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WisDOT Contract Administration and Reporting System

Introduction

The Contract Administration and Reporting System (CARS) is used to manage and support WisDOT contracts. The system is currently used to manage
contracts, including the following processes:

e Invoicing e Evaluations

CARS is managed and supported by Consultant Services, which is part of the Division of Transportation System Development (DTSD) Bureau of Project
Development (BPD).

For technical assistance, contact:

o CARS support Team WisDOTCARS@dot.wi.gov.
e Sharon Bremser - State Consultant Services Supervisor sharon.bremser@dot.wi.gov 608-266-2375

Document Conventions

The instructions distinguish between “WisDOT” functions and “Consultants” functions by using these terms in the title of the description or
instructions. For example, the content in WisDOT: Dashboards differs from that in Consultants: Dashboards. If a section does not specify one of these
user types, then it applies to both types.

The terms “vendor” and “consultant” both refer to firms who contract with WisDOT. They are used interchangeably in this document.

Prime contracts, subcontracts and amendments are collectively referred to as “contracts” in this manual, but they are not equal in CARS. Each type of
contract is handled differently in the system.

Paths (a sequence of menu and page links) to particular pages are marked as “Path:” and start with the main menu. Elements in the path are
separated by an arrow (—). There may be more than one possible path to a particular page, but only one is noted.

Some images are condensed to show the relevant parts of a page in the confines of the printed page while maintaining legibility. Portions of the actual
page may be cut out or cut off, and large blank may be condensed so the field in the image appears much smaller than it is in CARS. Sections of the
page may be collapsed, which hides some of the content. The page may be narrowed, which can cause the control buttons at the top of the page to
display in more than one row. The Help Desk contact number, and the date and time that always appear at the bottom of the actual page are rarely
shown.

Instruction steps include fields that are required in the system and fields that trigger system actions. Be sure to enter all data as required by your
region or bureau.
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System Requirements

System requirements for CARS are found in Appendix 1: System Requirements and Compatibility Settings. This appendix also describes compatibility
settings for Internet Explorer, which can affect the appearance and function of CARS pages.

Getting Access

Basic access control is managed through the Consultant Services Section (CSS) of BPD. A completed CARS Access Request is needed for the following
cases:

e All WisDOT employees

e WisDOT employees who need Regional Administrator access - These administrators manage groups of contracts assigned to management
consultants and assign management consultant roles.

e Consultants who need Vendor Administrator access - These administrators can add and delete staff members for the firm and manage all of
these staff members’ access to the firm’s data.

e Consultants who need Management Consultant access - These administrators can access specific contract, evaluation or invoice data as
determined by their Regional Administrator. They can also access DOT data lists and search tools. Management Consultants cannot have the
Regional Administrator roles.

Access to CARS requires a valid Web Access Management System (WAMS) ID.
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Obtain a WAMS ID

You should never share your WAMS ID or password with anyone. WAMS IDs identify the user who completed a transaction in CARS.

The process for obtaining a WAMS ID requires a valid email address. To obtain a WAMS ID, use the following steps.

1.

2.
3.
4

Go to the CARS log in page at https://trust.dot.state.wi.us/cars/

Click Register for a Wisconsin User ID.

Read the instructions and terms, and click Accept at the bottom of the page.
Complete the self-registration information. The following information is required:

a. Firstname
Last name
c. Email address.
=  Only one WAMS ID is allowed per email address.
=  Your email address is used in CARS to send notifications. You can change this address in your CARS profile. See WisDOT: User Profiles
on page 50 or Consultants: User Profiles on page 61.
d. User ID requested for CARS (5 character minimum)
e. Password for CARS (7 character minimum)
f. Secret question for account recovery
g. Answer to the secret question for account recovery
Click Submit.

The system will send an automated email to the address you provided. Open the email and click the enclosed link. You must complete
registration within the time period specified.

A new Internet Explorer window opens. Enter your WAMS ID and password, and then click Login.

The system opens a page confirming that your account is created and activated.

Click Logout.
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Complete the CARS Request for Access Form

The DT1522 - CARS Request for Access form is included in Appendix 2: CARS Access Request Form. It is also available online from the CARS page
(http://wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/contracts/cars.aspx). To complete the form, you must have a valid WAMS ID.

1. (Optional) Click Save a copy Ia on the toolbar to save the form to a convenient location on your computer.

2. (Optional) Open the saved version on your computer.

3. Select the type of access needed in the Access Request Type box. Access is described in Appendix 3: WISDOT Roles and Actions in CARS
and Appendix 4: Vendor Roles and Actions in CARS.

4. Complete the information in Section A.

WisDOT only: Select the permissions needed.

6. Click Save.

continued on next page

b
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Complete the CARS Request for Access Form - continued

7. Click Submit to automatically email the form to the WisDOT CARS Security Administrators. Adobe Acrobat will open a message box asking you
to indicate which type of email service you use.

Select Email Client x|

Please indicate the option which best describes how you send
mail.

+ Desktop Email Application
Choose this option if you currently use an email application such
as Microsoft Qutlock, Eudora, or Mail.

" Internet Email
Cheose this optien if you currently use an Internet email service
such as Yaheo or Microsoft Hotmail, You will then need to save

your form and return it manually to WisDOTCARS@dot.wi.gov
using your Internet email service.

[~ Don't show again

QK I Cancel |

a. If you select Desktop Email Application, Acrobat creates and opens an email with the completed CARS Access Request form attached.
Send the email as-is, or you can edit the message before you send it.
If your email application is not running and you are not logged in, you will be prompted to open the application and sign in. Acrobat then
creates the new message as described.

b. If you select Internet Email, open your email account and create a new email to WisDOTCARS@dot.wi.gov. Include the completed form as
an attachment.

Access requests are typically completed within 5 working days. You will receive email confirmation when access has been granted.
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Security

Roles and Actions in CARS

Access to data in CARS is based on security roles assigned to the user by a security administrator. A role is a set of actions that a user performs to fulfill
a job function. An action, such as manage or view, applies to a specific type of object, such as a prime contract, subcontract or an invoice. Roles in
CARS are either vendor roles or DOT roles. A user can never have a mix of vendor roles and DOT roles.

Two different roles may have one or more actions in common. For example, many of the vendor roles contain the action View Contract.

WisDOT Roles

The CARS Administrator (WisDOTCARS@dot.wi.gov) and WisDOT Regional Administrators assign access for WisDOT staff members. See Appendix 3:
WisDOT Roles and Actions in CARS on page 149 for current lists of WisDOT roles and actions.

Management Consultants

CARS Administrators assign access for Management Consultants. See Appendix 5: Regional Administrator Instructions on page 156 for Regional
Administrator instructions.

Consultant Roles

Vendor Administrators assign access for the staff members at their firms. See Appendix 6: Vendor Administration Instructions on page 164 for Vendor
Administrator instructions. See Appendix 4: Vendor Roles and Actions in CARS on page 153 for current lists of vendor roles and actions.

A user may be assigned more than one role, as determined by your firm or department administrator. For example, a staff member who submits
invoices for contracts and reads evaluations may be granted both Invoice Submitter and View Evaluations roles.

The authority granted by roles is cumulative. For example, a consultant staff member who belongs to a group that can view evaluations for every
prime contract in a region can also be granted access to view invoices for a specific individual prime contract in that group.
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Log In to CARS
1. Navigate to the Log In page for CARS:

Production: https://trust.dot.state.wi

.us/cars/

2. Enter your test WAMS ID in the User
ID field.

3. Enter your test WAMS password in
the Password field.

4. Click Login.

WISCONSIN DEPARTMENT OF TRANSPORTATION
Hnin'g Husiness

User ID:

WA s Password: | 5
WEB ACCESS :
HANAGEMENT SYSTEM 4 [Esi]

Register for a Wisconsin User ID.
Edit vour Profile.
Change vour password.
Forgot vour password.

Stat and Federal laws. Sy using this system you expressly consent to all such auditing, inspection 2nd disclosure. Only softwars
=pproved,
State of W
and federal laws, and may slso resull in disciplinary action whers appropriste.

¥ou are sccessing the Stabe of Wisconsin Local/'Wide ares nebwork. This system is for authorized users only. All =guipment, syste=ms,
services, and software conneched to this network are intended only for the official business use of the State of Wisconsin. The State of
Wisconsin rezerves the right to audit, inspect and dizclose all transactions and data s=nt over this medium in a manner consistent with

nad far virus, and livensed for State of Wisconsin use will be permittad on this network. &ny illegal or cnasthorized uss of
isconsin equipment, systems, serviczs, or softwars By amy person(z) may B2 sulject to civil or criminal prosecution undes state

WAMS Home
Please don't bookmark this page.
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Linking to the CARS Log In Page
(Bookmarking)

You can create a permanent link to the CARS
Log In page. However, simply bookmarking
the page without editing the link will not
work. Use the following steps to bookmark
the page.
1. Navigate to the CARS Log In page:
https://trust.dot.state.wi.us/cars/

Be sure to user lower case “cars” or
the connection will fail.

Notice that the link shown in the
address bar changes.

2. Click Favorites % . Internet Explorer
opens the Favorites Center.

2 Wisconsin Department of Transportation - Internet Explorer #lil

+3 b Wisconsin Department of Tra... * |{|'.U\ =S

@\‘_‘/ . https://tr

oy

it state,wi,us /nidp idff)

[Ty State of Wisconsin
{\‘.J Department of Transportation

Password: |

WEB ACCESS

MANAGEMENT SYSTEM Ton

Register for a Wisconsin User ID.
Edit vour Profile.

Change vour password.
Forgot vour password.

¥ou arm accmssing the State of Wiscansin Local/Wids area netwark. This systam is for authorized users only. A1l =quipmert, systams, s=rvices,
2nd softwars connectad to this netwark are intended ooly far the official business vse of the State of Wisconsin, The Stats of Wisconsin reserees
the right t audit, inspect 2nd Sisdlesz all transactions and data sert over this medium in & manner censistant with State 2nd Federal laws. By
uszing this system you sxzressly conzen I'zuch auditing, insz=ction ard discizsurs. Only s=ftwars sppraved, scanmed far virus, and licene=d
for State of Wisszrsin uss will B= perm = thiz metwark. Ay ill=gal =r unsuthorized uss of State of Wisconsin =guipment, systams, s=rvices,
or saftwars by amy perssn(z) may b= zubject tz civil or criminal Frosscution wnder state and federal lsws, 208 may slss result in dissiplinary
acticn whers 2pprogriate.

JAME Home
Pleass don't buokmark this page.

£
(1=
Tl
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https://trust.dot.state.wi.us/CARS/

Linking to the CARS Log In Page
(Bookmarking) - continued

3.

Click Add to favorites to bookmark
the page

-OR-

Click the Add to favorites arrow to see
more options.

In your Favorites list, locate the new
bookmark. The default name for the
bookmark is “Wisconsin Department
of Transportation”.

Right-click the new bookmark in the
list, and then click Properties. Internet
Explorer opens the bookmark’s
property sheet.

“ %ﬂ
Favorites I Feeds I History |

B Favorites Bar Add to favorites. .. Ctrl+D

 CARS Add to Favorites bar

. M5 Add current tabs to favorites...
{ Tickets and Help jf Import and export...

. XML

| \WisDOT Crganize favorites. ..

. Web and Print Authoring
. Web Conferencing

[

Turn on Suggested Sites. .. I

A JRT=TES

LA, Wisconsin Department of Tra... | | <05 ke fol
Add to favorites | Vl
Favorites I Feeds I History |
a TrackStar ;I
& sare orline
& 511wt

e nor tation

Open

Open in new tab

T Add to Favorites bar
. ¥l Create new folder —
|y Sort by name

W Print

W ot
a C  Copy Sheets
AFi Delete nt Programming System {FIIPS)
Wl Rename encydopedia =l

t Turn on Suggested Sites. .. |

@ Log In to CARS — Linking to the CARS Log In Page (Bookmarking)
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Linking to the CARS Log In Page
(Bookmarking) - continued

6. On the Web Document tab in the URL
field, find the end of the URL and
backspace to delete the text until the
URL reads
“https://trust.dot.state.wi.us/”.

7. Type “cars/” on the end of the URL.

Click OK.

9. Test your bookmark by clicking the link
in your Favorites and logging in to
CARS to make sure the link connects

properly.

®

=
"General Web Document |Secunty| Details I Previous Versions I
B
Eb Wisconsin Department of Transportation
E:{L; I p/fidff fsso7id =5&sid=0&option =credential &sid=0
Shortcut key:  [None
Visits: Unkcriown
Change lcon... |
ok | caned | appn |
T

"General Web Document |Security I Details I Previous Versions I

&
Eb Wisconsin Department of Transportation

E%L; I https: {jtrust.dot. state.wi.us cars/

Shortcut key:  [None

Visits: Unkcriown

Change lcon... |

BY ok | cace | o

@ Log In to CARS — Linking to the CARS Log In Page (Bookmarking)
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Change WAMS Password

Begin the process of changing your password by
accessing the log in page for CARS.

Production: https://trust.dot.state.wi.us/cars/

Training: https://acceptance.dot.state.wi.us/cars/ m UserID: |
Password:l

1. Click Change your password. The Profile €8 ACCESS
Management Log In page opens. HANAGEMENT SYSTEM Togin

Eegister for a Wisconsin User ID.
Edit vour Profile.

ll Change vour password. |
Forgot vour password.

You are sccessing the Stabe of Wisconsin Local/Wid=s arza network. This system is for authorized users only. All eguipment, systems, services,
and software connected to this network are int=nded caly for the official business use of the State of Wisconsin, The State of Wisconsin ressrves
the right to swdit, inspect and disdos= all transactions and data sent ower this medium in a manner consistent with State and Federal laws. By
using This system you expressly consent To all such auditing. insgpection and disclosur=. Only softwars approved. scanned for virus, and licensed
for State of Wisconsin us= will be permi this network. &ny illegal or unautheorized use of State of Wisconsin eguipment, systems, services,
or software by any person(=)] may be subject to civil or criminal prosecution under stabe and f=deral laws, and may slso result in disciplinary
action where appropriate.

JAME Home
Please don't beokmark this page.
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Change WAMS Password - continued

2. Enter your WAMS ID in the User ID field. Q \)(/ISCONSH\I GO\/
3. Enter your current password in the .

Pa;sworsi field. ' mz User ID- | |
4. Click Login. The Profile Management page AP assord | |

opens with your WAMS ID information . X ™ F
shown.
. . . Forgot vour password? Is vour account locked?
5. Inthe Account Information section, click Request 3 Wisconsin User ID and Password.
Change Password. The Change Password
page 0 pe ns. You ar= about to acces=s = State of Wisconsic compuber sy=tem. This iz = restricted computes system for suthorized users only. Al

=quipment, systems, services, and software connected to this system are intended only for officisl business use of the Stats of Wisconsin,
2nd may sontsin U.S. Governmant information. All data contsined on this system is own=d by the State of Wisconsin. The Stat= of
Wizzamsin reserves the right to sudit, meniter, record and/er disciese all trarsactizns and dats s=nt over this system in 2 manner

i d federal law. Use of this system By any user, authorized or unauthorized, constitutes consent to monitoring,
ng, or cepturing and iz = of dats and iens by suthorized p =l. Only z=ftwars and/or hardware
. sz2nned, and licensed for State of Wisconsin use is permitted on this system. Any ill=gal, unsutharized uss or medification of
the Stats of Wisconsin dats, =quipment, systems, services, or softwars by any person(s) is profibited 2nd may 2= subject to civil or
criminzl prosscution under stats and/or f2derel l2ws

WAMS Home Wi in Portal Home
Please don't bookmark this page.

@\XASCONSNGO

Logout Help FAG

Profile Management
* Indicates Required Field

Profile Information

First Name [Pat
Middle Initial
Last Name \User

Suffix . 2. JR SR, L1

»111111111f5‘”331111lfbay-@e}f111111111}25'35’#'3“&3@59“9“”114 PPV YYYYYIY.

Account Information

“our User ID must be between 5-20 characters and CAN be a combination of letters
and numbers. User IDs are case sensitive.

User ID [patuser
Password EChan & Password

PP P PP PPPPIFTFFFFFFFFFFFFFFFFIFFFFFFFFFFFFFFFFFFF PP 00000000

Enter your password to authorize change(s)

Password ‘
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Change WAMS Password - continued

6. Enter your current password in the
Current Password field. @ \X/| SCONS | N GO\/

7. Enter a new password in the New Logout Help FAQ

Password field. The new password must Profile Management
meet the requirements stated in the _ndcetes Requred Fled
. Profile Information
paragraph above the fields.
L First Name [Pat
8. Enter the new password again in the Re- Middle Tnitial |
enter New Password field. LastName  [User
. . uffix ag. =L
9. Click Submit. Sutte [ ea- i
. YV 4_5'_"‘_‘J’_l_1_1_1_1_lpE)-P‘EP_1_1_1_1_1_1_1_1_1_1_‘1i@'_y_iﬂ'_’ﬂ‘_ep!_"ﬁfr"jﬂ’fy_l_lj PPPPPPPIPIIPIIS
10. If your new password meets the given RECTCRTINETaton
requ ireme nts, WAMS Profile Your User ID must be between 5-20 characters and CAN be a combination of letters
X and numbers. User IDs are case sensitive.
Management displays a message User ID [patuser
f- . th t d Password EChan & Password
confirming that your password was PP PP PP P VI FTFITIFTIFFFIITITFFFITFITFFFTFTFITFFFTF 0P 4020022000000
successfully Cha nged. Enter your password to authorize change(s)
Password |

a. Click Logout to exit.
-OR- Submit |

b. Click Continue to return to the Profile
Management page.

WisconsiNGov

Bl ooout e Fao
Profile Management

Your password has been changed.

b Continue

For assistance send an e-mail to Help Wisconsin Support
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WisDOT: Create User Profile

The Update Login Information page opens the first
time DOT users log in to CARS. Normally, CARS opens
the Dashboard page. You can create a profile and then
edit it later. Currently, you must simply select a
primary region. Please select the region or bureau
from which you are paid. It is recommended that you
also enter a phone number.

1. Select the primary region or bureau for which
you work in the Regions field.

2. Optional: Enter your work phone number in
the Phone Number field.

3. Click Next. CARS opens your Dashboard page.

WisDOT: Update Login Information
CARS opens the Update Login Information page for

-
T

State of Wisconsin

] ,
{" I j Department of Transportation

S
Log Off

OHARS - (Gantract dwiiotration & Repanting Syoten

IAUSER Project, Contract or Master Contract:

Search |

Update Login Information

*Indicates required field

ggions: ] Eone Number |

[ze0 | [(e0s) zee-2515 |

E’ Next

returning CARS users who have not entered a phone { ) Danartment of Transoortation
) ) .L.IJ epartmer ansportati
number. A phone number is not required. Log OFF
1. Optional: Enter your work phone number in CHABS - (rutract Admiviotation & Reparting Syaten
the Phone Number field. If you choose not to o
enter a phone number, CARS will prompt you IAUSER Project, Contract or Master Contract: lﬂl
to enter one each time you log in. _ )
2. Click Next. CARS opens your Dashboard page. Update Login Information
*Indicates required field
Phone Number
| |
b
< >
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Consultants: CARS Vendor Selection Page

Consultants who have access to more than one
firm’s records will see the CARS Vendor Selection
page after logging in to CARS. Each firm name is a
link to the user’s dashboard for that firm.

e Click the link for the firm in which you are
going to work.

WISCONSIN DEPARTMENT OF TRANSPORTATION

loing Business ACPT

CARS - (Coutract Administration & Deporting System

CARS Vendor Selection

Vendors
* Please select the vendor

BC Waterways
BC Enterprises
BC Landscaping
BC Paving

Direct questions to the WisDOT Computer Help Desk 1-800-362-3050 Monday, Jun 23, 2014 12:25:59 PN

@ Change WAMS Password — Consultants: CARS Vendor Selection Page
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Navigation

Main Menus

The CARS main menu varies by your permissions. You will not necessarily have all of the commands that are described for each of the menu types.
WisDOT users, Regional Administrators and Management Consultants will see WisDOT main menus. Consultants will see consultant main menus.

WisDOT Main Menus
',":':‘: State of Wisconsin
{\:'._') Department of Transportation
Home Master Group Vendors Solicitations DT25 Search Reports Security Profile Log OFF
CHRBS - (Cantract Admisistration & Reparting System
Menu Iltem Purpose Menu Iltem Purpose
Home Returns to your Dashboard page from any page in CARS Search Lists tools for items that can be searched, such as
contracts, vendors and invoices
Master Administrator tools for adding and finding master Reports Links to the SAP Business Object reports
Group groups
Vendors Tools for finding and managing vendors Security Tools for assigning WisDOT user security access; visible
only to Regional Administrators
Solicitations | Tool for finding solicitations Profile Opens the User Profile page for user information
management
DT25 Tools for adding and finding DT25 records Log Off Logs the user off CARS
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Consultant Main Menus

) State of Wisconsin

(i )
= Department of Transportation

Home Search Security Profile Log OfFf

CARS - (Goatract Adwinistration & Reparting Syotem

Menu ltem Purpose Menu Item Purpose
Home Returns to your Dashboard page from any page in CARS Profile Opens the User Profile page
Search Lists tools for items that can be searched, such as Log Off Logs the user off CARS
invoices
Security Visible only to Vendor Administrators for managing
access

@ Navigation — Main Menus
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Contract and Work Order Identifiers on Dashboards and in Security Lists

Contract identifiers may have multiple components that help you choose a specific contract when similarly named projects are listed on certain pages,
such as dashboards or. The identifiers are displayed in a specific order and are separated by colons in the order:

Place | Identifier Format Example

1 State project ID 8 digits in 3 sets separated by hyphens 9999-99-99

2 Master contract number “M” followed by 8 digits M00000000

3 Work order number Whole number 278

4 Contract number 10 digit number 1400006343

5 Approval date MM/DD/CCYY 04/01/2012

6 Amendment Number (amendment Whole number 21
subcontracts)

Where one or more of the identifiers is not applicable or available, it is skipped in the result. The image below shows an example of contracts a security
list. The place listed in the table above is shown on the top row, and a color is applied. The search results are marked in color by identifier type. Notice
that project IDs are not always the first identifier shown.

1 2 3= 5
3555-08-77 : M3555&877 ;1 1400006343 : 05/01/2014
5555-959-88 : 1400006344 : 050172014

TIP7-77-77 : 1400005311

M5535687T : 1400006343

1008-35-01 : 324120005 : 06/06/2012

Prime contracts, subcontracts and amendment subcontracts may have all of the first five identifiers. There is an additional number on the end when a
single prime contract or work order has multiple amendment subcontracts assigned to one subcontractor. The amendment subcontracts are listed in the
amendment subconsultant’s security list only when the firm has a cost line on the amendment.

Note: Security administrators must assign security roles for every amendment subcontract to each appropriate user in order for invoice
costs to be applied correctly. If your firm has a new approved amendment subcontract, you must update the security access before
the funds can be properly applied to your invoice.
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The images below show examples of amendment subcontracts assigned to the same subcontractor as listed on both the dashboard and on the Edit/New
Amendment Subcontract page available to security administrators. Colors are applied to the parts of the identifiers for emphasis.

~ Amendment SubContracts

Project ID Prime Vendor

| |
Filter |

&1 items found, displaying 31 to 40.

Manage Amendment SubContracts

Vendor Name:
Staff Member:

Dashboard

D
[EirstPrevi1 2, 2. 4,2, & 7 [NextLast Note: Selecting "All Active Contracts™ will assign below selected rofes in all active contracts to this staff member.
Conftract Type Select All Active Contracts [
Amendment SubContracts *
1200-01-04 : 1024101200 - 04726/2011 : Regular 1200-01-04 : 1024101200 : 04/26/2011 : ]
1300-03-04 : HOGSSEGRN: 3 : 605103071 : oarz7/szo1d : [~
1300-03-04 - MOE953071 : 3 : 605103071 : D&i27/2010 :[T] Work Order
Dashboard Edit/New Amendment Subcontract Page
- Amendment SubContracts
Project ID Prime Vendor Manage Amendment SubContracts
| | Vendor Name:
Staff Member:
Filter | MNote: Selecting "All Active Contracts” will assign below selected roles in all active contracis to this staff member.
11 items found, displaying 1 to 10 [FirstiPrev] 1, 2 [Next/Lasi] Select All Active Contracts [ ]
LContract Type Amendment SubContracts *
0000-00-11 : 1400016329 : 11/01/2015 : |2 [+ ]
— 0000-00-11 : 1400016329 : 11/01/2015 : |3
0000-00-11 - 1400016329 - 11/01,/2015 -2 Regular
0000-00-11 - 1400016328 - 11/01/2015 :|3 Regular

Edit/New Amendment Subcontract Page

@ Navigation — Main Menus
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Search Tools

Search Field

CARS provides a search field to locate a specific project, contract or master contract, currently for prime contracts only. The search field Prime Project,
Contract or Master Contract is in the upper right-hand corner of most CARS pages. If CARS finds more than one match, the system displays a table of
search results. If you have the appropriate access to the record, search results table will contain links to the contracts and invoices. If CARS finds only
one match and you have appropriate security role, CARS opens the appropriate contract page.

Prime Project, Contract or Master Contract; |:r.-:I 6971007 " |

Note: Search terms for projects and contracts must include the entire project or contract ID. “Wild card” characters such as the
asterisk (*) are not supported. Hyphens are not needed in project IDs.

Search Menus
Use the search menu functions to locate records quickly. Available search functions include contracts, invoices and vendors (DOT only).
DT25 Search Reports WisDOT Consultant Ry Siote of Wisconsin
Contracts Contracts Contracts i # Department of

Vendors Vendors Invoices

Contracts

Invoice Invoices

Invoice

If CARS finds more than one match, the system displays a table of search results. If CARS finds only one match, the system opens the appropriate
contract or project page. If you have appropriate access to the record, search results table will contain links to the contracts and invoices. If CARS finds
only one match and you have appropriate security role, CARS opens the appropriate contract page.

Search results are limited to the first 100 matching records in order to maintain performance standards. If the record you need does not appear in the
search results, review your search criteria. You may also need to adjust or add to the search criteria in order to limit the results.
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WisDOT: Search Menu Functions
WisDOT users have 3 search functions:

e Contracts (page 26)
e Vendors (page 31)
e Invoice (page 31)

To complete any search function, enter the
search criteria as described in the sections below
and click Search.

No fields are required; leave any field blank or at
“-Select-” to ignore that parameter.

Search Contracts
Path: Search — Contracts

e Project ID: Uses the autocomplete
feature to list the first 10 matching
project IDs. As you type more digits, CARS
updates the list of matching projects.

e Vendor Type: Select the Prime, Sub or All
buttons. Prime is the default.

e Vendor: Uses the autocomplete feature
to list matching consultant firm names. As
you type more characters, CARS updates
the list of matching consultants.

e Status: Select the contract status. The
selection choices are:

= Active

= Cancelled
= Complete
= Selection
= Solicitation

Search Contracts

Contract Criteria Search

Project ID Contract Number
From Date: To Date:
Vendor Type: ® Prime O Sub O Al Date Type |
-Select- s
Vendor I
I Master Contract Id
Status |
Work Order:
Program Code
Purchase Order
Selection Type
| -Select-
Solicitation Id
Project Manager
Limits
Consultant Contact:
Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *
|-select-

Search Clear

@ Search Tools — WisDOT: Search Menu Functions
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WisDOT: Search Contracts - continued

Type: Select the contract type as Master

or Regular. “Master” returns only master
contract records.

Highway: Enter all or part of the highway
name. You may use wild cards (*) as
character placeholders in this search field.
Contract Function: Select from over 100
function designations

County: Select the county name from the
list. Multi-county projects use “Various” in
the County field.

Region/Bureau: Select the WisDOT region or
bureau responsible for the contract by its
abbreviation.

Contract Number: Enter the exact CARS
contract number.

Master Contract Id: Enter the exact master
contract number formatted as “M” followed
by eight digits. Do not use hyphens. Work
order number is not required.

Work Order: Enter the exact work order
number. Master Contract ID is required to
search by work order number.

Purchase Order: Enter all or part of the PO
number. You may use wild cards (*) as
character placeholders in this search field.
Solicitation Id: Uses the autocomplete
feature to list matching solicitation IDs. As
you type more characters, CARS updates the
list of matching solicitation IDs.

Search Contracts
Contract Criteria Search

Project ID

Vendor Type: @ Prime O Sub O Al

Vendor

Status

Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *

Contract Number

Date Type

From Date: To Date:

Master Contract Id

|

Work Order:

Program Code

Purchase Order

Selection Type

Solicitation Id

Project Manager

Limits

Consultant Contact:

I_Q:' Jp—

Search Clear
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WisDOT: Search Contracts - continued

Project Manager: Uses the
autocomplete feature to list
matching project manager names,
last name first. As you type more
characters, CARS updates the list of
matching names.

Limits: Enter all or part of the
project limits. You may use wild
cards (*) as character placeholders in
this search field. Special characters
such as hyphens, ampersands and
slashes are not allowed.
Consultant Contact: Uses the
autocomplete feature to list
matching consultant contact names,
last name first. As you type more
characters, CARS updates the list of
matching names.

Date Type: This field is one of three
fields used to search contracts by
date range. Select the date type in
this field:

= Selection Date

= Submitted Date

= Approved Date

= Anticipated Auth(orized) Date
= Authorized Date

= Original Completion Date

= Current Completion Date

= Cancelled Date

Search Contracts
Contract Criteria Search

Project ID

Vendor Type: @® Prime O Sub O All

Vendor

Status

Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *

Contract Number

Date Type

From Date: To Date:

Master Contract Id

|

Work Order:

Program Code

Purchase Order

Selection Type

Solicitation Id

Project Manager

Limits

Consultant Contact:

Search Clear
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WisDOT: Search Contracts - continued

From Date: This field is one of three fields
used to search contracts by date range.
Enter the earliest or start date in this field. A
calendar opens to help you select the date.
To Date: This field is one of three fields used
to search contracts by date range. Enter the
latest or end date in this field. A calendar
opens to help you select the date.

Program Code: Enter the financial program
code.

Selection Type: Select the type of contract:

® Interagency Agreement
= Local Design

= Municipal Engineering
= Request for Proposal

= Research Program
Small Purchase

= Sole Source

= Mentor Protégé

Master Contract Group Search: Select a
solicitation ID from the list. Solicitation IDs
consist of the master contract start date,
solicitation number (a combination of
bureau abbreviation, solicitation number
and solicitation date), and the job
description for the solicitation. Example:
08/01/201/, BOS02-03/05/2014, Sign
Structure Inspection

Search Contracts
Contract Criteria Search

Project ID

Vendor Type: @ Prime O Sub O Al

Vendor

Status

Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *

Contract Number

Date Type

From Date: To Date:

Master Contract Id

|

Work Order:

Program Code

Purchase Order

Selection Type

Solicitation Id

Project Manager

Limits

Consultant Contact:

Search Clear
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WisDOT: Search Contracts
- continued

When your search is
completed, CARS displays the
results in grid format. Click
the link in the Project Id
column to access the
contract. Active links in

the Master Contract column
open master contracts.

Advanced Search Results

&= Back To Contract Search
Contract Search Results

(= Print Page

9 items found, displaying all items. 1
Project 1d : | Type Master Contract | Work Prime Vendor Status Sol Date ¢ | Auth Date = | Purchase , | Function Hwy Reqion/ County
Order Order : Bureau
IMaster M22222222 Able Engineering Active 04/30/2014 | 2016/04 In-Flant Inspection 10 BTS Warious
Services
7899-87-78 Regular Able Engineering Active 2015/04 2015/09 Training Services 7 BPD Dane
5656-56-58 Reqguilar Able Engineering Cancelled Environmental 3 NW Dunn
Documentation
4141-41-41 Regular Able Engineering Active 2015/04 2015/06 5555555 Construction 1 NW Pepin
Seriices
9999-99-97 Reguilar Able Engineering Active 2016/04 Agency 10 NE Calumet
Coordination
9999-99-90 ‘Work Order M22229232 1 Able Engineering Active 2016/04 In-Plant Inspection 10 NE Calumet
Services
9990-85-39 ‘Work Order M22233222 2 Able Engineering Active 2016/04 In-Plant Inspection 10 NE Calumet
Senvices
9990-05-08 Regular Able Engineering Active 201101 2016/04 Biclogical 10 NE Calumet
9993-83-38 Regular Able Engineering Active 2016/04 Analytical Services 10 NE Calumet
9 items found, displaying all items. 1

+= Back To Contract Search

(= Print Page
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Search Vendors

Use the Vendor search functions to locate
vendor information. When you click Search,
CARS opens the View Vendor page with the
firm’s information loaded.

Path: Search — Vendors

Status: Select “Active” or “Inactive”
Vendor: Uses the autocomplete feature
to list matching vendor names. As you

type more characters, CARS updates the

list of matching names.

DBE: Select “Yes” or “No” to indicate the

firms’ current Disadvantaged Business
Enterprise status.

Search Invoices

Path: Search — Invoice

Prime Vendor: Uses the autocomplete
feature to list matching prime
consultant firm names. As you type
more characters, CARS updates the list
of matching names.

Sub Vendor: Uses the autocomplete
feature to list matching sub consultant
firm names. As you type more
characters, CARS updates the list of
matching names.

Sub Vendor Type: Select

the Subcontract or Amendment
Subcontract buttons. Subcontract is the
default.

Search Vendors

Vendor Information

Status

Search Clear

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

Sub Vendor

Sub Vendor Type: ® Subcontract O Amendment

Subcontract
Project ID

DOT Invoice ID

Consultant Invoice Number

Search Clear

—Select-

Submitted Date:

From: To:
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Search Invoices - continued

Project ID: Uses the autocomplete
feature to list the first 10 matching
project IDs. As you type more
digits, CARS updates the list of
matching projects

DOT Invoice ID: Enter the unique
invoice identifier assigned by CARS.
CARS displays this numeric value in
the Invoice ID field in the Contract
Invoice Information section for
each invoice.

Consultant Invoice Number: Enter
the invoice identifier assigned to
the invoice by the consultant. This
value is typically the tracking
number from the firm’s financial
system.

Invoice Status: Select the current
invoice status. The selection
choices are:

Accepted by Higher Tier

Approved

Approved - Sent to Acct Sys
Approved - Zero or Negative invoice
Checked Out for Payment

Search Invoices
Invoice Information
Prime Vendor Invoice Status:
|—Select.—
Sub Vendor Submitted Date:
| From: To:
Sub Vendor Type: @® subcontract O Amendment
Subcontract
Project ID
|
DOT Invoice ID
Consultant Invoice Number
Search Clear
e Draft Rejected
e Draft for Subcontract Rejected by Higher Tier
e Included in Higher Tier Reviewed
e Included in Invoice Sent Back to Approver
e Paid Submitted
e Paid Special Submitted to Higher Tier
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Search Invoices - continued

e Submitted Date From:
This field is one of two
fields used to search
contracts by submitted
date range. Enter the
earliest or start date in
this field. A calendar
opens to help you
select the date.

e Submitted Date To:
This field is one of two
fields used to search
contracts by submitted
date range. Enter the
latest or end date in
this field. A calendar
opens to help you
select the date.

When your search is
completed, CARS displays the
results in grid format. Click the
link in the Project
Id/Master/WO # column to
access the invoice. Links are
active only for invoices to

which you have security access.

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

| | —-Select-
Sub Vendor Submitted Date:
| From: To:
Sub Vendor Type: ® Subcontract O Amendment
Subcontract
Project 1D
DOT Invoice 1D
Consultant Invoice Number
Search Clear
= Back To Invoice Search (= Print Page
Invoice Search Results
45 items found, displaying all items. 1
Project Id /Master (WO # Contract Number = | Wendor Name Contact Name Project Manager Status Consultant Invoice# Created Invoice Period
Date
2704-01-03 MOSITIF99 11 1400011624 Acme, Inc. Dan Meinen Wisner Fred Rejected 105 030172015 02/01/2015 to
02/28/2015
1175-18-30 1400011683 Acme, Inc. Dan Meinen Bremser,Sharon Rejected 104 03/01/2015 02/01/2015 to
02/28/2015
1175-19-30 1400011683 Beta Max, Inc. Dan Befa Bremser, Sharon Included in 1048 03/01/2015 02/01/2015 to
Invoice 02/28/2015
0000-00-00 1400016763 Beta Max, Inc. Dan Meinen Paid CM_Beta 02/28/2016 02/01/2016 to
02/02/2016
1175-19-30 1400011683 Beta Max, Inc. Dan Meinen Bremser,Sharon Submitted to | Betamax_Invoice 03222015 03/01/2015 to
Higher Tier 03132015
1060-33-07 1400011666 Beta Max, Inc. Dan Meinen Bremser,Sharon Submitted to | Betalnvoice2 03/22/2015 03/01/2015 to
Higher Tier 031272015
1060-33-07 1400011666 Acme, Inc. Dan Meinen Bremser,Sharon Rejected 103 03/01/2015 02/01/2015 to
03/01/2015
= Back To Invoice Search (=) Print Page
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Consultants: Search Menu Functions
Consultant users have 2 search functions:

e Contracts (page 34)
e Invoice (page 38)

To complete any search function, enter the search
criteria as described in the sections below and click
Search.

No fields are required; leave any field blank or at
“-Select-” to ignore that parameter.

Search Contracts
Path: Search — Contracts

e Project ID: Uses the autocomplete feature to
list matching project IDs. As you type more
digits, CARS updates the list of matching
projects.

e Vendor Type: Select Prime, Sub or All. Prime is
the default.

e Vendor: Uses the autocomplete feature to list
matching consultants. As you type more
characters, CARS updates the list of matching
consultants.

e Status: Select from:

= Active

= Cancelled
= Complete
= Selection
= Solicitation

o Type: Select the contract type as Master
or Regular. “Master” returns only master
contract records.

Search Contracts
Contract Criteria Search

Project ID

Vendor Type: @ Prime O Sub O Al

Vendor

Status

Search Clear

Contract Number

Date Type

From Date: To Date:

I—_Se'_e-:-_— I

Master Contract Id
Work Order:

Purchase Order

|

Solicitation Id

|

Project Manager
|

Limits

|

Consultant Contact:
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Search Contracts - continued

e Highway: Enter all or part of the
highway name. You may use wild
cards (*) as character placeholders
in this search field.

e Contract Function: Select from over
100 function designations

e County: Select the county name
from the list. Multi-county projects
use “Various” in the County field.

e Region/Bureau: Select the WisDOT
region or bureau abbreviation

e Contract Number: Enter the exact
CARS contract number.

e Master Contract Id: Enter the exact
master contract number formatted
as “M” followed by eight digits. Do
not use hyphens. Work order
number is not required.

e Work Order: Enter the exact work
order number. Master Contract ID is
required to search by work order
number.

e Purchase Order: Enter all or part of
the PO number. You may use wild
cards (*) as character placeholders
in this search field.

e Solicitation Id: Uses the
autocomplete feature to list
matching solicitation IDs. As you

type more characters, CARS updates

the list of matching solicitation IDs.

Search Contracts
Contract Criteria Search

Project 1D

Vendor Type: @& Prime O Sub O All

Vendor

Status

Contract Number

From Date:

To Date:

Date Type
-Select- I
Master Contract Id

I

Work Order:

I

Purchase Order

I

Solicitation Id

I

Project Manager
I

Limits

I

Consultant Contact:
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Search Contracts - continued

Project Manager: Uses the
autocomplete feature to list
matching project manager
names, last name first. As you
type more characters, CARS
updates the list of matching
names.

Limits: Enter all or part of the
project limits. You may use
wild cards (*) as character
placeholders in this search
field. Special characters such
as hyphens, ampersands and
slashes are not allowed.
Consultant Contact: Uses the
autocomplete feature to list
matching consultant contact
names, last name first. As you
type more characters, CARS
updates the list of matching
names.

When your search is completed, CARS
displays the results in grid format.
Click the link in the Project Id column
to access the contract.

Search Contracts

Contract Crniteria Search

Project ID Contract Number
From Date: To Date:
Vendor Type: ® Prime O Sub O All Date Type I
-Select- b
Vendor
Master Contract Id
Status
Work Order:
Purchase Order
Solicitation Id
Project Manager
Limits
Consultant Contact:
Search Clear
Advanced Search Results
= Back To Contract Search & Print Page
Contract Search Resulis
100 items found, displaying 76 to 100. [First/Prev] 1, 2. 3, 4 [Next/Last]
Project Id ¢ | Type Master Contract « | Work Prime Vendor + | Status ¢ | Sol Date Auth Date ¢ | Purchase , | Function Hwy Region/ , | County
Order Order Bureau
0000-00-18 Regular Osage & Co Active 2018/03 2016/01 Construction Services | 980 BPD Price
0000-00-19 Regular QOsage & Co. Active 2016/03 2016101 Construction Services | 89 BHO Kewaunse
0330-20-16 Work Order M123456789 1 Osage & Co. Active 2016103 Local Construction a5 NC Adams
0331-20-16 Regular Osage & Co. Complete 2015/05 3534038 Administrative 56 NW Bayfield

100 items found, displaying 76 to 100. [Eirst/Prev] 1, 2. 2, 4 [Next/Last]

= Back To Contract Search (& Print Page

Assistance
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Search Contracts - continued

Date Type: This field is one of
three fields used to search
contracts by date range. Select
the date type in this field:

= Selection Date

= Submitted Date

= Approved Date

= Anticipated Auth(orized) Date
= Authorized Date

= Original Completion Date

= Current Completion Date

= Cancelled Date

From Date: This field is one of
three fields used to search
contracts by date range. Enter
the earliest or start date in this
field. A calendar opens to help
you select the date.

To Date: This field is one of
three fields used to search
contracts by date range. Enter
the latest or end date in this
field. A calendar opens to help
you select the date.

Search Contracts

Contract Criteria Search
Project ID

Vendor Type: ® Prime O Sub O All

Vendor

Status

Search Clear

Contract Number

Date Type

From Date:

To Date:

-Select- I
Master Contract Id
I
Work Order:
|
Purchase Order
|
Solicitation Id
I
Project Manager
|
Limits
|

Consultant Contact:
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Search Invoices

Path: Search — Invoice

Prime Vendor: Uses the autocomplete
feature to list matching prime
consultant firm names. As you type
more characters, CARS updates the list
of matching names.

Sub Vendor: Uses the autocomplete
feature to list matching sub consultant
firm names. As you type more
characters, CARS updates the list of
matching names.

Sub Vendor Type: Select

the Subcontract or Amendment
Subcontract buttons. Subcontract is
the default.

Project ID: Uses the autocomplete
feature to list the first 10 matching
project IDs. As you type more digits,
CARS updates the list of matching
projects.

DOT Invoice ID: Enter the unique
invoice identifier assigned by CARS.
CARS displays this numeric value in the
Invoice ID field in the Contract Invoice
Information section for each invoice.
Consultant Invoice Number: Enter the
invoice identifier assigned to the
invoice by the consultant. This value is
typically the tracking number from
their financial system.

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

Sub Vendor

Sub Vendor Type: @ Subcaontract C‘ Amendment Subcontract
Project ID
DOT Invoice 1D

Consultant Invoice Number

Search Clear

|—Select—

Submitted Date:

From: Ta:
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Search Invoice - continued

Invoice Status: Select the current
invoice status. The selection choices
are:

= Accepted by Higher Tier

= Approved

= Approved - Sent to Acct Sys
= Approved - Zero or Negative invoice
= Checked out for Payment

= Draft

= Draft for subcontract

® Included in Higher Tier

= Included in Invoice

= Paid

= Paid Special

= Rejected

= Rejected by Higher Tier

= Reviewed

= Sent Back to Approver

= Submitted

= Submitted to Higher Tier

Submitted Date From: This field is one
of two fields used to search contracts
by submitted date range. Enter the
earliest or start date in this field. A
calendar opens to help you select the
date.

Submitted Date To: This field is one of
two fields used to search contracts by
submitted date range. Enter the latest
or end date in this field. A calendar
opens to help you select the date.

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

Sub Vendor

Sub Vendor Type: (® subcontract O Amendment Subcontract
Project 1D

DOT Invoice 1D

Consultant Invoice Number

Search Clear

|—Se;ect—

Submitted Date:

From: Tos
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Search Invoice -
continued

When your search is
completed, CARS displays
the results in grid format.
Click the link in the Project
Id/Master/WO # column
to access the invoice.

Links are active only for
invoices to which you
have security access.

«= Back To Invoice Search
Invoice Search Results

(&) Print Page

160 items found, displaying 101 to 150. [FirstPrev] 1, 2, 3, 4 [Nexi/Lasi]
Project Id iMaster WO # ¢ | Contract Number + | Vendor Name ¢ | Contact Mame ¢ | Project Manager Status Consultant Created Date | Invoice Period
Invoice#
1000-00-67 109130026 Osage & Co. Prime 2 Zimmer, Andrew Paid Prime 2 111372015 11/02/2015 to
11/15/2015
4500-00-01 1400012143 Osage & Co. Prime 2 Meinen,Dan Paid prime 2 09/14/2015 | 09/01/2015 to
09/28/2015
3464-57-97 1400012243 Osage & Co. prime 1 Zimmer, Andrew Draft prime 1 08/05/2015 08/01/2015 to
092212015
0908-20-15 1400012244 Osage & Co. Axel 1 Meinen,Dan Submitted Axel 1 09/09/2015 | D9/01/2015 to
to Higher 09/07/2015
Tier
0098-10-03 /M0D0FE1001 /3 1400011103 Csage & Co. wyat Tyler,Dan Included in Able amd sub 2 08/03/2015 | O7/01/2015to
Invoice 08/01/2015
== Back To Invoice Search [23 Print Page
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Buttons

Back to Top Button

Pages in CARS can be very long. The Back to Top button 4 floats in the lower right-hand corner of every screen when you scroll down from the top
of the page. When you click 4, CARS automatically scrolls to the top of the current page.

Go to Bottom Link

Some pages that are typically long have a Go to Bottom link at the top of the page near the navigation and command buttons. An example is the View
Contract page. Click this link to go to the bottom of the page.

View Contract Create Invoice New Evaluation =] Edit =) Delete =4 Print Page Favorite | Go to Bottom
= « Goto Bottom

» Contract Reports

Page Navigation and Command Buttons

Pages often have buttons used to navigate or to perform functions within CARS. They are located at the top or bottom of the page, and the buttons
you can see vary by your permissions, the type of record, and the status of the record. Always use the CARS navigation buttons, such as Back to
Dashboard, Back and Next, instead of the Internet Explorer buttons for similar functions.

View Master Contract = Back to Dashboard New Evaluation & Edit = Delete (= Print Page & Undo Favorite  |Go to Bottom

» Contract Reports

~ Contract Information

Master Contract ID:

Master Contract Group Info
MOE871103

Contract Number: Master Group Type :
1400006582 Traffic Data Collection

Evaluation Category Questions

If there are no questi to for a selected category ,then category ranking will not be considered.

*Indicates required field

1) Project Management

Bizazeaclectdhe appwerdp the guestian as anprogsiate

Jidu .con sftan. subn. AS& .eme ncle g ol Pl s cam cdup o lew dme o ke ds
meet PSEE dates?

Caneel
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Data Entry Tools

Autocomplete

Autocomplete is an incremental search feature available in some fields where the content is predictable or structured. When you type a minimum of 2
characters, CARS lists all possible values that begin with those two characters. As you type more characters, CARS shortens the list to match. Examples
of these fields include Project ID and Vendor. This feature is sometimes called “type-ahead”. You must click the value in the list provided to enter it in

the field.

Positional Search

Fields in CARS have a down arrow ] on the right side usually have a defined set of possible values. These fields read “-Select-” before you enter data.
You can quickly enter data by typing the first two or more characters of the term you need. CARS will display the first matching item on the list. If you
stop typing before CARS finds the match you want, simply start to type the characters again, but add another. For example, suppose you want to enter
“Portage” in a County drop-down field. Typing “PO” selects “Polk”. If you pause typing and enter “R”, CARS changes the county to “Racine” because
that is the first county that begins with “R”. Typing “POR” without pausing changes the selected county to “Portage”.

Note: You can also use the UP and DOWN keys on your keyboard to move up and down drop-down fields. For example, type “GRE” in
the County field (CARS displays “Green”), and then press the DOWN key. CARS displays “Green Lake”.
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WisDOT: Dashboards B smeimrs

Department of Transportation

Home Master Group Vendors Solicitations DT25 Search Reports Security Profile LogOff ]

The Dashboard page normally opens when you log in to

. . - thact Sdwministiation banting Syaten
CARS. Click Home on the main menu on any page to return CARS - Cossracs 1 ot & Reporitiey Sysion
tO the Dashboard page AUSER ¥ a Project, Contract or Master Contract: Search "
WisDOT: Dashboard Elements :
] ] n_ Evaluations
1. The main menu contains the command menus as One tem found. 1
. Sel Name ¢ Contract / Master * Level /Project Processin Consultant Days Evaluation Period T Function Full
described on page 21. The menus you see depend [y Wos Saue | Bevieusd | e = scope
on the rOIeS you have' For examplel the security 1 Ali User 1400008170 00588-00-05 PM Created 03/03/2015 to Final Design Yes
d . . bl I h h h 03/31/2015 Evaluation
command is visible only to persons who have the oo
Regional Administrator role.
2. Your user ID appears in the heading at the top of the T Inveices
page. It identifies the current user. o it papi e 1 —  P— — — = —
uiect | T Frime vendor m——— oot | Doz | submites | voie per
3. Use the search tools (see page 25) to locate a Hflaste RS Hanset Subritiad
specific prime project, contract or master contract. 0088-00-02 AbleEqgineering Lane Submitted | Able-009802 | 14 041572015 g;g;zglgm
4' There are four SECtlons On the daShboard: 0874-00- Oszage & Co. Sara JC Lane Submitted | 05-SR-3-1 6 04/23/2015 03/01/2015 to
03 1405410000 /3 031312015
* Evaluations shows contract and work order . tme | sumitea | 05ace1 | 6 Y [ —
evaluations that are in “PM Created” (draft) or e i
3 items found, displaying all tems. 1
“Consultant Reviewed” (returned by consultant
firm) status. See WisDOT: Dashboard Alerts on [T Fovorie Contracts
. Mo items found. 1
page 45 for more details. Projectid + | Limis me | master | work, | s | Aun , | Prime vendor + | Functonmaster | tay = | Reaton | counys
. . . Contract Order Date Type
| |
In‘xlc;so_srhgwshIEVOchezrrom ConSUIta:;Sf See 0098-10-01 nen-hwy Regular Active | 2015/04 | Axel Construction Pavement non-hwy | BPD Various
is : Dashboard Alerts on page or more
details.
. =T~ User Notes
= Favorite Contracts shows contracts you have ot o e et o 555

designated as favorites so they appear on your
Dashboard page for quick access.
User Notes are for your use as reminders or notes.
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WisDOT: Dashboards - continued

The Dashboard page normally opens when you log in to
CARS. Click Home on the main menu on any page to return
to the Dashboard page.

WisDOT: Dashboard Elements

5. CARS provides tools to sort lists. The heading rows of
columns you can sort contain the title as a blue links
and a double arrow. Click the heading row once to
sort in ascending order (A to Z). Click again to
reverse the order (Z to A). The double arrow changes
to a single arrow to indicate the sort order you
chose.

6. ldentifiers such as contract IDs serve as links to
specific records.

sin
artment of Transportation

Home Master Group

Vendors

Solicitations

DT25 Search Reports

Security Profile Log Off

OFES - (antract dwicietiation & Bepanting Syeten

1

m 2 E Project, Contract or Master Contract: Search II
n_' Evaluations

One item found. 1
Seg Hame ¢ | Contract/Master ¢ | Level /Project Processing | Consultant Days Evaluation Period Type Function | Full
Ho Id WO # Status. Reviewed © | since Scope

Date Reviewed
1 AliUser 1400008170 0088-00-05 PM Created 03/03/2015 to Final Design Yes
A 03/31/2015 Evaluation
One item
[~ lnvoices

6 items found, displayindhgll items. 1
Project o | ™ Prime Vendor Contact Name ° | Project Ststus © | Consultant Days Submitted , | Invoice Period
Id iMaster WO # Manager Invoice# Since Date

\ Submitted
0098-00-02 Ablengineering Lane Submitted | Able-009802 14 041152015 02/01/2015 to
02/28/2015

0874-00- Osage & Co Sara JC Lane Submitted | 05-SR-3-1 [ 04/23/2015 03/01/2015 to
03 /M05410000 /3 G 03/31/2015
0874-00- 5 Co. \ Sara JC Lane Submitted | 0S-AC-4-1 (] 0472312015 03/0142015 to
04 /MOS410000 /4 033172015

3 iteme found, displaying all tems. 1

[~ Favorite Contracts
o items found. 1
Projectld * | Limits = | Type Master Worl Status | Auth , | Prime Vendor + | Function/Master | Hwy + | Region | County*
Contract Order Date Type

0098-10-01 vﬁ—nwy Regular Active | 2015/04 | Axel Construction Pavement non-hwy | BPD Various

=~ User Notes

« Call Bonnie for new project number 8-5555

@ WisDOT: Dashboards — WisDOT: Dashboard Elements

44




WisDOT: Dashboard Alerts

The CARS dashboard alerts you to
evaluations and invoices that have been
on the dashboard for extended periods
by highlighting them in color. If an
invoice or evaluation assigned to you has
had not status change in the last 10
days, that row is highlighted yellow. If
the status has not changed in 20 days or
more, the row is highlighted in red.
These color changes coincide with email
reminders that are sent to users who
have the primary notification role at 10
days and both primary and secondary
notification roles at 20 days or more.

IAUSER Project, Contract or Master Contract: Search

» Evaluations

= Invoices

§ items found, displaying all tems. 1

Project . | Type | Prime Vendor % | Contact s | Project Status 7 | Consultant | Days Submitted Invoice Period
Id /Master AUO # Name - Manager Invoice# Since ¢ | Date
Submitted

0095-00-02 Able Engineering Lane Submitted | Able- 12 04152015 | 02012015 to

009302 0202872015
0874-00- Osage & Co. Sara JC Lane Submitted | O0S-L3-1-1 | 4 0472372015 | 03012015 to
01 /M05410000 /1 033172015
0B74-00- Osage & Co. Sara JC Lane Submitted | O5-CP-2-1 | 4 04/23/2015 | 03012015 to
02 /M05410000 /2 0332015
0B74-00- Osage & Co. Sara JC Lane Submitted | 05-5R-3-1 | 4 04/23/2015 | 03012015 to
03 /M05410000/3 0332015
0874-00- Osage & Co. Sara JC Lane Submitted | 0S-AC-4- | 4 04/23/2015 | 03012015 to
04 /M05410000 /4 1 03/31/2015

§ items found, displaying all tems. 1

» Favorite Contracts

» User Notes
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WisDOT: User Notes

User notes are added, changed and removed from
the User Profile page. Click Profile on the main menu
to go to the User Profile page. | » Addifional Regions

User Profile " Edit Profile

» Profile Information

The User Notes section is intended for reminders and
for information that you want to save. Each note One tom found. 1

requires an associated start date and an end date. i s hioles
Notes can be up to 2000 characters in length.

~ User Notes

User Note Text ¢ | Start Date ¢ | End Date

Note: The end date for a user note is intended for
your information, and you can use it as a due
date. CARS does not automatically delete user

BTS contracts due 01/03/2016 01/08/2016 & @

One item found. 1

notes after the end date.

Edit‘New User Notes
Manage User Notes

User Notes

1. Click Add User Notes. CARS opens
the Edit/New User Notes page.

*Indicates required field

User Note: * |Start Date: * E
2. Type the note in the User Note field. Fell Erends for code 07/01/2014 |
3. Change the date in the Start Date field, if End Date: * 4]
needed. CARS opens a calendar control when P July 2014 o
your cursor is in either date field. Su Mo Tu We Th Fr Sa
1 2 3 4 5
Note: The value in the Start Date field Cancel 6 7| 8 8| 10| 1] 12
defaults to the current date. 13 14 15 16 17 18 19
200 21 22 23 | 24|| 25| X%
4. Enter date in the End Date field. = e

5. Click Save. CARS opens the View User Note
page showing the message “Record added
Successfully”, the note text, and its associated
start and end dates.
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WisDOT: User Notes - continued

6. Click Cancel if the note is saved and you do
not need to make changes. CARS returns to
the User Profile page, where the new note
now appears in the User Notes section.

7. You can also click Edit to return to the View

User Note page, or click Delete to remove the
note.

v [Record added Successfully.]
View User Note
User Note
User Note:
Call Brenda for code

Start Date:
0vi01/2014

End Date:
07/03/2014

? Cancel Ia

Ly

J Delete

@ WisDOT: Dashboards — WisDOT: User Notes

47




WisDOT: Favorite Contracts

Use Favorite Contracts functionality to place links to a
specific View Contract page on your Dashboard page.
Using favorite contracts links is faster than using the
search tools, especially when there are several contracts
associated with a project.

Add a Favorite Contract

1. Open the View Contract page for a contract or
master contract:

= Path: Search — Contracts
= Use the search tools (see page 25) to locate
the contract.

2. Click Favorite. CARS adds this contract to
the Favorite Contracts section on
your Dashboard page. The Favorite button
changes to the Undo Favorite button.

3. Click Home on the main menu to go to the
Dashboard page, and then confirm that this
contract was added to your favorites.

WISCONSIN DEPARTMENT OF TRANSPORTATION
Haing Business

Home Confracts WMaster Group

3

ACPT

OARBS - (Gantract Adwinistration & Reparting System:

Vendors Solicitations DT25 Search Reports Tools Security

Log OF

M Project, Contract or Master Contract: | Search |
View Master Contract = BacktoDashboard  [o] Edt = (@ Delete | (=) PrintPage 4 Favorie | Go to Bottom
» Contract Reports

~ Contract Information
- = New DT25
Master Contract ID: Master Contract Group Info || Edit
M55558877
Contract Number: Master G_TOUD T'frpe :
1400006343 Construction Services
Contract Type: Solicitation Type:
Master Open
Status: Solicitation ID/Date:
Artive BPDO1 / 04/08/2014
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WisDOT: Favorite Contracts - continued

WISCONSIN DEPARTMENT OF TRANSPORTATION
Remove a Favorite Contract Dlping Business ACPT P 0
Home Contracts Master Group Vendors Solicitations DT25 Search Reports Tools Security Log OFf ,.mj
There are two places to remove a contract from your 0425 P
. . - ihact JBdwdsistration & Befanting Syeten
favorites: on the View Contract page for a contract and Coutract Aduinistration & Refosting Sy
on your US@I’ PrOfI/e page. JUSER Project, Contract or Master Contract: Search |
User Profile Page User Profile o Edit Profil
1. Click your user name in the upper left corner of  Proie miormation
any page to go to the User Profile page.
2. In the Favorite Contract section, locate the ' dseriiotes
appropriate contract apd click - Favoriie Contracts
Delete User Favorite ‘55:! 9 items found, digplaying all items. 1
. Project Type Master | | Work Status + | Auth Prime Vendor :|F i Hwry * | Regicn % | County
View Page | Contract * | Order Date ° Type
o Mast 05849521 Actp 77th C -h Vi 2=
e On the View page for a contract or master T " e e s B1S
ContraCt, C||Ck Undo FaVOI'ite. CARS removes the Master MOG6871103 Active 2014/07 | 77th Company ‘arious ‘arious (=]
contract from the Favorite Contracts section on
your Dashboard page.
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WisDOT: User Profiles

Use these steps to manage your profile information and
your region and bureau information. For details on

the Additional Regions section, see WisDOT: Additional
Regions on page 51. For details on user notes,

see WisDOT: User Notes on page 46. For details on
favorites, see WisDOT: Favorite Contracts on page 48.

Edit User Profile

1. Click Profile on the main menu. CARS opens
the User Profile page.

2. Click Edit Profile. CARS opens the Edit User
Profile page.

3. Change your user profile information as needed.
You can change your name, primary region,
email address and phone number.

a. Changing the value in the Regions field
modifies your primary region. See WisDOT:
Add Additional Regions on page 51 for
instructions for adding secondary regions.

b. Changing the value in the Email Address
field modifies the email address that CARS
uses for evaluation and invoice notifications.

4. Click Save.

State of Wisconsin

(:. 14 Department of Transportation

Home Master Group Vendors

IAUSER

1

Solicitations DT25 Search Reports Security Profile Log OFf

CHAEBS - Gontract dministration & Reparting Syotem:

Project, Contract or Master Contract: Search

User Profile

~ Profile Information

First Name: Ali
Last Name: User
Middle Initial:
Suffix:

Region: BPD

» Additional Regions

» User Notes

» Favorite Contracts

« Edit Profile

Email Address: aluser2s@

Phone Number:

Edit User Profile

Default Region
*Indicates required field

First Name: *

Last Name: *

Userx

Middle Initial:

Suffix:

o

ERegions: *
26D ~

4 Cancel

<

Phone Number: *
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Additional Regions

Add Additional Regions

You can add additional regions and bureaus to your
profile if you work with contracts that cross region or
bureau boundaries. Currently, region and bureau
settings do not affect security and settings in CARS.

1. Click Profile on the main menu. CARS opens
the User Profile page.

2. Click Add Additional Regions in the Additional
Regions section. CARS opens the Additional
Region page.

3. Select a region or bureau in the Regions field.

4. Click Save.

‘:‘"}‘: State of Wisconsin
(.'...') Department of Transportation 1

Home Master Group Vendors Solicitations DT25 Search Reports Security Profile Log OfF
M S = (Cantract dministation & Reteartieg Syeten
IAUSER Project, Contract or Master Contract: Search

User Profile &7 Edit Profile

»  Profile Information
= Additional Regions

No items found. 1
o Add Additional Regions

Region
Nothing found to display.

No items found. 1

» User Notes

» Favorite Contracts

NS

ment of Transportation

ome Master Group Vendors citations DT25 Search Reports Security Profile Log Off

CABS - (Contract Adwmisistration § Reparting System

IAUSER Project, Contract or Master Contract: Search |

Additional Region

4 Cancel

@ WisDOT: Dashboards — WisDOT: User Profiles

51



Remove Additional Regions

1. Click Profile on the main menu. CARS opens
the User Profile page.

2. Click Delete User Profile Region & in
the Additional Regions section. CARS displays
the message, “Are you sure you want to
DELETE User Profile Region?”

3. Click Confirm. CARS removes the secondary
region from the profile.

sportation 1

Home Master Group Vendors Solicitations DT25 Search Reporis Security Profile Log Off

OHARS - (Gantract dmiaictration & Repanting Syoten

IAUSER Project, Contract or Master Contract: Search

User Profile
» Profile Information

~ Additional Regions

No items found. 1

Reqgion

Nothing feund to display.

No items found. 1
» User Notes

» Fawvorite Contracts

& Edit Profile

«s Add Additional Regions

Are you sure?

Are you sure you want to DELETE User Profile Region?

Cancel
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WisDOT: View Uploaded Contract Documents

As of July 2016, contract documents will be uploaded into CARS. Paper copies will continue to be stored in Central Files and sent to consultants and
municipalities, but regions and bureaus will no longer retain hard copies. WisDOT users may view contract documents directly in CARS on the View
Contract. Only users with the CARS Administrator role may upload and manage contract documents.

Contract documents stored as PDF files in CARS are named according to a naming convention. The file name contains the following components, in
order:

Project ID

Master contract ID

“WQ” + work order number
CARS contract number
Authorization date as YYYYMM
6. Document type identifier

vk wnN e

Contract documents and amendment documents are each divided into four types of content for future security segregation. Document identifiers
indicate the content of the PDF and include the following:

Document Type Content Identifier

Contract Contract pages, including subcontracts and amendments C

DBE DBE forms D

Fee Comp Fee Compensation details F

WisDOT DT25 forms, signature pages, authorization letters w

Amendment Contract Amendment contract pages, including subcontracts CA + amendment number

Amendment DBE Amendment DBE forms DA + amendment number

Amendment Fee Comp Amendment fee Compensation details FA + amendment number

Amendment WisDOT Amendment DT25 forms, signature pages, authorization letters | WA + amendment number

Regular contract file names do not contain master contract and work order number. Master contract file names do not contain work order numbers

Examples:
Contract document (DBE) 10170033-823051017-20050826-D
Contract Amendment 1 10170033-823051017-20050826-FA1
Master Contract 16460701-M10005555-606025555-20030331-C
Work Order 16460701-M10005555-W02-606025555-20030331-W
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View Uploaded Documents for a Contract - continued

The following images show uploaded contracts for a regular contract with an amendment, and for a work order.

View == Back to Dashboard Create Invoice Import Invoice MNew Evaluation |;1 Edit @ Delete
Contract (= Print Page 14 Favorite  Goto Bottom
- Contract Uploaded Documents
7 items found, displaying all items. 1
File Mame ¢ | Amendment No Document Description Created Date
10000004-72410100-20100922-C_pdf Contract June 17, 2016 12:42:18 [=]
10000004-7.2410100-20100922-D.pdf DBE Forms June 17, 2016 12:42:08 (=]
10000004-72410100-20100922-F pdf Fee Comps June 17, 2016 12:41:53 @
10000004-72410100-20100922-W pdf WisDOT June 17, 2016 12:41:39 @
10000004-72410100-20100922-CA1.pdf Contract June 17, 2016 12:47:21 =]
10000004-72410100-20100922-FA1.pdf Fee Comps June 17, 2016 12:47:12 @
10000004-72410100-20100922-WA1 pdf 1 WisDOT June 17, 2016 12:47:00 =]
7 items found, displaying all items. 1

View Work Order = Back to Search Results Create Invoice Import Invoice View Evaluation
New Evaluation [o Edit & Delete & Print Page g Favorite  Go to Bottom
~ WorkOrder Uploaded Documents
4 items found, displaying all items. 1
File Name + | WorkOrder | Amendment | Document _ | Created Date ¥
No " | No " | Description N
D6562211-M0O697 1007-WO2-1400001042- 2 Contract June 17, 2016 12:50:06 @
20131029-C.pdf
- B - - 2 DBE Forms June 17, 2016 12:49:57 @
20131029-D. pdf
06562711-M06971007-WO2-1400001042- 2 Fee Comps June 17, 2016 12:49:47 @
20131029-F pdf
06562211-M0O697 1007-WO2-1400001042- 2 WisDOT June 17, 2016 12:49:37 [=]
20131029-W_pdf
4 items found, displaying all items. 1
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WisDOT: View Contract

View Work Order == Back to Search Results Create Invoice Import Invoice View Evaluation New Evaluation [& Edit
Uploaded Documents @ Delete &) Print Page ¢ Favorite | Go to Bottom
2
1_ Search for and Open ~ WorkOrder Uploaded Documents
the contract or work One item found. 1
order as described File Name WorkOrder No + | Amendment No+ | Document Description Created Date
in Search Contracts on aeouaoano-m06959312-W02132-115119501-20141024-0_ df | 202 Contract June 14, 2016 12:35:50 =]
page 26. One item found. 1
2. Expand the Uploaded
Documents section at b MasterConiract Renoits
the top of the page. ~ Master Information
3. Click the hyperlink for
. Master Contract |D: Contract Number : Master Contract Group Info
the appropriate MOBIEG212 115119501
document. CAR_S View Contract Document
Opens the PDF n the Contract No: 115119501
H D t T D iption: Contract
same window. Created Date: Tue Jun 14 12:35:50 CDT 2016
4. The AcrObat tOOIbar ‘ @ This file claims compliance with the PDF/A standard and has been opened read-only te prevent modification. Enable Editing |
appears mid-page. Use ! -
these controls to I~
perform the following
actions:
: ) BETWEEN THE WISCONSIN DEPARTMENT OF TRANSPORTATION (DEPARTMENT)
b. Print AND INC (CONSULTANT) FOR
c. Zoom MASTER CONTRACT TYFE: LOCAL PROGRAM MANAGEMENT
d. Close the .
MASTER CONTRACT PROJECT ID 0695 -93 - 12
toolbar
WORK ORDER NUMBER 202 .
5. Use the scroll bar to =il
move the view within Project ID 9006-03-00 Fes
Oconto Sidewalk and Crossing Improvements
the PDF. City of Oconto
6. Click Back to return to Ocanto County
the CARS View DOT FOS OBJECT CODE 5500
Contract page.
This WORK ORDER made and entered into by and between the DEPARTMENT and the . 6]
AL AL e I - . s » W mos aw . veooe _IBECkI
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Consultants:
Management
Consultant Dashboards

Management Consultants are
granted special access to their
company contracts by the
WisDOT Regional Administrators.
They use the Local Program
Reviewer role for their firms. This
role allows the Management
Consultants to manage contracts,
evaluations and invoices for other
firms that they oversee.

Management Consultants have
dashboards and menus like those
of WisDOT users. The page shown
below is an example of a
Management

Consultant’s Dashboard page.

rim P Int of Transportation
Home Master Group Vendors Scolicitations DT25 Search Reports Profile Log OF
OARS - Contract Adwiisteation & Reparting Systen
NSHAE Project, Contract or Master Contract: Search I
» Ewvaluations
» Invoices
» Favorite Contracts
¥ User Notes
W
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Consultants: Dashboards

The vendor Dashboard page displays the prime
contracts, master contracts, projects, subcontracts and
amendments assigned to your firm; invoices for these
contracts and subcontracts; and evaluations sent to your
firm.

Click Home on the main menu on any page to return to
the Dashboard page.

Consultants: Dashboard Elements and Filters

1. The main menu contains the command menus as
described on page 21. The menus you see
depend on the roles you have. For example,
the Security command is visible only to persons
who have the Vendor Administrator role.

2. Your user ID and full name appear in the heading
at the top of the page.

3. Your firm name appears in the heading at the
top of the page after “processing on behalf of”.

4. Use the search tools (see page 25) to locate a
specific prime project, contract or master
contract.

Home Search Security Profile LogOF 1

OARS - Gatact Admivistration & Refiarting Syoten
2 3
USER - J User|processing on behalf of|Osage & Co.| Project, Contract or Master Contract: Seazch
E" Prime Contracts
E Status: Project ID
Acive v
44 ftems found, displaying 1to 10, [First/Prev] 1, 2, 3, 4, 5 [Next/Lasf]
Project id . Limits “ | Type Master o | Work . Statuss | Auth _ | Prime Vendor Function/Master Hwy . Reqgion | County #
Contract Order Date 5
T777-35-99 Local road Regular Active | 201412 | Osage & Co Construction STHS1 |NW Dunn
Services
[l iems Tound, displaying 110 10._[FirsUPrevi1, 2, 3, 4 & [NextiLash
~ Sub-Contracts
B [projectio |[§\meVendor
Filter
5 items found, displaying all tems. 1
Contract = | ype | staws | Limits Auth | Prime Vendor = | Funation Huwy ¢ | Region | County *
Date
0086-00-01 : 1400008163 : 03/02/2015 Reguiar | Active | non-hwy 2015003 | Axel Construction In-Plant non- | BHM | Various
Inspection hwey
Services
S items found, displaying all tems. 1
+ Amendment SubContracts
B Eo]etﬂll} || Prime Vendor
Filter
One tem found. 1
Contract © | Type Status | Limits % | Auth . | Prime Vendor \l Function Hwy ¢ | Regiofi | County®
Date
0098-00-08 ; 1400008176 ; 01/05/2015 ; 1 Reguiar | Active | non-nwy 2015003 | Axel Construction Training | non- | BPD | various
Services | hwy
One item found. 1
~ Invoices
9 tems found, displaying all tems. 1
Frojeot Id iMaster WO #  * | Type | Prime Vendor = | Contact Hame - | Eroject Manager : | status Consultant Created Date | Invoice
Invoica# Period
0098-11-13 Osage & Co. Kane,John Faux Wos Nick Draft 0sg1113 0131272015 0300172015 0
031472015
9 tems found, displaying al fems. 1
—~ Evaluations
4 items found, displaying all items. 1
Seq | Reviewer ntract / Master . Level /Project Processing Status Status Date . Ewaluation Peried Type Function Full
Ne Id WO # Scope
1= 5ara Reed 1400008422 5454.54.54 Ready for Review 06/25/2015 05i0172015 1o Final Construction | Yes

4 items found, displaying all tems. 1

06/24/2015 Evaluation
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Consultants: Dashboard Elements - continued

., -
[~y State of Wisconsin_
{‘. j Department of Transportation

Home Search Security Profile LogOf 1

5. There are five sections on the dashboard:

(OHAES - Gautract Admivistratian & Beponting Syyotem
* Prime Contracts shows a list of projects, prime prm:essing on behalf nf Eoiect‘ Contract or Master Contract: Seazch
contracts, master contracts and work orders.
= Sub-Contracts shows a list of subcontracts. Bl e contacs
= Amendment Subcontracts shows a list of a F,E‘
amendments.
= |Invoices shows a list of invoices except paid ones. fodem fng g 0 10,_{raep R pfe) e Tom T o e
Invoices for subcontracts have the letter “S” in the — e e e TR E
Type column, and invoices for amendment T T T serices
subcontracts have the letter “A” in the Type
column. “CM” indicates that the invoice is for an T
invoice that has a combination of types. ) [roe=e | — |
= Evaluations shows contract and work order ==
evaluations from WisDOT for your review. P e oy pr ) PP [T, PR P P P
Note: Click the Expand/Collapse arrow * to pem—— Femer | Ache | romiver e E— et e
expand sections to show data in the 5 fems aune, dlayng e, 4
section. Click the Expand/Collapse * Amendment subConiracts
arrow ¥ again to hide the section and B F“”““D F‘“”“”‘“ }
consolidate the page. iter]
onetem foune.

6. CARS provides tools to filter the Prime Contract table. fenaet [ FIL e N i | e | e | esiet | o
Enter filter parameters, and then click Filter. You can e Feauar | acve | non-nuy 201503, | A Constcton s B ol e
use one or both filter fields. Delete filter parameters oretenone
and click Filter again to restore the full list of contracts. —

a. Select Active, Cancelled or Complete in the Status i e e e e
field. w1tz osageaco. p— ves ik rat s | ovamne | ssmams o
b. Enter a project ID in the Project ID field to limit the Siters found, dsplying allems. 1
prime contracts list temporarily. This field uses the H—
autocomplete feature to list the first ten matching 4 e funs, oy e,
project IDs. As you type more digits, CARS updates w | SRR 70 N S A (O D s
the list of matching projects. ol = e i ks commen | T
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Consultants: Dashboard Elements - continued

7. CARS provides page controls when a contract list is
longer than 10 contracts. Contracts are listed in
numerical order by default. If you sort based on one
of the table headings, the revised sort order is
preserved when you select another page.

= Click “First” to go to the first 10 contracts listed.

= Click “Prev” to go to the previous page in the
sequence.

Click a page number to display that page.

Click “Last” to go to the last page in the sequence.

8. CARS provides tools to filter the Sub-Contracts table.
Enter filter parameters, and then click Filter. You can
use one or both filter fields. Delete filter parameters
and click Filter again to restore the full list of
subcontracts.

a. Enter a project ID in the Project ID field to limit
the subcontracts list temporarily. This field uses
the autocomplete feature to list the first 10
matching project IDs. As you type more digits,
CARS updates the list of matching projects.

b. Enter the prime vendor name in the Prime
Vendor field to limit the subcontracts list
temporarily. This field uses the autocomplete
feature to list matching vendor names. Select the
vendor name in the list.

o )
Tyy State of Wisconsin
K‘. p‘ Department of Transportation

Home Search Security Profile LogOf 1

Click “Next” to go to the next page in the sequence.

CHABS - (atract Swinistration & Befporting Syoten
2 3
USER - J User|processing on behalf of{Osage & Co.| Project, Contract or Master Contract: Seazch
E" Prime Contracts
E Status: Project ID
Active [
44 items found, displaying 110 10, [FirstPrev] 1, 2, 3, 4, 5 [Next/Last]
Project id . Limits © | Type Master o | Work Status' | Auth | Prime Vendor Function/Master Huwry . Region | County *
Contract Order Date
T777-8539 | Local road Reguler Active | 2014/12 | Osage & Co. Construction STHS1 |NW Dunn
Services
Bl tems found dsplaying 10 10 [FirstPrevi 1,2 3 4 & (NexdiLast
~ Sub-Contracts
B [projectio ||Prime Vendor |
Filter
S tems found, displaying al ftems. 1
Contract < | type | status | Limits = | Auth | Prime vendor = | Function Hury ¢ | Region | County :
Data ~
0086-00-01 : 1400008163 : 03/02/2015 Regular | Active | non-hwry 2015003 | Axel Construction In-Plant non- | BHM | Various
Inspection hvey
Services.
S tems found, displaying al fems. 1
~ Amendment SubContracts
o] Eo]a[:llD ||Prime Vendor ]
Filter
One item found. 1
Contract + | Type Statud | Limits % | Auth . | Prime Vendor \l Function Hwy ¥ | Regiod | County®
Date
0093-00-03 ; 1400008176 ; 01/05/2015 ; 1 Reguiar | Actve | non-nwy 2015003 | Axel Construction Training | non- | BFD | Various
Services | hwy
One item found. 1
~ Invoices
9 items found, displaying all tems. 1
Project Id iMaster WO # : | Type | Prime Vendor = | Contact ame : | Project Manager : | status Consultant Created Date Invoice
Invoice# Period
00981113 Osage & Co. Kane,John Faux Vos Nick Draft Osg1113 031272015 1340172015 to
031472015
S tems found, displaying all tems. 1
=~ Evaluations
4 items found, displaying all tems. 1
Seq | Reviewer ntract / Master . Level iProject Processing Status Status Date Evaluation Period Type Function Full
No Id Wo # Scope
1=""5ara Reed 1400008422 5454.54.54 Ready for Review 06/25/2015 05i0172015 o Final Construction | Yes
0672412015 Evaluation
4 items found, displaying all tems. 1
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Consultants: Dashboard Elements - continued

9. CARS provides tools to filter
the Amendment SubContracts table. Enter filter
parameters, and then click Filter. You can use
one or both filter fields. Delete filter parameters
and click Filter again to restore the full list of
amendment subcontracts.

a. Enter aproject ID in the Project ID field to
limit the subcontracts list temporarily. This
field uses the autocomplete feature to list
the first 10 matching project IDs. As you type
more digits, CARS updates the list of
matching projects.

b. Enter the prime vendor name in the Prime
Vendor field to limit the subcontracts list
temporarily. This field uses the
autocomplete feature to list matching
vendor names. Select the vendor name in
the list.

10. CARS provides tools to sort lists. The heading
rows of columns you can sort contain the title as
a blue links and a double arrow. Click the
heading row once to sort in ascending order (A
to Z). Click again to reverse the order (Z to A).
The double arrow changes to a single arrow to
indicate which order is shown.

11. Identifiers such as contract IDs often serve as
links to specific records. If the staff member has
been granted access to the contract or work
order, the ID is an active link. If not, then the ID
appears as plain black text.

L
Tyy State onsin
‘\:‘ p‘ Department of Transportation

Home Search Securily 1

Profile  Log OFf
iathation & Tefanti Syatem

CAES - Gautrac g

Eo]ect‘ Contract or Master Contract:

2 3
USER - J User|processing on behalf of

Search u

B— ~ Prime Contracts

One item found. 1

[ Status:
Active
33 items found, displaying 1 1o 10. [First/Prev] 1, 2, 3, 4 [Next/Last
Projectid ¢ | Limits ¢ | Type Master Wiork, | Status | Auth | Prime Vendor Function/Master | Hwy ¢ | Region | County®
Contract | Order Date Type
Master MO6871126 Active | 2014/05 | Osage & Co 51 Various
0667-11-27 County line. Regular Active | 2014/06 | Osage & Co. Traffic STH SwW Dane
Engineering 51
Services
33 items found, displaying 11o 10. [FirstPrev] 1, 2, 3, 4 [Next/Last
[T~ Sub-Contracts
4 items found, displaying all tems. 1
Contract | Type Status | Limits Auth Prime Vendor ¢ | Function Hwy | Region | County *
Date
0088-00-01 : 1400008163 : 03/02/2015 Regular | Active | non-hwy 2015403 | Axel Construction In-Plant nen- | BHM Various
Inspection hwy
Services
1380-00-01 : MOS972085 : 18 : 1400003172 | Work Active | STH 14 to STH &1 2014i08 | Acme Inc. Biclogical STH | SE Ozaukee
08/06/2014 Order 259
4 items found, displaying all tems. 1
[T~ Amendment SubContracts
One item found. 1
Contract < | Type Statug | Limits < | Auth , | Prime Vendor < | Function | Hwy | Regio | County*
Date
0098-00-08 : 1400008176 : 01/05/2015: 1 Regular | Active | non-hwy 2015/03 | Axel Construction Training non- | BPD Various
Services | hwy
One item found. 1
[T ~ Invoices
10 items found, displaying allitems. 1
Project|d /Master WO #¢ | Type | Prime Vendor  * | ContactName ¢ | ProjectManager ¢ | Status Consultant Invoice# | Created Invaice
Date Period
0099-11-13 Osage & Co. Max Brewer Draft Osg1113 031212015 | 03/01/2015to
03142015
0&74-00- Osage & Co Sara JC Lane Draft 0S-AC-4-1B 0472312015 | 03/01/2015 to
04 /405410000 /4 03/31/201%
10 items found, displaying all tems.
=T~ Evaluations
One item found. 1
Seq | Reviewer Contract/ Master + | Level /Project Processing Status Status Date Evaluation Period Type Function | Full
Ho Id WO # Scope
1 Tom Bane 1400008164 / 00988-10-02/1 Ready for Review 04/01/2015 02/25/2015 to Intermediate | Design Yes
M00s81001 04/30/2015 Evaluation
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Consultants: User Profiles

Use these steps to manage your profile
information and your region and bureau
information.

Edit User Profile

1. Click Profile on the main menu. CARS
opens the User Profile page.

2. Click Edit Profile. CARS opens the Edit
User Profile page.

3. Change your user profile information
as needed. You can change your
name, email address and phone
number.

Changing the value in the Email
Address field modifies the email
address that CARS uses for evaluation
and invoice notifications.

4. Click Save.

ey,
~ State of Wisconsin

{\__. | Department of Tra 1 Jortation

Home Search Security Profile Log Off

WES - (Coutract Administration & Reporting System

JUSER - J User processing on behalf of Osage & Co. Project, Contract or Master Contract: | Search

User Profile o Edit Profile

~ Profile Information

First Name: J

Last Name: User

Middle Initial: Email Address: juserdS@yahoo.com
Suffix: Phone Number: (838) 383-8382

Edit User
Profile

Default Region
*Indicates required field
First Name: *

Last Name: *
I'Jse r

Middle Initial:

Suffix: Email Address: *
| |:'usar@:r.3‘:'ir:r.. CoOm  x

& Cancel
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Invoicing

Invoicing processes are the same for regular contracts and work orders, and they are the same for prime consultants and sub-consultants. Prime
contract invoices are submitted to WisDOT, and sub-consultant invoices are submitted to the next higher tier (either prime consultant or a higher-tier
subcontractor). Higher tier consultants can view and reject sub-consultant invoices.

Quick Facts about Invoicing in CARS

e Only one invoice in “Draft” status is allowed for a given contract. You must submit or delete an invoice draft for a contract before you can
create another one.

o “Draft” status invoices are accessible and freely editable only by staff members who have the appropriate roles.

e WisDOT cannot access “Draft” status invoices created by consultant firms, nor do they appear on WisDOT user dashboards.

e Invoices in “Paid” status are not listed on WisDOT dashboards. Search for these invoices as described in Search Invoices on page 31.

e Consultant Dashboard pages list only invoices in “Draft” status.

e Users who have the View Invoice role cannot see rate or cost details. Direct labor cost, indirect cost rate, and indirect cost fields are hidden.

e Invoices can contain costs for more than one month, provided costs for different months are entered as separate line items.

e Invoice adjustments made by WisDOT invoice approvers are added as new lines on the invoice. Submitted data is maintained as part of an
audit trail.

e Invoice maximums are managed separately for each firm on the contract. Primes should not bill subconsultant costs as one of their expenses.

Invoice Roles

WisDOT users must have either the Invoice Editor or the Invoice Approver role to make changes to invoices. Only users who have Invoice Approver
can approve invoices. Invoice Reviewer users can review submitted invoices but not approve them. WisDOT users who have the View Invoice role can
read invoices, but cannot change or approve them. Users who have the View Invoice role can read invoices, but cannot make any changes.

To manage invoices, a consultant staff member must have the Invoice Editor or Invoice Submitter role for the specific contract, or Subcontract Invoice
Editor or Subcontract Invoice Submitter when working on subcontracts. The staff member who submits invoices to WisDOT or to a higher tier
contractor must have the Invoice Submitter or Subcontract Invoice Submitter role. Users who have the View Invoice or Subcontractor View Invoices
roles can read invoices, but cannot make changes.

e Subcontractor invoices are submitted to the prime contractor or the next higher tier subcontractor in cases where the subcontractor is
working for another subcontractor.

e Consultants can include invoices for their subcontractors with their invoices for payment, and then pay the subcontractors. The alternative is
to reject the subcontractor invoice. Contractors cannot make any changes to subcontractor invoices.

e Consultants can create invoices for their subcontractors directly. Higher tier consultants should determine whether they want their
subcontractors to create their own invoices and submit them, or always create invoices for their subcontractors.
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Invoicing Processes
Consultants create invoices, add cost information and upload supporting documentation before submitting the invoice to WisDOT. WisDOT reviews and

approves the invoice for payment. If there is a question about an expense, WisDOT may adjust the invoice and send it for payment instead of causing
payment to be withheld. Expenditure Accounting pays the invoice.

Subcontractors follow the same processes as prime consultants. The differences in subcontractor invoicing processes are as follows:

Invoice Statuses

Accepted by Higher Tier
Approved
Approved - Sent to Acct Sys

Approved - Zero or Negative invoice

Checked out for Payment
Draft

Draft for subcontract
Included in Higher Tier
Included in Invoice

Paid

Paid Special

Rejected

Rejected by Higher Tier
Reviewed

Sent Back to Approver
Submitted

Submitted to Higher Tier
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Invoicing Process Diagram

Invoices

= % @ Subconiractors to
8 = "E —_ ; subconiractors
= "= e subimit involoes to
g = 8 = Create_New — Add Cosls - Upload Submit Invoica the naxt higher
E8 air Invoice Documents tier. Contractors can create
~ o 033 If contract has invoices for
—_— subconiracts subcontractors, Thay
=+ cannot alter submitted
- v / subcontractor invoices.
= C
e B8 __
Q ‘E’ S'e Create M Upload Include or create | |
g 0 = Start reaie NEW | Add Costs » »  Subcontractor ———3e  Submit Invoice
ES2 cil Invoice Documents . ?
=0 'y Invoices
wo
=
c e GARS Notification
8 2 ol 2]
== — [id
= E cir
c ‘8 [=] Y A
i o5
-]
= = ' Can the invoice ba
© @ r_"- L [ corrected with
2] g (@) ¥ adjustments?
g E % Reject Invaice Review invoice > Na > Yes P Adjust Invoice Approve Invoice
[= N
L a5 E ‘ Is the invoice No
3 < correct?
2 f
=
oS = i
=
S®/oe Notify
o o0 ;
E =] Primary
=
=5= A
2 —
2o e \ 4
2 p When a final invoice is paid in CARS,
,-E = O WisDOT staff with Notify Primary
T E roles for the contract are sent an .
% 2 .;D_n email notification. The Intent s to Pay Invoics
L% g E trigger the evaluation process.

Figure 1 - Invoice Process Diagram
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Redistribution Contracts

Redistribution contract provisions (formerly called journal voucher (JV) contracts) are described in the Facilities Development Manual (FDM)
in chapter 8, section15-2. These contracts are currently paid like invoices for other projects in CARS. Form DT1511 is required for JV contracts and

must be included in the invoice documentation.

Note: Page 2 of form DT1511 is now optional. Page 1 is still required.

Invoice Notifications

CARS automatically sends email notification to either WisDOT or consultant users when the status of an invoice changes. Messages are routed to
persons who have notification roles for the individual project ID. CARS also sends email notifications when the status of an invoice does not progress
within a set time period. The invoice must be either approved or rejected in order to progress. The following table summarizes invoice notifications.

New status

Status changed by

Submitted

Email sent to

Prime Consultant

WisDOT users with the Primary Notification role receive email immediately upon invoice submission.
Future versions of CARS will also send reminders at days 10 and 20, and every day after 20 days until the
invoice is approved or rejected.

WisDOT users with Secondary Notification receive email at days 10 and 20 and every day after 20 days until
the invoice is approved or rejected.

Submitted

Sub Consultant

Prime vendor users with the Primary Notification role receive email immediately upon invoice submission.
Future versions of CARS will also send reminders at days 10 and 20, and every day after 20 days until the
invoice is approved or rejected. If no vendor users have the invoice notification role for this contract, the
firm’s Vendor Administrator receives the email.

Paid

WisDOT

Prime consultants and subconsultants with the Invoice Notification role receive email when the invoice is
paid. If no vendor users have the invoice notification role for this contract, the firm’s Vendor Administrator
receives the email.

Rejected

WisDOT

Prime consultants with the Invoice Notification role receive email when the invoice is rejected. If no vendor
users have the invoice notification role for this contract, the firm’s Vendor Administrator receives the
email.

Rejected

Higher tier
consultant

Sub consultants with the Invoice Notification role receive email when the invoice is rejected. If no vendor
users have the invoice notification role for this contract, the firm’s Vendor Administrator receives the
email.
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Import an Invoice

CARS allows you to import invoice information using an Extensible Markup Language (XML) document. The XML documents used to import data into
CARS may be generated, for example, from your firm’s financial software using a custom routine. You can also export data to Microsoft Excel® or
Access®, adjust the data as needed, and then create the XML invoice by pasting generated elements into a template or by using Visual Basic for
Applications or another programming language to generate the invoice automatically. The XML document creation process will vary for every
consultant. Currently, the invoice data must be imported for each contract separately; there is no batch process. XML invoices can be uploaded by
prime consultants and by subcontractors. A prime consultant cannot upload XML for a subconsultant.

Many resources are available to help your firm generate the necessary XML invoice documents, including basic information on the CARS page. See
also Appendix 13 on page 251 and Appendix 14 on page 273.

View Work Order = Back to Dashboard Create Invoice Import Invoice (=5 Print Page  Go to Bottom
View Contract = Back to Dashboard Create Invoice Import Invoice I_;j Print Page  Go to Bottom
View Subcontract = Back to Dashboard Create Invoice Import Sub Invoice (=) Print Page
View Amendment Subcontract = Back to Dazhboard Create Invoice Import AmdSub Invoice View Evaluation (=) Print Page

Import XML Invoice Buttons
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Import Invoice Steps TOMBANE - Tom Bane processing on behalf of Osage

1. Open the contract or
subcontract record for
which you are

~ Contract Information

entering an invoice in Project ID: Contract Number:
0687-11-30 1400008002 Associated Prnjects
CARS See S_earCh Contract Type: Purchase Order Humber: ) )
TOO/S on page 25 for Regular Contract Function: Nothing found to display.
. . Phases: 0 Traffic Analysis Services
information on
locating prime TOMBANE - Tom Bane processing on behalf of Osage Project, Contract or Master Contract:| [seazen |

contract records.

Note: The appropriate
Invoice Editor or
Invoice Submitter
role is required to
import XML
invoices.

2. Click Import
Invoice; subconsultant
s click Import Sub
Invoice. CARS opens
the Import Invoice
section.

3. Click Browse. CARS
opens the Choose File
to Upload dialog box.

4. Browse to the XML file
for upload and select
it.

5. Click Open. CARS
displays the path to
the file in the Browse
field.

View Contract Create Invoice Import Inveice (=5 Print Page  Go to Bottom

Import Invoice

*Indicates required field

| Browse. . .

Tpload

~ Contract Information
P O I S O O N U O O S O O O A O O L L

/2 Choose File to Upload x|
L

o) | . = Computer = (C:) Local Disk = CARS XML Files - (23 I Search Vendor Trials

AT

Organize *  Mew folder

‘v Favorites 21 MName - Date modified | Type | Size | |

4. Downloads Lump 1., xmi 10/10/2014 1:06 PM ¥ML Document 2KB
=i Recent Places
Bl Desktop

'8 Computer ﬂ

ae L . !
File name: | | |anFiles () =]
E Open |v| Cancel |

Project, Contract or Master Contract: Search
View Contract Create Invoice Import Invoice (=) PrintPage  Go to Bottem
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Import Invoice - continued

6. Click Upload. CARS attempts to import
the invoice.

a. If the import is successful, CARS
opens the new invoice, which is in
“Draft” status.

b. Ifthereisan error and CARS cannot
import the invoice, CARS displays an
error message.

c. If CARS was able to import the
invoice partially, you will see an
error message along with the Show
Invoice button. See Consultants:
Common Invoice Import Errors on
page 267 for more details. You can
delete the invoice, adjust the XML
document and try to import again,
or manually edit the invoice directly
in CARS as described in Invoicing,
beginning on page 62.

Note: You must delete an existing draft
invoice before you can import another
one. Only one invoice in “Draft” status
is allowed per contract.

7. Upload supporting documentation and
submit the invoice as for manually
entered invoices. See Upload Supporting
Documents on page 92 and Consultants:
Submit Invoices on page 96 for details.

TOMBAMNE - Tom Bane processing on behalf of Ozage Project, Contract or Master Contract: E

View Contract Create Invoice Import Invoice (=4 Print Page  Go to Botter

Import Invoice

*Indicates reguired field

|Su.r!1 Export Lu.rrpl_x:mll Browse. ..

I! Tpload

* Contract Information

TOMBANE - Tom Bane processing on behalf of Osage Project, Contract or Master Contract: E

View Errors (=) Print Page = Back to View Contract

~ Upload Error List

— Draft status already exists for Consultant Inveice Number Lump1

TOMBANE - Tom Bane processing on behalf of Osage Project, Contract or Master Contract: [

View Errors (= Print Page = Back to View Contract

* Upload Error List

Consultant Invoice Number :11-25 Aug 2014 Show Invoice h

— Not found a record with 4 part key combination in the ContractCost table for LumpSum Line tems.
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Consultants: Create a New Invoice

When you create a new invoice, CARS combines general information you enter and cost information from the contract in a new invoice record. If you
have previously invoiced costs on this contract within CARS, submitted and paid totals are also shown and used in the calculations on the new invoice.
You can also manually enter and edit total previous costs paid outside CARS (external costs) on the first invoice for a contract or project only. See
Consultants: First Invoice in CARS Question on page 107 for details.

Only one invoice in “Draft” status is allowed for a given contract. You must submit or delete an invoice draft for a contract before you can create another
one. If you try to create a new invoice when there is already one in “Draft” status, CARs displays the error message, “Cannot create invoice. One already
exists in draft status.”

Sub-consultant users who create invoices in CARS must have security access to all subcontracts, amendment subcontracts and phases that apply to their
firms in order for the invoice costs to be applied correctly. If you are missing access to one of these parts of a contract, please contact your firm’s CARS
administrator.
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Consultants: Create a New
Invoice - continued

1. Open the contract you are
invoicing.

2. Click Create Invoice. CARS
opens the Edit Invoice
page. Only consultant
information can be
entered or updated.
Contract information is
locked.

3. Select No under Final
Invoice.

Select Yes only when the
work for a contract is
complete and you are
submitting final costs.

4. Enter the invoice identifier
of your choosing in
the Consultant Invoice
Number field. Follow your
firm’s conventions as
required. This identifier is
limited to 20 characters.

5. Enter dates in the Start
Date and End Date fields.
These dates refer to the
period for which you are
invoicing, not to the
contract work period. This
period may span more
than one month.

WISCOMNSIN DEPARTMENT OF TRANSPORTATION
Hoing Business AC

Home Search Security Log OFf

PT

OHFRS - (Cantract Adwinistration & Beparting Syoten

JOHNKANE - John Kane processing on behalf of Ozage

Project, Contract or Master Contract: Search

View Contract
~ Contract Information

Project ID:
0751-32-58

Contract Type:
Regular

Contract Number:
1400006565

Purchase Order Number:

Tontract Frnction:

= Back to Dashboard Create Invoice Lj‘] Print Page  Go to Bottom

Associated Projects

Mothing found to display.

Edit Invoice

~ Contract Invoice Information

Consultant Hame:
Osage

State Project ID:
0751-32-58

Project Description:
county ling

*Indicates reguired field

Final Invoice: *
Oves @ No

FEIN/Loc:
9876543210

Master Contract ID:

County:
Clark

Consultant Invoice Number: *

PO Number:

Work Order:

Contract Project Manager:

||.?3 MTC 5-14 x
E Time Period Covered by this Invoice:
Start Date: * End Date: *
5/1/2014 05/31/2014
E Consultant Contact:
Name: * Phone: * Email: *
Felicity Schreiber 608-811-4557 fzchreiber@ozage.ccm
ﬂ Sauel Cancel Create |
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Consultants: Create a New Invoice -
continued

6.

Enter the name and contact information
of the person that WisDOT can contact if
there are questions about the invoice in
the Name, Phone and Email fields.

Click Save. CARS creates and opens the
new invoice and assigns “Draft” status. No
billed charges are added. Some monetary
values from the contract are shown on
this new invoice, but they are not invoice
charges. A sample of a newly created
invoice is shown in Appendix 8: Sample
Invoices in CARS and PDF of Submitted
Invoice. See Appendix 9: Invoice Sections
in for an explanation of the information
shown on an invoice.

If this is the first invoice entered for this
contract or project in CARS, you are asked
if there were prior invoices that were
paid outside CARS. Answer “Yes” or “No.”

See Consultants: First Invoice in CARS
Question on page 107 for details.

Note: You must enter the previous
paid external amount on the
first invoice in CARS before
you submit it. This amount
cannot be entered or edited
on subsequent invoices.

Edit Invoice

~ Contract Invoice Information

Consultant Name:
Ozage

State Project 1Dt
0751-32-58

Project Description:
county line

*Indicates required field

Final Invoice: *
C)Yes @ No

FEIN/Loc:
987654321/0

Master Contract I1D:

County:
Clark

Consultant Invoice Number: *

PO Humber:

Work Order:

Contract Project Manager:

[f3MTC 5-14 x

E Time Period Covered by this Invoice:

Start Date: * End Date: *

5/1/2014 05/31/2014
E Consultant Contact:

Name: * Phone: * Email: *

Felicity Schreiber 608-811-4597 fschreiber@osage.ccm

ﬂ Save I Cancel Create |
= Cancel

This is the first invoice in CARS for this contract/project.

Were there prior invoices for this contract/project?

Oves @No
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Consultants: Edit Contract Invoice
Information

You can edit the consultant information
while the invoice is in “Draft” status.

1. Click Edit in the Contract Invoice
Information section. CARS opens
the Edit Invoice page. Only
consultant information can be
updated.

2. Update the seven consultant
information fields as needed.

3. Click Save.

View Invoice &= Back to Dashboard @ Delete Invoice View Paid Invoices
~ Contract Invoice Information
Consultant Name: FEIHiLoc: PO Humber: Invoice ID:
Osage 987654321/0 pal
Stage Project | stepContgact IR florke Ordar: Stgfus:
POV FP000VFFT000HVF00000F 000000000
0500172014 Owi31i2u14
Consultant Contact:
HName: Phone: Email:
Felicity Schreiber G08-811-4557 fschreiber@osage.ccm
[ Edit
Actual Cost

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services El Edit

Actu! Cos’s

Edit Invoice &= Back to Dashboard @ Delete Invoice View Paid Invoices

~ Contract Invoice Information

’ I?‘“W"W’m) VYN & WY If%”vj"ldl 9 &9 "“t’i?'["l VR 2 2 o oF 4
\ gBL. JBS LIpL a: ol 4 Co. qac e, cct. dne_er: - atuc Jan. .
county line Clark 07/28/2014

* Indicates required field

Final Invoice: *

OYes ®No

Consultant Invoice Number: *
[73 MTC 5-14

Time Period Covered by this Invoice:

End Date: *

IOS,’B 1/2014

Start Date: *
IDS,"O].,:’2014
Consultant Contact:

Name: * Phone: * Email: *
|Fe\icityr Schreiber 608-811-4597 fschreiber@osage.ccm

E Save Cancel |

Actual Cost
DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Senvices [ Edit
GV AV AV A A S S o S S S G O 3 S O L O 0 O O 4 S O O O S O o O S o 4V 4
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Consultants: Add Costs for
Actual Cost Contracts

If the terms for the contract you are
invoicing specify payments based on
actual costs (also called “cost plus”),
you can add these costs in

the Actual Cost section.

If needed, create a new invoice
using the instructions in Create a
New Invoice on page 69.

1.

Click Edit in the Actual Cost
section.

If this is the first invoice for
a project or contract, CARS
asks for previously paid
amounts that were paid
outside of CARS for this
contract. See Consultants:
First Invoice in CARS
Question on page 107 for
details.

Answer the “prior invoices”
guestion, and then

click Save. CARS opens

the Actual Cost Contract
Items page.

View Invoice

~ Contract Invoice Information

Consultant Name:
Osage

State Project ID:
0751-32-58

FEIN/Loc:
987554321/0

Master Contract ID:

= Back to Dashboard i@ Delete Invoice View Paid Invoices
PO Humber: Invoice ID:
21
Work Order: Status:

Draft

A o o oV o P NSNS

Consultai.. Cob.act:

Name:
Felicity Schreiber

[&] Edit

Actual Cost

Phone:
508-811-4557

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services |:| Edit

Actual Costs

Incurred This Invoice:
Previously Incurred:

Ipciread to Data:

0.00
0.00

Email:
fschreiber@osage.ccm
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Add Direct Labor

1.

Click Add Direct Labor on the Actual Cost
Contract Items page. CARS opens

the Add/Edit Direct Labor page.

Enter the employee name in the 2
employee name fields.

If your firm requires an employee number,
enter it in the Employee Number field.
Enter the employee job function as defined
by your firm in the Employee Classification
field. This field is limited to 50 characters.

If your firm has the option, select the type
of hours the employee worked in the Hours
Type field. Two types are allowed: “Hours
Worked” and “Premium Pay”. Most firms
report only regular hours, and the value in
this field is automatically set to “Hours
Worked”.

Enter the number of hours the employee
worked during the period for which you are
invoicing in the Hours field. This time period
is not limited by the Start Date and End
Date you entered in the Consultant Invoice
Information (page 70). You can enter up to
two decimal places.

Note: You can invoice for other time
periods, provided you enter
the information as another line
item.

Actual Cost Contract ltems

Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00

Direct Labor and Overhead
Nothing found to display.

Indirect Costs
Nothing found to dizplay.

Direct Costs
Nothing found to dizplay.

Fixed Fee
Percent Complete:

%

Save Fixed Fee

Fixed Fee Amount: 11,700.00

| Reset|

Edit Previous Paid

Total Indirect Cost: 50.00

Total Direct Cost: 50.00

= Back

s Add Direct Labor

Total Labor: 50.00

Total Cost: 50.00

) Add Indirect Cost

J Add Direct Cost

Total Fixed Fee: 50.00

Add/Edit Direct Labor

*Indicates required field

= Back/Cancel

Employee Classification: *

Employee Last Hame: *

ﬁ Employee First Hame: *

Employee Number:
pe7es

General Labor

Hours Type: *

Hours Worked

Activity: *
[108-ceneral Field Work

q Calendar Year of Labor: *
2014

q Indirect Cost Rate Type:

H Labor Cost: *
[615 00
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Add Direct Labor - continued Add/Edit Direct Labor = Back/Cancsl
*Indicates required field

7' SE|eCt a type Of WOI"k n the ACtIVIty Employee First Name: * Employee Last Name: * Employee Humber: Employee Classification: *
field. Rdrian piilles he7ea |

Eeneral Labor

Note: Activity codes are defined
in the FDM in chapter 8, —
section 10-1, attachment rm':_'tfe_e_h —
1.3.

2014 €15.00

:8 Calendar Year of Labor: * q Indirect Cost Rate Type: Labor Cost: *

8. Select the month the work was done in
the Calendar Month of Labor field.
9. Enter the year the work was done in

the Calendar Year of Labor field.
10. Select the predefined rate type in
the Indirect Cost Rate Type field.

Note: Selecting a rate type here
determines rate applied in
the Indirect Costs section,
if overhead applies.
Overhead rates are subject
to updates.

11. Enter the cost of this employee’s work
in the Labor Cost field.

12. Click Save. CARS saves the labor cost
and lists the details on the Actual Cost
Contract Items page. CARS also displays
the message, “Direct Labor saved
successfully”.

13. Click Back/Cancel to return to
the Actual Cost Contract Items page.
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Edit Actual Labor Costs

1.

3.

Locate the appropriate line on
the Actual Cost Contract Items page and

click Edit Direct Labor “ on that line.
CARS opens the Add/Edit Direct Labor
page.

Make the necessary updates to the data
fields described in Add Direct Labor on
page 74.

Click Save.

Delete Actual Labor Costs

1.

Locate the appropriate line on the
Actual Cost Contract Items page and

click Delete Direct Labor ‘= on that line.
CARS displays an Are you sure? message.

Click Confirm. CARS deletes the direct
labor cost.

Direct Labor saved successfully. e
Actual Cost Contract [tems

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid

Direct Labor and Overhead
One item found. 1

= Back

d Add Direct Labor

First Last Employee Employee . | Hours _ | Hourg | Activity Month | Yesr | IndirectCost ., | Labor . | Adjustment
Name Name Number Classification T | Type T Rate Type " | cost T
. . Hours 108- General c c =
Adrian Willer METEE General Labor Worked 40.0 Field Work 5 2014 615.00 N & =
Total Labor: $615.00
Are you sure? x
Are you sure you want to DELETE direct labor?
Cancel
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Add Direct Costs

1. Click Add Direct Cost on the Actual
Cost Contract Items page. CARS opens
the Add/Edit Indirect Cost page.

2. Select a predefined cost type in
the Category field.

3. Enter a description of the specific cost
in the Description field.

4. Select a payment recipient type in
the Paid To Type field.

= Select “Internal Allocation” for
project-related costs incurred by
your firm, such as equipment or
supplies.

= Select “Payment” for amounts paid
to business service providers, such
as analytical services, shipping and
postage, or travel and meal
expenses.

5. Enter the name of the external
business service provider in the Payee
Name field. This field is required when
the value in the Paid To Type field is
“Payment”.

6. Enter the quantity of items or other
measure for this cost in the Units
field.

7. Enter the cost per unit in the Unit
Rate field. This field is required when
the Units field is not empty.

Actual Cost Contract ltems

= Back
Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 & Edit Previous Paid

L AT AT ST SV SV S o Y i A A S Y S S O S N S e

Direct Costs n

Nothing found to display. Total Direct Cost: 0,00 &) Add Direct Cost

Total Cost: $2219.55

Add/Edit Direct Cost = Back/Cancel

*Indicates reguired field
Description: * Paid To Type: *

Category: *
|','e':'.ic'_e Bental & Fuel |Ea'_.-'ne.“.t

q Payee Name: (Required if Paid To Type is "Payment’) q Units: ﬂUnit Rate: (Reguired if Units entered)

65.18

q Calendar Year of Costs: *
2014

|Ea fari Cutfitters

o

q Unit Description: (Reguired if Unitz entered)

q Indirect Cost Rate Type:

[Home office

1 oIS

Enter direct cost above or hit Calculate to use units and rate.
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Add Direct Costs - continued AddIEdit Direct Cost .
*Indicates reguired field
8. Enter a brief exp|anati0n Of the Units Category: * q Description: * H Paid To Type: *
. . Vehicle Rental & Fuel 4WD Truck Payment
used to describe the costin | ™ | g
H H H H H H H Payee Name: (Required if Paid To Type is "Payment’) nits: Unit Rate: (Reguired if Unitz entered)
the Unit Description field. This field is Fafars Cusfiscers q = q,—
required when the Units field is not
Unit Description: (Reguired if Unitz entered) Calendar Year of Costs: *
empty' q Days q qzz;e
9. Select the month the cost was Indirect Cost Rate Type:
. . [Home office 25.50
incurred in the Calendar Month of -
Costs f|e|d Enter direct cost above or hit Calculate to use units and rate.
10. Enter the year the cost was incurred in T

the Calendar Year of Costs field.

11. If your firm has the option, select an
indirect cost type in the Indirect Cost
Rate Type field if an indirect rate
applies to this cost. Most firms cannot
apply indirect cost rates to direct
costs.

12. Enter the total cost in the Direct Cost
field. You can enter this value or have
CARS calculate it.

13. Click Calculate if you want CARS to
calculate the value for Units x Unit
Rate.

14. Click Save. CARS saves the direct cost
and lists the details on the Actual Cost
Contract Items page. CARS also
displays the message, “Direct Cost
saved successfully”.
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Edit Direct Costs

1. Locate the appropriate line on
the Actual Cost Contract Items page

and click Edit Direct Cost © on that
line. CARS opens the Add/Edit Direct
Cost page.

2. Make the necessary updates to the
data fields described in Add Direct
Labor on page 74.

3. Click Save.

Delete Direct Costs

1. Locate the appropriate line on the
Actual Cost Contract Items page and
click Delete Direct Cost = on that
line. CARS displays an Are you sure?
message.

2. Click Confirm. CARS deletes the direct
cost.

Direct Cost saved successfully. e
Actual Cost Contract ltems

Cost Description: DBE: No, OH Rate: Home Office, Function: Construction Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00

Direct Labor and Overhead
One item found. 1

Direct Costs
One item found. 1

. Edit Previous Paid

= Back

& Add Direct Labor

o Add Direct Cost

Category : | Deseription* | Paid To Type = | Payee Name * | Units® | UnitRate* | Unit Description - | Month- | Year | Indirect Cost Rate Type - | Direct Cost*
Vehicle Rental & Fuel  4WD Truck Payment Safari Qutfiters  5.00 65.18 Days 5 2014 Home Office 325.90 N P =4
Total Direct Cost: 532590
Total Cost: 5940.90
Are you sure? X
Are you sure you want to DELETE direct cost?
Cancel
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Indirect Costs

Indirect costs are typically overhead costs,
which are commonly applied only to direct
labor costs. CARS automatically generates
indirect cost lines for your invoices based on
cost type (direct labor or direct cost), the
month and year of the cost, and the indirect
cost rate type (such as “Home Office” or
“Field Office”). Indirect costs generated by
CARS are not editable. The rates for each
firm and indirect cost type are maintained in
CARS by the DTSD Audit and Contract
Administration Section. The details for
indirect costs shown on the Actual Cost
Contract Items page are described below.

1. CARS totals indirect costs based on
cost type, date, and cost rate type,
and inserts a single line in
the Indirect Costs section. In this
example, the four lines shown in
the Direct Labor section that were
reported for March 2015 and should
have the “Home Office” indirect cost
rate applied are combined into one
line item in the Indirect Costs
section (marked “1”).

2. CARS lists costs that have a different
cost rate type separately in
the Indirect Costs section.

3. CARS lists costs that have a different
date (month or year) separately.

Indirect Cost saved successfully.
Actual Cost Contract ltems

Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Counts
Previously Invoiced External: 0.00 Previously Invoiced Fixed Fee External: 0.00

Direct Labor
& items found, dizplaying all tems. 1

Edit Previous Paid

= Back

s Add Direct Labor

First . Last Employee Employee Hours Hours | Activity Month | Yea# Indirect Cost Labor Adjustment
Name =~ | Hame Number Classification Type Rate Type Cost
Patty Green G334 Technician ‘?S:"::d spo 108 Gf‘?;f‘ Field 2015  Home Office 800.00 N =]
v v
Carl  Petersen PaTS Technician \?Si:u a0 % Gf‘f:rf‘ Feld 2015 Home Office 800.00 N S
v v
Calvin Li 1345 Project Manager Hours — 4np 104- Project 2015  Home Office 1,200.00 N =]
Worked Supervision
v
Mark  Halperin HE45 Technician PT ‘?S:"::d 259 0% Gﬁ::rr:' Shop 2015 Home Office 25.00 N S
v v
Leonard  Miler M121 Field Technician ,3::"::‘1 anp 0% Gf‘f:rf‘ Feld B3 2015 — Field 0ffice 700.00 N S
v v
Paul  McDougal M98T Office Manager ‘?S:"::d a0 07 Gf':furri' Officé B4 2015 Home office 900.00 N
v v
Total Labor: 35,025.00
Direct Costs
2 items found, displaying all items. 1 ) Add Direct Cost
Cateqory Descriptich | Paid To Payee Units | Unit Unit Month | Yea# | Indirect Cost Rate | Direct Adjustment
Type Hame Rate Description Type - Cost
Traffic Counting tubes Payment ACTE  ggp  gsp  CUMPESSUTE 5 g Field Office 390.00 N
Equipment supplies tubes
Company vehicle ¢ yigas mernal 6270 055 miles 3 2015 3449 N
mileage Allocation
Total Direct Cost: 5424.45
Indirect Costs
5 items found, displaying all items. 1 7 Add indirect Cost
Costs Subject to Indirect Cost Rate Description Month ¢ | Year # Indirect Cost Rate Type Rate Indirect Cost ¢ | Adjustment
H 32500 Premium Increase 3 2015 Home Office 1.85 601.25 N & =
el 700.00 Calculated Labor Cost 3 2015 Field Office 1.825 1,277.50
il 342500 Calculated Labor Cost 3 2015 Home Office 1.85 §,336.25
] 900.00 Calculated Labor Cost 4 2015 Home Office 1.85 1,665.00
Ed 390.00 Calculated Direct Cost 3 2015 Field Office 1.825 71175

rixearee

Percent Complete: |30 %
Szve Fiwed Fee I Reset |

Fixed Fee Amount: 15,000.00

Total Indirect Cost: 310,591.75

Total Cost: 515,041.24
Total Fixed Fee: 34,500.00
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Indirect Cost saved successfully.
Indirect Costs - continued Actual Cost Contract ltsms
Cost Description: DBE: %es, OH Rate: Home Office, Function: Traffic Counts = Back
4. CARS lists costs having different cost Previously Invoiced External: 0.00 Previously Invoiced Fixed Fee External: 0.00 o Edit Previous Faid
| h d I b Direct Labor
types separately, such as direct labor & items found, displaying alltems. 1 O Add Direct Labor
and direct costs. Most firms do not
i i i First . | Last . Employee . Employee . Hours Hours | Activi & Month | Yeat | Indirect Cost . Labor Adjustment
apply an indirect cost rate to direct . . . . . ty . .
Name Name Humber Classification Type Rate Type Cost
costs. i
Patty Green 6334 Technician ﬂ;’fg:d ap 10 G‘e,‘?uerrkﬂ' Field 2015 Home Office 800.00 N P =)
V V
5. Costs added manually are listed Cal  Petersen Pavs Technician usgfkr:d 400 103'(3“?5?”:'&” 2015 HomeOffice 80000 N p 2
H . . c . Hours 104- Project c @
separately and can be edited. Most Calvin Li La4s Project Manager  12"® 400 Sopeniien 2015 HomeOffice  1,200.00 N - =]

. . . . - Hours. 109- General Shop =
firms do not add indirect costs Mark  Halperin H545 Technician PT Vorked 250 = 2015 Home Office 625.00 N p el
manually. CARS lists costs having Leonard  Miler M121 Field Technician g::‘;:d ap ' G,E,FUEFLE'F'E"’ H3 2015 —» Field Office 700.00 N R =)
different cost types separately such as Paul  McDougal Ma87 Office Manager ungfkr:d 40.0 107'Gmi:i'0fﬂ°e B+ 2015  Home Office 900.00 N p @

’
direct labor and direct costs. Most Total Labor: 55025.00
firms do not apply an indirect cost rate
. Direct Costs
to dlreCt COStS 2 items found, displaying alltems. 1 ) Add Direct Cost
6. Costs added manually are listed
separately and can be edited. Most Category : | Description | PaidTo . | Payee . | Units | Unit . | Unit _ | Month | ¥eat | Indirect Cost Rate . | Direct . | Adjustment
Type “ | Name - Rate ~ | Description Type * | cost :
firms do not add indirect costs )
Traffic Counting tubes Payment ACme  gng gsg  DMPIESSUIE 5 g Field Office 390.00 N @
I | Equipment supplies tubes L4
manually. Company vehicle o \yigas L] 6270 055 miles 3 2015 34.49 N @
mieage Allocation &
Total Direct Cost: 3424.45
Indirect Costs
5 items found, displaying allitems. 1 £ Add indirect Cost
Costs Subject to Indirect Cost Rate ¢ | Description ® Month # Year ¢ Indirect Cost Rate Type $ Rate ¢ Indirect Cost ¢ | Adjustment
H 32500 Premium Increase 3 2015 Home Office 1.85 601.25 N & -
pd 700.00 Calculated Labor Cost 3 2015 Field Office 1.825 1,277.50
il 3.425.00 Calculated Labor Cost 3 2015 Home Office 1.85 6,336.25
E] so0.00 Calculated Labor Cost 4 2015 Home Office 1.85 1,665.00
EY 300,00 Calculated Direct Cost 3 2015 Field Office 1.825 71175
Total Indirect Cost: $10,591.75
Total Cost: 516,041.24
rixea ree
Percent Complete: |20 oy, Fixed Fee Amount: 15,000.00 Total Fixed Fee: 54500.00
Save Fixed Fee I Reset |
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Manually Add Indirect Costs

Consultants who use “General and
Administrative” (G&A) as one of their
indirect cost types must add these costs
manually. Only these consultants have
the ability to add indirect costs manually
using the steps described below.

1. Click Add Indirect Cost on
the Actual Cost Contract
Items page. CARS opens
the Add/Edit Indirect Cost page.

2. Enter the indirect cost in
the Costs Subject to Indirect
Cost Rate field.

3. Enter a description of the
indirect cost in the Description
field.

4. Select the month the work was
done in the Calendar Month of
Costs field.

5. Enter the year the work was
done in the Calendar Year of
Costs field.

Actual Cost Contract ltems

Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Previous Paid Fixed Fee Externak 0.00

LAF A A AU D T S o o o o o S S AF AF S F oF SF SF oF SF SF SF F SF SF SF SF oF &F & 4

Indirect Costs
MNothing found to display.

& Edit Previous Paid

= Back

D Add Indi s
Total Indirect Cost: $0.00 T

Add/Edit Indirect Cost

*Indicates required field

qusts Subject To Indirect Cost Rate: *

Description: *

Fccc;nting and Office Supplies

Calendar Month of Costs: *
05 May

64385

.

Calendar Year of Costs: *

2014

Indirect Cost Rate Type: *

|I—‘.cme Office

= Back/Cancel
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Manually Add Indirect Costs - Actual Cost Contract Items

. Back
Contlnued Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services ——

6 Select the COSt rate type |n Previous Paid External: 0.00 Previous Paid Fixed Fee Externak 0.00 & Edit Previous Paid

the Indirect Cost Rate Typefield [0 ppprgpppip 0 S L L L L L L L P L 2 2 P 2P 02022220202
if your firm can apply indirect

rates to these costs. This is rare. Indirect Costs
MNothing found to display. & Add Indirect Cost
Total Indirect Cost: $0.00

Note: For information about indirect
cost rates, see the Facilities
Development Manual (FDM)

in Chapter 8, Section 10-30.

Add/Edit Indirect Cost — TERETTE
7. Click Save. CARS saves the labor ndicates requred feld
. . Costs Subject To Indirect Cost Rate: * Description: *
cost and lists the details on qzea.za Becounting snd OFfice Suppli=s
the ACtual COSt ContraCt /tems Calendar Month of Costs: * Calendar Year of Costs: * Indirect Cost Rate Type: *
page : 2014 [Home office

ﬂ Save
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Add Fixed Fee

Fixed fees are based on the percentage of the contract work that is completed. The percent complete (progress) should be calculated using one of the

following formulas:

Total Direct Labor Invoiced + Total Overhead Invoiced

X 100%

Total Estimated Contract Direct Labor + Total Estimated Contract Overhead

Total Direct Labor Invoiced

OR

X 100%

Total Estimated Contract Direct Labor

CARS calculates the fixed fee due as a percentage of the fixed fee stated in the contract. For example, if the fixed fee on Contract A is $1000 and the
work is 52% complete, then the fixed fee due is $520.

Previously paid amounts are subtracted on the invoice. For the second invoice for Contract A, if the percent complete is 79%, the fixed fee due is
$790. The invoice will show earned to date = $790. minus previouslv paid $520. resulting in fixed fee due = $270.

1. Enter the progress of the
contract work in the Percent
Complete field.

2. Click Save Fixed Fee. CARS
calculates the amount due and
adds it to the Actual Cost
Contract Items page.

Note: Click Reset to
change the percent
complete value
back to the last
saved value.

3. Click Back to view the invoice.

The previously paid amounts are
shown in the Actual Cost section

under “Fixed Fee”.

Fixed Fee

Percent Complete: |25 -0

2

Save Fixed Fee

| Rezet|

Fixed Fee Amount: 11 700.00 Total Fixed Fee: 30.00
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Consultants: Add Costs for Cost Per Unit
Contracts

If the terms in the contract you are invoicing specify
payments based on cost per unit, you can add these costs in
the Cost Per Unit section.

If needed, create a new invoice using the instructions
in Create a New Invoice on page 69.

1. Click Edit in the Cost Per Unit section.

If this is the first invoice for a project or contract,
CARS asks for previously paid amounts that were
paid outside of CARS for this contract.

See Consultants: First Invoice in CARS Question on
page 107 for details.

2. Answer the “prior invoices” question, and then
click Save. CARS opens the Actual Cost Contract
Items page.

3. Enter the total amount to invoice in the Cost Per
Unit Amount field.

4. Click Save Cost Per Unit.

Note: Click Reset to revert the cost per unit
amount to the previous value, provided
you have not yet clicked Save Cost Per
Unit.

5. Click Back to view the invoice.

Cost Per Unit Contract ltem

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Analysis Services

Previous Paid External: 0.00 Edit Previous Paid

Per Upit
Cost Per Unit Amount: | |

Save Cosat Per Unit I Reset |

= Back
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Consultants: Add Costs for Lump Sum Contracts
If the terms in the contract you are invoicing specify payments based on a lump sum, you can add these costs in the Lump Sum section.

Lump sum percent complete (progress) is based on the same formulas as an actual cost fixed fee.

Total Direct Labor Invoiced + Total Overhead Invoiced
x 100%

Total Estimated Contract Direct Labor + Total Estimated Contract Overhead
OR

Total Direct Labor Invoiced
X 100%

Total Estimated Contract Direct Labor

If needed, create a new invoice using the instructions

in Create a New Invoice on page 69.
Lump Sum Contract ltem

1. ClICk Edlt n the Lump Sum section. Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services E = Back

If this is the first invoice for a project or

X X Previous Paid External: 0.00 & Edit Previous Paid
contract, CARS asks for previously paid
amounts that were paid outside of CARS for Lump Sum
this contract. See Consultants: First Invoice in B rercent complete: | %| Contract Amount: 52,430.00 Total Lump Sum: 50.00
CARS Question on page 107 for details. Save Lump Sum || Reset |

2. Answer the “prior invoices” question, and

then click Save. CARS opens the Lump Sum
Contract Item page.

3. Enter the progress of the contract work in
the Percent Complete field.

4. Click Save Lump Sum.

Note: Click Reset to revert the lump
sum amount to the previous
value, provided you have not yet
clicked Save Lump Sum.

5. Click Back to view the invoice.
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Consultants: Add Costs for Specific Rate
Contracts

If the terms for the contract you are invoicing
specify payments based on specific rates, you can

Specific Rate
add these costs in the Specific Rate section.

. i i DBE: Mo, OH Rate: Home Office, Function: Design Services ;, Edit
If needed, create a new invoice using the

instructions in Create a New Invoice on page 69. Incurred This Invoice: 0.00
. L. . . Previously Incurred: 0.00
1. Click Edit in the Specific Rate section.
Incurred to Date: 0.00
If this is the first invoice for a project or Contract Maximum: 10,000.00
f R Subject to Maximum: 0.00
contract, CARS asks fo.r prew?usly paid Previously Paid: 0.00
amounts that were paid outside of CARS
for this contract. See Consultants: First $pecific Rate Due: 0.00
Invoice in CARS Question on page 107 for
details. Total Specific Rate Due: $0.00

2. Answer the “prior invoices” question, and
then click Save. CARS opens the Specific
Rate of Compensation Contract Items

page.
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Add Direct Labor

1. Click Add Direct Labor. CARS opens the Add/Edit
Direct Labor page.

2. Enter the employee name in the 2 employee
name fields.

3. If your firm requires an employee number, enter
it in the Employee Number field.

4. Enter the employee job function as defined by
your firm in the Employee Classification field.
This field is limited to 50 characters.

5. If your firm has the option, select the type of
hours the employee worked in the Hours Type
field. Two types are allowed: “Hours Worked”
and “Premium Pay”. Most firms report only hours
worked, and the value in this field is automatically
set to “Hours Worked”.

6. Enter the number of hours the employee worked
during the period for which you are invoicing in
the Hours field. This time period is not limited by
the Start Date and End Date you entered in the
Consultant Invoice Information when you created
the invoice (page 70). You can enter time values
with up to two decimal places.

7. Select a type of work in the Activity field.

Note: Activity codes are defined in the
FDM in Chapter 8, Section 10-1,
attachment 1.3.

Specific Rate of Compensation Contract ltems

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 2,400.00 Edit Previous Paid

Direct Labor and Overhead
Nothing found to display.

Direct Costs
Nothing found to display.

= Back

-3 Add Direct Labor
Total Labor: 50.00

Total Direct Cost: 50.00 = /09 Direet Cost

Total Cost: 50.00

Add/Edit Direct Labor

*Indicates required fisld

= Back/Cancel

Employee First Name: * Employee Last Name: *

| Emplovaa Classification: * |

Employee Humber:
[casea

fikolad [czajlonski | ||:e.».e:;; Tield Z-'.c:ke:l
Hours: * Activity: *
an [t08-ceneral Ficld Work
Tt Calendar Year of Labor: * Labor Cost: *
zo1a 1z00
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Add Direct Labor - continued

8. Select the month the work was done in
the Calendar Month of Labor field.

9. Enter the year the work was done in the Calendar
Year of Labor field.

10. Enter the cost of this employee’s work in
the Labor Cost field.

11. Click Save. CARS saves the labor cost and lists the
details on the Specific Rate of Compensation
Contract Items page.

Add/Edit Direct Labor

*Indicates required field

== BackiCancel

Employee First Name: *

Employee Last Name: *

piko1ag

|

Employee Humber:

Employee Classification: * |

[ezaikonski cacea | |-t-e,—,e:;: Field I'Ic:](e:l

Hours: * Activity: *

30 [t08-ceneral Field work
Calendar Year of Labor: * Labor Cost: *
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Add Direct Cost

1. Click Add Direct Cost. CARS opens the Add/Edit
Direct Cost page.

2. Select a predefined cost type in the Category field.
3. Enter a description of the specific cost in
the Description field.

4. Select a payment recipient type in the Paid To
Type field.

= Select “Internal Allocation” for project-related
costs incurred by your firm, such as equipment
or supplies.

= Select “Payment” for amounts paid to business
service providers, such as analytical services or
travel expenses.

5. Enter the name of the external business service
provider in the Payee Name field. This field is
required when the value in the Paid To Type field
is “Payment”.

6. Enter the quantity of items or other measure for
this cost in the Units field.

7. Enter the cost per unit in the Unit Rate field. This
field is required when the Units field is not empty.

8. Enter a brief explanation of the units used to
describe the cost in the Unit Description field. This
field is required when the Units field is not empty.

Direct Labor saved successfully.
5 ific Rate of Comp tion Contract tems

Back
Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services - e

Previous Paid External: 2,400.00 Edit Previous Paid

Direct Labor and Overhead

One item found. 1 2d Add Direct Labor

First . | Last Employee Employes .| Hours . | Hours | Activity - | Month | Yest | Labor . | Adjustment
Name ~ | Name Humber Classification Type Cost
Mikols  Czajkowski 4565 General Field Worker ~_10UrS  gpq  108-GeneralField o 0 opn00 N -]
Worked Work -
Total Labor: $1,200.00
Direct Costs

Nothing found to display. 3 Add Direct Cost

Total Direct Cost: $0.00

Total Cost: $1,200.00

= Back/Cancel

Add/Edit Direct Cost

*Indicates required field

Category: * Description: *
[Tzaffic Counting Zquipment[¥] [counter mental

Payee Name: (Required if Paid To Type is 'Paymentﬂ Units:

[rale Rentals

Paid To Type: *
[Payment

| q Unit Rate: (Required if Unts entered)

06 Jun 2014

weekly rate/countez

q Unit Description: (Reguired if Units entered) q Calendar Month of Costs: * | q Calendar Year of Costs: *

L%} Direct Cost: *

1 S

Enter direct cost abowve or hit Calculate to use units and rate.

Save
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Add Direct Cost - continued

9. Select the month the cost was incurred in
the Calendar Month of Costs field.

10. Enter the year the cost was incurred in
the Calendar Year of Costs field.

11. Enter the total cost in the Direct Cost field. You
can enter this value or have CARS calculate it.

12. Click Calculate if you want CARS to calculate the
value for the direct cost (Units x Unit Rate).

13. Click Save. CARS saves the direct cost and lists the
details on the Actual Cost Contract Items page.

14. Click Back/Cancel to return to the Actual Cost
Contract Items page.

Add/Edit Direct Cost = Back/Cancel

*Indicates required field

Category: *
[Tzaffic Counting Zquipmens[¥]

Payee Hame: (Required if Paid To Type is 'Paymentﬁ Units: |

[zale 2encals

Description: * | ﬁ Paid To Type: *

[Payment |

Unit Rate: (Required if Units entered)

[founter Rental

Calendar Year of Costs: *

] e

Calendar Month of Costs:
06 Jun |™

weekly rate/counter

q Unit Description: (Required if Units entered)

1, ST

Enter direct cost above or hit Calculate to use units and rate.

L2 Direct Cost: *
|2303.36

Save
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Upload Supporting Invoice Documents

CARS can associate supporting documents with the invoice. These documents include any required documentation, such as receipts and subcontract
correspondence. Use the document management tool to upload documents and to access copies of invoices that CARS generates automatically.

e The Invoice Editor or Invoice Submitter roles for prime or subcontracts are required in order to upload documents.
e CARS accepts only PDF documents for storage.

= To create PDF documents from existing Microsoft Office documents, save as a PDF. For optimum compatibility with CARS, save as PDF/A. If
you have Adobe Acrobat, you can convert a “regular” PDF document to the PDF/A subset. See Appendix 15: Save Invoice Documents as
PDF/A for details.

= To save any printable file as a PDF, print to PDF.

= To make a PDF file of hard copy receipts or subcontractor invoices, scan the pages and save the scanned image as a PDF, or take a photo
with a smart phone and email a PDF copy to an accessible email account.

Note: The document manager currently handles one document at a time. Firms who have Adobe Acrobat® may combine supporting
documents as a single file for upload.

1. Onthe Dashboard page in View Invoice = Back to Dashboard = Backto Contract & Delete Invoice View Paid Invoices
the Invoices section, select the
appropriate invoice. ~ Contract Invoice Information

2. On the View Invoice page, scroll to the
bottom of the page to the Upload
Documents section and click Upload
Documents. CARS opens the Upload
Documents page.

Consultant Name: FEIN/Loc: PO Number: Invoice 1D
Able Engineering 2835833333/0 1610

4 Upload Documents

Upload Documents

No items found. 1

Document Description : Created Date

Mothing found to display.

No items found. 1

Consultant Certification
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Upload Supporting Invoice Documents -
continued

3. Click Browse.

4. Navigate to the document on your
local computer and select it in the
list of files.

5. Click Open.

6. Enter a brief description in
the Document Description field.

7. Click Upload. CARS displays the
message “Document uploaded
successfully” when the upload is
complete. You can now upload more
documents.

8. When the upload is complete,
click Back to return to the View
Invoice page. The uploaded
document is listed in the Upload
Documents section.

Delete Uploaded Supporting Invoice
Document

To delete one of the documents you
uploaded, click Delete & in the Upload
Documents table for the appropriate
document.

You cannot delete CARS-generated
documents, such as copies of invoices that
are created upon submittal.

Upload Documents

Upload Document

*Indicates required field

| Browse...

Document Description: *

Back
,é Choose File to Upload xl
( )(:_;; | .~ Computer ~ (C:) Local Disk ~ Auto - lmjl search Auto \!_]_‘“
Organize *  New folder = = m l@l
‘v Favorites Mame “ Date modified | Type I Size I |
B Desktop E Receipts for Inveoice 7777-31.pdf 6/2{2014 7:22 AM Adobe Acrobat Doc...
& Downloads

L
1=l Recent Places

1M Computer
&, (€:) Local Disk 7

File name: IReceipts for Invoice 7777-31.pdf

x| fanFies ¢
E Open |v|

Cancel |

Upload Documents

Upload Document

*Indicates required field

|C:\P_utc Browse. ..
P Document Descripfion: * |
_"Receigts for Inwvoice 7777-31 x® |

7 s=cx [
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Download Supporting Invoice
Documents

Documents saved in CARS can have 3 sources:

e Consultant upload
e WisDOT upload
e CARS-generated

All document saved in CARS are PDF files.
WisDOT users can transfer documents from
CARS to the LAN directory for saving in
eClient.

CARS combines all documents attached to an
invoice when the invoice is submitted into a
single PDF, including subconsultant
documentation and submitted invoices.

1. Inthe Upload Documents section,
click the link in the Document
Description column. CARS opens
the View Invoice Document page.

2. Click Download. CARS opens the
document in a new Internet Explorer
window.

Upload Documents

3 items found, dizplaying all tems. 1

Document Description

Paid Partial invoice
Timesheet 7-14

Submitted Partial Invoice

3 items found, displaying all tems. 1

Created Date

August 08, 2014 10:57:58

August 08, 2014 07:14:43

August 07, 2014 13:04:05

PATWANE

Project, Contract or Master Contract: I

View Invoice Document

Invoice No: 633
Document Description: Paid Partial invoice
Created Date: Wed Aug 06 13:45:34 CDT 2014
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Download Supporting Invoice Documents
- continued

=l

ST R

,é https:/ facceptance.dot.state.wi.us/cars finvoice.do?method—forwardToViewDocument&invoicellumber=6 - Windows

IA https: //acceptance dot. state wi.us/cars/invoice . do? Dj 3 +3

=1B1x]

A acceptance.dot.state, wi.us x | | {lﬁ E‘:.? {§}

3. Save the document to the appropriate

File  Edit

Goto Favorites Help

% @Convert - [P)Select

drive location:

{;‘5 }, Everything W' Wikipedia, the free encydo...

a Purdue QWL Google

”@v - [ 0 v| Page~ Safety+ Tools~ @~

a. Hover your mouse pointer near
the bottom of the page to use the
Acrobat document menu, and

then click Save a copy E
b. On the Internet Explorer Page
menu, click Save as...

Note: You must have the
Internet
Explorer Command bar
enabled to see this menu.

Consultant Invoice Information :

Consultant Name : Nowata FEIN/Loc:

State Project ID : 0687-11-24 Master Contract ID :

Project Description : Layton to Howard County :

Final Invoice : No Consultant Invoice
Number :

Time period covered by this Invoice :

Start Date 07/012014 End Date :

Consultant Contact :

Name : Conmie Stuart Phone :

[ New window
Add site to Start menu

Ctrl+y

Y

a Send page by e-mail...
Send link by e-mail...
ograse: £ Edit 3

bt Compatibility View
. Compatibility View settings
Various
341 MT ®| Zoom (100%)
{2 Text size
Style 3

a’% Encoding

-08 10:57:33.0

073172
Properties

414-545 2 MEDETOEE i nowata ccm

Total Actual Cost Due : $0.00
In either case, the system opens |Dmi‘25“1‘59i” d! i .o y
7
the Save a Copy... dialog box.
/£ Save a Copy... x|
4. Click Computer in the left panel of Sovo i [ 8 Computer ER L
the Save a Copy... dialog box. ard Disk Drves (1) 5 Al
15| rIves
5. Navigate to the location where you g
Recent Places (C:) Local Disk
want to save the documents. D . r n —
B O
6. If needed, change the file name. :
7. Click Save. Dty Devices with Removable Storage (1)
H Network Location (6) =
Libraries
4 . (M:) 2code (\\madD0fpg) . (M:) N4Public (\\madoofph)
e NI | - I |
.x 64.6 GB free of 569 GB “e®, 152GBfree of L46TE
_ (72) wabits ({\mado0fp1) (U MsCI3W$ (Wmadoofph)
2, 209GBfree of L95TE Ceag, 124GBfrecof L17TE
. (W:) wilbpd (\\madD0fp1) . () Temp (\\mad00fph)
— I | | I— L
Seug, 230GBfieeof 1.77T8 Seug , 132GBfresof 14968 =
6 File name: Iinvoice.pdf jl Save I
Save as type: IAdobe PDF Files (" pdf) j Cancel |
A
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Consultants: Submit Invoices

When all costs are entered and all supporting documents are uploaded for the invoice, it is ready to be submitted for approval by WisDOT and
subsequent payment. When you submit an invoice, CARS automatically generates a PDF copy and lists it in the Upload Documents section. The
invoice is also sent to the contract Project Manager for review.

Submitted invoices are no longer listed on your dashboard. You can use two methods to view submitted and paid invoices: search for invoice to view
invoices in any status, or click the View Paid Invoices button to view paid invoices only. See page 38 for instructions on searching for invoices.

e Inthe Consultant
Certification section,
click Submit Invoice. CARS
sends the invoice to WisDOT
and removes it from your
dashboard.

CARS automatically sends email to
specific WisDOT staff members
notifying them that the invoice for
this project has been submitted.

CARS also automatically notifies
designated consultant staff members
when the invoice for this project has
been paid or rejected.

Consultants: Delete Invoices

If an invoice is in “Draft” status, it can
be deleted from the system. Once the
invoice is submitted, it is part of the
permanent records.

e On the View Invoice page,
click Delete Invoice.

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in

compliance with the contract terms.

| Submit Invoice I F

View Invoice

~ Contract Invoice Information

Consultant Name: FEIN/Loc:

Osage & Co. 9%999%395/0

State Project ID: Master Contract ID:
06887-11-27

= Back to Dashboard

PO Number:
5895441

Work Order:

Pad

= Delete Invoice

View Paid Invoices

Invoice ID:
1021

Status: ‘
Draft
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Consultants: Invoice Contracts with Subcontracts

When your company is the prime contractor for a contract, a subcontractor can create invoices using the same procedures as the prime contractor.
However, when they submit the invoice, it is sent to the prime contractor, not to WisDOT. A subcontractor to a subcontractor submits invoices to the
next higher tier for multi-tier contracts. Only the prime contractor submits invoices to WisDOT.

Subconsultant invoices are “included in” (attached to) a prime consultant’s invoice. If the prime consultant needs to submit only the subconsultant’s
invoice, the prime creates an invoice with no costs for themselves, and then approves and includes the subconsultant’s invoice to forward the invoice
to WisDOT. If the subconsultant has been paid outside CARS, the prime can create an invoice where the costs previously invoiced outside CARS
amount match the costs detailed in the invoice; the costs previously paid outside CARS cancel the costs billed in the invoice. An invoice where the
previously paid amounts exactly offset the billed costs for a net invoice amount of zero is called a “zero” invoice.

Subcontract Invoice Roles

To manage subcontract invoices, a subcontractor staff member must have the Subcontract Invoice Editor or Subcontract Invoice Submitter role. The
subcontractor staff member who submits invoices to the higher tier contractor must have the Subcontract Invoice Submitter role.

Subcontractor Invoices on the Prime Contractor’s Dashboard

Prime contractors see subcontractor invoices listed on their Dashboard pages while the invoice is still in “Draft for Subcontract” status, but will not be
able to open it from the Dashboard page The letter “S” in the Type column and “Draft for Subcontract” in the Status column indicate that the invoice

is for a subcontract. The letter “A” in the Type column and “Draft for Subcontract” in the Status column indicate that the invoice is for an amendment
subcontract.

When the subcontractor submits the invoice, it is no longer listed on the Dashboard page for prime contractor or subcontractor.

* Invoices

10 tems found, displaying all items. 1
Project _ | Type | Prime . Contact Name | Project . Status Consultant Invoice# | Created Invoice
Id iMaster AWD # Vendor ) Manager ) Date Pericd
009E-10- s Cs=age & Co. Ken Post JC Lane Draft for I 98-10-024cmesub2 042062015 | 0340142015 to
02 /00581001 M Subcontract 03302015
0098-10- S CO=age & Co. Kate Soto JC Lane Draft for 98- 042062015 | 01/01/2015 to
04 /00531001 /4 Subcontract 1?D4ﬁ\mussub1Al.1D 033052015
00583-10- A I Osage & Co. | Lane Remy JC Lane Draft for 93-10- 04/2002015 | 01/01/2015 to
05 /M00981001 /5 Subcontract | 0SAblesubAsMD 03302015
0099-11-13 Osage & Co. | Max Brewer Draft 0O=sg1113 031242015 | 03/01/2015 to

031472015
10 tems found, displaying all items. 1
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= Sub C Itant Invoi

Consultants: Review and Include uh monsuTantmvolees
S b t t I u -Select- Create Invoice | Accept/Include Invoices

upcontractor iInvoices

Total Sub Invoices Included: 50.00
Use this process to review invoices that
subcontractors have submitted.
The invoice status for subcontractor-submitted = Back
invoices is “Submitted to Higher Tier”. Higher anvaice Selection
tler consultants can View and reJect Subcontract Invoice Type ¢ | Vendor Hame Status ¢ | DOT Invoice ID Invoice Total
inVOiceS bUt they Cannot make adjustments s T7th Company Submitted te Higher Tier Bz 17500.00 Accept Include Reject
7’ .
Note: If you have more than one invoice from

the same subconsultant to include on
your invoice, then attach, accept and
include them in reverse chronological
order. For example, include June’s
invoice before you include May’s. The
order does not affect what you see on
the invoice in CARS, but important
elements behind the scenes are not set
correctly if you do not follow this rule.

1. Create a new invoice for the contract.
See Create a New Invoice on page 69 for
details.

2. Inthe Sub Consultant Invoices section,
click Accept/Include Invoices. CARS
opens the Invoice Selection page.

3. Click the invoice link in the DOT Invoice
ID column for the appropriate invoice.
CARS opens the View Invoice page for
the subcontractor’s invoice. Note that
both prime and subcontractor are listed
on the invoice, and your name and firm
are listed at the top of the page.
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Consultants: Review and Include
Subcontractor Invoices - continued

4. Review the information on the invoice.
5. Click Back to Include Invoice to return to
the prime contractor’s invoice page.

JOHNKAMNE - John Kane processing on behalf of Osage

Project, Contract or Master Contract:

View Invoice

~ Contract Invoice Information

Prime Consultant Name:

Osage
Sub Consultant Narme: FEIN/Loc:
TTth Company 45678912310

State Project I Master Contract ID:

0754-58-55

== Backto Include Invoice

PO Number:

Work Order:

= Back to Dashboard

Invoice 1D:
522

Status:
Submitted to Higher Tier
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Consultants: Review and Include
Subcontractor Invoices - continued

6.

10.

Information only: Click Accept to
indicate that the subcontractor
invoice has been reviewed. Accepting
the invoice does not include it on the
prime invoice. The status changes to
“Accepted by Higher Tier”.

Click Include to include the
subcontractor invoice on the prime
invoice. The included subcontractor
invoice is removed from

the Invoice Selection table. The costs
are now included on the invoice as
shown in step 10.

Information only: Click Reject to
disallow the subcontractor invoice.
The subcontractor invoice is removed
from the prime contractor invoice and
is given the status “Rejected by Higher
Tier”. The invoice can be searched for
and viewed, but it is unusable.

Click Back to return to the prime
contract View Invoice page.

Included subcontractor invoices are
listed in a table in the Sub Consultant
Invoices section.

The costs for the sub consultant
invoice are included in the Total Due
this Invoice amount in the Summary
section.

B = Back
Invoice Selection
One item found. 1
Invoice Type Vendor Name Status DOT Invoice 1D Invoice Total &
s 77th Company Submitted to Higher Tier 522 17500.00 E Accept Include E Reject
5ub Consultant Invoices
—Select- Create Invoice I 2Accept/Include Invoices
One item found. 1
Invoice Type Vendor Name DOT Invoice ID Invoice Total
s 77th Company 522 17,500.00 Remove
Total Sub Invoices Included: 517,500.00
5ub Consultant Invoices
—-Select- Create Invoice I Accept/Include Invoices
One item found. 1
Invoice Type Vendor Name DOT Invoice 1D Invoice Total
5 77th Company 522 17,500.00 Remove
Total 5ub Invoices Included: §17,500.00
Summary
Total DBE Cost This Invoice: 0.00
Total Non-DBE Cost This Invoice: 70,000.00
Total Due This Invoice: 587,500.00
Total Contract Maximum: 200,000.00

Previously Paid: 0.00
Remaining Agreement Balance: 200,000.00
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Consultants: Create Invoices for Subcontractor Sub Consultant Invoices
Prime or higher tier subcontractors can create invoices E'EE'—E“- M| Bl cze=:e tnwoice | | Acceps/Include Invoices
fOI" a Subcontractor, Total Sub Invoices Included: 50.00

1. Open the View Invoice page for the prime

consultant’s invoice. [5] 77th Company [0]
2. In the Sub Consultant Invoices section, select a 5, Okmulgee 0
subcontractor in the first field. Edit Invoice

Note: In the notation in the list, “S” means
subcontractor and the last number

~ Contract Invoice Information

unn B B Consultant Name: FEIN/Loc: PO Number:
(“0” in this case) is the contract Denge o765 caa1/0
phase. _
State Project ID: Master Contract ID: Work Order:
0751-32-58
3. Click Create Invoice. CARS opens the Edit Invoice
Project Description: County: Contract Project Manager:

page. Only consultant information can be entered county line Clark
or updated. Contract information is locked.

*Indicates required field

4' Se|e<:t NO under Final InVOice' Final Invoice: * EConsuItantlnvoice Number: *

Select Yes only when the work for a contract is | Oves @ [[73 v s1s x

i . Ti Period C d by this | ice:
complete and you are submitting final costs. [ 7ime Period Covered by this Invoice
. . . . . Start Date: * End Date: *

5. Enter a meaningful invoice identifier of your 5/1/2014 ps/31/2012

choosing in the Consultant Invoice Number field. Cansufant Contact

ici ifi i imi Name: * Phone: * Email: *
This identifier is limited to 20 characters. Foleky Savebar—— GossTiaseT e bergamae e

6. Enter dates in the Start Date and End Date fields.
These dates refer to the period for which you are Elssve]  concelcreate |

invoicing, not to the contract work period.

7. Enter the name and contact information of the
person that WisDOT can contact if there are
guestions about the invoice in the Name, Phone
and Email fields.

8. Click Save. CARS creates and opens the new
invoice and assigns “Draft for Subcontract”
status.
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Consultants: Create Invoices for
Subcontractor - continued

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in

9. Enter costs as you would for a prime compliance with the contract terme.
contract. Submit Inwvoice I
10. Click Back.

11. Upload any necessary supporting
documents. See Upload Supporting

. Sub Consultant Invoices
Documents on page 92 for details. — _ _
—-Select- Create Invoice I Accept/Include Invoices
12. In the Consultant Certification
Total Sub Invoices Included: $0.00

section, click Submit Invoice. CARS
will display the message, “Invoice
submitted successfully” when the _ _
Invoice Selection
submittal is Comp|ete_ 3 items found, displaying all tems. 1
13. Click Back to Dashboard_ Invoice Type ¢ | Vendor Hame - Status # DOT Invoice 1D . Inwoice Total

. . . S Ottawa Submitted to Higher Tier 517 17500.00 Accept Include Reject
14. Open the prime contract invoice. _ o :
= Nowata Submitted to Higher Tier 530 17500.00 Accept Include Reject
15 ln the SUb consu"'ant InVOIces s Ottawa Submitted to Higher Tier 531 17500.00 Accept Include: Reject
section, click Accept/Include Invoices.
CARS opens the Invoice Selection
page Sub Consultant Invoices
. . —Select- W Create Inveoice I Accept/Include Invoices
16. Click Include for the appropriate = M =
. . . 17
subcontractor invoice. CARS includes _
i One item found. 1
the costs on the prime contract Invoice Type ¢ | Vendor Name : | DOTInvoice ID : | Invoice Total
invoice and removes the subcontract 5 Ottawa 521 17,500.00 Remove
invoice from the Invoice Selection
tab|e. Total Sub Invoices Included: £17,500.00

17. Click Back. Included subcontractor
invoices are listed in a table in
the Sub Consultant Invoices section.
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Consultants: Create Invoices as a Subcontractor or Amendment Subcontractor

When you are a subcontractor on a project, the steps used to enter invoice costs are the same as those for the prime contractor. One minor
difference is that invoices are submitted to the prime contractor or the next higher tier contractor in the case of multi-tier contracts.

Consultants: Determine Where to Start Subcontract Invoices

The critical difference for subcontract invoices is where you choose to originate an invoice, particularly when the subcontract involves amendments.

The problem subcontractors face is that they cannot see the project structure as a whole like the prime can. For security reasons, the only parts they
can see are individual subcontract and amendment subcontract records. It is easy to be confused when the “pieces” of a subcontract don’t seem to be

connected.

The image to the right shows
the subcontract structure as
seen on a full contract record,
as is visible to prime
consultants. There are three
sub-consultants. Amos, Able
and Axel are original
subcontractors; these firms are
listed on the original contract
before amendments were
added. Amos is marked with
yellow arrows. Original
subcontractors should start
every invoice from the
subcontract record - never
from an amendment record.

Acme is an amendment
subcontractor (marked with
red arrows). Amendment
subcontractors should start
every invoice from the lowest-
numbered amendment
subcontract record.

~ QOriginal Subcontracts
3items found, displaying all items.

Humber | Lower-Tier \endor

1 Amos Enterprises
2 Able Engineering

[L%]

Axel Construction

~* Amendme nts
3items found, displaying all tems.

1

1

Number Prime/Sub Vendor

[La]

Osage & Company

I Osage & Company

MNumber

LowerTier Vendor

[E S U Y

Amos Enterprises

Able Engineering
Axel Construction

—p Acme. Inc.

8 Osage & Company

MNumber

LowerTier Vendaor

1 —p Acme. Inc.

Highe r-Tier Vendor

Prime

Prime

Prime

Higher-Tier WVendor
Prirme
Prime
Prime
Prime

HigherTier Vendor
Prime

Date Approved

06/ 06/2016

06/16 /2016

10M13/2016

Original Cost

§22 943 29

§39 480 58

$26,500.00

Original Cost Rea son for Amendment
$0.00 Time extension only

Additional sendces within
original scope

5122, 062.42

$0.00 Addtional costs
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Consultants: Determine Where to Start Subcontract Invoices - continued

It seems to make sense to start an invoice from the piece of the subcontract where the funds are shown — to invoice “against” those funds. But in
CARS, funds are not tied to one contract or subcontract record. Rather, the funds for each part of a subcontract are linked behind the scenes such
that a link can be added as needed (like a new amendment). The chain starts at the “top” or the first level on which a firm is listed on the contract
record, and that is where invoices should always start. If a new amendment is added, the chain connecting the funds gets longer. If an invoice is
started in the middle of the chain, CARS starts a new chain that is not connected to the old chain, and the funds and data about previous payments is
disconnected. Once that new chain is started, it persists until it is deleted from the database, even if the invoice that started the chain is deleted.
That is why invoices started from the wrong level in CARS require a code or SQL “fix”. Code fixes cannot be made to CARS except during scheduled
down times.

Fortunately, subcontractors and amendment subcontractors can see a simple version of the contract structure on the CARS dashboard. By using the
filter tools, you can be certain to start an invoice from the “highest” level on a subcontract.

Consultants: How to Find the Correct Invoice Starting Point

Especially if you are unsure if your firm is an original subcontractor or an amendment subcontractor, start your invoice by searching the subcontracts
on the Dashboard. The fastest way to find a subcontract record on the dashboard when you have several pages of them is to filter the records. CARS
lists projects where your firm is an original subcontractor. CARS may also return no results if your firm is not an original subcontractor.

Original subcontractors should start every invoice from the subcontract record - never from an amendment record.

1. Onthe Dashboard, expand the Sub Contracts section. ~ Sub-Contracts
2. Ether t.he project I'D in the Pr‘Oject Il? field. BroredlD prime Vendor
3. Click Filter. CARS lists matching projects where your [1007-10-01 [

firm is a subcontractor. See Consultants: Dashboard |-

F|ter|
Elements on page 59 of the CARS manual for more
details. 3 items found, displaying all tems. 1
. . Contract : | Type Status # | Limits

4. Open the subcontract record to start the invoice.

Note: Some consultants have more than one contract 1007-10-01 : 1400000660 : 06/05/2013 Regular | Active
under the same project number. When filtering 1007-10-01 - 1400016023 - 04/19/2016 Regular | Active
contracts by project number, check the contract
number and other data shown in the list to make 10071001 . 7060017 . 1727/ 2011 Regular | Actie
sure you are invoicing against the correct 3 terns found, displaying all tems. 1
contract.
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Consultants: How to Find the Correct Invoice

Starting Point - continued ~ Amendment SubContracts

If you .do not find an original subcontract record, ProgedtiD Prime Vendor
then find the lowest numbered amendment [1003-10-25

subcontract.
E Filterl

2 items found, displaying all tems. 1

1. Onthe Dashboard, expand the Amendment
Subcontracts section.

Contract ¢ | Type Status® | Limiis
Enter the project ID in the Project ID field.
3. Click Filter. CARS lists projects where your firm 1003-10-25 : 1400001450 - 08/16/2013 : 76— Regular Active
is an amendment subcontractor. The number at
the end of the link in the Contract column is the CIOe e - f AR TR - (ORI SealEr | e

amendment number. See Consultants:
Dashboard Elements on page 60 for more
details.

4. Open the amendment subcontract record for the
lowest-numbered amendment subcontract and start
the invoice from that record. In this example, that
amendment subcontract number is 7.

2 items found, displaying all tems. 1

Amendment subcontractors should start every invoice from the lowest-numbered amendment subcontract record.

Note: If not all links for the same amendment subcontract are active, then you do not have security to access all of the amendment subcontracts.

Contact your firm’s CARS administrator to get access assigned before starting a new invoice. You must have access to all pieces of the
amendment subcontract before the costs will load correctly.
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Consultants: Previously Paid
Amounts in CARS

Cumulative totals of costs that were
already invoiced within CARS (including
external amounts reported as paid outside
CARS) are shown on all invoices, regardless
of invoice status.

The image illustrates where previously
paid amounts may appear on an invoice
for a lump sum contract.

Lump Sum

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Earned to Date: 0.00
Contract Maximum: 52,430.00

0.00

Subject to Maximum:
IPrevioust Paid:

9,201.47 |

Due This Line Item:

Total Lump Sum Due:

Sub Consultant Invoices

Total Sub Invoices Included:

Summary
Total DBE Cost This Invoice:

-9,201 47

-55,201.47

20.00

0.00

ITotaI Non-DBE Cost This Invoice:

-9,201.47 |

Total Due This Invoice:

Total Contract Maximum:

-59,201.47

52.430.00

Previously Paid:

9,201.47 |

Remaining Agreement Balance:

43,278.53
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Consultants: First Invoice in CARS Question

CARS needs to include previously paid amounts in
payment calculations. For the first invoice entered in
CARS for a contract or project, the system always asks
you to enter amounts and fixed fees previously

paid outside CARS for each basis of payment (actual
cost, cost per unit, lump sum or specific rate). If the
contract has more than one basis of payment, you
must answer the “prior invoices” question for each
basis of payment type for the first invoice.

Note: If you try to submit a first-time
invoice without answering the
“previous paid” question for each
basis of payment type, even if
there is no invoiced amount,
CARS will display an error
message, “Cannot submit.
Missing previous paid
information. Please edit:(invoice
description) to set previous
paid”.

1. If there are no previously paid amounts,
select No and then click Save. CARS continues
with adding cost information as described for
the appropriate basis of payment.

2. If there are previously paid amounts,
select Yes. CARS provides fields to collect the
previously paid amounts. The fields you see
will vary based on whether there are fixed
fees for the cost basis.

= Cancel

This is the first invoice in CARS for this contract/project.

Were there prior invoices for this contract/project?

Oves ®No
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Consultants: First Invoice in
CARS Question - continued

= Cancel

3. Enter the total amount This is the first invoice in CARS for this contract/project.
that was previously
invoiced outside CARS for

Were there prior invoices for this contract/project?

this contract or invoice ®Yes ONo

for your firm only. Do not *Indicates required field _

include payments to Eeviously Invoiced Amount (Including Fixed Fee): xed Fee Amount Previously Invoiced: *
subconsultants. Enter [pe2s: .22 x [75-7¢

only costs for the same
basis of payment (actual
cost, cost per unit, lump .
sum, or specific rate).
The fields for actual cost
invoices are different = Cancel
from those for cost per
unit, lump sum, and
specific rate invoices.

Actual Cost Previously Invoiced Amounts

This is the first invoice in CARS for this contract/project.

Were there prior invoices for this contract/project?

4. For actual cost invoices, ®ves Onio
enter the total of only * Indicates required fieid
the fixed fees previously q"reﬂous'v'nvoiced=‘

paid outside CARS for this
contract or invoice.

5. Click Save. CARS i
continues to the Contract Cost Per Unit, Lump Sum, and Specific Rate Previously Invoiced Amounts
Items page for the
Previous values saved successfully.
appropr‘iate basis of Actual Cost Contract Items
payment, The previously Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services sk
pald amounts are ShOWn Previous Paid External: 28,291.22 Previous Paid Fixed Fee External: 875.76 & Edit Previous Paid

at the top of the page,
including zero amounts.
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Consultants: First
Invoice in CARS
Question - continued

The previously invoiced
amounts are also
figured into the
amounts shown on

the View Invoice page.

Note: CARS performs
calculations
using the
previously paid
amounts before
displaying the
cost summary
on the View
Invoice page.

The previously incurred
(invoiced amounts are
also figured into the
amounts shown on

the View Invoice page.

Actual Cost

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services le] Edit

Actual Costs

Incurred This Invoice: 853364
Previously Incurred: 27 41545
Incurred to Date: 3594510
Contract Maximum: 78,717.85

Subject to Maximum:
Previously Paid:

Actual Cost Due:

Fixed Fee
Earned to Date: 4 437.00
Contract Maximum: 24,650.00

Subject to Maximum:
Previously Paid:

Fixed Fee Due:
Due This Line ltem:

Total Actual Cost Due:

Summary
Total DBE Cost This Invoice:
Total Non-DBE Cost This Invoice:

Total Due This Invoice:

Total Contract Maximum:
Previously Paid:
Remaining Agreement Balance:

35,949.10
27,415.45

8,533.54

4,437.00
875.76

3,561.24

T

12,084 88

$12,004.88

LA AW o o SV S S A A S

0.00
12,094 88

512,094 88

103,367.85

28,291.22 e

75,076.63
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Consultants: Edlt Previously Previous values saved successfully.

Actual Cost Contract ltems

InVOIced Amount Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Senices = Back
. 1

You can adjust the amount reported as

Previous Paid External: 25.291.22 Previous Paid Fixed Fee External: 875.76 & Edit Previous Paid
previously paid outside CARS if you find
an error. You must edit previously paid
amounts using the appropriate basis o
Edit Previous Paid
for payment Contract Items page. = BackiCancel
" N K N ” ﬂdicates required field
Note: The “previously invoiced : : — J : :
. . Previously Invoiced Amount (Including Fixed Fee): * Fixed Fee Amount Previously Invoiced: *
question is asked only for the [razs1 2z 875 7%
first invoice for a project in
CARS. You can enter and edit 4
.. . =a
this information only on the —
first invoice submitted in CARS. *

1. Click Edit Previous Paid. CARS
opens the Edit Previous Paid
page.

2. Adjust the valuein
the Previously Invoiced
Amount (Including Fixed Fee)
field, if needed.

3. Adjust the value in the Fixed
Fee Amount Previously
Invoiced field, if needed.

4. Click Save. CARS adjusts the
previously paid amounts and
returns to the
previous Contract Items page.
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CARS Invoicing Through PeopleSoft

The process diagram below shows the high-level process for simple invoice processing of CARS (Chapter 84) contract invoices through PeopleSoft.

General Invoice Processing for Chapter 84 CARS Contracts in PeopleSoft

Data matches?

—> >

CARS invoiceswill
never show 23 paid
until they are paid in
PeopleSoft

Post paid voucher

Approve vouchers

b4

Resend voucher

Nightly batch
process

»  “Paid Special” status)

— @
8 g Imvoice approved in
5 ° CARS—status iz
= E_ “Approved - Sent to
Lo Acct Sys*
< .
LAY
] End
= . Compare CARS
T invoices and
= wvouchers listed on
§ worklist in o
o PeopleSoft
@ Delete voucher r'y
L.
= CARS invoice is 2
= voucher in
5 F 3 PeopleSoft
o
ks
Lud
3
E% Y
an No . -
[+ % XCEPtion?
o o2 Nightly batch > :pt
o Z process
v & ez
5
o
5 2
= |0
E E Data matches ar
= corrections made
L= Request closing of Request daosing of : snd sEtsOKT
_E woucher woucher r
Wl ey o e o
b ﬁ Rejected” status & Rejected” status & Mo Tes
[ .S
]
03
'_
]

Y

Payment
information updates
in CARS and paid
invoice POF is
genersted
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WisDOT: Approve Invoice

UUSER Project, Contract or Master Contract: | Search|
Note: Invoices cannot be processed until —
a purchase order number is B~ invoices
: b
assigned to the contract or work 37 items found, displaying 31 to 37. [m.rP*ev];E;A [Ne@f_,ﬂ\
Order‘_ :’r?';‘ale c:mr mo#{_ﬁjge;__l’rimgjender——ﬂ_—_.d_c—o;tact Name « :‘r:r;:c‘ler , T-Status - ﬁ:l;?;:;*ant Created Date Invoice Period
Use this process to approve invoices in (o PlEuR Lexi Glass John Brock Anne Wallace | Submitted 555 08/01/2014 | 07/01/2014 to
CARS. After the invoice status is set to orirzos
”ApprOVEd", the invoice iS accessed in CARS — 1430-00-05 Lexi Glass Parra Egtl)j::ﬁb- Submitted ili4164 08/02/2014 gg;’gégg}jto
by EXpenditUre ACCOUntantS for payment' —r 1602-11-60 BC Discount Dan Jim Submitted 1005 08/04/2014 07/01/2014 to
) . ) Wolkmann 0716/2014
With the implementation of the CARS-
. . .. [— 4337-10-72 Lexi Glass Lexi Geer Matthew Submitted 1010 08/04/2014 06/01/2014 to
PeopleSoft interface, it takes a minimum of Haefs 06/15/2014
two days before an approved invoice is paid |- 0637-11-20 BC Paving Mary Greuel Sharon Submitted 20140570 08/052014 | DBID1/2014 to
Bremser 07/31/2014
by automated batch processes.
. . — 1670-01-60 Karr's Details Dean Karr ‘William Submitted 50002 08/07/2014 07/01/2014 to
1. Expand the Invoices section on your Strobel 07/23/2014
dashboard. CARS lists all invoices in L 0687-11-24 Nowata Kristine Coulter | J User Submitted | 2416141 | D8/1/2014 | 0B/D1/2014 o
06/30i2014
the syStem' 37 items found, displaying 31 to 37 mﬂ]ﬁ;. 4 [Nexi/Last]
2. Locate the invoice to pay.
a. If needed, sort the invoices to
help to find the one you need.
Click the blue link in the column DO NOT APPROVE INVOICES IN CARS
heading to sort A to Z, and click PLEASE CLICK REVIEWED INSTEAD
it again to sort Z to A. When you
sort by Status (A-Z), the Until further notice, do not approve
submitted invoices are listed ; ; :
last invoices in CARS. Due to the
ast.
b. Use the page selection tools to implementation of PeopleSoft in July
see more invoices in the list. 2016, there are problems with many
3. Click the invoice link in the Project invoices involving fixed fee percentages,
Id/Master/WO# column for the order, timing, invoice amounts, etc.
appropriate invoice. CARS opens the
invoice.
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WisDOT: Approve Invoice - continued

4. Review the costs and documents.

5. Click View Details for each cost section
on the invoice: Actual Cost, Cost Per Unit,
Lump Sum, or Specific Rate. The cost
sections on the invoice are determined by
the contract terms, and some sections
may not appear on your invoice. Parts of
the Actual Cost Contract Items page are
shown in the sample.

CARS opens the appropriate Contract
Items page.

6. Review the cost details, and adjust or
reverse costs as needed.

7. Click Back to return to the View Invoice
page.

8. Click Approved. CARS changes the status
of the invoice to “Approved - Sent to Acct
Sys”. The invoice is no longer listed on
your dashboard. Expenditure Accounting
handles invoices for payment using semi-
automated processes in PeopleSoft. Once
an invoice is sent to the financial systems,
its status in CARS is determined by data
from PeopleSoft. Invoices cannot be
reverted to “Draft” or “Submitted” status
once they are approved.

Once the invoice is marked “Paid” by
PeopleSoft, CARS automatically sends
email to designated consultant staff
members notifying them that this invoice
has been paid.

Actual Cost E
DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services View Details
Actual Costs
Incurred This Invoice:  24,162.55
Previously Incurred: 0.00
Actual Cost Contract Items = e

Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid

Direct Labor and Overhead

§ items found, displaying all items. 1

First , | Last Employee . | Employee . | Hours _ | Hours | Activity ¢ | Month | Year | Indirect Cost | Labor . | Adjustment
Name Name Number Classification Type Rate Type Cost
Fred  Black B45 \Worker whours - qgpp  TREGeneral g gpy 4608.00 N )
Lus  Sanchez 73 worker oS g0 RCOREEl 5 apig 4,608.00 N =)
Wiliam  Smedbron s89 \Worker “ﬁ'oorf:d 1600 Eﬁe’lf.f,\',":rf' & 2014 4608.00 N 2
Mies  Fiennes Fa6 Worker Vcoorlf(r:d 160.0 Wgﬁe’léﬁ‘;f' & 2014 47.36 N =)
Magnus McGilicutty W95 Field Supervisor “ﬁ'oorf:d 160.0 g&; frjggﬁ' & 2014 5,196.80 N B 2
o6 0m 5,004 40 N p =)

Total Labor: $24,162.56

DO NOT APPROVE INVOICES IN CARS
PLEASE CLICK REVIEWED INSTEAD

Total Cost: $24,162.56

Until further notice, do not approve
invoices in CARS. Due to the

Total Fixed Fee: $3,833.50

implementation of PeopleSoft in July

2016, there are problems with many
invoices involving fixed fee percentages,
order, timing, invoice amounts, etc.

Rejected Reason:
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WisDOT: Adjust Invoice

Adjusting invoices serves the purpose of paying consultants faster. Rather than hold or reject a $50,000 invoice for a question about a S50 cost, the
S50 item can be adjusted out and the rest of the invoice paid.

e Invoices can be adjusted only by persons who have the WisDOT Invoice Approver role.

e Direct labor hour and cost adjustments must always be negative (subtractions).

e Direct and indirect cost adjustments can be positive or negative numbers.

e Fixed fee, lump sum and cost per unit adjustments must always be positive numbers; however, the corrected values may be higher or lower
than the original values.

e See Edit Previously Invoiced Amount on page 110 for details on editing this type of costs.

Note: Invoice adjustments are uncommon in practice, but the system allows them to be made.
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WisDOT: Adjust Direct Labor and
Overhead

Direct labor costs are submitted as actual
costs or as specific rate costs. Actual costs may
be subject to overhead.

1.

On the View Invoice page in the Actual
Cost section, click View Details. CARS
opens the Actual Cost Contract Items

page.

Note: The “N” values in
the Adjustment column
mark the lines that are
not adjustments entered
by the approver.

Click Adjust Direct Labor = for the
appropriate record. CARS opens

the Adjust Direct Labor page.

Enter the number of hours to subtract
in the Hours field.

Enter the cost to subtract in the Labor
Cost field.

Enter an explanation of the
adjustment in the Adjustment Reason
field.

Click Save. CARS returns to the Actual
Cost Contract Items page and adds an
adjustment line.

You may continue with reviewing the
invoice, adding more adjustments or
approving the invoice.

Actual Cost Contract [tems

= Back
Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid
Direct Labor and Overhead
G items found, displaying all items. 1
First , | Last Employee Employee Hours | | Hours | Activify Month | Year | Indirect Cost, | Labor Adjustment
Name ~ | Name Number Classification Type Rate Type | Cost =
Fred  Black B45 Worker s oo EESeneEl 5 o1 4,608.00 N )
Luls  Sanchez s78 worker o g0 TERGemeEl g opq 4,608.00 N )
Wiliam Smedbron 89 Worker o g0 ERGeneEl g opi 4,608.00 N y )
Miles  Fiennes F46 Warker \,\';'D"rfesd 160.0 1,9%';3.?‘,\?09&3' 6 2014 47.36 N - @
Magnus McGilicutty — M95 Field Supervisor HOUS 1600 1&35 Seneral 5 2014 5,196.80 N e
Milie  Chmura c1s Office Supervisor  \f1ow> 1600 o ooed 5 2014 5,094.40 N p )
Total Labor: $24,162.56
UUSER Project, Contract or Master Contract: Sear
= BackiCancel
Adjust Direct Labor
* Indicates required field
Enter positive values (will be saved as negative).
Hours: * | q Labor Cost: * | q Adjustment Reason: * |
-[160.0 | -[g7.36 I |
6
Direct Labor and Overhead
7 items found, displaying all items. 1
First , | Last Employee Employee Hours | | Hours | Activify Month | Year | Indirect Cost, | Labor Adjustment
Name = | Name Number Classification Type Rate Type | Cost
Fred  Black B45 Worker s oo EESeneEl 5 o1 4,608.00 N )
Luls  Sanchez s78 worker o g0 TERGemeEl g opq 4,608.00 N )
Wiliam  Smedbron sa9 Worker o g0 ERGeneEl g opi 4,608.00 N e
Miles  Fiennes Fa6 Worker o g0 TERGemeEl g opy 4736 N )
Magnus McGilicutty — M95 Field Supervisor HOUS 1600 1&35 Seneral 6 201 5,196.80 N e
Milie  Chmura c18 Office Supervisor \f1ows, 1600 O-SoMEEl g 2014 5,004.40 N )
Miles  Fiennes Fa6 Worker o -te00  1ox Senerdl 2014 4736 ¥ e

Total Labor: $24,115.20

@ Invoicing — WisDOT: Adjust Direct Labor and Overhead

115



WisDOT: Adjust Indirect
Costs

Indirect costs are reported as actual
costs.

1. On the View Invoice page in
the Actual Cost section,
click View Details. CARS
opens the Actual Cost
Contract Items page.

2. Click Adjust Indirect Cost

“  for the appropriate
record. CARS opens
the Adjust Indirect Cost
page.

3. Enter the difference
between the invoice costs
and the adjusted cost in
the Costs Subject to
Indirect Cost Rate field.
Enter “-” for negative
adjustments.

4. Enter an explanation for
the adjustment in
the Adjustment Reason
field.

5. Click Save.

CARS returns to the Actual
Cost Contract Items page.
The adjustment line is
added in the Indirect Costs
section. CARS also displays

Indirect Costs

OCne item found. 1

Costs Subject to Indirect Cost Rate Description + | Month + | Years | Indirect Cost Rate Type < | Rate: | Indirect Cost : | Adjustment
48315 Office Supplies [ 2014 Company Wide 1.83 %1161 N & (=]
Total Indirect Cost: £311.61
= Backf/Cancel
Adjust Indirect Cost
* Indicates required field
Enter positive or negative value.
Costs Subject To Indirect Cost Rate: * |[Adjustment Reason: * |
-259.46 II:'_sa'_'_:}.'ec; some eXpenses shown in receipt I
Sawve
Indirect Cost adjustment saved successfully.
Actual Cost Contract ltems """--. = Back
Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid
Direct Labor and Overhead
Mothing found to display.
Total Labor: $0.00
Indirect Costs
2 items found, displaying all items. 1
Costs Subject to Indirect Cost Rate Description Month ¢ | Year: | Indirect Cost Rate Type ate ¢ | Indirect Cost ¢ | Adjustment
48315 Office Supplies i3 2014 Company Wide 1.83 911.61 N & @
-2559.46 Office Supplies 6 2014 Company Wide 1.83 -474 81 \ Y =}

e

Total Indirect Cost: 543620
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WisDOT: Adjust Direct Costs

Direct labor costs can be included as actual
costs or as specific rate costs.

1. Onthe View Invoice page in
the Actual Cost section, click View
Details. CARS opens the Actual Cost
Contract Items page.

2. Click Adjust Direct Cost “ for the
appropriate record. CARS opens
the Adjust Direct Cost page.

3. Enter the difference between the
invoice rate and the adjusted cost
rate in the Unit Rate field. Enter “-”
for negative adjustments.

4. Enter the total adjustment in
the Direct Cost field. You can enter
this value or have CARS calculate it.

5. Click Calculate if you want CARS to
calculate the value for Units x Unit
Rate.

6. Enter an explanation for the
adjustment in the Adjustment
Reason field.

7. Click Save.

CARS returns to the Actual Cost
Contract Items page. The
adjustment line is added in

the Direct Costs section. CARS also
displays a message that the direct
cost adjustment was successfully
saved.

Direct Costs

Cne item found. 1

Category Description | Paid To Payee Units | Unit _ | Unit . | Month | Year | Indirect Cost
Type Name Rate ° | Description Rate Type N
Company vehicle Internal . .
mileage Company Car Allocation 64350 055 miles 5] 2014

Direct . | Adjustment
Cost
352.93 N E )

Total Direct Cost: £353.93

Adjust Direct Cost
*Indicates required field

Enter positive or negative values.

Units: Unit Rate: | Direct Cost: *

6435 [0-01 |

to use units and rate.

t Reason: * |

mbursement rate i

E alculate
nter direct cost above or hit Calculate

= Back/Cancel

Direct Cost adjustment saved successfully.
Actual Cost Contract ltems R

Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid

Direct Labor and Overhead
MNothing found to display.

Direct Costs

2 items found, displaying all items. 1

Category Description | Paid To Payee . | Units | Unit , | Unit . | Month | Year | Indirect Cost |
Type " | Hame Rate ~ | Description Rate Type :
Company vehicle Internal .
mileage Company Car Allocation 64350 0 miles 5] 2014
Company vehicle Internal 5 .
mileage Company Car Allocation 64350 055 miles 6 2014

= Back

Total Labor: $0.00

Direct Adjustment
Cost
6.44 “ Y
353.93 N y: =]

Total Direct Cost: §350.37

Total Cost: S797.17
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WisDOT: Adjust Fixed Fee, Lump Sum
and Cost Per Unit

The process for adjusting these three cost
types is similar. Fixed fees are found in

the Actual Cost section. Lump sum and cost
per unit amounts are major sections
themselves.

1. Inthe appropriate cost type section of
the invoice, click View Details.
2. On the contract item page,

click Adjust ©

3. Enter a new value in the Percent
Complete field.

4. Enter an explanation for the
adjustment in the Adjustment Reason
field.

5. Click Save. CARS returns to the
contract item page and displays a
message that the adjustment was
saved successfully. The adjustment
details are shown below the original
percent complete.

Lump Sum n
DBE: No, OH Rate: Home Office, Function: Traffic Engingering Services View Details
Earned to Date: 13,814.38
Contract Maximum: 48,050.00
Subject to Maximum: 13,814.38
Previously Paid: 0.00
Due This Line Item: 13,814.38
Total Lump Sum Due: $13,814.38

Lump Sum Contract tem

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Trafiic Engineering Services
Previous Paid External: 0.00 Edit Previous Paid

Lump Sum

EPe rcent Complete: 23.75%

Contract Amount: 43 050.00

= Back

Total Lump Sum: 51381438

Adjust Lump Sum

*Indicates required field

= Back/Cancel

Percent Complete: * Adjustment Reason: *

25 k0

|C';l:"_1'_';:i:r'_ correction

ES ave

Lump Sum Contract Item

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Edit Previous Paid

Lump Sum adjustment saved successfully. K
Lump Sum

Percent Complete: 23.75%

Adjusted Percent Complete: 29% Contract Amount: 43,050.00

= Back

Total Lump Sum: 313,934.50
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WisDOT: Delete Adjustment

Use this process for any adjustment
line.

1. Inthe appropriate cost type
section of the invoice,
click View Details.

2. On the contract item page,

Indirect Costs

2 items found, displaying all items.

1

locate the appropriate
adjustment line and click Are
you sure you want to DELETE
adjustment? =

CARS displays an Are you
sure? message.

3. Click Confirm.

CARS removes the adjustment
line from the invoice. The
adjusted costs are no longer
on the invoice.

Costs Subject to Indirect Cost Rate Description + | Month ¢ | Year: | Indirect Cost Rate Type Rate ¢ | Indirect Cost ¢ | Adjustment
483.15 Office Supplies 6 2014 Company Wide 183 91161 N é =]
-259.46 Office Supplies 6 2014 Company Wide 183 -474. 81 & Y & \,;'-
Total Indirect Cost: $438.80
Are you sure? x

Are you sure you want to DELETE adjustment?

Cancel
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WisDOT: Reverse Cost

Direct Costs

Use this process for any invoice cost One item found. 1
|ine Category ¢ | Description | PaidTo , | Payee _ | Units | Unit ., | Unit _ | Month | Year | Indirect Cost _ | Direct , | Adjustment
. Type " | Name Rate ° | Description = Rate Type " | Cost
1. Inthe appropriate cost type CDmani'l';";;gh'c'e Company Car  ynema 64350 055 miles 6 2014 353.93 N » oA

section of the invoice,
click View Details.

2. On the contract item page,
locate the appropriate
adjustment line and = Back/Cancel

. - Reverse Direct Cost
click Reverse Cost &,

Total Direct Cost: $353.93

* Indicates required field

CARS opens the Reverse Cost q‘*“i“s‘me"‘ Reason: *

|cr_\5t3 not allowed for this contract
page' HSave

3. Enter the reason for the
reversal in the Adjustment

Reason field. UUSER Project, Contract or Master Contract: | lﬂhlh
4. Click save. et o st sucessl. < e
CARS enters an adjustment Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Engineering Services
line that reverses the cost on B T A Rl el A 2 ST Y S W Y S S B S Y S S A S Y S Y S 3 S Y
the contract item page and
displays a message that the Direct Costs
2 jtems found, displaying all items. 1
reversal was successfully Gotosory ¢ | Esowioson | EssiTo, | Paveo, | Uaits | ok, | mot | soum | vews | wuleuet) | mieect, | Adjestment
saved. The adjusted costs are Twe | Hame Bate " | Descriotion frocfate ¢ | Coat
no longer on the invoice. Veh?gg‘fn?g’;ge Company Car ;H&i;‘}ﬂn 64350 055 miles 6 2014 353.03 - N )
venia bt e Company Car (eT8 64350 085  mies 6 2014 35303 My 5 @

Total Direct Cost: $0.00

Total Cost: 34 Y
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WisDOT: Reject Invoice
Use this process for any invoice.

1. Inthe Approver/Reviewer section of
the invoice, enter the reason for the
rejection in the Rejected Reason field.

2. Click Rejected.

CARS changes the status of the invoice
to “Rejected” and removes it from the
dashboard.

CARS automatically sends email to
designated consultant staff members
notifying them that this invoice has
been rejected.

Approver/Reviewer

I—leviewedl Approved)

I—!ej ected

Rejected Reason:

Invoices that have been rejected cannot
be re-used. Please consider asking the
CARS Administrators to set the invoice
back to draft status first. Email
requests to:

WisDOTCARS@dot.wi.gov
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View Paid Invoices

WisDOT and consultants can view
a list of paid invoices for a
particular project or contract
from the View Invoice page. The
invoice must be paid to be listed,
not submitted or approved.

1. Click View Paid Invoices.
CARS opens the Paid
Invoices List page.

2. The Paid Invoices List
provides invoice details
that will allow you to
search for and open the
invoice to review the

details.

a. ProjectID

b. DOT invoice ID
Consultant Invoice
Number

d. WisDOT only: Vendor
See Search Invoices
on page 31 for
instructions for
locating invoices.

Hloing Business

Contracts | Master Group

WISCOMSIN DEPARTMENT OF TRANSPORTATION

ACPT

Solicitations

Vendors

DT25 | Search

ébgzag-'é%wwd;%wwua%www&2&&%&95@3&;

Reports

Security

JUSER

Project, Contract or Master Contract: |

View Invoice

~ Confract Invoice Information

== Back to Dashboard

View Paid Invoices

Consultant Name: FEIN/Loc: PO Number: Invoice ID:
o AT W N -
Paid Invoices List R
~ Paid Invoices
Vendor MName: PO Number:
Osage 3604704
Address:
E State Project Id: Master Contract Project Id: Work Order No:
D&3T-11-24
County: Project Description:
Warious Manual Trafiic count Oakwood Rd
to Drexel Dr
Invoices Paid
3 items found, displaying all items. 1
Invoice 1D (8 Consultant Invoice No Date Paid Fixed Fee Amount Paid
25 VIMTC 6-14 07-30-2014 §0.00 §$2,201.47
458 VMTC 7-14 08-04-2014 $0.00 §26,844.16
571 24 2nd sub 03-04-2014 £0.00 5056847
Totals: $0.00 $45,614.10
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View Purchase Order Information

Any WisDOT user can view purchase
order information in CARS. Some of the
information comes from PeopleSoft while
other details are reported or calculated
using CARS data.

1. Search for the contract record in CARS
as described in Search Contracts on
page 26. CARS opens the View Contract
page.

2. Click the Purchase Order Number link
in the Contract Information section.
CARS opens the View Purchase Order
Information page.

Note: A newly-entered PO number in
CARS does not become an active
link until the interface runs.

In the image to the right, information
that is highlighted in yellow comes
from CARS. Above the Active PO
Lines - Active section is static
contract information. The six
highlighted fields within the Active
PO Lines - Active section contain
values that are calculated using
invoice data from CARS. All other
fields (no highlight) contain data
transmitted from PeopleSoft.

Note: Values in the six fields calculated
using CARS invoice data are
always displayed in red.

View Contract

» Contract Uploaded Documents
» Contract Reports

~ Contract Information
Project ID:

1440-15-22

Contract Type:
Regular

Phases: 0

= Back to Search Results

Contract Number:
724100001

Purchase Order Number:
3453109

Contract Function:

(&) Print Page & Favorite | Go to Bottom

View DT25

Associated Projects

One item found. 1

N Project 1D
Staged Number: Real Estate Services
. . Program Code: 1440-13-22
Period Date: 3022
View Purchase Order Information PO Originated in Legacy System Pre-PeopleSoft
Purchase Order #: Project ID: Contract #: Work Order #: Vendor:
3483109 1440-15-22 724100001
Inc.
|Active PO Lines - Active
PO Line #: PO Status: PO Date: Account: Class Field:
1 Active 07/01/2016 8700229 96100
Dept ID: Program Code: Vendor ID: Vendor Location:
1023244100 1239 MAIN
Requistion #: Requistion Line #: Acc Sys Encumbered Amt:  Acc Sys Balance: Acc Sys Paid to Date:
] 0 151134.12
Description: CARS Current Contract CARS Contract Balance: CARS Paid to Date:

FOND DU LAC CO, STH 23,
STH&7-USH 41

Cost:
$200,042 32

$148,443.98

Paid
Externally :
$26,211.09
Paid in
CARS :
$25,387.25

Receipts:
$0.00

Total:
$51,5098.34
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View Purchase Order Information -
continued

Field Descriptions:

PO Line # - PeopleSoft PO line number
associated with the information
shown

PO Status - Translation of the PO
status in PeopleSoft. CARS does
not receive PO data when the
PeopleSoft status is not one of

View Purchase Order Information

Purchase Order #:
3483109

|Ative PO Lines - Active

PO Line #:
1

Dept ID:
1023244100

Requistion #:
1]

Description:

FOND DU LAC CO, STH 23,

STH&T-USH 41

Project ID:
1440-15-22

PO Status:
Active

Program Code:

Requistion Line #:
0

PO Originated in Legacy System Pre-PeopleSoft

Contract #
724100001

PO Date:
07/01/2016

Vendor ID:
1239

Acc Sys Encumbered Amt:

15113412

CARS Current Contract
Cost:
$200,042.32

Work Order #:

Account:
8700229

Vendor Location:
MAIN

Acc Sys Balance:

CARS Contract Balance:

$145.443.95

Vendor:

Inc.

Class Field:
96100

Acc Sys Paid to Date:

CARS Paid to Date:

Paid
Externally :
$26,211.09
Paid in
CARS:
$25,387.25

Receipts:
$0.00

Total:
$51,508.34

those listed.
PeopleSoft CARS Status
Status
D - Dispatched Active
PA - Pending Pending
Approval Approval
A - Approved Approved
C - Complete Closed
X - Cancelled Cancelled

PO Date - Date the PO was created in
PeopleSoft (usually by interface
automation)

Account - STAR account code based on
the former WisDOT Object Code.
See Appendix 12 - Account
Number based on Object Code on
page 247 for details.

Class Field - TBD

@ Invoicing — View Purchase Order Information

124




View Purchase Order Information -
continued

Field Descriptions - continued

Dept ID - Numerical value identifying
the specific WisDOT department.
See the Office of Policy, Finance
and Improvement intranet site for
the current list of Department
(Org) codes.

Program Code - Legislative program
code

Vendor ID - Unique number assigned
to a consultant firm

Vendor Location - Indicates a vendor’s
location; needed particularly when
a vendor has multiple offices

Requisition # - PeopleSoft requisition
number that initiated this PO.
There is no PeopleSoft requisition
for converted purchase orders.

Requisition Line # - PeopleSoft
requisition line number associated
with this PO. There is no
PeopleSoft requisition for
converted purchase orders.

View Purchase Order Information

Purchase Order #: Project ID:
3483109 1440-15-22
|Aotive PO Lines - Active
PO Line # PO Status:
1 Active
Dept ID: Program Code:
1023244100
Requistion #: Requistion Line #:
0 0
Description:

FOND DU LAC CO, STH 23,
STH&7-USH 41

PO Originated in Legacy System Pre-PeopleSoft

Contract #:
724100001

PO Date:
07/01/2016

Vendor ID:
1239

Acc Sys Encumbered Amt:

15113412

CARS Current Contract
Cost:
$200,042.32

Work Order #:

Account:
8700229

Vendor Location:
MAIN

Acc Sys Balance:

CARS Contract Balance:

$148,443.95

Vendor:

Inc.

Class Field:
96100

Acc Sys Paid to Date:

CARS Paid to Date:

Paid
Externally :
$26,211.09
Paid in
CARS:
$25,387.25

Receipts:
$0.00

Total:
$51,598.34
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View Purchase Order Information -
continued

Field Descriptions - continued

Acc Sys Encumbered Amt - Future use

Note: Data in this field will not match
CARS for converted POs.
Remaining balance is all that is
shown, NOT original full
contract cost.

Acc Sys Balance - Available unspent
funds remaining for this contract,
including prime and all
subcontractors and amendment
subcontractors

Acc Sys Paid to Date - Future use.

Description - Item description from
the PeopleSoft PO line.

CARS Current Contract Cost - Sum of
the contract cost lines for this
contract from CARS records. This
value is calculated from CARS
data. Corresponding CARS field
is Current Total Cost.

View Purchase Order Information

Purchase Order #: Project ID:
3483109 1440-15-22

tive PO Lines - Active

PO Line # PO Status:

1 Active

Dept ID: Program Code:
1023244100

Requistion #: Requistion Line #:
] 0

Description:

FOND DU LAC CO, STH 23,
STH&7-USH 41

PO Originated in Legacy System Pre-PeopleSoft

Contract #:
724100001

PO Date:
07/01/2016

Vendor ID:
1239

Acc Sys Encumbered Amt:

15113412

CARS Current Contract
Cost:
$200,042.32

Work Order #:

Account:
8700229

Vendor Location:
MAIN

Acc Sys Balance:

CARS Contract Balance:

$148,443.95

Vendor:

Inc.

Class Field:
96100

Acc Sys Paid to Date:

CARS Paid to Date:

Paid
Externally :
$26,211.09
Paid in
CARS:
$25,387.25

Receipts:
$0.00

Total:
$51,598.34
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View Purchase Order Information -
continued

Field Descriptions - continued

CARS Contract Balance - Current cost

minus all amounts paid. Paid
amounts include those paid
through CARS and those paid
outside CARS. This value is
calculated from CARS data

CARS Paid to Date: Data is these fields

is calculated from CARS data.

Paid Externally - Contract cost
amounts paid outside CARS.
Paid in CARS - Contract cost
amounts paid through CARS
invoices.

Receipts - Amounts repaid to
WisDOT by the vendors, such
as in cases where overhead
adjustments result in contract
overpayments.

Total - Sum of all amounts paid
external to CARS, within CARS,
and amounts repaid by the
vendor (receipts).

Purchase Order #:
3483109

tive PO Lines - Active

PO Line #:
1

Dept ID:
1023244100

Requistion #:
]

Description:
FOND DU LAC CO, 8TH 23,
STHE7-USH 41

View Purchase Order Information

Project ID:
1440-15-22

PO Status:
Active

Program Code:

Requistion Line #:
0

PO Originated

Contract #:
724100001

PO Date:
07/01/2016

Vendor ID:
1239

Acc Sys Encumbered Amt:
15113412

CARS Current Contract
Cost:
$200,042.32

in Legacy System Pre-PeopleSoft

Work Order #:

Account:
8700229

Vendor Location:
MAIN

Acc Sys Balance:

CARS Contract Balance:

$145,443.98

Vendor:

Inc.

Class Field:
96100

Acc Sys Paid to Date:

CARS Paid to Date:

Paid
Externally :
$26,211.09
Paid in
CARS:
$25,387.2
Receipts:
$0.00

Total:
$51,598.34

@ Invoicing — View Purchase Order Information

127




Evaluations

Evaluations serve to describe the consultant’s performance and rate the quality of work. The Facilities Development Manual (FDM) in chapter 8,
section25-5 states that evaluations are required at the completion of each contract or as needed for multi-year contracts for:

e All contracts with estimated totals of $10,000 or more, including both full-service and specialty master contracts
e Individual work orders with estimated totals of $10,000 or more on full-service master contracts

Evaluations are optional on work orders for specialty master contracts and full-service master contract work orders with estimated totals of less than
$10,000.

In CARS, evaluations are created by a WisDOT Project Manager and then routed to the consultant or to the subcontractor. The consultant or
subcontractor can review and make comments on the evaluation, and then send it back to WisDOT. The general process flow is described in Figure
2 Evaluation Process Flow on page 129.

The FDM also states that evaluations should be signed and dated by both the WisDOT Project Manager and a consultant representative. These
obligations are completed in CARS electronically when the Project Manager sets the evaluation status to “Ready for Review”, and when the consultant
representative sets the evaluation status to “Consultant Reviewed”.

In order for the evaluations to be routed to the appropriate persons, the Evaluator (WisDOT) must be included in the DOT Contacts list, and

the Reviewer (consultant firm) must be included in the Consultant Contacts list. If the appropriate person is not listed in the CARS list, please contact
the CARS Administrator at WisDOTCARS@dot.wi.gov.

Email notifications are sent to consultants who have the Evaluation Notification role for the contract.

e When a DOT employee is the evaluation creator or the Evaluator listed on an evaluation, the evaluation is listed on the Dashboard page unless
the evaluation has been sent to the consultant for review.

e When the consultant has the Evaluation Reviewer role for a contract (subcontractors need the Subcontract Evaluation Reviewer role), the
evaluations will be listed on that person’s Dashboard page when the evaluation has been sent to the consultant for review. Consultants can
have different access types for evaluations, including view-only, notification and reviewer.

e Evaluations cannot be added until the contract has a value in the Date Authorized field, which is in the Contract Details section of the View
Contract page.

Evaluators may add comments to explain the ratings given for a specific category. Some regions require comments for every category.

Note: When a consultant’s or subcontractor’s work is rated “2” or lower (on a scale of 1-5 with “1” being the lowest rating), a comment
in the evaluation is required by WisDOT. CARS will enforce this requirement in the future.
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Prerequisites: Notes:

Evaluator (WisDOT staff) must be added fo the list of DOT Contacts by a CARS

Administrator.

Evaluator (WisDOT staff) must have the DOT Evaluation Editor role for the specific

contract in order to view and manage evaluations.

Rewviewer [consultant staff) must be added to the list of Consultant Contacts by a CARS

Administrator.

Reviewer [consultant staff) must have the Vendor Evaluation Reviewer role for the specific

contract or contract group in order to view and review evaluations.

Figure 2 - Evaluation Process Diagram

+  Ewvaluations are not applied to master contracts. They are apgplied to the work orders

associated with master contracts.

«  Evaluations cannot be created until an Authorization Date is entered for the project or

work order,

«  WisDOT notification roles include Primary Matification and Secondary Natification.

Secondary notifications are typically sent to supervisors at 20 days and laler,
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Evaluation Statuses

CARS has seven possible statuses for evaluations. Each status can be assigned only at a specific stage of the evaluation process, and WisDOT users
have different status choices than consultant users.

Status Description
PM Created WisDOT users: CARS assigns this status to new evaluations. The evaluation stays in PM Created status

until the evaluation is ready to send to the consultant.

Ready for Review WisDOT: Change an evaluation’s status from “PM Created” to “Ready for Review” to send the evaluation
to the consultant or subconsultant for review.

Consultant Reviewed Consultant: Change an evaluation’s status from “Ready for Review” to “Consultant Reviewed” to return
the evaluation to WisDOT.

PM Submitted WisDOT: Change an evaluation’s status from “Consultant Reviewed” to “PM Submitted” to end the
evaluation process.

PM Rejected WisDOT: Change an evaluation’s status from “Consultant Reviewed” to “PM Rejected” to start the
evaluation process again. CARS automatically copies the rejected evaluation data into a new evaluation
that has the next sequence number. This new evaluation has the status “Copied and Revised”.

Copied and Revised WisDOT: CARS assigns this status to the next sequential evaluation when the evaluator rejects an
evaluation that has been reviewed by the consultant.

Re-Evaluated WisDOT: Change an evaluation’s status from “Copied and Revised” to “Re-Evaluated” when changes are
made to the copied evaluation.
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Evaluation Notifications

CARS automatically sends email notification to WisDOT and consultant users when the status of an evaluation is changed. Emails are routed to
persons who have notification roles for the project ID. In addition, the evaluation will be listed on the appropriate user’s dashboard. The following
table summarizes evaluation notifications. Links to the evaluations appear on the dashboard pages of users

Status Status changed by Email sent to Linked on Dashboard:

WisDOT Consultant
PM Created -- -- Yes No
Ready for WisDOT Prime consultants with the Invoice Notification | No Yes
Review role receive email immediately. If no vendor

users have the evaluation notification role for
this contract, the firm’s Vendor Administrator
receives the email.

If the evaluation is for a subcontract, emails are
sent to both the prime and sub-consultants.
The evaluation is linked on the subconsultant
dashboard only.

Consultant Prime Consultants WisDOT users with the Primary Notification role | Yes No
Reviewed
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WisDOT: Add Evaluation

1. Open the appropriate View Contract page:

= Use a Favorite link on your dashboard.
= Use the search tools (see page 25) to
locate the contract.

2. Click New Evaluation. CARS displays a
confirmation message if there is more than
one project associated with the contract.

3. Click Yes or No to continue with the
evaluation.

If you click Yes, the evaluation will be
associated with all projects associates with
the currently open contract. The contract ID
is shown in the Contract Number field.

If you click No, the evaluation you are
starting will apply only to the project that is
currently open. The project ID is shown in
the Project ID field.

If you click X (close), the new evaluation is
cancelled.

Note: When you click No, the Vendor
field on the Edit/New Evaluation
page becomes
the Project/Vendor field as
shown in the inset on page 133
of this manual.

CARS opens the Edit/New Evaluation page.

WISCONSIN DEPARTMENT OF TRANSPORTATION
Uoing Business

Home Confracts WMaster Group

ACPT

Vendors Solicitations DT25 Search Reports Tools

Security Log OFf

OARS - (Cautract Adwiniotation & Reparting System:
JUSER Project, Contract or Master Contract: Search
View Contract Create Invoice Import Inveice New Evaluation (o Edit @ Delete (= Print Page & Favorite  Go to Bottom
» Contract Reports
~ Contract Information
Project ID: Contract Number: New DT25
T77-88-99 1400008062
Contract Type: Purchase Order Humber: Associated Projects
Regular )
9 Contract Function: Nothing found to display.
Phases: 0 Construction Services
Staged Number: Program Code: o Add Project
3024
2’ 4p
Confirmation Required x

Contract level Evaluation’s are recommended.

Iz this a Contract level Evaluation?

Yes Mo
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WisDOT: Add Evaluation - continued Edit/New Evaluation

4. Enter the required information in the Evaluation " Indicates required field Contract Level Evalustion = No
Information section: Evaluation Information .
Processing Status: d 8454-57-87/sage & Co. |

a. Processing Status Date PM Created Osage & o,
b. Evaluation Type - Select one of the following: ] Froceenng Stalus Date:” .

=  Final Evaluation ] ] ]

. i Evaluation Type * Evaluation Function: *
= |ntermediate Evaluation q ‘ q ' ‘
=  Revised Final Evaluation qrfgr_cemofwomcompleted: ‘ e vatuation Period From: -2/ 7372052

c. Percent of work completed

d. Vendor - If you click Yes to answer the ] _
Categories and Ratings

confirmation question, the name Of the vendor 1 = Unacceptable 2 = Below average 3 = Satisfactory 4 = Above average 5 = Cutstanding
selected for the contract is automatically Category Etin 15)| |Evaluator Comments Reviewer Comments
e nte red 1) Project Management I_
If you click No to answer the confirmation
question, this field is called Project/Vendor.
2) Human Relations I_

Full Scope Evaluation - Defaults to “Yes”.
f. Evaluation Function - Select the contract

function. This option determines the questions 3) Technical Skills F
available for the Evaluation Category Questions
g. Evaluation Period From
. . 4) Quality OF Work B
h. Evaluation Period To [
5) Cost Control (fi I;
C)ongtsrucggn %lﬁl?{ :
6) Timeliness I_

Overall Evaluation rating:

"
=
=
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WisDOT: Add Evaluation - continued Edit/New Evaluation

5. Enter numerical ratings for each relevant evaluation " Indicates required field Contract Level Evalustion = No
category in the Rating fields. Use the rating scale E"::zzz::r"';":t‘:;‘f" o '
shown at the top of the section. You can enter PM Created
fractional rating values with one decimal place, such ] Processing Status Date: * e
as 114 5” 11/02/2015 Yes|w

. . qEvaluaﬁon Type ~ ‘ qEvaluation Function: ‘
If one of the six categories does not apply, leave the '
field blank. If you do not enter a rating, then the Percent of work completed: * Evaluation Period From: |2/ 03/2015
o] !

evaluation questions for that category will not be
listed on the Evaluation Category Questions page.

Categories and Ratings

CARS displays the average of the ratings at the 1 = Unacceptable 2 = Below average 3 = Safisfactory 4 = Above average 5 = Outstanding
bottom of the column in the Overall Evaluation Category Etin 15)| |Evaluator Comments Reviewer Comments
rating fle'd 1) Project Management I_
6. Add comments in the Evaluator Comments fields.
The maximum length of the comments is 4000 2) Human Relations —

characters; a counter displays under the field when
you start typing.

i i i 3) Technical Skill 5
Note: Your region or WisDOT may require comments. echnical kIS F—
7. Click Next.
4) Quality Of Work |5_
5) Cost Control (fi l_;
C)ongtsrucggn %lﬁl?{ :
6) Timeliness I_

Overall Evaluation rating:

"
=
=
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WisDOT: Add Evaluation - continued

8. CARS opens the Evaluation Category
Questions page. If you did not enter a Evaluation Category Questions
rating for the category on
the Edit/New Evaluation page, the
category and related questions are
not listed on this page.

Select the answer to each question

If there are no questions to answer for a selected category ,then category ranking will not be
considered.

Back

* Indicates required field

about the details of the firm’s 5) Cost Control (for Construction Only)
. Pl lect th toth sti jate.
performance. The answer choices are: £ase selert e ansuerfo e question as appropna -
Did project result in the expenditure of reasonable fime rlImp::'.-‘enen: ).'ee:ie:i
= Exceeds as defined or scoped?
= Improvement Needed Was the consultant creative in controlling their own =|Satisfactory
i | costs and developing effeciencies?

| ]

N/A (nOt app icab e) Did the consultant minimize contractor overruns and/or |}:—
= Satisfa ctory change orders when possible?

9. Click Next. o] .
Hext Cancel

Note: Click Back to return to
the Edit/New Evaluation
page to make changes or
add more category
question sections.
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WisDOT: Add Evaluation - continued

10. Verify that the name of the consultant staff
member shown in the Reviewer - Consultant
field is correct. CARS automatically enters the
name of the person listed as consultant
contact on the contract. Any reviewer you
select must be listed in CARS as a consultant
contact.

Verify that the name of the WisDOT employee
shown in the Evaluator - WISDOT field is
correct. CARS automatically enters the name
of the person listed as Project Manager on the
contract. Any evaluator you select must be
listed in CARS as a DOT contact.

Select a “Yes” or “No” answer in the Would
you have reservation selecting this firm again
for this type of project? field. The default
answer is “No”.

Enter any comments you wish to add in

the Overall Evaluator Comments field.

Select a “Yes” or “No” answer in the Was this
Evaluation done at a face-to-face meeting?
field. The default answer is “No”.

Enter the location and date of the review in
the Discussion Location/Date field.

11.

12.

13.

14.

15.

WISCOMNSIN DEPARTMENT OF TRANSPORTATION
Hoing Business

Home Contracts

ACPT

Master Group Vendors Solicitations

CARS - (Catract #dmiiotration & Refarting Syoten

DT25 Search Reports Tools

JUSER

Security Log OFf

Project, Contract or Master Contract: Search

Evaluation Details

Back

Evaluation Details

Revi Consultant * |
[fmith, 2dam |
Evaluator - WISDOT * |
|La:\e ,JC |

Eval PDF File

Would you have reservation selecting this firm again for this type of project? *

Overall B Comments:

Overall Reviewer Comments:

done at a face-to-fa

Was this E meeting? *
e ]

Discussion Location / Date

Save

Cancel
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WISCONSIN DEPARTMENT OF TRANSPORTATION

WisDOT: Add Evaluation - continued
Hoing Business ACPT

|
16. C“Ck Save. CARS saves the evaluation With the Home Confracts Master Group Vendors Solicitations DT25 Search Reports Tools Security Log Off n_mf
status set to “PM Created”. This status means  |O#ZES - (Gunact Aduivictnasian & Reprarting Syeten:
that the evaluation is saved, but it has not
’ - JUSER Project, Contract or Master Contract: Search

been sent to the consultant reviewer.

Note: The Eval PDF File field was used for Evaluation Details

evaluations entered during the S
transition into CARS and electronic- Evatuati _
valuation Details
only evaluations. If applicable, it qﬂ iewer - Consultant: * |
. Smith,Adam

contains the name of the PDF l !

) . Evaluator - WISDOT * |
version of the paper evaluation qhm,;a |
that was saved for future Eval PDF File
reference' These ﬂles are Stored on Would you have reservation selecting this firm again for this type of project? *
the WisDOT network. This field is > V]

Overall B Comments:

no longer used.

Overall Reviewer Comments:

Was this E ion done at a face-to-face meeting? *
e ]

Discussion Location / Date

Save Cancel
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WisDOT: Send Evaluation to Consultant
Reviewer

1.

Open the View Evaluation page for the
evaluation that has the status “PM
Created”:

= On the Dashboard page, click the Seq No
link in the Evaluations section

—OR-

= On the View Contract page, click View
Evaluation (not illustrated).

= |f there are other evaluations for this
contract, click the link in the Evaluation
No column in the Evaluations List
table.

Click Edit on the View Evaluation page.
Add or change any information as needed.

Note: Click Next or Back on the
pages to view the entire
evaluation.

On the Evaluation Details page, change the
value in the Processing Status field to
“Ready for Review”. This status means that
the evaluation is saved, and it will be sent
to the consultant reviewer when you click
Save.

~ Evaluations

8 tems found, displaying all tems. 1

Seq Ewaluator Name* | Contract/ Master © Lewel iProject Processing Status / Evaluation Period Type Function Full
No Id (WO # Date Scope
1 J User 1400006322 Full Contract Consultant 04/30/2014 to Intermediate Construction | Yes
Reviewed / 2014- 05/02/2014 Evaluation
05-05
3 J User 1400006423 Full Contract PM Created / 2014- 06/25/2014 to Intermediate Construction | Yes
07-15 06/30/2014 Ewvaluation

Evaluations List
Contract Number: 1400006423

3 items found, displaying all tems. 1

Evaluation | Level / Project | Vendor s | E i i E Type Evaluation Full Scope

HNo b Status / Date Function

1 Full Contract Osage PM Rejected / 2014-08-26 Intermediate Design fes
Evaluation

2 Full Contract Osage PM Submitted / 2014-05-26 Intermediate Design Yes
Evaluation

; Full Contract Osage PM Created / 2014-07-15 Intermediate Construction Yes
Evaluation
View Evaluation = Back To Dashboard | Edit =) Delete (&) Print Page
=]

~ Contract Information

Contract Number:
1400006423

Evaluation Number:

Evaluation Details

Back

Evaluation Details

Reviewer - Consultant: *

[mith, 2dam

Evaluator - WISDOT *

|;a::e, Jc

Byl BJF Filg

Processing Status:

F Save Cancel

@ Evaluations — WisDOT: Send Evaluation to Consultant Reviewer

138



Send Evaluation to Consultant Reviewer -

continued
5. Click Save.
CARS sends the evaluation to the Evaluation Details
consultant. CARS also changes the status of -

the evaluation to “Ready for Review” and
removes the evaluation from

. . Reviewer - Consultant: *
the Evaluations section on your dashboard. [frioh, Baem
WisDOT users can still access the Evaluator - WISDOT *
evaluation through the View Contract page.

Evaluation Details

|'_a.“.e, Jc

Sl BRF Filgh.

CARS also lists the evaluation on the
Consultant Reviewer’s dashboard and
sends email notifications to consultants
who have the Evaluation Notification role
for this contract.
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Consultants: Review Evaluation

1. Onthe Dashboard page in the Evaluations
section, click the link in the Seq No
column. CARS opens the View Evaluation
page for the new evaluation:

2. Review the evaluation information.

3. Click Edit.

WISCONSIN DEPARTMENT OF TRANSPORTATION
Hoing Business ACPT
Security | Log Off kﬁrm
CARS - (otract Administration & Refonting System
JOHNKANE - John Kane processing on behalf of Osage Project, Contract or Master Contract: | Searc]
" Prime Contracts
» Sub-Contracts
» Amendment SubContracts
» Invoices
~ Evaluations
Cne item found. 1
Seq | Reviewer Contract/ Master | Level /Project P ing Evaluation Period Type Function Full
No Id WO # Status [ Date Scope
1 John,iKane 1400005402 Full Contract Ready for 05/01/2014 to Intermediate | Construction | Yes
Review / 2014-06- | 05/30/2014 Evaluation
30
W
< >

WISCONSIN DEPARTMENT OF TRANSPORTATION
Uping Business

Search

MES - (Coutract Administration & Reforting Seysten

ACPT

HOHNKANE - John Kane processing on behalf of Osage

Project, Contract or Master Contract: |

Searﬂ

1

~ Contract Information

Contract Number:
1400006402

Evaluation Number:

Vendor:
Osage

View Evaluation

= Back To Dashboard

& Edit

& Print Page
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Consultants: Review Evaluation - continued Edit Evaluation

*Indicates required field

4. Verify that the name in the Reviewer -
Consultant field is correct. Follow your firm’s

Evaluation Information

Evaluation On: Percent Work Completed:
guidelines for who should be listed in this Contract 100.0
fieldif more than one person reviews the | g PGP Y p p o £ £ £ EF 22202000002

evaluation.
5. Add general summary comments in
the Overall Reviewer Comments field. You :
Reviewer - Consultant: *
can add overall comments or comments for [5mith, Adam
a specific category. Each field will accept up E“a:“:l;?;w'“m’ Lane JC
Val e
to 4000 characters, and a character counter

Evaluation Details

Overall Evaluation Rating: 5.0

Comments and Summation
displays when you start typlng Describe strengths / weaknesses and provide suggestions for improvement.

Overall Evaluator Comments:

Note: Click Next or Back on the
pages to review the entire
evaluation.

Overall Reviewer Comments:

Would you have reservation selecting this firm again for this type of project? No

6. Add any responses to the Categories and
Ratings scores and comments in
the Reviewer Comments field.

Was this Evaluation done at a face-to-face meeting? No

Discussion Location / Date:

Categories and Rating

7. When you are satisfied with your comments §) Timeliness
and are ready to return the evaluation to Rating: 5.0
WisDOT, change the status from “Ready for Question & Answers
REViEW” to ”Consulta nt Reviewed” in Did consultant effectivety work with the contractor in coordinating the utility and other work by local agencies? Exceeds
the Processing Status field. P | | PP ypizgpiecpgic Dgpartinjymedgipggct g gxcegls g . B B S B D D B & P
oo Jfe sup™ ool ete™ alg™ anmn oA Lpoe JiRT eT omat spe ael” et atrd . T .e€

Evaluator Comments:

Reviewer Comments:

Processing Status: *
|C::15'_1;ta:1t Re'-_'ier_ced
E Sawve Cancel
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Consultants: Review Evaluation - continued

8. Click Save. CARS submits the reviewed
evaluation to WisDOT and removes the
evaluation from the Evaluations section on
your dashboard.

CARS also lists the evaluation on the
WisDOT Evaluator’s dashboard and sends
email notification to consultants who have
the Evaluation Notification role for this
contract.

Note: Also use this process to route
“Re-Evaluated”-status
evaluations to WisDOT.

Edit Evaluation
*Indicates required field
Evaluation Information

Evaluation On: Percent Work Completed:
Contract 100.0

VS EFGPF 00000 OOIEEGOOO000000e

Evaluation Details

Overall Evaluation Rating: 5.0

Reviewer - Consultant: *

[pmich, 2dam
Evaluator - WISDOT: Lane JC
Eval PDF File

Comments and Summation
Describe strengths | weaknesses and provide suggestions for improvement.

Overall Evaluator Comments:

Overall Reviewer Comments:

Would you have reservation selecting this firm again for this type of project? No
Was this Evaluation done at a face-to-face meeting? No

Discussion Location / Date:

Categories and Rating
&) Timeliness

Rating: 5.0

Question & Answers

Did consultant effectively work with the contractor in coordinating the utility and other work by local agencies? Exceeds
> id coggultaphkeepghe artrpgnt infgrm f progect k? a5 ]
' )jc?ultaysu?cn?et?lls}: ?.|E(un?in!.|:?’ Isp.’.uet.'.ne'.utr..'. '..e(-.' ' ' ' '

«ITa

Evaluator Comments:

Reviewer Comments:

Processing Status: *
|Cc:15:_1;ta:11: Re'-.'ie!ce:i
E Sawve Cancel
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WisDOT: Submit Evaluation JUSER Project, Contract or Master Contract: Seaxch |
, )

1' Open the VIeW EVa/Uatlon page for an Vlew Create Invoice View Evaluation New Evaluation |;| Edit @ Delete L;,J Print Page
evaluation that has the status “Consultant Contract & Undo as Favorite | Go to Bottom
Reviewed”:

Pr Contract Reports
= On the Dashboard page, click the Seq No ~ Contract Information
link in the Evaluations section p—
Project 1D: Contract Number: New D723
— OR — TI7-77-77 1400006402

= On the View Contract page, click View
Evaluation. Then click the link in JUSER Project, Contract or Master Contract: Search IA
the Evaluation No column in
the Evaluations List table.

= Back To Contract L;,J Print Page

Evaluations List

2' ClICk Edlt Contract Number: 1400006402
3. Add or change any information as needed. 3 terns found, displaying all tems. 1
H H H Ewvaluatios Level ! Project | Wendor ¢ | Ewaluation Processin Ewvaluation T Ewvaluation Full 5co
4. Click Next on the Edit/New Evaluation page Praluatiog ject | Vendor ko P z ype | Evaluah =
and on the Evaluation Category Questions P i g 30 g = condhct s
Ve dtioy
page.
; Full Contract Osage Consultant Reviewed / Intermediate Construction Yes
2014-05-30 Evaluation

Note: Click Next or Back on the pages

to view the entire evaluation. _ 4
= Back To Contract =] Print Page v

5. Select “PM Submitted” in the Processing < >
Status field on the Evaluation Details page.

6. Click Save. CARS removes the evaluation
from the Evaluations section on your
dashboard. WisDOT users can still access Reviewer . Consulant: *

the evaluation through the View Contract Smith, Adam
page, Evaluator - WISDOT *

Evaluation Details
Back

Evaluation Details

|
Processing Status: *
| M Submitted

E Save Cancel
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WisDOT: Reject Evaluation

1.

w

Open the View Evaluation page for an
evaluation that has the status “Consultant
Reviewed”:

= On the Dashboard page, click the Seq No
link in the Evaluations section

—OR-

= On the View Contract page, click View
Evaluation. Then click the link in
the Evaluation No column in
the Evaluations List table.

Click Edit.

Add or change any information as needed.
Click Next on the Edit/New Evaluation page
and on the Evaluation Questions page.

Note: Click Next or Back on the pages
to view the entire evaluation.

Select “PM Rejected” in the Processing
Status field on the Evaluation Details page.
Click Save. CARS changes the status of the
evaluation to “Copied and Revised” and

~ Evaluations ~
7 items found, displaying all tems. 1
Seq | Evaluator Name® | Confract/Master® | Level /Project Processing Evaluation Period Type Function Full
No Id O # Status / Date Scope
1 JUser 1400008311 Full Centract Congultant 05/01/2014 to Intermediate | Design Yes
Reviewed / 2014- 05/01/2014 Evaluation
0
000 000000 POOPSLPOOOIOPCIOCLSCOCLOLOOLOOQSPS
) Rew ewel /207~ 050022014 Lvaluawan
05-05
EIZ J User 1400008402 Full Contract Consultant 05/01/2014 to Intermediate | Construction | Yes
Reviewed / 2014- 05/30/2014 Evaluation
06-30 v
< >

Evaluation Details
Back

Evaluation Details

Reviewer - Consultant: *

[smith, 2dam

Ewvaluator - WISDOT *

3 T

q

Processing Status: *

|P1f_' Hejected

T A a8 aF oF oF oF oF oF o oF & 4

increases the sequence number. The v Evaluations ~
evaluation remains on the WisDOT T items found, displaying al ems. 1
, Seq | Evaluator Namé | Contract/ Master® | Lewvel /Project Processing Evaluation Pericd Type Function Full
Evaluator’s dashboard. [Ty 1d AW # Status / Date e
H H 1 JUser 14000068322 Full Contract Consultant 04/30/2014 to Intermediate | Construction | Yes
After the evaluation has been revised, b e piermed
change the status to “Re-Evaluated” to send 0508
the evaluation back to the consultant for AP &V v 2P S W S SV P JV S S S SV S S K7 SV S 2V S¥ SV 5V 3 3V 2V 3
. . 05-. 1
review. The sequence number is not '
. H; JUser 1400005402 Full Contract Copied and 05/01/2014 to Intermediate | Construction | Yes
increased. Revised / 2014-06- | 05/30/2014 Evaluation 4..
30 W
< >
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APPENDIX 1 System Requirements and Compatibility Settings

CARS and Internet Explorer

Internet Explorer Version: CARS is designed Internet Explorer 10 and is compatible with Internet Explorer 11. This section describes actions you can
take to use CARS more effectively.

Internet Explorer Buttons: It is recommended that you avoid using the Internet Explorer buttons while working in CARS. The Internet Explorer Back
and Forward buttons may not affect the CARS application as expected. Use the navigation buttons provided in CARS to ensure that you navigate in the
application correctly. If you don’t see a button that will open the page you want, click Home and locate the page

Internet Explorer Tabs: CARS users must be sure to log off and close Internet Explorer, especially if users share computers. User credentials can persist
in an Internet Explorer session, and the risk of accidental account sharing is greatest when users who have multiple tabs open simply close the CARS
tab. In this case, if CARS is opened on a new tab, the last user is automatically logged on.

If you have reason to open multiple copies of CARS, the current user on the first tab is automatically logged on when you create a new tab in Internet
Explorer and open CARS. You must open a separate copy (session) of Internet Explorer before you can log on as a different user.
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Compatibility View

Sometimes pages in CARS might not display like you expect them to or you might have
other problems with CARS, especially if the browser you are using is not Internet
Explorer 10 or higher. If text or fields overlap or fields (especially large fields) are
disordered on the page, there are two possible causes:

1. The current window size is too small for the page.
2. There is a compatibility problem between Internet Explorer and the CARS
page.
The solution for the first cause is to simply enlarge or maximize the window.

If the there is a compatibility problem, the Compatibility View button £ appears on
the Address bar. This means the page was probably coded for a different version of
Internet Explorer than the one you have, or even for a different browser. If there is no
compatibility problem, this button will not appear.

There are two simple methods for correcting compatibility conflicts.

3. Click Compatibility View on the Internet Explorer Address bar. The button will
change in appearance, depending on your settings. Internet Explorer will now
show this page in compatibility view every time you open it until you turn off
Compatibility View.

4. Onthe Internet Explorer Menu bar, point to Tools, and then
click Compatibility View Settings to open the Compatibility Settings dialog
box.

Note: If the Menu bar is not displayed, right-click the Address bar, and
then click Menu bar.
Verify that the correct website is listed in the Add this website field.
b. Click Add.

¢. Recommended: You can select Display all websites in Compatibility View
to automatically turn on Compatibility View for every website you visit.

d. Click Close.
For more information about Compatibility View, visit

,_é'Wisconsin Department of Transportation - Windows Ti - rnet Explorer

1

—
@., y - I)\ hittpe/fdot. wisconsin, gow

'Oj 2|+ }\Wisconsiri

Compatibility View Settings

ﬁ You can add and remove websites to be displayed in

& Compatibility View.

Add this website:

E state.wi.us

Websites you've added to Compatibility View:

O e |

E- Dizplay all websites in Compatibility View
[~ Display intranet sites in Compatibility View

[ Download updated compatibility lists from Microsoft
Learn more by reading the Internet Explorer privacy statement

Remove |

Close |
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APPENDIX 3 WisDOT Roles and Actions in CARS

DOT Roles
DOT Role Associated Actions Purpose
DOT Staff View Contracts For all WisDOT users. This role is automatically assigned to all WisDOT users

when the user’s WAMS ID is added to CARS. WisDOT users have read-only
access to every contract, but cannot carry out any other actions without
additional roles, which are assigned on a contract-by-contract basis by a
Regional Administrator or a CARS Administrator.

View Evaluations

View Evaluation

Allows WisDOT users read-only access to evaluations for a specific contract.

View Invoices

View Contracts
View Invoices

Allows WisDOT users read-only access to invoice information for a specific
contract. No changes are permitted.

Evaluation Editor

View Contracts
View Evaluations
Manage Evaluations

Allows WisDOT users to create evaluations and review consultant responses to
evaluations for a specific contract. This role causes the evaluation to be listed
on the user’s dashboard.

Invoice Editor

View Contracts
View Invoices
Manage Invoices

Allows WisDOT users to view consultant-submitted invoices. They can also
create invoices and edit “draft” status invoices created by WisDOT, but not
vendor-created invoices in “draft” status. This role does not allow the review,
adjustment, rejection or approval of consultant-submitted invoices.

Invoice Approver

View Contracts
View Invoices
Manage Invoices
Invoice Approver

Allows WisDOT users to adjust, reject and approve invoices for payment. This
role causes the invoice to be listed on the user’s dashboard.

Invoice Reviewer

View Contracts
View Invoices
Invoice Auditor

Allows WisDOT users to review invoices. This role allows the user to change
the invoice status to “Reviewed” and to adjust invoice lines. It does not allow
rejection or approval of invoices.

Notify Primary

Email Primary

Future use. For WisDOT users who are responsible for day-to-day activities for
a specific project. These users receive email notification (day 1) when invoices
and evaluations are sent by consultants. If invoices and evaluations that are
not acted upon within 10 days, a second email is generated. Additional email
notifications are generated at day 20 and every day thereafter if the invoice
remains in “Submitted” status or if the evaluation remains in “Consultant
Reviewed” status.
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DOT Role Associated Actions Purpose
Notify Secondary Email Secondary Future use. For WisDOT supervisors who are responsible for specific projects.

These users receive email notification if invoices and evaluations that are not
acted upon within 10 days. Additional email notifications are generated at day
20 and every day thereafter if the invoice remains in “Submitted” status or if
the evaluation remains in “Consultant Reviewed” status.

DOT Regional Admin

Manage DOT Staff

Designated Regional Administrators only. These administrators assign roles for
WisDOT contracts and work orders, but not for Local Program contracts.

Local Program Reviewer

Manage Local Programs

Management Consultants only. These users are vendor users who manage
contracts for WisDOT.

Expenditure Accountant

View Contracts
Manage Financial Info

Expenditure Accounting only. These users are responsible for specialized
functions, such as approving purchase order requisitions and paying invoices.

Selection Reviewer

View Contracts
Approve NOI Selection

Consultant Services only. Future use.

NOI Reviewer

View Contracts
Maintain NOI
Approve NOI Selection

Consultant Services only. Future use.

NOI Specialist Editor

View Contracts

Manage Solicitation NOI Info

Consultant Services only. Future use.

Run Batch Jobs

Run batch jobs for PeopleSoft

interface

PeopleSoft interface use only. No user should have this role assigned.

DOT Editor

View Contracts
View Evaluations
Manage Updates

Consultant Services only. These users are able to create, update and delete
contract records.
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DOT Role

Associated Actions

Purpose

DOT Admin

View Contracts

View Evaluations
Manage Updates
Manage Evaluations
View Invoices

Manage Invoices
Invoice Approver
Invoice Auditor
Manage Application
Maintain NOI

Manage Solicitation NOI Info
Approve NOI Selection
Manage DOT Staff

DOT CARS Administrators only. These users have broad access to CARS records.
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DOT Actions

DOT Action

Function

View Contracts

Allows WisDOT users to view contracts, but not to change, create or delete contracts. Assigned to all
WisDOT users by default.

View Evaluations

Allows WisDOT user to view evaluations, but not to change, create or delete evaluations.

Manage Evaluations

Allows WisDOT user to change, create or delete evaluations.

Manage Updates

Allows WisDOT user to change, create or delete contracts, work orders and projects.

View Invoices

Allows WisDOT user to view invoices, but not to change, create or delete invoices.

Manage Invoices

Allows WisDOT user to change, create or delete invoices.

Invoice Approver

Allows WisDOT user to approve invoices for payment.

Invoice Auditor

Allows WisDOT users to adjust invoice lines and to mark the invoice as “Reviewed”.

Manage Solicitation NOI Info

Allows the WisDOT user to change, create or delete solicitations and notices of intent.

NOI Reviewer

Allows the WisDOT user to respond to a firm’s NOI. The staff member can edit specific NOI fields, but
others are read-only.

Approve NOI Selection

Allows the WisDOT user to approve vendor selection for a contract or work order.

Manage Local Programs (Management
Consultant)

Allows a CONSULTANT user to view contracts with the Program Management flag set to “Management
Consultant”.

Manage Regional Assignments

Allows a WisDOT user to manage Management Consultant users, groups and contracts.

Manage Financial Info

Allows the Division of Business Management Expenditure Accounting staff to review and pay invoices.

Email Primary

Designates WisDOT users who are to receive initial (day 1) email notification for invoice submittals and
evaluations returned by consultants. A second email is generated at day 10 if no action has occurred on
the invoice or evaluation. More emails are generated at day 20 and every day thereafter if the invoice
remains in “Submitted” status or if the evaluation remains in “Consultant Reviewed” status.

Email Secondary

Designates WisDOT users who are to receive email notification at day 20 and every day thereafter if
the invoice remains in “Submitted” status or if the evaluation remains in “Consultant Reviewed” status.

Run Batch Jobs

CARS-PeopleSoft interface use only.

@ APPENDIX 3 WisDOT Roles and Actions in CARS 152




APPENDIX 4 Vendor Roles and Actions in CARS

Vendor Roles

Vendor Role

Associated Actions

Purpose

Vendor Staff

Vendor Access

Required for vendor access to CARS. This role is automatically assigned to all
vendor users when the user’s WAMS ID is added to CARS.

Vendor Administration

Manage Staff Assignments
Evaluation Notification
Invoice Notification

For administrators responsible for assigning staff member access. These users
also receive evaluation and invoice email notifications when no other user has
these roles for a project.

View Contracts

View Contracts

For staff members who need only to view contract information.

View Evaluations

View Contracts
View Evaluations

For staff members who need to view evaluations for contracts.

Evaluation Notification

Evaluation Notification

For staff members who need to know when evaluations are received.

Evaluation Reviewer

View Evaluations
Evaluation Reviewer

For staff members who need to review and respond to DOT evaluations of
contract work.

View Invoices

View Contracts
View Invoices

For staff members who need to view contract invoice information.

Invoice Notification

Invoice Notification

For staff members who need to know when invoices are sent. May also be
applied to specific subcontracts and amendment subcontracts.

Invoice Submitter

View Contracts
View Invoices
Manage Invoice
Invoice Submitter

For senior staff members who are responsible for reviewing invoices and billing
the DOT.

Invoice Editor

View Invoices
Manage Invoice

For staff members who prepare contract invoices.

Subcontract Invoice Editor

Manage Subcontract Invoice

For staff members who prepare subcontractor invoices. May also be applied to
specific amendment subcontracts.

Subcontractor Invoice
Submitter

Manage Subcontract Invoice
Subcontract Invoice Submitter

For staff members responsible for reviewing subcontractor invoices and billing
the DOT. May also be applied to specific amendment subcontracts.

View Subcontracts

View Subcontracts

For staff members who need to view subcontract information. May also be
applied to specific amendment subcontracts.

View Subcontract Evaluations

View Subcontracts
View Subcontractor Evaluations

For staff members who need to view evaluations for subcontracts. May also be
applied to specific amendment subcontracts.
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Vendor Role

Associated Actions

Purpose

Subcontract Evaluation
Reviewer

View Subcontractor Evaluations
Subcontractor Evaluation
Reviewer

For staff members who need to review and respond to DOT evaluations of
subcontract work. May also be applied to specific amendment subcontracts.

View Subcontract Invoice

View Subcontracts
View Subcontractor Invoices

For staff members who need to view subcontract invoice information. May also

be applied to specific amendment subcontracts.
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Vendor Actions

Vendor Action

Function

Vendor Access

Allows the user access to CARS.

Manage Staff Assignments

Allows a staff member to assign and edit roles assigned to other staff members.

View Contracts

Allows a staff member to view specific contracts, but not to change, create or delete contracts.

View Evaluations

Allows a staff member to view specific evaluations, but not to change, create or delete evaluations.

Evaluation Notification

Designates the user who receives automatic email notification when evaluations are received from
WisDOT. Messages are sent to the email address in the profile record for this user.

Evaluation Reviewer

Allows a staff member to respond to evaluator comments on contract evaluations and return the
evaluations to WisDOT. The staff member can edit specific evaluation fields, but others are read-only.

View Invoices

Allows a staff member to view invoice information, but not to change, create or delete invoices.

Invoice Notification

Designates the user who receives automatic email notification when invoices are paid or rejected by
WisDOT. Messages are sent to the email address in the profile record for this user.

Invoice Submitter

Allows a staff member to send invoices for their firm to the DOT Project Manager.

Manage Invoice

Allows the staff member to change, create or delete invoices.

View Subcontracts

Allows the staff member to view subcontractor contracts, but not to change, create or delete
subcontractor contracts.

View Subcontractor Evaluations

Allows a staff member to view specific subcontractor evaluations, but not to change, create or delete
subcontractor evaluations.

Subcontractor Evaluation Reviewer

Allows a staff member to respond to evaluator comments on subcontract evaluations and return the
evaluations to WisDOT. The staff member can edit specific evaluation fields, but others are read-only.

View Subcontractor Invoices

Allows the staff member to view specific subcontractor invoices, but not to change, create or delete
them.

Manage Subcontract Invoice

Allows the staff member to change, create or delete subcontractor invoices in draft status.

Subcontract Invoice Submitter

Allows a staff member to send invoices for their subcontractors to the DOT Project Manager.
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APPENDIX 5 Regional Administrator Instructions

Regional Administrators are responsible for maintaining project access in CARS for WisDOT employees in their regions and bureaus. They can add users
who have valid WAMS IDs as WisDOT users and assign roles for specific contracts to them. They are also responsible for maintaining overall user access
when certain events occur. If you need help or have questions about roles or user access, please contact the CARS Administrator
(WisDOTCARS@dot.wi.gov).

Roles Regional Administrators can assign to WisDOT users are described in the following table.

Role Actions Details
Evaluation Editor View Contracts Can create evaluations and review evaluations returned by consultants.
View Evaluations When this role is assigned for a specific project, evaluations for the project will be listed
Manage Evaluations | on the WisDOT user’s dashboard when the status is “PM Created” and “Consultant
Reviewed.”
Invoice Approver View Contracts Can adjust, reject or approve invoices for payment.
View Invoices Cannot mark an invoice as “reviewed.”
Manage Invoices When this role is assigned for a specific project, invoices for the project will be listed on
Invoice Approver the WisDOT user’s dashboard when the consultant submits them and when Expenditure
Accounting returns the invoice to the approver.
Invoice Editor View Contracts Can create invoices.
View Invoices Can edit WisDOT-created invoices.
Manage Invoices Cannot review, adjust, reject or approve invoices.
Invoice Reviewer View Contracts Can review invoices.
View Invoices Cannot adjust, reject or approve invoices.
Invoice Auditor
Notify Primary Email Primary Future Use. Designated users receive email notification when invoices and evaluations
are sent by consultants. If invoices and evaluations that are not acted upon within 10
days, a second email is generated.
Notify Secondary Email Secondary Future Use. Designated users receive email notification if invoices and evaluations are
not acted upon within 20 days. This role is generally assigned to supervisors.
View Evaluations View Evaluations Can view evaluations for assigned contracts.
Cannot create, edit or change the status of evaluations. Cannot view evaluations that
are in “Ready for Review” status
View Invoices View Contracts Can view invoices for assigned contracts.
View Invoices Cannot create, adjust, reject, approve or change the status of invoices. Cannot view
vendor-created invoices in “Draft” status.
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View Contracts View Contracts

Can view all contracts.

This role allows the user to view contracts only. No access to invoices or evaluations is
granted. WisDOT users are automatically assigned the View Contracts role when they
are added as WIsDOT users by Regional Administrators or CARS Administrators.

Regional Administrators are responsible for maintaining WisDOT user access for WisDOT as a whole, not just for their own regions or bureaus. The table
below describes common events and the Regional Administrator’s responsibilities for each event.

Note: If the user changes affect 25 or more projects, please contact the CARS Administrator (WisDOTCARS@dot.wi.gov) because it may be
time consuming to move or remove access for large numbers of projects. The CARS Administrator may be able to assign roles using

database updates.

Event

Action

New project is approved

e Assign user access for the new project

Project is cancelled

e Remove user access from this project

User changes roles

Example: Project Manager
becomes a supervisor

o |dentify impacted projects to be revised

e Adjust roles accordingly

User changes region

Old Regional Administrator:

e Remove user access for all projects or as directed

New Regional Administrator:

e Assign user access for all projects or as directed

User leaves DOT

e Notify the CARS Administrator (WisDOTCARS@dot.wi.gov) to get the user removed from
CARS completely. Provide the effective date.

e Remove user access from all contracts
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WisDOT: Assign WisDOT Roles

The DOT Staff Security List page lists WisDOT users
with their assigned roles and lists of contracts.
There are two columns in this list: Roles - Actions
and Contracts.

Note: DOT Administrators are not listed in
the DOT Staff Security List for Regional
Administrators. Please contact the CARS
Administrator (WisDOTCARS@dot.wi.gov)
if the WAMS ID you need is not listed.

Regional Administrators can add roles for specific
contracts, which are listed in the Contracts
column. Only DOT Administrators can add or
change DOT Staff roles, which are listed in

the Roles-Actions column.

Locate a WisDOT User
e Path: Security — Security List-DOT

CARS opens the DOT Staff Security List
page.
To locate the WisDOT user by WAMS ID in
the DOT Staff Security List:

1. Click the letter of the user’s last name in
the Filter Staff section.

DOT Staff Security List

Filter Staff

DOT Staff Security List

Staff Members
No tems found. 1

DOT Staff Member Roles - Actions

Mothing found to display.

Mo items found. 1

Contracts

L;q Print Page

) Add DOT Staff Member

DOT Staff Security List

Staff Members
105 items found, displaying &1 to 100.  [First/Prev] 1, 2, 3, 4, 5, § [Next/Last] E

[)) poT stafi Member Roles - Actions

COLEW - Cole Wood View Contracts - View Contracts
Email:
colewoodS@gmail.com
SWOOD - Sara Wood Dot Regional Admin - Email Primary, Email
Secondary, Manage DOT Staff

Email: View Contracts - View Contracts
sarawood734@yahoo.com
JWORD - Jack Word Dot Regional Admin - Email Primary, Email
Secondary, Manage DOT Staff

Email: View Contracts - View Contracts
jackword@inbox. com

Contracts

= Add DOT Staff Member

-h__\__q_hx

Add DOT Staff Member

DOT Staff Member
WAMS ID: *

Szve Cancel

LD
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WisDOT: Assign WisDOT Roles - continued

2. Locate or add the user by WAMS ID. You

can:
a.

Read the pages to find the user and
click the user name link.

Sort the list by DOT Staff Member by
clicking the column heading link,
locate the user, and click the user
name link.

If the user is not in the list, click Add
DOT Staff Member and search by
WAMS ID. Then click Save. CARS
automatically adds the View
Contracts role to new WisDOT users.

CARS opens the View DOT Staff Member
page for that user.

DOT Staff Security List

Filter Staff

DOT Staff Security List

5taff Members
No items found. 1

DOT Staff Member

Nothing found to display.

No items found. 1

Roles - Actions

Contracts

(= Print Page

&) Add DOT Staff Member

DOT Staff Security List

Staff Members

105 items found, displaying 81t 100. [First/Prev] 1, 2, 3, 4, 5, 6 [Next/Last] a]

9] DOT Staff Member
COLEW - Cole Wood

Email:
colewoodS@gmail. com

SWOOD - Sara Wood

Email:
sarawood734@yahoo.com

JWORD - Jack Word

Email:
jackword@inbox.com

Roles - Actions

View Contracts - View Contracts

Dot Regional Admin - Email Primary, Email
Secondary, Manage DOT Staff
View Contracts - View Contracts

Dot Regional Admin - Email Primary, Email
Secondary, Manage DOT Staff
View Contracts - View Contracts

Contracts

= AddDOT Staff Member

K\-‘_

Add DOT Staff Member

DOT Staff Member
VWAMS ID: *

Cancel
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Add Contract Roles for a WisDOT User

To complete this process, locate the WisDOT
user as described on page 158 and begin on
the View DOT Staff Member page.

1. Inthe Contracts section, click Assign
Contract / Roles. CARS opens
the Manage Contracts page for the
user.

2. Onthe Manage Contracts page, create
a list of individual contracts that will be
assigned the same group of
permissions. If this user needs different
permissions for one or more contracts,

View DOT Staff
Member

View Staff
DOT Staff Member: COLEW - Cole Wood
Email : colewood3@gmail com

~ Roles on DOT Staff:

One item found. 1

Roles

View Contracts

~ Contracts

Nothing found to display.

Actions

= Back to Security List

View Contracts

& Delete

e Assign Contract/ Roles

L;,J Print Page

you must assign them separately. To
create a list of contracts:

a. Select a specific contract in
the Contracts field.

b. Click Add Contract = to include a
specific contract in the list of
contracts. CARS lists the contracts
you select under the Contracts
field.

c. Click Delete & to remove a specific
contract from the list.

Note: You must select and add
each contract to the list
individually. You cannot
select more than one
contract at a time.

Manage Contracts

*Indicates reguired field
Manage Contracts

Staff Member: Cole Wood

Contracts *
—Select-

Z-m

q o 0072-04-40 : 728070072 : 10172007

* 0072-04-75: MOGS55136 - 10 - 1218115136 : 07/30/201

Roles: *

Check

H. o

« O

Roles#

Evaluation Editor

Invoice Approver

Invoice Editor

Invoice Reviewer

o|o|o

Notify Primary

Notify Secondary

.
[

View Evaluations

View Invoices

oo

Cancel

Actions#

View Contracts, View Evaluations, Manage Evaluations

View Contracts, View Invoices, Manage Invoices, Invoice Approver

View Contracts, View Invoices, Manage Invoices

View Contracts, View Invoices, Invoice Auditor

Email Primary

Email Secondary

View Evaluation

View Contracts, View Invoices
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Add Contract Roles for a WisDOT User
continued

3. Inthe Roles table, select the roles this
user needs for the listed contracts. You
must select at least one role.

4. Click Save. The user now has the
assigned roles for the specific contracts
you chose. CARS lists each contract
separately on the View DOT Staff
Member page.

Manage Contracts
*Indicates required field

Manage Contracts

Staff Member: Cole Wood

G
—Select-

Z-m

q * 0072-04-40 : T2ZB07T0072 : 10!172007@

* 0072-04-75: MOGS55136 - 10 - 1218115136 ¢ D?IBDIZDNEE

Roles: *
Check Roles# Actions#
E . Ewvaluation Editor View Contracts, View Evaluations, Manage Evaluations
e [ | Invoice Approver View Contracts, View Invoices, Manage Invoices, Invoice Approver
« [ Invoice Editor View Contracts, View Invoices, Manage Invoices
e [] | Invoice Reviewer View Contracts, View Invoices, Invoice Auditor
« [ Notify Primary Email Primary
- Notify Secondary Email Secondary
e [] | View Evaluations View Evaluation
e [] | Viewinvoices View Contracts, View Invoices

!I Savel Cancel
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Edit Contract Roles for a WisDOT User

To complete this process, locate the WisDOT user as
described on page 158 and begin on the View DOT Staff
Member page.

1. Inthe Contracts section, locate the appropriate

contract and click Edit Contract Roles. © CARS
opens the Manage Contracts page.

2. Inthe Roles table, select the roles this user
needs for the contract. You must select at least
one role.

3. Click Save. The user now has the new
permissions you have assigned.

View DOT Staff &= Back to Security List

Member
View Staff
DOT Staff Member: COLEW - Cole Wood

Email : colewood3@gmail. com

& Delete (=4 Print Page

» Roles on DOT Staff:

~ Contracts

2 items found, dizplaying all tems. 1

i Assign Contract/ Roles

Contracts Roles - Actions

0072-04-70 : M0OS955121 : 86 : Motify Primary - Email Primary
1025085121 : 03/28/2012

0072-40-54 : M0O6955137 : 88 : Notify Primary - Email Primary P @
1025110017 : 02/25/2014
Manage Contracts
*Indicates required field
Manage Contracts
Staff Member: Cole Wood
Contract: 0072-04-70 : MOS855121 : 65 : 1025085121 : 03282012
Roles: *
Check | Roles# Actions#
. Evaluation Editor View Contracts, View Evaluations, Manage Evaluations
- Invoice Approver View Contracts, View Invoices, Manage Invoices, Invoice Approver
o [] | Invoice Editor View Contracts, View Invoices, Manage Invoices
- Notify Primary Email Primary
« O Notify Secondary Email Secondary
e [] | View Evaluations View Evaluation
e [ | View Invoices View Contracts, View Invoices

3 Cancel
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Delete Contract Roles for a WisDOT User

To complete this process, locate the WisDOT user as
described on page 158 and begin on the View DOT Staff
Member page.

1. Inthe Contracts section, locate the appropriate
contract group and click Delete Contract =]
CARS displays the message, “Are you sure you
want to DELETE Contract from staff member?”

2. Click Confirm. CARS removes all permissions for
the contract and deletes the contract from the
user’s contracts list.

View DOT Staff = Back to Security List
Member

View Staff

DOT Staff Member: COLEW - Cole Wood

Email : colewoodS@gmail.com

= Delete L;,J Print Page

: » Roles on DOT Staff

~ Contracts

2 tems found, displaying all tems. 1

Contracts Roles - Actions

0072-04-70 : MOBGS55121 : 66 : Notify Primary - Email Primary
1025095121 © 034282012

0072-40-54 - MOBS55137 - 88 : Notify Primary - Email Primary
1028110017 © 02252014

=3 Assign Contract / Roles

Are you sure? x

Are you sure you want to DELETE Contract from staff
member?

Cancel
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APPENDIX 6 Vendor Administrator Instructions

Consultants: Security Menu

CARS Vendor Administrators grant roles either for individual contracts or by groups that combine a specific set of contracts. A security group is a set of
contracts with specific roles applied to those contracts. Each person assigned to the group has the same access.

Note: Security administrators must maintain the contract role assignments for their firms. If your firm has a new contract or amendment,

none of your users can access it until you update the security access.

Security settings are configured by persons who have the Vendor Administrator role in CARS. Each firm should have two or more persons who are
assigned this role. The Security menu is visible only to persons who have the Vendor Administrator role in CARS. The Security menu has two
commands: Security List and Manage Groups.

The commands on the security menu allow detailed control of the access each staff member has to the firm’s contract information. The functions

accessed from each command are described in Table 2.

Table 2: Security Menu Commands

Command

Functions

Security List

Add staff members to your firm’s Vendor Security List

Delete staff members from your firm’s Vendor Security List

Access the View Staff Member page for each staff member, where you can review
and manage detailed security settings for each staff member:

Assign and un-assign security roles such as Vendor Staff and Vendor Administrator
Assign and un-assign prime contract, subcontract, and amendment roles

Assign and un-assign groups

Manage Groups

Create groups of contracts, subcontracts, or amendments
Manage groups
Delete groups
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Consultants: Access the Security List
e Open the Vendor Security List page:

= Path: Security— Security List
CARS opens the Vendor Security List page.

Note: The Security menu is visible only to
persons who have the Vendor
Administrator role in CARS.

Vendor Security
List
Security List

Vendor Name: Osage
Administrators :
* JOHNKANE - John Kane

Staff Members

Cne item found. 1

(& Print Page

) Add Staff Member

Staff Member

Roles - Actions

Contracts

JOHNKANE - John Kang

Email:
kane johnG2@yahoo.com

Wendor Administrator -
Manage Staff Assignments
Wendor Staff - Vendor
Access
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WISCONSIN DEPARTMENT OF TRANSPORTATION #,cnm
Consultants: Add Staff Members Doing Business ACPT ¥t
. . . ome earc ecuri !‘\,* i
1. On the Vendor Security List page, click Add Staff - - e e R =4
Member. CARS opens the Add Staff Member page. (CARS - Gmtract Administration & Reponting Syaten
2. Enter the staff member’s WAMS ID in the WAMS ID P OHNKANE - John Kane processing on behalf of Osage  Project, Contract or Master Contract: o=z
field. Add Staff Member
3. Click Save. Staff Member
CARS automatically opens the View Staff Member page so WAMS ID: © |
you can start adding roles. At this point, the new staff Kpos !
member’s dashboard will list all of your firm’s prime EJseve cencer
contracts, subcontracts, amendments, invoices and
evaluations. However, none of these items will have active
links, and the staff member will have no access to anything
except to view the list on the dashboard. -
Vendor Security (&) Print Page
Note: The CARS Administrator cannot assign any vendor List
roles for a consultant user except Vendor Staff and Security List
Vendor Administrator on this page. Any access Vendor Name: Osage
beyond these two roles is assigned as described Administrators :
in Consultants: Assign Security Roles on page 167. » JOHNKANE - John Kane
o Add Staff Member
The person who assigns contract roles must have St_awembers_ o
L. 2 items found, displaying all items. 1
the Vendor Administrator role for the consultant —— M st e e Groups —
firm. JOHNKANE - John Kane | Viendor Administrator -
Manage Staff
Email: Assi 1:
k:r:gl.juhn 63@yahoo.com \-’: g:j%r: gg;f S Vendor
Consultants: Delete Staff Members Access
1. On the Vendor Security List page, click Delete Staff —"‘MR_KZANE ~Mark Zane | vendor Staff - Vendor
=" in the table row of the staff member you want Fn??é;aneaaat@yanoo.com
to delete. CARS displays a message asking you to
confirm the deletion.
2. Click Confirm.
CARS removes the Staff Member from your Staff
Members table.
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Consultants: Assign Security Roles

CARS automatically assigns the Vendor Staff role to
all consultant users when they are added as staff
members to the consultant firm as described on

page 166. This role is required for access to CARS, but
provides no access to project, contract, evaluation or
invoice records.

Note: The only security role not associated with
records that you can assign or un-assign
using this process is Vendor Administrator.

1. Onthe Vendor Security List page, click the
user name of the staff member whose role
you are changing. The name serves as a link
to the View Staff Member page, which
provides detailed information about the

person’s security access to this firm’s records.

2. Click Add Role.

3. Onthe Manage Staff Member page, select
the Vendor Administrator box for this staff
member in the Check column.

4. Click Save.

Note: The Add Role button does not
appear when the staff member
already has both the Vendor
Staff and Vendor Administrator
roles.

Consultants: Un-Assign Security Roles

Follow the procedure for assigning security roles,
except de-select the Vendor Administrator role for
this staff member.

View Staff Member
View Staff

Vendor Name: Csage
Staff Member: KPOST - Ken Post
Email : kenpost@0@yahoo.com

= Roles on Vendor:

Cne item found. 1

Roles

endor Staff

v Prime Contracts

= SubContracts

MNothing found to display.

Actions

Vendor Access

= Back to Security List

© Delete (=4 Print Page

) Add Role

& Assign SubContract / Roles

Manage Staff Member
Roles

Vendor Name: Osage
Staff Member: Ken Post
Roles:

Check | Roles#

Bj “endor Administrator

“endor Staff

|

4 Cancel

Actions#

Manage Staff Assignments

Vendor Access
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WISCONSIN DEPARTMENT OF TRANSPORTATION

Consultants: Assign Contract Roles Hwing Business

ACPT

This process grants access to one or more individual

contracts. Remember that prime contracts, WES = Contract Adminictration & Reponting System
subcontracts and amendments are handled JOHNKANE - John Kane processing on behalf of Osage Project, Contract or Master Contract:[ Searci)
separately. The process of assigning roles is the
same for each type of contract. View Staff = Back to Security List 2 Delste (&, Print Page
1. Onthe Vendor Security List page, click the Member
View Staff

staff member name link in the Staff

Members table. CARS opens the View Staff Vendor Name: Osage
Staff Member: MARKZANE - Mark Zane

Member page.
. . Email : kzane384@yahoo.
2. Click Assign Contract / Roles mail : mariczane 38443y ahoo com

» Roles on Veendor:

-OR - E—

. = Prime Contracts

Assign SubContract / Roles S —
-OR- Nothing found to display. O Assign Contract/Roles g

Assign Amendment SubContract / Roles.

= SubContracts

Nothing found to display. &) Assign SubContract /Roles =

- Amendment SubContracts

Nothing found to display. & Assign Amendment SubContract / Roles -

v Groups
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Consultants: Assign Contract Roles - continued
3. Create a list of individual contracts:

a. Select a specific contract in the Contracts
field.

b. Click Add Contract “* to include a specific
contract in the list of contractss. CARS lists
the contracts you select under
the Contracts field.

c. Click Delete & to remove a specific
contract from the list.

Note: You must select and add each
contract or subcontract to the list
individually. You cannot select
more than one contract at a time.

-OR-

4. Select Select All Active Contracts to grant this
staff member access to every existing
active contract assigned to this firm (vendor).

Note: You must maintain user access by
adding and removing contracts as
they come in or finish. Selecting
this checkbox assigns roles only
for currently active contracts.

5. Inthe Roles table, select the roles this staff

member needs for the specified contracts. You

must select at least one role.

6. Click Save. The staff member now has the
assigned roles for the specific contracts you
chose.

Edit/New SubContract

* Indicates required field

Manage SubContracts

Vendor Name: Amos Enterprises
Staff Member: Greg Fox
Note: Selecting "All Active Contracts” will az=ign below selected roles in all active contracts to this staff member.

[EY select All Active Contracts [ ]

q SubContracts -
-Select—-

FIE

Bl + 19000504 - 1400016267 - 03101201 ORS

Roles:

Check

H.

O
O

oo o oo

o Eod

Roles#

Invoice Notification

SubContract Invoice Editor

Subcontractor Invoice Submitter

SubContract Evaluation Reviewer

“iew SubContract Evaluations

Wiew SubContract Invoice

View SubContracts

Actions#

Invoice Notification

Manage SubContract Invoice

Manage Subcontract Invoice, Subcontract Invoice Submitter
View SubContract Evaluations, SubContract Evaluation Reviewer
View SubContracts, View SubContract Evaluations

View SubContracts, View SubContract Invoice

View SubContracts
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WISCONSIN DEPARTMENT OF TRANSPORTATION
Doing Business
Search | Security | Log Off

Consultants: Edit Contract Roles ACPT

1. On the Vendor Security List page, click the staff

member name link in the Staff Members table. CARS - Cmract Administration & Repnting Systom

CARS opens the View Staff Member page UOHNKANMNE - John Kane processing on behalf of Osage Project, Contract or Master Contract: Search|
2. Click Edit Contract Roles “ in the table row of View Staff = Back to Security List @ Delete (& Print Page

the contract for which you want to change Member

access. CARS opens the Edit/New Contract page. View Staff

3. Change the contract access by: Vendor Name: Osage
. Staff Member: MARKZAMNE - Mark Zane
= Changing the role name

Email : markzane384@yahoo.com

= Selecting or de-selecting roles in the Roles + Rolas on Vendor:
table = Prime Contracts
- OR - Mothing found to display. @ Assign Contract / Roles
= Adding or removing contracts
4. Click Save. ~ SubContracts
CARS changes the staff member’s access to the One ftem found. 1 O Assign SubContract / Roles
contract and returns to the View Staff Member
page, which now shows the updated roles. D ET T Ei“ Deletd
. 2222-33-44 1 1400006442 - SubContract Evaluation Reviewer - View SubContract Evaluations, P =]
Consultants' Delete ContraCt from Staff 06/01/2014 SubContract Evaluation Reviewer
Member View SubContracts - View SubContracts

1. Onthe Vendor Security List page, click the staff
member name link in the Staff Members table.
CARS opens the View Staff Member page.

2. Click Delete Contract & in the table row of the
contract for which you want to remove access.
CARS displays a message asking you to confirm
the deletion.

3. Click Confirm. CARS removes the contract from
the staff member’s Contracts table. The roles are
automatically deleted when the contract deletion
is confirmed.

v Amendment SubContracts

» Groups
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Assign Roles for All Parts of the Contract

Staff members who create invoices in CARS must have security access to all subcontracts, amendment subcontracts and phases that apply to their firms in
order for the invoice costs to be applied correctly. Contracts with multiple amendments are listed once for each amendment awarded to your firm. Phased
projects are listed once for each phase; the project IDs are the same, but the contract number and approval dates vary.

Manage Amendment SubContracts Manage Contracts
Staff Member: Staff Member:
Mote: Selecting "All Active Contracts” will assign below selected roles in all active contracis to this staff member.

Select All Active Contracts [

Amendment SubContracts *

Three amendment Subcontracts Three Phases for a Project

Consultants: Manage Groups

Groups are used to stream line staff access assignments. CARS allows you to group prime contracts or sub contracts or amendments and assign roles that
apply to every contract in the group. When you assign a staff member to a group, you grant the staff member the specified roles for each contract in the
group. Only staff members who have the Vendor Administrator role can create and manage groups.

e Groups must contain like objects. Because prime contracts, subcontracts and amendments are not managed alike in CARS, groups must contain
only one type of contract.

e Access to prime contracts, subcontracts and amendments can be assigned either through groups or through individual contracts. Neither access
method supersedes the other.

e Access granted by roles and groups is cumulative. You can increase a staff member’s access for an individual contract, even if the staff member has
access to it as a member of a group.

e You can add prime contracts, subcontracts and amendments to more than one group, provided the same type of contract is included in the group.

Plan your firm’s groups carefully. Try to give each group a meaningful name so it is clear what access the group allows. Consider setting naming convention
standards or policy.

Maintain your firm’s groups. Periodically remove completed contracts or add them to a special group. Be sure to add new contracts to appropriate groups.
You can use individual contract roles to grant additional access to a contract if a staff member needs more roles than are built into the group.

Group names must be unique within a firm. Each group name cannot be longer than 37 characters. If the name you choose is longer than 37 characters,
CARS will stop allowing character entry.
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Consultants: Create a New Contract Group

1.

-OR-

Note:

Open the Manage Groups page:
= Path: Security— Manage Groups

Click Add Group.
CARS opens the Group type selection dialog box.

Choose the appropriate group type based on the

type of contracts in the group

Click OK. CARS opens the New/Edit Group page.
Enter a name for the group in the Group Name
field.

Select roles for the group in the Roles table.
Create a list of individual contracts:

a. Select a specific contract in the Contracts
field.

b. Click Add Contract “* to include a specific
contract in the group to which you are
granting access.

c. Click Delete & to remove a specific contract

from the group.

Select Select All Contracts to add every existing
contract assigned to this consultant firm to this
group.

You must maintain your groups by adding and
removing contracts as they come in or finish, or
by adding new groups for new contracts.

Click Save.
CARS creates the new group and lists it on the
Manage Groups page.

Manage Groups
Manage Group
Vendor Hame: Osage

Groups
One item found. 1

Hame Roles - Actions

Construction - SE

View Contracts - View Contracts

& Add Group

Contracts

S555-95-88 : 1400006344 : 05/01/2014
MSES58877 : 1400006343

Group type selection x
Elease choose a Group Type ©

{8} Prime Contracts

O Sub-Contracts

O Amendment Sub-Contracts

Ok Cancel

New/Edit Group

*Indicates required field

Vendor Group Details

Vendor Name:

Group Name: *
[Eval Review Active Subcontracts |

Roles:
Check | Roles#

O Invoice Notification

View SubContract Invoice

View SubContracts

Noie: Sejecting “All Cont
=] Select All Contracts [

- [ 4 Subghonicat Inadice Sitog
L TS| TR B 1V T

O

4 SubContract Evaluation Reviewer
O View SubContract Evaluations
O

Actions#

Invoice Notification

Fanghe SuleCoalcaciiovolle

oy dly s. Wb 4L L w Gt all JL 3T ik

View SubContracts, View SubContract Invoice

View SubContract Evaluations, SubContract Evaluation Reviewer
View SubContracts, View SubContract Evaluations

View SubContracts

the group roles to all contracts

Contracts *

[-Select-

e

g Cancel]

- 2222-33-44: 1400008442 : 0601201458
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Vendor Security List &) Print Page

Security List

Consultants: Assign Staff Members to
Contract Groups

Vendor Name: Osage
1. Open the Vendor Security List page: Administrators :

* MARKZANE - Mark Zane
* JOHNKAME - John Kane

= Path: Security— Security List © Add Staff Member

2. Click the staff member name link in the Staff Members
. 2 items found, displaying all tems. 1
Staff Members table to open the View Staft Memper + | Roles - Acions p— Conteacts
Staff Member page' MARKZANE - Mark Zane Vendor Staff - Vendor Access 2222-33-44 1 1400006442 : 08/01/2014 : 2 @
. . . Vendor Administrator - Manage
3. Click Assign/Unassign Groups. Email Staff Assignments
. . k: 384(@yahoo.

CARS opens the Assign/Unassign Groups it

palge' h f h ff b View Staff == Back to Security List @ Delete L,E.'] Print Page
4, Se' ect the groups for the staff member. Member
5. Click Save. )

View Staff
CARS adds the staff member to the group
. . Vendor Name: Osage
and lists the groups and details on Staff Member: MARKZANE - Mark Zane
the View Staff Member page and Email : markzane384@yahoo.com

+ Roles on Vendor:

"IWWWJ'IIIIIIIIIIIIIIIIIIII

l b AME JMe . Su, 0N, Cis

the Vendor Security List page.

-~ Groups

Nothing found to display. E @ Assign/UnAssign Groups

Assign/UnAssign
Groups

Groups

Vendor Name: Osage

Staff Member: MARKZANE - Mark Zane

Email : markzane324@yahoo.com

Groups:
Check | Mame Roles - Actions Contracts
Construction - SE View Contracts - View Contracts 5555-99-88 : 1400006344 : 05/01/2014
q MSSS53877 1400006343

E Save Cancel
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Consultants: Modify Contract Group
Roles

1. Open the Manage Groups page:

= Path: Security— Manage Groups

2. Click Edit Group = for the
appropriate group.
CARS opens the New/Edit Group page.

3. Select roles you want to add, or de-
select roles you want to remove.

4. Click Save.
CARS modifies the group and lists the
new information on the Manage Group

page.

Manage Groups

Manage Group

Vendor Name: Osage & Add Group
Groups

One item found. 1
Hame Reles - Actions Contracts
Construction - SE Wiew Contracts - View Contracts 5555-G9-88 : 1400006344 : 05/01/2014

MS5558877 : 1400006343

1°

New/Edit Group

*Indicates required field

Vendor Group Details
Vendor Name: Osage

Group Name: *

|Cr.\r:str'.1ctio:1 Supervisor SW Region

Roles:
Check | Roles# Actions#
E O Evaluation Notification Evaluation Notification.

M Evaluation Reviewer View Evaluations, Evaluation Reviewer
O Invoice Editor View Invoices, Manage Invoice
O Invoice Motification Invoice Notification
Oa Invoice Submitter View Contracts, View Invoices, Manage Invoice, Invoice Submitter
[ View Contracts View Contracts
O “iew Evaluations View Contracts, View Evaluations

— O View Invoices View Contracts, View Invoices

Note: Selecting "All Confracts" will azsign the group roles to all contracts.

Select All Contracts [
Contracts *

T777-77-T7 : 1400006402

« 7777-83-99 - 1400006423 © .
- 7777-11-22 : 1400006424 - 05/01/2014 @

Cancel|

M@
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APPENDIX 7 Reports

There are 37 CARS reports currently available in SAP® BusinessObjects™. The reports are available to WisDOT users. Users who need access to these
reports must provide their WisDOT Active Directory (network or LAN) login to the CARS Administrator (WisDOTCARS@dot.wi.gov).

State of Wisconsin

[ Ex ! ,
i;_u) Department of Transportation

Home Contracts Master Group Vendorzs Solicitations DT25 Search Reportz Tools Security Profile Log OFF
BO Reports

You can access reports using the Reports button on the main menu to access reports. Path: Reports — BO Reports

View Master View Evaluation New Evaluation [& Edit (£ Print Page & Favorite  Goto Bottom
Contract

- Contract Reports

Contract Summary Master Summary Contract Summary

Two reports are accessed from CARS pages. The Contract Summary Cost Line Report can be accessed directly from the View Contract, View Master
Contract and View Work Order pages via the Contract Summary links. Expand the Contract Reports section at the top of the page and click Contract
Summary.

Note: Both Contract Summary links open the same report.

The Master Summary link opens the report Current Master Contracts Balances and Contacts, Totals by Contract, which is available only on the View
Master Contract and View Work Order pages.

Both report links open a new Internet Explorer window and run the report automatically using parameters from the currently open contract record.
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Report Window Controls

Main Tabs

There are two main tabs in SAP BusinessObjects. When you run a report, SAP BusinessObjects creates another tab for the report.

AL Welcome: Applications ¥  Preferences  Help menu ¥ Log off e

Hume|DncurrErls

* My Recently Viewed Docum... * 0 unread messages in My In... * My Applications

¥ Budget Detsil Reports

No unread messages
W Act 85 Listing v

¥ Invoicing Status Report
See mora.

* My Recently Run Documents ~ 0 Unread Alerts

Mo recently run doouments Alerting is not enabled

o The Home tab shows a list of documents you have most recently viewed or run, and lists messages and alerts.

- Welcome: Applications ¥ Preferences  Help menu ™ Log off Fe
Pr— &
| Horne [ Documents
View = New Organize More Actions = | Details 2= 4 4 |1 |ofl P
My Documents =] Title = Type Description Created By
Folders =] A Reference Library Folder Business Objects reference documents. ditkah
El "
L Public Folders CARS Folder Contract Administration & Reporting System | Administrator
# A Reference Library Data Faderation Folder Systemn Account
il CARS Financial Folder DOT Finandal reports. All DOT has access. | Administrator
Drawers . ) " o )
Data Federation Meatadata Repository Folder Questions regarding reports in this folder nes ditkah IT
+ . Platform Search Scheduling Falder System Account
Finandal
4 Visual Cifference Folder System Account
Metadata Repository
Platform Saarch Scheduling
&l . .
Visual Difference
Search =
Tatal: 7 items

e The Documents tab has three drawers, including My Documents, Folders and Search. Elements on each drawer control the information
displayed in the main panel. CARS reports are documents in SAP BusinessObjects terms, and multi

= My Documents contains My Favorites where non-public BO Reports may be stored, your Inbox for messages, and Personal Categories.
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= Folders contains the Public Folders in the side panel and a list of documents in the main panel. When you open Public Folders and click
the CARS subfolder, a list of CARS documents (reports) is shown in the main panel.

= Search contains a search field. When you search for a term, the results are shown in the main panel, and tools for limiting the results are
shown in the side panel.

Header Panel

The header panel is present on all tabs. There are five menu items on it.

:,' » ' Weloome: |.-'-.9|: ications ¥  Preferences Help menu ™ Log off &
| Home | Documents | Budget Detail Reports /
web Intelligence = | [ [ ; -S| E- T - | [ETack = ¥ Dl = ¥ Flter Bar [ Freeze - B Outline Header Panel/ Reading = Design = (I =
~
11 Advanced = Fun
Fhi 1. Enter Start Date:
11y, :00: 4 [ = =
ZIL/200 120000 AN Budget Detail Report by Region Between 07/01/2013 and 07/01/2014
dfyyyy himmess a
(2| 2 Enter End Date: {optional . Monday, May 9, 2016 E
7/1/2014 12:00:00 AM
fdfy i
Mifyyyy hummiss 2 Contract State  Work awy Last Date
Project  Order =& Vendor Name Prime Contract Function County Project Limit Of Cost
Number id No. No. Name Activity
. . . W
Projects Solicited, No Firm Selected
< >
% Budget Detail Report by Region [%1 Budget Detail Report by Selection Type | 3] Budgat Detail Report by Program t

e Applications contains a link to the Web Intelligence application. Most users do not have access to the application or the underlying data sources.

e Preferences allows you to set options, including the default page that opens when you click BO Reports in CARS, location and time zone, Crystal
Reports preferences, and more.

e Help menu allows you to open the SAP documentation and to view information about SAP BusinessObjects.

e Log Off closes BO Reports.

e Search allows you to locate documents and reports. All search results are listed, but you may not have access to an item. Search results are
automatically displayed in the Search drawer.

Display and Report Controls

Display and report controls are present on Web Intelligence report tabs. They are not present on reports that are based SAP® Crystal Reports®.
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: _' ® ’ Welcome: Applicstions ¥ Preferences  Help menu ¥ Log off &
h -]

Home | Documents | Budget Detail Reports .

web Intelligence - NEE- S-6 8- ( ¥ - | [ETack - F orll ~ V¢ AlterBar [T Freeze -~ BE Outline |—Disp|ay and Report Controls Reading = Design = (2 =

1 Advanced = Fun
E2 | 1. Enter Stort Date:

7132013 12:00:00 A1 ' Budget Detail Report by Region Between 07/01/2013 and 07/01/2014

M/d/yyyy himmiss a

) 2. Enter End Date: {optional : Monday, May 9, 2016 E
7/1/2014 12:00:00 AM
M/d/yyyy himmiss a
Contract State  Work o . ) HWY . o Last Date
Project  Order Vendor Name Prime Contract Function County Project Limit Of Cost
Number No. Name o
Id No. Activity v
< Report Tabs >
[#| Budget Detail Raport by Region [4] Budget Detail Report by Selection Type | [ Budget Detsil Report by Program r I;
¥%  Budget Detail Report by Region - Status Bar—l [# Track changes: Off | W 4 Page1of1+ » M = [&/| [100% -| £ 340 days ago |

e Web Intelligence menu contains controls for display options for the side panel, report tables and status bar.

e New is used to create new reports. Access to data sources is required.

e Open is used to open existing reports.

e Save Menu is used to save an open report. You can permanently save reports you have run - including specific data sets - as one of your
favorites within the reports folder and (optionally) a different file name using the Save As command. The Save command is disabled for public
reports.

e Print menu allows you to save reports or to export reports you have run as PDF files. Click the Print menu arrow = and then click Print to open
the Print dialog box (shown below). Set the options needed, and then click Print. SAP BusinessObjects opens the Internet Explorer download
toolbar.
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Print

Print Range Page size
O all Reports leter = 0000 T
® Current report Margin
O A Top
0.79 3| inches
@® Current Page
Left: Right:
O rages 0.00 5| inches 0,00 3| inches
Enter Page Range
Eottom:
(Example: 1,3,5-11) 079 3| inches

—Scaling

® adjustbo: 100 3| % normal size

O Frto: |suto page(s) wide Auto page(s) tall

—Orientati

Al O Portrait

® Landscape

| print Cancel

Click the Print icon “* to open the Internet Explorer download toolbar directly. You can save or open the entire current report as-is.

Do you want to open or save Budget Detail Reports.pdf (2.04 MB) from dotbobja? Cpen | Save |V| Cancel |

Use the print functions in Adobe Acrobat or Reader to print hard copies of the report.

e Find turns the Search Bar on and off. The Search Bar, when activated, is located at the bottom left of the report panel.

Search Bar i1 Find Mext Find Previous

e History opens a list of dates for saved copies of the report.

e Export menu allows you to export documents or current reports as PDF, Excel, comma separated values (CSV) or text. SAP BusinessObjects
opens the Internet Explorer download toolbar to save the document or report. Exporting a document saves the entire report, including data
across multiple tabs. Exporting a current report saves only the current report, including data from only the currently active tab. See Bl Launch
Pad Help for more information.

e Send to is disabled.

e Undo reverses the last action, such as refreshing the data or drilling data.

e Redo repeats the last action, such as showing or hiding a report section in outline mode.

e Refresh menu allows you to reload the currently displayed report or all reports with the most current data from the data source (CARS
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application).
e Track menu turns on and off the ability to see changes in the data over time. Click Track to set options, and click OK. Refresh the data to see the
new report with changes highlighted. Use the Options tab to view the predefined change notation. See Bl Launch Pad Help for more

information.
Data Tracking i 4
| Datz - Options
Tracking:
O oif
@ Compare with last data refrash nsertions Abcd123
O Compare with dsta refrech from:  [May 10, 2016 11:06:28 AM GMT-05:0
Deletio Abcdiaz
Reports with data tracking shawn:
Details
[ (select Al
P Budget Detail Report by Region Changes Abcd123
[ Budgst Datsil Report by Selaction Type
[ Budget Detsil Repart by Pragram Measures and details (numerical values only)

[ Refresh data now

Sample data showing tracked changes:

AECOM Technical Services, Inc. ~ 0636-3-50 10 1400006082 80950 3 Approved BTS Peter Kernp
AECOM Technical Services, Inc. ~ 1000-00-27 12 1400005082 91336 3 Approved SE Joe Gallamore
AECOM Technical Services, Inc.  1003-10-01 - 91287 _Apprm.‘ed SW Steve Marshall
a5 AECOM Tanheiaz] S ! :In_ 10031004 1400014043 Qi12a7 i AﬁmLed ol Stara Warehall
-AECOM Technical Serviees, Ine.  1003-10-02 1400006402 90267 3 Approved sW Steve Marshall

e Drill menu first causes SAP BusinessObjects to make a copy of the current report and open the Filter Bar. See Bl Launch Pad Help for more
information.

e Filter Bar allows you to limit the results that are displayed in the report using simple filters. See Bl Launch Pad Help for more information.

o Freeze allows you to select header rows or columns that do not scroll when you move within the report. See Bl Launch Pad Help for more
information.

e Outline opens and closes a bar along the left side of the report window that allows you to show and hide sections of the current report as
defined by the report headers. See Bl Launch Pad Help for more information.
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Report Views and Help Menu

Report views determine the mode in which reports are viewed, and the help menu provides links to online documentation and tutorials.

,é Budget Detail Reports - Internet Explorer — |EI|5|
Web Intelligence = | [ [ ] SR L "3 & | [ Track = ¥ Drll = ¥ Flter Bar I| Freeze * BE Outline | Reading = Design = (2 =
= ) A

S 2.1 Budget Detal Reports Report Views and Help Menu
L_EE # [£) Budget Detail Report by Region
# =) Budget Detail Report by Selection Type
gl @3 Budget Detail Report by Program Between 07/01/2015 and and 05/06/2016
) Friday, May 8, 2016
State Work Last Date
[;lonn'ac‘.t Project  Order Phse Vendor Name Prime Contract Function HWY County Project Limit of Cost E
umber No. Name o
Id HNo. Activity
NC
Admin/Planning
Projects Authorized K
£ >
[ Budget Detsil Report by Region | [ Budget Detail Report by Selection Type [% Budget Detail Report by Program t
'  Budget Detail Report by Program = [# Trackchanges: OFf | M 4 Pagelofi+ ¢ M| [ = [ |200% =| & = 1 minute ago

There are two views for SAP BusinessObjects reports. CARS reports should be viewed in Reading mode. Design mode is for constructing new reports,
and most users do not have access to the application or the necessary data sources.

The Help menu is comprised of Help Contents (F1), Tutorials, and About. The Help Contents (F1) and Tutorials items are links to online documentation
and training resources. The About item opens a message that gives version and copyright information.

Side Panel Tabs

Side panel tabs change the information and tools displayed in the side panel.
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: _' ® ’ Welcome: Applicstions ¥ Preferences  Help menu ¥ Log off &
h’w
| Home | Documents | Budget Detsil Reports .

web InbelligEnceE'E B & ; = .:) - | AR 8- ¢ = - [# Track = % Drill = ¥ Flter Bar | | Freeze B Outline Reading = Design = 3 =

= . . ~
_.lJ_ﬂi"ﬂDid__\:iﬁ—————'——Slde Panel Tabs

£ [1- Enter Start Date:

=g |[Z//2013 12:00:00 A ' Budget Detail Report by Region Between 07/01/2013 and 07/01/2014

M/d/yyyy himmiss a

) 2. Enter End Date: {optional . Maonday, May 9, 2016 E
7/1/2014 12:00:00 AM
M/d/yyyy himmiss a

State Work Last Date

Contract Phse HWY

Project  Order Vendor Name Prime Contract Function County Project Limit Of Cost
Number No. Name o
Id No. Activity v
< >
[#| Budget Detail Raport by Region [#] Budget Detail Report by Selection Type | [<] Budget Detsil Report by Program I;
¥%  Budget Detail Report by Region - [# Track changes: Off | W 4 Pageiofi+ * M = [&/| [100% -| £ 340 days ago

e Document Summary shows report properties, including general, statistics, document and data options, and report parameters with the current
values.

e Navigation Map shows all of the reports (tabs) in a document

e Input Controls shows all of the parameter variants for the report and provides tools to edit the variants.

o User Prompt Input shows the default values for the report parameter variants and provides tools to edit the variants for the currently open
report. New parameters you enter do not change the report defaults permanently.

Status Bar and Go Arrows

The Status Bar appears on the lower right of the report window when you activate it using the control under Web Intelligence. The Go arrows always
appear in the lower right corner of the report window.
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AL Weloome: Applications *  Praferences  Help menu ™ Log off e
(-]

|Ham|Dunm1s[BudgetDetzilkgw|s 5w & | Inveicing Stabus Report

Web Inteligence = | [ 2 2 o -:) -0 AR ) o = [& Track = "% Drll = 1y Filter Bar . Freaze B[ Outline Reading = Design = ~ I
= ~

=2 Budget Detail Report by Program Between 07/01/2013 and and 07/01/2014

) | Wednesday, May 11, 2016 GQ Arrows F

Contract State Work WY Last Date

- FPhse . - . -
Project  Order Vendor Name Prime Contract Function County Project Limit Of Cost v
Number Id No. No. Name Activity
< >
[ Budget Detsil Report by Region | [Z Budget Detail Report by Selection Type | [¥] Budget Detail Report by Program /Status Bar t
¥  Budget Detsil Report by Program - [# Track changes: off | M 4 Page1of1+ » M || = |5 |100% - & S minutes ago |

e Track changes describes the

e Go to Page controls allow you to navigate within the pages of a report (limited to the current tab).

o Display modes show the report data in Quick Display mode (continuous) or in Page mode (in print layout for 8.5 x 11-iinch pages)
e Zoom enlarges or reduces the display of the current report

e Refresh reloads data from the data source (CARS application) to show the most current data
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Report Tabs

,é Budget Detail Reports - Internet Explorer - |E||1|
WebInteligence =~ (V5 ~ | S~ o0 | &0 &2 ~ 2 T - | ETack ~ ¥ ol ~ % Alter Bar [T Freeze -~ BE Outline Reading = Design = (3 =
= A

= 2 |Budgst Detail Reports
=| Budgst Detail Report by Region
=| Budgst Detzil Report by Selection Type

0

I

o

SRR 2= Dt=i Resort by Progran] Budget Detail Report by Program Between 07/01/2015 and and 05/06/2016
2)] Friday, May 6, 2016
State Work Last Date
(;loniract Project Or:'er Phse Vendor Name Prime Contract Function HWY County Project Limit Of Cost E
umber Ho. Name o
Id No. Activity
NC
Admin/Planning
Projects Authorized Report Tabs N
< I T 1 >
[%1 Budget Detail Report by Region | %] Budget Detail Report by Selection Typs [3| Budget Detail Report by Program t
¥ Budget Detail Report by Program ~ [# Track changes: Off | M 4 Pagelofi+ » M| |= [E/| [100% -| & <1 minute ago

Some reports have more than one tab because the results are displayed based on different criteria. For example, the Budget Detail Reports are sorted
based on region, selection type and program; therefore, there are three tabs to display the different versions. Select a tab to view that version of the
report.
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WisDOT: Run Reports

CARS reports are developed in the SAP BusinessObjects application as objects called Web Intelligence documents. The interface used to interact with
CARS reports is known as the Bl launch pad.

" ; AR
; State of Wisconsin

Q)

Department of Transportation
Home Contracts Master Group Vendors Solicitations DT25 Search Reportz Tools Security Profile Log Off
BO Reports

= Welcome: Applications ¥  Preferences Help menu ™ Log off

[Humel[c;;:l:urrerls

* My Recently Viewed Documents * 0 unread messages in My Inbox * My Applications

Mo unread messages '

See more..

¥ Open Projecs

* My Recently Run Documents = 0 Unread Alerts

No recently run documents Alerting is not enabled

1. Click BO Reports on the CARS main menu. CARS opens the Bl Launch Pad page on a new Internet Explorer tab.
2. Click Documents in the header panel. Bl launch pad opens the Documents tab.
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w Walcome: Applications ¥ Preferences  Help menu™ Log off £
_ il ©
| Home [ Documents
View = MNew = Organize More Actions Details { 4 |1 |ofl » M
My Documents Title » Type Description Created By
H ~Weblnteligence Folder
D nbox
2 personal Categories
2
[
Fulders
Search
Total: 4 ikems
3. Click the Folders drawer to expand and display its contents.
Welcome: Applications ¥  Preferences  Help menu ™ Log off [e
_ el ©
| Home [ Documents
Viaw = New Organize ~ More Actions = Details M 4|1 [of1l » K
My Documents Title ~ Type Description Created By
Emces Documentation Falder ditkah N
El .
Public Folders w | Act 89 Listing Web Intelligenca Adrministrator
* A Reference Library ¥ | Amendment Tatal by Region Web Intelligenca Administrator
] * | Budget Detail Reports Web Intelliganca Administrator
Duka Federation +# | Budget Summary Reports Web Intelligence Administrator
] Financial ¥ | Contract Summary Cost Line Report Web Intelligence Administrator |T
& ¥ | Contracts at Central Office by Region Web Intelligence Administrator
! Metadata Repository
¥ | Contracts at Central Office by Type Web Intelligence Administrator
Platform Search Scheduling » | Current and Waiting Master Contracts Wi Crystal Reparts Adrinistratar
te} y .
! Visual Differenca # | Current Master Balances/Contracts Web Intelliganca Administrator
¥ | DBE Goal Tracking Web Intelliganca Administrator
W
¥ | DT25 at Gov by Region Web Intelligence Administrator
Search < >
Total: 38 items

4. Expand Public Folders and click the CARS folder to see the list of CARS reports in the main panel.

o

Locate the report you need. Reports are listed alphabetically.

6. Double-click the report title to open the report. The report and any prompt dialog boxes open on a new SAP BusinessObjects tab. Some reports

run automatically while others require that you enter prompt variants. If variants are required, you must enter them as described on
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the Prompts dialog boxes.

|Auai lable prompt variants

@ | % Enter Inital Esimate Amaunt: 3 |
@ = Enter Data of Solicitation: 71/

= Enter Date of Selection: 7/1/20

4 Jo..54000

Initial Estimate Amount

o
0.01
il

13
20
100
370
400
650
200

April 25, 2016 2:38:55 PM GMT-05:00 m

-

7. Some reports run automatically. However, many reports open a Prompts dialog box before the report runs. To enter or edit a prompt variant,
first select the variant in the list in the left panel of the Prompts dialog box. Then you can use any of the following methods to set the parameter:

a. Change the value in the prompt field directly.

For date variants, CARS provides a calendar button !

Go to Today.

£ January 20E/J -

a/‘ -
// S MTWTEF S
Month L .
o
Year — 3 Es 78 9

L4011 12 13 14 15 16

Selected Day

17 18 19 20 21 22 23
+.24 25 26 27 28 25 20

EIN

S

Today

on the right-hand side of the field. The calendar button opens a calendar control that

helps you enter dates quickly. Use the scroll buttons on the left to change the month and the scroll buttons on the right to change the year.
Then select the day in the calendar. Click Today to automatically enter today’s date in the prompt field. The default time is 12:00:00 AM.

Then click Add from List of Values

field.

to copy the parameter into the prompt field. Click Remove selected value(s) | = to clear the prompt
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b. Click Refresh % to generate a list of available values for the variant in CARS. Continue through step “c” to enter a value for the variant in

the Variant field.
c. Select a value in the List of Values field.

If the list of available values is long, use the Go to next chunk * and Go to previous chunk * arrows to move quickly in the list, or use the
drop down to move to any chunk. Use the scroll bar to view different parts of the list.

Click Add from List of Values _*

d. Enter a value in the search field and click Search % to find similar values in CARS. The search function will show all matching values in
the List of Values field. For example, a search for “45” returns all values containing this sequence, including 45, 4500, 45000, 245000, 10145
and 64549. You can use the search arrow = to specify whether text searches are case-sensitive or not.

e. The Available prompt variants tools are not enabled for WisDOT. You can add variants, but they do not appear in or affect the reports.

8. When all prompts are entered, click OK to run the report. Some reports will take a short time to process before results are displayed.

to copy the parameter into the prompt field. Click Remove selected value(s) = to clear the prompt field.

:,‘ » ' Welcome: Applications ¥ Preferences  Help menu ™ Log off &
_h @ -
| Home | Documents | Budget Detail Reports
Web Intelligence = = ; Ll = B e 2 = - [ Track = % Drill = " Filter Bar ||| Freeze BE Outline Reading = Design = '
Ftii 1. Enter Start Date:
g | 72013 L0000 A Budget Detail Report by Region Between 07/01/2013 and 07/01/2014
' yyyy hemim:ss a
) 2. Enter End Date: {optional Monday, May 9, 2016 E
7/1/2014 12:00:00 AM
M/d/yyyy h:mm:ss a
Stat Last Dati
Contract Proje?:t lgr‘:ﬂ:t Phse Vendor Name Prime Contract Function HWY County Project Limit E:)faE Cost
Number 1d No. Name Activity
Projects Solicited, No Firm Selected v
<
[ Budget Detail Report by Region [ Budget Detail Report by Selaction Type | [ Budget Detsil Report by Program t
When the report is open, you can use the User Prompt Input side panel tab to change the input variants for the report directly in the input boxes.
Press Enter on the keyboard to re-run the report with the new variants. Click Advanced to open the Prompts dialog box as shown in step 7.
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Report Descriptions

Report

Description

Prompt and Results Dialog Box Images

Act 89 Listing

Lists projects that require
ACT 89 public notification.

A cost benefit analysis is
required for contracts and
work orders with
estimated costs of
$300,000 or more.

Prompts - all are required:

e Initial Estimate amount -
may be any number,
including zero

e Date of Solicitation -
format as MM/DD/YYYY;
must match the
solicitation date

e Date of Selection -
format as MM/DD/YYYY;
must match the
solicitation date

Prompts

Reply fo prompis before running the query.
v Enter Initial Estimate Amount 200000
v Enter Date of Solicitation: 7/1/201512:00:00 AM
v Enter Date of Selection: 12/1/2015 12:00:00 AM

x

Refresh Values 3

Enter Initial Estimate Amount:

[> [200000

<

Enter your search pattern hen

7) More Information

Run Query Cancel -|

SAP BUSINESSOBJECTS INFOVIEW

@ A
Sap Busmeumu

#; Home Document List | Open ~  Send To = | Dashboards - Help Preferences About Log O
Web Intelligence - Act 89 Listing [#[5
¥ Document ~ View + | 15 | 24| & - [ ]m = Refresh Data | 7 | 5 | 1)
Navigation Map |
5 3.1Act 88 Listng State WO Date of Solicit Function Vendor Highway Limits/Description County  Region Date ’
= 5) Projectld No. Solicitation ID Approved
1111-00-66 anMns 00A-CAR: Construction Services  Able Engineering 5 lump Iron NC 101515
8434-37-87 TS DAJCARE Construction Senvices  Osage & Co. [ Lump Pepin NW 8215
B8434-87-87 TMHS DADCARE Construction Services Osage & Co. [ Lump Pepin NW 9/215
8454.39-89 TS 0AODCARS Construction Services Osage & Co. 5 Lump Pepin NW 91115 bl
< >
B = ) ‘ =] Act 29 Listing
Refresh Date: January 13, 2016 8:34:13 AM GMT-06: Y
£

>
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Report Description Prompt and Results Dialog Box Images
Amendment Lists total amendments Prompts : %
Regply to prompts before running the query.
Total by and amendment costs by 01, Enter Amdt vt Date: 11112015 12:00:00 AM
R . . v 02. Enter Amdt Apwd End Date: 1/2172015 12:00:00 AM
egion region.

Prompts - all are required:

e Amdt Apvd Start Date -
start date of the date
range during which the
amendment was
approved

e Amdt Apvd End Date -
end date of the date
range during which the
amendment was
approved

Refresh Valuss 55 01. Enter Amdt Apvd Start Date:

[ > | [1712015 12:00:00 AM | R

[ Midryyyy himm:ss &
<

he list, please dlick the Refresh

Fun Query [ Cancel |

B

Amendment Totals by Region Between 01/01/2013 and 01/31/2013

12-Jan-16
Total Zero Cost Amendment
Projects on Amendments Costs
Amendments

BHM 1 1 $0.00
BPD 1 1 $0.00
BTS 23 20 $0,943.00
NC 9 1 $72,156.78
NE 15 2 554,166.47
W 1 1 $331,655.18
CBOEC 3 2 $1.831.70
SE 65 45 $603,018.53
SEF 7 4 $202,821.40
SW 25 7 $221,348.35
TOTAL: 158 84 $1,496,941.42

"Total Projects on A d ts” show the of projects affected by amendments.
Since amendments often make changes in more than one project, this figure is greater than
the actual number of amendments approved during this period of time.

"Zero Cost" Amendments do not add costs to the contract. These amendments are
most often used for time extensions or changing contract language. This figure also
includes all projects affected by amendments, not the count of actual amendments. The
Zero Cost amendment figure is included in the Total Projects on Amendments.
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Report Description

Prompt and Results Dialog Box Images

Budget Detail
Reports

Details projects that are in
solicitation, selection,
submitted or authorized
status, along with their
total costs. The three tabs
for this report show the
data by region, selection
type and program. The
budget detail by selection
type report is subdivided
by Construction and
Design/Other contracts,
and then by status.

Prompts - start date is

required; end date is

optional:

e Start Date- start date of
the date range

e End Date - end date of
the date range

Prompts 3
Reply to prompts before nunning the query.

W 1. Enter Start Date: 71/2013 12:00:00 AM

v 2. Enter End Dste: (opfional) 7/1/2014 12:00:00 AM

Refresh Values %3 1. Enter Start Date:

<the Refresh| [ | [Frirzota 120000 AM R
ul Midiyyyy h:mm:ss a

—
SAP BUSINESSOBJECTS INFOVIEW SAPBusmexsw;b' "
&} Home | Document List | Open » Send To » Dashboards « Help | Preferences  About  Log On
| web Intelligence - Budget Detail Reports [+
¥ Document » View » | T | My [oo% |- [ ] on = RefreshDats G 82 0
. . ‘
Budget Detail Report by Region Between 07/01/2013 and 07/01/2014
Friday, February 26, 2016
State Waork Last Date
Confract  project  order F15° Vendor Name Prime Contract Function 1Y County Project Limit of Cost
Number o. Name "
] Id MNao. Activity
Projects Selected, Not Submitted
1400002222 0656-04-32 Cedar Corporation Local Program Management  “aricus Various Local Program Management Cons B2113 $350,000.00
1400002222 0657-04-32 Cedar Corporation Local Program Management  “arious Various Local Program Managment Const B21123 $450,000.00
1400009452 9535-05-00 Gremmer & Associstes, Inc. Design Services STH a7 Marathon Stratford - Goodrich, Black Creek 10/15/14 £130.000.00 d
1400010221 4502-04-00D Kapur & Associates, Inc Congtruction Services 35 Florence Limits 4126110 $0.00
>
=] =| Budget Detail Report by Selection Type =]
Refresh Date: June 4, 2015 6:28:39 AM GMT-05: Y
< >
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Report

Description

Prompt and Results Dialog Box Images

Budget
Summary
Reports

Summarizes projects that
are in selection,
submitted, approved, or
authorized status, along
with their costs. The three
tabs for this report show
the data by region,
selection type and
program. The reports by
selection and program are
subdivided by region or
bureau.

Prompts - start date is
required; end date is
optional:

e Start Date- start date of
the date range

e End Date - end date of
the date range

Prompts %

Reply to prompis before running the query.

1. Enter Start Date: 7/1/2012 12:00:00 AM
W 2. Enter End Date: (o nal) 7172014 12:00:00 AM

Refresh Values S

the fist, please click the Refresh

1. Enter Start Date:
2] [Fr172013 12:00:00 Am ||j|
I: - 2 Midfyyyy homm:ss 8

SAP BUSINESSOBJECTS INFOVIEW
#; Home | Document List | Open ~ Send To - | Dashboards -
Web Intelligence - Budget Summary Reports

@ A
SAP BusinessObjects

Help  Preferences | About | Log O

oF
¥ Document + View + | 15 | 24 100% = [ ]na = Refresh Dats | 55 | €5 | ()
User Prompt Input
. ’
(] Advanced & Run
1. Enter Start Date:
TA/2013 12:00:00 AM .
‘ > I | Budget Summary Report by Selection Type Between 07/01/2013 and and 07/01/2014
Welyyyy hommiss a
2. Enter End Date: (options Thursday, January 14, 2018
[F7172014 12-00-00 AM \El
Midlyyyy homm:ss 2 Number Number Number . Number Number . Number "
- Solicited Selected N Submitted Approved N Authorized Total Project
Region g“"F"E" Project Cost Seleoted o oot Coste  Submitted  proictCosts APPTOVEd  poiort Costs Autharized bt Costs 1ot Costs
rojects Projects Projects Projects Projects Projects
NC
Construction 2 50.00 25 $2,044,000.00 1 $175,000.00 D S0.00 54 §7,750527.09 82 s9gees27.08
< >
L) i Y = £| Budget Summary Report by Selection Type =
Refrash Date: June 4, 2015 3:43:55 FM GMT-08< Y

<

>
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Description

Prompt and Results Dialog Box Images

This report is accessed
from the CARS View
Contract page in

the Contract Reports
section. It is not available
in the Business Objects
Reports list. The main
menu for reports does not
appear on reports outside
the BO Reports list.

Summarizes contract and
amendment costs and
labor hours by prime and
sub. For master contracts,
all work orders are listed.

Prompt - required:

e Contract Number

Prompts

Reply fo promps befare running the query.

MNumber: 501120005

Refresh Values e

Enter C5 - Contract Number:

*®

Run Query | Cancel |

User Prompt Input

1l Advanced Run
Enter CS -
SN o B Contract Number: 501120005

Master Contract Id: M

State  Prime
WO ProjectiD  ISub Vendor Name DBE

Prime P Mo

H Total

State  Prime
WO ProjectlD  /Sub Vendor Name DBE
1 58450105 Prime F No
Total

User Frompt Input
Contract Number: 216111133
Il Advanced = 7= Run

Enter C5 -
Contract Number:

216111133

Stal Prime
WO ProjectlD  iSub ‘Vendor Name DBE
1133-10-00 Prime Al No
Sub D! Mo
Sub K DBE
b R DB
Total
Contract Totals
<
202 A Z| Contract Summary Report

Original
Amount

$825.000.00
$825,000.00

Original

Amount
$7.137.41
$7.437.44

Original
Amount

52.854.231.20

$72.007.48
$236.274.00
$556.522.48

§1,820,037.13

Original
Amount

$3,820,037.13

Contract Summary

Overhead  Fixed Feel Direct
Cos rofit Expenses
30.00 30.00 000
$0.00 $0.00 $0.00
Overhead  Fixed Feel Direct
Cost Profit Expenses
52753.81 531142 $2378.22
8275381 831148 $2376.22
Overhead  Fixed Feel Direct
Cost Prafit Expenses
51.282457.08  S188.778.63)  514.753.00
34441201 56.357 37 542240
S16,82000 31481517 584345
SITEATAEY  $36.840.85 $1.620.00

$1,709279.68  $24690112  §17,932.85

Overhead Fixed Fee! Direct
Profit

Expenses

$1,709,27968  $246,801.12  $17,938.85
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Report Description

Prompt and Results Dialog Box Images

Contract
Summary Cost

Line Report Prompt - required:

e Contract Number

Details prime, sub and
amendment cost line data.

Prompts. X
Reply fo prompts before running the query.
A
Enter Conract Number: 216111133
Refrash Values 72 Enter Contract Number:
> | BTz
<
|4 -
7} More Information
pe the
v
< >
Web Intelligence - Contract Summary Cost Line Report X
¥ Document + View - | 15 | 44| @ = RefreshDsta | &7 | 85| 0}
User Promt Input
. f ’
() Advenced | & Run Contract Summary Cost Line Report
Enter Contract Number: (op
8111133
Contract Number: 216111133
State L L3
Project  Prime Original Total Labor  Direct Salary Owerhead Direct Fixed Feel Additional Authorized  Authorized
wo D ISub  VendorMame  DEE Amount  Amendments Hours Cost Cost Expenses Profit Cost (authd) (Mot authd) Total
11331000 /Pime & No 5285433120 5) 25611 S\077.275.54) 51.282457.08  $1475200 S$188.778.83 sa.00 50.00 S000 $52.583.284.35
Sub D No Design Actual Cost $13.330.37 o 535.048.15 544.413.1 5422.40 $8.357.37 s0.00 $0.00 $0.00 $36,246.82
sue ® DBE  Asmiriswation S Actusl Cost 11) o $78.361.28 $104.820.00 $242.45 $14.816.17 s0.00 $0.00 $0.00 $200,842.88
sup = DEE  Dasign Actual Cost Home Ofce SB55,523 48 04) o $188.200.80 $275574 60 $1.620.00 53804005 $0.00 $0.00 $0.00 5500,744 44
Total $2.820,037.13 (5462932 63) 265611 5137698485 $170827962 $17,93885  $24690112  $0.00 $0.00 $0.00 $3,351,104 50
.
< > || < >
=N =2 =) Contract Summary Cost Line Report
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Report

Description

Prompt and Results Dialog Box Images

Contracts at
Central Office

Contracts and projects
requiring form DT25,

Input Controls - Contracts st Ce...

Contracts at Central Office by Region

I14-Jan-16
by Reg on o rga ni Zed by reg Ion an d Priority Project ID  Date Received Contract Type vendor County Contract Amount
stage of approval.
BHM
No prompts.
At Governor's Office
MNormal 11/24/15 Design Services Various $279,234.78
Number of Contracts: $279,234.78
BOS
At Governor's Office
Normal 11/23/15 Structural Engineering Anc arious $99,955.39
Number of Contracts: $99,959.39
BPD
At Secretary’s Office N
< >
= e [ 28 | | Contracts at Central Office by Region
Contracts at Contracts and projects it 4
. e — Contracts at Central Office by Contract Type
Central Office | requiring form DT25, R —— o
by Type organlzed by Contra Ct Priority Project ID Date Received Vendor County Name Contract Amount
function and stage of
| Biological
approva : At Governor’s Office
Normal M 5/24/2015 G Various $2,000,000.00
No prompts. Normal M 5/24/2015 & Various $1,250,000.00
Normal M 5/24/2015 M Various $1,250,000.00
Normal M of24/2015 Q Various $1,750,000.00
Normal M 5/24/2015 R Various $1,750,000.00
Normal M 5/24/2015 & Various $2,000,000.00
Number of Contracts: 6 $10,000,000.00
Construction Services
‘Waiting to go to Secretary
Normal E 12/23/2015 R Brown $40,505.88
< >
> =] M =) Contracts at Central Office by Contract Type
@ APPENDIX 7 Reports 195




Report Description

Prompt and Results Dialog Box Images

Current and Lists current master

Waiting contracts and work order
Master details by region. A cost
Contracts summary is shown on the
Work Orders last page of the report.
Details

Prompt - required:

e Region/Bureau

SAP BUSINESSOBJECTS INFOVIEW @
#; Home Document List | Open - Send To ~ Dashboards - Help | Preferences | About  Log
View - Current and Waiting Master Contracts Work Orders Details [+
Enter prompt values,
Enter Regions/Bureaus: Regions/Buraaus
v
< >
View - Current and Waiting Master Contracts Work Orders Details. [+
R RSO -t —T T
Main Report |
@ NE
Current Master Contracts w/Work Orders Detailed
Thursday, February 18, 2016
1055
M06953312 Vendor Desc: Local Program Managsment Rev Comp Date:  &/20/2016
Region Work Order No.  State Proj ID Work Order Description Contract Amount Date Approved
ME 1 4516-03-71 Manitowoc Road §14.272.17 04/14/2011
ME 2 4202-03-71 Village of Random lake $2,169.12 04/14/2011
MNE 3 4887.02.37 Ashwaubenon Cresk 51612608 04/14/2011
MNE 4 2007-02-T1 T Little Bridge 51247467 04/18/2011
NE 5 4265-04-72 Grandma's Creek Crossing 51247467 04/18/2011
NE (-} 4556-01-70 Grandma's Creek East and West Crossing $12.4T467 04/18/2011
HE 7 64868-02-00 City of Meenah. CTH G - Neenah Slough Eridge & 55,639,335 1210212015
Approaches
Master Contract 55,000,000.00 Work Order Total: $2,087,969.43 Balance: 52,912,030.57
Group Work Order Limit $5,000,000.00 Group Work Order Total: $2,087,969.43 Group Balance: $2,012,030.57
Master Contract Group ID 1621
M06970130 Vendor Desc: Construction Services Rev Comp Date:  3/31/2016
Region Work Order No.  State Proj ID Work Order Description Contract Amount Date Approved
NE 7 1420-26-71  Fond du Lac Bypass Si09.71558 042412075
Ducharme Intersection
NE 2 1009-34-53 Various lorafions - Survey support $18.245.16 0972472015
Master Contract Maximum $150,000.00 Werk Order Total: §127,963.74 Balance: 5$22,036.26
This report includes work orders from multiple fiscal years. Page 6 of 8
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Report

Description

Prompt and Results Dialog Box Images

order cost totals by region.
3 tabs show information
by current or previous
master contracts, or
masters waiting to be
approved.

Prompts - all optional:
e Region

e Group Type

e Master Group ID

e Vendor Name

Current Lists current master Prompts L *
. . Reply to prompts before running the query.
Master contracts, firms, WisDOT
02. Master Group Type :
Balances/Cont | contact, approval and 2. Master Goriract Graup ID:
. 04. Master \Vendor Name
racts completion date and work

01. Master Region -

| ]|

Refresh Values ¥ hl

Run Query | | Cancel |

SAP BUSINESSOBJECTS INFOVIEW

#; Home Document List | Open - Send To - Dashboards -
Web Intelligence - Current Master Balances/Contracts

—_
@ A
SAP BusinessObjects

Help | Preferences | About  Log O

[#]"-
' Document - View - | 15| 24| @ [1o0% |- [ ]m» H | Refresh Deta | i | BE | )
i Master  Vendor WisDOT Contact Date Completion  Master Gontract ‘Work Order Initial Est Amt Master Contract  Percent
Eind Contract ID Approved Date Maximum/Group Total: or Group Used
T‘" W [ - Work Order Limit Balance:
vpe your te] Find Mext
Options,
[ Match whole word BHM
[ Msich cas= Landscape Architectural Services
Direction
O e MC H H 11MTHE 8/30M7 §200,000.00 50.00 S62,000.00 $132,000.00 34%
@ Down MC J H TIMTNS 82017 $200,000.00 $0.00 $200,000.00 0%
MC P H 11M7NS 83007 $200,000.00 50.00 $50,000.00 $150,000.00 25%
Master Contract Group Totals (only work orders sum due to Percent Limit rule): $360,000.00 $0.00 $118,000.00 $242,000.00 20%
swW
Local Program Management
MOE K W ann 83016 $5,000,000.00 5427322732 $281,300.04 5445472 64 91%
Master Contract Group Totals (only work orders sum due to Percent Limit rule): $5,000,000.00 $4,273,227.32 $281,300.04 $445,472.64 9%
Region Totals: $5,000,000.00 $4,273,227.32 $281,300.04 $445,472.64
Total Work Order Authority: $156,546,600.00 ‘Work Order Total: $63,509,594.72 Total Balance: $93,037,005.28

This report includes work orders from multiple fiscal years.

Universe:
<

Page 4 of 4

3 L P30 =] Current =

>

Refresh Date: January 18. 2015 11:48:21 AM GMT-06:0 v

>
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Report Description

Prompt and Results Dialog Box Images

DBE Goal
Tracking

Lists total authorized
contract dollars, federal
contract dollars, race-
conscious and race-neutral
dollars by solicitation date.
Each category is
summarized at the end of
the DBE Goal Tracking
report.

The first report tab is the
DBE Goal Tracking report
and the second lists details
by project ID.

Prompts - all optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range - end date
of the date range

o Anticipated Execution
Start Date - start date of
the date range

o Anticipated Execution
End Date- end date of
the date range

Prompts

Reply to prompts before running the query.

A0i30/2014 12:00:00 AM

cution Start Date- (optional) Thi

2 Enter Anticipsted Execution End Dste- {options

W 1. Enter Start Date- 10/1/2013 12-00-00 AM

*

Refresh Values %2

1. Enter Start Date:

== b| [10v1s2012 12:00:00 AM |ER

(<]

2] More Information

Select or type the values you want to return to reports for each prompt displayed here

Midiyyyy hmmiss a

[ coes

SAP BUSINESSOBJECTS INFOVIEW sapaummouz; ~
#; Home DocumentList | Open » Send To ~ Dashboards - Help  Preferences  About Log On
Web Intelligence - DBE Goal Tracking [+

¥ Document ~ View -~ | 15 | 34| @ . " I RefreshData | i5p | 5 0}
Find

o Contract Dollars Race Conscious Race Neutral ’

Type yourtd [ Find est o Date Total Contract Federal Confract Race Conscious Rage Conscious Race Neutral  Race Neutral DBE Percent of

Options Dollars Dollars Solicitation dollars (Percent of Fed) Dollars (Percent of Fed) Federal Dollars

[] Mstch whale word
EL':_:_;:" es= 412511 511,994,529.08 $3.415,333.02 $1,286.250.00 37.85% 5900.005.73 26.35% £4.00%
O up 7611 51,929.996.40 $604,281.57 50.00 0.00% 5141,746.71 2345% 23.46%
® Down 102611 $500,921.00 50.00 50.00 0.00% 50.00 0.00% 0.00%
512112 $1,083.303.40 $170,400.00 50.00 0.00% $0.00 0.00% 0.00%
6127112 $2,480,307.43 $0.00 50.00 0.00% $0.00 0.00% 0.00%
881z $553,600.00 $52,540.00 50.00 0.00% $5,040.00 6.08% 6.08%
8122112 $375,000.00 $0.00 50.00 0.00% $0.00 0.00% 0.00% |
101712 $602,543.51 $482,034.81 $20,000.00 4.15% $45,734.64 10.11% 14.26%
L < >
3 S |3 2] DEE Goal Tracking =l

Refresh Date: January 19, 2016 12:37:55 PM GMT-06:C v

>
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Report Description Prompt and Results Dialog Box Images
DT25 at Gov Lists DT25 contracts and > A
. . SAP BUSINESSOBJECTS INFOVIEW SAP Business Objects
by Reglon prOJECtS that are presently #; Home = Document List | Open ~ Send To + Dashboards Help  Preferences | About | Log Or
at the Governor’s Office | web Intelligence - DT25 at Gov by Region oE
for approval by region and ) Doment - view - |2 (108 @ [oee -l 4t e : Revesnal - | 5 | 65)] )
Kl Days Project Vendor Contract Type Contract County Date sent y
b ureau. Find: ) Outstanding ID Amount to Governor
[ioe o
No prompts. Options BOS Contracts
[ Mstch whale word 55 1005-03-33 C Structural Enginesring An  $99,959.39 Various  11/25/15
[ Mstch case Number of Contracts 1 Total for BOS $00,959.39
Direcfion
O Us
@® Doun BPED Contracts
140 C Planning And/Or Studies $450,000.00 Various 9/1/15
140 H Flarning And/Or Studies $500,000.00 Various 9/1/15
140 H Plarning And/Or Studies $300,000.00 Various 9/1/15
140 H Plarning And/Or Studies $550,000.00 Various 9/1/15
140 5 Flanning And/Or Studies $700,000.00 Various 9115
Number of Contracts 5 Total for BPED  $2,500,000.00
BTO Contracts
39 A Traffic Enginesring Servic $900,000.00 Various 12/11/15
39 H ITS Sarvices $800,000.00  Various  12/11/15 Y
| < mil N R, e immmemn e - . 5
= 23 2| DT25Forms at Governor's Dffice, by Region
Refrash Date: January 19, 2018 12:41:32 PM GMT-081 Y
< >
DT25 at Gov Lists DT25 contracts and SAP BUSINESSOBJECTS INFOVIEW 54 BusinessOblocts
by Type prOjectS that are presently #; Home Document List | Open ~ Send To » Dashboards - Help  Preferences | About | Log O
, § | web Intelligence - DT25 at Gov by Type [+
at the Governor’s Office ¥ Document + View + | 15 | 48| @ [om%  |«|1u «2_Jmr K © RefresnAll » | i | €5 1)
for approval by contract - Days State  Vendor Conftract _ County  Region _ Dafe sent )
. Find: ~ Qutstanding Project ID Amount to Governor
function.
Options Laboratory Inspection Contracts
No prompts. [ Mstch whele word -
ST 9 B 4268,000.00  Various BTS 12/11/15
Drestion | 39 B $268,000.00  Various BTS 12/11/15
O up | 9 b} $130,000.00  Various BTS 12/11/15
(@) Down
Total Amount for Laboratory Inspection $666,000.00
N
< >
3, B (38 <| DT25 Forms at Governor's Office, by Contract Type |
Refresh Date: January 18, 2018 12:45:41 PM GMT-08:
| Discussions
< >
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Report

Description

Prompt and Results Dialog Box Images

Evaluation
Details

Lists evaluation results by
function and project
grouped by vendor name.
The number of evaluations
and the average rating are
reported.

Prompts - Start date is
required, all others
optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range

e \Vendor

e Region

Prompts %
Reply to prompts before nunning the query.

01. Enter Date Evaluation Compls

/2012 12:00:00 AM
10//2012 12:00:00 AM

Refrech Walues %2 01. Enter Date Evaluation Completed{Start):

b| [17172012 12:00:00 AM |ER
&l Midsyyyy hmm:ss a '

SAP BUSINESSOBJECTS INFOVIEW

& Home Documert List | Open » SendTo =
| Web Intelligence - Evaluation Details

Dashboards -

® A
SAP BusinessObjects

Help  Preferences  About  Log O

o=
¥ Document ~ View - | 14| 34 | @ . [ n = RefreshData | Ty $5 ()
Find State Ev Highway Reg Limits Project Ctrc Eval Proj HumarQuality Eng. Time Cost Avg "
Bt Project  al Manager Auth Co Mgt Ritns Work Skills liness Contro Rating
Type your b r = 11} # Date  mp. Const.
ype yuurq ol Mext Niate
Options
[] Mstch whale word
[] Mstch case Hesizn
e 7 1 CTHT NW B 12814 2115 a6 aT 37 X 4.1 378
jrection
O Total Evaluations for Evaluations: 1 AvgRIg 3¢ 37 37 38 44 3.78
(@) Down
| Design
| 2 1 locrd =W Lo 816/13 11118 an X2 2.5 a0 5 2.30
a 8 STHz22 NE Ti O3 11815 40 0 4.0 45 30 382
Total Evaluations for Ewvaluations: 2 Avg Rig: 35 28 2.8 35 4.0 30 3.61
Construction
5 1 CTHD W A 51614 1/28M15 an a0 20 2.2 20 20 2383
L] 1 USH12 W A 826013 12315 an 4.0 4.0 4.0 40 40 333
Total Evaluations for Evaluations: AvgRIDT 39 35 30 37 35 35 3.36
For All Vendors: Number of Evaluations: 45 3.68
Report baged on date evaluation was signed, not the contract execution date. Page 1 of1 3
< >
2 B [ | Evaluations Detailed

Refrash Date: January 10, 2016 1:27:30 PM GMT-DB:EV

>
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Report

Description

Prompt and Results Dialog Box Images

<

= 2 =] Summary of Consultant Evaluations Signed

Evaluation Summarizes number of Prompts *
. Reply to prampts before running the query.
Summary evaluations and average
rating by firm.
Prompts -all required:
e Date Evaluation Refresh Vialues . 04. Enter Date Evaluation Completed(Starf)
o e fist. please cliek fhe Refiesh| [ 5 | (7172013 12:00:00 AW |3
Completed (Start) - start = T — =
date of the date range
¢ Date Evaluation
Completed (End) - end
date of the date range T
Ente (=} ers [¥ v
7) More Information
Run Query Cancel -|
SAP BUSINESSOBJECTS INFOVIEW s..wsusmmom?u- ~
& Home Document List | Open + Send To » Dashboards - Help | Preferences | About  Log O
Web Intelligence - Evaluation Summary (%
& Document - View - | Ty | M | @) [oow ]+ fn 3 RefreshDeta | W | HE | [}
i Firm Number of Average Ratings Rating Ratings  Ratings A
== Evaluations  Rating Between Between Between Between
(ranes.] 0.019 2029 3039 4050
S 27 397 1 1 3 100
[] Mstch whole word 91 354 0 4 72 %
[] Mstch case
Direction 7 364 0 1 18 19
O | 5 43 0 0 2 25
@ Down 1 3.33 0 0 4 2
| 1 5 0 0 0 1
Average for all Firms: 455 3.75 12 49 257 1,348
Report based on date evaluation was signed, not the contract execution date. Page 1 0f 1

>

Refresh Date: January 19, 2018 2:08:28 PM GMT-08:C v

>
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Report

Description

Prompt and Results Dialog Box Images

Expiring
Contracts

Lists project details
arranged by region or
bureau where the
scheduled completion
date is less than 9 months
away.

No prompts.

SAP BUSINESSOBJECTS INFOVIEW

#; Home Document List | Open ~ Send To -~ Dashbo
Web Intelligence - Expiring Contracts

@ A
SAP BusinessObjects

Help | Preferences  About Log O

:} *
 Document + View » | 25 | 34 | @ Refresh Data iy #E 0}
Exd| Contracts Expiring within next 9 months by Region ,
o - - 19-Jan-16
Type yourtd [ Find et
ptions State  Vendor Contract  Description DOT Contract Rep Total Cost Date Scheduled
Project 1D Function (incl. Authorized  Completion
[ Mstch whole word amend) Date
[ Mstoh case BHM
Direction
QO ue D658- Freight Planning Freight Operations Support Staff 5$331,164.10 01222015 2/28M8
@® Down 0656- Planning And/Or Roadside Facility & Truck Parking Pla §23548271 05M272015 33116
BOS
1009- Structural Desigr JV Contract - Structural Engineering a $99,966 11 0272372015 272916
1009- Structural EngineJV Contract - On-site Structural Engin $99,997.66 11/04/2015 9/15M16
1008- Structural EngineJV Contract - Sign Structure Plan Rev $99,926.65 03/23/2015 37201186
1009- Structural Desigr JV Contract - Sign Structure Plan Rev 99,932 14  05/22/2015 61716
1009- Structural EngineJV Contract - Hydraulic or Preliminary $99,999.43 06/M6/2015 6/30M6
10089- Structural Engine Preliminary Structure Plan Review $99.731.75 10/27/2015 10/15M16 Y
< >
S =l =| Contracts Expiring within next 9 months by Reginn—|

Refrash Date: Janusry 18, 2018 2:13:48 PM GMT-05:0 ¥

>
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Standard Federal Highway
Administration report.
Prompts: - start and end
dates are required;
contract number is
optional.

e Start Date - start date of
the date range

e End Date - end date of
the date range

e Contract Number

Report Description Prompt and Results Dialog Box Images

FHWA Summarizes federal dollars _— x
Uniform awarded to prime and
Report of subcontracting DBE firms o vekeiey r ot N (ptiney s B = g

DBEs Awards based on ethnic groups.

1. Enter Start Date:

Refresh Values ¥

|2 | [Frize1s 120000 Am

L]

]

Midfyyyy h:-mm:ss a

Cancel |

Run Query |

FHWA Uniform Report of DBE Awards Between 07/01/2014 and 12/30/2014
Tuesday, January 19, 2016
Total to DBEs/ Totalto DBEs/  Total to DBEs/ Totalto DBES/  Percentage of
TDLSLE?: ral Nm’ltg:ar Total to DBEs Tl)::b::')b[;ﬁEs Race Conscious Race Conscious  Race Neutral ~ Race Neutral  tota) dollars to
(Dollars) (number) (dollars) (number) DBEs
Primes: $14,865,755 391 £1,545,602 47 - 0 $1.545,602 10.40%
Subs: 514,362,419 238 £4,332,040 43 $2,067 490 20 52,265,450 23 30.17%
Total: $29,228,174 629 55,878,542 90 52,067,490 20 $3,811,052 20.11%
Race Conscious Pct: 1.07% Race Neutral Pct: 13.04%
Asian Pacific Asian Pacific Asian Pacific Black Hispanic Native
American Female Male American Black Female Black Male American Hispanic Male American
Number 3 4 11 3
Dollars 574,232.36 52,030,050.21 5964,287.63 5122.865.45
Native American Non-Minority Non-Minority Sub-Continent Sub-Continent Sub-Confinent
Male Female Women Asian i Asian Female Asian Male Others Totals for this Period
Number 1 83 2 104
Dollars $5,993.53 $2,865,316.03 §118.421.94 $5,678,541.84
< >
=] FHWA Uniform of DBE Awards = |
Refresh Date: January 18, 2016 2:45:24 PM GMT-06
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Report

Description

Prompt and Results Dialog Box Images

rostered and non-rostered
firms is permanently
stored in the Public
Folders\CARS\Documentat
ion folder.

Prompt - optional

e Roster Firm Flag - Enter
“N” as a second value or
remove the “Y” (no
parameters entered) to
generate a list of email
addresses for non-
rostered and rostered
firms. Specifying “Y”
generates a list of email
contacts for rostered
firms only. “Y” is the
default.

Firm Email Lists the contact email Prompts : *
Reply to prompts before running the query.

Distribution addresses for vendor [T ————

List firms. The email list for

Enter value(s) for Roster Firm Flag:

2} More Information

| [
Refresh Values %2 [ -

the Refrash

Y
N

Run Query [ Cancel

Note: Report results are not displayed to protect the privacy of the email address owners.
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Report Description Prompt and Results Dialog Box Images

Fixed Fee by Lists ranges of fixed fees as :“’""‘:"Fm — x
Fixed Fee Pct percent of total = Start Date: 211/201212:00:00 AM

(Function) contract/work order costs.

Report is segregated into
construction, other, and all
contracts

Prompts - required:

e Start Date - start date of
the date range

¢ End Date - end date of
the date range

¢ [s18m214 12:00:00 AM...6:22/2002 12:00:00 AM b

2

7} More Information

Select or type the values you want to retum to reports for each

S 2. Enter End Date:
VW - Date Approved . | I =]
712002 12:00:00 AM P !
= Midfyyyy h# oo onie -
2002 12:00:00 AM A <] - ebruary 2018 >
2002 12:00:00 AM S M T WTF S
2002 12:00:00 AM
1.2 3 4 5 8
7[8 o 10 11 12 13
14 15 16 17 18 19 20
2 22 23 24 25 28 27
28 20
v -
12/16/2002 12:00:00 AM [ Today |
Fabruary 2, 2016 2:48:21 PM GNIT-06:00 -
Enter your search pattem here |44 -

Fixed Fee by Fixed Fee Pct. for Contracts/Work Orders Between 02/01/2012 and 01/31/2013
05-Feb-16 All Projects All Regions
Number of Total Prime Pct. Contracts/ Pct. Contract/
Contracts/Work Orders Vendor Costs Work Orders WO Cost

Construction Contracts

Less than 6% 2 $22,607.04 0.77% 0.04%
G610 6.4% 4 $386,367.20 1.54% 0.62%
6.510 6.9% 22 51.913,334.54 3.49% 3.07%
Tio7.4% 187 $39.127.218.45 72.20% §2.85%
75107 9% 12 $8,613,443.70 463% 13.84%
2o B.4% 30 $12.095,310.31 11.58% 15.43%
Gio B.4% 1 $40,900.00 0.39% 0.08%
10 to 10.4% 1 $40,536.38 0.38% 0.08%

259 $62,258,217.92 100.00% 100.00%

Simple Average Fixed Fee for Contracts: 7.09% Weighted Average Fixed Fee for Contracts: 7.27%

@ APPENDIX 7 Reports

205




Governor’s
Office Report

Lists DOT projects sent to
the Governor’s office on
the specified date.
Multiple pages are
generated to list contracts
by state funding percent
or other groups:

¢ No State Funding

e State Funding 20% or
Less

e State Funding More than
20%

e Let Contract more than
Estimate

Project on the report
pages are grouped by
contract function, such as
LET Construction, Local
Construction, Construction
Services, Design
Engineering, Specialty
Master Contract, Utility,
etc.

Prompt - required:

¢ Date sent to Governor.
This value is a single
date, not a range.

Prompts X
Awzilable prompt variants R RE.]
4 |3/1/1998 12:00:00 AM...12112/200 ] » T 10/16/2013 12:00:00 AM
Date Sent to Governor =
9/1/1998 12:00:00 AM =
10/8(1938 12:00:00 AM el
6/18/1999 12:00:00 AM
(24/1999 12:00:00 AM
6/29/1999 12:00:00 AM
:/30/1559 12:00:00 AM
7/13/1999 12:00:00 AM
7/20/1959 12:00:00 AM
7/25/1999 12:00:00 AM W
/6/1999 12:00:00 AM
June 17, 2016 12:35:50 PM GMT-05:00
-
< >
* Required prompts
Cancel
ICAD 4 Weleome: Applications > Preferences Helpmenu™ | Log off §
L’w
| Home | Documents | Invaicing Stakus Report | Governor's Office Rep... 7 = ©
WebIntdlligence = ([ T E - | S5 - 84 | &0 &2 - S T - |[ETrack = ¥ odll = ¥ AiterBar [ Freeze * B Outline | Reading = Design =
~
7 Advanced | < Run

E:';‘ Enter Date sent to Governo

o | |6/10/2016 12:00:00 .q-

Department of Transportation Contracts

15-jun-16
= Let Contract more than Estimate
State Vendor Contract
Project ID Amount
LET Construction
1000-08-88  Chippewa Concrete Services, Inc. $837,192.65 F
1009-11-72  Kraemer North America, LLC $462,388.90
1066-02-61 Payne & Dolan, Inc. $1,993,271.29
6999-03-79 S &N, Inc. and Subsidiaries $3,253,556.49
9210-17-60  Zenith Technology, Inc. $1,750,825.11 W
< >
< 3 ] [¥] Department of Transportation Contracts
¥ Department of Transportation Contracts = [ Track changes: Off Pagel1of1+ » M = |5 = = 1 minute ago
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Prompt and Results Dialog Box Images

Report Description
If Authorized Lists projects, vendor,
by Written highway, limits and if

SAP BUSINESSOBJECTS INFOVIEW

&} Home Document List | Open - Send To -

—
@ A
SAP BusinessObjects

Help | Preferences | About Log Oy

Notice Work authorized amounts Web Intelligence - If Authorized by Written Notice Work [+
% Document + View - | 5 [ 4 | @ D M Refresh Dsta | i | HE | )
awaiting encumbrance.
’
ProJects grou ped by region "If authorized by written notice to proceed™ work awaiting encumbrance
09-Feb-16
a nd b ureau. State WO 7 Vendor Highway Limits Task Task Amt Date
Project ID Contract
No prompts. Signed
BTO
1000-99-60 7 Traffic Analysis & Design, Inc Various Statewide Traffic Data Collection Traffic Engineering Services 5 42215
NC
1166-02-11 0  Mead & Hunt, Inc. IH 3% Stevens Point-Wausau,STH 153 B-3 Sec 106 Prep 8 3HM5M1
1166-02-11 0  TRC Environmenial, Corp IH 3% Stevens Point-Wausau,5TH 153 B-3 Sec 108 Prep 8 31511
1170-00-04 0  Bloom Companies, LLC UsH 51 \Wausau - Merril, B-37-155, 156, 152 Roadway Plans 5 3z
1170-00-04 0 Socils & Enginesring Services, Inc. UsSH 51 \Wausau - Merrill, B-37-155, 156, 158 Geotechnical Engineering 5 33z
River Rd - USH 10
6724-00-00 0  Portage County Title CTHA Tomorrow River Bridge B-49-0320 Title Searches & 1916
NE
4934-07-00 0  Bay Reporting Services Local Road  Cregon/Jackson Street Bridge, City ¢Court Reporting Senvices § 5122115
9200-05-00 0 KL Engineering, Inc STH 29 CTH FF to CTH VW Interchanges  Design Services § 922110 N
£ >
=| If authorized by written nofice to proceed
Refresh Date: February 0, 2018 8:58:12 AM GMT-06:L Y
< >
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Report Description Prompt and Results Dialog Box Images
|nVOICI ng LIStS Invoices in CARS that ta .' ‘.’ ‘Welcome: Applications ¥ Preferences  Help menu ¥ Log off &
Status Report | have been submitted and | [0 Tocimcic | tmeicing st Report = 3
a p p rOVed fo r payment Web Intelligence = = 2 |G- | R )« &~ |[RTrack ~ ¥ Drll ~ ¥ Filter Bar | Freeze * B Outline REading_ = Design = (2 -
Three tabs list invoices for 172016 A
WisDOT project managers, CARS Invoicing Status Report for Consultant Local Program Managers 23015 P
local program work orders % Region NC
fo r Wis DOT, a nd |0ca| Current Submitted Days Since Work Contract DOT Consultant
) Vendor Name Status Date Submitted Project ID Order Number Invoice Invoice Project Manager
program contracts, CORRE, Inc. Submitied 6162016 1 5828.00.00 1400014023 08169 2947 Gregory Wolfe
organized by region and Count 1
ordered by number of )
. y Lo Region NE
d ays since su bmission. A Current Submitted Days Since Work Contract DOT Consultant
. Vendor Name Status Date Submitted Project ID Order Number Invoice Invoice Project Manager
fourth tab lists approved ) : - — . — )
Donchue & Associates, Inc.  Submitted 6132016 2 4996.01-72 1400012023 97040 1292710 Rich Glen
. . .. -
Invoices cu rrently waiting Donchue & Associates, Inc.  Submitted 6132016 2 4304-03-00 214134304 93478 12612-11 Teff Saxby r
to be paid. Donchue & Associates, ne.  Subrmitted 6152016 2 1304-04.00 214134304 93471 1261310 Jeff Saxby
No prompts. Omnni Associates, Inc. Submitted 6162016 1 4994.01-15 1400015272 98184  EI124A16-03 Rich Glen
Omnni Associates, Inc. Submitted 6162016 1 6498-03-T1 1400013270 98231 E2227A16-01 Rich Glen
AECOM Technical Services, | Submitted 6172016 0 5087-01-00 1400011363 23308 37763470 Rich Glen
Omnni Associates, Inc. Submitted 6172016 0 0287-03-00 1400011791 97768  E2163A13-09 Teff Saxby
Omnni Aszociates, Inc. Submutted 6/172016 0 4616-02-00 1400011790 97823 E2166D13-07 Jeff Saxby
Omnni Associates, Inc. Submitted 6172016 0 4394-03-00 1400012905 97947  E2189A135-04 Teff Saxby
Omnmi Associates, Inc. Submitted 6172016 0 4376-06-00 1400012904 07040 E2190A15-06 Jeff Saxby
Count 10
v
f = T, WL
< >
[ CARS Invoicing Status Report for Local Program Wark Orders ¥ CARS Inwoicing Status Report for Local Program Managers [ CARS Invoicing Status Report for Approved status t

- CARS Invoicing Status Report for Local Program Managers = [ Track changes: Off M 4 Pagelofi » M |[|=

| [100% -

= 1 minute ago
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Report Description Prompt and Results Dialog Box Images
Master This report is accessed Document + View - | 25 | ) 0% e |4 41 n Refresh Data | 172 | 5]
Summary from the CARS View
Master Contract or View Current Master Contracts Balances and Contacts, Totals by Contract
. 10-Feb-16
Work Order page n c Mtast::u) Vendor WisDOT Contact: N Date J Corrlszl‘:lion hl\:as_lzer C?gﬁacl \0-\'01r_ktolr_del Initial Est Amt MasterGCuntract Percent
the Contract Reports o pereve Work Order Limit o Balance: Used
section for master
BHM
contracts and work orders seni
ervices
Only lt IS nOt avallable In MOE9750 111M7H15 =Tl 5200,000.00 50.00 $63,000.00 $132,000.00 34%
the Business Objects M089750 1MATAS  SE0AT $200,000.00 549,985 62 5150,004.38 25%
. . MO&9750 111M7H15 =Tl 5200,000.00 50.00 $50,000.00 $150,000.00 25%
Reports IISt' The main Master Contract Group Totals (only work orders sum due to Percent Limit rule): $360,000.00 $49,995.62 $118,000.00 $192,004.33 28%
menu for reports does not
. Region Totals: $360,000.00 $49,995.62 $118,000.00 $192,004.38
appear on reports outside
the BO Reports list. Total Work Order Authority: $360,000.00 Work Order Total: $49,995.62 Total Balance: $310,004.38

The report lists the master
contract group
information, including
contract maximums for
each vendor plus totals,
and the percent of funds
spent and available.

No prompts.

<

E- Cu_rre.nt_ | = |

>

Refresh Date: February 10, 2016 3:34:21 PM GMT-05:00
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Open Projects

Lists projects that are
open for charges in EAPS.
Two tabs list open
contracts where a vendor
is either prime or sub, and
where the vendor is prime
only.

Prompts -all optional:
e Region

e Vendor Name

Prompts x

Reply to prompts before running the query

1. Enter Region

Refresh Values %5

Run Query ] Cancel |

¥ Document - view - | 25 | 34 | @ > [ n+ewrm = RefreshDats | 7y EZ
"Open" Workload as Primes and Subcontractors Detailed
10-Feb-16 "Open” projects are those still open for charging in EAPS. Consuftanis
! work may be completed on the project before the final invoice is sent to
State Function Region mghway Limits Date of Date Date Date Revised |nﬁa| Estimate Total Contract
Project ID Selecti itted  Appi d  Authorized Comp. Amount Costs w/Amend
Date
’
Prime
1000-08-80 Traffic Engineering SINW STHE3 MWW Region, Various Signalized | 10/07/2015 12142015 12152015 12M15/2015 01/01/2018 $38,203.29
Region Wide - Various Locations
1000-08-82  Traffic Enginsering SINW “VErious Flashing Yeliow Arrow Conversic 02372015 12142015 121102015 12M10/2015 01/01/2018 518,258 54
1023-03-02 Traffic Engineering SINW IH 94 Black River Falls - Tomah 01/21/2016 518,130.00 $0.00
Minong-Superior
CTH ¥ / CTH L/ Middle River Re
1198-03-05  Traffic Engineering S/NW USH 53 Intersection Confrol Eval Study  01/26/2016 $45,000.00 $0.00
Turtle Lake-Cameron
1570-05-01 Design Services NW UsH3 Sth Street to 8th Street 04/07/2015 03/25/2015 DSM&2015  05M18/2015 030172016 $36,312.99
3700-50-12  Traffic Engineering SiINW USH 53 ITS Installation 121472015 121152015 121152015 01/01/2015 $37.529.96
Eau Claire, STH 83
Golf Road Intersaction
3700-50-16  Traffic Engineering SINW STHE3 ITS Installation 10/06/2015 121402015 12102015 12102015 01/01/2018 $15,000.51
T130-01-02 Design Services NW STHE3 City of Arcadia, Detloff Dr - STH: 08/1%2013 02M17/2014 021192014 02/19/2014 03012016 $151,359.37
T130-01-03 Design Services NW STHE3 City of Arcadia, STH 95 Intersect 08/2072014 120202014 12192014 1211972014 05/01/2019 B174,35572
Total Number of Projects as Prime: 15 §1,314,259.55
Open projects as Prime where project is past estimated completion date : 3 $102,046.49 7.8%
Subcontract N
1020-D0-06 Hazardous Materials NW IH 24 Hudson - Menomonie, West Cou 121182011 05M1/2012 05242012 057242012 09/30/2016 $45,135.52
< - >
=| Prime & Sub
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Open Projects
for
Consultants

Lists contracts and work
orders where contract
completion date, including
amendments is in the
future. Project list includes
only those where
submitted dates are
entered. Includes project
information and important
dates. Reports total
contract cost with
amendments included.
Grouped by vendor name,
and subdivided by prime
and subcontract roles.

Two tabs list open
contracts where a vendor

Prompts
Reply to prompts before running the query.

1. Enter Region: {optic = filter will be ignared

2. Enter Vendor Mame:

4 |10 Construction, Inc....Metropalitan [ | b T

2. Enter Vendor Name:

VW - Vendor Name >
Mayfield Title Corp. -
Mayo Corporation Ll <
McCabe Construction Co.
McCann's Sewer and Drain Service
MeClsin & Co., Inc.
MeClure Engineering Assacistes, Inc.
MeCluskey Engineering Corp.
MeCormick, George Ray v
MeCutehin Crane Service

< >
February 11, 2016 21 PM GMT-06:00

|E"'&' yoi

7) Curmently-selected values in listbox

Fun Guery Cancel |

SAP BUSINESSOBJECTS INFOVIEW

& Home Document List | Open - Send To » Dashboards -

SAPBusmessoui::u ~
Help  Preferences | About | Log Ov

Web Intelligence - Open Projects for Consultants [+[*
. . . ¥ Document » View » | Ty | 34 | @ _uu% LR -92 B2z = Refresh Data | 1% | €5
is either prime or sub, and = -
H . State Function Region Highway  Limits Date of Date Date Date Revised Total Contract
where the vendor is prime ProjectID i ited Approved Authorzed Comp.  Costswhmend
Date and If Authorized
only. —
Prompts -all optional: Subcontract
1000-86-71  Planning And/Or Studies NW Mon-Hwy 5t Croix County Bike & Pedestrian Plan  04/28/2015  05/22/2015 0E/09/2015  06/0%/2015 08/30/2016 $24,227 63
° Region Total Number of Projects as Subcontract: 1 $24,227.63
Open projects as Subcontract where project is past estimated completion date : 0 $0.00  0.0%
[ ] Ve n d or N ame Total Number of Projects for 1 $24,227.63
All open projects where contract is past estimated completion date: 0 $0.00 0.0%
Subcontract
7730-00-30 Title Searches NW STH 88 Czechville - Mondovi, CTHE - STH37  07/25/2012 08/28/2012 08/29/2012 08/29/2012 07/01/2015 $24,000.00
Total Number of Projects as Subcontract: 1 $24,000.00
Open projects as Subcontract where project is past estimated completion date : 1 $24,000.00 100.0%
Total Number of Projects for :1 $24,000.00
All open projects where contract is past estimated completion date: 1 $24,000.00 100.0% 5
< >
=| Prime & Sub =
Refresh Date: February 11, 2016 1:47:34 PM GMT-D6:
Discussions
< >
@ APPENDIX 7 Reports 211




Report Description Prompt and Results Dialog Box Images

Open Projects | Lists contracts and work Promps _ =
) . Reply to prompts before running the query.
with Initial orders where contract
Estimate completion date is in the
Amount future, including
amendments and ~
Refresh Values T 1. Enter Region:
contracts not yet VW -Region [2a] [
BBS -
executed. Shows project 2 A e
information and important B
dates. Initial estimate o
. BRH
amount is shown as a BsHP o
BTLR
total. GrOUpEd by vendor ruary 1:23:56 PM GMT-06:00
L. fam here |38 -
name, and subdivided by

prime and subcontract

roles. Run Query | [ Gancel |

Two tabs list open

¥ Document » View » | 15 | 48 | @ - M 41T [t p K " RefreshDsts 7 EC
contracts where a vendor — =
State Function Region Highway  Limits Date of Date Date Date Revised Initial Estimate Total Contract
. . . . Celacti ited A 4 Authorized
is e|ther prlme or SUb, and Project ID ppi Cgan;;:. Amount Costs wiAmend
where the vendor is prime
only. Prime
1225-25-70  In-Plant Inspection 5:BTS 1-43 B-40-265 01/15/2015 02/03/2015 02032015 020372015 09/30/2016 $1.571.53
H . USH 10 - USH 10/5TH 441
Prom pts -a I | o ptlo na I . 1517-07-76  Bridge Inspection BTS USH 10 CTH CB - Oneida Street 08/15/2014 09/04/2014 O0OW/DS/2014 09052014 0311572016 $137,24525
1674-D0-80  In-Plant Inspection 5:BTS USH 12 Lske Delion - Sauk City Rd, Terr 08/13/2015 08M8/2015 08M8/2015 D8M&82015 D9/30/2016 $12,786.27
° Reg|on Lake Delton - Sauk Gity Road
1674-D0-82  In-Plant Inspection S:BTS UsH 12 Terrytown Rd to Ski Hi Rd 08092015 09222015 082372015 092372015 097302016 $78,258.92
T Fayette, Gant Road
L Ve n d or N ame 5843-00-74  In-Plant Inspection 5:BTS Local Rd Vellowstone River Bridge 01/04/2016 01/07/2016 O01/072016 01/07/2016 D2/30/2016 $2,030.40
5721-00-74  In-Plant Inspection 5:BTS Town Rd T of Jamestown, Eagls Pt Rd, BF 08/13/2015 08/M18/2015 08182015 D3M382015 D9/30/2016 5474747
C Eau Claire, Water St
7995-02-40  In-Plant Inspection 5¢:BTS Local Rd Chippewa Fiver Brdg B-18-219 11102015 1111772015 11172015 111772015 D9/30/2016 $18,995.52
Total Number of Projects as Prime: 31 §1,477,419.88
Open projects as Prime where contract has not expired: 31 $1,319,960.18  89.3%
Subcontract
1003-10-72  Muclear Density Testi SW IH 39 lllinois State Ling - Madison, STH 10292014 DE29/2015 07172015 D&M&82015 DEE0R2017 52,151.63
Total Number of Projects as Subcontract: 1 $2,151.63
Open projects as Subcontract where contract has not expired: 1 $2,151.63 100.0%
Total Number of Projects for 32 $1,479,571.51
All open projects where contract has not expired: 26 $1,322,111.81 89.4%
< o >
=| Prime & Sub =

@ APPENDIX 7 Reports 212



Report

Description

Prompt and Results Dialog Box Images

Pending Work

Lists contracts and work
orders where selection
date is entered in CARS,
but the approval date is
not. Report includes
pertinent solicitation and
project information.
Includes field for initial
estimate amount.
Grouped by region.

No prompts.

—
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObjocts
& Home = Document List | Open -~ Send To - Dashboards - Help Preferences | About | Log On
Web Intelligence - Pending Work oE
¥ Document + View + | 25 | 34 | @ [oo% |- |W 4z |7 rm @ RefrashDats | i72 | 5| ()
Sol ID State Wo# Limits Vendor County Contract Primary Date of Date of Date Anticipated Estimated 4
Project ID Function  Contract ici i i Contract Cost
Type Date
NC
6948-00-02 8  Pittesville - Marshfield, WIS 73 to | Wood Design Servic'Waork Order 021272016 6/30/16 $127,000.00
4305-00-00 g Merril - Tomahawk WIS 64 fo ‘Wi Lincoln Design Servit'Work Order 021272016 6/30/16 $61,000.00
$9,346,453.44
NE
NEO3 1133-03-10 DePere - Suamico Brown Program Man Regular 4/26M0 04/06/2009 01/22/2016 $207,285.36
NEO3 1133-03-10 DePere - Suamico Brown Program Man Regular 4/26M0 04/06/2009 01/22/2016 $205,518.30
NEDZ  1133-09-71 DePere-Suamico, Glory Rd-Mormis Brown Construction - Regular 42511 0&r2172011 2025/14 §7,400,000.00
NEODZ  1133-08-74 DePere-Suamico, Glory Rd-Mormis Brown Construction - Regular 42511 0&r2172011 2025/14 s40000000
< >

Pending Work

Refresh Date: February 17, 2016 2:20:55 PM GMT-06: v

>
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Report Description Prompt and Results Dialog Box Images

Projects Lists projects where an Erompts *

Reply to prompts before running the query.

Needing evaluation is required but
Evaluations has not yet been

Refresh Values %5, Enter Region:

(Region) completed. Projects closed
less than three months do
not appear on this report.
Grouped by region and
project manager.

7} More Information

Prompt - optional: Cancel
e Region =
g SAP BUSINESSOBJECTS INFOVIEW SAPBusmmmaﬂl' “
#; Home Document List | Open »  Send To » Dashboards - Help | Preferences | About Log O
Web Intelligence - Projects Needing Evaluations (Region) -
+ Document » Wiew » | 15 | 44| @ * RefreshData % EE [
State  Vendor Contract Master WO Contract Function Highway County  Limits/Termini Date Date ’
Project ID Number ContractID No. Approved Closed in
FOS
NE
B
1220-15-71 DAAR Engineering, Inc. 1400000780 Construction Services USH 41 Brown Tower Dr Bridge, B-05-0153 11812 2115/16
Number of Projects: 1
D
1440-13-71 JT Engineering, Inc 1400008205 Construction Services STH 23 Sheboygan Fond du Lac - Plymouth, WCL-C 31615 21516
1440-13-74 JT Engineering, Inc. 1400002505 Construction Services STH 23 Sheboygan  Fond du Lac - Piymouth, WCL-C™ 3/16/15 21516
MNumber of Projects: 2
G
1133-03-71 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown DePere-Suamico, Marris Ave-Men  1/18/12 2M5/16
1133-03-73 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown CePere-Suamico, Marris Ave-Menr  1/18/12 21516
1133-04-80 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown DePere-Suamico, Marris Ave-Menr  1118/12 21516
9202-07-71 DAAR Engineering, Inc. 1400000780 Construction Services STH 29 Brown DePere-Suamico, CTH J-CTHEB  1/18/12 2115/16
0202-03-82 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown Shawano Ave Landscaping 111812 2118115
MNumber of Projects: 5 A
< >
=| Projects Needing Evaluation
Refrach Date: Februsry 13, 2018 3:15:42 AM GMT-08:L Y
< >
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Report

Description

Prompt and Results Dialog Box Images

Selection Web
Report

Lists consultant selections
for solicited projects by
solicitation date. Pertinent
data such as solicitation
ID, project ID, contract
function, highway, county
and ranked firms are
included. There are two
tabs for this report: one
for rolling solicitations and
one for construction
engineering.

No prompts.

=
SAP BUSINESSOBJECTS INFOVIEW sapBusinessObjocts |
#; Home Document List | Open -~ Send To - Das Help | Preferences  About Log O

Web Intelligence - Selection Web Report [#]"

¥ Document - View - | 35 | 44| @ oo |- |W 4z |2 ® RefreshData | i7p | BE | )
Report Date: 21MTME 3:18 PM y
Universe: CARS WisDOT Engineering Services Contracts for Solicited Projects as of 2/17/16

Solicit State  Contract Function Highway  County Contract Selected Firm 2nd ranked firm Jrd ranked firm

D Project ID Approve

Date of Solicitation: 03/11/2015
OBOECD" MODG974016 PRCJECT CANCELED
SE02 1000-28-05 Traffic Engineering Services Various Various SRF Consulting Group, Inc Singh & Associates, Inc
SWo1 3670-01-01  Design Services STH &S Columbia EMCS, Inc Kapur & Associates, Inc Ayres Associates Inc
Swio2 1161-00-07 Design Services IH39 Columbia 11916  Bloom Companies, LLC Omnni Associates, Inc. Michael Baker International, Inc.
SWwio3 5200-00-02 Design Services IH39 Dane 12122115 Ayres Associates Inc Strand Associates, Inc. R.A. Smith National, Inc.

Date of Solicitation: 01/14/2015

BHMO1 1020-01-08 Design Services Hod St. Croix KL Engineering, Inc. CBS Squared, Inc. Jewell Associates Engineers, Inc.
BOSO1 1009-03-39  Structural Engineering And Plan Review Non-Hwy Various MSA Professional Services, Inc Ayres Associates Inc Collins Engineers, Inc.

BTOO1 0072-40-51 Traffic Analysis Services Various Various TranSmart Technologies, Inc Graef-USA Inc Buesing And Associates, Inc.

BTO0Z 1009-03-62 Traffic Engineering Services Various Various TranSmart Technologies, Inc. CORRE, Inc.

BTS06 0657-45-04 Materials Testing Services Various Various 12122115 Behnke Materials Engineering, LLC

BTS06 0657-45-04  Materials Testing Services WVarious Various Bshnke Materials Engineering, LLC

BTS07 0657-45-04 Materials Testing Services Various Various Coleman Engineering Company

BTS08 0657-45-04  Materials Testing Services Various Various Omnni Associates. Inc.

NED1 4994-07-00 Design Services LocalRoad ~ Winnebage HDR Engineering, Inc. AECOM Technical Services, Inc Hardesty & Hanover, LLC

swo3 5155-04-04 Desian Services USH 14 Dane Bauter & Woodman. Inc. KL Enaineerina. Inc DAAR Engineering. Inc.

N
< >
| 2| Selection Web Repori =
Refresh Date: February 17, 2016 2:18:18 PM GMT-06:C Y

< >
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Report Description

Prompt and Results Dialog Box Images

Vendor
Prime_Sub
Work Detailed

Lists prime and
subcontract details by
vendor. Includes detailed
information about the
project as well as
important dates in
contract process and total
contract costs. Also
includes contracts and
work orders that are not
yet approved.

Prompts - start and end
dates are required; region
and vendor name are
optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range

e Region

eVendor Name

Prompts
Reply to prompts before running the query.

¥ 1. Enter Start Dat
¥ 2 EnterEnd D
2. Enter Region:

4. Enter Vendor Ma

1/4/2015 12:00:00 AM

015 12:00:00 AM

Refresh Values %2 1. Enter Start Date

! b| [17/412000 12:00:00 AM

|52

[<]

7) More Information

Midfyyyy h-mm:ss a

Fiun Query I Gancel |

SAP BUSINESSOBJECTS INFOVIEW

&; Home Document List | Open ~ Send To + Das
Web Intelligence - Vendor Prime_Sub Work Detailed
oA )

I GE

+ Document - View «

' A
SAP BusinessObjects

Help | Preferences  About

Refresh Dats | i

Vendor workload as prime and subcontractor detailed between 01/04/2015 and 07/07/2015

=] Vendor workload as Prime and Subcontractor Detailed

17-Feb-16
State Function Region  Highway Limits Date of Date Date Date Total Contract

Project ID Selection Submitted  Approved  Authorized Costs
Prime
5411-02-74  Construcfion Services ~ SW USH 18 Stoughton - Madison, Cottage G/ 10/28/2014  D1/06/2015  01/222015  D3/05/2015 $726,18373
5411-02-75 Construcfion Services ~ SW USH 51 Stoughton - Madison, Cottage G/ 10/28/2014  D1/06/2015  01/222015  D3/05/2015 $3,547 90
Total Number of Projects as Prime: 2 §729,731.72
Subcontract
1005-10-01  Geotechnical EngineeringSW IH 39 llinpis State Line - Madison 06/21/2011  01/23/2015 02232015 02/23/2015 $35,34590
1060-34-89  Construction Services  SE IH94 Zoo Interchange, Comidor Tasks 06/25/2014  01/08/2015 0172972015 01/29/2015 $24,032.19
1120-11-86  Materials Testing Service!SE USH 41 IH 41 Conversion, State Line - G 03M18/2015  0416/2015  05/06/2015  05/06/2015 $510.00
1204-D6-75  Nuclear Density Testing E8W USH 18 Bameveld - Mount Horeb, CTHE 10/28/2014  D3/05/2015  03M6/2015  D3/30/2015 $2,283 45
1204-D8-61  Nuclear Density Testing E8W USH 18 Mount Horeb - Madison, Town H 10/28/2014  D4/09/2015  05/06/2015  D6/30/2015 $2 66445

595-00-70  Nuclear Density Testing £SE Local Road N 60th St, W Fairy Chasm Rd -4 10/29/2014  04/13/2015  05/06/2015  05/2272015 $1.297.65
3632-00-71  Geotechnical EngineeringSW Local Road  Town of Concord, W River Road 10/29/2014  02/20/2015  03/04/2015  05/29/2015 $250.00
3944-00-71  Materials Testing ServicetSE CTHN CTH N (West State St) CTH NP 10/29/2014 021772015  03/04/2015  04/03/2015 $7.975.00
5992-03-75 Geotechnical EngineeringSW Local Road  City of Madison, Aberg Ave, Sho 09/23/2014 D6M12/2015  07/07/2015 O7/07/2015 $2,000.00
6643-00-73  Nuclear Density Testing S8W Local Road  Town of Lemonweir, 19th Ave S, 10/29/2014  03/02/2015 03162015  03A16/2015 $1,073.70
Total Number of Projects as Subcontract: 10 $80,432.40
Total Number of Projects for 12 5810,164.12

Log Or
[+

&€ q

Refresh Date: February 17, 2018 2:41:20 PM GMT-06:0 v

>
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Report Description Prompt and Results Dialog Box Images

Vendor Lists prime and Erompts x
) ) Reply to prompts before running the query.

Prime_Sub subcontract details by [~ I

Work Detail vendor. Includes detailed 3

w-amend information about projects .

as well as important dates
and total contract costs
with amendments. Also
includes contracts and
work orders that are not
yet approved.

Prompts - start and end
dates are required; region
and vendor name are
optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range

e Region

eVendor Name

¢ [2zres01z00:00 am_3312002 1] ¢ B 1. Enter Start Date:

VW - Autharized Date (2] |2

2/2/1980 12:00:00 AM

a! Midiyyyy h:mm:ss a
2/12/1920 12:00:00 AM ~ <
v
February 17,
Enter yo |34 -
2} More Information
el = the values you eturn to reports for eac ayed here

SAP BUSINESSOBJECTS INFOVIEW

—
@A
SAP BusinessObjects

&; Home Document List | Open ~ Send To +  Dashboards - Help | Preferences | About Log Ov

Web Intelligence - Vendor Prime-Sub Work Detail w-amend ¥
+ Document » View v | 25| 34 | @ v El-? ] = Refreshal » i EE 0

’

Vendor prime and subcontractor workload, with amendments, between 01/01/2015 and 02/01/2015

17-Feb-16

State Function Region  Highway Limits Date of Date Date Date Total Contract

Project ID Selection Submitted  Approved  Authorized Costs
Prime
0072-40-3%  Traffic Engineering ServicBTO Non-Hwy Emergency Traffic Operations Pr 10/15/2014  12/22/2014 017222015 012272015 $340,851.71
0072-40-42  Traffic Engineering Servic BTO Non-Hwy Trafic Incident Management (TIF 100152014 12/22/2014  01/222015 012202015 $339,237.94
Total Mumber of Projects as Prime: 2 $680,089.65
Subcontract
1060-34-8%  Construction Services  SE IH 24 Zoo Interchange, Comidor Tasks 08/25/2014  01/08/2015  01/29/2015  01/292015 $5.730.64
Total Number of Projects as Subcontract: 1 $5,730.64
Total Number of Projects for 13 $685,820.29
Prime
2250-12-22  Appraisal Senvices SE STH 20 STH 20/Main St 01/22/2015  01/28/2015  01/26/2015  01/26/2015 B7.400.00
Total Mumber of Projects as Prime: 1 $7,400.00
Total Mumber of Projects for 1 $7,400.00
AY v

£| Vendor Prime and Sub

Refresh Date: February 17, 2016 2:51:01 PM GMT-06:C hd

< >
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Report Description Prompt and Results Dialog Box Images
Vendor Summarizes prime and Erompés x
. Reply to prompts before running the query
Prime_Sub subcontracts by vendor. B0t Ere s e 020 20000 |
. v  02.En
Work Summarizes number of 02. Enter 2agion
. . . D4. Enter Vendor Name: (o
Function Construction, Design, and 05. Enter Contract Function: (opfions
Summary other contract functions as =
o Refresh Values Ts . 01. Enter Start Date:
well as orlglnal contract erint of fhe st please olick the Refresh| [ ] [oz172013 12:00.00 AM ||
. . - Midfyyyy h-mm:ss a
cost information. Includes fusad o
contracts/work orders not
approved.
Prompts - start and end
dates are required; region, - |38 -
vendor hame and contract
function are optional: _ - S |
Run Query | Cancel |
e Start date - start date of
the date range = A
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObjerts
e End date - end date of &, Home Document List | Open - Send To - Dashboards - Help  Preferences  About  Log O
Web Intelligence - Vendor Prime-Sub Work Function Summary [
the date range ¥ Dooument » View « | 15 | ¥ | @ [oox |- [ Jas v m = RefreshData | i 35 | 0
° Reglon Vendor summary workload as primes and subcontractors, by function, between 10/21/2015 and 01/30/2016 ’
e\Vendor name 26-Fab-16 All Projects All Regions
Vendor Construction Construction Design Design Other Other Total Contract
e Contract Function Proj/\Wo ContractWO Cost  ProjiWo Proj/WO Cost Projiwo Proj/Wo Cost Projects Cost
0 $0.00 1] $0.00 1 $20 965.54 1 $29 965.54
9 $1,219,232.57 4 £233,150.03 14 5191969161 27 §3,372,074.21
1] 20.00 [u} 30.00 1 $7,200.00 1 §7,200.00
4 &§145,000.00 1] 50.00 1 $10,145.43 5 §155,145.48
5 §396,000.00 7 5618,105.40 i} $818,600.42 13 §1,832,795.82
5 $1,485,000.00 g $96,832.47 30 51,711613.96 40 §3,203,445 43 b
< >
=| Vendor Summary workload by Function
Refresh Date: February 26, 2016 1:10:54 PM GMT-Dé&:( v
< >
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Report Description Prompt and Results Dialog Box Images

Vendor Summarizes prime and :::fpmm s x
Prime_Sub subcontracts by vendor.
Work Shows number of times ’ SN

vendor was selected as
Prime/Sub for a particular
contract function, and the
total cost of those
projects. Includes
contracts and work orders
that are not yet not

Function-Type

¢ [#nzzott 1zooooam azrizos [W] v B

1. Enter Start Date:

VW - Authorized Date
©i13/2013 12:00:00 AM
@16/2013 12:00:00 AM

1772013 12:00:00 AM
©i18/2013 12:00:00 AM
182012 12:00:00 AM
Qi20v2013 12:00:00 AM
©i23/2013 12:00:00 AM
22472013 12:00:00 AM

- |D-‘1'3-'2013 12:00:00 AM

[ — Midiyyyy h:mm:ss a

|

/252013 12:00:00 AM v
2/26/2013 12:00:00 AM
app roved. Fabrusry 28, 2016 1 M GMT-D6:00
Enter your s here | 38 -
Prompts - start and end 7) Currently-selected values in listhox
dates are required; region, 2072 12
vendor name and contract ((RunGomy | [ cames |
function are optional:
e Start date - start date of SAP BUSINESSOBJECTS INFOVIEW sAPBusmeuOﬁIE; ~
& Home Document List | Open = Send To » Dashboards - Help Preferences About | Log Or
th e d atera nge Web Intelligence - Vendor Prime-Sub Work Function-Type [+ %2
e End date - end date of ¥ Dooument - View - | 25| 0 9 © [0 ]- [ <[t e b o > Refresh Data | 72 | 85|
the date ra nge Vendor workload as primes and subcontractors, by function and type, between 09/16/2013 and 08/21/2014 4
26-Fab-16 All Projects All Regions
i Reglon Vendor Number of Prime Contract Number of Subcontract Total Total
Prime Projects Total Cost Subcontracts Total Cost Projects Contract Cost
eVendor Name
Other 3 $213,724.40 0 50.00 3 5213.724.40
e Contract Function Totals for 3 $213,724.40 0 $0.00 3 $213,724.40
i Other 16 51.882,740.38 0 50.00 16 $1,832.740.38
Totals for 16 $1,822,740.38 1] $0.00 16 $1,882,740.38
Other 1 $56,727.00 1] 50.00 1 $36.727.00
Totals for 1 $86,727.00 0 $0.00 1 $86,727.00
Cther &7 S17.773,127.47 3 $3,317,704.25 73 $21,090831.52
< >
| =| Vendor workload by Function and Type
Refresh Date: February 28. 2016 1:31:07 PM GMT-08:C v
< >
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fiscal year.

Prompts - start and end
dates are required; region,
vendor name and contract
function are optional:

e Start date - start date of
the date range

e End date - end date of
the date range

e Region
e Vendor Name

e Contract Function

Report Description Prompt and Results Dialog Box Images
Vendor Summarizes approved Eeompts 3
K i Reply to prompts before running the query.
Prime_Sub prime and sub workload
. . v O r End Date: 5/9/2013 12:00:00 AM
Work Multi by firm. Includes costs of 03, Enter Region
Yrs by Amt approved contracts by St

Refrash Values %3 0. Enter Start Date:

T Content of the list. plesse dick the Refresh values - [F2372008 20600 A =
) - Midiyyyy himm:ss s
<
Erter yoursearoh patiem here -
?) More Information
or type the values you want to retum to reports for each prompt displayed here

Run Query Cancel |

-—
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObioets '
& Home Document List | Open ~ Send To »  Dashboards - Help  Preferences  About | Log On
| web Intelligence - Vendor Prime-Sub Work Multi Yrs by Amt DE
¥ Document - View - | T4 | 34 | @ [1o0% |- I Jn+»u ' Refresh Data | 57 | 85 | ()
’
Vendor Prime/Sub Multi-Year Workload on Approved Contracts between 05/20/2015 and 11/09/2015
29-Feb-16 All Projects
Firm DBE FY 2015 FY 2016 Total
Status
$946,958 8793 460 59,740,418
DBE $1,228,426 5,825,779 §7,054,205
$338,149 $4,726,608 5,064,755
$1,175,564 $3,360,883 §4,536,446
$1,013,234 $3,408,166 $4,421,399 b
< >
=| Vendor Prime/Sub Multi-Year Workload on Approved Contracts
Refresh Date: February 28, 2016 10:10:18 AM GMT-08:0 v
< >
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Report Description Prompt and Results Dialog Box Images
Vendor Summarizes a firm’s Prompts : *
Reply to prompts before running the query.
Prime_Sub workload as both prime Date: 52012009 12:00:00 AM
5/9/2013 12:00:00 AM

Work and sub. Includes 12 Enter Region: (aptions

04. Enter Vendor Mame: (o)
Summary contracts/work orders not 05. Entar Contract Functio

approved.

Prompts - start and end
dates are required; region,
vendor name and contract
function are optional:

e Start date - start date of
the date range

e End date - end date of
the date range

e Region
e Vendor Name

e Contract Function

Refresh Values 93, 01. Enter Start Date:
ent of the list, please click the Refresh El |5:2E.-”2:]C-B 12:00:00 AM “3
= Midiyyyy hommess 2 '
L]
[Ente a8 -

7} More Information

Select or type the va

[ooes ]

—,
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObjects
&, Home Document List | Open - Send To ~ Dashboards - Help | Preferences  About Log O
| Web Intelligence - Vendor Prime-Sub Work Summary [+
¥ Document » View » | 35 | 34| @ [oox - [ Ja+ v m * RefreshData i #E 1)
Vendor workload as prime and subcontractor detailed between 05/20/2015 and 11/09/2015 4
2G-Fab-16 All Projects All Regions
Vendor Number of Prime Contract Number of Subcontract Total Total Contract
Prime Projects Total Cost Subcontracts Total Cost Projects Cost
1 $290,262.08 0 $0.00 1 5290,262.08
N 2 $218,294.30 2 £34,377.16 10 $252,671.46
29 $2,618,368.27 4 $582,848.65 a3 §3,201,216.93
1 $307,056.04 5§ 51,645,387.73 6 §1,055,443.77
1 $50,294.00 0 $0.00 1 $60,294.00
| 0 $2,613,243.58 23 §3,840,667.08 98 $6,452,91068
< >
| =] Vendor workload as Prime and Sub Detailed
Refresh Date: Februsry 26, 2016 12:58:12 PM GMT-0a:0 ¥
< >
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Report Description

Prompt and Results Dialog Box Images

Prompts

the date range

the date range
e Region

e\Vendor Name

e Start date - start date of

¢ End date - end date of

Vendor Summarizes prime and sub Ermmpts S =
. Reply to prompts before running the query.
Prime_Sub workload dollar amounts
Work by firm and region. 02, Enter Region
4. Enter Vendor Nam:
Summary by Includes contracts/work 05, Enter Gontract Function:
Region orders not approved.

Refresh Values %5 01. Enter Start Date:

of the list, please click the Refresh| El |&'12-2E-1G 12.00-00 AM “3
- Midiyyyy homm:ss & '
L]
[Enter your sesrch pattern here |34 -
7} More Information
type the values you want to retum fo reporis for esch prompt displayed here

[CFoncms ] [ coes

SAP BUSINESSOBJECTS INFOVIEW

#; Home Document List | Open + Send To ~  Dashboards -
| web Intelligence - Vendor Prime-Sub Work Summary by Region [+

—
@M
SAP BusinessObjects

Help Preferences About | Log On

| £| Vendor Prime and Subcontractor workload, by Region

+ Document » View » | 15 | 34| @ v WA El 2+ F K i Refresh Data | 55 | &5 | ()
’
Vendor DBE Cent. Off. NW SW ;E NE NC Hwy 29 Marquetie Total
Status

§379,213 §60,225 §136,136 £22202 §197,104 &0 80 80 §B03,970
f DBE 50 50 50 511,000 50 S0 &0 ] 811,000
I $99,732 50 50 10,160 §082,043 &0 &0 80 §1,001,935
50 50 $5,950 $51,500 319,300 &0 80 80 877,350
50 30 50 $2,058 50 S0 &0 &0 52,058

| §128,118 £163,863 §290,500 52,375 $230,656 $211,450 80 80 §1,085938 3
< >

Refresh Date: February 28, 2016 1:10:02 PM GMT-D8:0 hd

>
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Report

Description

Prompt and Results Dialog Box Images

Web Report
Contracts-
Work Orders
Authorized

Lists detailed project
information that has been
authorized within a
timeframe.

Prompts - all are required:

e Start date - start date of
the date range

e End date - end date of
the date range

Prompts

Reply to prompts before running the query.

D1. Enter Start Date: 712013 12:00:00 AM
¥ D2 Enter End Date: 6/30/2014 12:00:00 AM

Refresh Values %2

01_ Enter Start Date:

st plesse click the Refresh | [, | (777z013 1220000 AN

fusal

Mdlyyyy homm:ss a

|E"'.e'_.:u_' search pattern here ||.}i|9] .
7) More Information
Select or type the values you want to return to reports for each prompt displayed here
[ Cores
@ A
SAP BUSINESSOBJECTS INFOVIEW SaP BusinessObjects
#; Home Document List | Open + SendTo + Dashboards - Help Preferences  About | Log O
Web Intelligence - Web Report Contracts-Work Orders Authorized . )
¥ Document + View » | 15 | 34 [iom% |- [ ]+ v m = Refresh Data | 7 | 65 | 1)
ETS 1080-12-D0 28 non-hwy Wetland Delination Walworth 2 Biological 07/0372013 53424
’
HC 10582500 11 STH28 Shawno - Green Bay Shawano 2 Design Services 07/03/2013 §132.736
NG 8580-11-30 7 STH 156 Clintonville - Howard, STH 55 - TH 28 Shawano 2 Design Senices 07/032013 5131028
NG 8883-02-00 163 GTHE Mann St to Little Eau Pleine River BR Marathon 2 Locsl Program Management 07/032013 522715
ME 112041110 27 non-hwy Termell's Island Planting Winnebago 2 Biological 07/03r2013 516,794 N
< >
| =| WisDOT Contracts Work Orders Authorized
Refresh Date: July 10, 2014 3:15:55 PM GMT-05: EV
<

>
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Report Description Prompt and Results Dialog Box Images

Web Report Summarizes projects and . =3
Vendor Prime- prime and sub dollar Date: 7/1/2012 12:00:00 AM

Sub Work amounts by firm for M

Summary projects authorized within N

a timeframe.

e Start date - start date of
the date range

e End date - end date of
the date range

Prompts - all are required:

Refresh Values %3

L]

m
v
w
)
o
7
]
i
7

e Refresh [Ll [71172012 12:00-00 AM

Midiyyyy h-mmnss a

Run Query I Cencel |

=
SAP BUSINESSOBJECTS INFOVIEW sap BusinessObjects
&; Home Document List | Open + Send To ~  Dashboards - Help = Preferences About | Log On
Web Intelligence - Web Report Vendor Prime-Sub Work Summary (+5
+ Document » View » | 15 | 44 | @ v El-'1+ r M = Refresh Data | i7p | &5 | ()
Vendor workload as prime and subcontractor detailed between 07/01/2013 and 06/30/2014 )
Vendor Number of Prime Contract Number of Subcontract Total Total Contract
Prime Projects Total Cost Subcontracts Total Cost Projects Cost
83 54,803,755 7 §762,382 a5 55,566,138
3 375,026 3 546,543 ] 424 569
[ $402,500 0 0 & $402,590
3 3347977 0 50 3 5347877
0 50 2 $2,911 2 §2,911
] &0 1 545,359 1 545,369 N
< >
=| Vendor as Prime and Detailed
Refresh Dste: February 26, 2016 1:37:17 PM GMT-08: ¥
< >
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Report Description Prompt and Results Dialog Box Images
Web Roster Detailed list of vendor —
Update firms on the WisDOT SAP BUSINESSOBJECTS INFOVIEW SaP Businessobjert
Roster of E|igib|e & Home Document List | Open - Send To - Dashboards - Help  Preferences | About | Log On
. . Web Intelligence - Web Roster Update -
Englneerlng Consultants. @) Document + View - | #5 | M | © - " ‘El"“ >N > Refresh Data | 57 | 5] | )
Provides DBE status,
addresses, phone numbers Engineering. Inc. DBE Tms*prt Number: 9999 p
’
H . 2100 Morth 3rd Street Suite 104 Phone:  (520)577-3200
and a synopsis of skills. Green Bay, Wi 34301-0000 Fax: (36812773526
6025 Morth LaSalle 5t. Suite 300 Phone: (262) 789-2747
No prompts. Burlington, W1 53105-0000 Fax: (262) 7T89-2750
7711 South Pine Sireet Phone: (414)495-0500
Milwsukes | W1 53217-0000 Fax: (414) 4950578
Transportation planning, design and construction engineering services. Services include: aviation planning and
construction management for highway, urban and rural roadway, structures, railroad, fransit, facility, site planning, N\
bridges, airports, stormwater management and municipal utilities.
£ >
E: WisDOT Roster of Eligible Engineering Consultants
Refresh Date: February 28, 2016 2:28:18 PM GMT-06:C v
< >

Documentation

Document

Type and Description

Firm Email Distribution List

Web Intelligence Report. Lists email addresses for contacts of consultant firms.

Setting Automatic Folder Navigation

Microsoft Word. Provides instructions to have SAP Business Objects automatically open the
CARS folder when the user clicks BO Reports on the CARS menu.
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APPENDIX 8 Sample Invoices in CARS and PDF of Submitted Invoice
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APPENDIX 9 Invoice Sections

Invoice Sections Overview

All invoices have 5 sections in common:

Contract Invoice Information
Sub Consultant Invoices
Summary

Consultant Certification
Upload Documents

There are also sections for each basis of payment in the contract. The type and number of sections depends on how many basis of payment types are in
the contract. For example, if the contract is paid based on a lump sum, the only section on the invoice will be a lump sum section. These cost sections
may include:

Actual Cost
Cost Per Unit
Lump Sum
Specific Rate
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Contract Invoice Information Section -
continued

The Contract Invoice Information section shows key
contract information and the invoice contact
information entered with the instructions in Create
New Invoice on page 69.

1. Key contract information appears at the top of
the page. The contract information is not
editable.

2. The number in the Invoice ID field is the DOT
Invoice ID, which is a unique number CARS
assigns to this invoice. This identifier is one of
three invoice search parameters, along
with State Project ID and Consultant Invoice
Number.

3. Consultant information entered when creating
the invoice appears at the bottom of this
section.

4. Click Edit to update the invoice contact
information.

= Contract Invoice Information

Consultant Name: FEIN/Loc: PO Humber: Invoice ID:
Osage 987654321/0 586

State Project ID: Master Contract ID: Work Order: Status:
0751-32-58 Draft
Project Description: County: Contract Project Manager: Status Date:
county line Clark 0712572014

Final Invoice:
No

Time Period Covered by this Invoice:

Consultant Invoice Number:
T3 MTC 5-14

Start Date: End Date:

0s/01/2014 053172014

Consultant Contact:

Name: Phone: Email:

Felicity Schreiber 508-811-4597 fechreiber@osage. ccm
[ Edit

@ APPENDIX 9 Invoice Sections

233



Sub Consultant Invoices Section

The Sub Consultant Invoices section appears in all
invoices, but its appearances varies based on whether
there are subcontracts associated with the contract.

An empty section appears if there are no subcontracts.

A field and buttons are added when there are
subcontracts.

Summary Section

The Summary section shows the total costs billed on
this invoice, the totals for the available funds for this
contract, paid amount, and remaining available funds.

Consultant Certification Section

1. The Consultant Certification section contains a
statement asserting that the work being billed
is complete and that all billed costs comply with
the contract terms.

2. Click Submit Invoice to send the invoice to the
next step in payment processing.

3. When the invoice is submitted, the submitters
name appears after the certification statement.

Sub Consultant Invoices

Total Sub Invoices Included:

20.00

Sub Consultant Invoices

-Select-

Total Sub Invoices Included:

Create Invoice

I Accept/Include Invoices

30.00

Summary
Total DBE Cost This Invoice:

Total Due This Invoice:
Total Contract Maximum:

Previously Paid:
Remaining Agreement Balance:

Total Non-DBE Cost This Invoice:

0.00
0.00

62400.00
0.00
62400.00

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in compliance with the contract terms.

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in comgliance with the contract

terms.

E Submitted By: Tom Bane
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Sub Consultant Invoices

The Sub Consultant Invoices section contains tools
used to include invoices sent by sub consultants or to

create invoices on the sub consultant firm’s behalf.

Sub Consultant Invoices

Create Invoice Zccept/Include Invoices

1. Select the sub consultant firm.
2. Click Create Invoice to create an invoice for Total Sub Invoices Included: s0.00_|

this sub consultant.

3. Click Accept/Include Invoices to review and
include the invoiced sub consultant costs
with your firm’s invoice, or reject the sub
consultant invoice.

4. CARS shows the total of sub consultant
invoices you have accepted and included with
your firm’s invoice.

Actual Cost Section

The Actual Cost section shows cost details for direct labor, overhead, indirect costs, and fixed fees. Each cost accounting block begins with a description,
and there is an edit button that applies to this block. If there is more than one actual cost entered in the contract, the accounting block will be repeated
for each cost item, and each block will have its own Edit button. Click Edit to enter or review the cost details. The Due This Line Item and Total Actual
Cost Due amounts are the sum of Actual Cost Due and Fixed Fee Due. See Cost Per Unit on page 237 for an example of multiple accounting blocks.

Fixed fees are paid by percentage of work completed. The percentage complete (progress) should be calculated using one of the following formulas:

Total Direct Labor Invoiced + Total Overhead Invoiced

X 100%
Total Estimated Contract Direct Labor + Total Estimated Contract Overhead

OR
Total Direct Labor Invoiced

- - X 100%

Total Estimated Contract Direct Labor
The columnar format groups the information to make it easier to see how the costs are being calculated. Actual costs are totaled at the bottom of each
section.

If the invoice is in “Draft” status, click Edit to add to or change the cost information. If the invoice has been submitted, the View Details button replaces
the Edit button.
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Actual Cost Section - continued

Accounting Block Line Item Descriptions

Line Item Description

Incurred This Total of this type of costs as described

Invoice in the details

Previously Amount previously invoices, not

incurred including fixed fees

Incurred to Total costs incurred for this contract

Date

Contract Total amount available per the

Maximum contract terms, including original costs
and amendments

Subject to Amount of the incurred costs that are

Maximum limited by the contract maximum

Previously Paid

Amount previously paid that is limited
by the contract maximum

Actual Cost Due

Total amount of incurred costs payable
under contract terms. Calculated as
lesser of contract max or incurred to
date, minus previously paid

Fixed Fee Block Line Item Descriptions

Actual Cost

DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Actual Costs

Incurred This Invoice:

Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

& Ed'rt‘k/

20.00
825.00

505.00

18535.00

505.00
825.00

| Actual Cost Due:

80.00

Fixed Fee

Earned to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

0.00
0.00

0.00
0.00

Fixed Fee Due:

Due This Line ltem:

&0.00

Total Actual Cost Due:

80.00

Line Item

Description

Earned to Date

Total fixed fee for original costs and
amendments

Contract Total amount available per the

Maximum contract terms, including original costs
and amendments

Subject to Amount of the fees that are limited by

Maximum the contract maximum

Previously Paid

Amount previously paid for this
contract
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Cost Per Unit Section

Cost per unit accounting blocks are arranged like actual cost blocks.
When the contract has multiple costs per unit, the Cost Per Unit
section has one accounting block per cost. Click Edit to enter or
review the cost details for a cost block.

Specific Rate Section

Specific rate accounting blocks are arranged like actual cost blocks. If
there is more than one specific rate entered in the contract, the
accounting block will be repeated for each cost item, and each block
will have its own Edit button. Click Edit to enter or review the cost
details.

Cost Per Unit

DBE: Mo, OH Rate: Field Office, Function: Traffic Counts .:, Edit

Incurred This Invoice:
Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

Cost Per Unit Due:

0.00
0.00
0.00
3513.00

0.00

0.00

0.00

DBE: No, OH Rate: Home Office, Function: Traffic Analysis Services .:, Edit

Incurred This Invoice:
Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

Cost Per Unit Due:

0.00
0.00
0.00
3700.00

0.00

0.00

0.00

Total Cost Per Unit Due: 0.00
Specific Rate
DBE: No, OH Rate: Field Office, Function: Mapping Services .:, Edit

Incurred This Invoice: 0.00

Previously Incurred: 0.00

Incurred to Date: 0.00

Contract Maximum: T7174.00

Subject to Maximum: 0.00

Previously Paid: 0.00

Specific Rate Due: 0.00

Total Specific Rate Due: 0.00
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Lump Sum Section

Lump Sum
DBE: Mo, OH Rate: Home Office - Defaulted, Function: Construction Technical Expert Wiew Details
Earned to Date: 0.00

Contract Maximum: 40200.00

Subject to Maximum: 0.00

Previously Paid: 0.00

Due This Line Item: 0.00

Total Lump Sum Due: 0.00

Lump sum accounting blocks are arranged like fixed fee blocks. Costs are paid by percentage of work completed. The percentage complete (progress)
should be calculated using one of the following formulas:

Total Direct Labor Invoiced + Total Overhead Invoiced

X 100%
Total Estimated Contract Direct Labor + Total Estimated Contract Overhead

OR

Total Direct Labor Invoiced

- - X 100%
Total Estimated Contract Direct Labor

@ APPENDIX 9 Invoice Sections 238



Approver/Reviewer

WisDOT: Approver/Reviewer Section ——

WisDOT uses this section when reviewing and approving

invoices. When there is a two-stage review, the person with Rejected|

the Invoice Reviewer role marks the invoice as reviewed. l"ei%‘ed Reason:
Then the approver can complete the final review and
approve the invoice. If the invoice is rejected, the rejection
reason must be included. Notification is sent to the
contractor when an invoice is rejected.
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APPENDIX 11 Expenditure Accounting Instructions

Expenditure Accounting Processes
Expenditure Accounting staff members are responsible for two processes in CARS:
e Checking contract documents and contract records to verify information in PeopleSoft when approving new requisitions in PeopleSoft
e Viewing invoices in CARS for approval in PeopleSoft
This chapter describes both of these processes, but includes the basic process of searching for a contract in CARS, which is essential to the process.

Users who have the Expenditure Accounting role are granted limited access to contracts in CARS. They must access contracts through the Financial link
on the Search menu. They also have limited access to invoices, but can access them through the links on the Dashboard page or from the Invoice
command on the Search menu.

Journal Vouchers

Journal voucher (JV) contracts (as described in the Facilities Development Manual (FDM) in chapter 8, section15-2) are paid like invoices for other
projects in CARS, typically as master contracts and work orders. Form DT1511 is required for JV contracts and must be included in the invoice
documentation.

Note: Page 2 of form DT1511 is now optional. Page 1 is still required.

JV projects use a “dummy” project ID in the Transportation Interactive Procurement System (TIPS) against which costs cannot be invoiced. In CARS, the
invoices are paid on the projects listed on the DT1511 in the Cost Distribution by Project ID area.
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View Uploaded Contract Documents

As of July 2016, contract documents will be uploaded into CARS. Paper copies will continue to be stored in Central Files and sent to consultants and
municipalities, but regions and bureaus will no longer retain hard copies. WisDOT users may view contract documents directly in CARS on the View
Contract. Only users with the CARS Administrator role may upload and manage contract documents.

Contract documents stored as PDF files in CARS are named according to a naming convention. The file name contains the following components, in

order:
1. ProjectID
2. Master contract ID
3. “WO” + work order number
4. CARS contract number
5. Authorization date as YYYYMM

6. Document type identifier

Contract documents are divided into four types of content for future security segregation. Document identifiers indicate the content of the PDF and

include the following:

Document Type Content Identifier

Contract Contract pages, including subcontracts and amendments C

DBE DBE forms D

Fee Comp Fee Compensation details F

WisDOT DT25 forms, signature pages, authorization letters w

Amendment Contract Amendment contract pages, including subcontracts CA + amendment number

Amendment DBE Amendment DBE forms DA + amendment number

Amendment Fee Comp Amendment fee Compensation details FA + amendment number

Amendment WisDOT Amendment DT25 forms, signature pages, authorization letters | WA + amendment number

Regular contract file names do not contain master contract and work order number. Master contract file names do not contain work order numbers

Examples:

Contract document (DBE)

10170033-823051017-20050826-D

Contract Amendment 1

10170033-823051017-20050826-FA1

Master Contract

16460701-M10005555-606025555-20030331-C

Work Order

16460701-M10005555-W02-606025555-20030331-W

@ APPENDIX 11 Expenditure Accounting Instructions

243



WisDOT: View Contract

View Work Order = Back to Search Results Create Invoice Import Invoice View Evaluation New Evaluation [& Edit
Uploaded Documents Bl @ Delete || (3 PrintPage | g Favorite  Goto Bottom
2
5. Search for and open the ~ WorkOrder Uploaded Documents
contract or work order One item found. 1
as described in Sea rch File Name WorkOrder No + | Amendment Mo+ | Document Description Created Date
Contracts on page 26. agoueoano-m06959312-\f-.f0202-115119501-20141024-c_guf 202 Contract June 14, 2016 12:35:50 =]
6. Expand the Uploaded One item found. 1
Documents section at
the top of the page » Master Coniract Reports
7. Click the hyperlink for ~ Master Information
the apprOprlate Master Contract 1D: Contract Number : Master Contract Group Info
document. CARS opens M06956312 115119501
the PDF in the same View Contract Document
window. Contract No: 115119501 _
8. The Acrobat toolbar Creatod Datar Tue Jun 14 12:35:50 COT 2016
appears mid_page' Use ‘ @ This file claims compliance with the PDF/A standard and has been opened read-only to prevent modification. Enable Editing |
these controls to ' =
perform the following I
actions:
a. Save
b . MASTER CONTRACT WORK ORDER
. Print BETWEEN THE WISCONSIN DEPARTMENT OF TRANSPORTATION (DEPARTMENT)
c. Zoom AND INC (CONSULTANT) FOR
d. Turn off the MASTER CONTRACT TYPE: LOCAL PROGRAM MANAGEMENT
toolbar MASTER CONTRACT PROJECTID 0695 - 93 - 12
9. Use the scroll bar to ]
. o WORK ORDER NUMBER 202 I
move the view within oy ;
the PDF Project ID 9006-03-00 ! = B N
X ) Oconto Sidewalk and Crossing Improvements
10. Click Back to return to City of Oconto
the CARS View Contract Oconto County
page. DOT FOS OBJECT CODE 5500
This WORK ORDER made and entered into by and between the DEPARTMENT and the = 6]
AL IR . - s - " . " W mow am s . ve & w0 - Backl
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View Invoice Documents in CARS

Use this process to view an invoice in CARS to
approve it in PeopleSoft. When the invoice is
paid in PeopleSoft, the interface triggers
updates the CARS record and the associated
paid invoice PDF. In addition, CARS sends an
email to consultants informing them that the
invoice is paid. Access the Dashboard page by
clicking Home on the main menu.

1. Expand the Invoices section on your
dashboard. CARS lists all invoices that
are approved for payment on
dashboards for Expenditure
Accountants. You will also see
invoices that you have checked out
for payment.

2. Locate the invoice to pay.

a. If needed, sort the invoices to
help to find the one you need.
Click the blue link in the column
heading to sort A to Z, and click it
again to sort Z to A. When you
sort by Status (A-Z), the
approved invoices are listed first.

b. Use the page selection tools to
see more invoices in the list.

3. Click the invoice link in the Project
Id/Master/WO# column for the
appropriate invoice. CARS opens the
invoice.

PATWANE Project, Contract or Master Contract: Search
» Ewaluations
v Invoices b
38 items found, displaying 31 to 38. [First/Prev] 1,2 3, 4 [Nex‘L-'Last]____,ﬂ
Project Type i or e | Contact Hame Prn\wec{:htus Consultant Created Date Invoice Period
Id /Master WO # Manager Invoice#
0687-11-10 BC Environmental, LLC | Annette Mueller | Sharon Approved 73 MTC 5-14 08/05/2014 05/01/2014 to
Bremser 05/31/2014
0687-11-20 BC Paving Mary Greuel Sharon Checked Out 20140570 08/05/2014 05/01/2014 to
Bremser for Payment 0713112014
1330-24-00 D&AR Engineering, Inc. | Dan Shulman Doug Cain Approved 54 08/03/2014 07/01/2014 to
07/23/2014
0687-11-24 Nowata Connie Stuart Approved 241 MTCZ 7- 08/07/2014 07/01/2014 to

38 items found, displaying 34 to 38.  [First/Pre

i1,

2,3, 4 [Next/Lasi]

» Fawvorite Contracts

» User Notes

14

07/31/2014

Note: If you have checked out an invoice for payment, only you can pay this invoice.

Other users can view the invoice, but cannot pay it or send it back to the approver.

If you need access to a checked out invoice, contact the CARS Administrator.
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View Invoice Documents in
CARS - continued

4.

Scroll down to

the Upload Document
s section.

Click the Submitted
Partial Invoice link to
view the PDF for this
invoice.

Contract Paid Summary

Total DBE Cost:
Total Non-DBE Cost :

Prime Contract Maximum :
Sub Contract Maximum :

Amendment Contract Maximum :

Total Contract Maximum :
Previously Paid on Contract :

Remaining Agreement Balance :

Upload Documents

Cne item found. 1

50.00
$102,325.00

$78,000.00
$16,000.00
$8,325.00

$102,325.00
$5,000.00
$97.325.00

Document Description

-

Created Date

Submitted Pari -

June 21, 2016 14:21:05

OCne item found. 1

Consultant Certification

| certify that to the best of my knowladge the work as listed has been completed, represents no duplication of payments, and that all costs are in compliance with the

contract terms.

Submitted By: Sara Reed Submitted Date: 21-Jun-2018 02:21:04 PM
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APPENDIX 12 Determine Contract Status

WisDOT users can determine the approval status of contracts either by searching for Recommendation to Governor for Contract Approval (form DT25)

document information or by opening the contract page to check approval and other dates. DT25 documents are required for contracts over $3000 and
some amendments.
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WisDOT: Determine Status from
DT25

Use this process to

1. Open the Search DT25 page.
= Path: DT25—Search DT25

2. Enter search criteria in the
fields to limit the search
results.

3. Click Search. CARS lists DT25
documents that meet the
criteria. If only one DT25 is
found, CARS opens the
appropriate View CARS DT25
page directly.

Note: Entering no
search criteria
will cause CARS
to list all DT25
records.

4. If there is more than one
search result, click the link to
the View CARS DT25 page in
the Master/Project Id
column. CARS opens the
appropriate View CARS
DT25 page.

RAYFOX

Project, Contract or Master Contract: Search

Search DT25

DT25 Information

@ All O Non-Canceled O Canceled

Project, Contract or Master Contract:

Vendor
Region
—:e;ect—.

Contract Function

|—:elect—

Beginning (Date Received)

Ending [Date Received)

3

Month OF LET
—Select- .

LET Year

LET Number

RAYFOX

Project, Contract or Master Contract:

Search |

== Back To DT25 Search

Master/Project |

q:WDEI—DD—DEI
1000-00-00
2 items found, displaying all tems. 1

== Back To View Contract

(=) Print Page

DT25 Search Results
2 items found, displaying all tems. 1

Contract Function Type Amt# | Vendor
Design Services Dane County

Design Engineering City of Milwaukee

(=) Print Page

DateTo _ | DateTo |, | Date To Origi | Cancel
Sec. Gov. Date.
05/222013 | 05/31/2013 | 06/06/2013

T1ME&2011 THA&2011 | 11292011

Contract Amount

%1,398,858 60

21,625,697.93
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WisDOT: Determine Status from

DT25 - continued

5. Review the dates in
the Approvals section to

determine the status of the

contract.

JCW11

Project, Contract or Master Contract: Search

View CARS DT25

- Details

Contract Number
1400000000

Amendment Number

Master Contract ID:
M30423042

Date Received
1121201

Contract Function Type:
Traffic Engineering Services

Cancel Date:

Al o SR S W S P N NN EEEEEE

~ Approvals

Date To Secretary
Tz201

Date To Governor
1102272011

Date To Originator
021062013

Approved Date
02072013

Date From Secretary
1220201

Date From Governor
12042011

DT25 Needed Comments
Yes

Authorized Date
02072013

&= Back To Search Results

(& Edit (=) Print Page
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WiSD OT: D etermine AUthorized RAYFOX Project, Contract or Master Contract: Search
Date from Contract

DOT users who have authorization View Contract = Back to Search Results (=) Print Page & Favorite  Goto Bottom
to view contracts can verify approval » Contract Reports
and authorization dates. ~ Contract Information
1. Search for and open the Project ID: Contract Number: View DT25
. U 1000-00-55 417110087

approprlate contract. - Contract Type: Purchase Order Number: Associated Projects

the SearCh menu (See Reguiar 3epazzs Nothing found to display.

page 21) or the search field POPOP OO OO POPVIV PP O PP 0400000002

(see page 25) or a Favorites
link on your dashboard (see
page 48) to open the View

» Cost Benefit Analysis(CBA)

~ Contract Details

Phase: Cost Per Hour:

Contract page. 0 55403

2. Review the apprOVaI and Labor Hours: Calculated Fixed Fee Percentage:
. . . 2280.0 0.00

authorization dates in _ -
Direct Labor Cost: Date Submitted:

the Contract Details section $145.778.34 0812412011

H Overhead Cost: Date Approved:

to determine the status of gl P

the Contract. Fixed Fee: Date Authorized:
50.00 09142011
Direct Expenses: Original Completion Date:
521534 02/28/2013
Additional Costs: Current Completion Date:
50.00 04/30/2014
Orig. Prime Vendor Cost: Consultant Contact:
5145993.68 Smith Adam
Orig. Subcontract Cost: Consultant Phone:
$0.00 555) 555-5555
Orig. Contract Cost: Project Manager:
5145993.68 Lane JC

Total Amendment Cost:
50.00

Current Total Cost:
5145993.68

If Authorized Cost:
50.00

If Not Authorized Cost:
$0.00

LSS ASASASASAASAASASASASASAAS A AL A S AL ASASASAS S S S
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APPENDIX 13 Import XML Invoice

Consultants: Import an Invoice

CARS allows you to import invoice information using an Extensible Markup Language (XML) document. XML invoice imports replicate the process of
entering invoices manually, but data entry is automated. Complete XML documents used to import data into CARS may be generated, for example,
from your firm’s financial software using a custom routine. You can also export invoice data to Microsoft Excel® or Access®, adjust the data as needed,
and then generate the XML invoice using Visual Basic for Applications (VBA) or another programming language to generate a complete CARS XML
invoice. Partial invoice data can be generated automatically and then blocks of elements can be copied and pasted into an existing XML document.
See Appendix 14 on page 273 for detailed guidance on generating XML blocks from Excel; see Consultants: Import Actual Cost or Specific Rate Invoice
with Empty Cost Blocks on page 266 for details about how to structure an invoice when there are no costs of a particular type on the invoice.

The XML document creation process will vary for every consultant. Currently, the invoice data must be imported for each contract separately; there is
no batch process. XML invoices may be uploaded for both prime consultants and subcontractors.

Note: XML imports may currently be used for DT1510 Consultant Contract Invoices only. Do not use for DT1511 Journal Vouchers.
Many resources for XML information are available on the CARS page (http://www.dot.wisconsin.gov/business/engrserv/cars.htm).

XML Invoice Structure

XML documents must strictly adhere to the requirements as defined in a schema. The CARS schema specifies the content, structure, and some format
requirements for XML documents used to import invoices, which ensures that the data is imported correctly into CARS. A graphic representation of
the CARS schema is show is shown in Figure 3 on page 254. The schema itself is available on the CARS page
(http://www.dot.wisconsin.gov/business/engrserv/cars.htm).

Documents meeting the CARS schema requirements are valid. If an XML invoice document is not valid, CARS will either import only part of the invoice
data or fail to create the invoice. Invoices that partially or fully fail to import generate error messages. The CARS schema allows elements only;
comments cannot be included in the invoice.

Line spaces (returns) are not considered in XML document processing. However, they are useful to organize code blocks and improve readability.

The XML document consists of the XML declaration in the first line of code and the content elements. As for most markup languages, each element is
delimited by start and end tags that identify it as a specific entry. Some elements contain other elements. Elements that contain other elements

are parent elements, and the elements they contain are child elements. Tags where data is not provided and not required must be present in the
document, but they can contain no data; these are called empty elements. The table beginning on page 255 lists the CARS schema elements and some
basic details about each element.
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Consultants: Import an Invoice - continued

CARS XML invoices always consist of a header block, an invoice information block, and the invoice details. Each invoice contains one header block, one
information block, and one invoice details block. The header and information blocks contain the same types of elements for each invoice, but the
invoice details vary because this block contains the cost line items. The cost line items in an invoice are determined by the cost basis in the contract
terms. XML invoices often have only one cost line item block, but it is possible to have more than one. Cost line item blocks can be as simple as a lump
sum block, which has seven elements in a single block, or as complex as an actual cost block, which has 39 lines in four blocks with sub-blocks that can
repeat. For line items that have sub-blocks, the invoice must contain each sub-block in order to be valid. Figure 4 on page 264 describes the code
blocks in an XML invoice.

A sample valid XML lump sum invoice based on the CARS schema and showing examples of the elements is shown in Figure 5 on page 265.

Four-Part Line Item Keys

Four critical values for each cost line item in the XML invoice must exactly match values in the contract, including capitalization and spaces.
(Exception: DBEKey elements are flags, and flags are not case sensitive.) These values are found in the Cost Information section of each contract and
comprise the four-part key combination used to identify the line item uniquely. The four values and the corresponding XML tags are shown in the
image below.

v Cost Information
One itsm found. 1 ) 3 Add Cost Information
<DBEKey > <functionKey > zoverheadRateTypekey> <paymentTypekey>

OBE Functiocn Owerhead Rate Type Basis of Payment Owerhead Cost Direct Expense Fixed Fee Additional Cost Hours Direct Labor Cost

Yes Traffic Analysis Services Home Office Lump Sum 20.00 20.00 50.00 50.00 0.0 30.00 =
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Special Characters in XML

Some characters that are used in XML code require special notation if you need to use them in your data. If you must use special characters such as
ampersands (&), the less-than sign (<) or the greater-than sign (>), use numeric character references or one of the predefined entities.

Note: An apostrophe (') and quotation marks may be used in most fields without special notation in CARS XML files.

Character XML Predefined Entity Unicode Numeric Unicode Decimal
(the semicolon is required) Reference Reference
ampersand (&) &amp; \u0026 &#038
less-than sign (<) &lt; \u003C &#060
greater-than sign (>) &gt; \uOO03E &#062
apostrophe () &apos; \u0027 &#039
guotation marks (“”) &quot; \u0022 &#034

Note: Text data exported from financial systems into CDATA sections do not require special notation as long as the CDATA remains
intact in the XML.

Partial Invoice Imported as XML

It is possible to import part of an invoice as XML. You can use an “empty” invoice as a basis, copy in details from an XML or Excel export, import the
invoice, and manually complete it in CARS. See Consultants: Import Incomplete Invoice on page 266 for more information, and see Appendix 14: Using
Spreadsheet Data to Create CARS XML Invoices on page 273 for details.

Note: Code samples shown in this appendix are displayed in Notepad++, a free XML editor available from http://notepad-plus-plus.org/
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El--lj‘ invoice

ey
B

SR

=

Ell_f okResponse

header

----- j federalEmployesldentification

=] FEINLoc

----- j currentDate

j vendorCompanyMame
j vendorAddress1

j vendorAddress2

j wendorCity

- j vendorState

=] vendorZip

=] vendarZipExtn

] vendorContactMame
] vendaorContactPhone
=] vendaorContactEmail
j primevendorCompanyMame
=] primeVendarCity

] primeVendorstate

=] primeVendorZip
invoiceInformation

=] vendorInvoiceNumber
j projectDescription

j projectCounty

j subContractInveiceFlag
j timePeriodCoveredFrom
j timePeriodCoveredTo
j finallnvoiceFlag

j zerolnvoiceFlag

j stateProjectld

j masterContract

j workOrderNumber
invoiceDetails

¥ actualCostlineltem

— Ell_‘ﬁ invoiceDetails

j totallnvoiceAmount

2] paymentTypekey

(=] DBEKey

j overheadRateTypekey

j functionkey

j firstinvoiceForProject

j previousKeyAmount

j previousKeyFixedFee Amount
-] totallineltemkey

1_"5 directLaborActualCostTotal

j totalDirectLaborInvoiced
E-lg7 directlaborActualCostDetails
j employeeFirstiame
j employeeLasthame
j employeetumber

j employeeClassification
j hoursType

j hours

j activity

j laborCalendarMonth
j laborCalendarear

j indirectCostRateType
j laborCostAmount

EIL_‘F indirectCostActualCostTotal

i j totalIndirectCostInvoiced
EILQ‘;' indirectCostActualCostDetails
j subjectTolndirectCostRate
j indirectCostDescription
j indirectCostCalendarMonth
j indirectCostCalendarYear
j indirectCostRateType
[—:IL_‘F directCostActualCostTotal

j totalDirectCostIinvoiced
[l directCostActualCostDetails
_T wisdotCostCategory
_T directCostDescription
_T paidToType

_T payeehame

_T units

_T unitRate

_T unitDescription

_T directCostCalendarMonth
_T directCostCalendarYear
_T indirectCostRateType
_T directCostAmount
EIL_‘F actualCostFixedFes

: _T totalFixedFeelnvoiced

—--Lﬂ? actualCostlineltem
- lumpSumLineltem

----- j paymentTypekey

..... =] DBEKey

----- =] overheadRateTypekey

----- = functionkey

----- = firstinveiceForProject

----- j previousKeyLumpSumAmaunt

----- j currentLumpSumPercentComplete

El-igf costPerUnitlineltem

j paymentTypekey

----- =] averheadrateTypekey

----- =] functionkey

----- j firstInvoiceForProject

----- j previouskeyCostPerUnitAmount
----- j totalCostPerUnitinvoiced

El-igr spedfictatelineltem

----- j paymentTypekey

----- =] averheadrateTypekey

= functionkey

----- j firstInvoiceForProject

----- j previousKeySpedficRateAmount
----- j totalSpecificRateInvoiced
[—]1_‘5 directLabarSpecificRateTotal

E-lg# directiaborSpedficRateDetails
----- j employeeFirstMame
----- j employeelastMame
----- j employeehumber
----- j employeeClassification
----- j hoursType
----- j hours
----- j activity
----- j laborCalendarMonth
----- j laborCalendaryear
----- j laborCostamount
I'_—'Il_‘f directCostSpecificRateTotal
: j totalDirectCostInvaiced
y directCostSpedficRateDetails
----- j wisdotCostCategory
----- j directCostDescription
----- j paidToType
----- j payeeName

----- j unitDescription

----- j directCostCalendarMonth
----- j directCostCalendaryear
----- j directCostAmount

j totalDirectLaborSpedficRateInvoiced

Fiqure 3 - Graphic Representation of the CARS Schema
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CARS XML Element Descriptions

XML Element Name Required Format Requirements Notes
header Header block is required for all XML invoices
federalEmployeeldentification Yes, always 9 digits Firm’s FEIN (Federal Employer ID Number)
Critical for matching consultant to project
FEINLoc Yes, always 1 digit, usually 0 Location code; used when a consultant has more
than one location.
currentDate Yes, always YYYYMMDD
vendorCompanyName 50 character limit
vendorAddress1 Information only: for consultant records
vendorAddress2 Information only: for consultant records
vendorCity Information only: for consultant records
vendorState Information only: for consultant records
vendorZip Information only: for consultant records
vendorZipExtn Information only: for consultant records
vendorContactName Yes, always 60 character limit
vendorContactPhone Yes, always 999-999-9999
vendorContactEmail Yes, always 100 character limit
primeVendorCompanyName Information only: for consultant records
primeVendorCity Information only: for consultant records
primeVendorState Information only: for consultant records
primeVendorZip Information only: for consultant records
End header
invoicelnformation Invoice Information block is required for all XML
invoices
vendorinvoiceNumber Yes, always 20 character limit
projectDescription Information only: for consultant records
projectCounty Information only: for consultant records
subContractinvoiceFlag 1 character Must be “Y” for subcontract invoices. May be “N”
or empty for primes. Not case sensitive.
timePeriodCoveredFrom Yes, always YYYYMMDD
timePeriodCoveredTo Yes, always YYYYMMDD
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XML Element Name

Required

Format Requirements

Notes

finallnvoiceFlag Yes, always Y/N Not case sensitive.
zerolnvoiceFlag Yes, always Y/N Not case sensitive.
stateProjectID Yes, always 9999-99-99 hyphens are required
masterContract Only for work M99999999 “M” is required, and use no hyphens
orders Required for work order invoices
Must be empty for regular contracts
workOrderNumber Only for work Required for work order invoices
orders Must be empty for regular contracts
END invoicelnformation
invoiceDetails Contains the totallnvoiceAmount element plus
one or more line item blocks. Invoice Details
block is required for all XML invoices
totallnvoiceAmount
actualCostLineltem Actual Cost line item block (includes all aqua-
shaded items)
paymentTypeKey Yes, for actual "Actual Cost" Component of 4-part key
cost invoice
DBEKey Yes, for actual Y/N Component of 4-part key, must exactly match
cost invoice contract cost information. Not case sensitive.
overheadRateTypeKey Yes, for actual Component of 4-part key, must exactly match
cost invoice contract cost information. Case-sensitive.
functionKey Yes, for actual Component of 4-part key, must exactly match
cost invoice contract cost information.Case-sensitive.
firstinvoiceForProject Yes, for actual Y/N “Y” when the invoice is the first one for the
cost invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKkeyAmount

up to 2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS
(on paper).

previousKeyFixedFeeAmount

up to 2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS
(on paper).
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XML Element Name

Required

Format Requirements

Notes

totalLineltemKey

up to 2 decimal places only

Information only. Total for actual cost items on
this invoice. CARS calculates this total using all
actual cost amounts.

directLaborActualCostTotal

totalDirectLaborlnvoiced

up to 2 decimal places only

Information only. CARS calculates this total using
actual cost direct labor amounts.

directLaborActualCostDetails

employeeFirstName

Yes, for actual
cost invoice

Minimum of one character

employeelastName

Yes, for actual
cost invoice

Minimum of one character

employeeNumber

employeeClassification

Yes, for actual

cost invoice
hoursType Yes, for actual Typically “Hours Worked”
cost invoice The option “Premium Pay” is permitted on a
contract-by-contract basis, and only rarely. Not
case-sensitive.
hours Yes, for actual up to 2 decimal places only
cost invoice
activity Yes, for actual 1 to 4 digit activity code as defined in CARS
cost invoice and FDM 8-10 attachment 1.3. See the CARS page

for complete Code and type lists.

cost invoice

laborCalendarMonth Yes, for actual MM Combined with year and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the laborCostAmount value.
laborCalendarYear Yes, for actual YYYY Combined with month and indirectCostRateType,

this value determines the overhead rate applied
to the laborCostAmount value.

indirectCostRateType

Yes, for actual
cost invoice

Combined with month and year, this value
determines the overhead rate applied to the
laborCostAmount value. See the CARS page for
complete Code and type lists. Not case-sensitive.
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XML Element Name Required Format Requirements Notes
laborCostAmount Yes, for actual up to 2 decimal places only
cost invoice

END laborCostDetails
END directLaborActualCostTotal

indirectCostActualCostTotal Use this block only when your firm is allowed to
apply overhead to actual costs. This situation is
rare.
totalndirectCostlnvoiced up to 2 decimal places only | Information only. CARS calculates this total using

actual cost indirect cost amounts.

indirectCostActualCostDetails

subjectTolndirectCostsRate Yes, for actual up to 2 decimal places only
cost invoice
indirectCostDescription Yes, for actual
cost invoice
indirectCostCalendarMonth Yes, for actual MM Combined with year and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the subjectTolndirectCostsRate value.
indirectCostCalendarYear Yes, for actual YYYY Combined with month and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the subjectTolndirectCostsRate value.
indirectCostRateType Yes, for actual Combined with month and year, this value
cost invoice determines the overhead rate applied to the

subjectTolndirectCostsRate value. See the CARS
page for complete Code and type lists. Not case-
sensitive.

END indirectCostDetails
END indirectCostTotal

directCostActualCostTotal
totalDirectCostInvoiced up to 2 decimal places only | Information only. CARS calculates this total using
actual cost direct cost amounts.

directCostActualCostDetails
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XML Element Name

Required

Format Requirements

Notes

wisdotCostCategory

Yes, for actual
cost invoice

Cost category as defined in CARS. See the CARS
page for complete Code and type lists. Not case-
sensitive.

directCostDescription

Yes, for actual

cost invoice
paidToType Yes, for actual “Internal Allocation” or Not case-sensitive.
cost invoice “Payment”
payeeName Yes, for actual
cost invoice
units Yes, for actual
cost invoice
unitRate up to 4 decimal places only | required when units is not empty

unitDescription

20 character limit

required when units is not empty

cost invoice

directCostCalendarMonth Yes, for actual MM Combined with year and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the directCostAmount value. See the CARS
page for complete Code and type lists.
directCostCalendarYear Yes, for actual YYYY Combined with month and indirectCostRateType,

this value determines the overhead rate applied
to the directCostAmount value. See the CARS
page for complete Code and type lists.

indirectCostRateType

Enter an indirect rate type only when your firm is
allowed to apply overhead to direct costs. This
situation is rare.

Combined with month and year, this value
determines the overhead rate applied to the
directCostAmount. See the CARS page for
complete Code and type lists. Not case-sensitive.

directCostAmount

Yes, for actual
cost invoice

up to 2 decimal places only

END directCostActualCostDetails

END directCostActualCostTotal
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XML Element Name

Required

Format Requirements

Notes

actualCostFixedFee

totalFixedFeelnvoiced

2 decimal places only

Information only. CARS calculates this total using
the fixed fee percent.

fixedFeePercent

Yes, for actual
cost invoice

up to 4 decimal places

END acutalCostFixed Fee

END actualCostLineltem

costPerUnitLineltem

Cost Per Unit line item block (includes all yellow-
shaded items)

paymentTypeKey Yes, for cost per "Cost Per Unit" Component of 4-part key
unit invoice

DBEKey Yes, for cost per Component of 4-part key, must exactly match
unit invoice contract cost information

overheadRateTypeKey Yes, for cost per Component of 4-part key, must exactly match
unit invoice contract cost information

functionKey Yes, for cost per Component of 4-part key, must exactly match
unit invoice contract cost information

firstinvoiceForProject Yes, for cost per Y/N “Y” when the invoice is the first one for the
unit invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeyCostPerUnitAmount

2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS.

totalCostPerUnitInvoiced

Yes, for cost per
unit invoice

2 decimal places only

END costPerUnitLineltem

lumpSumLineltem

Lump Sum line item block (includes all blue-
shaded items)

paymentTypeKey Yes, for lump "Lump Sum" Component of 4-part key
sum invoice

DBEKey Yes, for lump Component of 4-part key, must exactly match
sum invoice contract cost information
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XML Element Name

Required

Format Requirements

Notes

overheadRateTypeKey

Yes, for lump

Component of 4-part key, must exactly match

sum invoice contract cost information
functionKey Yes, for lump Component of 4-part key, must exactly match
sum invoice contract cost information
firstinvoiceForProject Yes, for lump Y/N “Y” when the invoice is the first one for the
sum invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeyLumpSumAmount

2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS.

currentLumpSumPercentComplete

Yes, for lump
sum invoice

up to 6 decimal places only

Cumulative percent complete of the contract
work. See pages 84 and 236 for more information
about fixed fees.

END lumpSumLineltem

specificRateLineltem

Specific Rate line item block (includes all green-
shaded items)

paymentTypeKey Yes, for specific "Specific Rate" Component of 4-part key
rate invoice

DBEKey Yes, for specific Component of 4-part key, must exactly match
rate invoice contract cost information

overheadRateTypeKey Yes, for specific Component of 4-part key, must exactly match
rate invoice contract cost information

functionKey Yes, for specific Component of 4-part key, must exactly match
rate invoice contract cost information

firstinvoiceForProject Yes, for specific Y/N “Y” when the invoice is the first one for the
rate invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeySpecificRateAmount

up to 2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS.

totalSpecificRatelnvoiced

directLaborSpecificRateTotal
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XML Element Name

Required

Format Requirements

Notes

totalDirectLaborSpecialRatelnvoiced

Information only. CARS calculates this total using
specific rate direct labor amounts.

directLaborSpecificRateDetails

employeeFirstName

Yes, for specific
rate invoice

Minimum of one character

employeelastName

Yes, for specific
rate invoice

Minimum of one character

employeeNumber

employeeClassification

Yes, for specific

rate invoice
hoursType Yes, for specific Typically “Hours Worked”
rate invoice The option “Premium Pay” is permitted on a
contract-by-contract basis, and only rarely. Not
case-sensitive.
hours Yes, for specific
rate invoice
activity Yes, for specific 1 to 4 digit activity code as defined in CARS
rate invoice and FDM 8-10 attachment 1.3. See the CARS page

for complete Code and type lists.

laborCalendarMonth Yes, for specific MM
rate invoice

laborCalendarYear Yes, for specific YYYY
rate invoice

laborCostAmount Yes, for specific up to 2 decimal places only
rate invoice

END directLaborSpecificRateDetails

END directLaborSpecificRateTotal

directCostSpecificRateTotal

totalDirectCostlInvoiced

up to 2 decimal places only

Information only. CARS calculates this total using
specific rate direct cost amounts.

directCostSpecificRateDetails
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XML Element Name

Required

Format Requirements

Notes

wisdotCostCategory

Yes, for specific
rate invoice

Cost category as defined in CARS. See the CARS
page for complete Code and type lists. Not case-
sensitive.

directCostDescription

Yes, for specific

rate invoice
paidToType Yes, for specific “Internal Allocation” or Not case-sensitive.
rate invoice “Payment”
payeeName Yes, for specific
rate invoice
units Yes, for specific
rate invoice
unitRate up to 2 decimal places only | required when units is not empty

unitDescription

20 character limit

required when units is not empty

directCostCalendarMonth Yes, for specific MM
rate invoice

directCostCalendarYear Yes, for specific YYYY
rate invoice

directCostAmount Yes, for specific up to 2 decimal places only
rate invoice

END directCostSpecificRateDetails

END directCostSpecificRateTotal

END specificRateLineltem

END invoiceDetails

@ APPENDIX 13 Import XML Invoice

263


http://wisconsindot.gov/rdwy/fdm/fd-08-10-001att.pdf#fd8-10a1.3
http://wisconsindot.gov/rdwy/fdm/fd-08-10-001att.pdf#fd8-10a1.3

CARS XML Invoice Code Blocks

Header

Invoice information

Invoice Details

Actual Cost Line Item
=4-part key

Direct Labor Total
[ Direct Labor Detalls |

Indirect Cost Total
[ Indirect Cost Details |

Direct Cost Total
[ Direct Cost Detalls |

Fixed Fee

Lump Sum Line Rem
~4-part key

Cost Per Unit Line Item
~4-part key

Specific Rate Line ltem
=4-part key

Direct Labor Total
[ Girect Labor Detalls |

Diract Cost Total
[ Direct Cost Detalls |

XML Invoice
Always conlaing
Header

Imvoice Information
Imvnoice Details

Invoice Details

Always conlaing
one of mora line items

Actual Cost and Specific Rate
line items must contain all
sub-blocks, but details blocks
may be amitted

Can have multiple details blocks
withim gach “wotal” block

Figure 4 - Code Blocks in XML Invoices
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Sample Valid XML Invoice
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Consultants: Import Actual Cost or Specific Rate Invoice with Empty Cost Blocks

There will be times when you won’t have costs of a given type to report for a time period or for a contract. For example, not all actual cost or specific

rate contracts have direct costs every month. The XML invoice still must contain each major cost type element and any top-level elements. The details
blocks may be omitted as shown below.

Note: Using empty blocks does not apply to lump sum and cost per unit invoices because these invoice types do not contain details
blocks.

Actual Cost Direct Labor
<directLaborfActualCostTotal>

<totalDirectLaborInvoiced»<,/totalDirectLaborInvoiced>
</directLaborictualCostTotal>

Actual Cost Indirect Cost

<indirectCostRctualCostTotals

<totalIndirectCostInvoiced></totalIndirectCostInvoiced>
</indirectCosthActualCostTotal>

Actual Cost Direct Costs
<directCostActualCostTotal>

<totalDirectCostInvoiced»</totalDirectCostInvoiced:>
</directCosthctualCoscTotal>

Specific Rate Direct Labor

<directLaborSpecificRateTotal>

<totalDirectlaborSpecificRatelnvoiceds</totallirectlaborSpecificRatelnvoiced:>
</directLaborSpecificRateTotal>

Specific Rate Direct Cost

<directCostSpecificRaceTotal>

<totalDirectCostInvoiced»</totalDirectCostInvoiced>
</directCostSpecificRateTotal>
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Consultants: Common Invoice Import Errors

See Search for Invoices on page 38 and Delete
Invoices on page 96 for instructions for these
processes.

When there is an error in a cost block, CARS still
imports the errors that do not contain errors.

Draft status already exists

1. A draft status invoice already exists. Search for
the invoice and either delete it or edit it
manually. Only one invoice in draft status is
allowed per contract. Alternatively, you may
simply need to submit the existing invoice.

Not found a record with 4 part key

2. No match for the four-part key line item.
Click Show Invoice to open the invoice and
manually edit it to match all four key cost field
values to match the values in the contract. You
can also delete the invoice, edit the XML, and
import again. See Four-Part Line Item Keys on
page 252 for more information.

No Contract exists

3. Project, master contract or work order
number mismatch for the vendor FEIN. Verify
that the data for the following tags match the
contract information:

= <stateProjectld>
= <masterContract>
= <workOrderNumber>

View Errors (=4 Print Page = Back to View Contract

* Upload Error List

— Draft status already exists for Consultant Inveice MNumber 1

Import Error 1
View Errors (=) Print Page = Back to View Contract
* Upload Error List
Consultant Invoice Number : 1 Show Invoice |

— Mot found a record with 4 part key combination in the ContractCost table for LumpSum Line kems.

Import Error 2

View Errors &4 Print Page = Back to View Contract

~ Upload Error List

— No Contract exists for Vendor 5731

Import Error 3
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Consultants: Common Invoice Import
Errors - continued

Indirect Cost Rate Type not found
4. The indirect cost rate type may be:

= Not entered correctly in the XML
code. Check the code and correct

= Not valid for this contract. Check
the cost rate types that are valid for
this contract. Contact the CARS
Administrator if the rate type is
needed.

=  Expired. Contact the CARS
Administrator if the rate type is
needed.

Data Needed

5. CARS checks direct labor, indirect cost,
and direct cost blocks in actual cost and
specific rate XML invoices for
completeness. If information is missing
for one or more required elements,
CARS creates a list of missing data.

View Errors (= Print Page = Back to View Workorder

v Upload Error List

Consultant Invoice Number : 04 Show Invoice

— Indirect Cost Rate Type value not found in XML for Indirect Actual Cost.

Import Error 4

~ Upload Error List

Consultant Invoice Humber :PSpecRate-U1 Show Invoice

— WisDOT CostCategory |, Cost Description | Paid Type |, Month | ear |, Direct Cost needed. Please fill the Direct Cost (incomplete block) - Specific Rate Cost Line kem.

- Upload Error List

Consultant Invoice Number :PActCost-Ud Show Invoice

— Classification needed. Please fill the Direct Labor (incomplete block) - Actual Cost Line fem.

~ Upload Error List

Consultant Invoice Number :-{| Show Invoice

— Activity needed. Please fill the Direct Laber (incemplete block) - Actual Cost Line tem.

~ Upload Error List

Consultant Invoice Number :-Iv Show Invoice

— Subject InDirect Cost Rate needed. Please fill the InDirect Cost (incomplete block) - Actual Cost Line tem.

~ Upload Error List

Consultant Invoice Number :-) Show Invoice

— PayeeName needed. Please fill the Direct Cost (incomplete block) - Actual Cost Line tem.

Import Error 5
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Consultants: Common Invoice Import
Errors - continued

Date Errors

6.

CARS checks the month and year
values entered in direct labor, indirect
cost, and direct cost blocks in actual
cost and specific rate XML invoices. If
a date is not entered correctly, CARS
lists the error.

Rate Type Mismatch Errors

7.

CARS checks the indirect cost rate
types for cost line details entered in
direct labor, indirect cost, and direct
cost blocks in actual cost and specific
rate XML invoices. If the rate type
does not match a valid type in CARS,
CARS lists the error. This check
validates the rate type name and
reports values that are not valid for
CARS as a whole.

Rate Type Not Allowed

8.

CARS checks the direct and indirect
cost rate types for cost line details
entered in direct labor, indirect cost,
and direct cost blocks in actual cost
and specific rate XML invoices. If the
rate type is not permitted for the
consultant firm, CARS lists the error.

* Upload Error List

Consultant Invoice Humber :-/ Show Invoice

— Invalid Calendar Month for Direct Labor Actual Cost Line kem |, Month as 5

= Upload Error List
Consultant Invoice Humber :-) Show Inwvoice

— Inwvalid Calendar Year for Direct Labor Actual Cost Line tem |, Year as 215

Import Error 6

= Upload Error List

Consultant Invoice Number :-{0 Show Invoice

— Indirect Cost Rate Type value in XML is not matching in Look up table for Direct Labor Actual Cost for Employee Last Name as User with Indirect Cost
Rate Type as Home Ofc

Import Error 7

~ Upload Error List

Consultant Invoice Number :661921-2-6 Show Invoice

— Indirect Cost Rate Type for Direct Labor Actual Cost is not found in Indirect Cost Rate Type table for Employee Last Name as SANDERS with Indirect Cost Rate Type as Company Wide
— Indirect Cost Rate Type for InDirect Actual Cost is not found in Indirect Cost Rate Type table, Dezcription as redwith Indirect Cost Rate Type as Company Wide
— Direct Cost Category Type ID iz not found in Direct Cost Type table for Actual Cost, Cost Category as Meals

~ Upload Error List

Consultant Invoice Number :PSpecRate-U1 Show Invoice

— Direct Cost Rate Type ID iz not found in Direct Cost Type table for Specific Rate Cost Line kem , WisDOT Cost Category as Meals

Import Error 8
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Consultants: Common Invoice Code
Errors

Errors that are due to XML code
mistakes specify the location of the error
by line number. Some XML editors,
including Notepad++, show the code
with line numbers.

Not facet-valid

1. Date formatincorrect or date is
invalid. Delete the draft invoice
and correct the XML date format
so that the pattern is
“YYYYMMDD.”

Note: In this case, the first error
causes the second error because
the time period start and end
dates are required values.

No child element is expected

2. An end tag is missing for a block.
Check the XML code and insert
the appropriate tag.

View Errors

~ Upload Error List

— cvc-pattern-valid: Value 201 40632 is not facet-valid with respect to pattern ({1920 Pdd J(O[1-901 [0 213 (0[1-S01 [0-SN2[0-9)3[01])F for type DateFormatTe™™™'mmdd".; Line Number ; 25

(&) Print Page = Back to View Contract

— cwc-type.3.1.3: The value 20140632 of element timePericdCoveredTo is not valid.: Line Number : 25

<invoiceInformation>
<vendorInvoiceNumberrblank</vendorInvoiceNumbers>
<projectDescription»blank</projectDescription>

[

<projectCounty>Dane</projectCounty>

<subContractInvoiceFlag>N</subContractInvoiceFlag>
<timePeriocdCoveredFrom>-06012014</timePeriodCoveredFroms>
<timePeriodCoveredTo>20140630</timePeriodCoveredTo>
<finalInvoiceFlag>N</finalInvoiceFlag>

[T I SR I C R R U ¥
1 m

XML Code Error 1

~ Upload Error List

— cwo-complex-type.2.4.d: Invalid content was found starting with element ‘invoiceDetails”. Mo child element is expected at this point.: Line Number : 32

— unexpected element (uri™, local invoiceDetails”). Expected elements are <{yworkOrderNumber= <{(subContractinvoiceFlag= <{tmePeriodCoveredTo= <(}finalnvoiceFlag= <(masterContract= <(}stateProjectid=, <{

projectCounty> <{}projectDescription= <{jvendorinvoiceNumber= ={jtimePeriodCoveredFrom= <{}zerolnvoiceFlag=: Line Number : 32
— The element type “invoiceinformation” must be terminated by the matching end-tag "</invoicelnformation=".: Line Number : 44

PG L D0 L LA LO L0 Ld L L PRd R3 R R ORI R ORI ORI R R

=T}

M L3 R3S

O oW o -1 Mot

T

o owm Mmoot

L b

<invoiceInformationZ>
<vendor1nvoiceNaﬂber>Osage—02<fvendorInvoiceNuHher>
<projectDescription>Design Services</projectDescription>
<projectCounty>Marathon</projectCounty>
<subContractInvoiceFlag/>
<timePeriocdCoveredFrom>20140601</timePeriodCoveredFrom>
<timePeriodCoveredTo»20140630</timePeriodCoveredTo>
<finalInvoiceFlag»N</finallnvoiceFlag>
<zeroInvoiceFlag»¥</zeroInvoiceFlag>
<stateProjectId>0687-22-55</=stateProjectId>
<masterContract>»</masterContract>
<workCrderNumber></workCOrderNumber>
</ivoicelnformation™ is missing
<invoiceDetails:>

<totalInvoicelmount»>238193.20</totalInvoicelAmounts
<lumpSumlineItem>

<paymentTypeHey>Llump Sum</pavmentIvpeKey>

<DBEKey>N</DBEXey>

<overheadRateTypeKey>Home Office</overheadRateTypeKevy>

<function¥ey>Design Services</functionEey>

<firztInvoiceForProject»¥</firstInvoiceForProject>

<previousKeyLunpSumimount>0</previousKeyLunpSumAmount>

<currentLumpSumPercentConplete>35</currentlunpSunPercentConplete>

</lumpSumLineItem>
</invoiceDetails>

XML Code Error 2
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Consultants: Common Invoice Code
Errors
Invalid content was found

3. Astart tagis missing. Check the
XML code and insert the
appropriate tag.

View Errors (=) Print Page = Back to View Contract

~ Upload Error List

— cwe-complex-type.2.4.a: Invalid content was found starting with element totalnvoiceAmount’. One of {invoiceDetails} is expected.: Line Number : 33
— unexpected element (uri™, local: "totallnveiceAmount”™). Expected elements are <{}header> <{JinvoiceDetails= <{}invoicelnformation=: Line Number : 33
— unexpected element (uri™, local:"lumpSumLinetem”). Expected elements are <{}header- <{JinvoiceDetais> <{invoicelnformation=: Line Number : 34
— The element type "ockResponse” must be terminated by the matching end-tag "</okResponse=".: Line Number : 43

19 [l] <invoiceInformation:>

(¥

<vendorInvoiceNunber>0Osage-02</vendorInvoiceNunber:>

[N
e

<projectDescription>Design Servieces</projectDescription>
<projectCounty>Marathon</projectCounty>
<subContractInvoiceFlag/>
<timePericdCoveredFrom>20140601</timePericdCoveredFroms
<timePeriodCoveredTo>20140630</timePeriodCoveredTo>
<finallnvoiceFlag>»N</finalInvoiceFlag>

R3OR3 R B3PI
[ T T U X

<zeroInvoiceFlag>»Y</zeroInvoiceFlag>
<stateProjectId>0687-22-55</stateProjectIld>
<masterContract></masterContracts>
<workOrderNumber></workOrderNumber>

r </invoiceInformation:>

(T
IS ]

w

w
[

<invoiceDetails> is missing
<totallnvoicelmount>238193,20</totallnvoicekmount>
= <lumpSumlineItems>
<paymentTypeKey>Lomp Sum</paymentTypeKey>
<DBEKev>N</DBEKey>
<overheadRateTypeEey>Home Office</overheadRateTypeKey>

WL W
TS T

w
wn

w
o

<function¥ey>Design Services</function¥ey>

oL W

o m

<firstInvoiceForProject>¥</firstInvoiceForProjects>

<previousKeyLunpSumAmount>0</previousKe yLunpSumAmount>

<currentLumpSumPercentComplete>35<,/currentlunmpSumPercentConplete>
r </lumpSunLineItem>

S
L

L </invoiceDetailsy

XML Code Error 3
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Consultants: Non-specific Import Errors crrorie)

Non-specific error * An error has occurred and your request cannot be processed.

The “generic” error occurs when CARS cannot Please contact the help desk.

match the error to a more specific error code.

The generic error occurs when the following XML Import Non-Specific Error

conditions were produced in the XML invoice:

e The FEIN does not match the prime
consultant

e Comments or other non-element data
are in the XML invoice
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Appendix 14 Save Invoice Supporting Documents as PDF/A

CARS stores uploaded supporting invoice documents only when they are supplied as portable document format (PDF) files. Rarely, a submitted PDF will
not save correctly in the CARS system, sometimes+ because there are problems with the PDF itself. There are many specifications, standards and subsets
released since the inception of PDF in 1993. This appendix explains how to save documents using the subset PDF/A, which ensures that the material in
the PDF is optimized for archiving. This subset stores all of the document content as embedded content; no links or encryption, layers, executable code,
embedded files or transparencies in graphics are included. Embedding all of the content helps to ensure that the file is forward compatible. Instructions
are included for Microsoft® Office® documents and for converting existing PDF documents to PDF/A (requires Adobe® Acrobat®).

Microsoft Office documents are stored as “regular” PDF files by default. To save a document using the PDF/A subset, you must use the Save As
functionality. Instructions are provided below for two of the later Office versions and for Adobe Acrobat XI. The process of saving as a PDF/A file began
with Office version 15. Using earlier versions of Office require that you save as a PDF and then convert the PDF to PDF/A using Acrobat.
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Microsoft Office® 2013, Office 365™ (Office 15)

Click File on the ribbon.

2. Click Save as Adobe PDF. Info
3. On the Save Adobe PDF File As dialog box, Doc2
. . - Desktoy
click Options. BHS O- "
. . L hie HOME | INSERT  DESIGN  PAGELAVOUT  REFERE Protect Document
4. SeIect the Create PDF/A-1a:2005 compllant f|Ie o -, o ot Control what types of changes people can make to this document
o “ Calibri (Body) =11 -| A" & Aa- | & Document *
check box. PaftE "I:;r‘;natPamter I U-aexx|A-¥-A-
5. Click OK. Clipbaard = Font 5 Inspect Document
6. Continue saving the file as you normally would.
zsl
Note: When you open a PDF/A file in Adobe Acrobat, (0 o - < 60 [ e oo )
Acrobat displays the warning shown below. e @ roropmns
¥ Punothes FL |58 s i ¥ Convert document information
Click Enable Editing if you need to modify the file. Sl My
. . . & Compatar P Enatie accesshiivy and Reflow with taqped Adobe POF
Then re-save the file as PDF/A as described :m’ - 2. ¥ rest sockmars
. . . . Desiog PR [¥ Convert Word Headings to Bookmarks
in Acrobat Xl in this appendix. e i et ™ Corvert Viord Styles to Bockmarks
&l (C:) Local Disk | | ™ Convert Word Bookmarks
This file claims compliance with the PDF/A standard and has been Enable Editin | o (p:) OVD RW Drive I™ Convert Comments
opened read-only to prevent modification. <
ha K1 | | ﬂﬂ
Fle name: | Doc2.pdf > ~Page range
Save as type: = * a1
" Current page
¥ View Result ™ Protect PoF | Fw} From | :! @ :I !
= Hide Foiders| options | [ seve Cancel E ij
A
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Microsoft Office® 2016 (Office 16)

Click File on the ribbon.

2. Click Export.

3. Click Create PDF/XPS. Office
opens the Save As dialog box.

4. Click Options. Office opens
the Options dialog box.

5. Select the ISO 19005-1 compliant
(PDF/A) check box.

6. Click OK.

7. Continue saving the file as you
normally would.

Export

mE=l

B.

I U s

FILE HOME INSERT DESIGM PAGE LAYOUT REFERE.

Cut A & Aa-| A

A-¥-A-

Clipboard [ Font M

Calibri (Body) - |11
Copy
Paste

2
- ~ Format Painter ¥ Qded=ty O

wJ Publish as PDF or XPS

I—‘ﬁ Create PDF/XPS Document

Change File Type

x|
OO ‘ . = Computer - ml Search @
Organize +  MNew folder @

=] Pictures I [ —— | Date modified | Type I Size | I

B8 videos

J old images 12/4/2015 9:39 AM File folder
Py
- . (&l

File name: I notes.pdf
Save as type: IPDF (=.pdf)

Ll Lel

| Open fie after publishing Optimize for: (= Standard (publishing
online and printing)

Options...

 Minimum size
(publishing online)

Tools - Publish | Cancel |

+ Hide Foldersl

}
}
}
}
}
}
}
}
}

]

Create a PDF/},

]
Preserves layout, fory

Content can't be ea::

e
Create
PDF/XPS

PV YV YFYYYYYYYYYrYYYFVYYYVYYYYYyyryy

2=

Page range
Al
" Current page
€ Selection

" page(s) From: m To: m

Publish what

' Document
" Document showing markup
Include non-printing information
I™ Create bookmarks using:
& Headings
€ Word bookmarks
¥ Document properties
iz Document structure tags for accessibility
PDF options
575150 19005-1 compliant (PDF/A]{
~ Bitmap text when fonts may not be embedded
I~ Encrypt the document with a password

Free viewers are avai)
y

}
}
}
}
}
}
}
]
}
}
}
}
}
'
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Adobe Acrobat® XI

Option 1: Save As...

You can use either the Save As command
or the Save As Other command in
Acrobat to convert a “regular” PDF to
the PDF/A subset.

1. On the File menu, point to Save As
Other... and then click Archivable
PDF (PDF/A). Acrobat opens the
Save As dialog box.

2. Continue saving the file as you
normally would.

Option 1

Option 2: Save As...

1. On the File menu, select Save
As.... Acrobat opens the Save As
dialog box.

E Doc2.pdf - Adobe Acrobat Pro ] 3]
Edit View Window Help *®
XY
Open... Ctr+0 Customize ~
T8 Create 4
- Comment
Save Ctrl+S i
Save As... Shift+Ctrl+5 -i
Microsoft Word
Send File... Spreadsheet
Microsoft PowerPoint Presentation
Revert
Image
Close Crrl+w
HTML Web Page
Properties... Ctrl+D
Reduced Size PDF...
& Print... Ctrl+p

Certified PDF...
Reader Extended PDF
Optimized PDF...

1 C:\Users\...\norske-nook-menu-2015.pdf
2 C:\Users\msg3w\Desktop\Doc2.pdf

3 C:...\Contracts Needing...isDOT 12.07.15.pdf
4 C:...\Contracts Needing...- LPM 12.07.15.pdf
Press-Ready PDF (PDF/X)
5 C:\Users\...\4 Pages from invoice 48467.pdf
More Options
s T —
1ol
Edit View Window Help *x
& Open... Ctri+0 Customize |
T Create & B
— i Comment
Save ctrk+s :
R
Save As Other... »
Send File...
Revert
Close Ctri+W
Properties... Ctrl+D
& Print... Ctrl+P
1 C:\Users\...\norske-nook-menu-2015.pdf
2 C:\Users\msg3w'\Desktop\Doc2.pdf
3 C....\Contracts Needing...isDOT 12.07.15.pdf
4 C:...\Contracts Needing...- LPM 12.07.15.pdf
5 C:\Users\...\4 Pages from invoice 48467.pdf
. Exit Ctri+Q =
Option 2
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Option 2: Save As...- continued
2. Inthe Save as type field, select
PDF/A (*.pdf).
3. Continue saving the file as you
normally would.

-loix

File Edit view Window Help x
x|
GOO E « Computer ~ (C:) Local Disk = - m I Search (C:) Local Disk [ﬂ
Organize *  Mew folder @

Ut Favorites - MName “ Date modified |Tyrpe Size | I;I

4. Downloads . Office Samples 2/12/2015 11:26 AM  File folder

5] Recent Places | orade 5/15/2014 3:29PM  File folder

P Deskop | Perflogs 7/13/2008 10:20PM  File folder

B Deskiop . Perl 5/15/2014 2:53 FPM File folder

= Libraries . Printkey 5/15/2014 2:52 PM File folder

A WILLIAMS, JANA Program Files 10292015 8:01PM File folder

1% Computer . Program Files (x86) 10/29/2015 8:00 PM File folder

£, (¢ Local Disk ProgramData 12/2/2015 3:40 PM File folder

& (0:) DVD RW Drive Recovery 5/15/2014 2:43PM  File folder
= () KINGSTON | RICOH_DRY 10/28/2015 1:53PM  File folder o

2 () code (\mad00fag) System Volume Information 12/7/2015 6:47 AM File folder

{M:) NgPublic (\\madoofpt
= ; =

tanfies 1143042015 9:00 PM File folder

[~
File name: | Doc2.pdf j

ESEVE as type: |Adobe PDF Files (*.pdf)

Adobe PDF Files (*.pdf)
Adobe POF Files, Optimized (=.pdf)
Encapsulated PostScript (*.eps)
Excel Workbook (*,xlsx)
HTML (*,html, = htm)
JPEG (*.jpg, *.jpeg, *.ipe)

jpf, *px, %ip2, .

“ Hide Folders |

PDF fE (*.pdf)
POF /% (*.pdf)
PNG (*.png)
PostScript (*.ps)

PowerPoint Presentation (*.pptx)
Rich Text Format (*.rtf)

Text (Accessble) (% tat)

Text (Plain) {*.txt)

TIFF (=.6ff, = tif)

Word 97-2003 Document (*.doc)
Word Document {*.docx)

XML 1.0 (=.xml)

XML Spreadsheet 2003 (*.xml)
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