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A DBE TRACKING 

DBE TRACKING 

This window provides a system to track DBE payments and keep a history of 
payments to DBE subcontractors.  

GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

  

GROUP NAME 

Residency Project Manager 
(R) 

 

GROUP ID 

RESPRMAN 

 

    

    

    

REFERENCE NUMBER 

SiteManager Policy 905 

Control Directive 20000105 
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A DBE TRACKING 

DBE TRACKING 

REPORT LOCATION 

DBE Summary  Main Panel \ Contract Administration \ Oklahoma Reports 

\ Contract Specific Reports 

** Choose Contract then press DBE Payment List 

 

 Main Panel \ ODOT Custom Panel\ Contract Specific Reports \  

CIVIL RIGHTS  

** Please select a contract under Contract Specific Reports to Proceed 

     To DBE Payment List 

 

  

Note : Single Digit Subcontractor Number’s (SCN) Designate Subcontrac-
tors who’s work have been committed toward the contract DBE require-
ments 

Subcontract Window under Contract administration is inquiry only. 
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DBE TRACKING 
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A DBE TRACKING 

DBE TRACKING 

Entering in DBE into Sitemanager 

1. Generate Reports 

 a. Adds Reports from the Work Start Date to the Completion Date 

 b. Additional Reports beyond the completion date  

  1. added in the DBE Menu. 

 c. Final DBE added manually in DBE Menu. 

2. Add Date Received 

3. Change Report requirements, if necessary 

4. Add DBE payment Information 

5. Transfer information to Sitemanager Data Store. 

6. Calculate Discrepancies 

 a. Issue a Letter if discrepancies occur 

7. Send Final DBE to Regulatory Services. 
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A.1 DBE REPORT - GENERATE REPORTS 

DBE TRACKING 

This popup ask whether you want to view current data or 
process additional data for entry. 

Main Panel > Civil Rights > DBE Reports. 

1 
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Additional reports can be added from 
the DBE Menu 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 

    



 

IV CIVIL RIGHTS 

 PAGE 9 

NOTES 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

A.1 DBE REPORT - GENERATE REPORTS 

DBE TRACKING 
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A.2 DBE REPORT - RECEIVED ON DATE 

DBE TRACKING 

This window provides a system to track DBE payments and 
keep a history of those payments to DBE subcontractors 

ROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

  

    

The Calendar in the lower Left corner controls the Received On date and 
which month’s report is displayed. 

Report  Table on the Left uses the Work Begin Date as a starting point and 
the Completion Date as an end point 

Main Panel > Civil Rights > DBE Reports. 

2 
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GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 
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A.2 DBE REPORT - RECEIVED O DATE 

DBE TRACKING 

FIELD  

Received On Date Residency received The DBE report.   

**Discrepancies letter uses this date for Calculations 

FIELD  

Report Date Automatically Generated from Work Start Date 

Report 

 Required 

Check DWR ‘s for DBE on Site for that month. 

** Can be Overridden. 

Report Number Automatically Generated from Report Required. 

Computer Entry 
By: 

Automatically Generated from Logon. 

On Date Automatically Generated upon change in record. 
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A.4  DBE REPORT - AMOUNT PAID 

DBE TRACKING 

Entering Amount Paid  into DBE Form 

The Calendar will appear in the report panel for the Date Paid entry  

Main Panel > Civil Rights > DBE Reports. 

4 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 
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A.4 DBE REPORT - AMOUNT PAID 

DBE TRACKING 

FIELD  

Amount Paid this 
Month 

Residency enters the Amount received on the report 

Date Paid Residency enters the corresponding date on the report. 
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A.5 DBE REPORT - TRANSFER TO SUBCONTRACT WINDOW 

DBE TRACKING 

 Transfer to Subcontract Window 
5 

This procedure updates the Sitemanager amount to the Total Amount 

Main Panel > Civil Rights > DBE Reports. 

5 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 
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A DBE REPORT  

DBE TRACKING 



 

IV CIVIL RIGHTS 

 PAGE 16 

STEP 

USER 

SCREENSHOT 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

A.6 DBE REPORT - DISCREPANCY LETTER 

DBE TRACKING 

Creating Discrepancy Letter 
6 

From the Menu Choose SERVICES   

   Then Choose “Check for Discrepancies” 

 

If Discrepancies are present then the fol-
lowing will appear. 

Main Panel > Civil Rights > DBE Reports. 

6 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 
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A.6 DBE REPORT - DISCREPANCY LETTER 

DBE TRACKING 

Main Panel > Civil Rights > DBE Reports. 
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A.7 DBE REPORT - SEND FINAL TO REGULATORY SERVICES 

DBE TRACKING 

Send Final to Regulatory Services 
7 

From the Menu Choose DBE  

   Then Send Final to Reg. Services 

 

This generates an email and sends 
it to  all members in the regulatory 
Service Branch. 

Please fax or email original to  

Regulatory Services to Check 

Main Panel > Civil Rights > DBE Reports. 

7 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 
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A.7 DBE REPORT - SEND FINAL TO REGULATORY SERVICES 

DBE TRACKING 



 

IV CIVIL RIGHTS 

 PAGE 20 

OVERVIEW 

REFERENCES 

USER(S) FOR THIS PROCEDURE 
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B PAYROLL TRACKING 

PAYROLL TRACKING 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 

    

REFERENCE NUMBER 

SiteManager Policy 906 

Control Directive 19971114 

  

This window provides a system to track individual payrolls per company that 
are received. Also, provides a limited comment section. 
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B PAYROLL TRACKING 

PAYROLL TRACKING 

REPORT LOCATION 

Payroll List 
(Prime )  

Main Panel \ Contract Administration \ Oklahoma Reports 

\ Contract Specific Reports 

Payroll List 
(Subcontractor)  

Main Panel \ Contract Administration \ Oklahoma Reports 

\ Contract Specific Reports 

 Main Panel \ ODOT Custom Panel\ Contract Specific Reports \  

CIVIL RIGHTS \ PAYROLL 

** Please select a contract under Contract Specific Reports to Proceed 

  

 Main Panel \ ODOT Custom Panel\ Contract Specific Reports \  

CIVIL RIGHTS  

** Please select a contract under Contract Specific Reports to Proceed 
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B PAYROLL TRACKING DIAGRAM 

PAYROLL TRACKING 
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B PAYROLL TRACKING 

PAYROLL TRACKING 

Entering in Payroll into Sitemanager.  Project needs to be entered in either 
Payroll Verification or this system. If this system is to be used be sure 
Check list events are turned off. 

1. Generate Reports 

 a. Adds Reports 

  1. Search DWR’s for Start Date of each Contractor 

  2. Adds additional reports until completion date is assigned 

2. Add Date Received 

3. Change Report requirements, if necessary 

4. Change Payroll Ending Date 

5. Calculate Discrepancies 

 a. Issue a Letter if discrepancies occur 
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B.1 PAYROLL REPORT - GENERATE REPORTS 

PAYROLL TRACKING 

This popup askes whether you want to view current data or 
process additional data for entry. 

Main Panel > Civil Rights > Payroll Reports. 

1 
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GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 

    



 

IV CIVIL RIGHTS 

 PAGE 25 

NOTES 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

B.1 PAYROLL REPORT - GENERATE REPORTS 

PAYROLLTRACKING 
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B.2 PAYROLL REPORT - DATE RECIEVED 

PAYROLL TRACKING 

Recording when Payroll Reports have been Received 

The Calendar in the upper Right corner controls the Received on date 

Main Panel > Civil Rights > Payroll Reports. 

2 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 

    



 

IV CIVIL RIGHTS 

 PAGE 27 

ENTERED INFORMATION 

CHECKED INFORMATION 
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B.2 PAYROLL REPORT - DATE RECIEVED 

PAYROLL TRACKING 

FIELD  

Week Number Uses the Date Notice to proceed ( NTPD) is issued for the Week num-
bering System i.e. Week 3 is 3 weeks from the issuance of Work Order 

REPORT DATE Automatically Generated from Work Start Date 

REPORT 

 REQUIRED 

Check DWR ‘s for DBE on Site for that month. 

** Can be Overridden. 

Report Number Automatically Generated from Report Required. 

FIELD  

EEO Done Was a EEO done against this payroll  

Date Received Date Residency received The DBE report.   

**Discrepancies letter dated on this Date 
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B.3 PAYROLL REPORT - CHANGE REPORT REQUIREMENTS 

PAYROLL TRACKING 

Thru the menu you can change the data, in order to correct 
mistakes. 

Main Panel > Civil Rights > Payroll Reports. 

3 
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Here you can change whether or not a report is 
required 

Here you can change The Start Date or  

the Payroll period ending date. 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 
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B.3 PAYROLL REPORT - CHANGE REPORT REQUIREMENTS 

PAYROLLTRACKING 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  



 

IV CIVIL RIGHTS 

 PAGE 30 

STEP 

USER 

SCREENSHOT 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

B.4 PAYROLL REPORT - WEEK ENDING 

PAYROLL TRACKING 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESPRMAN Residency Project Manager 
(R) 

    

4 

The start date and the week ending can be changed for each contractor 
on the project.   

 First, choose the Contractor.  Press Select Button 

 Next, choose the date from the calendar on the Left.  

 Then, go to the Top Menu and choose Payroll.  

 Finally, choose the function you wish it to perform. 

Adjusting Week Ending Dates 

Main Panel > Civil Rights > Payroll Reports. 

4 
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B.5 PAYROLL REPORT - DISCREPANCY LETTER 

PAYROLL TRACKING 

Creating Discrepancy Letter 
5 

From the Menu Choose SERVICES   

   Then Choose “Check for Discrepancies” 

 

If Discrepancies are present then the fol-
lowing will appear. 

Main Panel > Civil Rights > Payroll Reports. 

5 
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SCREENSHOTS (CONTINUED ) 
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B.5 PAYROLL REPORT - DISCREPANCY LETTER 

PAYROLL TRACKING 

2 
Main Panel > Civil Rights > Payroll Reports. 
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B PAYROLL REPORT 

PAYROLL TRACKING 
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C CHECKLIST EVENTS DATES 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESAUDIT Residency Auditor (R) 

RESPRMAN Residency Project Manager 
(R) 

CONAUDIT Consultant Residency Audi-
tor (R) 

    

    

REFERENCE NUMBER 

SiteManager Policy 402.9, 402.10 

Control Directive 20000105 

  

The procedure detailing the comments needed to address EEO, Bulletin 
Boards, PR1391 



 

IV CIVIL RIGHTS 

 PAGE 35 

REPORTS 

NOTES 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

C CHECKLIST EVENTS DATES 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

REPORT LOCATION 
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C.1 WAGE RATE INTERVIEWS ( EEO) 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

Entering Wage Rate Interview (EEO) 

Main Panel > Contract Administration > CONTRACT RECORDS  

 >Checklist Event Dates 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESAUDIT Residency Auditor (R) 

RESPRMAN Residency Project Manager 
(R) 

CONAUDIT Consultant Residency Audi-
tor (R) 
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CHECKED INFORMATION 
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C.1 WAGE RATE INTERVIEWS ( EEO) 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

FIELD  

Projected Date Date Generated by Sitemanager based on information in Checklist 
Scheduled Events. For a list of Events, See Contract Activation Procedure 

FIELD  

Actual Date Actual Date of Interview 

Comments At a minimum, the following information needs to be added “ User ID of 
the interviewer.”  and the “name of the interviewee” 
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DESCRIPTION 

USER 

SCREENSHOT 
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C.2 BULLETIN BOARD 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

Entering information relating to Bulletin Board inspection 

Main Panel > Contract Administration > Contract Records  

 > Checklist Event Dates 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESAUDIT Residency Auditor (R) 

RESPRMAN Residency Project Manager 
(R) 

CONAUDIT Consultant Residency Audi-
tor (R) 
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ENTERED INFORMATION 

CHECKED INFORMATION 
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C.2 BULLETIN BOARD 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

FIELD  

Projected Date Date Generated by Sitemanager based on information in Checklist Sched-
uled Events. For a list of Events, See Contract Activation Procedure. 

FIELD  

Actual Date Date Board was inspected 

Comments At a minimum, the following information needs to be added “ User ID of 
the interviewer and a note of any discrepancies”  
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USER 

SCREENSHOT 
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C.3 SENT PR1391 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

Sent PR1391 

Main Panel > Contract Administration > Contract Records  

>Checklist Event Dates 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESAUDIT Residency Auditor (R) 

RESPRMAN Residency Project Manager 
(R) 

CONAUDIT Consultant Residency Audi-
tor (R) 

    

    



 

IV CIVIL RIGHTS 

 PAGE 41 

ENTERED INFORMATION 

CHECKED INFORMATION 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

C.3 SENT PR1391 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

FIELD  

Projected Date Date Generated by Sitemanager based on information in Checklist 
Scheduled Events. For a list of Events, See Contract Activation Proce-

FIELD  

Actual Date Date PR1391 was sent to contractor 

Comments At a minimum, the following information needs to be added “ User ID of 
the mailer and the method it was sent i.e. email, post office mail, etc.”  
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C.4 RECIEVED PR1391 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

Received PR1391 

Main Panel > Contract Administration > Contract Records > 

 Checklist Event Dates 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration 
(R)  

RESAUDIT Residency Auditor (R) 

RESPRMAN Residency Project Manager 
(R) 

CONAUDIT Consultant Residency Audi-
tor (R) 
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CHECKED INFORMATION 

AUTHORIZED BY CONSTRUCTION DIVISION ON  31 MARCH 2011  

C.4 RECIEVED PR1391 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

FIELD  

Projected Date Date Generated by Sitemanager based on information in Checklist Sched-
uled Events. For a list of Events, See Contract Activation Procedure. 

ELD  

Actual Date Date PR1391 was received from the contractor 

Comments At a minimum, the following information needs to be added “ User ID of 
the receiver and date information was forwarded to Regulatory Services.”  
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C.5 CUF 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

CUF form is required on all federally funded projects where a DBE appears 
on the approved subcontractor list for each DBE. 

Main Panel > ODOT Custom Panel > 

  Contract Specific Reports / Civil Rights / CUF 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration (R)  RESAUDIT Residency Auditor (R) 

RESPRMAN Residency Project Manager (R) CONAUDIT Consultant Residency Auditor (R) 

    

    



 

IV CIVIL RIGHTS 

 PAGE 45 

ENTERED INFORMATION 

CHECKED INFORMATION 
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C.5 CUF 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

FIELD  

Project No. Filled in by Contract Selected 

Residency Filled in by Contract Selected 

County Filled in by Contract Selected 

Reviewer Filled in by log on information 

Prime Contractor Filled in by Contract Selected 

Review Date Todays Date 

  

  

DBE Name Filled in by DBE  Selected 

FIELD  

Reviewer Title Your Title 

DBE Superintendent / 
Forman 

Name of Superintendent 

DBE Start Date When did they Start 

DBE  Anticipated 
Completion Date 

When do they think they are going to finish 

Scope of Work What do they do (Drop Down List) 

Comments Any additional information 

  

  

CUF QUESTIONS Answer as you see fit 
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C.5 (1) CUF—APPROVAL 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 

Approval of the CUF by Residency or Division Administration.  Residency Ad-
ministration needs to approve the Form. A check mark will show up in the 
Subcontractor list when the form has been approved. 

GROUP ID GROUP NAME GROUP ID GROUP NAME 

RESADMIN Residency Administration (R)  DIVADMIN Division Administration (R)  

    

    

Main Panel > ODOT Custom Panel > 

  Contract Specific Reports / Civil Rights / CUF 

Residency Administration needs to approve the Form. A check mark will 
show up in the Subcontractor list when the form has been approved. 
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C.5 (1) CUF—APPROVAL 

CONTRACT ADMINSTRATION / CHECKLIST EVENTS 



Phone: 405-522-8808 
Phone: 405-522-3748 

E-mail: sitemanager@odot.org 

200 NE 21st Street 
Oklahoma City, OK 73105 

Oklahoma Department of Transportation 


