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1. Initiating a Project

The procedure to initiate a project by including project basic details, project advance details, project
date related details, project fund details, and project location details are described.

1. Click Projects in the module menu. The Project List page is displayed.

2.

3.

In the Project List page, click New. The Project Initiation page is displayed.

Menu Favarites
=2 | J wledie || copy
% () Recent Projects ';'e'w Piview || 55 Mark Active/InA
:!IDelete _'t;.Manage Users
GENERAL
[y | Project 1D Title
gl
6. OO0 BLAC
900K STH 5
900X STH 5
3000 MAUS
9. 3000HKKK STH 5
300K SIGNA
6. 200000 BLAC
“
61300000 WISC
300G SIGNA
170K SUNF
4 HKK-KHXK RR XI
13006060 SUNH
800X ST.CR
300G CELKI
500000 MOMN
:.’ | Home 100X FOND)
[ | projects 5 00KHXK MAZQ)
‘ | solicitation 2OXKAHK STH1
\.| | Delivery contracts 6! JOOEXHHK WISC

Submit fer Approval
) PP

Save Cancel @ History

GENERAL WORKFLOW

. L* -
Business Unit : | WisDOT
Project Initiation Project Funding Project Location

PROJECT BASIC DETAILS

Project 1D *
AASHTOWare Project ID :

Type of Project *

In the Business Unit drop-down list, the WisDOT business unit is auto populated. However, you can select the
business unit to which the project belongs. The drop-down lists only those business units to which you have

access.
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4. Inthe Project Initiation tab, enter appropriate values in the fields of different sections as described below.
a. The Business Unit field is a required field and will auto populate with WisDOT. No further adjustments are
required.
b. In the Project Basic Details section, provide information in the required fields. The fields in the section are
described in the following table:

Field Mandatory / Description
Non-mandatory

Project Initiation | ProjectFunding  Project Location

PROJECT BASIC DETAILS

Project ID *z PeopleSoft Project ID *
AASHTOWare Project ID Document Template * Project Document ~

Type of Project *z

Does this current project belong *: OYes  ONo
to an existing Design Group Id ?

Project ID Mandatory Enter a unique ID for the project.
PeopleSoft Project ID Mandatory Enter the ID provided by PeopleSoft for the project.
Type of Project Mandatory From the drop-down list, select the required type of project.

For availability of options in the drop- down list, project types
must be defined in the Type of Project catalog of the library.
Document Template Mandatory From the drop-down list, select the required document template
for the project folder. For availability of options in the drop- down
list, document templates must be defined in

the Document Templates catalog of the library.

Does this current project Mandatory « Click Yes if the project belongs to an existing design group. The
belong to an existing Design button for the Design Group ID will be available to select the
Group Id? Design Group ID.
« Click No if the project does not belong to an existing Design
Group ID.
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Field Mandatory / Description
Non-mandatory

Design Group ID : Master ID
Title *: Concept

Limit *: Improvement Concept -

Segment : Route "

Project Type ": v Federal GrantID : Federal Grant ID
No records to display.
Federal ID : | Federal ID

Mo records to display.

Add Edit Delete

Add Edit Delete

Note: Ensure to enter an appropriate Master ID when the project belongs to a new Design Group ID. The Master ID

field cannot be blank.

Design Group ID Non-mandatory | If the project belongs to an existing Design Group ID, then select

the appropriate Design Group ID using the following steps:

1. Click | ... andthe Design Group ID dialog box is displayed. For
availability of options in the dialog box, design group IDs must
be defined in the Design Group ID- Master ID catalog of the
library.

Select the required Design Group ID and click Select. The Design
Group ID is displayed in the field and the associated Master ID is
also displayed in the Master ID field. If the project does not belong
to an existing Design Group ID, then enter the unique ID of the
design group.

Master ID Non-mandatory | The unique Master ID associated with the existing Design Group
ID is auto populated when an existing Design Group ID is
selected. If the project belongs to a new Design Group ID,
then enter the Master ID associated with the design group.

Title Mandatory Enter a title for the project.

Concept Mandatory Enter concept of the project.

Limit Mandatory Enter limit of the project.

Improvement Concept Mandatory To select an appropriate Improvement Concept for the project:
1. Click' - andthe Improvement Concept dialog box is

displayed. For availability of options in the dialog box,
improvement concepts must be defined in the Improvement
Concept catalog of the library.

2. Select the required improvement concept and click Select.

Segment Non-mandatory | Enter the segment of the project.

Route Mandatory Enter the route of the project.

Project Type Mandatory From the drop -down list, select the required option.
o Delivery
« Non-Delivery

Federal Grant ID Non-mandatory | Toadd a new Federal Grant ID for the project:

1. Click Add and the New dialog box is displayed.

2. Key in the new Federal ID and select Save. This field can
further be edited by clicking the Edit or Delete buttons.

Federal ID Non-mandatory | Toadd a new Federal ID for the project:

1. Click Add and the New dialog box is displayed.

2. Key in the new Federal ID and select Save. This field can
further be edited by clicking the Edit or Delete buttons.
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Field

Mandatory /
Non-mandatory

Description

Additional Project Description :

Complexity
Project Leader :
Division *:

Responsible Region/Bureau *

Project Supervisor :
Project Manager :
Primary Region/Bureau *:

Organizational Code *:

Additional Project Description

Non-mandatory

Enter additional description about the project.

Complexity

Non-mandatory

From the drop-down list, select the required option.

« High

e Medium

e Low
The complexity selected in this field is the default complexity for
all the tasks in the project.

Project Supervisor

Non-mandatory

To select a supervisor for the project:

1. Click .. andthe Users dialog box is displayed. The dialog box
lists all active users from the list of User Accounts in the
enterprise.

2. Select a user and click Select.

Project Leader

Non-mandatory

To select a project leader for the project:

1. Click .. and the Users dialog box is displayed. The dialog box
lists all active users from the list of User Accounts in the
enterprise.

2. Select a user and click Select.

Project Manager

Non-mandatory

To select a project manager for the project:
1. Click .. and the Project Manager dialog box is displayed.
2. Select the project manager for the contract.

Division Mandatory To select a division for the project:

1. Click| .. and the Division dialog box is displayed. For
availability of options in the dialog box, divisions must be
defined in the Division catalog of the library.

2. Select a division and click Select.

Primary Region/Bureau Mandatory To select primary region/bureau for the project:

1. Click .. and the Region/Bureau dialog box is displayed. For
availability of options in the dialog box, regions/bureaus must
be defined in the Region-Bureau catalog of the library.

2. Select a region/bureau and click Select.

Responsible Region/Bureau Mandatory To select region/bureau responsible for the project:

1. Click .. and the Region/Bureau dialog box is displayed. For
availability of options in the dialog box, regions/bureaus must
be defined in the Region-Bureau catalog of the library.

2. Select a region/bureau and click Select.

Organizational Code Mandatory To select an organizational code for the project:

1. Click .. and the Organization Code dialog box is displayed. For
availability of options in the dialog box, organizational codes
must be defined in the Organizational Code catalog of the
library.

2. Select a region/bureau and click Select.
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Field

Mandatory / Description
Non-mandatory

County * Primary
No records to display.

Add Delete

Structure ID/NBI#
No records to display.

Add Delete

‘ City/Town/Village

Mo records to display.

Add Delete

County

Mandatory To select the counties for the project:

1. Click Add. The County dialog box is displayed. For availability
of options in the dialog box, counties must be defined in the
County catalog of the library.

2. Select the required counties and click Select.

3. Check the box in the Primary column to select the primary county
where the project will be executed.

City/Town/Village

Non-mandatory | To add the desired Cities/Towns/Villages of the County:

1. Click Add. The City/Town/Village dialog box is displayed listing
all the cities/towns/villages of the selected counties. For
availability of options in the dialog box, cities/towns/villages
must be defined in the City-Town-Village catalog of the
library.

2. Select the required cities/towns/villages and then click Select.

Structure ID/NBI#

Non-mandatory | To add the Structure ID details of the project:

1. Click Add. The Structure ID dialog box is displayed. For
availability of options in the dialog box, structure IDs must be
defined in the Structure ID catalog of the library.

2. Select the required structure IDs and then click Select.
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b. Inthe Project Advanced Details section, provide information in the required fields. The fields in the section are
described in the following table:

Field

Mandatory /

Non-mandatory

Description

PROJECT ADVANCED DETAILS

Purpose and Need *:

Description *:

Type of Work :

A

Purpose and need Mandatory Enter purpose and need details of the project.
Description Mandatory Enter a brief description about the project.
Type of Work Non-mandatory | Enter details about the type of work associated with the project.

c. Inthe Date & Status section, provide information in the required fields. The fields in the section are described

in the following table:

Field

Mandatory /
Non-mandatory

Description

DATE & STATUS

Project Created Date

Project Start Date *: |None
Reimbursement Request Ends *: None
PS&E Date : None

LET Date : None

o 04/12/2023

A"

v

w

v

Project Status *, v
Project Completion Date *: |None v
Anticipated All work Complete :© None W
Early PS&E Date : Mone v
Early LET Date : [MNone R

Project Created Date

Non-Mandatory

The date when the project was created is auto populated.

Project Status

Mandatory

From the Project Status drop-down list, select the current status
of the project. For availability of options in the dialog box, project
statuses must be defined in the Project Status catalog of the
library.

Project Start Date

Mandatory

From the drop-down calendar, select the commencement date of
the project.

Project Completion Date

Mandatory

From the drop-down calendar, select the completion date of the
project.

Reimbursement Request Ends

Mandatory

The end date for reimbursement requests of the project is auto
populated. The reimbursement request end date is 3 years from
the project completion date.

Anticipated All work
Complete

Non-mandatory

From the drop-down calendar, select the anticipated date for
completion of all the work in the project.

PS&E Date

Non-mandatory

From the drop-down calendar, select the PS&E date of the project.

Early PS&E Date

Non-mandatory

From the drop-down calendar, select the earliest PS&E date of the
project.

LET Date Non-mandatory | From the drop-down calendar, select the date when the project
will be let for construction.
Early LET Date Non-mandatory | From the drop-down calendar, select the earliest LET date of the

project.
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d. Inthe Notes section, provide information in the required fields. The fields in the section are described in

the following table:

Field Mandatory/ Description
Non-Mandatory
NOTES
Notes
A
Last Updated By :
Last Updated On_ :
Notes Non-mandatory | Enter notes about the project.
Last updated by - The name of the person who has last updated the project details
is auto populated.
Last updated on - The date and time when the project details were last updated is
auto populated.

Note: The Associated Projects section and Tied Projects section auto populates.

ASSOCIATED PROJECTS

Praject ID Title Type Of Project
Mo records to display.
TIED PROJECTS
Project 1D Contract ID Title Type Of Project

Mo records to display.

Note: The MODULES section is not in use at this time and should not be adjusted.

e.

Expand Attachments to upload images and files relevant to the project.

5. Click the Project Funding tab to enter funding details of the project.

a.

Enter the information in the required fields. The fields are described in the following table.

Field

Mandatory / Description
Non-mandatory

Project Initiation Project Funding
*
Master Program :
*,
Sub-Sub Program :
. . Lk
Financial Function :

Primary Component *:

Scheduled Date

Original Program Year :

Estimate Last Updated :

: [None &

Project Location
*
Sub Program :
Sub Program Code Extension :
Transportation Mode *
Review Control Code :

Current Program Year : v

v Estimate Last Updated in : [None v

Financial System
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Field

Mandatory /
Non-mandatory

Description

Master Program Mandatory To select a Master Program for the project:

1. Click| - and the Master Program dialog box is displayed. For
availability of optionsin the dialog box, master programs must
be defined in the Master Program catalog of the library.

2. Select a master program and click Select.
Sub Program Mandatory To select a Sub Program for the project:

1. Click .. and the Sub Program dialog box is displayed. For
availability of optionsin the dialog box, sub programs must be
defined in the Sub Program catalog of the library.

2. Select a sub program and click Select.

Sub-Sub Program Mandatory To select a Sub-Sub Program for the project:

1. Click| .. and the Sub-Sub Program dialog box is displayed. For
availability of options in the dialog box, sub-sub programs
must be defined in the Sub-Sub Program catalog of the
library.

2. Select a Sub-Sub Program and click Select.

Sub Program Code Extension

Non-mandatory

To select a Sub Program Code Extension for the project:

1. Click .. and the Sub Program Code Extension dialog box is
displayed. For availability of options in the dialog box, Sub
Program Code Extensions must be defined in the Sub Program
Code Extension catalog of the library.

2. Select a sub program code extension and click Select.

Financial Function Mandatory To select a Financial Function for the project:

1. Click .. and the Financial Function dialog box is displayed. For
availability of options in the dialog box, financial functions
must be defined in the Financial Function catalog of the
library.

2. Select a financial function and click Select.

Transportation Mode Mandatory To select a Transportation Mode for the project:

1. Click .. |and the Transportation Mode dialog box is
displayed. For availability of options in the dialog box,
transportation modes must be defined in the Transportation
Mode catalog of the library.

2. Select a Transportation Mode and click Select.

Primary Component Mandatory To select a Primary Component for the project:

1. Click| .. and the Primary Component dialog box is displayed.
For availability of options in the dialog box, primary
components must be defined in the Primary Component
catalog of the library.

2. Select a Primary Component and click Select.

Review Control Code

Non-mandatory

To select a Review Control Code for the project:

1. Click| - and the Review Control Code dialog box is displayed.
For availability of options in the dialog box, the Review Control
Codes must be defined in the Review Control Code catalog of
the library.

2. Select a Review Control Code and click Select.

Scheduled Date

Non-mandatory

From the drop-down calendar, select scheduled date of the
project.
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Field

Mandatory /
Non-mandatory

Description

Current Program Year

Non-mandatory

From the drop-down list, select the current program year.

Original Program Year

Non-mandatory

From the drop-down list, select the original program year.

Estimate Last updated in
Financial System

Non-mandatory

From the drop-down calendar, select the last updated date of the
project estimate in the financial system.

Estimate Last updated

The last updated date of the project estimate is auto populated.

WisDOT Program Code

Neo records to display.

Add Delete

WisDOT Program Code Mandatory To select WisDOT Program Codes for the project:
1. Click Add. The WisDOT Program Code dialog box is displayed.
For availability of options in the dialog box, WisDOT program
codes must be defined in the WisDOT Program Code catalog
of the library.
2. Select the required WisDOT Program Codes and click Select.
Life Cycle/Milestone Planned Planned Actual Actual % Complete
Start Date | End Date Start Date | End Date
Mo records to display.
Add Edit Delete
Life Cycle/Milestone Mandatory To select Life Cycle/Milestone for the project:

1. Click Add. The Life Cycle dialog box is displayed. For availability
of options in the dialog box, WisDOT program codes must be
defined in the Life Cycle catalog of the library.

Select the required Life Cycle/Milestone and click Select.
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Field Mandatory / Description
Non-mandatory
Component Description Scheduled Date Amount in $
Nao records to display.
Add Edit Delete
Component Mandatory To select a component for the project:

1. Click Add. The Component dialog box is displayed. For
availability of options in the dialog box, components must be
defined in the Component catalog of the library.

2. Select the required components and click Select. The
component is added to the table.

3. Select a record and click Edit. The Edit dialog box is displayed.

4. Enter the Description, Amount, and select the Scheduled Date
of the component.

5. Click Save.

b. Inthe Federal Details section, fill in the following fields as required.

Field

Mandatory /
Non-mandatory

Description

FEDERAL DETAILS

Federal Authorization Date : |None

Federal Agreement Amountin$ :

Federal Project Type :

Federal Oversight Type *: 5 - PoDl/Locally Administered

Federal Agreement Date : None v
Federal Stage : v
Status to FMIS : -
Federal State Code : v

Federal Authorization Date

Non-mandatory

From the drop-down, select the date that the project was federally
authorized on. Note: This field defaults to “None”.

Federal Agreement Date

Non-mandatory

From the drop-down, select the date that the federal agreement
was exicuted for the project. Note: This field defaults to “None”.

Federal Agreement Amount

in$

Non-mandatory

Enter the federal agreement amount for the project.

Federal Stage

Non-mandatory

From the drop-down, select the approprate stage.

Federal Oversight Type

Mandatory

To select Federal Oversight Type for the project:

1. Click| == The Federal Oversight Type dialog box is displayed. For
availability of options in the dialog box, Federal Oversight Types
must be defined in the Federal Oversight Type catalog of the
library.

2. Select the required Federal Oversight Type and click Select.

Status to FMIS

Non-mandatory

From the drop-down, select the approprate financial management
information system status.

Federal Project Type

Non-mandatory

To select Federal Project Type for the project:

1. Click = The Federal Project Type dialog box is displayed. For
availability of options in the dialog box, Federal Project Types
must be defined in the Federal Project Type catalog of the
library.

2. Select the required Federal Project Type and click Select.

Federal State Code

Non-mandatory

From the drop-down select “55-Wisconsin”.

10
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Field

Mandatory /
Non-mandatory

Description

Project Description
DUNS
Federal Indicator :

Federal County

Disaster Sequence Number :
Disaster Year

Emergency Relief Code :

- |kjhkgbkjgb,mvbjhmjm

Federal Mega Project © po
Federal Eligibility Date : [None v
Emergency Relief Eligible : mno

FEQErdl Froject ena vdie . V/ui=usd -

TIP/STIP

Federal Extension Expiration : [None v

Date

Environmental Document Type : hd
Environmental Initiation Date :
State Project ID : |5555-66-55

Federal Project ID ! | Federal Project ID

v Neo records to display.

Project Description

Non-mandatory

Enter a description of the project.

Federal Project End Date

Non-mandatory

From the drop-down, select the date that the project will end.
Note: This field defaults to “None”.

DUNS

Non-mandatory

To select a DUNS Id for the project:

1. Click| - The DUNS dialog box is displayed. For availability of
options in the dialog box, the DUNS ids must be defined in the
DUNS catalog of the library.

2. Select the required DUNS ID and click Select.

TIP/STIP

Non-mandatory

Enter the TIP or STIP that is associated with the project.

Federal Indicator

Non-mandatory

To select a Federal Indicator for the project:

1. Click| .. The Federal Indicator dialog box is displayed. For
availability of options in the dialog box, the Federal Indicator
must be defined in the Federal Indicator catalog of the library.

2. Select the required Federal Indicator and click Select.

Federal Extension Expiration
Date

Non-mandatory

From the drop-down, select the date the project’s federal extension
with expire. Note: This field defaults to “None”.

Federal County

Non-mandatory

To select a Federal County for the project:

1. Click| .. The Federal County dialog box is displayed. For
availability of options in the dialog box, the Federal County
must be defined in the Federal County catalog of the library.

2. Select the required Federal County and click Select.

Environmental Document
Type

Non-mandatory

From the drop-down, select the associated environmental
document type.

Federal Mega Project

Non-mandatory

From the drop-down, select either”Yes” or “No”. Note: This field
defaults to “No”.

Enviornmental Initiation Date

Non-mandatory

From the drop-down, select the date that the enviornmental
initiation was exicuted for the project.

Federal Eligibilty Date

Non-mandatory

From the drop-down, select the date that federal eligibilty was
initiated for the project. Note: This field defaults to “None”.

State Project ID

Non-mandatory

Enter the associated state project id.

Emergency Relief Eligible

Non-mandatory

From the drop-down, select either”Yes” or “No”. Note: This field
defaults to “No”.

Federal Project ID

Non-mandatory

This is an auto populated field.

Disaster Sequence Number

Non-mandatory

From the drop-down, select the disaster sequence number
associated with the project.
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Disaster Year

Non-mandatory

From the drop-down, select the disaster year associated with the
project.

Emergency Relief Code

Non-mandatory

Enter the associated emergency relief code for the project.

c. Inthe Funding section, perform the following steps to add funding details for the project.

FUNDING

Details Amount in $
Type

Fund Source

Local Unit of
Government

Appropriation

Federal
Program Code

Limit 5 % within

Priority

Federal
Improvement
Type

Category Demonstration |

Number

Category
Description

Priority ‘

No records to display.

Add Edit Delete

i. Click Add. The New Funding dialog box is displayed.
ii. Enter/Select appropriate values for the fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field Description

Details From the drop-down, select the associated project detail number.

Amount in $ Indicates the project fund amount that is auto populated based on
the values entered in the Limit $ and %w/in priority fields.

Fund Source Type From the drop-down list, select the type of fund source for the

project. For availability of options in the drop-down list, fund source
types must be defined in the Fund Source Type catalog of the
library.

Local Unit of Government

This field is not currently in use and cannot be edited.

Appropriation

To select an appropriation for the fund:

1. Click and the Appropriation dialog box is displayed. For
availability of options in the dialog box, appropriations must be
defined in the Appropriation catalog of the library.

2. Select a federal improvement type and click Select.

Federal Program Code

To select an appropriation for the fund:

1. Click and the Appropriation dialog box is displayed. For
availability of options in the dialog box, appropriations must be
defined in the Appropriation catalog of the library.

2. Select a federal improvement type and click Select.

Limit $

Enter the limit amount.

Priority

From the drop-down list, select the priority for the fund.

% within Priority

Enter the percentage of the limit amount within the priority.

Federal Improvement Type

To select a Federal Improvement Type for the fund:

1. Click and the Federal Improvement Type dialog box is
displayed. For availability of options in the dialog box, federal
improvement types must be defined in the Federal
Improvement Type catalog of the library.

2. Select a federal improvement type and click Select.

12
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Field Description
Category Number From the drop-down list, select the category number.
Category Description To select a Category Description for the fund:
1. Click | .. and the Category Description dialog box is displayed.

For availability of options in the dialog box, category
descriptions must be defined in the Category Description
catalog of the library.
2. Select a Category Description and click Select.
Demonstration ID Enter the demonstration ID.
Federal Aid Type To select a federal aid type:
1. Click | ... and the Federal Aid Type dialog box is displayed for
availability of options in the dialog box.
2. Select a Federal Aid Type and click Select.
GIS Omission Justification To select a code to justify omission of GIS:
select a federal aid type:
1. Click | ... andthe Federal Aid Type dialog box is displayed for
availability of options in the dialog box.
2. Select a GIS Omission Justification Code and click Select.

Federal Prefix The only option available will be WISC for Wisconsin.
100% Safety Select Yes or No from the dropdown menu.
Construction Select Yes or No from the dropdown menu.
Activity Number Enter the Activity Number.
Activity Description Enter the Activity description.
Supplemental Activity Description To select a supplementary activity description for the fund:
1. Click | ... and the Supplemental Activity Description dialog box

is displayed for availability of options in the dialog box, category
descriptions must be defined in the Supplementary Activity
catalog of the library.

2. Select a Supplemental Activity Description and click Select.

Advanced Construction Funds in $ The fiscal management information system advance construction

amount is the monetary value of federal dollars that is an advanced

construction portion expressed in terms of currency of a fiscal
management information system detail record.

Supplemental Category Description To select a supplementary category description for the fund:

1. Click | ... andthe Supplemental Category Description dialog
box is displayed for availability of options in the dialog box,
category descriptions must be defined in the Supplementary
Category catalog of the library.

2. Select a Supplemental Category Description and click Select.

Federal Urban Area Enter the appropriate code if the area is classified as a Federal

Highway Administration urban area.

iii. Click Save.

Note: The value in the Delivery Budget estimate field is auto populated from the current project estimate.

Delivery Budget Estimate in$ : Federal Fundsins$ : 0.00
Construction Estimate in$ 0.00 Total Costsin$ 0.00

Delivery Budget/Construction % :

Comments :

13
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Note: The value in the Delivery Budget/Construction % field is auto calculated and displayed. The value is calculated based
on the values in the Delivery Budget estimate and Construction Estimate fields.

iv. Inthe Construction Estimate in $ field, enter the estimated amount of construction.
v. Inthe Federal Fundsin $ field, enter the estimated amount of federal funds.
vi. Inthe Total Costs in $ field, enter the estimated total cost.
d. Expand Attachments to upload images and files relevant to the fund.
6. Click the Project Location tab to enter location details of the project.
a. Inthelocation section, provide required information in the fields. The fields are described in the following table.

Note: All the fields described in the following table are non-mandatory fields.

Field | Description

Project Initiation Project Funding Project Location

LOCATION

MNet Center Line Miles :
Performance Miles :
Highway System :
Corridor Status :

Connecting Highway :

Lirham %

Railroad Crossing Count :

[=]
(=]
(=]

MPO - Municipal Planning :
Organization

[=]
(=]
(=]

MPA - Metropolitan Planning :
Area

Jurisdictional Transfer : | No v

Highway :

Net Center Line Miles

Enter measurement of the net center line in miles.

Railroad Crossing Count

Enter number of railroad crossings in the project location.

Performance Miles

Enter the length of the planned project in miles.

MPO - Municipal planning
organization

To select a Municipal Planning Organization associated with the project:

1. Click | ... andthe Municipal Planning Organization dialog box is displayed.
For availability of options in the dialog box, municipal planning
organizations must be defined in the Municipal Planning Organization
catalog of the library.

2. Select a Municipal Planning Organization and click Select.

Highway System

To select a Highway System associated with the project:
1. Click | ... andthe Highway System dialog box is displayed.
2. Select a Highway System and click Select.

MPA — Metropolitan Planning
Area

To select a Metropolitan Planning Area associated with the project:
1. Click | ... andthe MPA-Metropolitan Planning Area dialog box is
displayed.
2. Select a Metropolitan Planning Area code and click Select.

Corridor Status

To select a Corridor status:
1. Click | .. andthe Corridor Status dialog box is displayed.
2. Select a Corridor Status and click Select.

Jurisdictional Transfer

From the drop-down list, select Yes or No to indic+ate whether there is a
jurisdictional transfer in the project.

Connecting Highway

From the drop-down list, select Yes or No to indicate whether a connecting
highway is associated with the project.

Highway

To select a Highway:
1. Click .. andthe Highway dialog box is displayed.
2. Select a Highway and click Select.
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Field Description
Urban% : 100.00
Road System
Rural % : 0.00
Ownership @ |1 _g;
Urban Code : |y nidentified
Structure Count : 3
Federal County : |25 Dane Count
Intersection Count : 2
Urban/Rural : | Urkan v

Urban % and Rural %

The total of Urban% and Rural% is 100%.

Enter the percentage of either the urban area in the Urban % field or rural
area in the Rural % field. If the Urban % is entered, the Rural % is auto
populated. If the Rural % is entered, then the Urban % is auto populated.

Road System

To select a Road System:

1. Click ' .. andthe Road System dialog box is displayed.
2. Select a Road System and click Select.

Select an Urban Code and click Select.

Ownership To state who is the owner of this contract:
1. Click | .. andthe Ownership dialog box is displayed.
2. Select an owner and click Select.

Urban Code To select an Urban Code:

1. Click| ... andthe Urban Code dialog box is displayed.

Federal County

To select the Federal County:

Select an Urban Code and click Select.

1. Click| ... and the Federal County dialog box is displayed.

Structure Count

Enter the number of structures being billed to this project.

Urban/Rural

From the drop-down list, select Urban or Rural to indicate if the project
location is urban or rural.

Intersection Count

Enter the number of intersections in the project area.

b. Expand Attachments to upload images and files relevant to the project location.

7. Click Save. The project is created, and the Project Details tab is displayed. The created project is also available in the

navigation pane.
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2. Scope\Budget\Estimate\Schedule

The procedure to define project scope, delivery estimate, and project schedule are described in the following sections.
e Defining Project Scope Details
e Creating a Project Delivery Estimate
e Scheduling a Project

2.1 Defining Project Scope Details

Steps
1. Double-click the project for which you want to define the scope. The Project Dashboard is displayed.

2. Expand the project folder in the navigation pane and expand the Scope\Delivery Estimate\Schedule folder.
3. Expand the Scope folder and then click Scope Details. The Scope Details page is displayed.

Menu Favorites Scope Details

C]|=! H 3] Create Version

21 3 Recent Projects

[} WAUSAU - MERRILL (9491-0€
[l ARMSTRONG CREEK RED B

- [] T PEEKSVILLE, SINKHOLE Ry

[ Statewide Traffic Operations C

¢ = [ TPOPPLERIVER, LITTLEPQ

E| ) WAUSAU - MERRILL (9491-06-7C

. (2] Documents ProjectID: 9491-06-T0

- 3 Scope'Budget Estimate\Sched

B ) Scope Title: WAUSAU - MERRILL (9491-06-70) Region /Bureau :  Nerth Central Region
[[] Design Segment Limit :

[ ) Deficiencies

[ () Traffic Ancil

- [ Public Involvement

Plans - Extra County City/Town/Village

- B
- [£] Railroad Crossing MARATHON GOUNTY Mo records to display.
+- [[| Real Estate
- B
- B

Save

General

Version: 0

E‘EEATOR DRIVE TO LINCOLN CO Route: LOCSTR

County City/Town/Village

Environmental
Maintenance

Home
Indirect Cost type Fixed Fee %

Projects
Indirect Cost type Resource type % on project Resource type % on project

Solicilation Mo records io display. Mo records to display.

Contracts

Library

ol

Administration

The values in the Version, Project ID, Title, Region /Bureau, Limit, Route, County, City/Town/Village fields/sections
are auto populated.

4. To add indirect cost type for the project, perform the following steps: In the Indirect Cost type section, click Add.
a. The New Indirect Cost type dialog box is displayed.

Indirect Cost type

Indirect Cost type | Resource type | % on project

Mo records to display.

| Add || Edit | | Delete
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b. Enter information in the required fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field | Description
Indirect Cost type  Field V|
Resource type | Consultant v
% on project 0.00
Save Cancel 4
Indirect Cost type From the drop-down list, select the type of indirect cost for the project. For

availability of options in the drop-down list, the indirect cost types must be defined
in the Indirect Cost Type catalog of the library.

Resource type From the drop-down list, select the resource type associated with the indirect cost.
For availability of options in the drop- down list, the resource types must be defined

in the Resource Type catalog of the library.
% On project Enter the percentage of project that is associated with the indirect cost.

c. Click Save. The indirect cost details are displayed in the Indirect Cost type section.

5. To add Fixed Fee percentage, perform the following steps:
a. Inthe Fixed Fee % section, click Add. The New Fixed Fee % dialog box is displayed.

Fixed Fee %

Resource type | % on project
Me records to display.

Edit Delete

b. Enter information in the required fields. The fields are described in the following table.

Note: All the fields described in the following table are non-mandatory fields.

Field | Description
Resource type | Consultant ﬂ
% on project 0.00
Save Cancel
A

From the drop-down list, select the resource type for the fixed fee. The

fixed fee is primarily applicable for consultants. For availability of options in
the drop- down list, the resource types must be defined in the Resource
Type catalog of the library.

% On project Enter the percentage of project that is associated with the fixed fee.

Resource type

c. Click Save. The fixed fee details are displayed in the Fixed Fee % section.
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6. To add Contract Function, perform the following steps:
a. Inthe Contract Function section, click Add. The Contract Function dialog box is displayed. For availability of
options in the dialog box, the contract functions must be defined in the Contract Function catalog of the library.

Contract Function

Contract Function | Contract Description
Mo records to display.

Add Delete

b. Select required contract functions for the project. Click Select. The contract function details are displayed in
the Contract Function section.

0 selected of total 74

|

Contract Function Y | Description h
Value Engineering Study

Uttility Coordination Services

Transparency Services

Training Services

Traffic Operations Support

Traffic Engineering Services

Traffic Counts

oooooooao

Traffic Analysis Semvices

4 || - ° 2 34 el 10w |items 1-10of 74items ()

Select Cancel

c. Inthe Comments field, enter notes about the project scope.

Comments

d. Click Save.

2.2 Creating a Scope Version

Steps:

1. Once the project scope details are saved, click Create Version in the General group. A message to continue to save
and create a new version of the scope appears.

Scope Details

i | ] Create Version

Save

General

2. Click OK. The Version number on the Scope Details page is updated with the current version number.
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2.3 Creating Delivery Estimates

Delivery Estimates can be newly created or by copying from an existing delivery estimate of the same project or a different
project. Multiple delivery estimates can be created for what-if analysis and one of the delivery estimates is marked as the
current delivery estimate.

To create a delivery estimate, perform the following steps:
1. Select the project for which you want to create a delivery estimate. The Project Dashboard is displayed.
2. Inthe navigation pane, expand the project folder and then expand the Scope\Delivery Estimate\Schedule folder.
3. Click Delivery Estimate in the navigation pane. The Delivery Estimate page is displayed.

Menu Favorites Delivery Estimate
+| i | Edit Mark |s Current Co H E[i) Customize List =i Man,
(+ | = (=] o Y 5 4 Manage

: inla i 5 _—

i - NView ' Unmark Is Current 26| Excel Export ~ o Add

= ) Recent Projects e B S £ P —None-

i [ 35245-00-06-STH 11 TQ COUNTY SHOP + x|Delete 7 Cost Benefit Analysis = - ' Clear
- [E 0056-01-01-NON-INTERSTATE GEMERAL OTHERS FILTERS
e 8570-00-71-RED CEDAR RIVER B-03-00 ] | ] ‘ Delivery Estimate |D | Delivery Estimate Name ‘ Project ID ‘ Project Name

i - [ PALL-07-01-Test Pal 07/01

B 3 5245-00-06-5TH 11 TO COUNTY SHOP RO [V [V [V [
& [ Documents Mo records to display.

- [ Metadata Search
[ i) ScopevDelivery Estimate\schadule
& () Scope
[[] Delivery Estimate
4. Click New and then select New. The Delivery Estimate Details page is displayed.
Delivery Estimate Details Direct Labar Cost Direct Cost Fixed Fee Indirect Cost Risk
Save Cancel
GENERAL
Delivery Estimate ID : <Auto Generated= Delivery Estimate Name *:
ProjectID : 5245-00-05 Project Name : STH 11- MINERAL POINT
Created By : Shikha Vinodanandan Created Date : 08/02/2023
Last Updated By : Last Updated On : None
WBS Type "t - Select- R Improvement Type : PVRPLA
Measurement System | IS System hd
Description
)
COST SUMMARY
Resource Type Direct L‘“D"cl:;; Direct Costin$ |  Indirect Costin's Fixed Feein$ Riskin$ Total Hours Totalins
No records to display.
0.00 0.00 0.00 0.00 0.00 0.00 0.00
Estimate Total in$ : 0.00 Estimate Total Hours : 0.00
ATTACHMENTS
Q=4
Document Name Url/Link Title Uploaded By Uploaded Date File Size
No Artachments available
Link Document Upload Document

5. In the Delivery Estimate Details tab, perform the following steps:

a. Enter information in the required fields. The fields are described in the following table.
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Field

Mandatory /
Non-mandatory

Description

Delivery Estimate ID
Project ID

Created By

Last Updated By :

WBS Type

Measurement System

1 <Auto Generated>

* 5245-00-08

: Shikha Vinedanandan

- Select - hd

o |15 System v

= . *
Delivery Estimate Name :

Project Name
Created Date
Last Updated On

Improvement Type

+ 5TH 11 - MINERAL POINT

© D8/02/2023

: MNone

+ PVRPLA

Description :

e

Delivery Estimate ID - The delivery estimate ID is auto-generated.

Delivery Estimate Name Mandatory Enter a name for the delivery estimate.

Project ID - The project ID is auto populated.

Project Name - The project name is auto populated.

Created By - The name of the person who is creating the delivery estimate is
auto populated.

Created Date - The date when the project estimate is created is auto populated.

Last Updated By - The username of the person who last modified the delivery
estimate is auto populated. This field is applicable only when the
delivery estimate is modified.

Last Updated On - The date when the delivery estimate was last modified is auto
populated. This field is applicable only when the delivery estimate
is modified.

WBS Type Mandatory From the drop-down list, select the required WBS Type.

The options in the drop-down list are defined in the WBS Type
catalog of the library.

Improvement Type - The improvement type associated with the project is auto
populated.

Measurement System - This field is auto-populated.

b. In the Description section, enter in a description of the delivery estimate.

Note: The Cost Summary section auto-populates the total Direct Labor Cost, Direct Cost, Fixed Fee, and Indirect Cost

for each resource type, based on the values entered in the respective tabs. The sum of all these costs is also auto
calculated and displayed in the Total in $ field.

Cost Summary
Resource Direct La_bor Direct {l:cst Indirect {?cst Fixed Fee in Risk in § Total in §
Type Costin § in% in % $
0.00 600.00 0.00 0.00 0.00 600.00
Consultant 200.00 100.00 46.00 165.00 0.00 511.00
Lecal 1,975.00 200.00 37350 1,086.25 0.00 3,634.75
4605.00 1400.00 1243570 2624.58 21.60 9926.88

c. Inthe Attachments section, upload images and files relevant to the project budget estimate.

d. Click Save.
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6. Click the Direct Labor Cost tab. The tasks that are associated with the selected WBS Type in the Project Budget
Estimate Details tab and Improvement Concept of the project is displayed. For the tasks to be displayed in the
Direct Labor Cost tab, tasks must be associated with the WBS types and improvement types in the Associate WBS
Type catalog of the library. If required, additional direct labor cost tasks can be added in the tab. Multiple direct
labor cost tasks can be added at a time from the library. You can also add additional activity folders for these tasks.

2.3.1 Adding a direct labor cost task

1. Prerequisite: The additional direct labor cost tasks can be added only after the fourth level of an existing

task.
Delivery Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk
5 :q_‘| Edit ﬂ @ ;ﬂ(}ustumize List | ¥ Associate Structure ID B5, Associate Indirect Cost
L T B view “ i B5 Associate Resource Type ¥ Associate Complexity -
Save New Refresh Order Reports
- :3_,5] Delete - Bg Associate Contract function
GEMERAL OTHERS ACTIVITY f TASK DETAILS
D ‘ MName ‘ Resource Type ‘ Unit ‘ Structure ID H
| | | |
O ~1 Project Management
O ea Preliminary and Final Design o
O =1 1 Pavement and 5oils Design 9
O =111 208 Design Soils & Earthwork o
||D ) 208.1 Roadway # 0
O 1 208.1.1 Review available geotechr hours

2. Toadd adirect labor cost task, perform the following steps:

a. Click] ™ |and then click New. The New Task page is displayed.

-

0 Cancel
Back
Save Save & Back o
GENERAL
Activity : |Preliminary and Final Design/Pavem
Task *: |208.1.1 Review available geotechnic
Description "t |Review available geotechnical and
design informartion
£
Unit "1 | HRs v
Complexity : |Select ¥
Unit Pricein$ : 0.00
Amountin$ : 0.00
Notes *
E
|l
Resources
| O Resource Resource Type Indirect Cost Ratein$ | Rate Level
O Materials/Pavements Project Ma... 0.00 Medium
O Materials/Pavements Engineer - ... 0.00 Medium
WageSheetv| | Add Delete Add Resource

b. Provide information in the required fields. The fields in the section are described in the following table:
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Field Mandatory / Description
Non-mandatory

Activity : |Preliminary and Final Design/Pavem

Task *: |208.1.1 Review available geotechnic

Description + |Review available geotechnical and
design information
P

Unit ":
Complexity : | Select hd

Unit Pricein$ 7T

Amountin$ 0.00

Notes °

Activity - The name of the selected activity folder in which the task is being
added is auto populated.

Task Mandatory The task name is auto-populated.

Description Mandatory Enter description about the task.

Unit Mandatory The unit of measurement is auto-populated.

Complexity Non-mandatory | From the drop-down list, you can select the required option.
Low
Medium
High
When a complexity is selected, a text box displaying the details of
the complexity is also displayed.

Unit Pricein $ - The value in this field is auto calculated and displayed from the
Resources section.

Amount in $ - The value in this field is auto calculated and displayed from the
Resources section.

Notes Non-mandatory | Enter notes about the task.

c. Inthe Resources section, perform the following steps to add resources for performing the task.

Resources:
[] | Resource

Mo records te display.

Costin § Resource Name

Resource Type Indirect Cost ‘ Ratein § | Rate Level

Quantity

Total: Total:

WageSheet ﬂ Delete Add Resource

i. Click Add. The Resource dialog box is displayed. The dialog box displays only those resource
classifications that are associated with a wage sheet in the Wage Sheet catalog of the library.
ii. Selectthe required resources and then click Select. The selected resources are displayed in the
Resources section.
iii. Clickin the Resource Type column to select the Resource Type for the task. The different resource

types are:
e WisDOT
e Consultant
e Local

Alternatively, you can bulk associate multiple tasks with the same resource type. For more information,
refer Bulk Association.

iv. Clickin the Rate in $ column to enter or edit the rate. The value in this column is auto populated based
on the selected Resource and Resource Type.
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v. Click in the Indirect Cost column to select the indirect cost type for the resource. The options in the
drop-down list are defined in the Indirect Cost type section of the project Scope Details.
Alternatively, you can bulk associate multiple tasks with the same indirect cost. For more information,
refer Bulk Association.

vi. Click in the Quantity column to enter the number of hours required by the resource to complete the
task. The total quantity of all the resources is auto calculated and displayed in the column.

Note: The Cost in $ for each resource is auto calculated and displayed in the Cost in S column based on the Rate in Sand
Quantity values. The sum of cost in S is also auto calculated and displayed in the column.

vii. Click Add Resource to add resource name. The Resource Name dialog box is displayed. The dialog box
lists all the names of resources who belong to the selected Resource Type. Select the required
resource names and click Select.

Indirect Cost | Rate in § ‘ Rate Level Quantity Costin§ Resource Name

Resource Resource Type

O

Mo records to display.

WﬂgeShaElﬂ Add|| Delete IAddRe:uumBI

Total: Total:

d. In the next section, upload images and files relevant to the delivery estimate.
e. Click Save.

2.3.2 Adding Multiple Direct Labor Tasks

To add multiple direct labor cost tasks at a time, perform the following steps:

Mew

1. Click| - | andthen click Add Multiple. The Add Standard Tasks page is displayed.

Add Standard Tasks
@ L Add
*,.;’-' Remove
Save Cancel

General

Standard Task list : | Szlect One ﬂ | Ignore Containers of Standard tems (® Use Task Groups O use Group: |Default ﬂ

1 | Task | Description | Container | Unit | Unit Price In §
Mo Data available
1]

2. From the Standard Tasks list drop-down list, select the required WBS Type.

3. Inthe General group, click Add. The Standard Items dialog box is displayed. The dialog box displays all the
tasks associated with the selected WBS Type. The tasks are associated with the WBS Type in the Associate
WBS Type catalog of the library.

4. Select the required tasks that must be added and then click Select. The selected items are listed on the Add
Standard Tasks page.

5. Click Save.
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2.3.3 Adding an Activity

Pre-requisite: The additional activity folder can be added only after the fourth level of an existing task.

1. Click | M&%

O —1 Project Management

O ea Preliminary and Final Design o
O =151 Pavement and Soils Design 9
O [=/ 1 208 Design Soils & Earthwork e

||D 5 208.1 Roadway ﬂo

D 1 208.1.1 Review available geotechr hours

Delivery Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk
% 'ﬁj Edit “ @ _-I[ﬂ Customize List | ¥ Associate Structure ID B3, Associate Indirect Cost
LT D View > R B5 Associate Resource Type  ®g Associate Complexity -
Save MNew Refresh Order Reports
- 'x_] Delete - B, Associate Contract function
GEMERAL OTHERS ACTIVITY / TASK DETAILS
] | Name Resource Type ‘ Unit ‘ Structure ID
i | | |

and then click New Activity. The New Activity page is displayed.

New Activity

O

Save Cancel

General

Name : "

Code :

Description :

Notes :

2. Enter information in the required fields. The fields are described in the following table.

Field Mandatory / Description
Non-mandatory
Name Mandatory Enter a name for the activity.
Code Non-mandatory | Enter the activity code.
Description Non-mandatory | Enter description about the activity.
Notes Non-mandatory | Enter notes about the activity.
3. Click Save.
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4. Click the Direct Cost tab to add direct costs to the project estimate. Perform the following steps:

Delivery Estimate Details

=l

Save

GENERAL

= DIRECT COST

Direct Cost Type

Resource Type

Direct Labaor Cost Direct Cost

Description

Fixed Fee

Indirect Cost

Unit Type Quantity |  Rate (per quantity) in $ Total Expenses ins

No records to display.

Add Edit Delete
Total Summary :

Total in s : 0.00

0.00

a. Click Add. The Direct Cost dialog box is displayed listing all the direct costs. For availability of direct
costs in the dialog box, direct costs must be defined in the Direct Cost Type catalog of the library.

table.

Select the required direct costs. Click Select. The selected direct costs are listed in the Direct Cost

c. Select the direct cost for which you want to add/edit quantity and rate details, and then click Edit. The
Edit Direct Cost dialog box is displayed.

d. Enterinformation in the Quantity and Rate fields. The fields are described in the following table.

Field

Mandatory /
Non-Mandatory

Description

Direct Cost Type * Acrial Mapping Serv

Resource Type

Unit Type EA

Quantity

Rate (per quantity)

Total Expenses 0.00

Save Cancel

modified

[v]

0.00

0.00

Direct Cost Type

The name of the selected direct cost type is auto populated.

Resource Type

Non-mandatory

From the drop-down list, select the type of resource for the direct
cost.

The options in the drop-down list are defined in the Resource Type
catalog of the library.

Unit Type

Non-mandatory

The unit type of the selected direct cost is auto populated.

Quantity

Non-mandatory

Enter quantity for the direct cost.

Rate (per quantity)

Non-mandatory

Enter the rate for one quantity of the direct cost.

Total Expenses

The total direct cost expenses based on the entered quantity
and rate is auto calculated and displayed.

Total Summary

The total direct cost expenses of each resource type are auto
calculated and displayed.
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Click Save.
f. Inthe Direct Cost page, click Save. The total of direct costs for each resource type is displayed in the
Total Summary section of the page.

Total Summary :
Consgultant: 252.00
WisDOT : 6,942.00

Total : 7,194.00

The total of the direct costs is displayed in the Cost Summary section of the Project Budget Estimate Details
tab.
5. Click the Fixed Fee tab to view the fixed fee details of the project budget estimate. The different
field details are described in the following table.

Note: The Fixed Fee % details can be viewed only when:
e The Fixed Fee % is defined on the Scope Details page.
e The Resource Type selected in the Fixed Fee % section on the project Scope Details and the Resource
Type selected in the Direct Labor Cost tab of the Project Estimate are same. The fixed fee is primarily
applicable only for the Consultant type of resource.

Note: The values in the fields are auto populated.

Field | Description
Project Budget Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk
Save
General
Fixed Fee
Total direct labor cost  Fixed Fee % Multiplication factor Total

Consultant 300.0 15 45.00 250 112.50

Total Fixed Fee 112.50

Total direct labor cost Indicates the total direct labor cost of the resource. The value in this field is auto
populated based on the total direct labor cost in the New Task page of the Direct
Labor Cost tab.

Fixed Fee % Indicates the percentage of fixed fee defined for the resource. The value in this
field is auto populated based on the percentage defined in the Fixed Fee %
section of the Scope Details page. The system also displays the fixed fee amount,
which is auto calculated based on the total direct labor cost and fixed fee
percentage.

Multiplication factor Indicates multiplication factor used to calculate the total fixed fee of a resource.
The multiplication factor is auto populated based on the multiplication factor
defined for the resource type in the Resource Type catalog of the library.

Total Indicates the total fixed fee for the resource, which is auto calculated based on
the fixed fee amount and the multiplication factor.

Total Fixed Fee Indicates the total fixed fee of the project budget estimate, which is the auto
calculated based on the total of fixed fees of all the resources.

The total fixed fee is displayed in the Cost Summary section of the Project Budget Estimate Details tab.
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6. Click the Indirect Cost tab.

The indirect cost details of the project budget estimate are displayed. The different details that are displayed

are described in the following table.

Project Budget Estimate Details Direct Labor Cost Direct Cost

=

Sawe

‘General

Indirect Cost

Total direct labor cost

against an indirect type Indirsct type %

Consultant Field 1500.00 5.00 75.00
Consultant Home |500.00 20.00 100.00
1 Total Consultant Indirect Cost |175.00
Total Indirect Cost 175.00

Fixed Fee

Indirect cost against an
indirect cost type

Indirect Cost

Risk

Note: The Indirect Cost details can be viewed only when:

. The Indirect Cost type is defined on the Scope Details page and

The Resource Type selected on the Scope Details page and the Resource Type selected in the Direct Labor

Cost tab of the Project Estimate are same.
Note: The values in all the fields are auto populated.

Field Description

Total direct labor cost

Labor Cost tab.

Indicates the total direct labor cost associated with an indirect cost type for the
against an indirect type resource. The value in this field is auto populated based on the total direct labor cost
associated with an indirect cost type defined on the New Task page of the Direct

section of the Scope Details page.

Indirect type % Indicates the percentage of indirect cost defined for the resource. The value in this
field is auto populated based on the percentage defined in the Indirect Cost Type

Indirect cost against an Indicates the indirect cost amount of a resource and associated indirect cost type,
indirect cost type which is auto calculated based on the total direct labor cost and indirect type %.

Total Consultant Indirect Cost | Indicates the total indirect cost for the resources associated with the same indirect
cost type. This cost is auto calculated based on the indirect cost amount of all the
specific resource types associated with the same indirect cost type.

Total Indirect Cost Indicates the total indirect cost amount of the project budget estimate, which is the
auto calculated based on the total of indirect costs of all the resource types.

The Total Indirect Cost is displayed in the Cost Summary section of the Project Budget Estimate Details tab.

7. Once the project estimates are created, to mark an estimate as the current estimate, on the Project Estimate page,
select an appropriate Project Estimate record and click Mark Is Current. The Is Current check box is selected for

the estimate.
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Project Estimate
J ,‘] Edit W @ Copy [} Modify Form | | Expression List g [} Manage
0;;: ﬂj View ,/ Unmark Is Current R:;:)rts ./ Attachments Excel Import / Export L T Add

o j,‘; Delete _/ Cost Benefit Analysis % ,ﬂ Customize List @ Y Clear

General Others Filters
| | @J ‘ Project Budget estimate ID ‘ Project Budget estimate name ’ Created Date | Created By Estimate Total in $ ‘ Is Current
Rl R4l [ || d v (| O ||

(| 1 05/11/2017 mitch 13,495.00 EJ

Note:
To mark a different budget estimate as the current estimate, click the budget estimate marked as current, click

Unmark Is Current and then perform Step 11.
The tasks associated with Current Project Estimate is auto populated in the Solicitation Task List when the

project is associated with a solicitation.
2.4 Creating Project Estimate by Copying from an Existing Estimate

The system allows you to create project estimates by copying an existing estimate from the same project or a different
project. Only the tasks of the project estimate can be copied to the newly created project. If you are copying a project

estimate from a different project, only estimates that are marked as Is Current can be copied.

1.

2.

1.

To copy a project estimate from the same project, perform the following steps:

On the Project Estimate page, select an estimate which you want to copy.

Project Estimate:
#] Edit . Markls Current

A :0f View ./ Unmark Is Current

i 4 [} Modify Form | || Expression List
e /) Attachments Excel Import | Export -
Reports
- [, Customize List

New
- x| Delete _# CostBenefit Analysis
General Others Filters.

| @J ‘ Project Budget estimate ID | Project Budget estimate name ‘ Created Date | Created By

Estimate Total in §

Is Current

il || E || |7

(v || O

051172017 mitch

1

13,495.00

V|

marked as Is Current.

In the General group, click Copy. A new estimate with a different budget estimate ID is created. The task list,
resources, resource types, quantity, and dollars will be copied to the new project estimate.

To copy a project estimate from a different project, perform the following steps:
On the Project Estimate page, click Copy and then select Copy From. The Select Estimate dialog box is
displayed listing project estimates of all the projects. The dialog box lists only those project estimates that are

Project Estimate
E J w] Edit  / Mark Is Current [I”) Copy [F} Modify Form | | Expression List [ZZ} Manage
1] .ol view Unmark Is Current S /] Attachments 2¢! Excel Import / Export - ~~ Add
wa ﬂ Delete j Cost Benefit Analysis Rep:)rts & Customize List —N? =i Yv Clear
¢ New }\eral Others Filters
[] Copy from jet estimate ID ' Project Budget estimate name ‘ Created Date | Created By
' K4 R & || R

2. Click Select. A new estimate with a different budget estimate ID is created. The task list, resources, resource

types, quantity, and dollars will be copied to the new project estimate.
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2.5 Bulk Association

The system allows you to associate Structure ID, Resource Type, Contract Function, and Indirect Cost with direct labor cost

tasks in bulk.

2.5.1 Associate Structure ID

You can associate a single structure ID to multiple direct labor cost tasks at a time. Perform the following steps to

associate the Structure ID with the direct labor cost tasks.

Note: At this time, WisDOT does not utilize this function.

Project Budget Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk
“6=| =) Edit | ERl Customize List [3€] Excel Import / Export ~ | ||®5 Associate Structure ID | ®g Associate Indirect Cost
= R e
_'—1 r:l bs | View s Expression List B5 Associate Resource Type B3 Associate Complexity
Save  New
> xj Delete B% Associate Contract function
General Others Activity / Task Details
Steps:

1. Onthe Direct Labor Cost tab, select tasks for which you want to associate with the same structure ID. In

the Activity / Task Details group, click Associate Structure ID.

2. The Select Structure ID dialog box is displayed. The dialog box displays all the structure IDs that are

added in the Structure ID section of the Project Initiation page.
3. Select the required structure ID and click Select.

2.5.2 Associate Resource Type

You can associate a single resource type to multiple direct labor cost tasks at a time. Perform the following steps

to associate the resource type with the direct labor cost tasks.

Project Budget Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk
1 :gj Edit @' Customize List Excel Import / Export ~ || B Associate Structure ID B, Associate Indirect Cost
e |
'_'—‘.' ';"‘ #f view .y Expression List |'i, Associate Resource Type l By, Associate Complexity ~
Save ew
+  xl Delete B% Associate Contract function
General Others Activity / Task Details

Pre-requisite: All the selected tasks for association of resource type must be associated with a resource

classification in the Resources section.

Resources:
[] | Resource Rescurce Type Indirect Cost
[ | senier Engineer
[ | caD Admin
[] | Archietect
WageSheet ﬂ Add | Delete Add Resource

Steps:

1. Onthe Direct Labor Cost tab, select tasks for which you want to associate with the same resource type. In the

Activity / Task Details group, click Associate Resource Type.

2. T1he Select Resource Type dialog box is displayed. The dialog box displays all the resource types defined in the

Resource Type catalog of the library.
3. Select the required resource type and click Select.
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2.5.3 Associate Contract Function

You can associate a single contract function to multiple direct labor cost tasks at a time. Perform the following
steps to associate the contract function with the direct labor cost tasks.

Note: At this time, WisDOT does not utilize this function.

Project Budget Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk

“6=| @]edit | Epl Customize List [3€] Excel Import / Export ~ || B Associate Structure ID g Associate Indirect Cost

'_I_Jﬂ ;l' L 2| View 4 Expression List B3 Associate Resource Type g Associate Complexity -
aave ew
> ;4 Delete I"g Associate Contract function l
General Others Activity / Task Details
Steps:
1. Onthe Direct Labor Cost tab, select tasks for which you want to associate with the same contract
function.

2. Inthe Activity / Task Details group, click Associate Contract function. The Select Contract function dialog
box is displayed. The dialog box displays all the contract functions that are added in the Contract Function
section of the project Scope Details page.

3. Select the required contract function and click Select.

2.5.4 Associate Indirect Cost
You can associate a single indirect cost type to multiple direct labor cost tasks at a time. Perform the following
steps to associate the indirect cost with the direct labor cost tasks.

Project Budget Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk
“6=| #)edit | ERl Customize List Excel Import / Export ~ || ®g Associate Structure ID I‘a Associate Indirect Cost]
™
‘_'——J' h‘;h B view 4 Expression List Ba Associate Resource Type B Associate Complexity ~
aave ew
v xj Delete B% Associate Contract function
General Others Activity / Task Details
Steps:
1. Onthe Direct Labor Cost tab, select tasks for which you want to associate with the same indirect cost
type.

2. Inthe Activity / Task Details group, click Associate Indirect Cost. The Select Indirect Cost dialog box is
displayed. The dialog box displays all the different indirect cost types that are added in the Indirect Cost
Type section of the project Scope Details page.

3. Select the required indirect cost and click Select.

2.5.5 Associate Complexity

You can associate a single complexity to multiple direct labor cost tasks at a time. Perform the following steps to
associate the complexity with the direct labor cost tasks.

Note: At this time, WisDOT does not utilize this function.

Project Budget Estimate Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost Risk

g‘j Edit ;ﬂ_ Customize List Excel Import / Export » || ®g Associate Structure ID B3, Associate Indirect Cost

1Y

e L | View ||| .} Expression List B% Associate Resource Type l'i Associate Complexity vl
Save  New
x| Delete B% Associate Contract function
General Others Activity / Task Details
Steps:

1. Onthe Direct Labor Cost tab, select tasks for which you want to associate with the same complexity type.

2. Inthe Activity / Task Details group, click Associate Complexity. The Select Complexity dialog box is
displayed.

3. Select the required complexity and click Select.
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3. Solicitation

The procedure to create solicitations by adding multiple projects, scope of services, creating solicitation packages by
adding multiple solicitations, viewing NOI responses, shortlisting, and ranking the consultants are described.

3.1 Functional Flow for Solicitation

The following sequential tasks comprise the functional flow for solicitation.

1.
2.

ouksWw

Create Solicitation.

Create Solicitation by adding multiple Solicitation Forms, publish the Solicitation, and mark as Is Current.
Consultants respond to the current solicitation.

View the NOI responses received from the consultants.

Shortlist consultants based on the NOI responses.

Final shortlisting of consultants for ranking. Rank the final shortlisted consultants.

Final Ranking of consultants for negotiation.

3.1.1 Creating a Solicitation Package

1.

2.
3.

Click Solicitation in the module menu. Click Solicitation Package List.

Menu Favorites Solicitation Package List
E= =J #|Edit [ Copy Solicitation @ “pl Customize List g [ Manage
[} solicitation Package List I:I:;\n:r Rlview R::om 2] Excel Export - iy o Add
[ solicitation List ’xDelete - - e
[0 Construction Fair Packages GENERAL OTHERS FILTERS
B Construction Fair | | @j Solicitation ID | Created By | Created On
B (2 Megotiation
& ] Non Formal |7 |7 | [ | 7|
» O BPD-01 Shikha Vinedanan... —06/06/2023
» O OBOEC-01 poonam 03/15/2023
J y O MNC-01 poonam 03/15/2023
» O BTLRRH-01 poonam 03/15/2023
» |:| BPED-02 Lindsey Johnson 02/22/2023
» |:| BPED-01 Lindsey Johnson 02/22/2023
;lt Home y O BVS-01 poonam 02/21/2023
E Projects » O BTO-01 poonam 02/21/2023
u | Solicitation I y O BPD-02 poonam 02/20/2023
\"| Delivery Contracts y [ BPD-01 poonam 02/20/2023
N| | Construction Contracts y O BHM-04 Lindsey Johnson 02/02/2023
8l | Library { O
.?. Administration [ 10 || « ||I|z 345678910 ... »|n]|

Click New. The Solicitation page is displayed.
Enter information in the required fields. The fields are described in the following table.
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Field Mandatory / Description
Non-mandatory
Region/Bureau " Bureau of Highway Maintenance NOI Type *: | Salicitation v
*
solicitation Month and Year *: MNaovember w2023 ~ Roster/Open : |Roster v
A i i : Oy @N
Solicitation ID : BHM-01 Reviewers Ranking needed Nes ®No
Reviewers Shortlist needed : Yes  @No Solicitation Type : |Period
Contract Type *. [ Master > staffing Justification Required : ®Yes  (UNo
Contract Function ©: Potential Number of Contracts : |- Select- v
Staged Contract *: [Yes v
Staffing Contract *: [None v
*
Master Group Id Master Group Type

Region/Bureau

Mandatory

To select region/bureau of the solicitation:

1. Click .. and Region/Bureau dialog box is displayed. For
availability of options in the dialog box, region/bureaus must
be defined in the Region-Bureau catalog of the library.

2. Selectthe required region/bureau and click Select.

NOI Type

Mandatory

From the drop-down list, select the required type of NOI. For
availability of options in the drop-down list, NOI types must be
defined in the NOI Type catalog of the library.

Solicitation Month and Year

Mandatory

From the drop-down lists, select the month and year of solicitation.

Solicitation ID

Non-mandatory

The unique ID for the solicitation is auto populated based on the
selected Region/Bureau and Solicitation Month and Year.

Roster/Open

Mandatory

From the drop-down list, select the required option.
« Open: Select this option if the solicitation is published to all the
consultants at the enterprise level.
« Roster: Select this option if the solicitation is published only to
the consultants who are marked as Roster at the enterprise
level.

Reviewers Shortlist needed

Non-mandatory

Click Yes to indicate that the reviewers’ shortlisting procedure is
mandatory to shortlist the consultants.

Or

Click No to indicate that the reviewers’ shortlisting procedure is
non-mandatory, and the final shortlisting of the consultants can be
done directly.

Reviewers Ranking needed

Non-mandatory

Click Yes to indicate that the reviewers’ ranking procedure is
mandatory to rank the shortlisted consultants.

Or

Click No to indicate that the reviewers’ ranking procedure is non-
mandatory and the final ranking of consultants can be done
directly.

Contract Type

Mandatory

From the drop-down list, select the required option.

« Master: Select this option if there is no defined project scope.
The work orders are created as and when required for a
project. When Master is selected, the Master Group Id and
Master Group Type fields are displayed.

« Regular: Select this option if the contract is associated with a
defined project scope. When Regular is selected, the Projects
section is displayed.
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Field Mandatory / Description
Non-mandatory
Solicitation Type Non-mandatory | From the drop-down list, select if the contract type is Period.
If Period is selected, the Staffing Justification Required field is
displayed.
Contract Function Non-mandatory | To select contract function of the solicitation:

1. Click .. and Contract Function dialog box is displayed. For
availability of options in the dialog box, contract functions must
be defined in the Contract Function catalog of the library.

2. Select the required contract function and click Select.

Staffing Justification Required| Mandatory This field is displayed only when the Solicitation Type is Period.
Click Yes to indicate that staffing justification is required for the
solicitation or click No to indicate that Staffing Justification is not
required for the solicitation.

If Staffing Justification Required is Yes, then the Staffing
Justification is listed in the navigation pane of the solicitation to
provide necessary details. For more information on Staffing
Justification, refer Staffing Justification.

Staged Contract Mandatory By default, ‘Yes’ is selected.

« If Staged Contract is selected ‘Yes’, the user can create multiple
contracts for the Solicitation ID.

« If Staged Contract is selected ‘No’, the user can create only one
contract for the Solicitation ID.

Master Group Id Mandatory This field is displayed only when the Contract Type is Master. To
select a Master Group ID:

1. Click the Master Group ID page on the contract. The Master
Group ID dialog box is displayed listing all the Master Group IDs
from the contract. The Master Group IDs that are listed are of
the same region as the solicitation region. The date of creation
for the solicitation is within the completion date of the Master

ID.
2. Select the required Master Group ID and click Select.
Master Group Type Non-mandatory | This field is displayed only when the Contract Type is Master.

Indicates the type of the selected Master Group ID. The value in
this field is auto populated.

4. The Projects section is displayed only when the Contract Type is Regular. In the Projects section, perform the
following steps to add the projects for the solicitation.

Contract Type : * v Solicitation Type : | Period M
Staffing Justification @ v N
. @yves One
Contract Function : Required :
|:l Projectsl
Project ID Project Description Region/Bureau Route City/Town/Village

Mo records to display.

Add Delete

a. Click Add. The Select Project dialog box is displayed listing all the projects that are associated with the
region/bureau of the solicitation.
b. Select the required projects and click Select.
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5. Inthe Funding section, perform the following steps to add the project funding details for the solicitation.

I:l MASTER FUNDIN GI

Funding Source Type ‘ Funding Source for Reporting | Funding in % or & ‘ Funding Amount

No records to display.

Add

Edit Delete

Depending on if this is for a Master or Regular contract, the funding section will display “Master Funding” or
“Regular Funding”.

a.

f.
g.
h

Click Add. The New Funding dialog box is displayed. Project ID and Project Description are displayed if
the Contract Type is selected as Regular.

Project ID

Project Description :

Funding Source Type 5 hd

Funding Source for :

Reporting
Funding in % or % i v
Funding Amount 5 0.00

Save Cancel
S

In the Project ID drop-down list, select the required project. The list displays all the projects that are part
of the solicitation.

Enter the Project Description.

From the drop-down list, select the Funding Source Type. The options in the drop-down list are defined in
the Funding Source Type catalog of the library.

Select the Funding Source for Reporting checkbox to allow the user to select any number of records in
solicitation or a project record in case of regular contract.

In Funding in % or S, select % or S.

In Funding Amount, enter the amount of funding for this package.

Click Save.

6. Inthe NOI review team section, perform the following steps to add reviewers for shortlisting the consultants:

= NOl review team

User ID Reviewer Mame ‘ Role

Mo records to display.

Add

Delete

a.

b.

Click Add. The Select Reviewers dialog box is displayed. The dialog box lists all active users from the list of
User Accounts in the enterprise.
Select reviewers and click Select.
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Note: When the Reviewers Shortlist needed is Yes, then all the reviewers selected in the NOI Review Team section must
complete the shortlisting of consultants.

7. Inthe Selection team section, perform the following steps to add reviewers for ranking the shortlisted

consultants:

=l Selection team

User ID

Reviewer Mame Role

Me records to display.

Add

a. Click Add. The Select Reviewers dialog box is displayed. The dialog box lists all active users from the list

of User Accounts in the enterprise.

b. Select the required reviewers and click Select.

Note: When the Selection team is Yes, then all the reviewers selected in the Selection Team section must complete the
ranking of consultants.

8. In the Attachments section, upload images and files relevant to the solicitation.

3.2 Solicitation Scope of Service

The system allows you to define scope of service for the solicitation package. Perform the following steps to define the
scope of service:

1. Select the solicitation package from the Solicitation Package List for which you want to define the scope of service

2.

3.

and click Edit.

In the navigation pane, expand the solicitation folder, and then click Scope of Service. The Solicitation Scope of
Service page is displayed.

Menu Favorites

b [ solicitation Package List
£- 53 BPD-O1
B [ Task List
- B NOI

[ NOI Respeonses

[E  Reviewers Shortlist
[ Final shortlist
B
=

Reviewers Ranking

Final Ranking
- [ Checklist
- [ Solicitation List
- B Construction Fair Packages
- [0 Construction Fair
B () Negotiation
- () Non Formal

Solicitation Scope Of Service

Print
L. |
Save

GENERAL PRINT

Transpertation Region/Bureau

Solicitation Month and Year

Anticipated Construction Cost :

Anticipated Project Start Date

PROJECT ID(S)

: Bureau of Preject Develepment Solicitation 1D
: June 2023 Solicitation Type (Roster/Open)

$40,000,000-£44,000,000 hd NOI Due Date
: [Nene N Anticipated Project Completion

Date

Project ID Project Name Route County

: BPD-O1

: Roster

= 11/26/2023

: [None b

Limit

NON HWY

VAR HWY

PROJECT PURPOSE AND NEED

Enter information in the required fields. The fields are described in the following table.
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Note: All the fields described in the below table are non-mandatory fields.

Field | Description
Transportation Region/Bureau : Bureau of Business Sevices Solicitation ID : BBS-05
Solicitation Month and Year: February 2014 Solicitation Type{Roster/Open) : Open
Anticipated Construction Cost : XJ NOI Due Date : 0572372017
Anticipated Project Start Date :  Nene v Anticipated Project Cump:;:ah;:l: MNone v

Transportation
Region/Bureau

The transportation region/bureau of solicitation is auto populated.

Solicitation ID

The unique ID of the solicitation is auto populated.

Solicitation Month and Year

The month and year of solicitation is auto populated.

Solicitation Type
(Roster/Open)

The type of solicitation whether Roster or Open is auto populated.

Anticipated Construction Cost

From the drop-down list, select the expected cost range for construction.

NOI Due Date

The due date of NOl is auto populated.

Anticipated Project Start Date

From the drop-down calendar, select the expected start date of the project.

Anticipated Project
Completion Date

From the drop-down calendar, select the expected completion date of the project.

4. Inthe Project ID(s) section, enter information in the required fields. The fields are described in the following table:

Note: The table in the section lists all the projects that are associated with the solicitation. You can click the required
Project Name link to view the Project Details page in a different tab.

Project 1D{=)

Project ID

‘ Project Name

WisDotPro_2206

WisDotPro_1407

Test Project on 2206

WisDotPro 1407

Field

Mandatory / Description
Non-mandatory

Project Purpose and Need :

Project Description :

Project Purpose and Need

Non-mandatory | Enter the purpose and need for the project.

Project Description

Non-mandatory | Enter the description about the project.

5. Inthe Schedule for Deliverables section, perform the following steps to add key milestone deliverables and set the
schedule for the deliverables.
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Schedule for Deliverables

Schedule ltem Due Date

Systems engineering & architecture services

Paortable traffic operations device fleet management suppc

Add Edit Delete

e To add schedule for deliverables from library:
a. Click Add. The Schedule for Deliverables dialog box is displayed listing all the deliverables that are defined in
the Deliverables catalog of the library.
Select the required deliverables and click Select. The selected schedule for deliverables is listed in the table.
Select a schedule for deliverable and click Edit. The Edit Schedule for Deliverables dialog box is displayed.

Schedule Item |Systems engineering & architecture serv

Due Date |[08/16/2017 b

Save Cancel

d. From the Due Date drop-down calendar, select the due date for the deliverable.
e. Click Save.
e To add schedule for deliverables that are not defined in the library:
a. Inthe Others field, enter the name of the item.
b. Click Add. The item is displayed in the table.

6. Inthe Department Provides section, perform the following steps to add items that are provided by WisDOT.

Department Provides

[tems

Mo records to display.

Add Delete

Others: Add

e Toadd items from library:
a. Click Add. The Department Provides dialog box is displayed listing all the items that are defined in the
Department Provides catalog of the library.
b. Selectthe required items and click Select. The selected items are listed in the table.
e To add items that are not defined in the library:
a. Inthe Others field, enter the name of the
item.
b. Click Add. The item is displayed in the table.

7. In the Consultant Requirements (Listed in approximate order of importance) section, perform
the following steps to add consultant requirements.
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Consultant Reguirements ( Listed in approximate order of importance) =

Consultants Requirements

Mo records to digplay. A

Add Delete

Others: Add

e To add items from library:
a. Click Add. The Consultants Requirements dialog box is displayed listing all the consultants’ requirements
defined in the Consultants Requirements catalog of the library.
b. Select the required consultant requirements and click Select.

e Toadd items that are not defined in the library:
a. Inthe Others field, enter the name of the requirement.
b. Click Add. The requirement is displayed in the table.

8. In the Special Skills/Certification License (Listed in approximate order of importance) section, perform
the following steps to add Special Skills/Certification License details.

Special Skills/Certification License ( Listed in approximate order of importance) :
‘ Special Skilis Certification License
ISTQB .

sdafdsf v

Add Delete

Others: Add

e Toadd items from library:
a. Click Add. The Special Skills dialog box is displayed listing all the special skills/certifications/licenses defined
in the Special skills-certifications-Licenses catalog of the library.
b. Select the required special skills and click Select.

e Toadd items that are not defined in the library:
a. Inthe Others field, enter the name of the skill/certification.

b. Click Add. The skill/ certification is displayed in the table.

9. In the Basis of Payment section, perform the following steps to add basis of payment details.

Basis of Payment

Basis of Payment

Mo records to display.

Add Delete

a. Click Add. The Basis of Payment dialog box is displayed listing all the basis of payments
defined in the Basis of Payment catalog of the library.
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b. Select the required basis of payments and click Select. The selected basis of payments is
listed in the table

10. Enter information in the other required fields. The fields are described in the following table.
Note: All the fields described in the below table are non-mandatory fields.

Field | Description

Basis of Payment Notification : o

Advertised Fixed Fee % : 0.00

Fixed Fec Notification : =

Basis of Payment Notification | To add basis of payment notification:

1. Click| .. The Basis of Payment Notification dialog box is displayed listing all the
basis of payment notifications defined in the Basis of Payment Notification
catalog of the library.

2. Select the required basis of payment notification and click Select.

Advertised Fixed Fee % Enter the percentage of advertised fixed fee.

Fixed Fee Notification To add fixed fee notification:

1. Click| - The Fixed Fee Notification dialog box is displayed listing all the fixed
fee notifications defined in the Fixed Fee catalog library.

2. Select the required fee notification and click Select.

11. Enter information in the required fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field | Description

DBE goal on project : | Ne ¥

DBE goal : ® DEBE D3E
goalm$ goalin %

DBE goal on project From the drop-down list, select the required option to indicate if there is a
Disadvantaged Business Enterprise (DBE) goal on the projects.
e Ifthe select option is Yes, you can add DBE goal amount or percentage,
and projects for the DBE goal.
e Ifthe selected option is No, then in the Notification pertaining to DBE goals
field, you can select the notification pertaining to DBE goals.
DBE goal e DBE goal in $: If this option is selected, then enter the DBE goal amount.
o DBE goal in %: If this option is selected, then enter the DBE goal percentage.

12. In the Disadvantaged Business Enterprise (DBE) Subcontracting goal on this solicitation will be section, perform
the following steps to add projects for the DBE Subcontracting goal.

Disadvantaged Business Enterprise { DBE ) Subcontracting goal on this solicitation will be

Project

‘ Amount in $

Mo records to display.

Add Edit

Delete
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Click Add. The Project Name dialog box is displayed listing the projects associated with the solicitation.

b. Select the required projects and click Select. The project is displayed in the table.

c. Selectthe project and click Edit. The Edit Disadvantaged Business Enterprise (DBE) Subcontracting goal on
this solicitation will be dialog box is displayed.

L

Project |WisDotPro_1407

Amount in § 0.00

Save Cancel

d. Enterthe value in the Amount in $ field.
e. Click Save.

13. In the Notification pertaining to DBE goals field, the system allows you to select notifications pertaining to DBE
goals in this field only when the value in the DBE goal on project field is No.

Notification pertaining to DBE
goals :

e To select notification pertaining to DBE goals:
a. Click| - The Notification pertaining to DBE goals dialog box is displayed listing all the notifications
pertaining to DBE goals that are defined in the Notification pertaining to DBE goals catalog of the library.
b. Select the required notification pertaining to DBE goals and click Select.

14. Enter information in the required fields. The fields are described in the following table.
Note: All the fields described in the below table are non-mandatory fields.

Field | Description

Special Instructions :

Interview : ﬂ

linterview Information :

Interview Date :

Interview Place :

Special Instructions Enter special instructions about the solicitation.

Interview From the drop-down list, select the required option to indicate if an interview will be
held with the shortlisted consultants. If the select option is Interview will be
conducted, then the Interview Information, Interview Date, and Interview Place
fields are available.

Interview Information The field is available only where the value in the Interview field is Yes. Enter
information about the interview.

Interview Date From the drop-down calendar, select the date of interview.

Interview Place To select an interview region/bureau:

1. Click| ... The Region/Bureau dialog box is displayed listing all the regions/bureaus
that are defined in the Region/bureau catalog of the library.
2. Select the required region/bureau and click Select.
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15. In the Contact Information section, perform the following steps, to add contact information for consultants.

Contact Information :

Mame Email

Mo records to display.

Add Edit Delete

a. Click Add. The Name dialog box is displayed listing all the active users from the list of User Accounts in the
enterprise.
b. Select the required contact names and click Select.

16. In the Other Information field, enter any other information about the solicitation scope of service.

Other Information :

17. Click Save.

3.3 Solicitation Task List

The solicitation task list allows you to define the solicitation estimate details, tasks, direct costs, fixed fees, and indirect
costs. Based on the contract type selected on the Solicitation page, the task list is defined.

3.3.1 Solicitation Task List for Regular Contract Type

If the Solicitation Contract Type is Regular, then the task list is displayed separately for each project and the task details
displayed are based on the project details.

Menu Favorites

- [ Solicitation List
= £ NW-03
i [ Scope Of Service
= 3 Task List
i [[ C RIVER FALLS, SOUTH MAIN STREET (7650-00-04)

[[| PRESCOTT - RIVER FALLS (7650-01-05)

i [[| PRESCOTT - RIVER FALLS (7650-02-03)
- [ MOl
- 5] MOl Responses

To define the solicitation task list for regular contract type:
1. Select the solicitation for which you want to define the task list and click Edit.

2. Inthe navigation pane, expand the solicitation folder, and then expand the Task List folder. The list of projects
associated with the solicitation is displayed.

3. Click the project for which you want to define the task list. The Solicitation Estimate Details tab is displayed.
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Menu Favorites Solicatation Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Rusk -
(SR i
Solicitation List
= (3 BBS-01 Sove
Scope Of Service i
= «J Task List e

231 AR

Bridge Design
BAD01-22-22
Project Intiation 01
NOI
NOI Responses
Reviewers Shortist
Final Shortlist
Reviewers Ranking
Final Ranking
Chechist
Bimonthly Solictation List

+ ) Negoliation
++ () Non Formal

Home
Projects
Solicitabon
Contracts
Libary
Administration

Solcitation Estimate 1D :

Project 1D :  8383-77-65 Project Name :  Bridge Design
Description :

Measurement System : IS System e |

3 Cost y (In scope " 3 Cost y (it
Cost Type Amount in $ Cost Type Amount in $

Task List ) 0¢ Task List
Direct Cost Direct Cost
Fixed Fee Fixed Fee
Indirect Cost Indirect Cost
Risk Risk

Estimate Totalin$: 000

Estimate Total in $:

4. In the Solicitation Estimate Details tab, perform the following steps:
a. Enterinformation in the required fields. The fields are described in the following table.
Field Mandatory / Description

Non-mandatory

Project ID :

Measurement System :

Solicitation Estimate 1D :

B858-77-66

Description :

15 System

Project Name : Bridge Design

Solicitation Estimate ID

The solicitation estimate ID is auto generated.

Project ID - The project ID is auto populated.
Project Name - The project name is auto populated.
Description Non-mandatory | Enter description about the solicitation estimate.

Measurement System

The measurement system is auto populated.

Note:

The Cost Summary (In Scope excluding If authorized) section auto-populates the total of Task List, Direct Cost, Fixed
Fee, and Indirect Cost based on the values entered in the respective tabs and that are marked In Scope as Yes. This
section excludes the values that are marked If authorized as Yes. The sum of all these costs is also auto calculated

and displayed in

the Estimate Total in S field.

= COST SUMMARY (IN SCOPE EXCLUDING IF AUTHORIZED)

| Cost Type

| Amount in $ |

Task List
Direct Cost
Indirect Cost
Fixed Fee

Risk

Estimate Total in $

(8
o
i
[}
o
o

T 203,
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e The Cost Summary (If authorized) section auto-populates the total of Task List, Direct Cost, Fixed Fee, and Indirect
Cost based on the values entered in the respective tabs and that are marked If authorized as Yes. The sum of all these
costs is also auto calculated and displayed in the Estimate Total in S field. WisDOT does not utilize this section
currently.

b. Inthe Attachments section, upload images and files relevant to the solicitation estimate.
c. Click Save.

5. Click the Task List tab and perform the following steps:

Note: All the tasks that are associated with the project estimate are auto populated. However, you can add additional
tasks. To add additional tasks, assign resources, and indirect costs, refer to the adding direct labor cost task as described
in the Creating Project Estimates topic.

a. Toindicate tasks that are in scope of the solicitation, perform the following steps.
i Select the tasks and then click In Solicitation Scope in the Others group.

Solicitation Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk

3 _'g_‘} Edit jy. Customize List ®g Associate Resource Type Excel Import / Export ~ ®g Associate Complexity ~
= }P] View . Expression List ®g Associate Indirect Cost |fq‘1 In Solicitation scope - |
Save  New

- ,‘;,‘} Delete || |£=; Flat List Bg, Import Tasks :gj If Authorized -

General Others

ii. From the In Solicitation Scope drop-down list, select Yes.

b. The tasks for which cost details are available for future implementation can be marked as authorized. To indicate
tasks as authorized, perform the following steps:

i Select the tasks and then click If Authorized in the Others group.
ii. From the If Authorized drop-down list, select Yes.

Solicitation Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk
= _'q_‘[ Edit M Customize List ®g Associate Resource Type Excel Import / Export ~ ®g Associate Complexity ~
= L] | View _J Expression List ®g Associate Indirect Cost 4 In Solicitation scope ~
Save  New
- ,'xJ Delete || |F=; Flat List B5% Import Tasks I fgj If Authorized vl
General Others

The total of task list costs that are marked as in scope and excluding task list costs that are marked as authorized
are displayed in the Cost Summary (In scope excluding If authorized) section and total of task list costs that are

marked as authorized are displayed in the Cost Summary (If authorized) section of the Solicitation Estimate
Details tab.

6. Click the Direct Cost tab to add direct costs to the solicitation estimate. Perform the following steps:

Solicitation Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk
Save
General
=) Direct Cost
Direct Cost Type Unit Type For If Authorized Quantity Rate (per quantity) Total Expenses

No records to display

Add Edit Delete

In Scope excluding if
authorized:

If authorized: 000 43

0.00
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1. Click Add. The Direct Cost dialog box is displayed listing all the direct costs. For availability of direct costs in the
dialog box, direct costs must be defined in the Direct Cost Type catalog of the library.
2. Select the required direct costs.

w

Click Select. The selected direct costs are listed in the Direct Cost table.

4. Select the direct cost for which you want to indicate as authorized, add/edit quantity and rate details, and
then click Edit. The Edit Direct Cost dialog box is displayed.

Unit Type

Direct Cost Type :

Description -

For If Authorized

Quantity
Rate (per quantity) in :
s

Total Expensesins

Vehicle: Company Owned/Leased (ot

tEA

v

10,000.00

0.66

6,600.00

Save Cancel

A

5. Enter information in the required fields. The fields are described in the following table.

Field

Mandatory /
Non-Mandatory

Description

Direct Cost Type b

Description

Unit Type
For If Authorized :
Quantity
Rate (per quantity]) in
s

Total Expensesins

Vehicle: Company Owned/Leased (ot

EA

Mo

w

10,000.00

0.66

6,600.00

Save Cancel

¥

Direct Cost Type

The name of the selected direct cost type is auto populated.

Description

Non-mandatory

Enter a description of the direct cost.

Unit Type

Non-mandatory

The unit type of the selected direct cost is auto populated.

For If authorized

Mandatory

From the drop-down list, select Yes or No to indicate whether the
direct cost is authorized.

Quantity

Non-mandatory

Enter quantity for the direct cost.

Rate (per quantity)

Non-mandatory

Enter or edit the rate for one quantity of the direct cost.

Total Expenses

The total direct cost expenses based on the entered quantity and
rate is auto calculated and displayed.

Note: The total of direct costs that are in scope for the solicitation is auto calculated and displayed in the In Scope
excluding if authorized field and the total of direct costs that are indicated as authorized is auto calculated and
displayed in the If authorized field.

f. Click Save.
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The total of direct costs that are marked as in scope excluding direct costs that are marked as authorized are
displayed in the Cost Summary (In scope excluding If authorized) section and total of direct costs that are
marked as authorized are displayed in the Cost Summary (If authorized) section of the Solicitation Estimate

Details tab.

7. Click the Fixed Fee tab. The fixed fee details from the project estimate are displayed based on the tasks that are
marked In Scope and If Authorized. The different field details that are displayed are described in the following table.

Note: The information in the in the tab is displayed only if the value in the Advertised Fixed Fee % field is defined on the

Solicitation Scope of Service page.

Solicitation Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk
L |
Save
General
Fixed Fee
[-] In Scope excluding If Authorized
Total direct labor cost (A) Fixed Fee % (B) {A*B) Multiplication factor Total
Consultant |1250.00 15.00 187.50 250 468.75
WisDOT [1875.00 15.00 281.25 5.00 1406.25
Total Fixed Fee 1875.00
[-] If Authorized
Total direct labor cost (A) Fixed Fee % (B) (A*B) Multiplication factor  Total
Consultant |300.00 15.00 45.00 2.50 112.50
WisDOT  |375.00 15.00 56.25 5.00 281.25
Total Fixed Fee 393.75
Field Description

Total direct labor cost

Indicates the total direct labor cost of the resource. The value in this field is auto
populated based on the total direct labor cost in the Task page of the Task List tab.

Fixed Fee %

Indicates the percentage of fixed fee defined in the Advertised Fixed Fee % field on
the Solicitation Scope of Service page.

(A*B)

The system displays the fixed fee amount, which is auto calculated based on the total
direct labor cost and fixed fee percentage.

Multiplication factor

Indicates multiplication factor used to calculate the total fixed fee of a resource. The
multiplication factor is auto populated based on the multiplication factor defined for
the resource type in the Resource Type catalog of the library.

Total

Indicates the total fixed fee for the resource, which is auto calculated based on the
fixed fee amount and the multiplication factor.

Total Fixed Fee

Indicates the total fixed fee of the solicitation estimate which is the auto calculated
based on the total of fixed fees of all the resources.

The total of fixed fees that are marked as in scope excluding direct costs that are marked as if authorized are

displayed in the Cost Summary (In scope excluding If authorized) section and total of fixed fees that are marked as

authorized are displayed in the Cost Summary (If authorized) section of the Solicitation Estimate Details tab.
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Solicitation Estimate Details Task List

. [ |

Save
General

[-] In Scope excluding If Authorized

Total direct labor cost

against an indirect type Indirect type %

Consultant Field 1250.00 10.00

Total Indirect Cost

[-]1 If Authorized

Total direct labor cost

against an indirect type Indirect type %

Consultant Field |300.00 10.00

Total Cost

Direct Cost

Fixed Fee Indirect Cost

Indirect cost against an
indirect cost type

125.00

125.00

Indirect cost against an
indirect cost type

30.00

30.00

Risk

8. Click the Indirect Cost tab. The indirect cost details of the solicitation are displayed. The different details that are
displayed are described in the following table.

Note: The Indirect Cost details can be viewed only when:

The Indirect Cost type is defined on the Solicitation Estimate Details tab and

The Indirect Cost is defined for the resources of the direct labor tasks and the required tasks are marked as In Scope
and If Authorized in the Task Lists tab.

Field

Description

Total direct labor cost against
an indirect type

Indicates the total direct labor cost associated with an indirect cost type for the
resource. The value in this field is auto populated based on the total direct labor cost
associated with an indirect cost type defined on the New Task page of the Direct
Labor Cost tab.

Indirect type %

Indicates the percentage of indirect cost defined for the resource. The value in this
field is auto populated based on the percentage defined in the Indirect Cost Type
section of the Solicitation Estimate Details page.

Indirect cost against an
indirect cost type in $

Indicates the indirect cost amount of a resource and associated indirect cost type,
which is auto calculated based on the total direct labor cost and indirect type %.

Total Indirect Cost

Indicates the total indirect cost amount of the solicitation estimate, which is the auto
calculated based on the total of indirect costs of all the resource types.
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3.3.2 Solicitation Task List for Master Contract Type

If the solicitation contract type is Master, then a task list is displayed to define the task details.

To define the solicitation task list for master contract type:
1. Select the solicitation for which you want to define the task list and

click Edit.

2. Inthe navigation pane, expand the solicitation folder, and then click
Task List. The Solicitation Estimate Details tab is displayed.

Menu Favorites

i [ Solicitation List

5 £ BTO-05

- [ Scope Of Service
- [ NOI

i [] MOI Responses

Menu Favorites

- |1 Solicitation List

Task List
NOI
NOI Responses
| Reviewers Shortlist
[] Final Shortlist
[l Reviewers Ranking
i~ [21 Final Ranking
“ [ Checklist
- |5} Bimonthly Solicitation List
- [ Construction Fair Packages
- [ Construction Fair
[ () Negotiation
[ () Non Formal

Home
Projects
Solicitation
Contracts
Library

bolh 28 1] e

Administration

Solicitation Estimate Details Task List Direct Cost Fixed Fee
@5~ i i
Save
General
Solicitation Estimate ID: SE-BTO-05-8
Solicitation ID: BTO-05
Fixed Fee % (Advertised 0.00
fixed fee %) :
“«
Indirect Cost type
Indirect Cost type Resource type % on project

No records to display.

Add || Edit Delete

Description :

Indirect Cost Risk

Region/Bureau : Bureau of Traffic Operations

3. Inthe Solicitation Estimate Details tab, perform the following steps:

Note: The values in the Solicitation Estimate ID, Solicitation ID, Region/Bureau, and Fixed Fee% (Advertised fixed fee %)

fields are auto populated.

a. Inthe Indirect Cost type section, perform the following steps to add the indirect cost type for the solicitation.

Indirect Cost type

Indirect Cost type

Resource type

| % on project

Mo records to display.

Delete

Add Edit

i.  Click Add. The New Indirect Cost Type dialog box is displayed.

ii. Enter information in the required fields. The fields are described in the following table.

Field | Description
Indirect Cost type | Field v
Resource type | Consultant il
% on project 0.00
Save  Cancel
A
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Indirect Cost type From the drop-down list, select the type of indirect cost for the project. For
availability of options in the drop-down list, the indirect cost types must be defined
in the Indirect Cost Type catalog of the library.

Resource type From the drop-down list, select the resource type associated with the indirect cost.
For availability of options in the drop- down list, the resource types must be defined
in the Resource Type catalog of the library.

% On project Enter the percentage of project that is associated with the indirect cost.

iii. Click Save.

b. Inthe Description field, enter the description about the solicitation estimate. Note: The measurement system
for the solicitation is auto populated.

Description :

Measurement System : |IS System ~

Note:

e The Cost Summary (In Scope excluding If authorized) section auto-populates the total of Task List, Direct Cost,
Fixed Fee, and Indirect Cost based on the values entered in the respective tabs and that are marked as In Scope.
This section excludes the values that are marked as If authorized. The sum of all these costs is also auto
calculated and displayed in the Estimate Total in $ field.

= Cost Summary (in P luding If authorized)
Cost Type ‘ Amount in $ ‘
Task List 7,048.54
Direct Cost 41472
Fixed Fee 421112
Indirect Cost 2,300.60
Risk 0.30
Estimate Total in $:  14,475.58

e The Cost Summary (If authorized) section auto-populates the total of Task List, Direct Cost, Fixed Fee, and Indirect
Cost based on the values entered in the respective tabs and are marked as If authorized. The sum of all these
costs is also auto calculated and displayed in the Estimate Total in $ field.

c. Inthe Attachments section, upload images and files relevant to the solicitation estimate.
d. Click Save.

4. Click the Task List tab and perform the following steps:
a. You can add tasks, assign resources, and indirect costs for solicitation. To add tasks, refer to the adding multiple
direct labor cost tasks step described in the Creating Project Estimates topic.

b. To indicate tasks that are in scope of the solicitation, perform the following steps.
i Select the tasks and then click In Solicitation Scope in the Others group.

Solicitation Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk

v 3 ,‘q_‘} Edit £ M Customize List Associate Resource Type Excel Import / Export ~ ®g Associate Complexity ~
Wl
Save  New

‘Ol View .y Expression List Bg, Associate Indirect Cost | _’q‘f In Solicitation scope - |

~ x| Delete || [ Fiat List Import Tasks ] If Authorized v

General Others

ii. From the In Solicitation Scope drop-down list, select Yes.
c. The tasks for which cost details are available for future implementation can be marked as authorized. To
indicate tasks as authorized, perform the following steps:
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Select the tasks and then click If Authorized in the Others group.

Solicitation Estimate Details Task List

Direct Cost

Fixed Fee

Indirect Cost

_'J l:l.h 2 view _J Expression List B3 Associate Indirect Cost 4 In Solicitation scope ~
Save  New
- .'xﬁ Delete || |I=) Fiat List Bg Import Tasks | :ﬁ If Authorized v I
General Others

Risk

_’qf} Edit M Customize List ®g Associate Resource Type Excel Import / Export ~ g Associate Complexity ~

From the If Authorized drop-down list, select Yes.

The total of task list costs that are marked as in scope and excluding task list costs that are marked as if
authorized are displayed in the Cost Summary (In scope excluding If authorized) section and total of task
list costs that are marked as authorized are displayed in the Cost Summary (If authorized) section of the

Solicitation Estimate Details tab.

Note: The system allows you to bulk associate multiple tasks with the same resource type, indirect cost, or and complexity.
For more information, refer to Bulk Association.

5. Click the Direct Cost tab to add direct costs to the construction fair package estimate. Refer to adding direct cost
step in Construction Fair Package Task List for Regular Contract Type.

The total of direct costs that are marked as in scope excluding direct costs that are marked as if authorized are

displayed in the Cost Summary (In scope excluding If authorized) section and total of direct costs that are marked
as authorized are displayed in the Cost Summary (If authorized) section of the Solicitation Estimate Details tab.

6. Click the Fixed Fee tab. The fixed fee details are displayed based on the direct labor tasks added and marked as In
Scope and If Authorized in the Task List tab. The different field details that are displayed are described in the
following table.

Note: The information in the If Authorized section in the tab is displayed only if the value in the Advertised Fixed Fee %
field is defined on the Solicitation Scope of Service page.

Solicitation Estimate Details Task List
L. |
Save
General

Fixed Fee

[-] In Scope excluding If Authorized

Total direct labor cost (A) Fixed Fee % (B)

Consultant |1250.00 15.00

WisDOT  [1875.00 15.00

-] If Authorized

Total direct labor cost (A) Fixed Fee % (B)

Consultant |300.00 15.00

WisDOT  [375.00 15.00

Direct Cost

(A= B)

187.50

281.25

(A*B)

45.00

56.25

Fixed Fee

Indirect Cost Risk

Multiplication factor

2.50

5.00

Total Fixed Fee

Multiplication factor

2.50

5.00

Total Fixed Fee

Total

468.75

1406.25

1875.00

Total

112.50

281.23

393.75
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Field

Description

Total direct labor cost

Indicates the total direct labor cost of the resource. The value in this field is auto
populated based on the total direct labor cost in the Task page of the Task List tab.

Fixed Fee %

Indicates the percentage of fixed fee defined in the Advertised Fixed Fee % field on the
Solicitation Scope of Service page.

(A*B)

The system displays the fixed fee amount, which is auto calculated based on the
total direct labor cost and fixed fee percentage.

Multiplication factor

Indicates multiplication factor used to calculate the total fixed fee of a resource. The
multiplication factor is auto populated based on the multiplication factor defined for
the resource type in the Resource Type catalog of the library.

Total Fixed Fee

Indicates the total fixed fee of the solicitation estimate which is the auto calculated
based on the total of fixed fees of all the resources.

The total of fixed fees that are marked as in scope excluding fixed fees marked as If Authorized are displayed in the
Cost Summary (In scope excluding If authorized) section and total of fixed fees that are marked as authorized are

displayed in the Cost Summary

(If authorized) section of the Solicitation Estimate Details tab.

7. Click the Indirect Cost tab. The indirect cost details of the solicitation are displayed. The different details that are
displayed are described in the following table.

General

against

[-] If Authorized

against

Consultant Field |300.00

Selicitation Estimate Details

[-]1 In Scope excluding If Authorized

Total direct labor cost

Consultant Field 1250.00

Total direct labor cost

Task List Direct Cost Fixed Fee Indirect Cost Risk

Indirect type % Indirect cost against an

an indirect type indirect cost type
10.00 125.00
Total Indirect Cost 125.00

Indirect cost against an

an indirect type Indirect type % indirect cost type
10.00 30.00
Total Cost 30.00

Note: The Indirect Cost details can be viewed only when:

The Indirect Cost type is defined on the Solicitation Estimate Details tab and
The Indirect Cost is defined for the resources of the direct labor tasks and the required tasks are

marked as In Scope and If Authorized in the Task Lists tab.

Field

Description

Total direct labor cost against
an indirect type

Indicates the total direct labor cost associated with an indirect cost type for the
resource. The value in this field is auto populated based on the total direct labor cost
associated with an indirect cost type defined on the New Task page of the Direct
Labor Cost tab.

Indirect type %

Indicates the percentage of indirect cost defined for the resource. The value in this|
field is auto populated based on the percentage defined in the Indirect Cost Type
section of the Solicitation Estimate Details page.

Indirect cost against an
indirect cost type

Indicates the indirect cost amount of a resource and associated indirect cost type,
which is auto calculated based on the total direct labor cost and indirect type %.

50



Masterworks

WisDOT Manual

Total Cost

Indicates the total indirect cost for the resources associated with the same indirect
cost type. This cost is auto calculated based on the indirect cost amount of all the|
specific resource types associated with the same indirect cost type.

Total Indirect Cost

Indicates the total indirect cost amount of the solicitation estimate, which is the auto
calculated based on the total of indirect costs of all the resource types.

3.4 Staffing Justification

If the Solicitation Type is Period, the system allows you to justify the staffing requirements for the solicitation through the

Staffing Justification page.

Pre-requisite: On the Solicitation page, the Solicitation Type should be Period and the value selected in the Staffing
Justification Required field should be Yes.

Steps:

1. Select the solicitation for which you want to justify the staffing and click Edit.

2. Inthe navigation pane, expand the solicitation folder, and then click Staffing Justification. The Staffing
Justification page is displayed.

3. Select New to create a new staffing justification.

Menu Favorites

[E solicitation Package List
o ) 0B0ECO1
[ Scope Of Service
B 3 Task List
L[ 1234-56-01
- B NOI
[ NOI Responses
- [@ Reviewers Shortlist
- [@ Final Shortlist
- [0 Reviewers Ranking

[5Final Rankin
1] Stafﬂné ustificationl
- [F Checklist
- [ Interview Questions and Responses
- [ Solicitation List
[l Construction Fair Packages

- [Z Construction Fair

CEIEH =R Y P

Staffing Justification

L) Submit to Consultant Unit Supervisor
Save Cancel History

GENERAL 'WORKFLOW

Selicitation 1D : OBOEC-01 Solicitation Month and Year : january-2028

*
Date of Request : |None b Estimated Contract Costin$ :

Scope of Service :

Created Date @ 10/12/2023 Created By : Jane

Staffing Justification Record ID @ <Auto Generated>

PROJECTS

4. Enter information in the required fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field Description
Solicitation ID @ OBOEC-01 Solicitation Month and Year : January-2028
Date of Request : [None v Estimated Contract Costin$ "
Scope of Service
i
Created Date :© 10/12/2023 Created By : Jane
staffing Justification Record ID : <Auto Generated=

Solicitation ID

The Solicitation ID is auto populated.

Solicitation Month and Year

The month and year of the solicitation is auto populated.

Date of Request

From the drop-down calendar, select the date of request of staffing justification.

Estimated Contract Costin $

Enter the estimated cost of the contract.

Scope of Service

Enter the details about scope of service.

Created Date

The date when staffing justification record is created is auto populated.
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Created By

The name of the person who is providing the staffing justification is auto populated.

Staffing Justification Record ID

The unique ID of the staffing justification record is auto generated.

Note: The Projects table lists all the projects that are associated with the solicitation if the Contract Type is Regular.
You can click the required Project Title link to view the Project Details page in a different tab.

Projects
Project ID Project Title Route | County
5001-00-71 STH 35 - CTH B (5001-00-71 LOC STR CRAWFORD COUNTY

5. Enter information in the required fields. The different fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field

Description

Project Manager :

Funding Source Identification :

New Outsourced Item, never :
before outsourced by WisDOT

FTE Equivalents for this Staffing :
Position

Contract Type

Is this a new contracting need? : OYes  ONo

Is this areplacement fora : (OYes  ONo
contract that is expiring ?

Is this a stand alone contract or :
charged back to improvement
project costs ?

Explain Consequences of not
filling the position.What is the
risk ?

Project Manager Telephone :
Number

Consultant Identification Code

Renewal of Solicited Contract : v

Consultant Identification Codes :
from Appendix A of the Program
Management Module

Does this Contract /work order : (Yes  (ONe
backfill a vacant position ?

Does this contract replacean : (Yes  ONo
LTE?

Project Manager

To select a project manager:
1. Click and the Select Project Manager dialog box is
displayed. The dialog box lists users who are in the Project Manager
role from the list of User Accounts in the enterprise.
2. Select a user and click Select.

Project Manager Telephone Number

Enter the contact number of the project manager.

Funding Source Identification

Enter the funding source identification details.

Consultant Identification Code

Enter the consultant identification code.

New Outsourced Item, never before
outsourced by WisDOT

Select the check box to indicate that the item is newly outsourced by WisDOT.

FTE Equivalents for this Staffing
Position

Enter FTE equivalents details for the staffing position.

Renewal of Solicited Contract

From the drop-down list, select the year for renewal of solicited contract.

Contract Type

From the drop-down list, select whether the contract type is Work Order
Required or Solicited Contract.

Consultant Identification Codes from
Appendix A of the Program
Management Module

Enter the consultant identification codes from appendix A of the program
management module.

Is this a new contracting need? :

Click Yes to indicate if the staffing requirement is a new contracting need or
click No to indicate if the staffing requirement is a not a new contracting need.

Does this Contract /work order

Click Yes to indicate if the staffing requirements is for filling a vacant position
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backfill a vacant position? of the contract/work order or click No to indicate if the staffing requirements is
not for filling a vacant position of the contract/work order.

Is this a replacement for a contract Click Yes to indicate the staffing requirements is for replacing a contract that is
that is expiring? expiring or click No to indicate the staffing requirements is not for replacing a
contract that is expiring.

Does this contract replace an LTE? Click Yes to indicate the contract is replacing an LTE or click No to indicate the
contract is not replacing an LTE.

Is this a standalone contract or From the drop-down list, select whether the contract is a Standalone Contract
charged back to improvement or Charged back to improvement project costs.

project costs?
Explain Consequences of not filling Enter risk and consequence details if the position is not filled.
the position. What is the risk?

6. In the table List the Proposed Position Classifications, click Add to add resource classifications.
7. Once the Select Resource Classifications dialogue box opens, check the appropriate classifications and hit Select.
8. Click Save.

3.5 Submitting Solicitation Checklist

The checklist of the solicitation allows you to attach any relevant documents for the solicitation, update the status of the
checklist items, and enter comments about the solicitation checklist.

Pre-requisite: Prior to submitting a checklist, the Basis of Payment, and Advertised Fixed Fee% for the solicitation must be
defined on the Solicitation Scope of Service page.

To update and submit the solicitation checklist:
1. Select the solicitation, and then click Edit.
2. Inthe navigation pane, expand the solicitation folder, and then click Checklist. The Solicitation Checklist page is

displayed.
Menu Favorites Solicitation Checklist
| = e li i| o .E = Ball In Court
i~ [ Solicitation List £ submit
& £3 BBS-01 Save History Status
- [ Scope Of Service G T
e Norkflow
- B Task List enera 'OrkTiow
- B NoI
- [Z] NOIResponses Solicitation ID: BBS-01 Solicitation Month and Year August 2019
- [1] Reviewers Shortlist X R
. [ Final Shortlist Checklist Record ID :  <Auto Generated>
- [1] Reviewers Ranking
- B Final Rankln.g X Master Group Id:  MGID - 1004 - 01 Master Group Type : Advanced Signal Systems Operation
- [ Staffing Justification “
-1 1] Checklist
. [2 Bimonthly Solicitation List Attachments
(- (] Negotiation T
& [ Non Formal | Documﬁel}{f\aAmAe_ | Title | Uploaded By | Uploaded Date | Delete
No Attachments available
:l‘ Home Link Document Upload Document
m Projects
& Suiciktan Checklist Item Status
N¥| | contracts
Physical location of the site -Provide Aerials — v
!}i Library
& Administration Physical location of the site -QS. APN Survev info if available- ALTA survev — v ;

Note:
e Thevalues in the Solicitation ID, Solicitation Month and Year, and Checklist Record ID fields are auto populated.
e Ifthe Contract Type is Master, then the values in the Master Group Id and Master Group Type fields are auto
populated.
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e Ifthe Contract Type is Regular, then the Projects table is displayed listing all the projects that are associated with

the solicitation.
Projects
Project ID Project Mame Route County
5001-00-71 5TH 35 - CTH B (5001-00-71 LOC STR CRAWFORD COUNTY

3. Inthe Attachments section, upload images and files relevant to the solicitation checklist.
4. Corresponding to a checklist item, from the Status drop-down list, select the status for each item. This is mandatory
to submit the checklist.

Checklist ltem Status

Solicitafion type appropriate St
DBE Goal is set %
Fixed Fee is appropriate 2
Estimate completed St
MOl & question submittal dates correct v
Spelling and grammar correct v
CBA completed v

5. In the Comments and Conditions section, enter comments and conditions about the solicitation checklist.

Comments and Conditions

6. Click Save.

In the Workflow group, click Submit. The WisDOT — Masterworks dialog box is displayed.

8. Enter required information and then click OK. Optionally, in the Workflow group, you can click Close or Redraft,
enter required information in the dialog box that is displayed, and then click OK to close or redraft the record.

N

Note: You can add a solicitation only when the checklist items status is updated and submitted.
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3.6 Creating and Publishing a Solicitation

The system allows you to add multiple solicitations and create a Solicitation that will be published to the consultants. The
consultants will provide response to the NOI questionnaire, based on which consultants will be shortlisted and ranked.

Steps:

1. Inthe module menu, click Solicitation.
2. Inthe navigation pane, click Solicitation List. The Solicitation List page is displayed.

Menu Favorites

[} solicitation Package List
- [ Solicitation List
|5 Construction Fair Packages
- [[|  Construction Fair
i [0 Megotiation
B (2) Non Formal

f.‘ | Home

E | Projects
‘ | Solicitation

‘\-| | Delivery Contracts

.E | Library

Solicitation List

@ = J
s

New

#|Edic
Hview
,’!,IDerete w Revise

‘GENERAL

| Last Date of NOI Submission

' Mark Is Current
' Unmark Is Current

WORKFLOW

| Last Date of Question Submission

- Y
"an [=] status Help
Bg Associate :@. Show Pending On User(s)
History Reports
...'{Workﬂow User(s) ﬂ Select Actions - -

| Date of Selection Posting

H ||

JoOoooooo

08/17/2023 4:00 PM

09/13/2023 12:00 PM

07/19/2023 12:00 PM

06/14/2023 12:00 PM

05/17/2023 12:00 PM

04/19/2023 12:00 PM

03/08/2023 12:00 PM

02/15/2023 12:00 PM

08/17/2023 4:00 PM

09/05/2023 8:00 AM

07/10/2023 8:00 AM

06/05/2023 8:00 AM

05/08/2023 8:00 AM

04/10/2023 8:00 AM

02/27/2023 8:00 AM

02/06/2023 8:00 AM

3. Click New. The Solicitation Details page is displayed.

Solicitation Details

i i @ i L‘ ) Mark as Projected

History

Save Cancel

‘GEMERAL

WORKFLOW

Revision Number

Solicitation Title

Revised By

Print

' RevO

*

solicitation Month and Year "

Revision Date

Solicitation Number

Last Date of NOI Submission

Last Date of Question

Submission

Date of Selection Posting

Description

Removed Solicitations

I Mone

None

None

MNone

EROAa

EROAa

: See Revision for details

55



Masterworks

WisDOT Manual

4. Enter information in the required fields. The fields are described in the following table.

Field

Mandatory /
Non-mandatory

Description

Revision Number

The revision number of the solicitation is auto populated. This is
applicable only when a solicitation is revised.

Solicitation Title

Mandatory

Enter the title for the Solicitation.

Revised By

Non-mandatory

The name of the person who has revised the solicitation is auto
populated. Thisis applicable only when a solicitation is revised.

Solicitation Month and Year

Mandatory

From the drop-down list, select the month and year of the
solicitation. You can create only one solicitation for a specific
combination of month and year.

Revision Date

Non-mandatory

The date when the solicitation is revised is auto populated. This is
applicable only when a solicitation is revised.

Solicitation Number

Non-mandatory

Enter a unique number for the solicitation.

Submission

Last Date of NOI Submission | Mandatory Enter the last date and time for submission of the NOI by the
consultant. Alternatively, you can click the calendar icon and clock
icon to select the date and time. From the drop-down list, select
the time zone.

Last Date of Question Mandatory Enter the last date and time for submission of questions

related to the NOI by the consultant. Alternatively, you can
click the calendar icon and clock icon to select the date and
time. From the drop-down list, select the time zone.

Date of Selection Posting

Non-mandatory

From the drop-down calendar, select the date when the
consultants will be intimated about their selection.

Description

Non-mandatory

Enter description about the solicitation.

Removed Solicitations

Non-mandatory

Indicates if any existing solicitations have been removed from
the solicitation during the solicitation revision. This field is
applicable only when a solicitation is revised.

5. In the Solicitation details section, perform the following steps to add the solicitations.

Pre-requisite: The solicitation checklist must be submitted for the solicitation to be available for adding in the

Solicitation.

a. Inthe Solicitation Package Details section, click Add. The Select Solicitation dialog box is
displayed. The dialog box lists all the solicitations that are of the same month and year as that of
the solicitation, for which the checklist is submitted, and solicitations that are not associated
with any other solicitation.

Solicitation ID

solicitation Type

= SOLICITATION PACKAGE DETAILS

Solicitation Month and Year

Region/Bureau NOI Type Roster/Open

Nc records to display.

Add Delete
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b. Selectthe solicitations to add to the Solicitation.
c. Click Select.
Click Save. The Solicitation is in the Draft workflow status.
Select the Solicitation record and click Select Actions in the Workflow group.
Click Mark as Projected and then click OK. The Workflow Status of the Solicitation is set to projected.
Select the projected Solicitation record and click Select Actions in the Workflow group.
. Click Publish and click OK. The Workflow Status of the Solicitation is set to Published. The solicitation is
published to the consultants. Once published, the consultant can access the solicitation through the:
e  Masterworks application (https://wisdot.masterworkslive.com/Modules/USRMGMT/Login.aspx)
e Public Portal (http:// wisdotprojects.masterworkslive.com)

L x N

11. Optionally, in the Workflow group, you can click Complete or ReDraft, enter required information in the dialog
box that is displayed, and then click OK to complete or redraft the record.

3.6.1 Revising Solicitation

A current Solicitation that is published can be revised to include changes. The solicitations associated with the Solicitation
that is being revised, can also be edited.

a. Onthe Solicitation List page, select the published Solicitation that is marked as current, which you want to revise.

Solicitation List

| | Solicitation Month and Year

| Last Date of NOI Submission

Last Date of Question Submission

| Date of Selection Posting

Es _'gj Edit " Mark Is Current T [=1 Status Help l|}_]I Customize List g @ Manage
oLk }?jView ' Unmark Is Current B3 Associate if Show Pending On User(s) s Excel Export - T Add
MNew History Reports --None-

XJ Delete " Workflow User(s) L Select Actions - - - ? Clear
GEMERAL WORKFLOW OTHERS FILTERS

| Is Current

||

B 0|

B 0|

|7

02/14/2024 12:00 PM

02/05/2024 8:00 AM

Yes

3 February 2024

b. Inthe General group, click Revise. The Solicitation Revision page is available in the Solicitation folder in the
navigation pane.

¢. Inthe navigation pane, expand the Solicitation folder and then click the Solicitation Revision. The Solicitation
Revision page is displayed with the Solicitation record in Work in progress status.

d. Select the record in the Work in progress status and click Edit. The Solicitation Revision details page is displayed.

Bimonthly Solicitation Revision

H @ &) Ballin Court

Publish
Save Cancel o

General Worlflow

Bimonthly Solicitation

REV2
Reuvision Title : *

Revision Number :
Bimonthly Solicitation
Number : Bimonthly Solicitation Title: BS_Aug2030

Bimonthly Solicitation

Month and Year; ~Ugust-2030

RevisionDate : 05725/2017

Revised By : McKee

Revision Description : |

=l Selicitation details

Solicitation Due
Date

Solicitation Menth
and Year

Solicitation ID Solicitation Type Region/Bureau NOI Type Roster/Open Revision Comment

BES-01 Regular August 2030 Bureau of Business Sev MOl Type-1 Roster
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e. Enter information in the required fields. The fields are described in the following table.

Field Mandatory / Description
Non-mandatory

Revision Number - The Revision Number of the Solicitation is auto populated.
Solicitation Revision Title Mandatory Enter a title for the Solicitation Revision.
Solicitation Number - The Solicitation Number is auto populated.
Solicitation Title - The title of Solicitation is auto populated.
Solicitation Month and Year | - The Solicitation Month and Year is auto populated.
Revision Date - The date when the Solicitation is revised is auto populated.
Revised By - The name of the person who is revising the Solicitation is auto

populated.
Revision Description Non-mandatory | Enter description about the Solicitation revision.

In the Solicitation details section, you can perform the following revisions:

=l Solicitation details

Solicitation Month Solicitation Due
and Year Date

Solicitation 1D Salicitation Type Region/Bureau NOI Type Roster/Open Revision Comment

BES-01 Regular August 2030 Bureau of Business Sev NOI Type-1 Roster

Add Removei/lindo Remove

= Revise a solicitation that is associated with Solicitation.
= C(Click the link in the Solicitation ID column to edit the details of the solicitation.
= |nthe Revision Comment column, enter comments about the solicitation revision.
= To add a solicitation, perform the following steps:
i. Click Add. The Select Solicitation dialog box is displayed.
ii. Select the required solicitations and click Select.
iii. Click Save.
= Toremove an existing solicitation, select the solicitation, and then click Remove/Undo
Remove.

7. Select the revised Solicitation record. In the Workflow group, click Select Actions, click Publish, and then click OK.
The revised Solicitation is published to the consultants and the Revision Status of the record on the Solicitation
page is set to Done.

8. Optionally, in the Workflow group, you can click Close, enter required information in the dialog box that is
displayed, and then click OK to close the record.
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3.7 Responding to NOI Questions

The consultants can raise questions related to the solicitations published to them. These questions can be raised before
the expiry of the Last Date of Question Submission set in the Solicitation Details page. You can provide answers to these
questions. However, the answers can be published to the consultants only after the expiry of Last Date of Question

Submission.

To answer the questions:
1. Inthe module menu, click Solicitation.
2. Inthe navigation pane, click Solicitation List. The Solicitation List page is

displayed.

3. Select the Solicitation for which you want to respond to a question, and then click View.

Menu Favorites Solicitation List
=] % 4‘1[.1“  Mark Is Current ) Elstaws Help “g Customize List ﬁ l:‘,zuanage
] . Rals o View w# Unmark Is Current By, Associate Show Pending On User(s) (26! Excel Export -
[E soclicitation Package List History . ‘5:' eports . Nﬂm_ .
i. Bl solicitation List x| Delete o Revise % Workflow User(s) [Z] Select Actions = ?aear
: <) Sol_Mar_23-anuary 2028 GENERAL WORKFLOW OTHERS FILTERS
[ Solicitation Revision ‘ | Solicitation Month and Year Last Date of NOI Submission | Last Date of Question Submission | Date of Selection Posting | [
5 Questions and Responses . _—
[FI Construction Fair Packages |7 ERCkd ERcIES ERkgl
& Construction Fair » June 2023 11/26/2023 12:00 AM 10/01/2023 12:00 AM 12/04/2023
& (1) Megotiation
) Non Farmal » [ January 2028 03/17/2023 12:00 PM 03/17/2023 9:30 AM 03/29/2023

Responses page is displayed.

B+ () Negotiation
& 2J Non Formal

Menu Favorites Questions and Responses
(| = L+ ] Edit M [=] Status Help |/ Attachments g @Manage
: nl fians
=) ot i | View B5 Associate Show Pending On User(s) -k Customize List
B Solicitation Package List New & o : a8 g Cerois L -Num.--
- [0 solicitation List 'x] Delete 7 Workflow User(s) [1] Select Actions - Excel Export ~ ? Clear
= ﬁl June 2045-June 2023 GENERAL WORKFLOW OTHERS FILTERS
- [_solicitation Revision [] | Solicitation Project Question ‘ Respon
[ Questions and Responses |
[Z Construction Fair Packages |7 ¥ |V
i+ [ Construction Fair O seoot

4. Inthe navigation pane, expand the solicitation folder, and then click Questions and Responses. The Questions and

5. Select the question for which you want to respond and click Edit. The Respond to Question page is displayed.

Note: The values in the Solicitation, Solicitation, Query By, Query Date, and Consultant fields are auto populated. In the
Projects section, the projects associated with the Solicitation is auto populated.

Respond to Question

H @ D ] submit

save Cancel | History

GENERAL WORKFLOW

solicitation ® June 2045 Solicitation ID “ [5pp o7

Query By : Shikha Vinodanandan Query Date : 06/06/2023

Consultant
PROJECTS

Project ID Project Description Solicitation Title Solicitation ID

No records to display.

Add Delete

Question : |Are dragons real?

Response

+ | Yes, but only the purple ones

Notes :

6. Inthe Response section, enter response to the question.

Response :
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7. Inthe Notes section, enter notes about the response.

Notes :

8. Inthe Attachments section, upload images and files relevant to the response.
9. Click Save.

10. Select the question and response record and in the Workflow group, click Select Actions.

11. Click Publish. The WisDOT — Masterworks dialog box is displayed.

12. Enter the required information and then click OK. The Workflow Status of the record is set to Response
Published. The response to the question is published to the consultants.

13. Optionally, if the response to the question need not be published to the consultants, enter notes in the Notes
section. In the Workflow group, click Completed — Not Published, in the dialog box, enter required
information, and then click OK. In the Workflow group, you can also click ReDraft, enter required
information in the dialog box that is displayed, and then click OK to close or redraft the record.

3.8 Viewing NOI Responses
The procedure to view the consultants’ responses of NOI Questionnaires is described.

1. Click Solicitation in the module menu. The Solicitation Package List page is displayed.

2. Select the solicitation for which NOI response must be viewed and click View. The Solicitation Package page is
displayed.

3. Inthe navigation pane, expand the solicitation and click NOI Responses. The NOI Responses page is displayed.

Menu Favorites NOI Responses
#| = #view (g C[, Customize List g [ Manage
. {ay —-—
=Y T {2¢] Excel Export ~ Add
- B Solicitation Package List T £ e ¥
B 53 NC-03 - - r\Z Clear
e Scope Of Service GENERAL OTHERS FILTERS
[ Task List O | NOIID | Firm Name | NOI Due Date
5 NOI
[I NOI Responses |7 (| ENCANS!
| Reviewers Shortlist
- [ | Nol13858 HDR Engineering, ... = 05/17/2023 12:00 PM
[El Final Shortlist
[ Reviewers Ranking [ MNOK13855 Strand Assodiates,..  05/17/2023 12:00 PM
i~ [ Final Ranking ]  NOI13848 KL Engineering, Inc.  05/17/2023 12:00 PM
w [0 Checklist
e NOI-13846 T Engineering, Inc.  05/17/2023 12:00 PM
- [ Solicitation List U JT Engineering, Inc
. [}l Construction Fair Packages O  Nok13841 DAAR Engineering... = 05/17/2023 12:00 PM
| Construction Fair
- . [ nNok3s3s QUEST Civil Engin...  05/17/2023 12:00 PM
- (2 Negotiation
& 0] Non Formal [ NOKL13833 RIS Engineering, LLC |~ 05/17/2023 12:00 PM
[J MNoK13828 156 05/17/2023 12:00 PM
[ NoK13825 Lynch & Associate... = 05/17/2023 12:00 PM
[  NOKL13823 Westwood Infrast... ~ 05/17/2023 12:00 PM
[ Nok13822 Robert E. Lee & As.. | 05/17/2023 12:00 PM
[ NOKL13813 MSA Professional .. 05/17/2023 12:00 PM
[J | MNOK13798 CBS Squared, Inc. 05/17/2023 12:00 PM
f.‘ Home [ NOKL13793 CORRE, Inc. 05/17/2023 12:00 PM
E Projects [ mNolk13792 Cedar Corporation  05/17/2023 12:00 PM
@ | Selicitstion ] MNoK3789 AECOM Technical .. 05/17/2023 12:00 PM
\-| Delivery Contracts
= [ NOKL13786 Gremmer & Assoc... | 05/17/2023 12:00 PM
B | Library X

4. Select the NOI Response that you want to view and then click View in the General group. The duly filled NOTICE
OF INTEREST QUESTIONNAIRE page is displayed.
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3.9 Shortlisting Consultants

The consultant firms are shortlisted based on their NOI responses. The NOI responses are auto populated in the
Reviewer’s Shortlist page once the last date of NOI submission is expired. The procedure to shortlist the consultant firms

is described.

1. Inthe module menu, click Solicitation. The Solicitation Package List page is displayed.

2. Select the solicitation for which the consultants must be shortlisted and click View. The Solicitation Package page

is displayed.

3. Inthe navigation pane, expand the solicitation and click Reviewers Shortlist. The Reviewer’s Shortlist page is
displayed listing the consultant firms who have responded to the NOI.

Menu Favorites

i [ Solicitation List

B £ NW-02

- [Z] Scope Of Service

[ (] Task List

- [ NOI

- [} NOI Responses

- [} Final Shortlist

- | ] Reviewers Ranking

- [} Final Ranking

- [Z] Checklist

- || Bimonthly Solicitation List
- || Construction Fair Packages

=~

Reviewer's ShortList

_'4‘1 Edit ./ Mark Complete @ Modify Form Excel Import / Export ~ E‘d Manage
£ View (o £ © List “_ Add
ﬁ L4 & . ) —None _~
| Expression List - v Clear
General Others Filters
‘ ] I Firm Name ‘ DBE Status ‘ Office Location ’ Eval Average ’ Credentials,
Rd Rd! ad Rl

v

ReviewerName for current group: Matthew Pfeifer (Showing 20 of 26 items. Group continues on the next page.)

O
|
B

AECOM Technical Sen No

Ayres Associates Inc ~ No

Becher-Hoppe Associa No

4. Select a consultant firm record and click Edit. The Reviewer’s Shortlist page of the record is displayed.

Reviewer's Shortlist NOI

= O

Save Cancel

General

Firm Name : Mckee Assoc Inc

DBE Status: MNo

Credentials, Qualifications &
Experience:

Comments on Qualification:

Is Shortlisted : *

Shortlist Comments : *

Shortlist Completed :

[V]

V]

Office Location :

Eval Average :

Familiarity with WisDOT
processes & procedures :

5. Enter information in the required fields. The fields are described in the following table.
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processes & procedures

Field Mandatory/Non| Description
- mandatory
Firm Name : McKee Assoc Inc Office Location :
DBE Status: MNo Eval Average :
e eperience: M| processes & procedures ™
Comments on Qualification:
Is Shortlisted : *  Yes v
Shortlist Comments : *
Shortlist Completed : v
Firm Name - The consultant firm name is auto populated.
Office Location - The consultant firm’s office location is auto populated.
DBE Status - The DBE Status of the consultant firm is auto populated.
Credentials, Qualifications & | Mandatory From the drop-down list, select the required option.
Experience
Familiarity = with WisDOT Mandatory From the drop-down list, select the required option.

Comments on Qualification

Non-mandatory

Enter comments about the consultant firm’s qualification.

Is Shortlisted Mandatory From the drop-down list, select Yes to indicate that the consultant
firm is shortlisted or select No to indicate that the consultant firm is
not shortlisted.

Shortlist Comments Mandatory Enter comments about shortlisting of the consultant firm.

Shortlist Completed

Non-mandatory

From the drop-down list, select Yes to indicate that the shortlisting
of consultant firm is completed or select No to indicate that the
shortlisting of consultant firm is not completed.

Note: Click the NOI tab to view the NOI response of the consultant firm.

Final ShortList

Q

Cancel

NOI

General

NOTICE OF INTEREST QUESTIONNAIRE

Wisconsin Department of Transportation

NOIID : NOI-580

Transportation
Region/Bureau :

Solicitation type
(Roster/Open) :

Raoster

Bureau of Business Sevices

Solicitation ID:  BES-01

Solicitation Date : September 2017

NOI Due Date:  05/23/2017 5:15 &AM cT

6. Click Save.

7. Select the records and click Mark Complete in the General group.

Note: All the records on the Reviewer’s Shortlist page must be marked as complete to proceed with the final shortlisting

procedure.
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3.10 Final Shortlisting Consultants

Pre-requisite: All the consultant firm records on the Reviewers Shortlist page must be marked as completed. The

procedure to final shortlist the shortlisted consultant firms.

1. Click Solicitation in the module menu. The Solicitation Package List page is displayed.
2. Select the solicitation for which the consultants must be final shortlisted and click View. The Solicitation Package

page is displayed.

3. Inthe navigation pane, expand the solicitation and click Final Shortlist. The Final Shortlist page is displayed.

Menu Favorites Final ShortList

| =& [ 56=]| afedit o Mark complete || “H customize List g [ Manage
nuh “_ Add

[l MOl Responses
[Z] Reviewers Shortlist

[ Solicitation Package List }_?]View « Unmark Complete [xtel Export - &
Start --None-
= S NW-03 - ? Clear
- B Scope Of Service GEMERAL OTHERS FILTERS
C‘ Task List |:| ‘ Firm Name | DBE Status | Office Location Credentials, Qualifications & ...
5 NOI
|V | 7| |7 |V

No records to display.

51 Final Shortlist

[51 Reviewers Ranking
i [0 Final Ranking
[ Checklist
- [ solicitation List
- [ Construction Fair Packages
- [ Construction Fair
B () Megotiation
Bl [Z) Mon Formal

4. Click Start in the General group. All the consultant firm records are listed.

5. Select a consultant firm record which you want to final shortlist and click Edit. The Final Shortlist details page is

displayed.

Final Shortlist NOIT

=l Q

Save Cancel

General

Firm Name : GMR Infrastructure Ltd Office Location :

DBE Status: Yes Eval Average :

Reviewers Details

Credentials, Qualifications & | Familiarity with WisDOT

Reviewer Experience : processes & procedures

Comments on Qualification Shortlisting Comments

Shortlisting Status

McKee Medium Shorllisted

Yes

Note:

The values in the Firm Name, Office Location, DBE Status, and Eval Average fields are auto populated. The Reviewers

Details section auto-populates the reviewer’s shortlisting details of the consultant firm.
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6. Enter information in the required fields. The fields are described in the following table.

Is Shortlisted : *

Review Team's Shortlisting
Comments : *

Field Mandatory/Non| Description
- mandatory
Credentials, Qualifications & Familiarity with WisDOT
Experience : ﬂ processes & procedures : ﬂ

&

Shortlist Completed : ﬂ

Credentials, Qualifications &
Experience

Non-mandatory

From the drop-down list, select the required option.

Familiarity with WisDOT
processes & procedures

Non-mandatory

From the drop-down list, select the required option.

Is Shortlisted

Mandatory

From the drop-down list, select Yes to indicate that the consultant
firm is final shortlisted or select No to indicate that the consultant
firm is not final shortlisted.

Shortlist Completed

Non-mandatory

From the drop-down list, select Yes to indicate that the final
shortlisting of the consultant firm is completed or select No to
indicate that the final shortlisting of consultant firm is not
completed.

Review Team’s Shortlisting
Comments

Mandatory

Enter comments about final shortlisting of the consultant firm.

Note: Click the NOI tab to view the NOI response of the consultant firm.

Final ShortList NOI
Cancel
General
NOTICE OF INTEREST QUESTIONNAIRE
Wisconsin Department of Transportation
NOIID: NOI-580 Solicitation ID : BBS-01
R:;:rs‘rglﬁzgzr: Bureau of Business Sevices Solicitation Date : September 2017
Solicitation type o . NOI Due Date :  05/23/2017 5:15 AM cT
(Roster/Open) :
Area Code - Telephone
Current Workflow Status : NOI Submitted Number :
Firm Name : *  Union Pacific Railroad Company Area Code - FAX Number :
State :
Street Address : Zip code :
7. Click Save.

8. Select the records and click Mark Complete to complete the final shortlisting of the consultant firms.

Note: The final shortlisted records are available for ranking.
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3.11 Interview Questions and Responses

If an interview is held with the shortlisted consultants before the ranking process, then the system allows you to record
the questions asked and responses received during the interview process.

Pre-requisite: On the Solicitation Scope of Service page, the value in the Interview field should be Interviews will be

conducted.

3.11.1 Recording Interview Questions

1. Click Solicitation in the module menu. The Solicitation Package List page is displayed.

2. Select the solicitation for which interview questions and responses must be recorded and then click View. The

Solicitation Package page is displayed.

3. Inthe navigation pane, expand the solicitation and click Interview Questions and Responses. The Interview

Questions and Responses page is displayed.

Menu

B

Favorites

~ [ solicitation Package List
B 23 NE-02

Scope Of Service

[ () Task List

MNOI

MOl Responses
Reviewers Shertlist
Final Shortlist
Reviewers Ranking
Final Ranking
Checklist

ez e o o Y e B )

Interview Questions and Responsesl

@ B

Solicitation List
Construction Fair Packages
- [l Construction Fair

= {2 Negotiation

Negotiation Notes

. [ wisDOT Estimate

Consultant Estimate

& CJ Mon Formal

Interview Questions and Responses

EJ E‘ =% __'ﬁjEdit H 5 ;jﬂCustomIze List
Lelel | ol view i [E] Excel Export ~

New Reports
'xj Delete -

GENERAL OTHERS

O | Interview Question

g [ Manage
. Add
~None- =
- Y Clear

FILTERS

Mo records to display.

4. Click New. The Interview Questions and Responses page is displayed.

5. Inthe Interview Question field, enter the question asked during the interview.

General

Interview Questions and Responses

%)

Save Cancel

Interview Question :

6. Click Save.
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3.11.2 Recording Interview Responses

1. On the Interview Questions and Responses page, select the question for which you want to record the response
received from the consultant and then click Edit. The Response section is displayed on the Interview Questions and
Responses page.

Interview Questions and Responses

= O

Save Cancel
General

Interview Question : || e negotiable?

= Response

Consultant Response

Me records to display.

Add Edit Delete

2. Inthe Response section, click Add. The New Response dialog box is displayed.

Consultant *

Response

Save || Cancel

“

3. Enter the information in the required fields. The fields are described in the following table.

Field Mandatory/ Description
Non-mandatory
Consultant Mandatory To select a consultant: whose response you want to record.

1. Click| ... and the Select Consultant dialog box is displayed.
The dialog box lists all the shortlisted consultants of the
solicitation.

2. Select the consultant whose response you want to record
and Click Select

Response Non-mandatory | Enter the response provided by the consultant.

4. Click Save.

3.12 Ranking Consultants

Prerequisite: The consultant firms must be final shortlisted. The procedure to rank the final shortlisted consultants is
described.

1. Click Solicitation in the module menu. The Solicitation Package List page is displayed.

2. Select the solicitation for which the consultants must be ranked and click View. The Solicitation Package page is
displayed.
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3.

In the navigation pane, expand the solicitation, and then click Reviewers Ranking. The Reviewers Ranking page is

displayed.
rr— *x
Home » Solicitation > NE-01 >

Menu Favorites

[ solicitation Package List
B 59 NE-01

- [ Scope Of Service

[ [2) Task List

SAE el

NOI Responses
Reviewers Shortlist
Final Shortlist
Reviewers Ranking|

Final Ranking

Checklist

- [ Solicitation List

- [ Construction Fair Packages

D Y W) 6

- [E| Construction Fair

£ 23 Negotiation

E Megotiation Notes
[} wisDOT Estimate

[ Consultant Estimate
- (23 Non Formal

Reviewers Ranking

| E]

__'_qj Edit ' Mark Complete

Reviewer's Ranking

_-ﬂ Customize List

_}?]VIew ' Unmark Complete Excel Export -

g [} Manage
“_ Add

-N::ne- Y Clear
GENERAL OTHERS FILTERS
| O ‘ Ranking | Firm Name | DBE Status
|| || ||

~+ ReviewerMName for current group:

O Mo

D MNo

O Mo

O Mo

O No
+ ReviewerName for current group:

D MNo

O Mo

O Mo

D Mo

O Mo

4. Select the consultant firm record that you want to rank, and then click Edit. The Reviewers Ranking details page is

Note:

5.

displayed.
Reviewer's Ranking NOI
HO
Save Cancel
General
Firm Name :
DBE Status :

Final Shortlist Details

Credentials,Qualifications & Experience :

Familiarity with WisDOT processes &
procedures :

Review Team's Commnets on
Qualification :

Credentials, Qualifications & Experience :

Ranking : *

Ranking Comments : *

GMR Infrastructure Ltd

Yes

shortlisted

Office Location :

Ewval Average :

Familiarity with WisDOT processes &
procedures :

Ranking Completed :

The values in the Firm Name, Office Location, DBE Status, and Eval Average fields are auto populated.

In the Final Shortlist Details section, the values in the Credentials, Qualifications & Experience, Familiarity with
WisDOT processes & procedures, and Review Team’s Comments on Qualification fields are auto populated.

Enter information in the required fields. The fields are described in the following table.
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Field Mandatory/ Description
Non-mandatory
Credentials, Qualifications & Experience : ﬂ Familiarity with WisDOT Errgc‘:::;ﬁ::ss; ﬂ
Ranking : * ﬂ Ranking Completed : ﬂ

Ranking Comments : *

Credentials, Qualifications & | Non-mandatory | From the drop-down list, select the required option.

Experience

Familiarity with WisDOT Non-mandatory | From the drop-down list, select the required option.

processes & procedures

Ranking Mandatory From the drop-down list, select a ranking for the consultant firm.

When the contract type is Master for solicitation, then all the
contractors are ranked 1.

Ranking Completed Non-mandatory | From the drop-down list, select Yes to indicate that the ranking of
the consultant firm is completed or select No to indicate that the
ranking of consultant firm is not completed.

Ranking Comments Mandatory Enter comments about ranking the consultant firm.

Note: Click the NOI tab to view the NOI response of the consultant firm.

Reviewers Ranking NOI

Q

Cancel

General

NOTICE OF INTEREST QUESTIONNAIRE

Wisconsin Department of Transportation

NOIID: NOI-578 Solicitation ID: BBS-01
Transportation 8 icitati :
Region/Bureau : Bureau of Business Sevices Solicitation Date : September 2017
Solicitation type Roster NOI Due Date :  05/23/2017 5:15 AM cT
(Roster/Open) :
Area Code - Telephone
Current Workflow Status :  NOI Submitted Number :

Area Code - FAX Number :

Firm Name : * GMR Infrastructure Ltd

6. Click Save.
7. Select the records and click Mark Complete to complete the reviewer’s ranking of the consultant firms.

Note: All the records on the Reviewer’s Ranking page must be marked as complete to proceed with the final ranking
procedure.

3.13 Final Ranking Consultants

Pre-requisite: All the consultant firm records on the Reviewer’s Ranking page must be marked as completed. The
procedure to final rank the consultants is described.

1. Click Solicitation in the module menu. The Solicitation Package List page is displayed.

2. Select the solicitation for which the consultants must be ranked and click View. The Solicitation Package page is
displayed.

3. Inthe navigation pane, expand the Solicitation, and then click Final Ranking. The Final Ranking page is displayed.
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Menu Favorites Final Ranking
= 2= | #ledit o Mark complete 1) Elsatus Help U Customize List g [3 Manage
B Solicitation Package List LA™ i View o Unmark Complete P& Associate 7 Show Pending On User(s) | [2] Excel Export ~ ~ Add
Start Histo --None-
& 53 NCOZ & 2% Workflow User(s) [4] Select Actions - - clear
- [ Scope Of Service GENERAL WORKFLOW OTHERS FILTERS
B 'j Task List ) Ranking Firm Name DBE Status Office Location | Credentials, Qualifications & Experience
- B NOI
|| |V |V |V |V

NOI Responses
Reviewers Shortlist
Final shortlist

] D B

- [£ Reviewers Ranking

F [ Final Ranking

T Checklist

[ Solicitation List

[2 Construction Fair Packages

- [ Construction Fair
B () Negotiation
® CJ Non Formal

Ne records to display

4. Click Start in the General group. The ranked consultant firm records are listed.
5. Select the consultant firm record that you want to final rank and click Edit. The Final Ranking details page of the
consultant firm is displayed.
Final Ranking NOI A
Save Cancel
General
Firm Name : Taylor County Office Location :
DBE Status: No Eval Average :
Reviewer's Ranking details
Reviewer Reviewer's Ranking (;:::_::‘E:I:,: Cuaiictionsfy ::jgjg‘:;th LR MEEEEES Ranking Comments
McKee 1 ranked
Note:

The values in the Firm Name, Office Location, DBE Status, and Eval Average fields are auto populated.
The Reviewers Ranking Details section auto-populates the reviewer’s ranking details of the consultant firm.

6. Enterinformation in the required fields. The fields are described in the following table.

Field

Mandatory/
Non-mandatory

Description

Credentiale, Qualificatione & Experience :

Ranking : *

Ranking Comments : *

Familiarity with WisDOT processes &
procedures ;

]
V]

Ranking Completed :

Credentials, Qualifications &
Experience

Non-mandatory

From the drop-down list, select the required option.

Familiarity with WisDOT
processes & procedures

Non-mandatory

From the drop-down list, select the required option.

Ranking

Mandatory

From the drop-down list, select a final rank for the consultant firm.
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Field

Mandatory/ Description
Non-mandatory

Ranking Completed

Non-mandatory | From the drop-down list, select Yes to indicate that the final
ranking of the consultant firm is completed or select No to indicate
that the final ranking of consultant firm is not completed.

Review Team’s Comments Mandatory

Enter comments about final ranking of the consultant firm.

Note: Click the NOI tab to view the NOI response of the consultant firm.

Final Ranking NOI

Q

Cancel

General

NOTICE OF INTEREST QUESTIONNAIRE

Wisconsin Department of Transportation

NOIID:

Transportation
Region/Bureau :

Solicitation type
(Roster/Open) :
Current Workflow Status :

Firm Name : *

Street Address :

NOI-587 Solicitation ID :  BES-01

Bureau of Business Sevices Solicitation Date : ~September 2017

Roster NOI Due Date :  05/23/2017 5:15 AM
Area Code - Telephone

NOI Submitted Number :

Taylor County Area Code - FAX Number :
State :

Zip code :

cT

7. Once all the records are ranked, select the

consultant firms.

records, and then click Mark Complete to complete the final ranking of the
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4. Construction Fair

Construction fairs are conducted annually by WisDOT to select consultants who can carry out construction
oversight/construction engineering for projects being executed across Wisconsin. The construction fair packages are
created for a complete construction package and published to the consultants to receive their NOI for the entire
package. The procedure to create construction fair packages by adding scope of services, viewing NOI responses, and
ranking the consultants are described.

4.1 Creating Construction Fair Packages

1. Click Solicitation in the module menu.
2. Inthe navigation pane, click Construction fair packages. The Construction Fair Package list page is displayed.

Menu Favarites Construction Fair Package
[# =) | ge=| wledic R copy Package | [ Customize List g [ Manage
1l . - =
[ solicitation Package List Riview [ Excel Export - o Add
New --None--
- [ Solicitation List x| Delete - W Clear
I [ Construction Fair Fackagesl GEMERAL OTHERS FILTERS
- | Construction Fair | (] ‘ 0] ‘ Package ID | Associated Construction Fair Month ‘ Associated Construction Fair year | Created By
[ () Negotiation
[ ) Non Forma | V| || || gl
y O NW-59 August 2023 Denise Foster
Wy O NW-58 August 2023 Denise Foster
r O NW-57 August 2023 Denise Foster
r O NW-56 August 2023 Denise Foster
r O NW-55 August 2023 Denise Foster
® | Home y O NIW-54 August 2023 Denise Foster
E Projects r O NW-53 August 2023 Denise Foster
ﬁ faliciizig y O NW-52 August 2023 Denise Foster
2| | Delivery Contracts _
3. Click New. The Construction Fair Package details page is displayed.
Construction Fair Package
save Cancel
GENERAL
Region/Bureau i NOI Type *: | Construction Fair ~
Construction Fair Month and *: P = Construction Fair Due Date and  : B a v
Yo Time Zone
ear
Roster/Open - hd

Package ID :
Contract Type *;
Staged Contract & |Yes

Contract Function "t

=l SELECTION TEAM

User ID

‘ Reviewer Name

Staffing Contract *: [ None ~

| Role

No records to display.

i.  Enter information in the required fields. The fields are described in the following table.

Field Mandatory / Description
Non- mandatory
Region/Bureau Mandatory To select region/bureau of the construction fair package:
1. Click and the Region/Bureau
dialog box is displayed. For availability of options in the dialog
box, region/bureaus must be defined in the Region- Bureau
catalog of the library.
2. Select the required region/bureau and click Select.
NOI Type Mandatory Indicates the NOI type. The value in this field is auto populated.
Construction Fair Month and | Mandatory From the drop-down lists, select the month and year of
Year construction fair package.
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Field Mandatory / Description

Non- Mandatory
Construction Fair Due Date Non-mandatory « Enter the due date and time of construction fair package.
and Time Zone Alternatively, you can click the calendar icon and clock icon to

select the due date and time. From the drop-down list, select
the time zone.

Package ID Non-mandatory o The unique ID for the construction fair package is auto
populate based on the selected Region/ Bureau and
Construction Fair Month and Year.

Roster/Open Mandatory From the drop-down list, select the required option.

« Roster: Select this option if the construction fair package is
published only to the consultants who are marked as Roster at
the enterprise level.

« Open: Select this option if the construction fair package is
published to all the consultant at the enterprise level.

Staffing Contract Mandatory « From the drop-down list, indicate if this is a staffing contract.

Contract Type Mandatory « Master: Select this when there is no definite projectscope,
and the work orders are placed as and when required for a
project.

« When Master is selected, the Master Group Id
and Master Group Type fields are displayed.

« Regular: Select this when the contract is associated with a
definite project scope.

« When Regular is selected, the Projects section is displayed.

Staged Contract Mandatory By default, ‘Yes’ is selected.

« If Staged Contract is selected ‘Yes’, the user can create multiple
contracts for the Package ID.

« If Staged Contract is selected ‘No’, the user can create only one
contract for the Package ID.

Contract Function Mandatory To select contract function of the construction fair package:

1. Click| .. and Contract Function dialog box is displayed. For
availability of options in the dialog box, contract functions
must be defined in the Contract Function catalog of the
library.

2. Select the required contract function and click Select.

Master Group Id Mandatory This field is displayed only when the Contract Type is Master. To
select a Master Group ID:

1. Click | .. The Master Group ID dialog box is displayed listing
all the Master Group IDs from the Master Group ID page of
the Contract. The Master Group IDs that are listed is of the
same region as the construction fair package region and the
date of creation of construction fair package is within the
completion date of the Master ID.

2. Select the required Master Group D and click Select.

Master Group Type Non-mandatory | This field is displayed only when the Contract Type is Master.
Indicates the type of the selected Master Group ID. The value in
this field is auto populated when the Master Group Id is selected.
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ii.  The Projects section is displayed only when the Contract Type is Regular. In the Projects section, perform the
following steps, to add the projects for the construction fair package.

|Contracl Type:* |Regular v |
Contract Function :
= Projects
Project ID Project Description Region/Bureau Route City/Town/Village

Mo records to display.

Add Delete

a. Click Add. The Select Project dialog box is displayed listing all the projects that are associated with the
region/bureau of the construction fair package.
b. Select the required projects and click Select.

4. Inthe Funding section, perform the following steps to add the project funding details for the solicitation.

= Funding

Funding Source Type Funding Source for Reporting | Funding in % ar § Funding Amount

Mo records to display.

Edit | Delete

a. Click Add. The New Funding dialog box is displayed. Project ID and Project Description are displayed if the
Contract Type is selected as Regular.

Project ID * v

Project Description

Funding Source Type * v

Funding Source for Reporting

Funding in % or§* ¥

Funding Amount in § * 0.00

Save Cancel

A

b. Inthe Project ID drop-down list, select the required project. The list displays all the projects that are part of the
solicitation. Project Description is auto populated.

c. From the drop-down list, select the Funding Source Type. The options in the drop-down list are defined in the
Funding Source Type catalog of the library.

d. Select the Funding Source for Reporting checkbox to allow the user to select any number of records in
solicitation or a project record in case of regular contract.

e. InFundingin%orS$, select % or $. Click Save.
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5. Inthe Selection team section, perform the following steps to add reviewers for ranking the consultants:

= Selection team

User ID

Reviewer Mame

Rele

Mo records to display.

Add Delete

a. Click Add. The Select Reviewers dialog box is displayed. The dialog box lists all active users from the list of User

Accounts in the enterprise.

b. Select the required reviewers and click Select.

Note: When the Selection team is Yes, then all the reviewers selected in the Selection Team section must complete the

ranking of consultants.

6. Inthe Attachments section, upload images and files relevant to the construction fair package.

4.2 Construction Fair Package Scope of Service

The system allows you to define scope of service for the construction fair package. Perform the following steps to define the

scope of service:

1. Select the construction fair package for which you want to define the scope of service and click Edit.
2. Inthe navigation pane, expand the construction fair package folder, and then click Scope of Service. The
Construction Fair Scope of Service page is displayed.

Menu Favorites

- [1] Solicitation List

- [1] Bimonthly Solicitation List
- [1] Construction Fair Packages
) DTSD/Southeast Region-01

3 Southeast Region-01
[) Task List
H i [} Checklist
& () Task List
- [} Construction Fair
@ [_) Negotiation
[ () Non Formal

Home

Projects

| Solicitation
Contracts
Library

Administration

Bo 2 % B 5] <0

“

Construction Fair Scope Of Service

=N H

Save

General

T

: DTSD,

Construction Fair Month and
‘ear :

Anticipated Construction Cost :

Anticipated Project Start Date :

Project Purpose and Need :

January 2013

None

Project ID(s)

Region Construction Fair ID : DTSD/Southeast Region-01
NOI Due Date :  07/25/2017
v Night Work Required :

Anticipated Project Completion None
Date :

Complexity Level :

Project ID

Improvement

LET Date Gt

Project Name Master Program

1060-62-70

EAST WEST FREEWZ 07/10/2018 10:00:00 A MISC

3. Enter information in the required fields. The fields are described in the following table.
Note: All the fields described in the below table are non-mandatory fields.
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Field Description
Transportation Region/Bureau :  Bureauw of Project Development Construction Fair ID: BPD-01
Construction Fair Month a7 juty 2017 NOI Due Date:  07/24/2017
Anticipated Congtruction Cost : o Night Work Required : W
Anticipated Project Start Date:  Nene b Anticipated Project Comp:;;;:'; MNone e
Complexity Level : W
Master Group Id: MG 1D - 1007 - 01 Master Group Type :  Construction Services

Transportation Region/
Bureau

The transportation region/bureau of construction fair package is auto populated.

Construction Fair ID

The unique ID of the construction fair package is auto populated.

Construction Fair Month and
Year

The month and year of the construction fair package is auto populated.

NOI Due Date

The due date of NOI is auto populated.

Anticipated Construction Cost

From the drop-down list, select the expected cost range for construction.

Night Work Required

From the drop-down list, select Yes if working at night is required or select No if
working at night is not required.

Anticipated Project Start Date

From the drop-down calendar, select the expected start date of the project.

Anticipated Project
Completion Date

From the drop-down calendar, select the expected completion date of the project.

Complexity Level

From the drop-down list, select the level of complexity of the construction fair
package.

Master Group Id

This field is displayed only when the contract type of the construction fair package is
Master. The master group ID associated with the construction fair package is auto
populated.

Master Group Type

This field is displayed only when the contract type of the construction fair package is
Master. The master group type associated with the construction fair package is auto
populated.

4. In the Project ID(s) section, enter information in the required fields. The fields are described in the following table.

Project 1D|s)

: . | t
Project ID Project Mame LET Date Mmprovemen Master Program
Concept
PROJ-10-04 Madison Beltline BRELIM
5464-44-44 G464-44 44 BERRHEB Laocal Transportation &

Note:

e The table in the section lists all the projects that are associated with the construction fair package. The table in this
section is displayed only when the contract type of the construction fair package is Regular. You can click the
required Project Name link to view the Project Details page in a different tab.

e Additionally, corresponding to a project, click in the LET Date column to enter the LET date of the project.
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Field Mandatory / Description

Non-mandatory

Project Purpose and Need :

Project Description :

Project Purpose and need Non-mandatory | Enter the purpose and need for the project.

Project Description Non-mandatory | Enter the description about the project.

6.

7.

. In the Traffic Control section, perform the following steps to add traffic control details.

Traffic Confrol :

Trafffic Control
Mo records to display.

Add Delete

Others: Add

e To add traffic control records from library:
a. Click Add. The Traffic Control dialog box is displayed listing all the traffic control records that are defined in
the Traffic Control catalog of the library.
b. Select the required traffic control records and then click Select.

e To add traffic control records that are not defined in the library:
a. Inthe Others field, enter the traffic control details.
b. Click Add. The traffic control details are displayed in the table.

In the Major Items of Work section, perform the following steps to add major work items for the construction fair
package.

Major ltems of Work :

ltems Of Work

Mo records to display.

Add Delete

e Toadd items from library:
a. Click Add. The Major Items of Work dialog box is displayed listing all the items that are defined in the
Items of Work catalog of the library.
b. Select the required items of work and then click Select.

e To add items that are not defined in the library:
a. Inthe Others field, enter the name of the item.
b. Click Add. The item is displayed in the table.

In the Restrictions section, perform the following steps to add restrictions for the construction fair package.
[Restrictions :

Restrictions
Me records to display.

Add Delete

Others: Add
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e To add restrictions from library:
a. Click Add. The Restrictions dialog box is displayed listing all the items that are defined in the Restrictions
catalog of the library.
b. Select the required items of work and then click Select.
e To add restrictions that are not defined in the library:
a. Inthe Others field, enter the restriction details.
b. Click Add. The restriction is displayed in the table.

8. Inthe Schedule for Deliverables section, perform the following steps to add schedule for deliverable items:

Schedule for Deliverables

Schedule tem Due Date

Mo records to display.

Add Edit Delete

Others: Add

e Toadd schedule for deliverable items from library:
a. Click Add. The Schedule for Deliverables dialog box is displayed listing all the schedule for
deliverables that are defined in the Deliverables catalog of the library.

b. Selectthe required schedule for deliverable items and click Select. The selected schedule for
deliverables is listed in the table.

e Toadd schedule for deliverable items that are not defined in the library:
a. Inthe Others field, enter the schedule for deliverables details.
b. Click Add. The schedule for deliverables is displayed in the table.
9. Inthe Department Provides section, perform the following steps to add items that are provided by WisDOT.

Department Provides

[tems

Mo records to display.

Add Delete

Others: Add

e To add items from library:
a. Click Add. The Department Provides dialog box is displayed listing all the items that are
defined in the Department Provides catalog of the library.
b. Selectthe required items and click Select. The selected items are listed in the table.
e To add items that are not defined in the library:
a. Inthe Others field, enter the name of the item. Click Add.
b. The item is displayed in the table.

10. In the Consultant Requirements (Listed in approximate order of importance) section, perform the following steps
to add consultant requirements.

Consultant Reguirements ( Listed in approximate order of importance) :

Consultants Requirements

Mo records to display.

Add Delete

Others: Add
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e To add items from library:
a. Click Add. The Consultants Requirements dialog box is displayed listing all the consultants’

requirements defined in the Consultants Requirements catalog of the library.
b. Select the required consultant requirements and click Select.

To add items that are not defined in the library:
a. Inthe Others field, enter the name of the requirement.

b. Click Add. The requirement is displayed in the table.

11. In the Special Skills/Certification License (Listed in approximate order of importance) section, perform the
following steps to add Special Skills/Certification License details.

Special Skille/Certification License (| Lizted in approximate order of importance) :

Special Skills Certification License
r'y

Mo records to display.

Others: Add

e To add items from library:
a. Click Add. The Special Skills dialog box is displayed listing all the special skills/certifications/

licenses defined in the Special skills-certifications-Licenses catalog of the library.
b. Select the required special skills and click Select.

e To add items that are not defined in the library:
a. Inthe Others field, enter the name of the skill/certification.

b. Click Add. The skill/certification is displayed in the table.

12. In the Basis of Payment section, perform the following steps to add basis of payment details.

Basiz of Payment

The Basis of Payment will be one or more of the following:

Mo records to display.

Add | | Delete
Click Add. The Basis of Payment will be one or more of the following: dialog box is displayed

listing all the basis of payments defined in the Basis of Payment catalog of the library.
b. Selectthe required basis of payments and click Select. The selected basis of payments is listed in

a.

the table.

13. Enter information in the other required fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.
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Field Description

Basis of Payment Motification :

Advertised Fiked Fee % |

Fixed Fee Naotification :

0.00

Basis of Payment Notification

To add basis of payment notification:

1. Click| ... The Basis of Payment Notification dialog box is displayed listing all the
basis of payment notifications defined in the Basis of Payment Notification
catalog of the library.

2. Select the required basis of payment notification and click Select.

Advertised Fixed Fee %

Enter the percentage of advertised fixed fee.

Fixed Fee Notification

To add fixed fee notification:
1. Click | ... The Fixed Fee Notification dialog box is displayed listing all the fixed fee

notifications defined in the Fixed Fee Notification catalog of the library.
2. Select the required fixed fee notification and click Select.

14. Enter information in the required fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field | Description
DBE goal on project : | No L4
DBE goal : * DEE D2E
goalin5 goalim %
Field Description

DBE goal on project

From the drop-down list, select the required option to indicate if there is a
Disadvantaged Business Enterprise (DBE) goal on the projects.
« If the selected option is Yes, then you can add DBE goal amount or percentage,
and projects for the DBE goal
o Click| .. The Basis of Payment Notification dialog box is displayed listing all
the basis of payment notifications defined in the Basis of Payment
Notification catalog of the library.

DBE goal

Click the required option and enter the value accordingly.
« DBE goal in $: If this option is selected, then enter the DBE goal amount.
« DBE goal in %: If this option is selected, then enter the DBE goal percentage.

15. In the Disadvantaged Busi

ness Enterprise (DBE) Subcontracting Goal on This Construction Fair Package

Will Be section, perform the following steps to add projects for the DBE Subcontracting goal. This section is displayed only

when the Contract Type is Regular.

a. Click Add. The Project Name dialog box is displayed listing the projects associated with the construction fair

package.
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b. Select the required projects and click Select. The project is displayed in the table.

Dizadvantaged Business Enterprize [ DBE | Subcontracting goal on this Construction Fair Package will be
Project Amount in §
Madison Beliline 0.00

Edit Delete

c. Select the project and click Edit. The Edit Disadvantaged Business Enterprise (DBE) Subcontracting goal on
this Construction Fair Package will be dialog box is displayed.

Project |6464-44-44

Amount in § 0.00

Save Cancel

Note: The name of the project is auto populated.

d. Enterthe value in the Amountin $ field.
e. Click Save.

16. In the Notification pertaining to DBE goals field, the system allows you to select notifications pertaining to DBE
goals in this field.

Motification pertaining to DBE
goals :

e Toselect notification pertaining to DBE goals:
a. Click| .. The Notification pertaining to DBE goals dialog box is displayed listing all the notifications
pertaining to DBE goals that are defined in the Notification pertaining to DBE goals catalog of the library.
b. Select the required notification pertaining to DBE goals and click Select.

17. Enter information in the required fields. The fields are described in the following table.

Note: All the fields described in the below table are non-mandatory fields.

Field | Description

Special Instructions :

Interview : iJ

|Interview Information :

Interview Date :

Interview Place :

Special Instructions Enter special instructions about the construction fair package.

Interview From the drop-down list, select the required option to indicate if an interview will be
held with the consultants. If the selected option is Interviews will be conducted, then
the Interview Information, Interview Date, and Interview Place fields are available.
Interview Information The field is available only where the value in the Interview field is Yes. Enter
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information about the interview.

Interview Date

The field is available only where the value in the Interview field is Yes. From the drop-
down calendar, select the date of interview.

Interview Place

To select an interview region/bureau:
1. Click| ... The Region/Bureau dialog box is displayed listing all the regions/

bureaus that are defined in the Region/Bureau catalog of the library.
2. Select the required region/bureau and click Select.

If the interview is over Microsoft Teams, you can simply type this in.

18. In the Contact Information section, perform the following steps, to add contact information for consultants.

Contact Information :

Mame

Email

Mo records to display.

Add Edit Delete

a. Click Add. The Name dialog box is displayed listing all the active users from the list of User Accounts in the

enterprise.

b. Select the required contact names and click Select.

19. In the Other Information field, enter any other information about the construction fair package scope of service.

Other Information :

20. Click Save.
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4.3 Construction Fair Package Task List

The construction fair package task list allows you to define the construction fair package estimate details, tasks, direct
costs, fixed fees, indirect costs, and risks. Based on the contract type selected on the Construction Fair Package page, the
task list is defined.

4.3.1 Construction Fair Package Task List for Regular Contract Type

If the construction fair package Contract Type is Regular, then the task list is displayed separately for each project and the
task details displayed are based on the project details.

Menu Favaorites

- [ Solicitation Package List

- [ Solicitation List

- [ Construction Fair Packages
B i3 SE-70

i [ Scope Of Service

E+ () Task List

- B Checklist
- [ Construction Fair

To define the construction fair package task list for regular contract type:
1. Select the construction fair package for which you want to define the task list and click Edit.
2. Inthe navigation pane, expand the construction fair package folder, and then expand the Task List folder. The list of
projects associated with the construction fair package is displayed.
3. Click the project for which you want to define the task list. The Package Estimate Details tab is displayed.

Menu Favorites Package Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Rislkc
| =
L |
- [0 solicitation Package List —
[ solicitation List
[5) Construction Fair Packages GENERAL
= &3 SE-70
[l scope Of Service
[ ) Task List Package Estimate ID  : SE-SE-70-2151
: E ProjectID : 1360-13-70 Project Name : C MILWAUKEE, FOND DU LAC
B Checklist AVE
- [0 Construction Fair L .
[ (2) Negotiation Description :
@ ) Non Formal P
Measurement System @ |5 System
= cOST SUMMARY (IN SCOPE EXCLUDING IF AUTHORIZED) = COST SUMMARY (IF AUTHORIZED)
Cost Type Amount in § Cost Type Amount in §
Task List Task List 0.00
Direct Cost Direct Cost 0.00

4. In the Package Estimate Details tab, perform the following steps:
a. Enterinformation in the required fields. The fields are described in the following table.

Field Mandatory / Description
Non-mandatory

Package Estimate ID: SE-NC-23-204

C MARSHFIELD, EAST 29TH STREET

ProjectID : 6995-11-71 j : .
rojec Project Name (6995-11-71)

Description =

Measurement System :  |S System
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Package Estimate ID - The package estimate ID is auto-generated.

Project ID - [The project ID is auto populated.

Project Name - The project name is auto populated.

Description Non-mandatory [Enter description about the package estimate.

Measurement System - The measurement system is auto populated.
Note:

e The Cost Summary (In Scope Excluding If Authorized) section auto-populates the total of Task List, Direct Cost, Fixed
Fee, Indirect Cost, and Risk based on the values entered in the respective tabs and that are marked In Scope as Yes.
This section excludes the values that are marked If authorized as Yes. The sum of all these costs is also auto
calculated and displayed in the Estimate Total in S field.

= Cost Summary (In scope excluding If authorized)
Cost Type Amount in ‘
Task List 704384
Direct Cost 414.72
Fixed Fee 421112
Indirect Cost 2,300.60
Risk 0.30
Estimate Total in $: 14, 47553

e The Cost Summary (If authorized) section auto-populates the total of Task List, Direct Cost, Fixed Fee, Indirect Cost,
and Risk based on the values entered in the respective tabs and that are marked If authorized as Yes. The sum of all
these costs is also auto calculated and displayed in the Estimate Total in S field.

Note: WisDOT does not recommend the use of If Authorized tasks at this time.

= Cost Summary {If authorized)
Cost Type Amount in §
Task List 1,495.00
Direct Cost 22 636.52
Fixed Fee 4 28587
Indirect Cost 64285
Risk 0.30
Estimate Total in §:  29,060.54

b. In the Attachments section, upload images and files relevant to the construction fair package estimate.
c. Click Save.

5. Click the Task List tab and perform the following steps:

Note: All the tasks that are associated with the project estimate are auto populated. However, you can additional
tasks. To add additional tasks, assign resources, and indirect costs, refer to the adding direct labor cost task step
described in the Creating Project Estimates topic.

a. Toindicate tasks that are in scope of the construction fair package, perform the following steps.
i. Select the tasks and then click In Scope in the Others group.
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Package Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk

- 3 .‘gf‘, Edit Q_ Customize List ®g Associate Resource Type Excel Import / Export ~ ¥ Associate Complexity ~

| |
i ’;' b )?f View . Expression List ®g Associate Indirect Cost m In scope -
Save ew -
» | Delete | [Z\ Fiat List By Import Tasks ] If Authorized -
General Others

ii. From the In Scope drop-down list, select Yes.

b. The tasks for which cost details are available for future implementation can be marked as
authorized. To indicate tasks as authorized, perform the following steps:
i. Select the tasks and then click If Authorized in the Others group.
ii. From the If Authorized drop-down list, select Yes.

Package Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk

<k ) Edit ﬂ, Customize List ®g Associate Resource Type Excel Import / Export ~ ®g Associate Complexity -

‘2'_—.] ':‘"' ‘9' View 4 Expression List ®y Associate Indirect Cost fgj In scope -
ave ew 1
+ ] Delete || [ Fiat List B3 Import Tasks | 4] 1# Authorized -|
General Others

The total of task list costs that are marked as in scope and excluding task list costs that are marked as authorized
are displayed in the Cost Summary (In scope excluding If authorized) section and total of task list costs that are
marked as authorized are displayed in the Cost Summary (If authorized) section of the Package Estimate
Details tab.

6. Click the Direct Cost tab to add direct costs to the construction fair package estimate. Perform the following steps:

Package Estimate Details Task List Direct Cost Fixed Fee Indirect Cost Risk

=l

Save

General

=) Direct Cost

Direct Cost Type Unit Type For If Authorized Quantity Rate (per quantity) Total Expenses

Mo records to display.

Add || Edit Delete

a. Click Add. The Direct Cost dialog box is displayed listing all the direct costs. For availability of direct costs in the
dialog box, direct costs must be defined in the Direct Cost Type catalog of the library.

b. Select the required direct costs.

c. Click Select. The selected direct costs are listed in the Direct Cost table.

d. Select the direct cost for which you want to indicate as authorized, add/edit quantity and rate details, and
then click Edit. The Edit Direct Cost dialog box is displayed.

e. Enterinformation in the required fields. The fields are described in the following table.
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Field

Mandatory /
Non-Mandatory

Description

Unit Type Ea

For If Authorized

Quantity

Rate (per quantity)

Total Expenses 0.00

Save Cancel

Direct Cost Type * |Aerial Photography

0.00

0.00

Y

Direct Cost Type

The name of the selected direct cost type is auto populated.

Unit Type

Non-mandatory

The unit type of the selected direct cost is auto populated.

For If authorized

Non-mandatory

From the drop-down list, select Yes or No to indicate whether the

direct cost is authorized.

Quantity

Non-mandatory

Enter quantity for the direct cost.

Rate (per quantity)

Non-mandatory

Enter or edit the rate for one quantity of the direct cost.

Total Expenses

The total direct cost expenses based on the entered quantity and

rate is auto calculated and displayed.

Note: The total of direct costs that are in scope for the construction fair package is auto calculated and displayed in the In
Scope excluding if authorized field and the total of direct costs that are indicated as authorized is auto calculated and

displayed in the If authorized field.
f. Click Save.

The total of direct costs that are marked as in scope excluding direct costs that are marked as authorized are
displayed in the Cost Summary (In scope excluding If authorized) section and total of direct costs that are
marked as authorized are displayed in the Cost Summary (If authorized) section of the Package Estimate

Details tab.

7. Click the Fixed Fee tab. The fixed fee details from the project estimate are displayed based on the tasks that are
marked In Scope and If Authorized. The different field details that are displayed are described in the following table.

Note: The information in the in the tab is displayed only if the value in the Advertised Fixed Fee % field is defined on the
Construction Fair Scope of Service page.

Package Estimate Details

el

Save

General

Fixed Fee

[-] If Authorized

Task List Direct Cost

[-] In Scope excluding f Authorized

Total direct labor cost (A) Fixed Fee % (B)

Consultant 20952.50 2239

Total direct labor cost (A) Fixed Fee % (B)

Consultant 5387.50 22322

Fixed Fee Indirect Cost Risk
{A*B) Multiplication factor Total
4655.65 2.50

Total Fixed Fee

(A*B) Multiplication factor  Total

1197.10 250

Total Fixed Fee

11639.13

11639.13

299275

299275
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Field

Description

Total direct labor cost

Indicates the total direct labor cost of the resource. The value in this field is auto
populated based on the total direct labor cost in the Task page of the Task List tab.

Fixed Fee %

Indicates the percentage of fixed fee defined in the Advertised Fixed Fee % field on
the Construction Fair Scope of Service page.

(A*B)

The system displays the fixed fee amount, which is auto calculated based on the total
direct labor cost and fixed fee percentage.

Multiplication factor

Indicates multiplication factor used to calculate the total fixed fee of a resource. The
multiplication factor is auto populated based on the multiplication factor defined for
the resource type in the Resource Type catalog of the library.

Total

Indicates the total fixed fee for the resource, which is auto calculated based on the
fixed fee amount and the multiplication factor.

Total Fixed Fee

Indicates the total fixed fee of the construction fair estimate which is the auto
calculated based on the total of fixed fees of all the resources.

The total of fixed fees that are marked as in scope excluding direct costs that are marked as if authorized are
displayed in the Cost Summary (In scope excluding If authorized) section and total of fixed fees that are marked as
authorized are displayed in the Cost Summary (If authorized) section of the Package Estimate Details tab.

8. Click the Indirect Cost tab. The indirect cost details of the construction fair package are displayed. The different
details that are displayed are described in the following table.
Note: The Indirect Cost details can be viewed only when the Indirect Cost is defined for the resources of the direct labor
tasks and the required tasks are marked as In Scope and If Authorized in the Task List tab.

Package Estimate Details

u

Save

General

Consultant Company Wide

Consultant Drilling

[-] If Authorized

Consultant Drilling

[-] In Scope excluding If Authorized

Task List Direct Cost Fixed Fee Indirect Cost Risk
Total direct labor cost . Indirect cost against an
againgst an indirect type Indirect type % indirect cost type
2731.25 125.00 3476.56
18171.25 120.00 21305.50
Total Indirect Cost 25282 .06

Total direct labor cost
against an indirect type

Indirect cost against an

Indirect type % indirect cost type

5387_50 120.00 6465.00

Total Cost 6465.00

Field

Description

Total direct labor cost against
an indirect type

Indicates the total direct labor cost associated with an indirect cost type for the
resource. The value in this field is auto populate based on the total direct labor cost
associated with an indirect cost type.

Indirect type %

Indicates the percentage of indirect cost defined for the resource.

Indirect cost against an
indirect cost type

Indicates the indirect cost amount of a resource and associated indirect cost type,
which is auto calculated based on the total direct labor cost and indirect type %.

Total Cost

Indicates the total indirect cost amount of the construction fair package estimate. This
is the auto calculated based on the total of indirect costs of all the resource types.
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4.3.

The total of indirect costs that are marked as in scope excluding indirect costs that are marked as if authorized are
displayed in the Cost Summary (In scope excluding If authorized) section and total of indirect costs that are marked
as authorized are displayed in the Cost Summary (If authorized) section of the Package Estimate Details tab.

2 Submitting Construction Fair Package Checklist

The checklist of the construction fair package allows you to attach any relevant documents for the construction fair
package, update the status of the checklist items, and enter comments about the construction fair package checklist.

Pre-requisite: Prior to submitting a checklist, the Basis of Payment, and Advertised Fixed Fee% for the construction fair
package must be defined on the Construction Fair Scope of Service page.

To update and submit the construction fair package checklist:

1.
2.

Note:

©® N

Select the construction fair package record, and then click Edit.
In the navigation pane, expand the construction fair package folder, and then click Checklist. The Package Checklist
page is displayed.

Menu Package Checklist

+ |5 = H T @ £ submit
[ solicitation Package List e History Status
B solicitation List
[l Construction Fair Packages GENERAL WORKFLOW
=3 BPD-01
[ scope Of service
(23 Task List Package ID : BPD-01 Construction Fair Month and : September 2025
B Co uction Fair Checklist Record ID : <Auto Generated>
1) Negotiation

Non Formal
@ PROJECTS

Project ID Project Name Let Date Improvement Concept Master Program Limit

TN CLOVERLAND,WETLND MISC 3.- State Highway Facilities ROY JOHNSON SITE (WEST)

ATTACHMENTS

Url/Link Title Uploaded By Uploaded Date File Size

Delivery Contracts No Arzachments available

Upload Document

o 4 8 f] %

The Package ID, Construction Fair Month and Year, and Checklist Record ID are auto populated.

In the Attachments section, upload images and files relevant to the construction fair package checklist.
From the Status drop-down list, select the status for each item. This is mandatory to submit the checklist.

Checklist ltem Status

Solicitation type appropriate o
DBE Goal is set W
Fixed Fee is appropriate e
Estimate completed L
MO & guestion submittal dates correct v

In the Comments and Conditions section, enter comments and conditions about the construction fair package
checklist.

Click Save.

In the Workflow group, click Submit. The WisDOT — Masterworks dialog box is displayed.

Enter required information and then click OK.

Optionally, in the Workflow group, you can click Close or Redraft, enter required information in the dialog box that is
displayed, and then click OK to close or redraft the record.

Note: You can publish a construction fair only when the checklist of the associated construction fair packages is submitted.
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4.5 Creating and Publishing Construction Fair

The system allows you to add multiple construction fair packages to a construction fair and create a construction fair
detail that will be published to the consultants. The consultants will provide a response to the NOI questionnaire, based
on which consultants are ranked.

Steps:
1.
2.

In the module menu, click Solicitation.
In the navigation pane, click Construction Fair. The Construction Fair list page is displayed.

J Construction Fair |

|>| Menu ‘ Favorites

ElEE

- [ Solicitation Package List
~ [ solicitation List
[l Construction Fair Packages
& (L) Megotiation
[2J Non Formal

'.|‘ | Home

E | Projects

_‘ | Selicitation

q\:'| | Delivery Contracts

k| | Construction Contracts

i | Library

aﬁ iEdit o Mark Is Current ic [=] status ) Help Cp, Customize List w [#Manage
ol #{view o Unmark s Current - B3 Associate £ show Pending On User(s) 2 Excel Export ~ T Add
New istory Reports --None-
x|Delete o/ Revise 1% Workflow User(s) [1] Select Actions - - - fClear
GENERAL WORKFLOW OTHERS FILTERS
‘ ‘ Construction Fair Month and Year | Is Current | Workflow Status ‘ Construction Fair Title | Revision Date ‘
7] ¥ [?] Il @Ev]
3 D January 2028 Yes Construction Fair... Cons_Mar_23
3 D February 2023 Construction Fair ...  Construction Fair_Feb
3 D January 2022 Completed CF-2022)an
3 D August 2021 Draft Construction Fair 2021 1211372021
3 D August 2020 Construction Fair ...  Construction Fair 2020 09/13/2021
3 D August 2019 Construction Fair ...  Construction Fair 2019 08/13/2020
3 D August 2018 Construction Fair ...  Construction Fair 2018 07/19/2019
3 D August 2017 Construction Fair ...  Construction Fair 2017 08/01/2018

4

& Administration

Lt e p

3. Click New. The Construction Fair details page is displayed.

'..’ ‘ Home

E ‘ Projects

j | Solicitation

?#| ‘ Delivery Contracts

?&-| | Construction Contracts

ﬁ ‘ Library

-& ‘ Administration

Construction Fair Number

Last Date of NOI Submission

Last Date of Question
Submission

Date of Selection Posting

Description :

e ] @O
e ] BRG]
t None  [v]

_| Menu | Favorites _| Construction Fair Details |
| | H =l " | i i 6 l'.l-\) [l Mark as Projected | Print
i~ [0 solicitation Package List Save Cancel || History
[ solicitation List
[ Construction Fair Packages ‘GENERAL WORKFLOW PRINT
~ [0 Construction Fair
B (2 Negotiation
B 3 Mon Formal Revision Number : Rev( Revised By :
Construction Fair Title *: | ‘ Revision Date : Mone
Construction Fair Month and *: [ ~| ~|
) Year
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4.

Enter information in the required fields. The fields are described in the following table.

Field

Mandatory /
Non-mandatory

Description

Revision Number : Rey(

. . - *
Construction Fair Title :

. - *
Construction Fair Month and

Revised By :

Revision Date : MNone

Year v v
Construction Fair Number :
Last Date of NOI Submission : B a v
Last Date of Question : B O a «
Submission o
Date of Selection Posting : [MNone v
Description :
P

Revision Number - The revision number of the construction fair is auto populated. This
is applicable only when a construction fair is revised.

Revised By - The name of the person who has revised the construction fair is
auto populated. This is applicable only when a construction fair is
revised.

Construction Fair Title Mandatory Enter the title for the construction fair.

Revision Date - The date when the construction fair was revised is auto populated.
This is applicable only when a construction fair is revised.

Construction Fair Month and | Mandatory From the drop-down list, select the month and year of the

Year

construction fair. You can create only one construction fair for a
specific combination of month and year.

Construction Fair Number

Non-mandatory

Enter a unique number for the construction fair.

Last Date of NOI Submission | Mandatory Enter the last date and time for submission of the NOI by the
consultant. Alternatively, you can click the calendar icon and clock
icon to select the date and time. From the drop-down list, select the
time zone.

Last Date of Question Mandatory Enter the last date and time for submission of questions related to

Submission

the NOI by the consultant. Alternatively, you can click the calendar
icon and clock icon to select the date and time. From the drop-
down list, select the time zone.

Date of Selection Posting

Non-mandatory

From the drop-down calendar, select the date when the consultants
will be intimated about their selection.

Description

Non-mandatory

Enter description about the construction fair.

Reviewer’s Ranking needed

Non-mandatory

Click Yes when the reviewer’s ranking is required for the
construction fair or click No when the reviewer’s ranking is not
required for the construction fair.
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5. Inthe Package details section, perform the following steps to add the construction fair packages.

=) Package details

Package Month and

Package ID Contract Type Year

Package Due Date Region/Bureau NOI Type Roster/Cpen

Mo records to display.

Add Delete

a. Inthe Package details section, click Add. The Select Package dialog box is displayed. The dialog box lists all the
construction fair packages that are of the same month and year as that of the construction fair month and year
and the construction fair packages are not associated with any other construction fair.

b. Select the construction fair packages to add to the construction fair.

c. Click Select.

6. Click Save. The construction fair is in the Draft workflow status.

Select the construction fair record and click Select Actions in the Workflow group.

8. Click Mark as Projected and in the WisDOT Masterworks dialog box that appears, enter required information, and
then click OK. The Workflow Status of the construction fair is set to Projected.
9. Select the projected construction fair record and click Select Actions in the Workflow group.

10. Click Publish Construction Fair to publish the construction fair and in the WisDOT Masterworks dialog box
that appears, enter information in the required fields, and then click OK. The workflow status of the
construction fair is set to Construction Fair Published. The construction fair is published to the consultants. Once
published, the consultant can access the construction fair through the following:

e  Masterworks application
e Public Portal
Optionally, in the workflow group, you can click Redraft to redraft the construction fair.
Note: The construction fair can be published only when the checklist of the associated construction fair packages are
submitted.

11. Select the construction fair published record and click Publish Selection. In the WisDOT Masterworks dialog box that
appears, enter information in the required fields, and then click OK. The Workflow Status of the construction fair
is set to Selection Published. Optionally, in the workflow group, you can click Redraft to redraft the construction
fair.

12. Select the construction fair selection published, in the Workflow group, click Complete. In the WisDOT Masterworks
dialog box that appears, enter information in the required fields, and then click OK to complete or redraft the record.

13. Once the construction fair is published, to mark a construction fair as the current construction fair, on the
Construction Fair page, select the appropriate published construction fair record and click Mark Is Current.

N

Construction Fair
<k _'ﬂ Edit " Mark Is Current L [=]1 Status Help D Modify Form @ Excel Import / Export ~ v l:‘, Manage
asth 9 View ./ Unmark Is Current B3, Associate L) SelectActions - & Customize List . Add
New = History ) ) —None
'x,‘ Delete a7, Workflow User(s) R Expression List — Clear
General Workflow Others Filters

Note: To mark a different construction fair record as the current construction fair, select the construction fair marked as
current, click Unmark Is Current and then perform Step 13.
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4.5.1 Revising Construction Fair

A current construction fair that is published and the NOI submission date of the construction fair has not expired can be
revised to include changes. The construction fair packages associated with the construction fair that is being revised, can
also be edited.

Pre-requisite:

The construction fair that is revised must be published and marked as current.

The NOI submission date of the construction fair is valid and has not expired.

The procedure to revise a construction fair is described.
1. Onthe Construction Fair list page, select the published construction fair that is marked as current, and the NOI

submission date of the construction fair has not expired for revision.

Construction Fair
En )| Edit ./ Mark Is Current 1y I status Help @ [} Modify Form Excel Import / Export - [} Manage
tali] ool View ./ Unmark Is Current Associate [ SelectActions - | F25] [p] Customize List T Add
New History Reports —None-
= Delewe 27 Workflow User(s) - | ] Expression List ~ T Clear
General Workfiow Others Filters
‘ | Construction Fair Month and Year ‘ Last Date of NOI Submission | Last Date of Q | Date of Posting | Is Current
Kd| K4l K4 K4l |7 |
3 dJuly 2017 08MAT201T 0872017 es

In the General group, click Revise. The Construction Fair Revision page is now created.
Click the construction fair to be revised and click Edit.

w

4. Inthe navigation pane, expand the construction fair folder and then click the Construction Fair Revision. The
Construction Fair Revision page is displayed with the construction fair record in Work in progress status.
Menu Favorites Construction Fair Revision
| = ) Edit 0y Elstas Help [l Customize List v [} Manage
[ Solicitation Package List P View istory :iAssﬂciu(e 26 Show Pending On User(s| R:‘om [28] Excel Export - it
[ solicitation List /Delete 27 Workflow User(s) [ Select Actions - - - clear
B Construction Fair Packages GEMERAL 'WORKFLOW OTHERS FILTERS
- Constructicn Fair 0O | Revision Number | Construction Fair Number Construction Fair Month and Year | Construction Fair Revision Title Construction Fair Title Revision Status
£ 3 Cons_Mar_23
B NOI (¥ [+] [+ [+] (¥ (¥
[ NOI Responses O  revz 7890 January-2028 Cons_Mar_23 Work in progress
- B Reviewers Ranking
[l Final Ranking O revi 7830 January-2028 Cons_Mar_23 Done
L Construction Fair Revision | ] Revo 7890 January-2028 Cons_Mar 23 Dane
[ Construction Fair Questions and Respa
[ [2) Negotiation
2J Non Formal

Enter information in the required fields. The fields are described in the following table.

Select the record in the Work in progress status and click Edit. The Construction Fair Revision details page is

displayed.
Construction Fair Revision
@ ) 2] Publish
Save Cancel | History
GEMERAL WORKFLOW

. . P - *
Construction Fair Revision Title :

Revision Number : REV2
Construction Fair Number : 7830 Construction Fair Title : Cons_Mar_23
Construction Fair Month and @ |anuary-2022 Revision Date : 11/21/2023
Year
Revised By : Shikha Vinodanandan
Revision Description :
A
= PACKAGE DETAILS
Package ID Contract Type Package Month and Package Due Date Region/Bureau NOI Type Roster/Open Revision Comment
Year
BOS5-01 Regular January 2028 Bureau of Structures Construction Fair Roster
BPED-01 Regular January 2028 DTIM - Bureau of Pl..  Construction Fair Roster
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Field

Mandatory /
Non-mandatory

Description

Revision Number

The Revision Number of the construction fair is auto populated.

Construction Fair Revision
Title

Mandatory

Enter a title for the construction fair revision.

Construction Fair Number

The construction fair number is auto populated.

Construction Fair Title

The title of construction fair is auto populated.

Construction Fair Month and
Year

The construction fair month and year is auto populated.

Revision Date

The date when the construction fair is revised is auto populated.

Revised By

The name of the person who is revising the construction fair is

auto populated.

Revision Description

Non-mandatory

Enter description about the construction fair revision.

6.

In the Package details section, you can perform the following revisions:

= Package details

Package ID

Contract Type

Package Month and
Year

Region/Bureau NOI Type

Package Due Date

Roster/Open

Revision Comment

Regular

BHM-01 Regular

Regular

Master

July 2017
July 2017
July 2017

July 2017

0762017 Bureau of Business Sevi Construction Fair

07162017 Bureau of Highway Main Construction Fair
07162017 Bureau of Aeronautics ~ Construction Fair

07H16/2017 Bureau of Aeronautics ~ Construction Fair

Open
Open
Open

Roster

Add Remove/Undo Remove

e Revise a construction fair package that is associated with the construction fair. Click the link in the Package ID
column to edit the details of the construction fair package.

e Inthe Revision Comment column, enter comments about the construction fair package revision.

Note: It is mandatory to provide revision comments to all the packages associated with the construction fair before
publishing the revised construction fair.

o

e Toadd a construction fair package, perform the following steps:
i. Click Add. The Select Package dialog box is displayed.
ii. Selectthe required packages and click Select.

e Toremove an existing construction fair package, select the construction fair package, and then click

Remove/Undo Remove.

Click Save.

Select the revised construction fair record. In the Workflow group, click Select Actions, click Publish.
Enter required information in the dialog box that is displayed and then click OK. The revised construction fair is

published to the consultants and the Revision Status of the record on the Construction Fair Revision page is set to
Done. Optionally, in the Workflow group, you can click Close, enter required information in the dialog box that is
displayed, and then click OK to close the record.
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4.6 Responding to Construction Fair NOI Questions

The consultants can raise questions related to the construction fair published to them. These questions can be raised
before the expiry of the Last Date of Question Submission set in the Construction Fair details page. You can provide
answers to these questions. However, the answers can be published to the consultants only after the expiry of Last Date
of Question Submission.
To answer the questions:

1. Inthe module menu, click Solicitation.

2. Inthe navigation pane, click Construction Fair. The Construction Fair list page is displayed.

3. Select the construction fair record for which you want to respond to a question, and then click View.

Construction Fair 7 A
5% _',‘j Edit  Unmark Is Current [=] Status “pl Customize List [} Manage
s ks o View { Help 2¢] Excel Import / Export - ~ " Add

“
one
 Mark Is Current ) Select Actions - - Clear

General Workflow Others Filters
‘ ‘ Construction Fair Month and Year Last Date of NOI Submission l Last Date of Q ! Date of Posting | Is Current
| V| | V| | W | 1| | |
> O August 2017 07/31/2017 07/31/2017 Yes
> O September 2017 07/30/2017 07/30/2017

4. In the navigation pane, expand the construction fair record folder, and then click Construction Fair Questions and
Response. The Construction Fair Questions and Responses page is displayed.

Menu Favorites Construction Fair Questions and Responses
| = =] it ) Elstas Help CB customize List g [ Manage
anls - e -
B o | View By, Associate Show Pending On User(s) [2€] Excel Export - Add
[ solicitation Package List New b History L3 i £} _None- ¥
[ Solicitation List x| Delete 2% Workflow Users) [ Select Actions -l ~ T clear
[B Construction Fair Packages GENERAL WORKFLOW OTHERS FILTERS
|8 Construction Fair O | @) | Packagein Question Response Con!
= =3 Construction Fair 2021
B NOI |7 17| gl
| NOI Responses
P O SW-57 What percentage of the contract will be nigh work for e.. | 5-10% at most for night work. Con|
| Reviewers Ranking
| Final Ranking O SW-94 This question is not specific ta SW-94 but | could not fin.. ~ Some projects on the map are Wis.. ~ Con
|_Construction Fair Revision ] SW-11,5W.ST What percentage of the contract will be nigh work for .. SW-11 will have about 25% night w... = Con
| I_construction Fair Questions and Response |
& (J Negotiation O SE02 What types of night wark are anticipated for SE 027 Traffic Switches Con|
(2] Won Formal O SE-08 Looking for clarification about the timeline for Package .. 2023 hours are for plant care cycles  Con
O Sw-94 This question is not specific ta SW-94 but | could not fin...  Some projects on the map are Wis..  Con
1O SES1 Project description does not match limits. Could you ple... | Bridge Rehabilitation of W. Hampt... ~ Con
O SE-06 Is there an interim completion date? Is the October 202... 2023 hours are for plant care cycles  Con
O NW-81 Please provide contract time, or projected staff timefra... Con|
O NW-15 Please provide contract time, or projected staff timefra...  The estimated completion time for...  Con
] NW-13 Please provide contract time, or projected staff timefra...  The estimated completion time for...  Con
O NW-12 Please provide contract time, or projected staff timefra...  The estimated completion time for...  Con
a NEC-39 Please confirm timeframe and staff needs for this project | NC39 6270-00-63 (Construction LET...  Con
* n a NC-25 Please provide contract time, or projected staff timefra...  NC25 6320-00-73 (Construction LET...  Con
&\ ome
E Projects a NC-24 Please provide contract time, or projected staff timefra...  Approximately a 35 Day working d.. ~ Con
‘ ‘ Solicitation (]} NC-23 Please provide contract time, or projected staff timefra...  Full time consultant project leader...  Conj
2| | Deliverv Contracts ] NC:22 Please provide contract time, or projected staff timefra... __Approximately a 85 Day workinz d.. __Conj|

5. Select the question for which you want to respond and click Edit. The Respond to Question page is displayed.

Respond to Question

Construction Fair Title

@ ) L4 Re-Draft
il Publish
Save Cancel History
L] Completed - Not published
GEMNERAL WORKFLOW

+ Construction Fair 2021

Query By :

Consultant

PROJECTS

Project 1D

: WisDOT

Project Description

| Construction Fair Title

Package I1d *: NC-23

Query Date

Package Id

T 08M3/2021

A

Note: The values in the Construction Fair Title, Package Id, Query By, Query Date, Consultant, and Question fields are auto

populated. In the Projects section, the projects associated with the Construction Fair is auto populated.
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6. Inthe Response section, enter response to the question.

Response :

7. Inthe Notes section, enter notes about the response.

Notes :

8. Inthe Attachments section, upload images and files relevant to the response.
9. Click Save.

10. Select the question and response record and in the Workflow group, click Select Actions. Click Publish. The
WisDOT — Masterworks dialog box is displayed.

11. Enter the required information and then click OK. The Workflow Status of the record is set to Response
Published. The response to the question is published to the consultants.

12. Optionally, if the response to the question need not be published to the consultants, enter notes in the Notes
section. In the Workflow group, click Completed — Not Published, in the dialog box, enter required
information, and then click OK.

13. In the Workflow group, you can also click Redraft, enter required information in the dialog box that is
displayed, and then click OK to close or redraft the record.

4.7 Viewing NOI Responses for Construction Fair

The procedure to view the consultants’ responses of NOI Questionnaires is described.
1. Click Solicitation in the module menu.
2. Inthe navigation pane, click Construction Fair. The Construction Fair list page is displayed.
3. Select the construction fair record for which NOI response must be viewed and click View. The Construction Fair
details page is displayed.
4. Inthe navigation pane, expand the construction fair folder, and click NOI Responses. The Construction Fair NOI
Responses page is displayed.

Menu Favorites Construction Fair NOI Responses
[+ | =] = #{View i 5 b Customize List g L?q Manage
e
B fu— ; E Excel Export -
5 solicitation Package List Femo P Nom
- B solicitation List - ?C'e-‘"
- [0 Construction Fair Packages GENERAL OTHERS FILTERS
- g Canstruction Fair ‘ ‘ 0 ‘ NOI ID ‘ Firm Name ‘ NOI Due Date
B &3 CF-2022Jan —
“ B NoI |7 | |7 | B O |7
| NOI Responses . -
= Region for current group: Bureau of Project Development
@ [0 Reviewers Ranking
L [ Final Ranking = PackagelD for current group: BPD-01
1 Construction Fair Revision [  mNoi330 Arck Led 01/13/2022 3:15 AM
- [{ Construction Fair Questions and Response
- ) Megotiation
B CJ Mon Formal

Note: On the Construction Fair NOI Responses page, the NOI responses are grouped based on region and construction fair
package.

5. Select the NOI Response that you want to view and then click View in the General group. The Construction Fair
NOI page is displayed. The page displays the duly filled NOTICE OF INTEREST QUESTIONNAIRE page.
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4.8 Ranking Consultants for Construction Fair

The consultant firms are ranked by the reviewers based on their NOI responses. The NOI responses are auto populated in
the Reviewers Ranking page once the last date of NOI submission is expired.

The procedure to rank the consultant firms is described.

1.
2.
3.

Click Solicitation in the module menu.

In the navigation pane, click Construction Fair. The Construction Fair list page is displayed.
Select the construction fair for which the consultants must be ranked and click View. The Construction Fair Details

page is displayed.

In the navigation pane, expand the construction fair folder, and then click Reviewers Ranking. The Construction
Fair Reviewer’s Ranking page is displayed.

Menu Favorites

Solicitation Package List
Solicitation List
Construction Fair Packages
Construction Fair

[ iZ) Construction Fair_Feb

“ B Nol

[} MOl Responses

Reviewers Ranking

[5 Final Ranking

W W E W

B Construction Fair Revision

i [ Construction Fair Questions and Respo
B () MNegotiation

& (2 Non Formal

[+ = | Edit |« Mark Complete

Construction Fair Reviewer's Ranking

Cll Customize List g [ Manage
|View « Unmark Complete | [2]Excel Export ~ " Add
~None-

- v Clear

FILTERS

GENERAL

o]

OTHERS

Ranking | Firm Name | DBE 5tatus

| | | ¥

ReviewerName for current group: poonam

+ PackagelD for current group: BOA-01

O 1

testing_firm No

Note: On the Construction Fair Reviewer’s Ranking page, the NOI responses for ranking are grouped based on the
reviewer’s name and construction fair package.

5. Select the consultant firm record that you want to rank, and then click Edit. The Construction Fair Reviewer’s

Ranking details page is displayed.

Note: The Construction Fair Reviewer’s Ranking details page is available only for the reviewers who are selected
for ranking the construction fair package in the Selection team section on the Construction Fair Package page.

Note: The values in the Firm Name, DBE Status, Office Location, and Eval Average are auto populated

Construction Fair Reviewer's Ranking

%)

Save Cancel

General

Firm Name :

DBE Status : Mo

Credentials, Qualifications & Experience :
Ranking : *

Preferred Construction Leader/Staff :

Ranking Comments : *

Interview Questions and Answers :

Attachments

AECOM Technical Services, Inc.

Office Location :

Eval Average :
ﬂ Familiarity with WisDOT processes & ﬂ
procedures :
ﬂ Ranking Completed :

Document Name Title

Mo Attachments available

Uploaded By

Uploaded Date Delete Annotations

Upload Document

95

WisDOT Manual



Masterworks

WisDOT Manual

6. Enterinformation in the required fields. The fields are described in the following table.

Preferred Construction Leader/ Staff :

Ranking Comments @ *

Field Mandatory/ Description
Non-mandatory
Credentialz, (Qualificabions & Experience = i Familiarity with Wis0OT :::::;::;:; ﬂ
Hanking : * Ranking Complated : ﬂ

(¢

Credentials, Qualifications &
Experience

Non-mandatory

From the drop-down list, select the required option.

Familiarity with WisDOT
processes & procedures

Non-mandatory

From the drop-down list, select the required option.

Ranking

Mandatory

From the drop-down list, select a ranking for the consultant firm.
When the contract type is Master for construction fair, then all the
contractors are ranked 1.

Ranking Completed

Non-mandatory

From the drop-down list, select Yes to indicate that the ranking of
the consultant firm is completed or select No to indicate that the
ranking of consultant firm is not completed.

When the contract type is Master, this field is not available. The
ranking can be indicated as complete only from the Construction
Fair Reviewer’s Ranking list page. Refer to step 4.9 for more
information.

Preferred Construction
Leader/ Staff

Non-mandatory

To select a construction Leader:
1. Click| - and the Construction Leaders dialog box is displayed.
2. Select the construction leader for the construction fair and click
Select.

Master Contract ID

The value in this field is auto populate when the contract type is
Master.

Ranking Comments

Mandatory

Enter comments about ranking the consultant firm. When the
contract type is Master for construction fair, then the comments is
auto populated as 1.

7. In the Interview Questions and Answers section, in Attachments, upload images and files relevant to the interview

questions.
8. Click Save.

9. Select the record which is ranked and click Mark Complete to complete the reviewer’s ranking of the consultant

firms.

Note: All the records on the Construction Fair Reviewer’s Ranking page must be marked as complete to proceed with the

final ranking procedure.
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4.9 Final Ranking Consultants for Construction Fair

Pre-requisite: All the consultant firm records on the Construction Fair Reviewer’s Ranking page must be marked as

completed. The procedure to final rank the consultants is described.
1. Click Solicitation in the module menu.
2. Inthe navigation pane, click Construction Fair. The Construction Fair list page is displayed.
3. Select the construction fair for which the consultants must be ranked and click View. The Construction Fair details

page is displayed.

4. Inthe navigation pane, expand the construction fair folder, and then click Final Ranking. The Construction Fair
Final Ranking page is displayed.

Favorites

Menu

Solicitation Package List
Solicitation List
Construction Fair Packages
Construction Fair
Construction Fair_Feb

B NoOI

NOI Responses
Reviewers Ranking
Final Ranking

E H H H H
[ P oeiy iy e v

) | |

[+ (L) Megotiation
B [CJ Mon Formal

Construction Fair Revision
L [ Construction Fair Questions and Respo

Construction Fair Final Ranking

= o #|Edit ' Mark Complete [=1 status Hel
. LA P I P
Ll }?I‘lfiew « Unmark Complete By, Associate S Show Pending On User(s)
Start History
a Workflow User(s) L) Select Actions -
GENERAL WORKFLOW
o Ranki Firm Name DBE Status Office Location Eva
ng
|5 || || |5
= PackagelD for current group: BOA-01
1 testing_firm MNo jm road near west...

5. Click Start in the General group. The ranked consultant firm records are listed.
6. Select the consultant firm record that you want to final rank and click Edit. The Construction Fair Final Ranking
details page of the consultant firm is displayed.

Construction Fair Final Ranking

Q
Cancel History
General Workflow

DBE Status: Mo

Reviewer's Ranking details

Firm Name : Commercial Property Consultants, Inc.

Office Location :

Eval Average :

Reviewer

Reviewer's Ranking

Credentials, Qualifications &
Experience :

Familiarity with WisDOT processes 8
procedures

Ranking Comments

Reiny Yahnke 1

Todd Waldo 3

Ranked

Ranked3

Note:

e The Construction Fair Reviewer’s Ranking details page is available only for the reviewers who are selected for
ranking the construction fair package in the Selection team section on the Construction Fair Package page.

e The values in the Firm Name, Office Location, DBE Status, and Eval Average fields are auto populated.

e The Reviewers Ranking Details section auto-populates the reviewer’s ranking details of the consultant firm.

7. Enterinformation in the required fields. The fields are described in the following table.
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Field Mandatory/ Description
Non-mandatory
Credentials, Qualifications & Familiarity with WisDOT
Experience : ﬂ processes & procedures : ﬂ

Ranking : * ﬂ Ranking Completed : ﬂ

Preferred Construction
Leader/5taff :

Review Team's Comments :
*

Credentials, Qualifications & | Non-mandatory | From the drop-down list, select the required option.

Experience

Familiarity with WisDOT Non-mandatory | From the drop-down list, select the required option.

processes & procedures

Ranking Mandatory From the drop-down list, select a final rank for the consultant firm.

When the contract type is Master for construction fair, then all the
contractors are ranked 1.

Ranking Completed Non-mandatory | From the drop-down list, select Yes to indicate that the final
ranking of the consultant firm is completed or select No to
indicate that the final ranking of consultant firm is not completed.
When the contract type is Master, this field is not available. The
ranking can be indicated as complete only from the Construction
Fair Final Ranking list page. Refer to step 8 for more information.

Preferred Construction Non-mandatory | To select a construction Leader:
Leader/Staff 1. Click| ... and the Construction Leaders dialog box is
displayed.
2. Select the construction leader for the construction fair and
click Select.
Review Team’s Comments Mandatory Enter comments about final ranking of the consultant firm.

When the contract type is Master for construction fair, then the

comments is auto populated as 1.

8. Click Save. The record is in the Review and Ranking workflow status.

9. Once the record is ranked, select the record, and then click Mark Complete to complete the final ranking of the
consultant firms.

Note: All the records on the Construction Fair Final Ranking page should be in the Review and Ranking workflow status
to proceed with the workflow.

10. On the Construction Fair Final Ranking list page, select the ranking completed record and in the Workflow group,
click Ready for BPD Review. The WisDOT — Masterworks dialog box is displayed. Enter required information
and then click OK. The record is sent to BPD for review. The BPD can defer, accept, or re- evaluate the record.

11. Select the record in the BPD Review stage, in the Workflow group, click Accepted. The WisDOT -
Masterworks dialog box is displayed. Enter required information and then click OK. The record is in the
Accepted workflow stage.

12. Optionally, click Deferred to defer the record or re-evaluate to re-evaluate the record.
13. Select the record thatis in the Accepted or Deferred workflow stage, in the Workflow group, click Complete. The
WisDOT — Masterworks
dialog box is displayed. Enter required information and then click OK.

98



Masterworks WisDOT Manual

5. Non-Formal Solicitation

This section describes the procedure to create solicitations for the contract type ‘Non-Formal’. Non formal contracts are
further categorized as below:

e Local Design .
e Small Purchase °
e Sole Source

RFP (Request for Proposal)
Work Order Request

5.1 Functional Flow for Solicitation of Non-Formal contracts

The following sequential tasks comprise the functional flow for solicitation of Non-Formal contracts.

1. Create details for the Non-Formal contract type.

Add projects and the consulting firms.

Rank the consulting firms.

Create Non-Formal Estimate to measure the work internally and mark ‘Is Current’.
Create Consultant Estimate.

View responses to the Consultant Estimate.

Approve Consultant Estimate.

Create a Non-Formal Contract.

NV A WN

5.2 Workflow for Non-Formal Solicitation

The workflow table below describes the stages involved in the following Non Formal Solicitation forms:
e Local Design
e Small Purchase
e Sole Source

Current Stage Action Workflow Status Comments
(New Stage)
Draft Submit for Review -
Submitted for Submit for Division | Submitted for « If the contract value is greater than $50,000, the
Review Review or Approval | Division Review / record moves to ‘Submitted for Division Review’

Submitted for

stage.

Approval. « If the contract value is lesser than $50,000, the
record moves to ‘Submitted for Approval’ stage
Send Back for Draft -
Revision
Submitted for Submit For Submitted for -
Division Review Approval Approval
Send Back for Submitted for
Revision Review
Submitted for Approved Approved -
Approval Send Back for Submitted for
Revision Review
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5.3 Creating Local Design Request

1. Click Solicitation in the module menu.
2. Inthe navigation pane, expand Non-Formal and click Local Design. The Local Design List page is displayed.
3. Click New. The Local Design Request details page is displayed.
4. Provide the information in the fields, as described in the following table:
Field Mandatory / Description
Non-mandatory
Local Design Request ID  : <Auto Generateds= Local Design Request Title *;
Created By : Shikha Vinodanandan Estimated Contract Costin$ : 0.00
Created Date : 12/05/2023 Date of Request *. INone v
Region/Bureau  : Staged Contract : ‘Yes w
Staffing Contract *: Mo w
Local Design Request ID - The unique ID for the Local Design Request is auto populated.
Local Design Request Title Mandatory Enter the title of the Local Design Request.
Created By - Displays the name of the user creating the record.
Estimated Contract Cost - Displays the internal estimate contract amount of the Local Design
Request that is marked as ‘Is Current’.
Created Date - Displays the current date from the system calendar.
Date of Request Mandatory From the calendar drop-down, select the date of Local Design
Request.
Region/Bureau Mandatory To Enter the region or bureau use the following steps:

1. Click| ... and the Region/Bureau dialog box is displayed. For
availability of options in the dialog box, region/bureaus must
be defined in the Region-Bureau catalog of the library.

Select the required region/bureau and click Select.
Staged Contract Non-Mandatory | By default, ‘Yes’ is selected.
. If Staged Contract is selected ‘Yes’, the user can create multiple
contracts for the Local Design Request ID.
If Staged Contract is selected ‘No’, the user can create only one
contract for the Local Design Request ID.
Staffing Contract Mandatory From the drop-down, select if this is or is not a staffing contract.

5. Toadd the State Project ID:

= State Project ID

Project ID | Project Title Route Region Bureau County
Mo records to display.

Delete
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a. Click Add. The Select Project dialog box is displayed. Based on the Region/Bureau selected, the projects are
listed in the dialog box.

2 selected of total 864
Project ID
rd WisDotPro_2106-0
WisDotPro_2106_1
d WisDotPro_2206

WDPID_000_010

I440234

Y | Project Title ¥ | Region Bureau Y | Route Y | County k@
Sample Test Project Bureau of Transit, ... ADAMS COUNTY,...
Sample Project 210...

Test Project on 2208 Bureau of Business... | 1 ADAMS COUNTY

PT_010

LI | 10 ¥ |items

Cancel

Bureau of Transit. ...

ASHLAND COUNT...

1-10of Beditems (O

b. Select one or more projects and click Select. The selected projects are added to the grid.
6. In the Description of Work, enter the brief description of the Local Design Request.

Description of Work :

P

7. In the Municipality Contact section, provide the information in the fields, as described in the following table:

Field

Mandatory /
Non-mandatory

Description

Municipality Contact

Name :

Telephone Number :

Title :

Email Address :

Name

Non-Mandatory

Enter the name of the municipality contact.

Telephone Number

Non-Mandatory

Enter the telephone number of the municipality contact.

Title

Non-Mandatory

Enter the title.

Email Address

Non-Mandatory

Enter the email address of the municipality contact.

a. To add Municipality Selection Committee, click Add. The New Municipality Selection Committee dialog box is

displayed.
=1 Municipality Selection Committee
MName Title Phone Mumber
Mo records to display.
Edit Delete
b. Enter the following details:
Name *
Title
Phone Number
Cancel
P
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e Name: Enter the name of the selection committee member.
e Title: Enter the title.
e Phone Number: Enter the phone number of the selection committee member

c. Click Save. The details are saved in the Municipality Selection Committee section.

Detailed Estimate of hours and
costs for the project was | Municipality v |
developed by :

Motifying entire WisDOT Eligible Roster of Consuliants
L Using WisDOT Internet site for design solicitation

Local Internet site

Solicitation of Interest was Justified Sole Source

ublished by:
P ¥ ¥ News Paper Advertisement

Small Purchase Procedure

Motifying entire municipality maintained roster of
interested and qualified firms {minimum of 10). Solicitation
method must be documented in the project file

8. In Detailed Estimate of hours and costs for the project was developed by, from the drop-down, select the entity
which developed the detailed estimate of hours and costs for the project.

9. In Solicitation of Interest was published by grid, from the list, select one or more options where the Solicitation of
Interest is published.

10. Enter the information in the required fields, as described in the following table.

Field Mandatory / Description
Non-mandatory
Number of firms Contacted : 0.00
Were objective criteria : OYes  (ONe Did the selection committee : OYes  (ONo
developed and used in conduct interviews with the
shortlisting the preferred potential consultants ?

consultants 7

If Yes, how many firms were
interviewed ?

Number of firms Contacted Non-mandatory | Enter the number of firms Contacted.
Were objective criteria Non-mandatory | Select ‘Yes’ if the objective criteria are developed and usedin
developed and used in shortlisting the preferred consultants.

shortlisting the preferred
consultants?

Did the selection committee | Non-mandatory | Select ‘Yes’ if the selection committee hasinterviewed the potential

conduct interviews with the consultants. The If Yes, how many firms were interviewed? field is
potential consultants? displayed.
If Yes how many firms were Non-mandatory | Enter the number of firms interviewed.

interviewed?
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11. Inthe Final shortlist of consulting firms in order of rank in the project section, do the following:
a. To add the final shortlist of consulting firms, click Add. The New Final shortlist of consulting firms in order
of rank in the project dialog box is displayed.

= Final shortlist of consulting firms in order of rank in the project

Rank Firm Mame City

Mo records to display.

Edit Delete

b. Enter the information in the required fields, as described in the following table.

Field Mandatory / Description
Non-mandatory

Rank * v

Firm Name *

City

Save | Cancel

4

Rank Mandatory From the drop-down, select the number from 1 to 10 to rank the
consulting firm.
Firm Name Mandatory To enter a Firm Name, use the following steps:

1. Click| - .The Select Consultant dialog box is displayed.
2. Select the consultant from the list and click Select.
City Non-Mandatory| The city is auto populated.

c. Click Save. The details are saved in the Final shortlist of consulting firms in order of rank in the project
section.

12. Enter the information in the required fields, as described in the following table.

Approval for selecting the Municipality
following preferred consultant
is requested Prepared on : [None v
Prepared By
Contract Phase : v Contract Function "

Status : i Program Code

Project Limits

Anticipated Contract Execution : None W
. . Date
Assigned Fixed Fee % " 0.00
Federal Funding @ (®Federal Fundingin$  ()Federal Funding in % 0.00
DBE Goal on Project *: OYes  @No
DBE goal : @®DBEgoalins  (JDBE goal in% 0.00
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Field Mandatory / Description
Non-mandatory
Municipality Non-mandatory | To add the Municipality details:

1. Click| .. The Location dialog box is displayed.
2. From the list of location, select the preferred location and
click Select. The selected location is displayed.

Prepared By

Non-mandatory

Enter the name of the person preparing the record.

Prepared on

Non-mandatory

From the calendar drop-down, select the date of preparing the
record.

Contract Phase

Non-mandatory

From the drop-down, select the relevant phase for the contract.

Status

Non-mandatory

From the drop-down, select the relevant status for the contract.

Contract Function

Mandatory

To add the Contract Function details:
1. Click| - The Contract Function dialog box is displayed.
2. From the list, select the contract function and click Select.

Program Code

Non-mandatory

To add the Program Code details:
1. Click| ... .The Program Type Code dialog box is displayed.
2. From the list of program code, select the program code and
click Select. The selected program code is displayed.

Project Limits

Non-mandatory

Enter the project limits.

Assigned Fixed Fee %

Mandatory

Enter the fixed fee percentage to assign.

Anticipated Contract Execution
Date

Non-mandatory

From the drop-down calendar, select the anticipated contract
execution date

Federal Funding

Non-mandatory

To enter a federal funding amount, use the following steps:
o Select Federal Fundingin S and enter the amount in the field.
o Select Federal Funding in % and enter the percentage of the
Federal Funding.

DBE Goal on Project

Mandatory

Select if there is a DBE goal on this project.

DBE goal

Non-mandatory

To enter an amount in this field, sue the following steps:
o Select DBE goal in S and enter the amount in the field.
Select DBE goal in % and enter the percentage of the DBE goal.

13. To add DBE Projects:

DBE PROJECTS:

Project Amount in $

Program Code

Route

Federal Funding
in%/s

DBE goal in% /s

Project Limits ‘

Mo records to display.

Add Edit Delete

a. Click Add. The Project Title dialog box is displayed listing the projects associated with the Local Design
Request in the State Project ID grid.
b. Select one or more DBE projects and click Select. The selected projects are added to the grid.

14. In Selection for Design by Local Government Contract Approved By field:

a. Click ..

. The Select the User dialog box is displayed.

b. Select the WisDOT user from the list and click Select. The name of the user is displayed in the box.
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15. In the Attachments section, upload images and files relevant to the construction fair package.
16. Click Save. The DBE Project total in % / $ box displays the total of the DBE goal in % / $. The new Local Design

2 selected of total 3
Project ID Y | Project Title %
v WisDotPro_2006 WisDotPro_2006
WisDotPro_2106-0 Sample Test Project
v WisDotPro_2106_1 Sample Project 2106_1
4 O | 10 ¥ items 1-3of3items O
Cancel

Request is created in ‘Draft’ workflow stage.

5.4 Creating Small Purchase Contract Request

1. Click Solicitation in the module menu.
2. Inthe navigation pane, expand Non-Formal and click Small Purchase. The Small Purchase List Page is displayed.
3. Click New. The Small Purchase Contract Request details page is displayed.
4. Provide the information in the fields, as described in the following table:
Field Mandatory / Description
Non-mandatory
Small Purchase Request ID : <Auto Generated= Small Purchase Request Title "
Created By : Shikha Vinodanandan Estimated Contract Costin$ : 0.00
Created Date :© 12/053/2023 Staged Contract : |Yes e
Region/Bureau : Staffing Contract *: [ None v
Small Purchase Request ID - The unique ID for the Small Purchase Contract Request is auto
populated.
Small Purchase Request Title | Mandatory Enter the title of the Small Purchase Contract Request.
Created By - Displays the username of the user creating the record.
Estimated Contract Costin$ | — Displays the internal estimate contract amount of the Small
Purchase Contract Request that is marked as ‘Is Current’.
Created Date - Displays the current date from the system calendar.
Staged Contract Mandatory By default, ‘Yes’ is selected.

« If Staged Contract is selected ‘Yes’, the user can create multiple
contracts for the Small Purchase Request ID.

« If Staged Contract is selected ‘No’, the user can create only one
contract for the Small Purchase Request ID.

Region/Bureau Non-mandatory | To select region/bureau of the Small Purchase Contract Request:

1. Click| .. and the Region/Bureau dialog box is displayed. For
availability of options in the dialog box, region/bureaus must
be defined in the Region-Bureau catalog of the library.

2. Select the required region/bureau and click Select.

Staffing Contract Mandatory Select if this is a staffing contract or not.

e To add the State Project ID:
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=} STATE PROJECT ID

Project ID Project Title

Route Regl

ion Bureau County Project Limits

MNe records to display.

Add Edit Delete

a. Click Add. The Select Project dialog box is displayed. Based on the Region/Bureau selected, the projects are
listed in the dialog box.

2 selected of total 864

Project ID

Y Project Title Y Region Bureau Y Route Y County Y

Ld WisDotPro_2108-0 Sample Test Project Bureau of Transit. ... ADAMS COUNTY,...
WisDotPro_2106_1 Sample Project 210...

d WisDotPro_2206 Test Project on 2206 | Burzau of Business... 1 ADAMS COUNTY

\WDPID_000_010 PT_010 Burzau of Transit, ... ASHLAND COUNT...

[ - O 2 3 4 kM 10 ¥ |items

1-10of B64items ()

Cancel

b. Select one or more projects and click Select. The selected projects are added to the grid.
c. Inthe Description of Service Provided, enter the brief description of the service provided.

Description of Service Provided :

o

d. In Detailed Estimate of hours and costs for the project was developed by, from the drop-down, select the
entity which developed the detailed estimate of hours and costs for the project.

Detailed Estimate of hours and
costs for the project was
developed by :

Telephone

#| Facsimile

Method Used for solicitation of Request for Proposal
responses:
Statement of Qualifications for

Defined Project
#| Other

e. In Method Used for solicitation of responses grid, from the list, select one or more options where the
Solicitation of Interest is published.
f. Enter the information in the required fields, as described in the following table.

Field

Mandatory /
Non-mandatory

Description

Were cbhjective criteria
developed and uged in
shortlisting the preferred
congultants 7 :

DOT Estimate Completed 7 2

L

-

Yes Mo

&= List of Consulting Firms in the order of rank

Yes Mo

Were objective criteria
developed and used in
shortlisting the preferred
consultants?

Non-Mandatory

Select ‘Yes’ if the objective criteria are developed and used in
shortlisting the preferred consultants.

DOT Estimate Completed?

Non-Mandatory

Select ‘Yes' if the DOT estimate is completed.
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g. Inthe List of consulting firms in the order of rank section:
1. Click Add. The New List of consulting firms in the order of rank dialog box is displayed.

=1 List of Consulting Firms in the order of rank

Rank

| Firm Name

| City

Mo records to display.

Delete

Edit

2. Enter the information in the required fields, as described in the following table.

Divyasree Developers Pyt Lid

Synergy Property Development Services Pui Lid
Canopy Dwellings Pvi Lid

Prathikashnam Consiructions Pvt Lid
Magnificent Homes Private Limited

la ) - 1 O 3 4 (e )i 10

¥ | items

Select J| Cancel

Field Mandatory / Description
Non-mandatory
Rank * v
Firm Name *
City
—
Y
Rank Mandatory From the drop-down, select the number from 1 to 10 to rank the
consulting firm.
1 selected of total 543
ABC Firm XYZ Building

HAL Airport Rd, Mear Marathahalli Junction, Bengaluru, Kar...
Address1, Address 2, Address 3

Mo.968, Next to Karnataka Bank. 5- A Crs, HR.B.R, 1st Blk....
A1- 01, A2 A3

3 -6 - 354/H,, Basheer Bagh, Near Fly Over,. Hyderabad-5...

11 - 20 of 543 items (]

Firm Name Mandatory To enter the firm name, use the following steps:
1. Click The Select Consultant dialog box is displayed.
2. Select the consultant from the list and click Select.

City Mandatory The city is auto populated.

3. Click Save. The details are saved in the List of consulting firms in the order of rank section.
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5. Enter the information in the required fields, as described in the following table.

Field

Mandatory /
Non-mandatory

Description

Contract Phase : hd Contract Function *:
Status : hd Program Code
Project Limits : . . *
Assigned Fixed Fee % : 0.00
Anticipated Contract Execution : [None
Date
Federal Funding : ®Federal Fundingin$  (OFederal Fundingin % 0.00
DBE Goal on Project : @®Yes  ONo
DBE goal : @®DBEgoalins  (JDBE goal in % 0.00

Contract Phase

Non-mandatory

From the drop-down, select the relevant phase for the contract.

Contract Function

Non-mandatory

To select a contract function, use the following steps:
a. Click | ... The Contract Function dialog box is displayed.
b. From the list of contract function, select the contract function
and click Select. The selected contract function is displayed.

Status

Non-mandatory

From the drop-down, select the relevant status for the contract.

Project Limits

Non-mandatory

Enter the project limits.

Program Code

Non-mandatory

Use the following steps to select a Program Code:
a. Click| - The Program Type Code dialog box is displayed.
b. From the list of program codes, select the Program Code.

Anticipated Contract
Execution Date

Non-mandatory

From the drop-down calendar, select the anticipated contract
execution date.

Assigned Fixed Fee %

Mandatory

Enter the fixed fee percentage to assign.

DBE goal

Non-mandatory

To enter a DBE goal, use the following steps:
a. Select DBE goal in $ and enter the amount in the field.
b. Select DBE goal in % and enter the percentage of the DBE goal.

Federal Funding

Non-mandatory

To enter the federal funding, use the following steps:
a. SelectFederal Fundingin $ and enter the amount in the field.
b. Select Federal Funding in % and enter the percentage of
the Federal Funding.

6. To add DBE Projects:

DBE Projects:

Project

Amount in §

Mo records to display.

Edit Delete

a. Click Add. The Project Title dialog box is displayed listing the projects associated with the Small Purchase
Contract Request in the State Project ID grid.

2 selected of total 3

Project ID

v WisDotPro_2006
WisDotPro_2106-0

v WisDotPro_2106_1

) < O L 10 ¥ |items

Cancel

Y | Project Title %
WisDotPro_2006
Sample Test Project

Sample Project 2106_1

1-3of3items O

b. Select one or more DBE projects and click Select. The selected projects are added to the grid.
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7. In Selection for Small Purchase Contract Approved By field complete the following steps:

a. Click| - .The Select the User dialog box is displayed.
1 selected of total 234
MHame Y | Email T
asif syed.asif@aurigo.com
R harish.rekulge@aurigo.com
Kishor E kishor e@aurigo.com
DN manju@aurigo.com
roshan adi@ad.com
Gautam Bhatt gbhatt@aurigo.com
) - O P e o e o) 10 ¥ | items 1-100f 224items ()
Cancel
y

b. Select the WisDOT user from the list and click Select. The name of the user is displayed in the box.
8. In the Attachments section, upload images and files relevant to the construction fair package.
9. Click Save. The DBE Project total in % / $ box display the total of the DBE goal in % / $. The new Small Purchase
Contract Request is created in ‘Draft’ workflow stage.

5.5 Creating Sole Source Request

1. Click Solicitation in the module menu.

2. Inthe navigation pane, expand Non Formal and click Sole Source. The Sole Source List Page is displayed.
3. Click New. The Sole Source Request page is displayed.

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

Field Mandatory / Description
Non-mandatory
Sole Source Request ID : <Auto Generated= Sole Source Request Title "
County : Estimated Contract Costin$ : 0.00

Created By : Shikha Vinodanandan Region/Bureau :

Created Date : 12/05/2023 Date of Request *. h2/05/2023 | v

Staffing Contract *: [ None hd Staged Contract : |Yes -
Sole Source Request ID - The unique ID for the Sole Source Request is auto populated.
Sole Source Request Title Mandatory Enter the title of the Sole Source Request.
Estimated Contract Costin$ | — Displays the internal estimate contract amount of the Sole Source
Request that is marked as ‘Is Current’.
County Non-mandatory | To assign County details for the Sole Source Request:
1. Click| ... The County dialog box is displayed. For availability of
options in the dialog box, counties must be defined in the
County catalog of the library.
2. Select the required counties and then click Select.
Created By - Displays the username of the user creating the record.
Created Date - Displays the current date from the system calendar
Region/Bureau Non-mandatory | To select Region/Bureau of the Sole Source Request:

1. Click| .. The Region/Bureau dialog box is displayed. For
availability of options in the dialog box, region/bureaus must
be defined in the Region-Bureau catalog of the library.

2. Select the required region/bureau and click Select.

Date of Request Mandatory By default, current date is displayed. From the calendar drop-down,
select the date of Sole Source Request.

109



Masterworks WisDOT Manual
Field Mandatory / Description
Non-mandatory
Staffing Contract Mandatory Select if this is a staffing contract.
Staged Contract Non-Mandatory | By default, ‘Yes’ is selected.

e Toadd the State Project ID:
Project 1D Project Title Route Region Bureau County Project Limits
Mo records to display.
Add Edit Delete
a. Click Add. The Select Project dialog box is displayed. Based on the Region/Bureau selected, the projects are listed
in the dialog box.
2 selected of total 854 -
Project ID Y | Project Title Y | Region Bureau Y | Route T | County T
Ld WisDotPro_2108-0 Sample Test Project Bureau of Transit, ... ADAMS COUNTY,...
WisDotPro_2106_1 Sample Project 210,
Ld WisDotPro_2206 Test Project on 2206 Bureau of Business... | 1 ADAMS COUNTY
WDPID_000_010 PT_010 Bureau of Transit, ... ASHLAND COUNT...
- O 203 4 . (wllm 10 ¥ |items 1-10 of 864 items ()
Cancel
|
b. Select one or more projects and click Select. The selected projects are added to the grid.
e Enter the information in the required fields, as described in the following table.

Field

Mandatory /
Non-mandatory

Description

Project Description :

Scope of Service :

Justification for Sole Source
Approval :

If this sole source is
Unavailable,how would this
project be accomplished
and who would perform the
work :

Project Description

Non-Mandatory

Enter the description for the project.

Scope of Service

Non-Mandatory

Enter the scope of service.

Justification for Sole Source
Approval

Non-Mandatory

Enter the justification for Sole Source Approval.

If this sole source is
unavailable, how would this
project be accomplished and
who would perform the work

Non-Mandatory

Enter the details of how the project is accomplished and who
performs the work, if the sole source is unavailable.
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Field Mandatory / Description
Non-mandatory
Contract Phase : o Contract Function :
Project Status : ¥ Anticipated Contract
Ereacution Date : poii b
Contract Phase Non-Mandatory | From the drop-down, select the relevant phase for the contract.
Contract Function Mandatory To assign a contract function:
a. Click| - . The Contract Function dialog box is displayed.
b. From the list, select the contract function and click Select.
List of options are defined in Contract Function catalog in the
library.
Project Status Non-Mandatory | From the drop-down, select the relevant project status for the Sole
Source request.
Anticipated Contract Non-mandatory | From the drop-down calendar, select the anticipated contract
Execution Date execution date.
2 selected of total 189
1021 Transit & Other Transporiaticn-Related Aids
L 1040 Transit and Transportation Empleyee and Mobility Aids - Sti...
L 201 Accelerated Local Bridge Impr Assist-Design
2012 Accelerafed Local Bridge Impr Assist-Real Estate
2013 Accelerated Local Bridge Impr Assist-Construction
4 - O 2 3 Ao Lo e L] 10 ¥ |items 1 - 10 of 189 items C!
Cancel
Program Code Non-Mandatory | To add the Program Code:
c. Click Add. The Program Type Code dialog box is displayed.
From the list of program code, select the program code and click
Select
DBE Goal on Project 'z (Ves  @No Assigned Fixed Fee % ": 0.00
Federal Funding : @Federal Fundingin$  (_JFederal Funding in % 0.00 —
DBE goal : @®DBEgoalin$  (DBE goal in % 0.00
Assigned Fixed Fee % Mandatory « Enter the fixed fee percentage to assign.
DBE goal Non-Mandatory « Select DBE goal in $ and enter the amount in the field.
« Select DBE goal in % and enter the percentage of the DBE goal.

e To add DBE Projects:

Project Amount in §

Mo records to display.

Edit Delete

a. Click Add. The Project Title dialog box is displayed listing the projects associated with the Sole Source Request in
the State Project ID grid.
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2 selected of total 3
Project 1D Y | Project Title Y
4 WisDotPro_2006 WisDotPro_2006
WisDotPro_2106-0 Sample Test Project
v WisDotPro_2106_1 Sample Project 2106_1
< Q > 10 v |items 1-3of3items O
Cancel

b. Select one or more DBE projects and click Select. The selected projects are added to the grid.

e In the Sole Source Consultant Information section, enter the information in the required fields, as described in
the following table.

Field Mandatory / Description
Non-mandatory

Sole Source Consultant Information

Firm Mame : * Contact Name :

Address : Telephone Number :

Detalled Estimate of hours .

t Selection for Scle Source

and costs for the project Central Offica WisDOT Contract Approved By :
was developed by :

Firm Name Mandatory 1. Click .. The Select Consultant dialog box is displayed.
2. Select the consultant from the list and click Select.
Address Non-Mandatory | On selecting the firm name, the address of the firm is auto
populated. If required, make changes to the address of the firm.
Contact Name Non-Mandatory | 1. Click ... The Select the User dialog box is displayed.

2. Select the contact from the list and click Select. The name of
the user is displayed in the box.

Telephone Number Non-Mandatory | On selecting the Contact Name, the telephone number of the user

is auto populated. If required, make changes to the telephone

number of the user.

Detailed Estimate of hours | Non-Mandatory « Select Central Office, if central office has developed the

and costs for the project was detailed estimate of hours and costs for the project.

developed by o Select WisDOT, if WisDOT has developed the detailed
estimate of hours and costs for the project.

Selection for Sole Source Mandatory 1. Click| ... The Select the User dialog box is displayed.

Contract Approved By 2. Select the WisDOT user from the list and click Select. The name

of the user is displayed in the box.

e In the Attachments section, upload images and files relevant to the construction fair package.

e Click Save. The DBE Project total in % / $ box display the total of the DBE goal in % / $. The new Sole Source Request
is created in ‘Draft’ workflow stage.

5.6.1 Creating Work Order Request

1. Click Solicitation in the module menu.

2. Inthe navigation pane, expand Non-Formal and click Work Order Request. The Work Order Request List page is
displayed.

Click New. The Work Order Request page is displayed.

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

w
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Field Mandatory / Description
Non-mandatory
Work Order Request Number @ <Auto Generated= Work Order Request Title "
Selection Type ™t | Solicitation e Solicitation ID *:
Master Group ID * . N
Region/Bureau :
staffing Contract *: | None -

Created By

¢ Shikha Vinodanandan

Created Date

v 12/M2/2023

Work Order Request Number

The unique ID for the Work Order Request is auto populated.

Work Order Request Title Mandatory Enter the title of the Work Order Request.
Selection Type Mandatory Select Solicitation or Construction Fair from the drop down.
Master Group ID Mandatory To select the Master Group ID:
1. Click The Select Master Group ID dialog box is displayed.
2. Select the appropriate ID and then click Select.
Solicitation ID _ Solicitation ID will be automatically filled in once you have entered the
Master Group ID.
Staffing Contract Mandatory Select if this is a staffing contract.
Region/Bureau Non-mandatory | To select Region/Bureau of the Sole Source Request:

1. Click| .. The Region/Bureau dialog box is displayed. For
availability of options in the dialog box, region/bureaus
must be defined in the Region-Bureau catalog of the
library.

2. Select the required region/bureau and click Select.

Created By - Displays the username of the user creating the record.

Created Date

Displays the current date from the system calendar

5.

In the Projects section, to add the Project ID:
Projects
Project ID Project Title | Limits | Route Region/Bureau City/Town/Villag

Mo records to display.

Delete

a. Click Add. The Add Projects dialog box is displayed.

3 selected of total 871

Froject ID Y | Froject Title Y | Limits Y | Route Y | Region/Bureau Y | City/Town/village T
P2107201602 WISDOT-210720116-02 HWY-16 Bureau of Structures -
WisDotPro_2107 WisDotPro_2107

vd ‘WisDotPro WisDotPro Bureau of Transit, L...

rd PID_25072016 TITLE_25072016 ADSads Ads Bureau of State Hig... TOWN OF GREEM ...
WisDotPro_2507 WisDotPro_2507 Bureau of Business ...

rd P2607201601 WISDOT-P2607201... HWY-21 Bureau of State Hig... = CITY OF ADAMS,CI...
PID_26072016_1 TITLE_26072016_1 100 ROUTE Bureau of Project D...
P2707201602 WISDOT-27072016-02 HW-56q Bureau of State Hig... | CITY OF BAYFIELD. ..

a4 1 2 3 O ] 10 ¥ |items 3M-400f &7 iems ()

Cancel

b. Select one or more projects and click Select. The selected projects are added to the grid.
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6.

7.

In the Project Description/Scope of Service, enter the brief project description of the Work Order Request.

Project Description/Scope of
Service :

Enter the information in the required fields, as described in the following table.
Field Mandatory / Description
Non-mandatory
Project ID Authorized *: OVYes CBARequired : OYes  ONo

Program Code *:

Project Manager Telephone :
Number

Advertised Fixed Fee % "

. * —
Federal Funding : (“iFederal Fundingin $

(@ Federal Funding in % 0.00

Project Manager *:

Initial Estimate Amountin$ : 0.00

Py - *
Anticipated Contract Execution : MNone e

Date

Project ID Authorized

Non-mandatory

Select ‘Yes' if the Project ID is authorized.

CBA Required

Non-mandatory

Select ‘Yes’ if CBA is required.

Program Code

Non-mandatory

To add the Program Code details:

1. Click| ... The Program Type Code dialog box is displayed.
The options in the list are defined in the Program Type Code
catalog of the library.

2. From the list of program code, select the program code and
click Select. The selected program code is displayed.

Project Manager

Non-mandatory

To add the project manager:
1. Click The Add Project Manager dialog box is displayed.
The dialog box displays all the WisDOT users listed
in User Accounts.
2. Select the contact from the list and click Select. The name of
the project manager is displayed in the box.

Project Manager Telephone
Number

Non-Mandatory

On selecting the Project Manager, the telephone number is auto
populated. If required, make changes to the telephone number of
the project manager.

Initial Estimate Amount

Displays the initial estimate of the work order request that is
marked ‘Is Current’.

Advertised Fixed Fee %

Mandatory

The percentage of fixed fee is auto populate based on the value
defined in the Advertised Fixed Fee % on the Solicitation Scope of
Service page.

Anticipated Contract
Execution Date

Non-Mandatory

From the drop-down calendar, select the anticipated contract
execution date.

Federal Funding

Non-mandatory

. Select Federal Funding in $ and enter the amount in the
field.
Select Federal Funding in % and enter the percentage of the
Federal Funding.

SELECTION INFORMATION

Recommended Firm :

Work Order Number :

. . *
Justification for recommended :
firm

*
Master Contract ID :

. *
Contract Function :
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recommended firm

Recommended Firm Mandatory To add a Recommend Firm, follow the below steps:
Click| -+ The Add Firm dialog box is displayed. The list of firms from
the approved Master Contracts of the Solicitation are displayed.
Select the firm and click Select. The selected firm is displayed.
Master Contract ID Mandatory Master Contract associated to the recommended firm is displayed.
Work Order Number - This field will automatically fill in.
Contract Function Mandatory To add the contract function:
1.Click| ... The Contract Function dialog box is displayed.
2.Select the contract function and click Select.
Justification for Mandatory Enter the justification for the recommended firm.

8. In the List of Other firms qualified to complete the work section:
a. Click Add to add the other firms qualified to complete the work. The Add Firm dialog box is displayed. The list of
firms from the Final Ranking (excluding the recommended firm) in Solicitation are displayed.

1 selecied of icial 1

READING

canc

b. Select the firm to add and click Select. The values of % Firm Complete, % Group Master Complete and
Recommended firms overhead rate (%) are displayed.

% Firm Complete :

% Group Master Complete:

If denied reason and alternative :

Notes :

0.00

0.00

Recommended firms overhead rate (%)

Firmz Rate Approved : Yes Mo

9. Enter the information in the required fields, as described in the following table.

Field

Mandatory /
Non-mandatory

Description

% Group Master Complete: 0.00

IT denigd reason and alternative :

Nowes:

Firms Rate Approved : Yes Mo

Firms Rate Approved

Non-Mandatory

Select ‘Yes’ if the firm’s rate is approved.

If denied reason and
alternative

Non-Mandatory

Enter the reason to deny and alternative.

Notes

Non-Mandatory

Enter the comments.

10. In the Attachments section, upload images and files relevant to the construction fair package.
11. Click Save. The new Work Order Request is created in ‘Draft’ workflow stage.
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5.6.2 Workflow for Work Order Request

The workflow table below describes the stages involved in the Work Order Request.

Current Stage Action Workflow Status Comments
(New Stage)

Draft Submit for Review Submitted for To perform this action, the 'Internal Estimate
Review Amount'in the Work Order Request must not

exceed the ‘Total Spending Authority Amount
Remaining’ or the ‘Total Master Contract
Amount Remaining’.

Submitted for Review

Submit for Division
Review or Approval

Submitted for

Submitted for

Division Review /

« If the contract value is greater than $50,000,
the record moves to ‘Submitted for Division
Review’ stage.

Approval. « If the contract value is lesser than
$50,000, the record moves to ‘Submitted
for Approval’ stage.

Send Back for Draft -
Revision
Submitted for Division | Submit for Approval | Submitted for -
Review Approval
Send Back for Submitted for
Revision Review
Submitted for Approval | Approved Approved -
Send Back for Submitted for
Revision Review

5.7 Creating Non Formal Estimate

Masterworks allow you to create an internal estimate for each of the Non Formal contract type. The functional flow of the
Non Formal Estimate is described as below:
1. Select the Non-Formal contract type.
2. Associate the required contract Request ID.
3. Selectthe shortlisted consultant for the contract.
4. Mark the estimate as ‘Is Current’ in the list page to import the task list to the Consultant Estimate.

The procedure below describes the steps to create an internal Non-Formal Estimate. Steps:
1. Inthe navigation pane, expand the Non Formal folder, and then click Non Formal Estimate. The Non Formal
Estimate List page is displayed.

Menu

B E E

Favorites

Solicitation Package List
Solicitation List

; Construction Fair Packages
5 Construction Fair

- ) Negotiation

1B

B &3 Non Forma

Mon Formal Estimatel

Local Design

Small Purchase

Sole Source

RFP

Work Order Request

+|

=]

Non Formal Estimate List

: J ] Edit

New

xj Delete

GENERAL

W ‘ l5]_] ‘ Non Formal Estimate 1D

w Mark Is Current
}?]View w Unmark Is Current

Customize List “z Manage
) B
#% Excel Export - o Add
4 p -

Reports --None-—

- - l_]Z(:Inealr

OTHERS FILTERS

i

MNon Formal Estimate Title Mon Formal Contract Ty

| 5| |5 |
(] MFCE-2261 testing this Work Order
O MNFCE-2260 asdfsdfasdfs Work Order
(] NFCE-2250 testing the master extension | Work Order
(] NFCE-2258 tesitng the work orders Work Order
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2. Click New. The Non Formal Contract Estimate Details page is displayed.

3. Enterthe information in the required fields. The different fields are described in the following table.

Field Mandatory/ Description
Non-mandatory
Mon Formal Contract Estimate : <Autoc Generated= Non Formal Contract Estimate
1D Title
Non Formal Contract Type *: hd Non Formal Contract Request *

*
Selected Consultant :

Measurement System o |is System v

Estimate Totalin$ : 0.00

Description :
P
Non Formal Contract Estimate| - A unique ID for the Non-Formal Contract Estimate is auto generated.
ID
Non Formal Contract Estimate| Mandatory Enter a title for the Non-Formal Contract Estimate.
Title
Non Formal Contract Type Mandatory From the drop-down, select the Non-Formal contract type for which
the estimate is created.
Non Formal Contract Request | Mandatory To select a non formal contract for which estimate is being created:

1. Click| - The Contract Request dialog box is displayed listing
all the non-formal contract requests for the selected Non-
Formal Contract Type.

2. Select the required Non-Formal Contract and click Select.

Selected Consultant Mandatory To select a consultant:

1. Click| ... The Select Consultant dialog box is displayed listing
all the shortlisted consultants associated with the selected
contract request.

2. Select the required consultant and click Select.

Measurement System Non-Mandatory | By default, IS System is displayed.
Estimated Total in $ Non-Mandatory | Displays the total estimate of all the project budgets as estimate
total budget.
Description Non-Mandatory | Enter description about the project budget estimate.
Note:

e The Projects (In scope excluding If authorized) section auto-populates the total of Direct Labor Cost, Direct Cost,
Indirect Cost, Fixed Fee, and Risk associated with the non formal contract. The values displayed are based on the
values that are defined and marked In Scope as Yes on the Non Formal Contract Project Estimation Details page
of the project. This section excludes the values from tasks that are marked If authorized as Yes.

Projects (In scope excluding If authorized)
. Direct . - .
ProjectIp | Froiect el ey || o e o) Ty g
MName n s in$ Costin § in$
0106-Pr-01 WisDotPro_0* 2.375.00 0.00 25000 131831 0.00 3,944 31
2905-Pr-01 WisDotPro_2¢ 0.00 0.00 0.00 0.00 0.00 0.00
2375.00 0.00 25000 1319.31 0.00 3944 31
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e In the Projects (If authorized) section auto-populates the total of Direct Labor Cost, Direct Cost, Indirect
Cost, Fixed Fee, and Risk associated with the project of non formal contract. The values displayed are based
on the values defined and that are marked If authorized as Yes on the Non Formal Contract Estimate Details

page of the project.
Projects (If authorized)

Project RS Direct Cost Indirect Fixed Fee
Project ID o Labor Cost - - . Risk in § Total in $

Mame ing in$ Costin § in%
0106-Pr-01 WisDotPro_0° 2.645.00 0.0o0 279.00 1,469.30 0.00 4,393.30
2905-Pr-01 WisDotPro_2¢ 0.00 0.00 0.00 0.00 0.00 0.00
2645.00 000 279.00 1469.30 0.00 439330

4. Click Save.

5.8 Defining Non-Formal Estimate Details

The system allows you to define estimate details for projects associated to the Non Formal contract. By default, the direct
labor cost, fixed fee, and indirect costs from the Project Estimate that is marked ‘Is Current’ is imported to the Non

Formal Estimate. The procedure to view or edit the Non Formal contract estimate details is described.

Steps:

1. Click Solicitation in the module menu. The Solicitation List page is displayed.
2. Inthe navigation pane, expand the Non Formal folder, and then click Non Formal Estimate. The Non Formal Contract

Estimate List page is displayed.

Menu Favorites

[5] Construction Fair
) Negotiation
3 Non Formal

|-] Non Formal Estimate

|21 Local Design

Non Formal Estimate List

E} (S| B "1 Edit / Mark Is Current Eﬁ @ Modify Form & Expression List
i [2 Solicitation List L[] 2P| View / Unmark Is Current S I, Customize List Excel Import / Export ~
i J Lar < New | Reports
= Bimonthly Solicitation List x| Delete -
| Construction Fair Packages -
Genera! Others

B

--Noni

| 0 ‘ Non Formal Estimate ID

I Non Formal Estimate Title ‘ Non Formal Contract Type

Rdl Rl

||

NFCE-186 Non Formal Contract Estimate Tl Sole Source
[} Small Purchase
[5] Sole Source LﬂJ NFCE-185 Non Formal Contract Estimate Til Sole Source
[ RFP
H Z W
i Il Work Order Request NFCE-184 xfafg Work Order
“
NFCE-183 Contract Number 2201-01 Work Order
NFCE-182 NF-2201 Work Order
NFCE-181 NFCE for RFP 1901 - 01 RFP
NFCE-180 NFCE 1901 - 01 Local Design

3. Select a Non-Formal Estimate to define the estimate details, and then click Edit.

4. Inthe navigation pane, expand the non-formal estimate folder, click the project to define the estimate details. The

Non-Formal Contract Project Estimate Details page is displayed.

Menu Favorites Nen Formal Contract Project Estimation Details Direct Labor Cost Direct Cost Fixed Fee Indirect Cost

Risk

[2 Solicttation List
i- BI Bimontnly Solicitation List
i [ Construction Fair Packages
i+ [ Construction Fair
[ (2] Negotiation
£} 3 Non Formal
{ i [3 Non Formal Estimate
[0 Local Design
[ Small Furchase
[ Sole Source
[ RFP
[ Work Order Request
B £ 5P-23
£ ) NFCE-171

[ 1212-12-12

(E3 =]

s

Seve
General

Non Formal Contract
timate 1D

Project ID :

Non Formal Contract Type :

Description:

2 Cost Summary

t NFCEAT1
proj-03-01

Small Purchase

(In scope excluding If authorized)

Non Formal Contract
Estimate Title :

Project Name:

Non Formal Contract
equest :

Non Formal Cantract Estimate Titie1501-
01

12124242

Small Purchase Request Title

= Cost Summary (If authorized)

Cost Type Amount in § Cost Type Amount in §
Direct Labor Cost  2.400.00 Direst Labor Gost
W | Home
Direct Cost Direct Cost
[ | Proiects
&l | Soliciation Fixed Fee Fixed Fee
-
£ 1 contracts Incirect Cost Inglrect Cost
Library
] Risk 0.00 Risk 0.00
[

Note: The values in the Non Formal Contract Estimate ID, Non Formal Contract Estimate Title, Project ID, Project Name,

Non Formal Contract Type and Non Formal Contract Request are auto populated.
5. Inthe Description field, enter description about the negotiation estimate.
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Note:

6.

The Cost Summary (In Scope excluding If authorized) section auto-populates the total of Direct Labor Cost, Direct
Cost, Fixed Fee, Indirect Cost, and Risk based on the values in the respective tabs and that are marked In Scope
as Yes. This section excludes the values that are marked If authorized as Yes. The sum of all these costs is also
auto calculated and displayed in the Estimate Total in S field.

= Cost Summary (In scope excluding If authorized)

Caost Type Amount in §

Direct Labor Cost 2,400.00

Direct Cost 0.00

Fixed Fee 1,200.00

Indirect Cost 1,872.00

Risk 0.00
Estimate Total in $: 5772.00

1720

Estimate Total Hours: 272.00

The Cost Summary (If authorized) section auto-populates the total of Direct Labor Cost, Direct Cost, Fixed Fee,
Indirect Cost, and Risk based on the values entered in the respective tabs and that are marked If authorized as
Yes. The sum of all these costs is also auto calculated and displayed in the Estimate Total in $ field.

= Cost Summary (If authorized)

Cost Type Amount in $

Direct Labor Cost 1,495.00

Direct Cost 3,510.00
Fixed Fee 1,255.80
Indirect Cost 22425
Risk 0.30

Estimate Total in §:  §,435.35

In the Attachments section, upload images and files relevant to the Non Formal estimate.

Click the Direct Labor Cost tab. The direct labor cost tasks that are defined in the project estimate are auto
populated. However, you can add additional direct labor cost tasks. For more information on adding direct labor cost
tasks, refer Adding Direct Labor Cost Tasks. The total of direct labor costs that are marked as in scope excluding direct
labor costs that are marked as authorized are displayed in the Cost Summary (In scope excluding If authorized)
section and total of direct labor costs that are marked as authorized are displayed in the Cost Summary (If
authorized) section of the Project Estimate Details tab.

Click the Direct Cost tab to add direct costs associated with the project. Perform the following steps:

a.

o

Click Add. The Direct Cost dialog box is displayed listing all the direct costs associated with the consultant and
marked as current.

Select the required direct costs.

Click Select. The selected direct costs are listed in the Direct Cost table.

Select the direct cost for which you want to indicate as authorized, add/edit quantity, and rate details, and then
click Edit. The Edit Direct Cost dialog box is displayed.

Enter information in the required fields. The fields are described in the following table.
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Direct Cost Type *: |Field Supplies/Small Consumables/Ex
Description *
e
Unit Type *EA
Fiscal Year End Date :|12/31/2020 |+
Is Current *|Yes
For If Authorized "t | No v
Indirect Cost Type *
Quantity 0.00
Rate (per quantity) i: : 0.00
Total Expensesin$ * 0.00
Save Cancel
&
Field Mandatory / Description

Non-Mandatory

Direct Cost Type

The name of the selected direct cost type is auto populated.

Description

Non-mandatory

Enter in a brief description of the direct cost.

Unit Type

Non-mandatory

The unit type of the selected direct cost is auto populated.

Fiscal Year End Date

The fiscal year end date associated with the direct costis auto
populate.

Is Current

Indicates whether the direct cost is marked as current.

For If authorized

Mandatory

From the drop-down list, select Yes to indicate that for the selected
direct cost the If authorized is marked as Yes or select No to
indicate that for the selected direct cost type the If authorized is
marked as No.

Note: WisDOT recommends selecting No unless there are special
circumstances.

Indirect Cost Type

Non-mandatory

Select the indirect cost type.

Quantity

Non-mandatory

Enter quantity for the direct cost.

Rate (per quantity)

Non-mandatory

Enter or edit the rate for one quantity of the direct cost.

Total Expenses

The total direct cost expenses based on the entered quantity
and rate is auto calculated and displayed.

Note: The total of direct costs that are in scope is auto calculated and displayed in the In Scope excluding if authorized
field and the total of direct costs that are indicated as authorized is auto calculated and displayed in the If authorized

field.

In Scope excluding if
authorized:

If authorized:

7,006.00

3,510.00

f. Click Save. The total of direct costs that are marked as in scope excluding direct costs that are marked as
authorized are displayed in the Cost Summary (In scope excluding If authorized) section and total of direct costs
that are marked as authorized are displayed in the Cost Summary (If authorized) section of the WisDOT
Negotiation Estimate Details tab.

9. Click the Fixed Fee tab to view the fixed fee details based on the total direct labor cost defined on the Direct Labor
Cost tab and fixed fee percentage defined on the Solicitation Scope of Service page. For more information on
the details that are displayed, refer Fixed Fee Details step in Solicitation Task List for Regular Contract Type. The total
of fixed fee that are marked as in scope excluding fixed fee that are marked as authorized are displayed in the
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Cost Summary (In scope excluding If authorized) section and total of fixed fees that are marked as authorized are
displayed in the Cost Summary (If authorized) section of the WisDOT Negotiation Estimate Details tab.

10. Click the Indirect Cost tab. The indirect cost details associated with the consultant and are marked as current are
displayed. The different details that are displayed are described in the following table.

Note:

e Based on whether the indirect costs are marked as Yes for In Scope and If Authorized, the details are displayed in

appropriate sections.

Field

| Description

= IN SCOPE EXCLUDING IF AUTHORIZED

CONSULTANT Home Office

Indirect
type %

Total Costs subject to
Indirect Cost in $

Indirect Cost against an
Indirect Cost type in $

Total Costin $ 1,601.10

Total Costs subject to
Indirect Costin $

The total cost associated with an indirect cost type for the consultant is auto
populated.

Indirect type %

Indicates the percentage of indirect cost defined for the consultant.

Indirect Cost against an
Indirect Cost typein $

Indicates the indirect cost amount of each indirect cost type, which is auto
calculated based on the total direct labor cost and indirect type %.

Total Costin $

Indicates the total indirect cost amount of all the indirect cost types associated with
the consultant. The value is the auto calculated based on the total of indirect costs

of all the indirect cost types.

11. The total of indirect costs that are marked as in scope excluding indirect costs that are marked as authorized are
displayed in the Cost Summary (In scope excluding If authorized) section and total of indirect costs that are marked
as authorized are displayed in the Cost Summary (If authorized) section of the WisDOT Negotiation Estimate

Details tab.
12.

Click the Risk tab to add risks associated with the project. To add risks, refer Adding Risks step in Solicitation Task List

for Regular Contract Type. The total of risks that are marked as in scope excluding fixed fee that are marked as
authorized are displayed in the Cost Summary (In scope excluding If authorized) section and total of risks that
are marked as authorized are displayed in the Cost Summary (If authorized) section of the WisDOT Negotiation

Estimate Details tab.
13. Click Save.
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6 Negotiations
The procedures to create an internal estimate and finalizing scope for the consultants to submit their estimate for
negotiation are described.

6.1 WisDOT Estimate
6.1.1 Creating WisDOT Estimate

The system allows you to create an internal estimate for each of the finally ranked consultant for
negotiation purposes. The internal estimate can be created only for solicitations of Regular Contract
Type. The procedure to create an internal WisDOT Estimate is described.
Steps:
1.  Click Solicitation in the module menu. The Solicitation List page is displayed.
2. Inthe navigation pane, expand the Negotiation folder, and then click WisDOT Estimate. The WisDOT Negotiation
Estimate List page is displayed.

Menu Favorites WisDOT Negotiation Estimate List
[+ = * #]Edit o Mark s Current @ “[, Customize List g [ZiManage
B o ; Lol View ' Unmark Is Current L 26 Excel Export ~ T Add
- B Solicitation Package List New ) e Ed r ~
- B Solictation List x|Delete - - clear
- [ Construction Fair Packages GENERAL OTHERS FILTERS
= - ;
- & Construction Fair O | WisDOT Negotiation Estimate ID | WisDOT Negotiation Estimate Title | Region/Bureau
B 23 Megotiation
[} Megotiation Notes [ [ [
—— 0
WisDOT Estimate
D |E-CF-CE-SE-09-3534-A-1-283 1400040950 - Amendment 1 Southeast Region
- [E Consultant Estimate
B 2 Non Formal ] IE-CE-NW-02-3122-A-1-282 figure Morthwest Region
[J | IE-CE-WOR-1811-3437-A-1-281 testing this one for how amendment ...  Southeast Region
s crion ance 2ona s o con esie—noarconn PR S,

3. Click New. The WisDOT Negotiation Estimate Details page is displayed.

WisDOT Estimate Details

= ©

Save Cancel

GENERAL

*
: | WisDOT Estimate for Qriginal Ne v . - "
Select Source is SEANEI DG BN WisDOT Negotiation Estimate *:

Title
WisDOT Negotiation Estimate ID @ <Auto Generated>

Solicitation ID

solicitation Title *:
Region/Bureau :

Solicitation Month/Year : &
Selected Consultant :

Fixed Fee % : 0.00
Created By : shikha Vinodanandan Created Date @ 12/14/2023
PROJECTS (IN SCOPE EXCLUDING IF AUTHORIZED)
Project ID Project Name ‘ D"Tﬂ:;"; Direct Costin $ Indirect Cost in S Fixed Fee in s
Ne records to display.
0.00 0.00 0.00 0.00
Add Delete
PROJECTS (IF AUTHORIZED)
Project ID Project Name ‘ D"Ecc;::_.o; Direct Costin § Indirect Cost in Fixed Feein §

Ne records to display.
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4.

Enter the information in the required fields. The different fields are described in the following table.

Field

Mandatory/

Non-mandatory

Description

*
Select Source :

WisDOT Negotiation Estimate ID : <Autoc Generated>

*
Solicitation Title :
Solicitation Month/Year :

Fixed Fee % :

WisDOT Estimate for Original Nev

WisDOT Negotiation Estimate *

Title
. *
Solicitation ID " :
Region/Bureau :

*
Selected Consultant :

Created By : Shikha Vinodanandan Created Date @ 12/14/2023
Select Source Mandatory Select if this is an estimate for an original negotiation or an
amendment.
WisDOT Negotiation Estimate | — A unique ID for the internal negotiation estimate is auto generated.
ID
WisDOT Negotiation Estimate | Mandatory Enter a title for the internal negotiation estimate.
Title
Solicitation Title Mandatory To select a Solicitation for which the internal negotiation
estimate is being created:

1. Click The Select Solicitation dialog box is displayed

listing all the published solicitations.

2. Select the required solicitation and click Select.

Solicitation ID Mandatory To select a Solicitation for which the internal negotiation estimate
is being created:

1. Click - The Select Solicitation dialog box is displayed
listing all the solicitations associated with the selected
solicitation and for which the Contract Type is Regular.

2. Select the required solicitation and click Select. The values
in the Solicitation Month/Year and Region/Bureau fields
are auto populate.

Solicitation Month/Year - The Solicitation Month/Year is auto populated.

Region/Bureau - The region/bureau with which the solicitation is associated is auto
populate.

Fixed Fee % - The percentage of fixed fee is auto populate based on the value
defined in the Advertised Fixed Fee % field on the Solicitation
Scope of Service page.

Selected Consultant Mandatory To select a consultant associated solicitation for which the

internal negotiation estimate is being created:

1. Click| ... The Select Consultant dialog box is displayed
listing all the finally ranked consultants associated with the
selected solicitation.

2. Select the required consultant and click Select.

Created By

The author of the estimate is auto generated.

Created Date

The date of creation is auto generated.
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Note:

e In the Projects (In scope excluding If authorized) section auto-populates the total of Direct Labor Cost, Direct Cost,
Indirect Cost, Fixed Fee, and Risk associated with the project of solicitation for negotiation. The values displayed
are based on the values that are defined and marked In Scope as Yes on the WisDOT Negotiation Estimate Details
page of the project. This section excludes the values that are marked If authorized as Yes.

o Projects (In scope excluding If authorized)
: Direct . . .
) Project Direct Cost Indirect Fixed F o :
Project ID ol Labor Cost rectos reire e res Risk in § Total in §
Mame - in§ Costin § in%
in%
0106-Pr-01 WisDotPro_0- 2375.00 0.00 250.00 1,319.31 0.00 3,944 31
2905-Pr-01 WizDotPro_2¢ 0.00 0.00 0.00 0.00 0.00 0.00
2375.00 0.00 250.00 1319.31 0.00 3944 31

e Inthe Projects (If authorized) section auto-populates the total of Direct Labor Cost, Direct Cost, Indirect Cost, Fixed
Fee, and Risk associated with the project of solicitation for negotiation. The values displayed are based on the values
defined and that are marked If authorized as Yes on the WisDOT Negotiation Estimate Details page of the project.

Projects (If authorized)
: Direct . " .
. Project Direct Cost Indirect Fixed F . B
Project ID o Labor Cost |~ oo o8 neire mee res Riskin$ | Totalin §
MName ) in § Costin § in%
in$
0106-Pr-01 WisDotPro_0° 2 645.00 0.00 279.00 1,469.30 0.00 4,393 .30
2905-Pr-01 WisDotPro_2¢ 0.00 0.00 0.00 0.00 0.00 0.00
2645.00 0.00 279.00 1459.30 0.00 4393.30

5.  Click Save.
6.1.2 Defining WisDOT Estimate Details

The system allows you to define WisDOT estimate details for projects associated with the selected solicitation for
negotiation. By default, the direct labor cost, fixed fee, and indirect costs associated with the project are part of the
negotiation estimate. However, additional direct labor costs, direct costs, and risks associated with the project can be
added to the negotiation estimate. The procedure to view and define WisDOT estimate details is described.
Steps:

1. Click Solicitation in the module menu. The Solicitation List page is displayed.

2. In the navigation pane, expand the Negotiation folder, and then click WisDOT Estimate. The WisDOT

Negotiation Estimate List page is displayed.

Menu Favorites WisDOT Negotiation Estimate List

=] 5 #iEdit |« Mark s Current @ El, Customize List ﬁ [Manage
il ][] Excel Export ~ " Add
New R

PView  w Unmark Is Current

[ solicitation Package List : eports None~ =
- [ solicitation List x/Delete - - Yaear
- [BI Construction Fair Packages GENERAL OTHERS FILTERS
- B Construction Falr () ‘ WisDOT Negotiation Estimate ID | WisDOT Negotiation Estimate Title | Region/Bureal
El 3 Negotiation
E] NeDtlatlom Notes 17| | 7|
Ll WisDOT Fstimate D IE-CF-CE-SE-09-3534-A-1-283 1400040950 - Amendment 1 Southeast Reg
- [0 Consultant Estimate
£+ £3 Mon Formal [0 IE-CE-NW-02-3122-A-1-282 figure Northwest Re;
- [l Non Formal Estimate [ IE-CE-WOR-1811-3437-4-1-281 testing this one for how amendment...  Southeast Reg
- [ Local Design
B [J  IE-CE-WOR-1856-3301-A-3-280 testing 123456789 Northwest Re;
[ small Purchase
[E sole Source [ IE-CE-NE-D1-1638-A-12-279 testing this again with the commas Northeast Reg]
| RFP
= [ IE-CE-NE-D1-1638-A-11-278 late da Northeast Reg]
- [ work Order Request
[]  IE-CE-SE-03-3288-A-1-277 testing the DBE part and Direct Costs... = Southeast Reg|
[]  IE-CE-WOR-1675-3087-A-1-276 Testing this Part Bureau of Tec

3. Select a WisDOT negotiation estimate for which you want to view or define estimate details, and then click Edit.
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4.

In the navigation pane, expand the negotiation estimate folder, click the project ID to define the estimate details.
The WisDOT Negotiation Estimate Details page is displayed.

Menu Favorites

ElEE]

[Z solicitation Package List
[5 solicitation List
[E Construction Fair Packages
2 Construction Fair
= =) Megotiation
2 Megotiation Notes
2 wisDOT Estimate
B Consultant Estimate
= 2 |E-CE-WOR-1675-3087-A-1-276

(2 Non Formal

WisDOT Negotiation Project Estimate Details

=l

Save

GENERAL

WisDOT Negotiation Estimate ID

Request ID

ProjectID :

Description

Measurement System

Direct Labor Cost

+ IE-CE-WOR-1675-3087-A-1-276

: WOR-1675

: |testing this part

IS System

Direct Cost Fixed Fee

ndirect Cost Risk

Request Title

Project Name

~

© STATEWIDE UTILITY

: BTS Utilities

COORDINATION PROCEDURES

Note: The values in the WisDOT Negotiation Estimate ID, Solicitation ID, Solicitation Month and Year, Project ID, Project
Name, and Measurement System are auto populated.

5.
Note:

6.

In the Description field, enter description about the negotiation estimate.

The Cost Summary (In Scope excluding If authorized) section auto-populates the total of Direct Labor Cost, Direct
Cost, Fixed Fee, Indirect Cost, and Risk based on the values in the respective tabs and that are marked In Scope
as Yes. This section excludes the values that are marked If authorized as Yes. The sum of all these costs is also
auto calculated and displayed in the Estimate Total in $ field.

= Cost Summary (In scope excluding If authorized)

Estimate Total in $:

Cost Type Amount in §
Direct Labor Cost 7,045.84
Direct Cost 7,006.00
Fred Fee 1,867.05
Indirect Cost 746.15
Risk 0.30

16,668.37

The Cost Summary (If authorized) section auto-populates the total of Direct Labor Cost, Direct Cost, Fixed Fee,
Indirect Cost, and Risk based on the values entered in the respective tabs and that are marked If authorized as
Yes. The sum of all these costs is also auto calculated and displayed in the Estimate Total in $ field.

= Cost Summary (If authorized)

Cost Type

Amount in $

Direct Cost

Fixed Fee

Indirect Cost

Risk

Direct Labor Cost

Estimate Total in §:

1,495.00

3,510.00

6,485.35

In the Attachments section, upload images and files relevant to the negotiation estimate.
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7. Click the Direct Labor Cost tab. The direct labor cost tasks that are defined in the project estimate are auto
populated. However, you can add additional direct labor cost tasks. For more information on adding direct labor
cost tasks, refer Adding Direct Labor Cost Tasks. The total of direct labor costs that are marked as in scope

excluding direct labor costs that are marked as authorized are displayed in the Cost Summary (In scope excluding If
authorized) section and total of direct labor costs that are marked as authorized are displayed in the Cost Summary
(If authorized) section of the WisDOT Negotiation Estimate Details tab.

8. Click the Direct Cost tab to add direct costs associated with the project. Perform the following steps:

a. Click Add. The Direct Cost dialog box is displayed listing all the direct costs associated with the consultant and
marked as current.
b. Select the required direct costs.
c. Click Select. The selected direct costs are listed in the Direct Cost table.
d. Select the direct cost for which you want to indicate as authorized, add/edit quantity, and rate details, and
then click Edit. The Edit Direct Cost dialog box is displayed.
Consultant/ : |HNTE Corporation
Subconsultant Name
Direct Cost Type R Postage
Description *
Unit Type © EA
Is Current
For If Authorized *: | No -
Indirect Cost Type
Indirect Cost %
Basis of Payment : | Actual Cost Plus Fixed Fee »
Quantity 12.00
Rate (per quantity)in : 12.000
H
Total Expensesins : 144,00
New Item/ Current  *  Hew ltem
Item
Save Cancel
A
e. Enterinformation in the required fields. The fields are described in the following table.
Field Mandatory / Description
Non-Mandatory
Direct Cost Type Mandatory The name of the selected direct cost type is auto populated.

Description

Non-mandatory

Enter in a brief description of the direct cost.

Unit Type

Non-mandatory

The unit type of the selected direct cost is auto populated.

Fiscal Year End Date

The fiscal year end date associated with the direct cost is auto
populated.

Is Current

Indicates whether the direct cost is marked as current.

For If authorized

Mandatory

From the drop-down list, select Yes to indicate that for the
selected direct cost the If authorized is marked as Yes or
select No to indicate that for the selected direct cost type the If
authorized is marked as No.

Indirect Cost Type

Non-mandatory

Indicate if this a part of indirect cost.

Indirect Cost %

Non-mandatory

Indicate the percentage of indirect cost.

Basis of Payment

The basis of payment is auto populated.

Quantity

Non-mandatory

Enter quantity for the direct cost.

Rate (per quantity)

Non-mandatory

Enter or edit the rate for one quantity of the direct cost.

Total Expenses

The total direct cost expenses based on the entered quantity
and rate is auto calculated and displayed.

New Item/Current Item

Indicates if this is a new or current item.
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Note: The total of direct costs that are in scope is auto calculated and displayed in the In Scope excluding if authorized
field and the total of direct costs that are indicated as authorized is auto calculated and displayed in the If authorized
field.

In Scope excluding if

authorized: 00800

If authorized: 3 51000

f. Click Save. The total of direct costs that are marked as in scope excluding direct costs that are marked as
authorized are displayed in the Cost Summary (In scope excluding If authorized) section and total of direct
costs that are marked as authorized are displayed in the Cost Summary (If authorized) section of the WisDOT
Negotiation Estimate Details tab.

9. Click the Fixed Fee tab to view the fixed fee details based on the total direct labor cost defined on the

Direct Labor Cost tab and fixed fee percentage defined on the Solicitation Scope of Service

page. For more information on the details that are displayed, refer Fixed Fee Details step in

Solicitation Task List for Regular Contract Type. The total of fixed fee that are marked as in scope

excluding fixed fee that are marked as authorized are displayed in the Cost Summary (In scope

excluding If authorized) section and total of fixed fees that are marked as authorized are displayed in

the Cost Summary (If authorized) section of the WisDOT Negotiation Estimate Details tab.

10. Click the Indirect Cost tab. The indirect cost details associated with the consultant and are marked as
current are displayed. The different details that are displayed are described in the following table.

Note:
e Based on whether the indirect costs are marked as Yes for In Scope and If Authorized, the details are displayed in
appropriate sections.

Field Description

[-1 In Scope excluding If Authorized

Indirect Cost against an
Indirect Cost type in $

Total Costs subject to

Indirect Costin $ Indirect type %

CONSULTANT Company Wide 0.00 12.00 0.00
Total Costin $ 0.00

Total costs subject to The total direct labor cost associated with an indirect cost type for the consultant

indirect costin $ is auto populated.

Indirect type % Indicates the percentage of indirect cost defined for the consultant.

Indirect cost against an Indicates the indirect cost amount of each indirect cost type, which is auto calculated

indirect cost typein $ based on the total direct labor cost and indirect type %.

Total Costin $ Indicates the total indirect cost amount of all the indirect cost types associated
with the consultant. The value is the auto calculated based on the total of
indirect costs of all the indirect cost types.

[-1 If Authorized

Indirect Cost against an
Indirect Cost type in $

Total Costs subject to

Indirect Costin $ Indirect type %
CONSULTANT Company Wide 0.00 12.00 0.00

Total Costin$ 0.00

Total costs subject to indirect | The total direct labor cost is auto populated.
costin$
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Indirect type %

Indicates the percentage of indirect cost defined for the consultant.

Indirect cost against an
indirect cost type in $

based on the total direct labor cost and indirect type %.

Indicates the indirect cost amount of each indirect cost type, which is auto calculated

Total CostIn $

is auto calculated and displayed.

The total indirect cost in the If Authorized section including G&A costs of the section

11. The total of indirect costs that are marked as in scope excluding indirect costs that are marked as authorized are
displayed in the Cost Summary (In scope excluding If authorized) section and total of indirect costs that are
marked as authorized are displayed in the Cost Summary (If authorized) section of the WisDOT Negotiation

Estimate Details tab.

6.2 Consultant Estimate

6.2.1 Finalizing the Scope of Consultant Estimate

The system allows you to finalize the scope items for the consultants to provide their estimate for these scope items.

Steps:

1. Click Solicitation in the module menu. The Solicitation List page is displayed.
2. Inthe navigation pane, expand the Negotiation folder, and then click Consultant Estimate List. The Consultant
Estimate List page is displayed.

Menu Favorites

Solicitation Package List
Solicitation List
Construction Fair Packages

W

Construction Fair

= =) Megotiation

2 Megotiation Notes
5] WisDOT Estimate

[J Consultant Estimate

(2 Non Farmal

Consultant Estimate List
[=] Status Help
B3, Associate & Show Pending On

History
e A% Workflow User(s) [ Select Actions

GENERAL WORKFLOW

oo

Consultant Estimate ID Selected Prime Consultant

|| ||

CE-WOR-2100-3814

CE-WOR-2099-3813

3. Click New. The Consultant Estimate Project Details page is displayed.

Consultant Estimate Details

E ﬂ @ 1\ [ Scope Finalized

cancel
save Cancel Hls(uryu

GENERAL WORKFLOW

Consultant Estimate ID : <Auto Generated>

Selection Type *:

Selected Prime Consultant ":
Import Task List from " | Solicitation Task List

Contract Function :
Total Estimate Amountin$ : 0.00

Prime Consultant Percent of @ N/A
Contract Excluding If Authorized

@ BASIS OF PAYMENT
PROJECTS (IN SCOPE EXCLUDING IF AUTHORIZED)

Direct Labor | Direct Costin §

Costins

ProjectID | Project Name

Select Source ! | Consultant Estimate for Original vV

Consultant Estimate Title *:

v Fixed Fee % : 0.00
Proposed Contract Completion : [None v
Date
ISDBE : ~
~
Staffing Contract *: [ None v

Total If Authorized Amountin$ : 0.00

Prime Consultant Percentof | N/A
Contract Including If Authorized

Marked as Limit

Final

Indirect Costin$ | Fixed Feein$ ‘ Totalin $ Total Hours

Sublet |

No records to display.

0.00 0.00
Add | Delete

PROJECTS (IF AUTHORIZED)

Direct Labor
Costins

ProjectiD | Project Name Direct Costin

0.00 0.00 0.00 0.00

Fixed Feein . Totalin's Total Hours | Marked as Limit

Final

Indirect Costin s

sublet |

4. Enter information in the required fields. The fields are described in the following table:
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*
Select Source :

Consultant Estimate ID : <Auto Generated>

Selection Type *: | Salicitatian

Solicitation Month/Year :
Region/Bureau :

Selected Prime Consultant *:

Import Task List from *: | Salicitation Task List

Consultant Estimate for Original v

Propesed Contract Completion

. .
Consultant Estimate Title :
L R

Solicitation Title :
Contract Function :

*
Solicitation ID " :

Fixed Fee % 0.00

: |Nene
Date

W
Negotiation Submission Due : None
Date

Is DBE :

*
Staffing Contract : | MNone

Field Mandatory / Description
Non-mandatory

Select Source Mandatory Select from the drop down if this estimate is for a contract or an
amendment.

Consultant Estimate ID - A unique ID for the consultant estimate is auto- generated.

Consultant Estimate Title Mandatory Enter a title for the consultant estimate.

Selection Type Mandatory From the drop-down list, select the required option.

« Solicitation: Select this option. The Solicitation Title,
Solicitation Month/Year, Solicitation ID, and
Region/Bureau fields are displayed.

Solicitation Title Mandatory This field is displayed only when the value in the Selection
Type field is Solicitation. To select a solicitation associated
with the solicitation:

1. Click . The Select Solicitation dialog box is displayed
listing all the finally ranked solicitations.
2. Select the required solicitation and click Select.

Solicitation ID Mandatory This field is displayed only when the value in the Selection
Type field is Solicitation. To select a solicitation associated with
the solicitation:

1. Click The Select Solicitation dialog box is displayed
listing all the solicitations that are associated with the
selected solicitation and the contract type is regular.

2. Select the required solicitation and click Select.

Solicitation Month/Year - When solicitation is selected, the month and year of the solicitation
is auto populated.

Region/Bureau When solicitation is selected, the region/bureau associated
with the selected solicitation is auto populated.

Fixed Fee % - The fixed fee percentage of the consultant is auto populated.

Selected Prime Consultant Mandatory To select a prime consultant:

1. Click The Select Prime Consultant dialog box is
displayed listing all the consultants listing all consultants
who are finally ranked.

Select the required consultant and click Select.

Proposed Contract Completion
Date

Non-Mandatory

From the calendar select the proposed contract completion date.

Import Task List from Mandatory From the drop-down list, select the required option from where
the tasks must be imported for the consultant estimation.
Negotiation Submission Due |Mandatory From the calendar select the day the negotiation must be submitted.

Date

Is DBE

Non-Mandatory

From the drop down, select if this is a DBE contract.
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Staffing Contract Mandatory From the drop down, select if this is a staffing contract.

Note: When a solicitation is selected in the Solicitation ID field, the system auto-populates the projects

Projects (In scope excluding If authorized)
Project b Direct Cost Indirect Fixed Fee | Marked as
Project ID ) Labor Cost - ! . ’ Totalin §
Mame it in$ Costin § in$ | Final
wWoDoo1 Budget Estims .00 0.00 0.00 0.00 0.00
2313-12-32 3423423 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
Projects (If authorized)
Project b Direct Cost Indirect Fixed Fee | Marked as
Project ID ) Labor Cost - ! . ’ Totalin §
Mame it in$ Costin § in$ | Final
wWoDoo1 Budget Estims .00 0.00 0.00 0.00 0.00
2313-12-32 3423423 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00

associated with the selected solicitation in the Projects (In scope excluding If authorized) and Projects (If
authorized) sections. The projects are listed in the appropriate section based on the project tasks are marked as Yes
for In Scope and If Authorized.

For the DBE Goal on Project field, select if there is a DBE goal for this project.
If this is the first consultant estimate for this project, check the Is First Consultant Estimate box.
If there is a DBE goal for this project, select if you will enter this is dollar or as a percentage and enter in the goal.
In the Notes field, enter notes about the scope items for consultant estimation.

In the Attachments section, upload images and files relevant to the scope items for consultant estimate.
10. Click Save.
8. In the Workflow group, click Select Actions, and then click Scope Finalized. The WisDOT — Masterworks
dialog box is displayed. Enter required information and then click OK. The scope of work is available for
consultants to provide their estimation.

LN WU

6.2.2 Completing Negotiation and Approving Estimates

Once all the estimates are received from consultants, you can close the negotiation by either approving or rejecting the
consultant estimates.
Steps:

1. On the Consultant Estimate List page, select the record that is in the Published stage.

2. In the Workflow group, click Select Actions, and then click Negotiation Completed. The WisDOT -
Masterworks dialog box is displayed. Enter required information and then click OK.

3. Select the record in the Negotiation Completed stage and in the Workflow group, click Select Actions, and then
click Approved for Contract. Optionally, you can click Send Back to Publish, then Redraft to redraft the
consultant estimation.
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7 Contracts

Once the negotiation with consultants is completed, based on the contract type associated with the solicitation,
regular or master contracts are created and approved. The procedure to create and approve regular and master
contracts are described.

7.1 Creating Regular Contracts

Based on the selection type, the system allows you to create regular contracts, which has consultant estimate in the
Approved for Contract stage. Each of these selection types is discussed below:

Pre-requisite: The consultant estimate must be in the Approved for Contract stage.
Steps:
1. In the module menu, click Delivery Contracts.
2. In the navigation pane, expand the Delivery Contracts folder, and then click Regular Contracts. The Regular

Contract page is displayed.

Menu Favorites Regular Contract
A EFALEIR &
: = i 3 —
b f ) View Bh 28] ~
=] Delivery Contracts b History - ] Reports (] None~
[l Master Contracts xDelete i 2 - ¥
! [E] Regular Contracts GENERAL WORKFLOW OTHERS FILTERS

- [ Work Order 0
- Bl Master Group ID

Contract Number

SelectedConsultant

Consultant Estimate ID

& (CJ Recent Contracts f |7 [V | ¥}
;lg Home [ ce-sE-01-3788 Bloom Companies, LLC 23434234
E Projects [J  CE-NE-01-3547 Hardesty & Hanover, ... 324523
‘ Solicitation [J  cF-ce-BOA-01-3783 Braining Firm Inc. 14564646
\-| | Delivery Contracts @ O Braining Firm Inc. RC_Test
\-| Construction Contracts ] CE-NC-D1-3780 EMCS, Inc. 234123412341234
!’ii Library « o
& | Administration [l «|[1]23 45678910 .. |»|n] Page
3. Click New. The Regular Contract page is displayed.
CONTRACT BETWEEN
THE WISCONSIN DEPARTMENT OF TRANSPORTATION
AND AWARDED CONSULTANT FOR
Contract Number *: Selection Type *: hd
Request ID *: N Contract Function :
Date of Request : None 4 Request Title :

.
Region/Bureau : Awarded Prime Consultant *:

Staffing Contract *: [None v Original Contract Completion *: [None v
Date
Prime Consultant Percentof : Type of Contract *: |Regular -
Contract
Created By : Shikha Vinodanandan Created Date : 12/21/2023

Last Update Date : 12/21/2023

Last Updated By :

7.1.2 For Solicitation:

Enter information in the required fields. The fields are described in the following table.
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Field Mandatory / Description
Non-mandatory
Contract Number *: Selection Type *: | Solicitation »
Solicitation Title : Solicitation ID :
Contract Function :
Solicitation Month and Year :
Region/Bureau : Awarded Prime Consultant *:
Py s *, e
staffing Contract *. s = Original Contract Completion ": [None M
Date
Roster/Open : Solicitation Type :
Consultant Estimate ID Type of Contract *. Regular =
Prime Consultant Percentof : Created Date : 12/21/2023

Contract

i Last Update Date @ 1Z/21/2023
Created By : Shikha Vinodanandan

Last Updated By

Contract Number Mandatory Enter a unique number for the contract.
Selection Type Mandatory From the drop-down list, select Solicitation.
Solicitation Title Non-mandatory | This field is displayed only when the Selection Type is

Solicitation. To select the solicitation:
1. Click| ... The Select Solicitation dialog box is displayed
listing all the published solicitations.
2. Select the required solicitation and click Select.

Solicitation ID Mandatory This field is displayed only when the Selection Type is Solicitation.
To select a solicitation:

1. Click| = The Select Solicitation dialog box is displayed
listing all the solicitations associated with the selected
solicitation and for which the consultant estimate is in the
Approved for Contract stage.

Select the required solicitation and click Select. The values in the
Solicitation Month/Year, Roster/Open, Awarded Prime Consultant,
and Solicitation Type fields are auto populated.

Solicitation Month and Year | — This field is displayed only when the Selection Type is
Solicitation. The month and year of the selected solicitation is
auto populated.

Contract Function Non-mandatory | The contract function of the selected solicitation is auto
populated.

Region/Bureau Non-mandatory | The region/bureau of the selected solicitation is auto populated.

Awarded Prime Consultant Mandatory The name of the prime consultant firm to whom the contract is
awarded is auto populated.

Staffing Contract Mandatory Select from the dropdown if this is a staffing contract.

Original Contract Completion | Mandatory From the drop-down calendar, select the original completion

Date date of the contract.

Roster/Open - This field is displayed only when the Selection Type is Solicitation.

The value in this field is auto populated indicating whether
the solicitation is associated with Roster/Open.

Solicitation Type - This field is displayed only when the Selection Type is
Solicitation. The type of selected solicitation is auto populated.
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Consultant Estimate ID Mandatory The consultant estimate ID with which the contract is associated is
auto populated.
Type of Contract Mandatory Select if this is a regular or master contract from the dropdown.

Prime Consultant Percent of
Contract

The prime consultant’s percent of the contract is auto populated.

Created Date

The contract’s creation date is auto populated.

Created By

Masterworks will auto populate the user that created this
contract.

Last Update Date

The contract’s last updated date is auto populated.

Last Updated By

Masterworks will auto populate the user that last updated this
contract.

7.1.3 For Sole Source:

Enter information in the required fields. The fields are described in the following table.

Last Updated By :

Field Mandatory / Description
Non-mandatory
Contract Number *: |abc test Selection Type *: | Sole Source v
*-
RequestID : Contract Function
Date of Request : [Mone v Request Title :
Region/Bureau Awarded Prime Consultant ™
staffing Contract . v Original Contract Completion *: [None h
Date
. *
Consultant Estimate ID : Type of Contract *: |Regular v
Prime Consultant Percentof : Created Date @ 12/21/2023
Contract
. ameg
Created By : Shikha Vinodanandan Last Update Date : 12/21/2023

Contract Number Mandatory Enter a unique number for the contract.
Selection Type Mandatory From the drop-down list, select Sole Source.
Request ID Non-mandatory | To select the Request ID:

1. Click | ... The Select Solicitation dialog box is displayed listing
all the published solicitations.

2. Select the required solicitation and click Select. The values in
the Request Title and Awarded Prime Consultant fields are
auto populated.

Contract Function

The contract function of the selected solicitation is auto
populated.

Date of Request

From the drop-down calendar, select the date of request.

Request Title

The title of the request is auto populated.

Region/Bureau

The region/bureau of the selected solicitation is auto populated.

Awarded Prime Consultant

The name of the prime consultant firm to whom the contract is
awarded is auto populated.

Staffing Contract

Mandatory

Select from the dropdown if this is a staffing contract.
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Original Contract Completion
Date

Non-mandatory

From the drop-down calendar, select the original completion
date of the contract.

Consultant Estimate ID

Mandatory

The consultant estimate ID with which the contract is associated is
auto populated.

Type of Contract

From the drop-down list, select the type of contract.

Prime Consultant Percent of
Contract

The prime consultant’s percent of the contract is auto populated.

Created Date

The contract’s creation date is auto populated.

Created By

Masterworks will auto populate the user that created this contract.

Last Update Date

The contract’s last updated date is auto populated.

Last Updated By

Masterworks will auto populate the user that last updated this
contract.

7.1.4 For Small Purchase:

Enter information in the required fields. The fields are described in the following table.

Field

Mandatory /
Non-mandatory

*

Contract Number :
*

RequestID :

Date of Request : MNone

Region/Bureau :
Staffing Contract *: [None

. *
Consultant Estimate ID :

Prime Consultant Percent of :
Contract

Created By

Last Updated By :

+ Shikha Vinodanandan

Description
. *
Selection Type : | Small Purchase ~
Contract Function :
Request Title :
Awarded Prime Consultant *:
Original Contract Completion *: [None M
Date
Type of Contract *: Regular ~
Created Date : 01/16/2024
Last Update Date : 01/16/2024

Contract Number

Mandatory

Enter a unique number for the contract.

Selection Type

Mandatory

From the drop-down list, select Small Purchase.

Request ID

Non-mandatory

To select the Request ID:
1. Click The Select Solicitation dialog box is displayed listing all
the published solicitations.
2. Select the required solicitation and click Select. The values in the
Request Title and Awarded Prime Consultant fields are auto
populated.

Contract Function

The contract function of the selected solicitation is auto
populated.

Request Title

The title of the request is auto populated.

Date of Request

From the drop-down calendar, select the date of request.

Region/Bureau

The region/bureau of the selected solicitation is auto populated.

Awarded Prime Consultant

The name of the prime consultant firm to whom the contract is
awarded is auto populated.

Staffing Contract Mandatory Select from the dropdown if this is a staffing contract.

Original Contract Completion | Mandatory From the drop-down calendar, select the original completion

Date date of the contract.

Consultant Estimate ID Mandatory The consultant estimate ID the contract is associated with is auto
populated.

Type of Contract Mandatory From the drop-down list, select the type of contract.
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7.1.5 For Request for Proposal:

Enter information in the required fields. The fields are described in the following table.

Field

Mandatory /
Non-mandatory

Description

Contract Number *:
*
RequestID :

Date of Request : Mone

Region/Bureau

Staffing Contract *: [ None

v Original Contract Completion *: [None v

Created By : Shikha Vinodanandan

Last Updated By :

Selection Type * Request for Proposal v
Contract Function

Request Title :

Awarded Prime Consultant *:

Date
Type of Contract * Regular v
Created Date : 01/16/2024

Last Update Date : 01/16/2024

Contract Number Mandatory Enter a unique number for the contract.
Selection Type Mandatory From the drop-down list, select Request for Proposal.
Request ID Mandatory To select the Request ID:
1. Click | ... The Select Solicitation dialog box is displayed listing all
the published solicitations.
2. Select the required solicitation and click Select. The values in the
Request Title field are auto populated.
Contract Function - The contract function of the selected solicitation is auto
populated.
Request Title - The title of the request is auto populated.
Date of Request - From the drop-down calendar, select the date of request.
Region/Bureau - The region/bureau of the selected solicitation is auto populated.
Awarded Prime - The name of the prime consultant firm to whom the contract is
Consultant awarded is auto populated.
Staffing Contract Mandatory Select from the dropdown if this is a staffing contract.
Original Contract Mandatory From the drop-down calendar, select the original completion
Completion Date date of the contract.
Type of Contract Mandatory From the drop-down list, select the type of contract.

7.1.6 For Local Design:

Enter information in the required fields. The fields are described in the following table.

Date of Request

Region/Bureau

Prime Consultant Percent of
Contract

Created By

Last Updated By

Staffing Contract *;

*
Contract Number :

Request ID *:

: [None v

None A4

Consultant Estimate ID *:

: Shikha Vinodanandan

Selection Type *: [Local Design v
Contract Function

Request Title
Awarded Prime Consultant *:

Original Contract Completion *: INone v
Date

Type of Contract *: | Regular v
Created Date :@ 01/16/2024

Last Update Date : 01/16/2024
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Field

Mandatory /

Non-mandatory

Description

Contract Number

Mandatory

Enter a unique number for the contract.

Selection Type

Mandatory

From the drop-down list, select Local Design.

Request ID

Non-mandatory

To select the Request ID:
1. Click The Select Solicitation dialog box is displayed listing all
the published solicitations.
2. Select the required solicitation and click Select. The values in the
Request Title and Awarded Prime Consultant fields are auto
populated.

Request Title

Non-Mandatory

The title of the request is auto populated.

Date of Request

From the drop-down calendar, select the date of request.

Awarded Prime Consultant

The name of the prime consultant firm to whom the contract is
awarded is auto populated.

Original Contract Completion
Date

Non-mandatory

From the drop-down calendar, select the original completion
date of the contract.

Type of Contract

From the drop-down list, select the type of contract.

7.1.7 For Construction Fair:

Enter information in the required fields. The fields are described in the following table.

Field Mandatory / Description
Non-mandatory
Contract Number Mandatory Enter a unique number for the contract.
Selection Type Mandatory From the drop-down list, select Construction Fair.

Construction Fair Title

Non-mandatory

To select the Construction Fair title:
1. Click| == The Select Construction Fair
dialog box is displayed listing all the published
solicitations.
2. Select the required solicitation and click Select.

Construction Fair Month and
Year

The month and year of the construction fair is auto populated.

Construction Fair Number

The construction fair number is auto populated.

Package ID

Non-mandatory

To select the Package ID:
1. Click| - The Select Solicitation dialog box is displayed listing all
the published solicitations.
2. Select the required solicitation and click Select. The values in the
Construction Fair Month and Year and Construction Fair
Number fields are auto populated.

Region/Bureau

The region or bureau of the construction fair is auto populated.

Awarded Prime Consultant

The name of the prime consultant firm to whom the contract is
awarded is auto populated.

Consultant Estimate ID

The consultant estimate ID is auto populated.

Original Contract Completion
Date

Non-mandatory

From the drop-down calendar, select the original completion date
of the contract.

Type of Contract

From the drop-down list, select the type of contract.

1. In the Projects section, the project details for which the consultant estimate is approved for contract is auto
populated. Corresponding to a project, click in the Account Code column to enter the accounting code for the

project.
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Projects

. - i . . . Contract As t fo
Project ID Project Description Project Limits Highway County Account Code nirs mo;:‘ojec;
1001-01-10 Mew Bridge Construction 24324 HwW 23 TOWN OF BARKSDALE 19248 00
1001-01-30 Mew Eridge Construction 234 HWY 24 CITY OF GREEN BAY,T 11000.00

2. Inthe Description of Services section, enter description about the services associated with the contract.

Description of Services :

3. In the WisDOT Department Representative section, perform the following steps to add WisDOT
representatives for the contract.

WigDOT Department Representative

Contact Name Title Werk Address Email Telephone

Mo records te display.

Add | Edit Delete

a. Click Add. The New WisDOT Department Representative dialog box is displayed.

Contact Name

Title

Work Address

Email

Telephone

Save Cancel

4
b. Enter information in the required fields. The fields are described in the following table.

Note: All fields described in the below table are non-mandatory.

Field Description

Contact Name To select a WisDOT contact:

1. Click| .. The Select WisDOT Representative dialog box is displayed
listing all the active users from the list of User Accounts in the enterprise.

2. Select the required contact details and click Select. The values in the
Email, Work Address, and Telephone fields are displayed.

Title Enter title of the selected contact.

Work Address The work address of the selected contact is auto populated.
Email The e-mail address of the selected contact is auto populated.
Telephone The telephone number of the selected contact is auto populated.

c. Click Save.
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4.

In the Consultant Representative section, perform the following steps to add consultant representatives for the

contract.

Consultant Representative

Contact Name

| Work Address

| Email | Telephone

Mo records to display.

Add Edit Delete

Click Add. The New Consultant Representative dialog box is displayed.
Enter information in the required fields. The fields are described in the following table.

Contact Name

Work Address

Email

Telephone

Save

Cancel

e

Note: All fields described in the below table are non-mandatory.

Field Description
Contact Name Enter the name of the consultant representative.
Work Address Enter work address of the consultant representative.
Email Enter e-mail address of the consultant representative.
Telephone Enter telephone number of the consultant representative.
c. Click Save.
5. Inthe next section, enter information in the required fields. The fields are described in the following table.

Consultant Services to be :
performed at Departments
office located at

Deliver Project Documents to :

Compensation for all services : 0.00
provided by PRIME
CONSULTANT under terms of
the contract shall be for an

amount not to exceed in $

If Authorized, Contract Amount
in$
DBE Goal Set :

- |0.00

Redistribution Contract : No

Field

Description

Consultant Services to be
performed located at
Department’s office

Enter the location details of the department office where consultant services are
to be performed.

Deliver Project Documents to

Enter the location details where the project documents are to be delivered.

Compensation for all
services provided by PRIME
CONSULTANT under terms of
the contract shall be for an
amount not to exceed

The total contract amount of all the projects is auto populated. The break-up of the
contract amount based on basis of payment can viewed. For more information,
refer Viewing Basis of Payment Details.
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If Authorized, Contract The total contract amount of all the projects and marked as If Authorized as Yes
Amount is auto populated.

Note: All the contracts that exceed the total value of $3000 must be approved by the Secretary and Governor. The
DT 25 form consisting of the contract details is submitted for approval. For more information, refer Submitting
D25 form for Approval.

DBE Goal Set From the drop-down list, select Yes or No to indicate if the project is associated
with the contract that has DBE Goal or not. If the selected option is Yes, then the
DBE section is displayed.

Redistribution Contract From the dropdown, select if this is a redistribution contract.

Note: When the value for DBE Goal Set is Yes, then the DBE section is displayed listing the projects and amount

ass

6.
7.
8.

1

ociated with DBE based on the DBE details defined on the Solicitation Scope of Service.

In the Attachments section, upload images and files relevant to the regular contract.

Click Save.

On the Regular Contract list page, select the record that is in the Draft stage. In the Workflow group, click Select
Actions, and then click Submit for Consultant Review. The WisDOT — Masterworks dialog box is displayed.
Enter required information and then click OK. The record is sent to the consultant for review.

Once the record is reviewed by consultant, select the record that is in the Reviewed by Consultant stage. In the
Workflow group, click Select Actions, and then click Submit for Approval. The WisDOT — Masterworks dialog box is
displayed.

0. Enter required information and then click OK. The record is submitted for approval.

Note: If the contract is associated with a D25 form, then the D25 form must be approved prior to submitting for approval.

1

1. Optionally, you can click Redraft to redraft the record.

7.2 Creating Master Contracts

The Master Group IDs are created and associated with solicitations of master contract type. To create master group IDs,
refer Creating Master Group ID. All the contractors who are shortlisted for Master Contract Type solicitations are
awarded with the master contract. The procedure to create master contracts is described.

Ste

ps:

1. Inthe module menu, click Contracts. The Master Contracts list page is displayed. Alternatively, in the navigation

2.

pane, in the Contracts folder, click Master Contracts.

Menu Favorites Master Contracts
(| = | ] e ] Edit L} Elstatus
: . inln q
B ‘) Delivery Contracts R View ) @ Associate
R Mew History
i i [ Master Contracts xl Delete as Workflow User(s)
2l Regular Contracts GENERAL WOR
L Work Order ] | Contract Number Master Contract 1D
i = [@ Master Group ID
- ] Recent Contracts w i
|:| 1236546987 MOG7123457
|:| 1234567891011 MOBE97 123456

Click New. The Master Contracts details page is displayed.
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3. Enterinformation in the required fields. The fields are described in the following table.
Field Mandatory / Description
Non-mandatory
H Q Ly Edsubmit for Consultant Review

[ cancel
save Cancel History

GENERAL WORKFLOW

Contract Number *:

P : . *

Solicitation Title :
Solicitation Month and Year :
Solicitation Type :

Master Type

Contract Function :

*
Master ContractID :

Last Updated By

Description of Services :

MASTER CONTRACT BETWEEN
THE WISCONSIN DEPARTMENT OF TRANSPORTATION
AND AWARDED CONSULTANT FOR

Original Centract Completion *: [one v

Selection Type *: [ solictation v

solicitation ID *:
Awarded Consultant *:
Master Group ID  :

Master Group Type :

Date

Region/Bureau :

Last Update Date : 01/16/2024

4

Contract Number Mandatory Enter a unique number for the contract.
Selection Type Mandatory Select the solicitation type for this contract.
Solicitation Title Mandatory To select the solicitation:
1. Click| ... The Select Solicitation dialog box is displayed
listing all the published solicitations.
2. Select the required solicitation and click Select.
Solicitation ID Mandatory To select a solicitation:

1. Click The Select Solicitation dialog box is displayed listing
all the solicitations associated with the selected solicitation
and for which the consultant estimate is in the Approved for
Contract stage.

2. Select the required solicitation and click Select. The values in
the Solicitation Month/Year, Solicitation Type, Contract
Function, Master Group ID, and Master Group Type fields are
auto populated.

Solicitation Month and Year - The month and year of the selected solicitation is auto populated.
Awarded Consultant Mandatory To select awarded consultant:

1. Click . The Select Solicitation dialog box is displayed
listing all the consultants who are shortlisted for the
solicitation.

2. Select the required solicitation and click Select.

Solicitation Type

The type of selected solicitation is auto populated.

Master Group ID

The master group ID is auto populated.

Master Type Non-mandatory | From the drop-down list, select the master type for the contract.
For availability of options in the drop- down list, master types
must be defined in the Master Type catalog of the library.

Master Group Type Non-mandatory | From the drop-down list, select the required type of master group

for the contract. For availability of options in the drop-down
list, the master group types must be defined in the Master
Group Type catalog of the library.
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Contract Function - The contract function is auto populated.

Original Contract Completion | Mandatory From the drop-down calendar, select the original completion date
Date of the contract.

Master Contract ID Mandatory Enter a unique ID for the contract.

Region/Bureau - The region/bureau is auto-populated.

4. In the WisDOT Department Representative section, perform the following steps to add WisDOT
representatives for the contract.

WisDOT Department Representative

Contact Mame | Title | ‘Work Address Email Telephone
Mo records to display.

Add || Edit Delete

a. Click Add. The New WisDOT Department Representative dialog box is displayed.

Contact Name

Title

Work Address

Email

Telephone

Save Cancel

4
b. Enter information in the required fields. The fields are described in the following table.

Note: All fields described in the below table are non-mandatory.

Field Description

Contact Name To select a WisDOT contact:

1. Click | ... The Select WisDOT Representative dialog box is displayed listing all the
active users from the list of User Accounts in the enterprise database.

2. Select the required contact details and click Select. The values in the Email, Work
Address, and Telephone fields are displayed.

Title Enter title of the selected contact.

Work Address The work address of the selected contact is auto populated.

Email The e-mail address of the selected contact is auto populated.
Telephone The telephone number of the selected contact is auto populated.

c. Click Save.
5. In the Consultant Representative section, perform the following steps to
add consultant representatives for the contract.
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a.

b.

Conszultant Representative

Contact Name Work Address

Email

Telephone

Mo records to display.

Add || Edit Delete

Click Add. The New Consultant Representative dialog box is displayed.

Contact Name

Work Address

Email

Telephone

Save

Cancel

4

Enter information in the required fields. The fields are described in the following table.

Note: All fields described in the below table are non-mandatory.

Field

Description

Contact Name

Enter the name of the consultant representative.

Work Address Enter work address of the consultant representative.

Email Enter e-mail address of the consultant representative.

Telephone Enter telephone number of the consultant representative.
c. Click Save.

6. In the Compensation for all services provided by CONSULTANT under terms of the contract shall be for an
amount not to exceed: $ field, enter the total amount of the contract.

Compensation for all
services provided by
CONSULTANT under terms
of the contract shall be for
an amount not to exceed : §

Total Master Contract
Amount Used :

0.00

0.00

Total Master Contract
Amount Remaining :

0.00

The values in the Total Master Contract Amount Used and Total Master Contract Amount Remaining fields are

displayed.

The value in the Total Master Contract Amount Used field is auto calculated and displayed. The total contract
amount of all the approved work orders of the selected master contract is displayed.
The value in the Total Master Contract Amount Remaining field is auto calculated and displayed. The
difference of Compensation for all services provided by consultant under terms of the contract shall be for
an amount not to exceed and Total Master Contract Amount Used fields is displayed.
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Note:

All the contracts that exceed the total value of 53000 must be approved by the Secretary and

Governor. The DT 25 form consisting of the contract details is submitted for approval. For more

inform

7.
8.
9.

10.

11.

12.

ation, refer Submitting D25 form for Approval.

In the Attachments section, upload images and files relevant to the master contract.

Click Save.

On the Master contracts list page, select the record that is in the Draft stage. In the Workflow group, click Select
Actions, and then click Submit for Consultant Review. The WisDOT — Masterworks dialog box is displayed.
Enter required information and then click OK. The record is sent to the contract specialist for review.

A contract specialist reviews the master contract and then in the Workflow group, can click Select Actions, and
then click Reviewed. The WisDOT — Masterworks dialog box is displayed. Enter required information and then
click OK. Optionally, click Request to Revisit to revisit the record.

Once the record is reviewed, select the record that is in the Reviewed by Consultant stage. In the Workflow
group, click Select Actions, and then click Submit for Approval. The WisDOT — Masterworks dialog box is
displayed. Enter required information and then click OK. The record is submitted for approval to the contract
manager. Optionally, you can click Redraft to redraft the record.

The contract manager, in the Workflow group, can click Select Actions, and then click Approve. The WisDOT —
Masterworks dialog box is displayed. Enter required information and then click OK. Optionally, click Deny
denying the approval for the contract record or click Redraft to redraft the contract record.

7.2.1 Creating Master Group ID

Maste
1.
2.

3.

r Contract IDs are created and associated with solicitations of Master Contract Type.
In the module menu, click Delivery Contracts.
In the navigation pane, click Master Group ID. The Master Group ID page is displayed.

Menu Favorites Master Group ID
H|E | Ee ] Edit (8 [l Customize List g [ Manage
ks . o . —
- 2) Delivery Contracts o P View Reports 2] Excel Export - e,
i [0 Master Contracts ‘x| Delete M - Clear
i [ Regular Contracts GENERAL OTHERS FILTERS
; £l
s Work Order O | Master Group ID | Master Group Type | Title
[ Master Group ID
& [2) Recent Contracts |V |7 | ¥
| p—
] PGc-7830 Archaeological Servi..  test
/‘ —
£ Home ] mc_ 7890 Asbestos Inspection ...
Projects —
E J ] mG-o11001 Construction Services ~ MG-CF-011001
d Solicitation -
- ] mGo301 Construction Services
Lg Delivery Contracts -
Click New. The Master Group ID page is displayed.
Menu | Favorites Master Group ID
|2 | ﬁ ﬂ O
& 53 Delivery Contracts Save Cancel
[l Master Contracts
- [ Regular Contracts GENERAL
- [ Work Order
[ Master Group ID
(23 Recent Contracts Master Group ID " Master Group Type ~
Title : Project Manager :
Limit : Primary Region/Bureau :
Concept : MCG Limit % 0.00
Current Face Valuein$ : 0.00 Current Spending Authorityin$ @ 0.00
Total Spending Authority : 0.00 Total Spending Authority : 0.00
Amount Used in § Amount Remaining in §
County Primary City/Town/Village
No records w display. Ne records w display.
Add | | Delete Add | Delete
® | vome Structure ID
No records to display.
[ | Projeas
&l | Solicitation
8&| | Delivery Contracts
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4. Enter information in the required fields. The fields are described in the following table.

Field Mandatory / Description
Non-mandatory
Master Group ID Master Group Type " v
Title : Project Manager :
Limit : Primary Region/Bureau :
Concept : MCG Limit % : 0.00
Current Face Valuein$ : 0.00 Current Spending Authorityin$ : 0.00
Total Spending Authority : 0.00 Total Spending Authority : 0.00
Amount Used in $ Amount Remaining in $

Master Group ID Mandatory Enter a unique ID for the master group.

Master Group Type Mandatory From the drop-down list, select a type for the master group. For
availability of options in the drop-down list, master group types must
be defined in the Master Group Type catalog of the library.

Title Non-mandatory | Enter a title for the master group ID.

Project Manager

Non-mandatory

To select a project manager for the master group:

1. Click ... and the Project Manager dialog box is displayed. The
dialog box lists users who are in the Project Manager role from
the list of User Accounts in the enterprise.

2. Select a user and click Select.

Limit

Non-mandatory

Enter limit of the master group ID.

Primary Region/Bureau

To select primary region/bureau for the master group:

1. Click .. and the Region/Bureau dialog box is displayed. For
availability of options in the dialog box, regions/ bureaus
must be defined in the Region-Bureau catalog of the library.

Select a region/bureau and click Select.

Concept

Non-mandatory

Enter the concept for the master group ID.

MCG Limit %

Non-mandatory

Enter the MCG limit percentage.

Current Face Value in $

The value is auto calculated and displayed. The sum of all the
contract values of the approved master contracts associated with
the master group ID is displayed.

Current Spending Authority in
$

The value is auto calculated and displayed. The product of MCG
limit percentage and current face value is displayed.

Total Spending Authority
Amount Used in §

The value is auto calculated and displayed. The sum of contract
values of all the approved work order contracts of the selected
master contract associated with the master group is displayed.

Total Spending Authority
Amount Remaining in §

The value is auto calculated and displayed. The difference between
the current spending authority value and total spending authority
amount value is displayed.
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County
|No records to display.

City/Town/Village
No records to display.

Add Delete

Structure ID
[No records to display

Add Delete

Add

Delete

County Mandatory To add County details for the master group:

1. In the County section, click Add. The County dialog box is
displayed. For availability of options in the dialog box, counties
must be defined in the County catalog of the library.

2. Select the required counties and then click Select.

City/Town/Village Mandatory To add City/Town/Village details of the selected counties:

1. In the City/Town/Village section, click Add. The City/Town/
Village dialog box is displayed listing all the cities/towns/villages
of the selected counties. For availability of options in the dialog
box, cities/towns/villages must be defined in the City-Town-
Village catalog of the library.

2. Select the required cities/towns/villages and then click Select.

Structure ID

Non-mandatory

To add Structure ID details of the master group:
1. In the Structure ID section, click Add. The Structure ID dialog
box is displayed. For availability of options in the dialog
box, structure IDs must be defined in the Structure ID catalog of

the library.
2. Select the required structure IDs and then click Select.

5. Inthe Project Advanced Details section, provide information in the required fields. The fields in the section are
described in the following table:

Field

Mandatory/
Non-mandatory

Description

Project Advanced Details

Purpose and Need :

Deccription :

Type of Work :

Purpose and need

Non-mandatory

Enter purpose and need details of the master group ID.

Description

Non-mandatory

Enter a brief description about the master group ID.

Type of Work

Non-mandatory

Enter details about the type of work associated with the master
group ID.

6. In the Date & Status section, provide information in the required fields. The fields in the section are described

in the following table:
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Field Mandatory / Description
Non-mandatory
DATE & STATUS
Created Date : 02/06/2024 Created By : Shikha vinodanandan
Start Date "¢ |None ¥ Current Completion Date *: [None b
Status : A Original Completion Date *: [None b
Created Date - The date when the master group ID was created is auto populated.
Created By - The name of the person who created the master group ID is auto
populated.
Start Date Mandatory From the drop-down calendar, select the commencement date
of the master group ID.
Current Completion Date Mandatory From the drop-down calendar, select the current completion
date of the master group ID.
Status Non-mandatory | From the Status drop-down list, select the current status of
the master group ID.
Original Completion Date Mandatory From the drop-down calendar, select the original completion
date of the master group ID.

7. Inthe Notes section, provide information in the required fields. The fields in the section are described in the
following table:
Field Mandatory / Description
Non-Mandatory

Notes Non-mandatory | Enter notes about the project.

Last updated by - The name of the person who has last updated the master group
ID details is auto populated.

Last updated on - The date and time when the master group ID details were last

updated is auto populated.

7.3 Creating Work Order Contract

The system allows you to create work order contracts for which the consultant estimate is in the Approved for
Contract stage.

Pre-requisite: The consultant estimate must be in the Approved for Contract stage. The procedure to create work order
contracts is described.
Steps:

1. In the module menu, click Delivery Contracts.

2. In the navigation pane, click Work Order. The Work Order List page is displayed.

3. Click New. The Work Order details page is displayed.

MASTER CONTRACT WORK ORDER BETWEEN

THE WISCONSIN DEPARTMENT OF TRANSPORTATION

AND AWARDED CONSULTANT FOR

Work Order Request No " Work Order Request Title *
Master Contract ID " Master Group ID
Awarded Consultant *: Consultant Estimate ID :
Work Order Number *: Work Order completion date *: None w
Region/Bureau : Contract Function
Staffing Contract *: [None hd

Prime Consultant Percent of :
Contract
Created Date : 02/06/2024
Created By : Shikha Vinodanandan
Last Update Date : 02/06/2024
Last Updated By :
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4. Enter information in the required fields. The fields are described in the following table.

Field

Mandatory / Description
Non-mandatory

Contract

Created By

Work Order Request No s
*

Master ContractID
Awarded Consultant *:
Work Order Number *:
Region/Bureau :

Prime Consultant Percent of :

: shikha Vinodanandan

Last Updated By

MASTER CONTRACT WORK ORDER BETWEEN
THE WISCONSIN DEPARTMENT OF TRANSPORTATION

AND AWARDED CONSULTANT FOR

Work Order Request Title *
Master Group ID
Consultant Estimate ID  :
Work Order completion date *: [None v
Contract Function :
Staffing Contract *: [None v

Created Date : 02/06/2024

Last Update Date : 02/06/2024

Work Order Request No Mandatory To select the required work order request number:

1. Click| - .The Select Work Order Request dialog box is
displayed listing all the work order requests of the master
contract for which the consultant estimate is approved for
contract.

2. Select the required work order request and click Select. The
values in the Work Order Request Title, Master Contract ID,
Master Group ID, Awarded Consultant, Consultant Estimate
ID, Solicitation ID, Solicitation Month and Year, and Projects
are displayed.

Work Order Request Title - The value in this field is auto populated when the Work Order

Request No is selected. The title of the work order request is
displayed.

Master Contract ID

- The value in this field is auto populated when the Work Order
Request No is selected. The unique ID of the master contract to
which the work order request is associated is displayed.

Master Group ID

- The value in this field is auto populated when the Work Order
Request No is selected. The unique ID of the master group to
which the work order request is associated is displayed.

Awarded Consultant - The value in this field is auto populated when the Work Order

Request No is selected. The name of the consultant who is
assigned with the work order request is displayed.

Consultant Estimate ID - The value in this field is auto populated when the Work Order

Request No is selected. The unique ID of the consultant estimate
associated with the work order request is displayed.

Work Order Number - The work order number is auto generated when the work

order contract record is saved.

Work Order Completion Date | Non-Mandatory | From the drop-down calendar, select the completion date of the

work order.

Region/Bureau

- The region/bureau will be auto populated based on the selected
Work Order Request

Solicitation ID

- The value in this field is auto populated when the Work Order
Request No is selected. The unique ID of the Solicitation of the
master contract associated with the work order request is
displayed.

Solicitation Month and Year - The value in this field is auto populated when the Work Order

Request No is selected. The solicitation month and year of the
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master contract associated with the work order request is
displayed

Created By

- Displays the username of the user creating the record.

Created Date

- Displays the date when the work order contractis created.

Last Updated By

- Displays the username of the user who last updated the record.

Last Update Date - Displays the last time the record was updated.

The Projects section displays all the projects associated with the selected work order request.

Projects

Project ID | Project Title | Limits | Route | Regicn | County

S102-

10-40 Project 31021040  Test Test Morth Cenfral Regi CITY OF ADAMS {

5. In the Description of Services section, enter description about the services associated with the contract.

Description of Services :

A

6. In the WisDOT Department Representative section, perform the following steps to add WisDOT department
representative details.

WisDOT Department Representative

Conta:

ct Name | Title | Work Address | Email | Telephone

Mo records to display.

Add

Edit Delete

7. Click Add. The New WisDOT Department Representative dialog box is displayed.

Contact Name

Title : |Project Manager

Work Address

Email *

Telephone :

Save Cancel

y

8. In the Contact Name field, perform the following steps to select the contact details:

a.
b.

Click | ... The Select WisDOT Representative dialog box is displayed.

Select the required contact details and click Select. The Work Address, Email, and Telephone details of
the selected contact are displayed.

In the Title field, enter the title of the selected contact.

Click Save.
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9.

In the Consultant Representative section, perform the following steps to add consultant representative details.

Consultant Representative

Contact Name

| Waork Address

| Email | Telephone

Mo records to display.

Add | Edit Delete

10. Click Add. The New Consultant Representative dialog box is displayed.

Contact Name

Work Address

Email

Telephone

Save

Cancel

y

a.

Enter information in the required fields. The fields are described in the following table.

Field

Mandatory /
Non-mandatory

Description

Contact Name

Non-mandatory

Enter the name of the consultant representative.

Work Address Non-mandatory | Enter the work address of the consultant representative.
Email Non-mandatory | Enter the e-mail address of the consultant representative.
Telephone Non-mandatory | Enter the telephone number of the consultant representative.
b. Click Save.
11. Provide information in the required fields as described below.
Field Mandatory / Description

Non-mandatory

Consultant Services to be
performed at Departments
office located at

Non-mandatory

Enter the location details of the department office where the
consultant services are to be performed.

Deliver Project Documents to

Non-mandatory

Enter the delivery details of the project documents.

Compensation for all services
provided by CONSULTANT
under terms of the contract
shall be for an amount not to
exceed in $

The field displays the total amount of all the projects, defined
on the Consultant Estimate page in the Projects (in scope
excluding if authorized) section.

Note: The total amount displayed in the field inclu

des both prime consultant and sublet consultant projects.

If Authorized, Contract
Amountin$

The field displays the total contract amount of all the projects
defined on the Consultant Estimate in the Projects (If
authorized) section.

Note: The total amount displayed in the field inclu

des both prime consultant and sublet consultant projects.

Redistribution Contract

Non-mandatory

From the drop-down list, select Yes or No to indicate if thisis a
redistribution contract.

12.
13.

In the Attachments section, upload images and files relevant to the construction fair package.
Click Save. The new Work Order Contract is created and is in the Draft workflow stage.
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7.4 Workflow for Work Order Contract

The workflow table below describes the stages involved in the Work Order Contract.

Current Stage Action Workflow Status Comments
(New Stage)
Draft Submit for Submitted for The work order contract is submitted to the
Consultant Review Consultant Review consultant for review.
Submitted for Request to Revisit Draft -
Consultant Review Reviewed Reviewed by
Consultant
Reviewed by Redraft Submitted for -
Consultant Consultant Review
Submit for Approval | Submitted for Approval
Submitted For Approve Approved -
Approval Deny Denied
Denied Redraft Submitted for Approval| -
7.4.1 Viewing Basis of Payment Details of the Work Order Contract

The system allows you to view the break-up cost details of direct labor cost, direct cost, indirect cost, and
fixed fee cost that are in scope for each basis of payment associated with a work order contract.

Steps:

1. Inthe module menu, click Delivery Contracts.
2. Inthe navigation pane, click Work Order. The Work Order List page is displayed.

Menu Favorites

B ) Delivery Contracts
B Master Contracts
[ Regular Contracts
[5 work Order

i & Master Group ID

(2 Recent Contracts

Home
Projects

Solicitation

kA

Delivery Contracts

Work Order List
(= JJ it =] Status Help @ “ Customize List g [ Manage
t2laf oo view ¥ Assoclate 3 Show Pending On User(s) | 2= Excel Export - T Add
New History Reports ~None-
' Delete 27 Workflow User(s) [ Select Actions - - -~ Jdear
GENERAL WORKFLOW OTHERS FILTERS
[] | Consultant Estimate I Awarded Consultant Master Contract ID Project ID(s) | Work Order Number | Solicitation ID Region/Bureau
! |7 |7 | || || || |7
| O  cewor2103-3826 M06972463 1000-01-10 wos. BTS04 North Central Reg...
O  cewor-2102-3820 M06972444 0056-01-01 wos BTS-02 DTIM- Bureau of ...
[J  cEwoR-1998-3572 M06972468 8050-00-02 woz BTS04 Northwest Region
[ cewor-2011-3599 M06970294 1021-03-10 wo1z BPD-01 Northwest Region
[ cewor-2091-3782 M06372445 0056-01-01 was. 87503 Bureau of Structu...
(o] EEJMOD aann coaa ———————lGEETI A BOEE D na —l, SIcoo B Eaamie

3. Select a work order for which you want to view the break-up cost based on basis of payments and then click

View or Edit.

4. In the navigation pane, expand the selected Work Order folder, and then click Basis of Payment. The Basis
of Payment list page is displayed. The information displayed is described in the following table.

Menu Favorites Basis of Payment
Bl #]Edic l? L customize List g [} Manage
View 2% Excel Export - Add
El i) Delivery Contracts b e P! Nome— ©
i~ B Master Contracts = - Clear
2 Regular Contracts GENERAL OTHERS FILTERS
E‘ ) work Jreer ‘ (] | Consultant Name | Prime/Sub ‘ Tier Basis of Payment Subcontracted by Contract Function Description of service
! B33 WOR-2020
: [T Basis of Payment 7| || |7 | K4l || |7 kdl
‘ Master G D
= MasterGroup « ~ Original Contract
() Recent Contracts
D Prime Tier 0 Actual Cost Plus Fi... Design Services
f? Home
E Projects
& Solicitation
I;- E; ;;E E;;tract I
Amount in $ Actual Costs to the PRIME CONSULTANT up to (in ) Fixed fee (in $) | Project List WorkflowStatus
|5 | || | 5| |5 | |5 |
59,659.00 56,034.00 3,625.00 Draft
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Column

Description

Consultant Name

Indicates the name of the consultant firm.

Prime/Sub Indicates whether the consultant firm is a prime consultant or a subconsultant
firm.
Tier Indicates the hierarchical level of the consultant. For example, Tier 0O

indicates that the consultant firm is a prime consultant, Tier 1 indicates that
the consultant firm is a subconsultant firm for prime consultant, and so on.

Basis of Payment

Indicates the basis of payment of the associated cost.

Subcontracted By

If the consultant is a sub, this field will populate the prime consultant.

Contract Function

Indicated the function of this contract.

Description of Service

A brief description of the services provided.

Amount in $

Indicates the total cost associated with direct labor cost, direct cost, indirect
cost, and fixed fee for the selected basis of payment.

Actual Costs to the PRIME
CONSULTANT up to (in $)

Displays the costs associated with the prime consultant for this contract.

Fixed Fee (in $)

Displays the total fixed fee for this contract.

Project List

Displays the project ID with which this contract is associated with.

WorkflowStatus

Indicated the status of the contract.

Note: Select a record and click View to view the details of the basis of payment record.

7.5 Submitting DT25 form for Approval

The regular and master contracts that exceed the total contract value of $3000 is approved by the
Secretary and Governor. The DT25 form consisting of the contract details that is submitted for approval

to the Secretary and Governor.

Steps:

1. Inthe module menu, click Delivery Contracts.
2. Inthe navigation pane, click Master Contracts or Regular Contracts, whichever has a contract that must be

submitted for approval.

3. Select the contract record for which the contract value exceeds $3000 and click Edit.

Menu Favorites

5. £3 Contracts

| Master Contracts
Regular Contracis
| Work Order
| Master Group ID
- [_) Recent Contracts

Regular Contract

(=& E =
L) v :-h L [=] Status Help

»| View B3, Associate Select Actions -
New £ History _ -
.'x,‘ Delete 20 Workflow User(s)
General Workflow

| ‘ Contract Number Awarded Prime Consultant Original

| | v |

(| RC-1204-01 HCL

4

4. In the navigation pane, expand the selected contract record folder, and then click Recommendation to Governor.

The Recommendation to Governor for Contract and Bond Approval page is displayed.

on to Governor for Contract And Bon.
o E] [ subemit for Approval

Bor

: RC_Test-DT25
Record ID

Let Proposal Number : R7?-2 Organization Division

Prime Consultant/Contractor : Braining Firm Inc.
WisDOT Confidential Estimatein s :
® | Home

Selection Type : Request for Proposa

Contract Approval Date * : None

Date Awarded * : None

5. Enter information in the required fields. The fields are described in the following table.
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Field

Mandatory /
Non-mandatory

Description

Recommendation to Governor
Record ID

Let Proposal Number

Prime Consultant/Contractor
WisDOT Confidential Estimate in $:
Selection Type

Contract Approval Date *

Date Awarded *

: REP-2

None

: [Mone

I RC_Test-DT25

Created By @ Shikha Vinodanandan
Created On : 02/06/2024
Contract ID : RC_Test

* Braining Firm Inc.

: Request for Proposal

W

W

. *
Recommendation to Governor :
Record Title

- . P *
Organization Division :
. *
Created by User Title :
: Bureau of Business Services

Region/Bureau

Type of Contract *:

Contract Amountin$ :

Bond Required : Mo w

Date Let : Mone v

Recommendation to
Governor ID

The unique ID of the DT25 record is auto populated.

Recommendation to Mandatory Enter a title for the DT25 record.

Governor Record Title

Let Proposal Number - The LET Proposal Number of the DT25 record is auto populated.

Organization Division Mandatory To select the organization division associated with the DT25 record:

1. Click | .. and the Select Organization Division dialog box is
displayed. For availability of options in the dialog box,
organization divisions must be defined in the Organization
Division catalog of the library.

2. Select the required organization division and click Select.

Created By - The name of the person who has created the DT25 record is auto
populated.

Created On - The date when the DT25 record was created is auto populated.

Created by User Title Mandatory Enter the title of the person who has created the DT25 record.

Contract ID - The unique ID of the contract is auto populated.

Region/Bureau - The region/bureau is auto populated.

Prime Consultant/Contractor | - The consultant is auto populated.

Type of Contract Mandatory To select the type of contract associated with the DT25 record:

1. Click| .. and the Select Type of Contract dialog box is
displayed. For availability of options in the dialog box, type of
contracts must be defined in the Type of Contract catalog of
the library.

2. Select the required type of contract and click Select.

WisDOT Confidential - The WisDOT confidential estimate number associated with the

Estimatein $ project is auto populated.

Contract Amountin $ - The total contract value is auto populated.

Selection Type - The selection type is auto populated.

Contract Approval Date Mandatory This field is displayed only for the regular contracts. From the
drop-down calendar, select the date when the contract was
approved.

Solicitation Month and Year | - The solicitation month and year is auto populated.

Date Awarded Mandatory This field is displayed only for the regular contracts. From the
drop-down calendar, select the date when the contract was
awarded to the consultant.

Bond Required Mandatory From the drop-down list, select Yes or No to indicate if a

bond is required for the contract or not.
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Date Let Mandatory This field is displayed only for the regular contracts. From the
drop-down calendar, select the let date of the contract.

Note: The Projects section is displayed only for the regular contracts. The section lists the projects associated with the
contract.

Projects
Project ID | Project Title | Route | Contract Amount for Project
1001-01-10 MNew Bridge Construction HWY 23 8720.00
1001-01-30 MNew Bridge Constructicn HWY 24 58&60.00

6. Enterinformation in the fields described below.

Field Mandatory/ Description
Non-Mandatory

Project Requested By or
Purposz : =

Work Congists of : *

Consequences if not approved : *

Project Requested by or Mandatory Enter details about the project.

Purpose

Work Consists of Mandatory Enter work details of the contract.

Consequences if not Mandatory Enter details about the result or effect if the contract is not
approved approved by the Secretary and Governor.

7. In the Project Funding Percentages section, perform the following steps to add funding details for the project.

Project Funding Percentages

State ID | Fund Type | Funding Percentage Value | Funding in $

Mo records to display.

Add || Edit Delete

a. Click Add. The New Project Funding Percentages dialog box is displayed.

State ID * v

Fund Type * L

Funding Percentage Value 0.00]
Funding in % * 0.00

Save Cancel

Y
b. Enter information in the required fields. The fields are described in the following table.

Field Mandatory/ Description
Non-Mandatory
State ID Mandatory From the drop-down list, select the state ID.
Fund Type Mandatory From the drop-down list, select the required fund source type. For

availability of options in the drop-down list, fund source types
must be defined in the Fund Source Type catalog of the library.
Funding Percentage Value Non- Enter percentage of the contract value that will be funded by the
mandatory selected fund type.
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Funding in $

Mandatory

Enter the contract amount that will be funded by the selected fund
type.

8. Click Save.

Note: The total of Funding Percentage Value should be 100% for each of the projects associated with the selected contract
and the Funding in $ should add to the total Contract Amount.

9. In the Workflow group, click Submit for Approval. The WisDOT — Masterworks dialog box is displayed. Enter
required information and then click OK. The record is sent to the Secretary for approval. Once the Secretary
approves the DT25 form, it is sent to the Governor’s office for approval. Alternatively, the Secretary can click
Redraft to redraft the form.

7.6 Viewing Basis of Payment Details

The system allows you to view the break-up cost details of direct labor cost, direct cost, indirect cost, and fixed fee cost
that are in scope for each basis of payment associated with a regular contract.

Steps:

1. Inthe module menu, click Delivery Contracts.

Menu Favorites

= 33 Delivery Contracts
[ Master Contracts
B work Order

w [0 Master Group ID
) Recent Contracts

{® | Home

E Projects
d Solicitation

\E. Delivery Contracts

Regular Contract

LA

New History
x] Delete

£3]
[
&

GEMERAL

Il | Consultant Estimate ID

[=] Status
By, Associate

Help

. Show Pending On User(s)

::.'iWorkﬂow User(s) (] Select Actions

SelectedConsultant

WORKFLOW

Contract Number

|5 |

| |

||

CE-SE-01-3817

234243214

2. Select a contract for which you want to view the break-up cost based on basis of payments and then click View or

Edit.
Home Contracts
Menu Favorites Basis of Payment »
)| 1) b | Edit i 59 T Modity Form  [5] Excel Import / Export + W ~] Manage
£ () Contracts £ View n’“ L, Customize List s o Aad
Master Contracts PR Expression List <7 Clear
-+ ‘) Regular Contracts " - »
5 3 CON-202 Genersl Others Filters
Basis of Payment Consultant Name Prime/Sub Tier Basis of Payment Amount in §
o725 1
Work Order g ¥ o
Master Group ID
Rk G “:’ Global Tech Enginearing Lid Prime Tier 0 Speciic Rate 133560
= ) Recent Contracts
Global Tech Engneering Ltd Prime Tier 0 Lump Sum 5908.09
RMZ Growp Suo Tier 1 Speciic Rate 61875
RMZ Grewp St Tier 1 Lump Sum 432154
Cricks Umpire Constroctions Lid Sub Tier 1 Spectic Rate 171875
Cricki Umpire Constructions Lid Sed Ter 1 Lump Sum 5664 18
RMZ Growp Sub Tier 2 Speciic Rate 4684 80
¥ | Homa RMZ Growp S Tier 2 Lump Sum 210117
[ | Proeas RMZ Group Sub Toer 2 Cost Pee Unt 100.00
Solicitation
s Chalet Su Tier 2 Specsic Rate 42228
N | Contracts
Chalet S Tier 2 Spechc Rate 100 00
gl | Loy
& | Adminsiration wllo o lin liw Page £ of 1

3. Inthe navigation pane, expand the Regular Contracts folder, and then in the selected contract folder, click Basis of
Payment. The Basis of Payment list page is displayed listing the break-up of costs based on basis of payment. The
information displayed is described in the following table.

Column Description

Consultant Name Indicates the name of the consultant firm.

Prime/Sub Indicates whether the consultant firm is a prime consultant or subconsultant firm.

Tier Indicates the hierarchical level of the consultant. For example, Tier 0 indicates that the
consultant firm is a prime consultant, Tier 1 indicates that the consultant firm is a
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subconsultant firm for prime consultant, and so on.
Basis of Payment Indicates the basis of payment of the associated cost.

Amountin $ Indicates the total cost associated with direct labor cost, direct cost, indirect cost, and
fixed fee for the selected basis of payment.

Note: Select a record and click View to view the details of the basis of payment record.
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8. Contract Amendment

If there are any changes in approved regular contracts, master contracts, and work orders, the changes can be made

by am
negot
going

The st

ending the contracts. A user may be negotiating more than one amendment on the same contract at a time. When
iating, there is not a contract amendment number assigned. Only one Contract Amendment can be created and
through the formal approvals. Once that amendment is "Approved,"” the next Contract Amendment can be started.

eps to amending a contract is dependent upon the sort of amendment required. There are four main types of

contract amendments.

1.

w

Note:

Update Contract: The contract needs to be changed for any reason other than updating the completion date or
discontinuing the contract. This is the most common type of amendment.

Update Contract Completion Date: The only item changing on the contract is the completion date.

Cancel Contract: The contract needs to be discontinued and NO payment has been or will be made to the consultant.
Terminate Contract: The contract needs to be discontinued and payment has been or will be made to the
consultant.

Terminate Contract is rarely used.

When the type of amendment is Update Contract or Terminate Contract a contract amendment estimate is needed. Follow
the steps in section 8.1 to create a contract amendment estimate. If the type of contract amendment is Update Contract
Completion Date or Cancel Contract, an estimate for the amendment is not needed. Jump to section 8.2 and follow the

steps to

Creating a Contract Amendment.

8.1Creating and Approving a Contract Amendment Estimate

8.1.1 Creating a WisDOT Contract Amendment Estimate
Steps:

1. Inthe module menu, click Solicitation.

2. Inthe navigation pane, under the Negotiation folder, click WisDOT Estimate. The WisDOT Negotiation Estimate List
page is displayed.

3. Select the New button. This will display a new tab titled WisDOT Estimate Details.

4. From the drop-down menu in the field titled Select Source, choose option WisDOT Estimate for Amendments.
Click the three dots button next to the Contract Number/WO Number field. A new window will open. Use the
filters as necessary to select the contract that is being amended. Click the Select button. This will populate the
WisDOT Estimate Details form with the associated information.

6. Confirm the Contract Type and Fixed Fee % fields are correct. Adjust if needed.

7. Verify the auto populated fields are correct. Fill in all required fields that have not been auto populated. Required
fields have a red asterisk. Complete all optional fields as needed. See the following table for explanation of fields
and actions that aren't auto populated.

Field Mandatory / Description

Non-mandatory

WisDOT Negotiation Estimate | Mandatory Type in a unique name for the amendment.

Title

Contract Amendment Reason | Mandatory Select an Amendment Reason by clicking the three dots button
next to the field. Use the filters as needed to find the reason and
click the Select button.

Comments Optional Enter in any further notes on why the amendment is needed.

8. Update or Review the Projects sections. Review the Projects (IN SCOPE EXCLUDING IF AUTHORIZED) and Projects

(IF AUTHORIZED) sections. Use the Add and Delete buttons as necessary to update the information.
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9. Select the Save button in the tool bar at the top of the screen. The current tab will close and will be navigated back
to the WisDOT Negotiation Estimate List.
10. Find the amendment estimate that was just created in the list. Select it and click the Edit button in the tool bar at the
top of the screen.
11. Under the navigation pane, select the plus sign next to the WisDOT Estimate ID to expand the folder. Select the
Amendment file. This will open a new tab titled WisDOT Negotiation Project Estimate Details.

>

— /g ™.
MASTE HWORK; \, }“
Home > Solicitation > IE-CE

Menu Favorites WisDOT Estimate Details

(=& 0

Solicitation Package List Cancel

Solicitation List

Construction Fair Packages GENERAL
Construction Fair

B 2 Negotiation

Negotiation Notes Select Source = WisC
WisDOT Estimate Amef
= [0 Consultant Estimate Contract Number/ WO Number *: 140
s & ) 1E-CE-XXXXX -A-T
—’ L DXOO0XXXXXXXXN - R-XXX, SEC WisDOT Negotiation Estimate ID : |E-CH
i 3NXA-XAXXX H
- () Non Formal Solicitation Title " July ]

12. Inthe Description field provide a description of services and the reason for the amendment.
13. There are five tabs at the top of the page. Go through each and update the amendment estimate with the desired
changes. Follow the steps below to complete this.

—— Ay N
MASTEHWORK; \; ‘;
Home > Solicitation > IE-CE- A1 >0 N-R W, 6 Q 9 G @
Menu Favorites WisDOT Negotiation Project Estimate Details Direct Labor Cost Direct Cost Fixed Fee ndirect Cost Risk

|+ | 1= || L) =i

NOTE: If the amendment is to modify an existing Direct Labor Cost task or Direct Cost that already is part of the current
contract, select the Modify Current buttons on the appropriate tabs.
o Direct Labor Cost
i. Modifying an existing task on the current contract (This is the most common)
1. From the Direct Labor Cost tab, select the New button, then Modify Current from the drop down.
2. The Select Tasks dialog box will open. Check the box next to the task that needs to be modified and
click the Select button.
3. Click Modify Current (or Add, as applicable) under the Resources in Amendment table. The Resource
dialog window will open.
4. Select the resource to be added from the list and click Select. The resource will appear in the
Resources in Amendment table. Click into the table to edit each field highlighted in yellow.
5. Select Save & Back in the tool bar at the top of the page.
e Adding a task that is not on the current contract for either the prime or the sub

1. From the Direct Labor Cost tab, select the New button, then Add Multiple from the drop down.

2. Select the Add button. A new window will open. Use the filters as needed to find the desired task to be
added. Check the box next to the task and click the Select button.

3. Click Add under the Resources in Amendment table. The Resource dialog window will open.

4. Select the resource to be added from the list and click Select. The resource will appear in the
Resources in Amendment table. Click into the table to edit each field highlighted in yellow.

5. Select Save & Back in the tool bar at the top of the page.

e For further information on adding direct labor cost tasks, refer to Adding a direct labor cost task, on page
81 of this manual.
e Direct Cost
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1. Follow the steps starting on page 86 of this manual for further instructions on how to add a new direct cost
line Item.
¢ Fixed Fee
i. Follow the steps starting on page 87 of this manual for further instructions on how to add details to the
Fixed Fee tab.
o Indirect Cost
i. Follow the steps starting on page 88 of this manual for further instructions on how to add details to the
Indirect Cost tab.
14. Navigate to the WisDOT Negotiation Project Estimate Details Tab. Upload documents as needed. Review the page
for accuracy. Select the Save button in the tool bar at the top of the screen.
15. Return to the WisDOT Negotiation Estimate List. Find the amendment estimate in the list and select it. Click Mark
as Current button in the tool bar at the top of the screen. The consultant estimate can now be created.

8.1.2 Creating a Consultant Contract Amendment Estimate

Steps:
1. Inthe navigation pane, under the Negotiation folder, click Consultant Estimate. Select the New button. This will
display a new tab titled Consultant Estimate Details.

2. From the drop-down menu in the field titled Select Source, choose option Consultant Estimate for Amendment
Negotiations.

3. Click the three dots button next to the Contract Number/WO Number field. A new window will open. Use the
filters as necessary to select the WisDOT amendment estimate that was just created. Click the Select button. This
will populate the WisDOT Estimate Details form with the associated information.

4. Confirm the Contract Type and Fixed Fee % fields are correct. Adjust if needed.

Verify the auto populated fields are correct. Fill in all required fields that have not been auto populated. Required
fields have a red asterisk. Complete all optional fields as needed. See the following table for explanation of fields
and actions that aren't auto populated.

Field Mandatory / Description

Non-mandatory

Consultant Estimate Title Mandatory Type in a unique name for the amendment.

Negotiation Submission Due | Mandatory From the drop-down calendar, select the amendment estimate
Date should be returned to WisDOT.

Contract Amendment Reason | Optional Select an Amendment Reason by clicking the three dots button

next to the field. Use the filters as needed to find the reason and
click the Select button.
Comments Optional Enter in any further notes on why the amendment is needed.

6. Update or review the Projects sections. Review the Projects (IN SCOPE EXCLUDING IF AUTHORIZED) and Projects (IF
AUTHORIZED) sections. Use the Add and Delete buttons as necessary to update the information.

7. Nextto the DBE Goal on Project field, select an answer from the drop down. This drop down defaults to No. If the
answer is something else (a rare occurrence), contact consultant services for further assistance.

8. Complete the Attachments section. This section is optional and should be used to provide supporting documentation
to explain the amendment. Use the Link Document or Upload Document buttons as needed to upload the
supporting documentation.

9. Select the Save button in the tool bar at the top of the screen, then the Scope Finalized button. The estimate has now
been sent to the consultant for review. They will receive an email notifying them that there is an item for review in
Masterworks.
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8.1.3 Reviewing and Approving a Contract Amendment Estimate

Once the amendment estimate has been published by the consultant, the WisDOT user who marked the estimate as
“Scope Finalized” will receive an email notification.

1.

Under the Solicitation module, open the Negotiation folder in the navigation pane by clicking the plus sign next to
the folder. Select the Consultant Estimate file.
Find the newly published consultant amendment estimate in the list and select it so it is highlighted yellow. Click the
Edit button in the tool bar at the top of the screen. Review and confirm any changes made to the estimate by the
consultant.
If more changes need to be made, follow the steps on page 200 of this manual. If no further adjustments are
needed, navigate back to the Consultant Estimate List tab.
In the tool bar at the top of the page click Select Actions. From the drop down, select one of the following:
o Negotiation Complete

This is to be used when there is an internal agreement and no further adjustments to the estimate are needed.
e Back to Scope Finalized

This is to be used when the estimate needs to be adjusted by the consultant again.
e Redraft

This should be used when adjustments need to be made by WisDOT staff or the negotiations need to be paused.
When Negotiation Complete has been selected, a new window will open. Add any final notes or upload any final
documents as needed. Select Ok when finished.
Email notifications will be sent to both WisDOT staff and the consultant. The page will refresh.
In the tool bar at the top of the screen click the Select Actions button. From the drop down, select one of three
options.
e Approved for Contract

To be used when all negotiations are finalized, and a contract amendment should be created.
¢ Send Back to Publish

To be used to return the contract amendment to a Published status.
e Cancel

To be used when it is decided that the estimate should be discontinued.
When the Approved for Contract option is selected a new window will open. The opportunity to leave notes and
upload documents is allowed. Add as needed. Select the Ok button when finished. Email notifications will be sent
to both WisDOT staff and the consultant.

8.2 Creating a Contract Amendment

8.2.1 Creating a Contract Amendment for Updating a Contract Completion Date or Canceling a Contract

Steps:

1.
2.

In the module menu, click Delivery Contracts.

In the navigation pane, under the Delivery Contracts folder, click Regular Contracts. The Regular Contract List page
is displayed. If it is a work order or master contract that is being amended, select the appropriate contract type.
Find the contract in the list, using the filters as needed. Select the contract needing to be amended and then click
View.

In the navigation pane, select the plus sign next to the Contract ID to expand the folder. Select the Contract
Amendment file. This will open a new tab titled Contract Amendment Request.

Click New. A blank amendment form will populate.
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Home

Menu

=} = Delivery Contracts

- [ Master Contracts
B =) Regular Contracts
B 14

000

Basis of Payment
Recommendation to Governor
Motice To Proceed InScope
Motice To Proceed Ifauthorized
Current Contract

Contract Amendment Q

- [ Work Order
- [ Master Group 1D
) ) Recent Contracts

Contract Amendment Request

= ©

save Cancel  History

i Submit for
Ll Cancel

GEMERAL WORKFI

Selicitation 1|

Original Contract Amountin

If Authorized, Contract Amoun
in

Current Contract Amountin

6. Fillin all required fields. Required fields have a red asterisk. Complete all optional fields as needed. See the
following table for explanation of fields and actions.

Note: The Select Amendment Type field determines what other fields populate and if they are required. Although the
Update Contract and Terminate Contract appear as options, they cannot be used at this time.

Field Mandatory / Description
Non-mandatory
Select Amendment Type Mandatory From the drop down select one of the following:
1. Update Contract Completion Date:
To be used when only the contract completion date needs to be
updated.
2. Cancel Contract:
To be used when the contract needs to be discontinued and NO
payment has been or will be made to the consultant.

Contract Amendment Title Mandatory Type in a unique name for the amendment.

Contract Amendment Reason | Optional Enter a brief description of why an amendment is needed. NOTE:
This field is auto populated for amendment type Amendment
Completion Date.

New Contract Completion Mandatory From the drop-down calendar, select the contract

Date amendment date. (If applicable)

Contract Function Mandatory This field will auto populate based on the contract function stated
on the original contract. Confirm the function listed is correct or
uses the following steps to update.

9. Select the three dots next to the field and choose the
associated contract function from the list.
10. Click the Select button.
Governor's Approval Required| Not Used This field is currently not in use and should be left unchecked.

7. Complete the Projects section. This section will auto populate with the projects associated with the contract. To
edit the account code for a project, use the following steps.
e Select the project line item, then click Edit.
e A new window will open. Click the button with the three dots and select the desired account code. Select

Save.

Note: The account code rarely needs to be updated.

8. Review and edit if needed the WISDOT Department Representative section and the Consultant Representative
sections. These two sections function the same. Each section should populate with the same information from the
original contract or most recent amendment. Use the buttons at the bottom of the section to Add, Edit or Delete a

contact person.

Note: The WISDOT Department Representative and the Consultant Representative rarely needs to be updated.
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e To Add a contact person:

a. Click the Add button. This will open a new window.

b. Click the button with the three dots next to the Contact Name field. This will open a new library of contact
people. Filter as need be and select the desired representative. If the representative is not listed, contact
Consultant Services at WisDOTmasterworks@dot.wi.gov for further assistance.

c. Click the Select button, then the Save button.

e To Edit a contact person:
a. Select the contact person line you wish to edit so it is highlighted. Then click the Edit button. This will
open a new window.
b. Click the button with the three dots next to the Contact Name field. This will open a new library of
contact people. Filter as need be and select the desired representative. Click the Select button.
c. Click the Save button.
e To Delete a contact person:
a. Select the contact person line you wish to delete so it is highlighted. Then click the Delete button. This
will open a new window.
b. Click Okay to remove the contact person or Cancel to leave as is.
6. Fillin the Comments box as needed. This space is provided to allow for further explanation of any changes made to
the contract contact persons.
7. Complete the Attachments section. This section is optional and should be used to provide supporting
documentation to explain changes made to the completion date or reason for canceling the contract. Use the Add,
Edit, View, and Delete buttons as needed to upload the supporting documentation.

Note: The only uploaded or linked document types that Masterworks currently supports are PDFs.

8. Select Save in the tool bar at the top of the screen to save as a draft or select Submit for Consultant Review to
send the contract to the consultant contact person for their review.

Contract Amendment Request

] @ L L Submit for Consultant Review
P R T G ———
Save fCancel History

A

Reports

GENERAL WORKFLOW OTHERS
*
Select Amendment Type : Cancel Contract Contract Number @ RC-
Contract Amendment Request : CA-3 Contract Amendment Title *: jikK
ID

8.2.2 Creating a Contract Amendment for Updating a Contract or Terminating a Contract

Steps:

1. Inthe module menu, click Delivery Contracts.

2. Inthe navigation pane, under the Delivery Contracts folder, click Regular Contracts. The Regular Contract List page
is displayed. If it is a work order or master contract that is being amended, select the appropriate contract type.

3. Find the contract in the list, using the filters as needed. Select the contract needing to be amended and then click
View.

4. Inthe navigation pane, select the plus sign next to the Contract ID to expand the folder. Select the Contract
Amendment file. This will open a new tab titled Contract Amendment Request.

5. Click New. A blank amendment form will populate.

6. Fillin all required fields. Required fields have a red asterisk. Complete all optional fields as needed. See the
following table for explanation of fields and actions.

Field Mandatory / Description
Non-mandatory
Select Amendment Type Mandatory From the drop down select one of the following:
e Update Contract
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e Terminate Contract

Consultant Amendment Mandatory Click on the button with the three dots next to the field. A new

Estimate ID window will open. Select the consultant estimate previously
created. Once selected, the form will populate with the associated
information.

Contract Amendment Title Mandatory Type in a unique name for the amendment.

Contract Amendment Reason | Mandatory Enter a brief description of why an amendment is needed.

New Contract Current Mandatory From the drop-down calendar, select the date that the project

Contract Completion Date should be completed by. (If applicable)

Contract Function Mandatory This field will auto populate based on the contract function

stated on the original contract. Confirm the function listed is
correct or use the following steps to update.
1. Select the three dots next to the field and choose the
associated contract function from the list.
2. Click the Select button.
Governor's Approval Required| Not Used This field is currently not in use and should be left unchecked.

7. Complete the Projects section. This section will auto populate with the projects associated with the contract. To
edit the account code for a project, use the following steps.
e Select the project line item, then click Edit. A new widow will open.
e Click the button with the three dots and select the desired account code. Select Save.
Note: The account code rarely needs to be updated.

8. Review and edit if needed the WISDOT Department Representative section and the Consultant Representative
sections. These two sections function the same. Each section should populate with the same information from the
original contract. Use the buttons at the bottom of the section to Add, Edit or Delete a contact person.

Note: The WISDOT Department Representative and the Consultant Representative rarely needs to be updated.
e To Add a contact person:
a. Click the Add button. This will open a new window.
b. Click the button with the three dots next to the Contact Name field. This will open a new library of contact
people. Filter as need be and select the desired representative. If the representative is not listed, contact
Consultant Services at WisDOTmasterworks@dot.wi.gov for further assistance.
c. Click the Select button and then click the Save button.

e To Edit a contact person:
a. Select the contact person line you wish to edit so it is highlighted. Then click the Edit button. This
will open a new window.

b. Click the button with the three dots next to the Contact Name field. This will open a new library of
contact people. Filter as need be and select the desired representative. Click the Select button.
c. Click the Save button.

e To Delete a contact person:
a. Select the contact person line you wish to delete so it is highlighted. Then click the Delete button.
This will open a new window.
b. Click Okay to remove the contact person or Cancel to leave as is.

9. Review the DBE Goal Set field. This is auto populated. If this field needs to be adjusted, contact consultant services
for further assistance. Thisis a rare occurrence.
10. Fillin the Comments box as needed. This space is provided to allow for further explanation of any changes made to
the contract contact persons.
11. Complete the Attachments section. This section is optional and should be used to provide supporting
documentation to explain changes made to the contract or reason for terminating the contract. Use the Add, Edit,
View, and Delete buttons as needed to upload the supporting documentation.
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Note: The only uploaded or linked document types that Masterworks currently supports are PDFs.

12. Select Save in the tool bar at the top of the screen to save as a draft or select Submit for Consultant Review to

send the contract to the consultant contact person for their review.

8.3 Reviewing and Approving a Contract Amendment

Steps:

1.

When the notification email is received that the consultant has reviewed the contract amendment, navigate to
Delivery Contracts in the module menu.

In the navigation pane, under the Delivery Contracts folder, click Regular Contracts. The Regular Contract List page
is displayed. If it is a work order or master contract that is being amended, select the appropriate contract type.
Find the contract in the list, using the filters as needed. Select the contract needing to be amended and then click
View.

In the navigation pane, select the plus sign next to the Contract ID to expand the folder. Select the Contract
Amendment file. This will open a new tab titled Contract Amendment Request.
In the tool bar at the top of the screen, click the Select Actions button. Select one of two options from the drop
down.

a. Redraft

To be used if the consultant is requesting a change or if any other change needs to be made.

b. Submit for Approval

To be used by the WisDOT Contract Specialist, when the amendment is deemed correct and the submission

timing is correct, they will submit for Approval.
Once the contract has been submitted for approval, the page will refresh. In the tool bar at the top of the screen,
click the Select Actions button. Select one of three options from the drop down.

a. Approve

To be used when the contract amendment is finalized, and no further actions need to be taken on it.

b. Redraft

To be used if further adjustments need to be made before the contract amendment should be finalized.

c. Cancel

To be used if the contract amendment should be discontinued.
When the contract amendment is in the Approved status, the contract amendment process is complete.
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9. Generating Reports

You can generate various reports that comprise information of various projects and enterprise reports that comprise
information on various modules. You can view selected information on the reports using filters. Additionally, you can
generate reports in different formats and print these reports. Availability of reports to generate and the information
displayed in the reports are based on the roles assigned to the user, and the projects the user is invited to.

9.1Enterprise Reports

You can generate enterprise level reports that comprise information of various projects. You can view selected
information using filters and generate reports in multiple report formats and print options.
Prerequisites
e You are invited to projects.
e You are invited to projects in the roles that have access permissions to the report.
Steps:
1. Inthe module menu, click Home.

Menu Favorites Report Gallery
= Report

- General

- [[] Enterprise Search
User Log-In Details Report
[ ) Motifications
| My Reports
] Online Users
- || Consultant\Contractor
[ [_) Enterprise Resource Management
- [1] Favorite Management
- [[] Sample Form
B ) Documenis
[ ) Recent Projects

Home
Projects
Solicitation
Contracts
Library

Administration

bol il f] e

2. Inthe navigation pane, click Enterprise Reports. The Report Gallery page is displayed listing the reports that can be
generated.

Double-click the required report.

Select the filter criteria to generate the report.

Click View Report. The report is displayed.

To print the report or view the report in various other formats, click Export, and then click the required option.

2 &

| XML file with report data |
CSY (comma delimited)
PDF

MHTML (web archive)
Excel

TIFF file
Word

ousWw
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9.2 Current Reports Available

You can generate contract reports that contain detailed information of that particular contract. You can view selected
information using filters and generate reports in multiple report formats and print options.

Below is the workflow to access the Basis of Payment Summary Report, which all other report workflows mimic.

Steps:

1. Select the Delivery Contracts module. Select Regular Contracts.
2. Select the contract for which you want to run the report.
3. Click Reports and then Basis of Payment Summary.

Menu Favorites

£+ £ Delivery Contracts
i 2 Master Contracts

F [El Regular Contractsl

[ work Order

; & Master Group ID
(1) Recent Contracts

Regular Contract

( =

3]

| H=| ] edit
L7 P view

New
‘x| Delete

‘GENERAL

Consultant Estimate ID

[=] Status

Eg Associate

[

Help

. Show Pending On User(s)

istory
:.".Wnrkflow User(s) [ Select Actions

SelectedC

WORKFLOW

onsultant

@ ]L]ICustomize List
B

Reports

Excel Import / Export ~

Contract Number ‘ I ® Basis of Payment Summaryl

7

7

T

g [ Manage
Add

“
Yclear

The following reports are available within the designated modules, all can be downloaded as PDF or Excel files.

Basis Of Contract
Basis Of Basis Of Payment Summary
Payment Payment Summary Cost Lines
Summary Summary (Orig + (Orig +
Module Report Name Cover Page | (Original) (Amends) Amends) Amends)
Basis Of Payment
Delivery Contracts Summary X
Contract Summary
Delivery Contracts Cost Line Report X
Current Contract
Details And Full
Negotiation
Delivery Contracts Summary X
Full Negotiation
Delivery Contracts Report
Original Contract
Delivery Contracts Details X X
Original Contract
Delivery Contracts Report X X
Original Contract
With Supporting
Delivery Contracts Documents X
Delivery Contracts Total Contract X
Total Contract With
Delivery Contracts Negotiation X X
Total Full
Delivery Contracts Negotiation Report
Amendment Details
Delivery With Supporting
Contracts/Amendment | Documents X X
Delivery
Contracts/Amendment | Amendment Report X X
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Full
Full Negotiation
Negotiation | Report
Standard Special Supporting | Report (Original +
Module Report Name Provisions | Provisions | Documents | (Original) Amends)
Basis Of Payment
Delivery Contracts Summary
Contract Summary
Delivery Contracts Cost Line Report
Current Contract
Details And Full
Negotiation
Delivery Contracts Summary
Full Negotiation
Delivery Contracts Report X
Original Contract
Delivery Contracts Details
Original Contract
Delivery Contracts Report X X
Original Contract
With Supporting
Delivery Contracts Documents
Delivery Contracts Total Contract
Total Contract With
Delivery Contracts Negotiation X X X X
Total Full
Delivery Contracts Negotiation Report X
Amendment Details
Delivery With Supporting
Contracts/Amendment Documents X X X
Delivery
Contracts/Amendment | Amendment Report X X

9.3 Other Reports

You can generate reports with different views for all the pages in Masterworks. You can use filters to view
specific information on reports. In addition to customized reports, two standard reports are available:

e List Page Report displays the list of all the records on the selected page.

e Details Report displays all the details of the selected record on a page.

Steps:

e To generate a customized report, perform the following steps:
1. Onthe required list page, in the Others group, click Reports.
2. Select the report that you want to generate.

e To generate a list page report, perform the following steps:

1. Onthe required list page, in the Others group, click Reports.
2. Click List Report.

e To generate a details report, perform the following steps:

1. Ontherequired list page, select the required form record.
2. Inthe Others group, click Reports.
3. Click Details Report.
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10. Attachments
10.1 Attaching a File to a Form

You can attach files to a form. You can also link a file in the document management folders to a form.

Steps:

e Toupload files to a form, perform the following steps in the Attachments section:
1. Click Add. The New Attachments window appears.
2. Click Upload Document. The Choose File to Upload dialog box is displayed. To upload a single file, click the

required file.

3. Alternatively, to upload multiple files, press CTRL, and then click the required files.
4. Click Open. The files are uploaded to the form and are displayed in the attachment grid.
5. In the Title column, enter the titles for the files attached.

e To link files in the Masterworks Documents folders to a form, perform the following steps:
1. Inthe Attachments section, click Link Document.
2. From the Folder drop-down box, select the required folder where the files exist. The list of files in that folder
are displayed.
3. From the list of files, select the required files.
Click OK.
5. The files are linked to the form and are displayed in the attachment grid. In the Title column, enter the titles for
the linked files.

b

10.2 Accessing Attached Files

Files attached to a form can be accessed from the list page of the form.
Steps:
1. From the navigation tree, click the required form. The form list page is displayed.
2. Inthetool bar, in the Other group, click Attachments. The attachments of all the forms are listed.
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