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Version Notes

Version 1.1

e Revise sectioning in section 1 and add additional content.
e Add subsection to section 3 for copying rate cards.
e Add clarifications to section 5.
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1 General Masterworks Information

1.1 Consultant/WisDOT

1.1.1 Add a new task
1.1.1.1 Add a new task from the library

To add a new task from the task library, start on the Direct Labor Cost tab of the Consultant Estimate. In the

ribbon, click New and then click Add Multiple.

Home
Menu Favorites Consultant Estimate Project Details Rate Card Direct Cost Fixed Fee Indirect Cost ;A
= I‘ Edit ;jﬂ. Customize List  « UnAssign for Sublet g Associate basis of payment
- [ Solicitation List L—"" P view | 2 assion for Sublet o Mark Fina Bg Associate Indirect Cost
- [ Bimonthly Solicitation List o 2 Decte REpOLES « Unmark Final
- [ Construction Fair Packages o
~ [ Construction Fair | Mew | ers
- [0 Solicitations Respondad | W Add Multiple -
S| Negot\atlon. m New Activity
- [ Negotiation Notes ! Quality
- [ Consultant Estimate nclud it
& 7 CE-NC-01-266 (The Alpha Company) d"_“”ﬂes a‘cl"'d‘l“
[ 1004-19.86-CTHA -CTH B ‘ rectly related to
[ CE Snapshots L 890.0 Scoping Task managing and The Alpha Company Yes
|9 Sublet List monitoring quality
outcomes
= 1 Manage Project Risks
Includes activities related
. to risk planning
L 894 0 Scoping Task ) ) . Sublet The Alpha Company Yes
identificafion, analysis,
f.‘ | Home and respense/control
‘ | Solicitation
\-| | Contracis »
Select WisDOT from the dropdown list next to Standard Task list and click Add.
Home
Menu Favorites Add Standard Tasks ;A

=HO

i- [ Solicitation List EES
i~ [ Bimonthly Solicitation List Save Cancel
[ Construction Fair Packages

G |
[5 Construction Fair eners
[ Solicitations Responded Standard Task list Ignore Containers of Standard lems ®' Use Task Groups Use Group: | Default ¥
) Negotiation
i~ [ Negotiation Notes Task | Description Container Unit Unit Price In§ | Group Name
“

[F] Consultant Estimate Mo Data available.

) CE-NC-01-266 (The Alpha Company}

i [ 1004-19-86-CTHA -CTH B ‘l‘

Page 1 of 1, tems 0 1o 0 of 0.

[F] CE Snapshots
e [ Sublet List

1.‘ | Home

‘ | Solicitation

‘\-| | Contracis
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Use the filter to search for the task to be added.

Home

J Menu l Favorites

S]]

[5] Solicitation List
[Z] Bimonthly Solicitation List

0 selected of total 715

Standard ltems

Select All Records

ot | caner |

[ | Task Description Unit Prics In § unm
[B1 Construction Fair Packages . L L
[l Construction Fair [7) | 886.0 Scoping Level Show liems with value tat )y related to... 000 HR =
[ Solicitations Respondad ‘Containg 7
{23 Negotiation [ 886.1Develop and review project 24 :ment befwe... 0.00 HF
- [ Negotiation Notes [} | 886.2 Define purpose and need ad v «d of the pro... 000 HF
. [0 Consultant Estimate
=} £ CE-NC-01-266 (The Alpha Company) || 886.3 Define study area and logical | 1s zqual to v 000 HF
i [ 1004-19-86-CTHA -CTHB
[ CE Snapshots (] 886.4 Conduct field review view photo I.... 0.00 HF
- [ Sublet List || 886.5 Identify and define design de Clear 000 HF
(] 886.6 Identify design issues A small amount of time is assumed ... 0.00 HF
-
| rome »
| Solicitation M4 L] 20w | items 1-Wof7i5iems ()
| Contracis

Check the box next to the task(s) to be added and click Select. Note: multiple tasks may be selected and added at

the same time.

Home

_J Menu I Favorites

| [EIE]

i~ [ Solicitation List

[F Bimonthly Solicitation List

[5] Construction Fair Packages

[F] Construction Fair

[ Solicitations Responded

) Negotiation

[F] Megotiation Motes

[F] Consultant Estimate

[=} ) CE-NC-01-266 (The Alpha Company)

e [ Sublet List

1 selected of total 16

Standard ltems

Select All Records

| Home

i

41 L3N]

»
A | Solicitation
by

| Contracts

20 ¥ items

[io] conel

O | Task Y | Description T UnitPriceins Y| Uni
347.0 Collect Traffic Field Data Conduct and review traffic counts a... 000 HF “
(] '347.1 Complete directional counts ... ADT count data collection only (no ... 0.00 HE
(] 347.2 Complete vehicle classificatio... = Vehicle class data collection for roa.. 0.00 HF
(] 347.3 Complete speed data collection  Vehicle speed data collection forro... 0.00 HEF
(] 347.4 Turning movement counts at ... = Subtask 0.00 HEF
(] 347 4.1 Automated turning movem... Assumes counts are collected and ... 0.00 HEF
(] 347.4.2 Manual turning movement ... Assumes intersection tuming move... 0.00 HEF
-
« 4

1-160f 16 iems ()

Click Save to add the t

ask to the task list.

Home

_J Menu l Favorites

_] Add Standard Tasks I

17 A

[=]

[7] Solicitation List

[F| Bimonthly Solicitation List

[[] Construction Fair Packages

[5] Construction Fair

[7 Solicitations Responded

! =] Negotiation

P [5] Negotiation Notes

i = [ Consultant Estimate

[} i3 CE-NC-01-266 (The Alpha Company)
i- [ 10041986 -CTHA-CTHB
- ] CE Snapshots

o [0 Sublet List

? | Home

| Solicitation

== | Contracis

Standard Task list ;| WisDOT v | || Ignore Containers of Standard ems ~ ® Use Task Groups | Use Group:

(] | Task | Description

‘ Container Unit

Unit Price In § | Group Name

| (] 347 0 Gollect Traffic Field Di Conduct and review traffic ¢ Gollect Traffic Field Data HRS

0.00

o

Page 1 of 1, items 1 to 1 of 1.
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The task has now been added to the task list.

Menu Favaorites Consultant Estimate Project Details Rate Card Direct Labor Cost Direct Cost Fixed Fee Indirect Cost 7 A
(&3] E E o _-ﬂ Customize List w UnAssign for Sublet ™5 Associate basis of payment
- [3 Solicitation List s w Assign for Sublet w Mark Final By Associate Indirect Cost
- [ Bimontnly Solicitation List EE  Unmark Final
- [{ Construction Fair Packages
- . . General Cthers
- [ Construction Fair
o HILLUTS SLuvies
- [} Solicitations Responded sos0s ok related to risk planning, e re A y FS
it 0 Scoping Tasi ublef e a Campan es
23 !\legotlallo.n. - ping identification, analysis, ? pany
~ B Negotiation Notes and response/control
[5] Consultant Estimate “
Bl 3 CE-NC-01-266 (The Alpha Company) = Preliminary and Final Design
£ 1004-15.86.CTH A -CTH B [Z (. Traffic Operations
5] CE Snapshots
[l Sublet List =1 Collect Traffic Field Data
Conduct and review
_| 347.0 Collect Traffic Field Data traffic counts and other The Alpha Company Yes
traffic data collection
f.’ Home
‘ Solicitation
N&| | contracts N

1.1.1.2 Create a new task

In some cases, a new task that does not exist in WisDOT’s library needs to be created. Standard tasks should be
used whenever possible. An example of when a new task needs to be created is when entering in a cost per unit.

Please coordinate with WisDOT before creating a new task.

Select the task that will become the parent task, click New in the ribbon and click New in the dropdown.

Home
Menu Favontes Consultant Estimate Project Details Rate Card Direct Labor Cost Direct Cost Fixed Fee Indirect Cost 7 A
S| E 3 'il Edit S ;ﬂ Customize List  w/ UnAssign for Sublet ®g Associate basis of payment
- [3 Solicitation List Lr—"- Lolb E‘ View L= ~ Assign for Sublet v Mark Fina By Associate Indirect Cost
- [ Bimenthly Solicitation List s | New 2 Delete EE & Unmari Final
- [F| Construction Fair Packages o
- [ Construction Fair &l New LEs
t = WIUUSS GLUVIISS [Tiaiey
- [ Solicitations Responded W Add muttipie to risk planning -
Task Sublet The Alpha C e
i (3 Negotiation B NewActity s identification, analysis, |~ ® Aeha memaany =
- [ Negofiation Motes and response/conirol.
[5] Consultant Estimate 4
[ 3 CE-NC-01-266 (The Alpha Company) = 3 Preliminary and Final Design
£ 1004-15.86.CTHA -CTH B =)\ Traffic Operations
5] CE Snapshois
[E Sublet List = (2 Collect Traffic Field Data
Conduct and review
_ 347 0 Gollect Traffic Field Data traffic counts and other The Alpha Company Yes
:|‘ Home traffic data collection
@y | Selicitation
£ | contracts N

Click OK on the warning message that appears.

Any resource or cost information that has been added to that task will be deleted.
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Enter the new task name in the Task field. This should contain the activity code of the parent task. Enter a short
description of the task, add resources and costs to the task and click Save. If more than one new task will be

added to the activity, click Save & Continue to create another new task.

Home
Menu Favaorites New Task 7 A
B]0]=
- [0 Solicitation List Q cancel
- [ Bimanthly Solicitation List & back
- [E Construction Fair Packages
- . . General
- [E Construction Fair
- [3 Solicitations Respended
B a Negotiation Activity : |Preliminary and Final Design/Traffic Opei
. -
" L' Negotiation Nu_tes Task: * |347 Set up Traffic Control IC\ear
- [ Consultant Estimate
= (2 CE-NG-01-266 (The Alpha Company) Description : = | Set up Traffic Contro|
5 1004-19-86-CTHA -CTHB
5] CE Snapshots
[E] Sublet List Unit:* |HRS -
In Scope: | Yes v
I If Authorized : | Seleci v
Unit Price in § : 0.00
Amountin §: 0.00
Basis of payment : v
Rate card type :
Notes :
2
Complete :
Resources:
Resource Employee Associated Indirect Cost | Ratein § Quantity (Hrs) Costin §
:.‘ | Home No records to display.
Total: Total:
@y | Selicitation
WageSheet ¥ | Add| Delete A
\"| | Contracts r

1.2 Consultant

1.2.1 Add Kkey staff

Click the Consultant\Contractor link, check the box next to the firm in the middle of the page and click View.

Home
Menu Favorites ConsultantiContractor 7 A
H = o] Edit || ] Customize List g Manage
(- ) Notifications m 24} Excel Export - o Add
- Hone 5
- [ Consultant\Contractor - Clear
- ) Documents
General Others Filters
"
V| Firm Name ‘ Legal Name ‘ Is DBE Roster City State FEIN
Il Il Il ] Il Il Il
f.‘ | Home The Alpha Company  The Alpha Company No v 0000001
‘ | Solicitation
8 | contracs [ |[a]f > o] Page 10f 1




Masterworks

Contract Negotiation

Expand the folders for Consultant\Contractor and the consultant firm. Click on the Key Staff link and click New.

Home
Menu Favorites Key Staff A
= =] ) B0t | E customize List Manage
Notifications J"" View | [§] ExcelImport | Export - = Add
= New 'EI ~Nene _~
[E] =3 Consultant\Contractor ) Delete « ' Clear
¢ [E123 e Aipha Company
[ Direct Cost Type General Others Filters
- [ Indirect Cost Type ‘ @J Employee ID Staff Name | Title State City Zip Email ID
- [0 Consultant Report
- B Past Projects |7 dl || || |7 il
[5] Consultant - User Accounts TesT
- [F] Consultant Financial Report
- [ Key Staff Ayres sub George Washington
H - [ Snapshots
(] Documents Cost per unit fask
0003 Alpha Three Engineer Wisconsin Madison 53707 alphathree@alphacorp
0002 Alpha Two
:" | Home 0001 Alpha One
‘ | Solicitation »
8| | contracts menRe Page 1of 1
Fill out the employee information and click Save.
Home
Menu Favorites Key Staff Details il A
)= E ﬂ @
[ Notifications
£l 3 Consultant\Contractor el jcanee)
= i) The Alpha Company - ‘
~ [0 Direct Cost Type =LC
~ [3 Indirect Cost Type
[F] Consultant Report Employee ID :
[5] Past Projects
[5] Consultant - User Accounts First Name ;
[5] Consultant Financial Report
[ Key Staff
Middle N H
~ [ Snapshots adle Name
B () Documents 1
Last Name :
Title :
Firm : The Alpha Company
State : r
City : v
Zip:
#® | Home
‘ | Solicitation Email ID :
-
\-| | Contracts .
s o o ghafregiriogh- i S S 6 6 6 6 6 6 & & £ 0 6 668666666868 00 fg$
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2 Consultant Estimate - WisDOT

2.1 Starta Negotiation

Navigate to the Solicitation module, expanding the Negotiation folder in the left navigation and clicking
Consultant Estimate. Click New.

Home » Solicitation
Menu Favorites Consultant Estimate List i A
#| = <] Edit Status il Customize List =] Manage
: ] n = i [53 Manag
i [ Solicitation List g;'_| View Help Excel Export - T Add
o - . New | History —None-
- [[] Bimonthly Solicitation List a] Delete L) Select Actions - - Y Clear
- [2 Construction Fair Packages
N " _ General Workflow Others Filters

; Construction Fair
=) Negotiation 1 | @J | C Esti 1} | onsultant | ion Type | C Estimate Title | Region/Bureau Project 1D(s) Solicitati
i i~ [ Negofiation Notes )

[ WisDOT Estimate |7 | |V |7 | 7| | V7| | 7|
- [[] Consultant Estimate I R

Cl Non Formal D CE-WOR-108-338 The Alpha Company Work Order Request ~ Test CE for Adam Bureau of Project Deve 7777-77-77 WOR-108
&
- I:‘ CE-WOR-47-335 Patoka Consulting, LLC ~ Work Order Request  Censultant Estimate Adam Bureau of Technical 3¢ 1007-10-36 WOR-47
W | Home
E | Projects I:‘ CE-WOR-26-334 Patoka Consulting, LLC ~ Work Order Request  Testiest sub Bureau of Business Se 1007-10-36 WOR-26

roje
| Solicitati | m MF_ARC_N1.327 The Ramma Namnany  Gnlicitatinn hhe_aet Ruraan of Rusiness Ga 20474007 ARTN1
olicitation

8&| | contracts \|<\|<||T|234557591n | 0| 0] Page 1of 17

Pick the Selection Type from the dropdown menu. This will change the autofill fields.

Home
Menu Favorites Consultant Estimate Details gy
#H|=
@ ) Eij Ball In Court
- [ Solicitation List & scope Finalized
-~ [ Bimonthly Solicitation List 203 | EET
-~ [ Construction Fair Packages
- . _ General Workflow
~ [[] Construction Fair
[+ <) Negotiation
[ Negotiation Notes Consultant Estimate ID:  <Aulo Generated> Consultant Estimate Title : *
5] WisDOT Estimate
[} Censultant Estimate Selection Type: * ﬂl

&} () Mon Formal

Fixed Fee % : 0.00
1
Selected Prime Consultant *
Import Task List from : * ﬂ
Contract Function :
Projects (In scope excluding If authorized)
® | Home ) ) Direct ) )
Project Project Labor Direct Indirect | Fixed Fee | Marked Total Totalin §
E | Projects D Name % | Costin$ | Costin$ in$ | asFinal Hours
Costin §
‘ | Solicitation Mo records to display
A | contracts

If beginning a negotiation for a bimonthly solicitation package proceed to section 2.2 Bimonthly Solicitation.

If beginning a negotiation for a construction fair package proceed to section 2.3 Construction Fair.
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2.2 Bimonthly Solicitation

Add a Consultant Estimate Title. Use the ellipses to select the Bimonthly Solicitation Title, which is the month
and year of the solicitation. Use the ellipses to select the Solicitation ID, this is also known as the package ID. Use
the ellipses to select the Selected Prime Consultant; this should be the number one ranked consultant from the
shortlist, unless permission has been given to go to the next ranked consultant. Select Solicitation Task List from
the dropdown in the Import Task List from field. Choose a Negotiation Submission Due Date; this is a date for a
check in.

Home
Menu Favorites Consultant Estimate Details o
= @ L it Ballin Court :
-~ [ Solicitation List L Scope Finalized
- [ Bimonihly Solicitation List Save Cancel || History
-~ [ Construction Fair Packages
- " N General Waorkflow
-~ [} Construction Fair
[} {) Negotiation
- & Negotiation Notes C Estimate ID:  <Auto G Consultant Estimate Title :* [March 2015 SW-01] X |
- [0 WisDOT Estimate
. [ Consuliant Estimate Selection Type : * | Solicitation il Bimonthly Solicitation Title :

[_] Mon Formal March 2015

Bimonthly Solicitation

Month/Year : March 2015
A Contract Function : Design Services
Region/Bureau : Southwest Region
Solicitation ID : = SW-01
Selected Prime Consultant* | The Delta Company Izl

Fixed Fee % : 7.50

Import Task List from : * | Solicitation Task List ll Negotiation Submi Due , I10;31;2013 VI

Date :
:.’ Home Projects (In scope excluding If authornzed)
E Projects Project Na»i Direct Lab4 Direct Ccvsl{ Indirect Coj Fixed Fee i4 Marked as | Total Hnur{ Total in § | limit
& Solicitation ILLINOIS 57 0.00 0.00 0.00 0.00 0.00 0.00 CTH M INTE
N | contracts
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2.3 Construction Fair

Add a Consultant Estimate Title. Use the ellipses to select the Construction Fair Title, which is the year of the
solicitation. Use the ellipses to select the Construction Fair Package ID. If the project leader
(consultant/WisDOT) has changed, update the Fixed Fee %. Use the ellipses to select the Selected Prime
Consultant; this should be the number one ranked consultant from the shortlist, unless permission has been
given to go to the next ranked consultant. Select Construction Fair Package from the dropdown in the Import
Task List from field. Choose a Negotiation Submission Due Date; this is a date for a check in. Use the ellipses to
add a contract function; in most cases this will be Construction Services.

Home
Menu Favorites Consultant Estimate Details -
H|=
@ 1 =) Ball In Court
i [ Solicitation List & scope Finalized
[ Bimonthly Solicitation List Save Cancel || History
[2 Construction Fair Packages
- " N General Workflow
[1I Construction Fair

—) Negotiation

[2 Megotiation Notes
] WisDOT Estimate
[F] Consultant Estimate
(] Non Formal

Consultant Estimate ID :

Selection Type : *

Construction Fair
Month/Year :

<Auto Generaled= Consultant Estimate Title : *

Construction Fair il

Construction Fair Title : *
Wanuary 2050

Construction Fair Number :
*

Con Fair 2050 SW-01

January 2050

5001

Congstruction Fair Package
;=

=]

SW-01

Fixed Fee % : |

Negotiation Submiggion Due . 103172018 3
Date :

Region/Bureau : Southwest Region

Selected Prime Consultant®  |The Delta Company

Import Task List from : * | Construction Fair Package ﬂ

[-]

Confract Function : Construction Services

:I’ Home Projects {In scope excluding If authorized)
Projects
[ | Proie B Na»i Tt Labcl DirEdCA)ﬂl Indirect cc.| B i4 Marked as | Total Hnur4 Totalin § | Timit
& Solicitation ]
ILLINOQIS 5 0.00 0.00 000 0.00 0.00 0.00 CTH M INTE
8| | contracts

2.4 Add Tasks to the Scope

If a task needs to be added to the scope before the negotiation is sent to the consultant click Save.

Home

Favorites
==

Solicitation List
Bimonthly Solicitation List
Construction Fair Packages
-~ [[] Construction Fair
[ {23 Negotiation
i~ [ Megotiation Motes
- 5] WisDOT Estimate
i [ Consultant Estimate
[ [_) Non Formal

Menu

D [ E

"

Consultant Estimate Details

&) Ball In Court
L Scope Finalized

o -

Save |Cancel || History

General Workflow

Consultant Estimate ID : <Auto Generated=
Selection Type : * | Solicitation ﬂ
Bimonthly Solicitation March 2015

Month/Year :

Consultant Estimate Title : *

Bimonthly Solicitation Title :

Con Fair 2050 SW-01

March 2015

:I‘ Home Contract Function : Design Services
Projects

E ! Region/Bureau : Southwest Region

‘ solicitation Solicitation ID : = SW-01

8| | contracts
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Check the box next to the negotiation in the Consultant Estimate list. Click Edit.

Home » Solicitation
Menu Favorites Consultant Estimate List 7 A
#| = % E dit | L) [ st @ (ji Customize List [} Manage
- [ Solicitation List tla] e view Help iy Excel Export - <o Add
R - . New History Reports --None.
-~ [7] Bimonthly Solicitation List :d Delete [ Select Actions - - - Y Clear
[ Construction Fair Packages -
N - N General Workflow Others Filters
- [[] Construction Fair
= 3 Negotiation | ‘ La_l | Consultant Estimate 1D | SelectedConsultant Selection Type | Consultant Estimate Title Region/Bureau Project ID{s) Solicitatio
- [] Negotiation Notes
- [| WisDOT Estimate [ [V |7 g d Ed
- [ Consullant Estimale @ CE-3W-01-339 The Delta Comp Saolicitafiol Con Fair 2050 SW-01 Southwest Regi 1007-10-86 SW-01
& () Nen Fermal - e any o n air - oul gion £ -
- |:| CF-CE-SW-01-338 The Alpha Company [+ ion Fair Southwest Region 1007-10-86 SW-01
. | Home
é |:| CE-SW-01-337 The Delta Company Solicitation March 2015 SW-01 Southwest Region 1007-10-86 SW-01
| Projects
1 CE-WOR-108-336 The Alpha Company Work Order Request ~ Test CE for Adam Bureau of Project Deve T777-77-77 WOR-108
‘ | Solicitation
88| | contracts [wi«[1]2 345678910 .[r|n] Page 10f 17

Expand the folder in the left navigation pane. Click on the link with the project ID. Click on the Direct Labor Cost
tab on the top of the screen. Right click on the folder(s) in the middle of the screen and click Expand All to view

all tasks currently under negotiation.

Home
Menu Favorites Consultant Estimate Project Details Rate Card Direct Labor Cost Direct Cost Fixed Fee Indirect Cost g ¥
)= # Edit g B, Customize List ®g Associzte basis of payment
[3 Solicitation List | view e By, Associate Indirect Cost
. [} Bimonthly Solicitation List S Delete FEIEE
- [3 Construction Fair Packages —
- " N General Others
- [ Construction Fair
&) i) Negofiation ‘ Name Task Description Sublet Status Consullanusuhconsuna||| In Scope If A

7] Megotiation Motes
- [[] WisDOT Estimate
- 7] Consultant Estimate

|7 | || |7 | |7 | |7 |

= CE-SW-01-339 (The Delta o O ° Project Expand Al
- [0 1007-40-86-CTH N INTEF| e ——
[7] CE Snapshets .

- [ Sublet List Save Settings

Toggle Expand/Collapse

# (] Non Fermal
Expand

f’ | Home Collapse

E | Projects
‘ | Solicitation
A& | contracs

Use the New to add task(s) as outlined in section Add a New Task in this guide.

Home
Menu Favorites Consultant Estimate Project Details Rate Card Direct Labor Cost Direct Cost Fixed Fee Indirect Cost 7 A
[+ = & Edit £5 PR, Customize List ¥ Associate basis of payment
.. [ Solicitation List L—"f"' R view = B Assodiate Indirect Cost
[ Bimonthly Solicitation List eve | Delete ports B
.. [[] Construction Fair Packages -
- : . " Others
- [[] Construction Fair
[=- {3 Negotiation Ni i Add Multiple Task Description Sublet Status Consultant/Subconsulin Scope

- [[] Megotiation Motes ;
- MNew Activi
[ WisDOT Estimate o || || [+ ||
. [0 Consuliant Estimate
£ CE-SW-01-339 (The Detta || [

& 5 Project Management

’ |_| 1007-10-86-CTH N INTE] O =1 .1 Scope, Schedule and Change Management
- [[] CE Snapshois
[5] Sublet List [l = [ Manage Project Scope and Schedule

) G Non Formal Includes processes for
establishing the policies,

» rocedures, and documentation
W | Home O * 887.0 Scoping Task P The Delta Company Yes

) needed to plan, develop,
E IRGEiecE manage, execute, and control
‘ | Solicitation the project schedule and scope.

8| | contracts
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2.5 Send the Negotiation to the Consultant

If no changes needed to be made to the task list click Scope Finalized.

- [ Construction Fair

= <23 Negotiation

i [}/ Negotiation Notes

[5) WisDOT Estimate I
L. [J Consultant Estimate

[ (] CE-SW-01-338 (The Delta Ct
[+ [ Non Fermal

®

E | Projects

‘ | Solicitation
8| | contracts

| Home

Consultant Estimate ID : CE-3W-01-339

Selection Type : *  Solicitation

Bimonthly Solicitation

MonthiYear : March 2015

Region/Bureau : Southwest Region

Selected Prime Consultant* | The Delta Company

Consultant Estimate Title : *  |Con Fair 2050 SW-01

Bimonthly Solicitation TIUE‘: March 2015

Contract Function : Design Services

Solicitation ID : * SW-01

Fixed Fea % @

Home

Menu Favorites C Itant Estii Detail. 7 A

=]
@ ) £j Ball In Court

[ Solicitation List : ) Scope Finalized
- [ Bimonthly Solicitation List S EnEE | D

[ Construction Fair Packages

General Workflow

If changes were made to the task list, or if the estimate was saved in Draft status before being submitted return
to the Consultant Estimate list. Check the box next to the negotiation and click Select Actions and Scope

Finalized.
Home » Solicitation
Menu Favorites Consultant Estimate List 7 A
# = =] ] Eait L\ = status (g “fil Customize List [} Manage
- [ Solicitation List th }E‘ View Help e Excel Export - T Add
N " " . New History ey --None.
-~ [ Bimonthly Solicitation List >§| Delete [ Select Actions - - - Y Clear
- [ Construction Fair Packages — o -
- [ Construction Fair General Scope Finalized Others Filters
= {23 Negotiation | @J Consultant Estimate 1D | SelectedConsultant Type | C Estimate Title Region/Bureau Project ID(s) Solicitatio
- [I Megotiation Motes I
- [ WisDOT Estimate |V | |7 | |V | |3 | |7 | |V
[ Consultant Estmate @ CE-5W-01-339 The Delta Comp: Solicitatiol Con Fair 2050 SW-01 Southwest Regi 1007-10-86 SW-01
-01- 13 al 0 n air & ouf jion - -
[ [_] Non Formal S =
|:| CF-CE-SW-01-333 The Alpha Company C ion Fair Southwest Regien 1007-10-36 SW-01
® | Home
|:| CE-SW-01-337 The Delta Company Solicitation March 2015 SW-01 Southwest Region 1007-10-86 SW-01
| Projects
E |:| CE-WOR-108-336 The Alpha Company Work Order Request Test CE for Adam Bureau of Project Deve 7777-77-77 WOR-108
‘ | Solicitation
8| | contracts [l «|[1]2 345678910 .« r|n] Page 1 of 17
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Click OK on the acknowledgement screen. No additional notes are needed.

Home

_J Menu l Favorites

[ [ElElE

-~ [0 Solicitation List
B B List

WisDOT Masterworks Staging
Notes -

- [f] Construction Fair Packages
- [0 Construction Fair

=} ) Negotiation

i 3 Megotiation Notes

5] WisDOT Estimate

i [I Consultant Estimate

& (] Non Formal

? | Home

&[] CE-SW-01-337 (The Delta C

<IN >

Set Days To Complete for Next Stage - |

E | Projects

4 | soeron

& | contracts

Attachments
Document Name | Title | Uploaded By | Uploaded Date File Size
Mo i
Upload Document
| ok | cancet

A red warning message will be displayed in the upper right corner of the screen indicating that the system was
unable to send a message to the consultant. Please notify the consultant that it has a new negotiation to begin.

l Favorites

e et

[ EEE

-~ [5 Solicitation List

-~ [2] Bimonthly Solicitation List
- [5] Construction Fair Packages
- 2] Construction Fair

£l £ Negotiation

i [ Negotiation Notes

i [ WisDOT Estimate

i. [ Consultant Estimate

Bl [_] Nen Formal

® | Home

& () CE-SW-01-337 (The Delta C

<IN >

C I E
‘ E Q ’; 5 Ball In Court
= Scope Finalized
Save Cancel || Historny

General

Please contact the consultant that the %

Scope is Finalized.

Consultant Estimate ID :

Selection Type : *  Solicitation

CE-SW-01-337

Consultant Estimate Title : *

Bimonthly Solicitation Title :

Bimonthly Solicitation
Month/Year :

‘March 2015

Region/Bureau :

‘Soulhweﬂ Region

Selected Prime Consultant *

IThe Delta Company

Import Task List from : *

March 2015 SW-01

>

- |Ma||::h 2015

Contract Function : |Design Senvices

Solicitation ID : = |SW—01

Fixed Fee % : |

ion Task List

E | Projects

Projects (In scope excluding If authorized)

Due
Date + |3IJ!31!2EI1 8 L

Project

4 1 sowron

Name

88| | contracts

Direct
Labor
Costin§

Direct
Costin §

Indirect
Costin §

Fixed Fee
in§

Marked
as Final

Total
Hours

Total in §

limit
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3 Consultant Estimate - Consultant

3.1 Finding the Negotiation

3.1.1 Prime Consultant

Navigate to the Solicitation module, expand the Negotiation folder in the left navigation and clicking Consultant

.
Estimate.
Home » Solicitation
Menu Favorites Consultant Estimate List |
=] =] Edit [y D status £, Customizs List g Manage
[2 Solicitation List tabi] o view Help 2| 15 Excel Export - o Add
- : New Histo orts --None.
[2 Bimonthly Solicitation List | Delete ™ B Select Actions + || s ST clear
[ Construction Fair Packages - | Woreh o cie
[ Construction Fair =Lt oW = e
[5 Solicitations Respended | 0} ‘ C Estimate 1D | Type ‘ C Estimate Title | Project ID(s) Region/Bureau Solicitatid
[E] 3 Megotiation
[} Megotiation Motes [ (] [ [ [ [
I [ Consultant Estlmatel . K
CE-3W-01-291 The Delta Company Zolicitation March 2015 SW-01 1007-10-36 Southwest Region SW-D1
[ﬂJ CE-NC-01-242 The Alpha Company Solicitation 18 05 16 1004-19-836 Morth Cenfral Region  MC-01
:I‘ | Home CE-3W-03-159 The Alpha Company Solicitation 180404-03 zub test 1007-10-36 Southwest Region SW-03
| Solicitation I 4 »
8| | contracts [l 14> fm] Page 1
Select the negotiation using the check box and click Edit.
Home ) Solicitation
Menu Favorites Consultant Estimate List 1 4
+ : . :
[+ [=l - i l.) [=] Status ;ﬂ Customize List Manage
& [3 Solicitation List J‘-" View Help | F] Excel Export - 2 Add
: e . New Histo orts --None.
[ Bimonthly Solicitation List 3_‘1 Delete v [ Select Actions - RW. - ? Clear
[El Construction Fair Packages - | Wores o —
B Construction Fair =Lt Ly = IED
[F Solicitations Responded | [} | L Estimate ID | Type | L Estimate Title | Project ID(s) Region/Bureau Solicitatic
[l 23 Negotiation
- [F Megotiation Motes I (] I [ | [
[ Consultant Estimate o )
4 CE-3W-01-291 The Delta Company Solicitafion March 2015 SW-01 1007-10-86 Southwest Region SW-01
- - 2 Alpha Company olicitation -19- orth Gentral Region
U CE-NC-01-242 The Alpha Ci Solicitat 160516 1004-19-86 Morth Central Regi NC-01
L | Home CE-8W-03-139 The Alpha Company Solicitation 180404-03 sub fest 1007-10-86 Southwest Region SW-03
‘ | Solicitation 4 »
age
=| | Contracts Wl 4l »llm Page 1 of




Masterworks

Contract Negotiation

The solicitation information is displayed on the top half of the screen.

- [F] Construction Fair
- [F] Solicitations Responded
=l £ Negotiation
- [F] Megotiation Motes
- [F] Consultant Estimate 4
() CE-SW-01-291 (The Delta C|

® | Home
‘ | Solicitation
\-| | Confracts

Consultant Estimate ID :

Selection Type : *

Bimonthly Solicitation
Month/Year

Region/Bureau :

Selected Prime Consultant *

Import Task List from : *

Menu Favorites Consultant Estimate Details
+]
= ﬁ @ ‘L‘Eﬁaa\\rCoun
- [F] Solicitation List : B Publish
- [ Bimontnly Solicitation List save Cancel|| FISOY gy peDratt
- [£] Construction Fair Packages
General Workfiow

CE-3W-01-291 Consultant Estimate Title : *
Solicitation Bimenthly Solicitation Title:
March 2015 Contract Function :

Solicitation ID : *
Southwest Region olicitation

The Delta Company Fixed Fee % :

Solicitation Task List Negotiation Submission Duc .

March 2015 SW-01

March 2015

Design Services

SW-01

7.50

1070172018

A summary of the negotiation cost is displayed. Any attachments included in the negotiation are included at the

bottom. If the negotiation contains multiple projects, a separate line and subtotal will be displayed for each

project.

Attachments made at this level will be visible to the prime consultant and all subconsultants.

Home
Menu Favorites Consultant Estimate Details W
[#| = E @ IL‘EﬁaaIIrCcur‘L
[Z Solicitation List : B pubiish
[ Bimonthly Solicitation List save Cancel|| HSION ooy peDratt
[5 Construction Fair Packages
B Construction Fair Ecnaal Workfiow
[51 Solicitations Responded Projects (In scope excluding If authorized)
=+ {2 Negotiation -
i+ [ Negotiation Notes Project [L):;: Direct | Indirect | Fixed Fee | Marked Total | i | it
[ Consultant Estimate Name ot g Costin§ | Costin§ in$ | as Final Hours | 'Of@Mm= [ M
& [[) CE-SW-01-281 (The Delta C|
ILLINOIS 57 0.00 0.00 0.00 0.00 0.00 0.00  CTHHNINTE
0.00 0.00 0.00 0.00 0.00 0.00
Projects (If authorized)
Project Lis! Direct | Indirect | Fived Fee | Marked Total : .
Labor 5 . . . Total in § | Limit
L Name . Costin$ | Costin§ in$ | as Final Hours
Costin §
ILLINOIS 57 0.00 0.00 0.00 0.00 0.00 0.00  CTHMINTE
0.00 0.00 0.00 0.00 0.00 0.00
Notes :
Attachments
(< JE RN
»
Document Name Url/Link Title Uploaded By Uploaded Date File Size
:.‘ | Home No Attachments available
‘ | Solicitation Link Document Upload Document
8& | contracts )
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Expand the folder with the Negotiation ID in the left navigation and click on the link with the project ID. A

summary of project costs is displayed.

Home
Menu Favorites Consultant Estimate Project Details Rate Card Direct Labor Cost Direct Cost Fixed Fee Indirect Cost
E=] E ﬂ
[0 Solicitation List
" i : Save
Bimonthly Solicitation List
Construction Fair Packages
Construction Fair eenerl
Solicitations Responded
Megotiation Consultant Estimate ID: CE-SW-01-291
[[] Megofiation Notes
. .
# [ Consultant Estimate ; Bimonthly Solicitati
Solicitation ID:  SW-01 y Solicitation 1_ch 2015
=) CE-SW-01-291 {The Defta C| Month and Year: o'
1 1007-10-86-CTH N INTE|
~T] CE Snapshois ProjectID:  1007-10-36 Project Name :  ILLINOIS STATE LINE - MADISON
-~ [[] Sublet List
Description:
P
Measurement System: IS System v
"
=l Cost Summary (In scope excluding If authorized) =l Cost Summary (If authorized)
Cost Type Amountin § Cost Type Amountin §
Direct Labor Cost | 0.00 Direct Labor Cost | 0.00
Direct Cost 0.00 Direct Cost 0.00
Fixed Fee 0.00 Fixed Fee 0.00
Indirect Cost 0.00 Indirect Cost 0.00
Estimate Totalin $:  0.00 Estimate Total Authin $:  0.00
Estimate Total Hours: 0.00 Estimate Total Auth Hours: 0.00
Attachments
IR RE R
f.’ Home - o e
Document Name Url/Link Title Uploaded By Uploaded Date File Size
‘ Solicitation Mo Attachments available
\'" Contracts »
3.1.2 Subconsultant
Navigate to the Solicitation module, expanding the Negotiation folder in the left navigation and clicking
Consultant Estimate.
Home » Solicitation
Menu Favorites Consultant Estimate List 7 A
#|= l‘l Edit D) [=] Status g ;ﬂ Customize List [ Manage
Solicitation List P;lh :)_;'] View Hist Help Rh\rt Excel Export - N T Add
. T ew istory eports --None-
Bimonthly Solicitation List 2 Delete [ Select Actions + - - f Clear
Construction Fair Packages -
. General Workflow Others Filters
Construction Fair
Solicitations Responded | @J Consultant Estimate 1D Selected Itant 8 tion Type | Consultant Estimate Title Region/Bureau Project ID{s) Solici
Megotiation
[E Megotiation Notes [ [ [ [ [ [
- B Consultant Estimate e TG T oy oo g T o T
N CE-BTS-01-296 The Alpha Company Solicitation CE - Solicitation - | Bureau of Technical & 1000-02-07. 1009-03-4 BTS-0
CE-WOR-188-295 The Alpha Company Work Order Request ~ Test of Sub of Sub Bureau of Project Deve 1234-55-55 WOR-1
CE-BPD-01-294 The Alpha Company Solicitation Sub Sub test Bureau of Project Deve 1021-00-06. 1021-00-0 BPD-0
CE-SW-01-291 The Delta Company Solicitation March 2015 SW-01 Southwest Region 1007-10-86 SW-01
CE-MC-01-288 The Alpha Company Solicitation asdf Morth Cenfral Region  1004-19-86 MNC-01
? (i CE-NC-01-285 The Alpha Company Solicitation 18507086-02 North Cenfral Region  1004-19-86 NC-01
-
‘ — ~r on n e RPN P sectaTaTac na B e e
88| | contracs [ff o f[a]f»|[»] Page 10f 1
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Check the box next to the negotiation and click Edit.

Home » Solicitation
Menu Favorites Consultant Estimate List e
[+ = ) [=] Status -'Jﬂ. Customize List @ Manage
[ Solicitation List B view || - Help o Excel Export - T Add
P - " . New History ~ Reports --Mone-
[ Bimonthly Solicitation List | Delete ] Select Actions -~ - - Y Clear
[5] Construction Fair Packages -
- . . General Workflow Others Filters
[5] Construction Fair
; [ Solicitations Responded | U]J Consultant Estimate 1D | SelectedConsultant Selection Type | Consultant Estimate Title Region/Bureau Project ID(s) Solici
E- 3 Negotiation
[[] Megotiation Motes 7| 7] [ [7] 7| 7]
[ Consultant Estimate o s rouy Ty ' oo e
| CE-BTS-01-296 The Alpha Company Saolicitation CE - Salicitation - | Bureau of Technical S 1000-02-07. 1009-03-4 BTS-0
CE-WOR-168-295 The Alpha Company Work Order Request  Test of Sub of Sub Bureau of Project Deve 1234-55-55 WOR-1
CE-BEPD-01-294 The Alpha Company Saolicitation Sub Sub fest Bureau of Project Deve 1021-00-06. 1021-00-0 BPD-0
CE-3W-01-291 The Delta Company Solicitation March 2015 SW-01 Southwest Region 1007-10-86 SW-01
CE-NC-01-268 The Alpha Company Solicitation asdf Morth Central Region  1004-13-86 MC-01
:.’ Home CE-MC-01-265 The Alpha Company Solicitation 1850706-02 Morth Central Region  1004-19-86 MC-01
-
— - e nn nea A e iocsamamar as S LAY SRR LD F oML AL
8 | contracts [ ([« f[a]f > | o] Page 1 of 1

Expand the folder with the negotiation title and click Sublet List. Check the box next to negotiation and click Edit.

Home

Menu Favontes Sublet List 7 &

EJ E ; (1) [=1 Status —'.Iﬂ, Customize List g @ Manage

[5 Solicitation List LD iew Help 2| Excel Export ~ == Add

H " " " New }_?I History —None _~

[ Bimonthly Solicitation List 2 Delete [ Select Actions ~ - °f Clear

2] Construction Fair Packages .

- - . General Workflow Others Filters

] Construction Fair

[Z Solicitations Respended 4 | L[IJ | Sublet ID | Sublet No | Solicitation ID | Sublet By | Region/Bureau Pending On Role(s) Pending On User(s) Bimg
E £3 Negotiation
| T 1 Negotiation Notes [+] [+] [v] 2 [+] [v] [v]

- [8 Consultant Estimate Sublet-CE-1 29101 SW-01 The Delta Company Southwest Region Administrator,. Consultant Ne  Adam Sellin Administrater 2 Marcl
=3 CE-SW-01-291 (The Delta Comg*

[ Sublet List
»

1? Home
‘ Solicitation »
8 | contracts [l |[a]f o |[ o] Page 1 of 1
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Expand the folders with the in the left navigation and click on the link with the project ID. A summary of project

costs is displayed.

Home
Menu Favorites Sublet Estimate Details Rate Card Direct Labor Cost Direct Cost Fixed Fee Indirect Cost ™
= ﬁ ﬂ
i [0 Solicitation List
[ Bimonthly Solicitation List save
[} Construction Fair Packages
. General
3 Construction Fair
- [ Solicitations Responded
£} (-3 Megotiation SubletID:  Sublet-CE-1
[F] Megotiation Motes
[ Consultant Estimate Solicitation ID:  SW-01
2] CE-5W-01-291 (The Deita Comg? : Project Name :  ILLINOIS STATE LINE - MADISON
{3 Sublet List 7
£ Sublet: (The Gamms ProjectID:  1007-10-86
[ 1007-10-86-CTH N IN
. [ SE Snapshots Description:
D e
f.‘ | Home Measurement System: IS Sysiem v
‘ | Solicitation
\-| | Confracts = Cost Summary (In scope excluding If authorized) =) Cost Summary (If authorized) - -
3.2 Create a Rate Card
3.2.1 Create a new rate card
Click on the Rate Card tab and click New.
Home » Solicitation
Menu Favaorites Consultant Estimate Project Details M Direct Labor Cost Direct Cost Fixed Fee Indirect Cost W
H|= E‘ Edit ./ Mark as Final _.ﬂ Customize List g Manage
[5] Solicitation List }_;-I View ./ Unmark as Final = % Import Rate Card
[ Bimonthly Solicitation List | Delete Eon Ear o —None 7 Clear
[Z] Construction Fair Packages
[F1 Construction Fair SETET) e
i [1] Solicitations Responded | Resource Classification | RateCard type FinalLaborRate | RateCard Status
5 £ Negotiation
- [[] Negotiation Motes |7 [T [T
i & [f Consultant Estimate 'INo records to display.
=3 ) CE-SW-01-291 (The Delta Ci
; [5] 1007-10-86-CTH N INTEF
[| CE Snapshots
51 Sublet List
3
i.‘ | Home
‘ | Solicitation
K& | contracis [l fn ] Page 1 of
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Click on the ellipses next to the Resource Classification field.

- [ Construction Fair

- [ Solicitations Responded

=] Megotiation

i - [0 Megofiation Notes

i [[ Consultant Estimate

B =) CE-SW-01-291 (The Delta C
- 1007-10-86-CTH N INTE

= CE Snapshois
- [£ Sublet List

——

® | Home
_‘ | Solicitation

£ | contracis

Home
_J Menu l Favorites Employee Details l E: details f} -
| EIEIE]
Solicitation List Q
- [ Bimonthly Solicitation List Seve Cancel
- [ Construction Fair Packages P

Resource Classification : * |

Rate card type : * |

Key Staff: ® Employee name

Q Employee id (Only key staff for whom employ

=]

id have been p

will be displayed)

Resource Name

‘ Current Rate

Mo records to display.

Use the filter to narrow the list of options, select the Resource Classification and click Select.

J Menu l Favorites
[ [EIE]E]

Solicitation List

Bimonthly Solicitation List

Construction Fair Packages

Construction Fair

: Solicitations Respended

£} - Negatiation

i i [ Negotiation Notes

Consultant Estimate

Er ZJ CE-SW-01-291 (The Delta C
i~ [ 1007-10-86-CTH N INTE

i~ [ CE Snapshots

i [3 Sublet List

T
? | Home
_‘ | Solicitation

& | contracs

1 selected of total 5

20w | items

Resource Classification Name Resource Classification Description Y
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=
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Select the Rate Card Type from the dropdown menu. Use Individual Wage when the basis of payment will be
actual cost plus fixed fee or lump sum, NA when the basis of payment will be cost per unit and Specific Rate when

the basis of payment will be specific rate of compensation.

Home
Menu Favorites Employee Details Escalation details
™= N %)
51 Solicitation List
[ Bimontnly Solicitation List SE G
[E] Construction Fair Packages
- . . General
] Construction Fair
[51 Solicitations Responded
Construction Engineer - Mid

Resource Classification : *

=3 Negotiation

- [[] Megotiation Motes
- [[] Consultant Estimate ) Rate card type : © | v |
B &3 CE-5W-01-291 (The Delta Ct
Employee id (Only key staff for whom employee id have been provided will be displayed)

i [ 1007-10-86-CTH N INTE} Key Staff : *) Employee name
[[| CE Snapshots
i [3 Sublet List

Current Rate

Resource Name

Mo records to display.

)‘ Home

‘ Solicitation

8| | contracts

Choose the option to include employee names in the contract or only employee IDs.

Home
Menu Favorites Employee Details Escalation details
> %)
Solicitation List
Bimonthly Solicitation List seve Cance
[ Construction Fair Packages
General

Solicitations Respended

E| =] Negotiation
i i [B Negotiation Motes

[ Construction Fair
e

Resource Classification : * Construction Engineer - Mid

v

: [ Consultant Estimate Rate card type : © | Individual Wage
B 3 CE-SW-01-291 (The Delta Ci
T "
i [0 1007-10-86-CTH N INTE} Key Staff : I * Employee name Employee id (Only key staff for whom employee id have been provided will be displayed) I

[I CE Snapshots
i [7] Sublet List Resource Name Current Rate

Mo records to display.

T.‘ Home
‘ Solicitation

\-| Contracts

Add Delete
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Click Add underneath the first table to select employees that will be part of this resource classification. On the
pop up box that opens us the checkboxes to select one or more employees and click Select.

Home

J Menu l Favorites Key Staff x
[ [ElEE Records

. : 2 selected of total 3 Select All |
- [£] Solicitation List

- [Z Bimonthly Solicitation List =)
~ [£] Construction Fair Packages
-~ [ Construction Fair

l 0001-Delta One. -
51 Solicitations Responded
[ (=3 Negotiation ﬁ 0002-Delta Two

& [[I Negotiation Notes o
i [0 Consultant Estimate

= 3 CE-5W-01-291 (The Delta C
[5] 1007-10-86-CTH N INTE
i [ CE Snapshots
L. [ Sublet List

|Ih=_r.u.|l|:eﬂzna Y|

0003-Delta Three

1-3of3iems )

%
1
® | Home

i sovamion
£ | contracs

Double click in the box next to each employee in the column Current Rate and enter the current pay rate for each
employee.

Home

Menu 1 Favorites _J Empl Details l Escalation details f?

[ EIEIE
i [0 Solicitation List E Q

[Z1 Bimonthly Solicitation List
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Click on the Escalation details tab, check box next to the employee and click Edit.

Home » Sdlicitation

_J Menu l Favaorites Employee Details I Escalation details l ﬁ A
| ElEE [ Eait “ Customize List [} Manage

i [ Solicitation List S| | View 2 T Add

. [} Bimonthly Solicitation List Reports ~None F Clear

i [3 Construction Fair Package

i [3 Construction Fair General Others Fliers

[ Solicitations Responded (] Resource Classificaton Name Employee Name WeightedAveragehourlyrate

El £3 Megotiation

i [ Negotiation Motes \ | | | | | |

[[] Consultant Estimate B
& £ CE-SW-01-291 (The Defta S ssessssnsmssnan R DR R S s s ———————
i [ 1007-10-86-CTH N IN1 || Construction Engineer - Mid 0001-Delta One
i~ [ CE 8napshots
i [ Sublet List

4

® | Home

& 1 soon

88| | contracts _‘ L]l ] >

3.2.2 Add Individual Wage Escalation Details

First define the period the employee will be receiving the current rate of pay. Click Add underneath the table.
Enter 0 as the % pay increase, today’s date as the Date of Increase and the estimated amount of work that will be
completed at this rate as the % of Work at Current Rate. If the employee will not be receiving escalation in the
contract period enter 100 as the % of Work at Current Rate. Click Save.
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Next, define the period the employee will be receiving the escalated rate of pay. Click Add underneath the table.
Enter the escalation rate as the % pay increase, the date of increase as the Date of Increase and the estimated
amount of work that will be completed at this rate as the % of Work at Current Rate. Click Save.

The escalation rate should not exceed the amount published on WisDOT’s Consultant Notices
webpage.
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If the employee will be receiving multiple wage escalations during the contract period, define additional records

as necessary. When all escalation records are complete click Save.

The % of Work at Current Rate must sum to 100.

Home

_J Menu 1 Favorites

J Escalation details l

[ EIEIE]

i [3 Solicitation List

i [E| Bimonthly Solicitation List
[F Construction Fair Packages
5 Construction Fair

[l Solicitations Responded

Bl (£ Megotiation

i [0 Megotiation Notes

[[] Consultant Estimate

= =) CE-SW-01-291 (The Delta C:
[5| 1007-10-86-CTH N INTE
; [[] CE Snapshots

i [ Sublet List

Ll

P | Home

_‘|So|icisaﬁon

£ | contracs

Resource Classificaton

Employee Name :

Escalation details

Name :

0002-Delta Two

Construction Engineer - Mid

Current/Escalatiol . Date of % of Work at | Weighted avg.
da|| e mEsEs [ NS T Ha e

30.00 0.00 30.00  09/01/2018 25.00 7.50

30.00 170 3051 01/01/2019 75.00 22 88

3.2.3 Add Specific Rate Escalation Details

If specific rate rate card will be completed using market rates (no indirect cost or fixed fee,) please
contact WisDOT to remove these costs.

Click on the ellipses next to the Indirect Cost % field. Select the indirect cost rate type from the popup box and
click Select. The current indirect cost rate will be added
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First define the period the employee will be receiving the current rate of pay. Click Add underneath the table.
Enter O as the % pay increase, today’s date as the Date of Increase and the estimated amount of work that will be
completed at this rate as the % of Work at Current Rate. If the employee will not be receiving escalation in the
contract period enter 100 as the % of Work at Current Rate. Click Save.
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Next, define the period the employee will be receiving the escalated rate of pay. Click Add underneath the table.
Enter the escalation rate as the % pay increase, the date of increase as the Date of Increase and the estimated
amount of work that will be completed at this rate as the % of Work at Current Rate. Click Save.

The escalation rate should not exceed the amount published on WisDOT’s Consultant Notices

webpage.
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3.2.4 Weight Employee Contributions
When the escalation has been completed for all employees click Employee Details.

New Escalation details x
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New Pay rate 30.51
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Date of increase *
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Actual labor related rate  43.03
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The escalated wages are brought back to the Employee Details page and the contribution of each employee to the
contract must be defined. Select the first employee and click on Edit. In the pop up box enter the employee’s
estimated contribution to the contract within this classification in the % contribution to project and click Save.
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Complete the weighting for the remaining employee(s).

The % contribution to project must sum to 100.
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3.2.5 Importa Rate Card
A rate card may also be imported from a previous negotiation. To import a rated card click Import Rate Card. In
the pop up box select a negotiation and click Select.
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In the next pop up box that appears check the box next to the rate card to be imported and click Select.
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3.2.6 Complete the Rate Card
Mark the rate card final by selecting it using the checkbox and clicking Mark as Final.
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Click OK on the warning message that appears.
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The RateCard Status should now show Final.
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3.3 Direct Labor Cost

3.3.1 Entering Direct Labor
Click on the Direct Labor Cost tab. Right click on the folders that appear and click Expand All.
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Check the box next to the first task and click Edit.
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A description of the task will be displayed. Select Yes or No from the dropdown for field If Authorized. Select the
Basis of Payment from the dropdown menu. Notes may be added to include any assumptions made.

In most cases the field for If Authorized should be set to No. This indicates that the task will be part of
the initial contract authorization.
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Click on the Add button beneath the Resources table. Check the box next to the resource(s) that will be working

on the task and click Select.
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Double click in the cell in the Associated Indirect Cost column and select an indirect cost rate type from the
dropdown. Double click in the cell in the Quantity (Hrs) column and enter the estimated number of hour this

resource will take to complete the task.
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Back to return to the task list.
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Complete the rest of the task in the task list as above.
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Additional tasks may be added to the task list as outlined in section Add a New Task in this guide. Please discuss

with your WisDOT contact before adding additional tasks.

3.3.2 Creating a Sublet

A single task may not be performed by more than one consultant. If a task will be performed by more than one

consultant add the same task to the task list twice. See Add a New Task in this guide.

To create a sublet check the box next to the task to be given to the subconsultant and click Assign for Sublet.
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Click on Sublet List in the left navigation pane and click on New.
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Enter the Sublet No as the negation number with a dash and sequence number (ex 291-01.) Use the ellipses to
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Home
Menu Favorites Sublet Details i A
[+ =
H @ 0 =i Ball In Court
5 Solicitation List ~ B scope Finlized
[ Bimonthly Solicitation List EE || A
[5) GConstruction Fair Packages
- - . General Workflow
] Construction Fair
H = SO‘ICH?“DHS Respondad Selection Type : Saolicitation
& {2 Negotiation
i i [3 Negotiation Notes
P [[] Consultant Estimate SubletID:  <Autc Generateds SubletNo : * |291—Dl |
= 53 CE-3W-01-291 (The Delta C
[} 1007-10-86-CTH N INTEF Sublet By : The Delta Company Sublet Date : P
[[] CE Snapshots
[ Sublet List Sublet to Consultant: *  [The Gamma Company Izl Solicitation ID: W01
“
Fixed Fee % : 7.50
Description : = Sublet to manage changes in the contract
Scope of work : © The subgonsultant will monitor changes as they arise
3
? Home Contract Function : Construction Services E
‘ SETLET Projects (In scope excluding If authorized) -
\-| Contracis »

FF




Masterworks

Contract Negotiation

Check the box next to the newly created sublet and click Edit.
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Expand the folder in the left navigation pane and click on the link with the project ID. Click on the Direct Labor

Cost tab.
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Click Add Task. In the pop up box check the box next to the task to be assigned to the subconsultant and click

Select.
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The task will now show up in the subconsultant’s task list.
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Click on Sublet List in the left navigation pane. Check the box next to the sublet. Click on Select Actions and

Scope Finalized.
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Click OK on the acknowledgement screen. The subconsultant can now begin work on its negotiation.
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3.3.3 Completing Direct Labor Cost
Once all tasks have been completed click Mark Final.

A basis of payment must be associated to every task to complete this action.
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A success message will appear.
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3.4 Add Direct Costs

To add direct costs, click on the Direct Cost tab and click Add below the Direct Cost table.
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In the pop up box check the box(es) next to direct cost type(s) that will be part of the contract. Click Select to add
the types to the table. Multiple types may be added at once. Direct cost types may be duplicated, for example
meals for lunch and meals for dinner.
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Click on one of the direct types so that it turns orange and click Edit.
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Enter an additional Description. For If Authorized defaults to No, this should not be changed unless it will be part
of a future contract authorization. Select a Basis of Payment. Enter the estimated Quantity of the item and the
Rate (per quantity). Click Save.

The basis of payment for direct costs should match the basis of payment for direct labor cost.
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After all items have been completed click Save.
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this screen.
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3.6 Indirect Cost

Click on the Indirect Cost tab to review the indirect cost added to the contract.
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The Indirect type % field may be edited as part of negotiations.

At this time, the indirect cost rate may only be edited down. If the consultant is expecting an increase
in an indirect cost rate please contact WisDOT prior to beginning negotiations.
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3.7 Publishing the Estimate

3.7.1 Accepting Subconsultant Negotiations

If any sublets have been made, the higher tier consultant must accept before the negotiation may be published

back to WisDOT.

Click on Sublet List in the left navigation pane. Check the box next to the negotiation. Click on Select Actions and
Negotiation Completed to accept the subconsultants estimate. If revisions are needed choose ReDraft and then

click on Select Actions and Scope Finalized.
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Click OK on acknowledgement screen.
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3.7.2 Publishing the Prime’s Estimate
After reviewing project costs click on Consultant Estimate in the left navigation pane. Check the box next to the
negotiation. Click Select Actions and then click Publish. This returns the negotiation to WisDOT and moves the

process forward. Selecting ReDraft will return the negotiation to WisDOT for revisions.
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3.7.3 Publishing a Sublet
After reviewing project costs click on the Sublet List link in the left navigation pane. Check the box next to the
negotiation. Click Select Actions and then click Publish.
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Click OK on the warning message that appears
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Click OK on the acknowledgement screen.
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4 Review Estimate - WisDOT

After the consultant has published the estimate, WisDOT may begin its review.

4.1 Negotiation Reports

To view reports, navigate to the solicitation module. Click on Consultant Estimate. Check the box next to the
negotiation. Click on the Reports button and select one of the reports form the menu.
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e The Full Negotiation Report contains all negotiation information.

e The Details Report contains a summary of prime consultant costs.

e The List Page Report lists all negotiations displayed on the screen.

e The Consultant Estimate Summary contains a summary of costs by type and task.

e The Project Consultant Estimate Summary contains a summary of direct labor cost by task.

4.2 Reviewing Estimate Costs

Navigate to the Solicitation module, expand the Negotiation folder in the left navigation and clicking Consultant
Estimate. Check the box next to the negotiation and click View.
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A summary of prime consultant costs is displayed.
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To view more detailed information, expand the folder in the left navigation and click on the link with the project

ID. Click through the tabs on the top of the screen to see more details.
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4.3 Returning the Negotiation for Revision

If the consultant needs to make changes to the estimate navigate to the Consultant Estimate list page. Check the
box next to the negotiation and click Select Actions and ReDraft. Reject is an option that should only be used if
negotiations have reached an impasse will not be proceeding.

Home ) Solicitation
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Click OK on the acknowledgement screen.
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Check the box next to the negotiation and click Edit.

Home } Solicitation
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In the left navigation pane expand the folder with the negotiation title and click on the link with the project ID.
Upload documents that are evidence of negotiations. These may include emails or notes from meetings or phone

conversations. Click Save.

Not all details of negotiations need to be kept in masterworks. But, include a record of what was discussed in

Masterworks.
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Return to the Consultant Estimate page check the box next to the negotiation and click Select Actions and Scope

Finalized.
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Click OK on the acknowledgement screen.
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A red warning message will be displayed in the upper right corner of the screen indicating that the system was

unable to send a message to the consultant. Please notify the consultant that it has a new negotiation to work

on.
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5 Revising the Estimate - Consultant
To begin revising the estimate check the box next to the negotiation and click Edit.
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steps outlined in Section 2: Consultant Estimate — Consultant
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If the Direct Labor Cost needs to be revised, click Unmark Final before making changes.
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6 Complete Negotiation - WisDOT

After the final price

has been agreed to the negotiation needs to be completed.

From the Consultant Estimate list page use the checkbox to select the negotiation. Click on Select Actions and
Negotiation Completed.
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Click OK on the acknowledgement screen.
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From the Consultant Estimate list page use the checkbox to select the negotiation. Click on Select Actions and
Approved for Contract.
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Click OK on the acknowledgement screen.

Home » Solicitation

_J Menu l Favorites

I IE]E] WisDOT Masterworks Staging
-~ [0 Solicitation List
~ [[] Bimonthly Solicitation List
- [4 Construction Fair Packages Attachments
- [ Construction Fair | o
=} i3 Negotiation
i [ Megofiation Notes | Documen‘ Title Uploaded By | Uploaded Date File Size
WisDOT Estimate
- [ Censultant Estimate Upload Document
[ [_] Non Formal

Set Days To Complete for Next Stage - |

o | coem |

® | Home < |

E | Projects

| s
&&| | contracts

AAA




Masterworks Contract Negotiation

7 Create a Contract - WisDOT

To create a new contract, click on the Contracts module. Expand the Contracts folder in the left navigation pane
and click on the type of contract to be created. Master Contracts are created only by Central Office. Regular
Contracts include contracts from bimonthly solicitations, construction fair, small purchase and sole source. Click

on the New button.
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Fill in the fields with the required information. Enter the Contract Number from CARS. Use the ellipses to select
the Construction Fair Title. Use the ellipses to select the Construction Fair Package ID. Use the ellipses to select
the Awarded Prime Consultant. Add the Original Contract Completion Date. Select Regular as the Type of
Contract. Add the Account Code to the projects table. Type a short Description of Services. Add the WisDOT
Representative and Consultant Representative.
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8 Review Contract - Consultant
Navigate to the Contracts module and expand the folder Contracts which contains four links: Master Contracts to

view master contracts, Regular Contracts to view contracts from bimonthly and construction fair solicitations and
small purchase and sole source requests and Work Order to view work orders. Consultants cannot view the

Master Group ID link.
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To view the contract, check the box next to the contract and click View.
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Review the contract. Click Cancel to return to the list page.
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f.‘ Home " "
WisDOT Department Representative
‘ Solicitation
| Contact Name ‘ Title | Work Address | Email ‘ Telephone | -
\'" Contracts N
Check the box next to the negotiation and click Select Actions. Clicking Reviewed will approve the contract.
Clicking Request to Revisit will send it back to WisDOT for revisions.
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Masterworks Contract Negotiation

9 Submit Contract for Approval - WisDOT
After the contract has been approved by the consultant check the box next to the contract and click Select
Actions. Click Submit for Approval to send the contract for approval in Central Office. Click Redraft if changes

need to be made to the contract.
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After clicking Submit for Approval send a completed DT25 to Diane Phaneuf.
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