
@ kennedy Construction Contractors, LLC
& kughne Company

& The Tandon Tunnel

| | |
Figure 36 - Payment to Contractor Menu

3. Select the contracting firm’s name from the drop-down list for which you are
reporting a payment.

4. Enter the payment details. All fields shaded yellow are mandatory.

Note: The net amount will be calculated as the difference
between the gross amount and the retainage. Do not include
bond amounts in this figure.

The system will tell you the payment amount is invalid if you
enter a “$” or a “,”. You may not record a negative gross amount
and a negative retainage at the same time; enter them as 2
entries with the same check number.

If you are entering a retainage payment, please note the
following. The gross amount may be $0, and the retainage
amount should be negative. On Aeronautics projects, add the
retainage to the gross amount as they are recorded. Negative
reatinages will not be necessary.

5. Select payment type from dropdown list. Progress payment is the default for
this field.

6. Select awarding agency payment reference number from dropdown list. This
should be indicated on the payment contractor received from agency (for
prime contractor) or from prime contractor (for subcontractor). Refer to the
payment log if you are unsure which payment reference number to use.
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If you select an incorrect reference number, the payment may be
incorrectly marked as late. Be sure to select the correct
reference number in order to eliminate this problem; the first
reference number reflects the most recent one. Refer to the
Payment Thread if you are uncertain which reference number to
use. Each entry is dated.

Select the work category from the dropdown list. This category
should best describe the type of work the contractor is being
paid for in this payment.

When trucker and supplier payments cannot easily be tied to a
WisDOT payment, use the reference id ending “ST,” at the top of
the list. This id may not be used for other contractor types. Work
assignments are also reviewed and must include Material
Supplier, Other Miscellaneous, Aggregates, Equipment Supplier,
Turbidity Barriers, or Vehicle Fuel/Supply.

7. If the payment is being made late, select a reason from the dropdown list.

Selecting a late payment reason will be mandatory if more than
10 days have elapsed from receipt of payment to the release of
payments to subcontractors.

You must have written permission from the WisDOT project
manager before deliberately withholding payment.

8. You may include any other comments. Uploading a copy of the check is
discouraged.

9. Click the “Submit” button to complete the payment or “Save as Draft” button
to save and complete later.

Note: You may edit a payment after submitting it, up to the time
the subcontractor confirms it. See Appendix 1 if a payment
needs correcting for any reason.
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Contractor Payment Report

Select subcontractor
from dropdown list

Project Name: Doheny Beach

Contract ID: test123

Project ID: Test

Payment made by Contractor: IDock Builders, LLP 3
Payment made to Contractor: |<-- Select A Contractor --> ZI

Gross Amount: |

Retainage:

Net Amount:

\

Check Number:

Payment Issue Date:

Click on calendar
icons to select dates

=\

Payment Release Date: |

Payment type: IProgress Payment :]
Awarding agency payment Ref No.: |123123123 ;I
Work Category: |<-- Select Work Category -->

Late Reason: |<-- Select Late Reason -->

Select agency
reference number
and work category

Comments Regarding Payment:

f“\“.\

from dropdown lists.
|

Select late reason from
dropdown list if payment
is issued more than 10
days after receipt of
referenced pavment.

Upload Image of the Check [Optional): Browse... I
Click “Submit” to Submit I Reset | Save as Draffl
complete payment

p pay )
report ure 37- Contractor Payment Report

4.3 Confirming Payments

If a contractor or WisDOT has recorded a payment to your f

irm, you will be

notified as soon as you have logged in. The screen will say, “You need to

confirm a payment.”

If you have received this message, click on the relevant project link to confirm
receipt of check from a prime contractor or WisDOT. Follow these steps to

confirm payment.
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s WisDOT Civil Rights Compliance

on et el i

Porverrnd by RS Commmitanta, ins.

Company  Employee Project Payment Fringe Benefits  Payroll Reporting Report  Search

() wiews by Project ame () view by project i (ALY AULILRURSUULIEISUIS o11ic Mitigation for [ Manual Submit

Payment Log
F"d\,"l'l'll."l. ¥ Thread

= Active Projects Payment Import DBE [l incomplete (] submitted [#] Rejected [#] Accepted
= Southeast

| | Autod

() sort Mlphsbetically (%) ort start Date

Marquette Interc hange Traffic
Mitigation for Horth

& The Tandon Tunnel

&+ Archived Projects

Figure 38 - Payment Log Menu

1. You will see these lists of payment information in the payment log (Figure
39):

o Payment By — this contains a log of all payments your firm has
made to its subcontractors

o Payment To — this contains a log of all payments made to your
firm from another contractor or WisDOT

o WisDot Payments to Prime — this appears only if your firm is a
subcontractor on a project

o Payment Draft By — this contains a log of all payments recorded
and saved, but not submitted, to your subcontractors. You may
need it if a reference number is not available.

2. Inthe “Payment To” log, click on “Details” for the payment you wish to
confirm. This will open the Payment Details screen (Figure 40).

Click on
“Details” in the
“Payment To”
list to confirm

pavment

Payment To: SRT Consulting for: WisDOT Project

121352121 Prime 03/24/2004 $122.00 Mot Confirmed (<10) Details

Payment Log
Payment By: SRT Consulting for: WisDOT Project

121as2121 Mo' 426 05/04/2004 $45,000.00 Mot Confirmed (

Payment Draft By: SRT Consulting for: WisDOT Project

121as2121 Mo' 426 05/11/2004 $1,200.00 Draft Details

Figure 39- Payment Log
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Project Mame: CITY E&AU CLAIRE, HASTINGS WAY

Project Mo,/ Contract No.: 1130-00-81

Payment made to Contractor: Chippewa Concrete services, Inc.

Gross Amount: 103,660,165

Retainage: 50,00

Met Armount: 103,651,786

Payment lssue Date: 107 872007

Payment Release Date: 107852007

Payment type: Progress Payment

fAwarding agency payment Ref No.: 20070710027 -A5402203 Please do not
Confirm Status: Mot Confirmed use these
wark Category: features
Late Reaszon:

Comments Regarding Payment:

Upload copy of the check: | |[ Browse..
Upload copy of the check [back side]: | |[ Browse...
Enter date payment
Date Confirmed: | | El was received and
- n .
’ Caonfirm this Payment ] ’ Digpute this Payment ] click “Confirm this
Payment”

Figure 40 - Payment Confirmation

3. If you choose to dispute the payment, see the next section. This will allow
the payment to be changed.

4. Type in the date the check was received or deposited in “Date” field.

Note: It is important that contractors indicate the date that they
received the check as opposed to the date that they are using the
application to confirm the payment.

5. Click the “Confirm this Payment” button to confirm payment and submit.

4.4 Disputing Payments

Many reasons arise for disputing a payment. It may be to the wrong contractor.
The retainage could be incorrect. It could be tied to the wrong reference number.
The net amount could be wrong. The check never arrived. The payer will be
able to alter the payment only if it has not been confirmed.

1. Rather than clicking “Confirm this Payment”, click on “Dispute This
Payment.”
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Payment Report:

Project Mame: CITY EAL CLAIRE, HASTINGS Wby
Project Mo./Contract Mo.: 1190-00-81

Payment made to Contractor: &-1 Excavating Inc.
Gross Amount: $129,384.25
Retainage: £14,962.77

Met Amount: 5114,421.48

Payment [ssue Date: 10f 252007

Payment Release Date: 1071072007

WisDot Payment Release Date: F2BS2007

Payment type: Progress Payment
Awarding agency payrnent Ref Mo.: 20070710027 -A5388307
Confirm Status: Mot Confirmed

Work, Category: Grading

Late Reasan:

Comments Regarding Payment:

Upload copy of the check:
Upload copy of the check [back side]:
Date Confirmed: =

Comments Regarding Dispute:
"Write your comments here”

Date Disputed: 12942005 =

[ Caonfirm this Payment ] [ Save this Payment Dispute ]

Figure 41 — Click on Save this Payment Dispute

Identify your reason in the box.
Click on “Save this Payment Dispute.”

When you dispute a payment, the hiring firm will receive a message that
the payment has been disputed.

4.5 Reviewing Payments

This can be used to review previously-confirmed payments shown in the
Payment Log.

1. From the project list, click on the project name for which you want to review a
payment. The name will turn red and project information will appear on the
screen to the right of the project list.

2. From the payment menu, select Payment Log (Figure 38). You will see three
lists of payment information in the payment log (Figure 39):

o Payment By — this contains a log of all payments your firm has
made to its subcontractors

o Payment To — this contains a log of all payments made to your
firm from another contractor or WisDOT
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o Payment Draft By — this contains a log of all payments recorded
and saved, but not submitted, to your subcontractors

3. Click on “Details” for the payment you wish to review. This will open the
Payment Details screen (Figure 42).

Payment Details:

‘Pro]' ect Name: ‘AERO, Austin Straubel Infl Airport - Phase 2 of the East GA Ramp
‘Pro]' ect No./Contract No.: ‘0705-40-76
‘Payment made to Contractor: ‘PETERS CONCRETE COMPANY
Goss Amount 510310100
Retainage: 5164661
Net At 36104
CheckNunbe A
‘Payment\ssueDate: ‘7[15.’2011
‘Payment Release Date: ‘7[ 1920
DaeRecehed Deoste: st
‘Payment type: ‘Progress Payment
Avarding gy payment e o T ATISI 4
‘Conﬂrm Status: ‘Conﬂrmed
‘Work Category: ‘Misceﬂaﬂeous
‘Late Reason: ‘
‘Comments Regarding Payment: ‘Pay estimate #4
Close

Figure 42 - Payment Report

4. Click on “Delete” for the payment you wish to remove. This will open the
Payment Details screen (Figure 42).

Payment Log
Payment By: Hoffman Construction Company for: CEP Hwy 41, USH 41 & STH 29 Interchange

Ref. No. To Release Date  Net Amount Status Details Delete
03/08/2013 $1,143.00 Not Confirmed |Edit Delete
02/14/2013  |$1,998.00 Confirmead Details
12/13/2012  |$3,270.75 Confirmead Details
01/18/2013 $665.00 Confirmead Details
11/29/2012  |$3,740.62 Confirmad Details
10/26/2012 $12,736.93 Confirmead Details
01/18/2013  |$517.00 Confirmed Details
12f/27/2012 $3,191.18 Confirmead Details
12/14/2012 |$5,539.85 Confirmad Details
11/29/2012 $485.98 Confirmead Details
11/21/2012  |$4,060.56 Confirmed Details
11/08/2012  |$4,371.24 Confirmead Details
11/01/2012  |46,610.54 Confirmead Details
10/18/2012  |$3,737.68 Confirmead Details
10/12/2012 $10,556.20 Confirmead Details
09/28/2012  |$11,383.40 Confirmad Details
12/2] Details
11/2 Click “Delete” Details
[11/1l Sgtailz
03/08/2013  |$1,010.63 Not Confirmed M‘Lagg
03/04/2013  |$990.00 Confirmead Details e
01/21/2013 $12,999.25 Confirmead Details
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Figure 43— Delete Unconfirmed Payment

[ Civil Rights Compliance

Fowarad by TRE Consulants, bne. |
User Manual | Logout

Payment  Fringe Benefits  Payroll Reporting OCIP  Report

o Payment Log
for: Micresoft Internet Explorer E|

Coi 4 Details L
Mot Confirmed Edit Dalste

Mot Confirmed Edit Dalate

Figure 44 — Confirm Payment Deletion

4.6 Unconfirming Payments

If you entered incorrect data and the payment has been confirmed, contact
Customer Support using the Questions? Link at the foot of any page. Identify the
project and payment.

4.7 Uploading Payments

Some firms may find the burden of hand entering all of the payment information
into the system burdensome. In that case, you will want to use this feature to
export from your system or individually key them into a spreadsheet.

Not all of the information needed for recording a payment is contained on this
spreadsheet. You will find a draft payment for each entry which must have the
contractor, reference number, work category, and late reason (if applicable)
entered.

Note: Unless your firm has subcontractors, you will not be able
to use this feature. It cannot be used to record payment receipt.

Ll

WisDOT Civil Rights Compliance

Pouesrad by TS Gonusitants, inz.

Company  Employee Project Payment Fringe Benefits  Payroll Reporting  OCIP  Report

() viewe by Project mame () views by rroject 10 [ ALCIGLEREC IS R UT o0 1h Lo | Manual Submit | [ Auto 5
Payment Log

) sort abphabetically ) sort start nate

Payment Thread 08E [+] Incomplete [£] submitbed [¥] Rejected [¥] Accepted (4] N
n = Active Projects Payment Import
= Southeast i

® Marquette Interchange - Core

Marquette Interchange - Horth
Leg

& Marquette Interchange - South
Leg

# Marquette Interchange - West
Leg
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Figure 45- Select Payment Import

From the Payment menu, select “Payment Import.”
Scroll the Browse button to locate the payment file you have created.
Click on “Submit” to import the file.

WisDOT Civil Rights Compliance

Porwared by TRE Coasuiants, las.

Company  Employes Project Payment  Fringe Benefits Payroll Reporting  OCIP Report

() i by projecs mame () views by prajeet Import Payments
) sort stphabeticaty  C)sort stare ate

|, = Active Prajects Cornpany Name: Payne and Dalan, Inc
=1 Southeast Project Name: Marquette Interchange - Horth Leg
¥ Marquette Interchange - Core

Marquette Interchange - Horth Upload File: s e...
Leg !
[ Marquette Interchange - South
Leg
[# Marquette Interchange - West
Leg
LI o]

Figure 46- Identify Location of Payment Import File

Your file must contain the following fields, in this format, to be successfully
imported.

| Project PaidTo Grose  Retainage Check  lssue Date  Release D Reference Num'Work Category

| 10600575  AMOS | 1477519 73376 102818 10/202006 11/5/72006 20050823002-A Concrete
|1060-05-75  FA06 1126 5625 102821 102002006 11452006 20050523002-4 Steel Fabrication
[108005-75 GULO | 9794145 4897.07 1028220 107202006 11/5/2008 20050823002-4 Utility

| 10600573 MEOT 178130 89065 102823 102072006 11572006 20050823001-A Consulting
110600573 WE36 182146 0 102826 102002006 11572006 200508230014 Traffic ControliSigning

Figure 47- Sample Import Payment File Layout

Note: The column headings must be present, and the file must be
saved as an Excel file (xIs). The Work Categories have a finite list of
options. See the Payment to Contractor screen for options. ltis
permissible to use Other Miscellaneous as WisDOT does.

If the system likes some of the data but not all, the payment will become a draft
payment. This could be true if it doesn’'t have an exact match on the paid To firm
name an invalid reference id or on the rare chance that a firm is assigned twice
by the same firm for the project. It will reject the payment if it cannot find a work
category. All fields must have some values.

If the project id cannot be found, the payment will be rejected.

3/1/2013 Prepared by: Hill Intl. & WisDOT 41
Hill
Hill International



Chapter 4 — Payment Tracking

Wisronsinlepartment
of Iransportation

4.8 Commitments v. Actual Payments Report

When contractors assign subcontractors to a project using the application they
have the option to provide the initial contract amount. Users are able to monitor
the payments to subcontractors against actual payments by generating the
Commitment v. Actual Payment Report. To do this:

1. From the Reports menu, scroll down to “Payment Related” and select
“Commitment v. Actual Payments Report” (Figure 48).

Company Employee  Project

Payment | Frinoe Bonofitc_|_Dawra i OCIP  Report Search

Select “Commitments | [T EE 1
v. Actual Payments

Report” from Reports

menu

@ View by Project Hame O View by Project 1D

gl Pavment Related Commjitment v. Payment Report |
{
!

@ sort alphabetically O Sort Start Date

Payroll Related >

=l Active Projects
I= Southeast

OJT Reports >

Maranotto Intarcbanca - Corg

Figure 48 - Commitments v. Actual Payments Report Menu

2. The commitments v. actual payments report selection screen will open
(Figure 49). On this screen, select the following to customize the output of
the report:

¢ Region - Select from the dropdown list.
e Project Name — Select from the dropdown list.

e Period — period during which you want to view actual payments. The
default dates are start of the project and the current date.

e Select Contractors — select the contractors whose payments you want to
monitor.

e Select Payments — choose to view all payments, confirmed payments or
non-confirmed payments only.

¢ Add Optional Columns — this allows you to add one or more additional
columns of information to the report.
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Commitment v. Actual Payments Report

Region: | <= All Regiong - V|

Project: | V|

Period: From | 10/4/2005 | T 7o 67172008 | B
Select Contractors: ® all Contractors

(O DBE Contractors Only
(2 Mon-DBE Contractars Only

Select Payments: @ all Payments
O Cconfirmed Payments Only
O Non-Canfirmed Payments Only

Add Optional Columns: [Jvendor 1D
O Location

Figure 49 - Commitments v. Actual Payments Report Selection Screen

After selecting the report criteria, click “Submit” to generate the report.

After viewing the report, click “Print” to print or close the window to close the
report.

4.9 Unconfirmed Payments

This report which is meant to help all “primes” ensure their subcontractors are
confirming payments. If the firm is lower than a first-tier subcontractor and does
not have a DBE firm lower in its chain, any unacknowledged payments can be
ignored. You may want to make this report available at project meetings.

1. From the Report Menu, scroll down to Payment Related and select
“Unconfirmed Payment Report.”

WisDOT Civil Rights Compliance

Powesrad by TRS Consultants, Inc. |
Home | User Manual | Logout
ocIp

(3) viewr by Project Hame () View by Project In Waral —
p

(3 sort Alphabetically ) sort start pate
Unconfirmed Payment Report
TTOTTITETTE

R

Payro
[ only DBE [l incomplete [] Submitted [4] Re .

Figure 50 — Select Unconfirmed Payment Report Screen

2. The Unconfirmed Payment Report Screen will appear (Figure 51). On this
screen, select the following to customize the output of the report:

o Region — Select from the dropdown list. This alphabetizes the project
list.
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e Project Name — Select from the dropdown list. You can see all
projects for region as well.

o Period — period during which you want to view actual payments. The
default dates are start of the project and the current date.

3. After selecting the report criteria, click “Submit” to generate the report.

Unconfirmed Payment Report

Project Option: @ Region/Project () Mega Projects
Region: < All Regions —= =
Project Order By: @ Project Name  ©) Project ID
Project: AERO, Austin Straubel Int1 Airport - Phase 2 of the East GA (0705-40-76) v
Period: From 5/1/2011 T 1o 112712012 ]
Arimrbinned

Figure 51 — Unconfirmed Payment Criteria Screen

4. After viewing the report, click “Print” to print or close the window to close

the report.
Region: All Regions Period:  08/10:2007 - 0172872008
Project: CITY EAU CLAIRE, HASTINGS WAy (1190-00-81)
Region: Morthwest
ProjectiD: 11490-00-81

Project Name: CITY EAU CLAIRE, HASTINGS WAy
Project Cost: 4,162,894 57

Payment By Company Payment To Company Met Amount IssueDate Disputed

WisDOT Chippewa Concrete Services, Inc. 408,000.00 10/052007 N
(Prime)

WisDOT Chippewa Concrete Services, Inc. 103,651.78 10/08i2007 I
(Prime)

Chippewa Cancrete Services, Inc. (Prime)  MEGA RENTALS, INC. (DBE) 5,691,560 09 22007 M

Chippewa Cancrete Services, Inc. (Prime)  MEGA RENTALS, INC. (DBE) 1098372 10022007 M

Chippewa Concrete Services, Inc. (Prime)  A-1 Excavating Inc. 2,825.00 081 272007 I

Chippewa Concrete Services, Inc. (Prime) A1 Excavating Inc. 114,421.48 10022007 M

Figure 52 — Unconfirmed Payment Report
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APPENDIX 1  CUSTOMER SUPPORT

Questions

Paul Ndon will be available as support to you with any questions you may have
getting started, entering payroll, or reporting payment information. You may
contact him via phone (414) 438-4584 or e-mail (paul.ndon@dot.wi.gov).

If sending an e-mail, please be sure to include the following information in
addition to your question.
o Project Name

o Company Name

Forgotten User Names or Passwords

If you forget your user name or password, please call Paul Ndon to extract or
update your firm's log in credentials.

Timing Out

For security purposes, the application will log you out after 20 minutes idle time.
If you receive an error message after leaving the application unattended for a
while, try logging out and logging back in to the application. If an error persists,
refer to the following section for how to report errors.

Reporting Errors

If you encounter an error while using the system and in reviewing your steps
believe that you have done everything correctly, please follow the steps below.
A sample error screen follows.

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkkkkhkhkkkkkkkkkkkhkkkkkkkkhkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkkkkkx

Server Error in '/WISDOT' Application.

Input string was not in a correct format.

Description: An unhandled exception occurred during the execution of the current web request.
Please review the stack trace for more information about the error and where it originated in the code.

Exception Details: System.FormatException: Input string was not in a correct format.

Source Error:
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An unhandled exception was generated during the execution of the current web request.
Information regarding the origin and location of the exception can be identified using the
exception stack trace below.

Stack Trace:

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkhkkkhkkkkkkkhkhkkkkkhhkkkkkkhkhkhkkkkkkhkkkkkkkkkkkkkkkkkkkkkkkkkk

This screen contains one key line. That is the text above “Description.” In this
case, “Input string was not in a correct format.” This means a date might not
be in date format or a dollar amount has incorrect punctuation like a comma
or a period without a following digit.

Other error messages are generally in red text or in a display box. Hopefully
they will be self-explanatory.
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