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DAILY WORK REPORT

SCOPE

To establish a policy and procedure for utilizing the Daily Work Reports window.

GENERAL

A Daily Work Report (DWR) is a record of construction activity. A Daily Work Re-
port (DWR) should be completed for each day of the contract by the residency
designated project manager of the contract, beginning no later than the effective
date of the work order. Inspectors should complete DWR's for each day the con-
tractor performs work on the contract. The Auditor or the Residency Administra-
tion may create a DWR to note corrections and adjustments to pay items.

Inspectors and Project Managers may create Daily Work Reports in either Stand-
alone or Server mode. The Residency Auditor, Assistant Resident Engineer/
Branch Manager, and Resident Engineer/Branch Manager should create Daily
Work Reports on the Server.

TYPE OF USE:

Daily Work Reports may be created in either Standalone or Server mode of
SiteManager. If a user is working in server mode, the user is directly connecter
with the server. If the user is working in standalone mode, the user must Pipe-
line the Daily Work Reports to server mode before the Daily Work Reports may
be included on a Diary or Estimate.

Inspectors and Project Managers may create Daily Work Reports in either
Standalone or Server mode.

The Residency Auditor, Assistant Resident Engineer/Branch Manager, and Resi-
dent Engineer/Branch Manager should create Daily Work Reports on the
Server.
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0500

DAILY WORK REPORT

0501.1

SCREENSHOTS

¥ AASHTO SiteManager

File Edit Services Window Help

el . L ==

ﬂ Daily Work Reporis

DWR Info. Contractors * Conbactor Equip. Daily 5 taff T Wwiark [kems " Force Accounts

Contract ID: 040333 Inspector:  Crablree, Ronald W/,
DWwWR Date: 03/23/03
Locked: Mo | Temperature Weather Conditions
Authonized: E High: AM: | v|
Authorized Date: 00/00/00 Low: PM.:| |

No Work Items Installed: Work Suspended: []

Mo Contractors On Site: Suspended Time: 00:00 B
Mo Daily 5taff On Site: Resumed Time: Qo0 =

Remarks:

Delays

General Remarks

TEMPERATURE High Temperature will be recorded as the highest temp. in a 24
AND WEATHER hour period beginning at 12:01 a.m. (MIDNIGHT) for the above

date.
INFORMATION :

Low Temperature will be recorded as the lowest temp. in a 24 hour
period beginning at 12:01 a.m. (MIDNIGHT) for the above date.

Weather information for AM and PM condition shall be chosen from
a pre-approved list. Night Work will split the work according to time
of day.

The highest temperature and the lowest temperature recorded on
all Daily Work Reports for the day will be transferred to the Time
and Diary Record. Refer to the Contract Time Adjustment window
for additional information regarding the Time and Diary Record.
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DAILY WORK REPORT

DEFAULT VALUES

WORK As outline in control Directive 990512, ODOT will not suspend time.

SUSPENDED :

REMARKS : The following is a list of remarks that that may be recorded on a Daily

Work Report.

REMARK TYPE

Accidents

General

Remarks

Instructions.

Personnel
Remark

Prime

Contractor
Work

Site

Conditions

SubWork

Supervisors

Type of Day

Unapproved
Work

Visitors

REMARK DESCRIPTION

Record information on accidents that occurred within
the Contract limits. Include the station, time, officer,
the agency, and a brief description of the accident.

Record any event that would cause the contractor
delay in work activities. Example: Rainfall caused sub-
grade to become unworkable.

Record observations on the Contract site that do not
apply to any other category.

Record information on any orders that were received
that day

Record information pertaining to project personnel.

Record information about work performed by the
Prime Contractor.

Record Surface conditions (Dry or Muddy) and the
amount of rainfall that has been received.

Record information about work performed by the sub-
contractors.

Record information pertaining to project supervisors.

Record information in accordance with Spec Book sec-
tion 108.07(b).

Record work performed that is not approved.

Record visitors to the construction site.
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0500

DAILY WORK REPORT 0501.2
DEFAULT VALUES
File Edit Services ‘Window Help
N ee =
oL Daily Work Reports
D4R Infa. Contractors " Conbactor Equip. Draily Staff [ wéark [tems ¥ Farce Accounts
Contract ID: 0403329 Ingpector:  Crabtres, Ronald . Date: 03/23/09
MNbr of Mbr of Contractor
Contractor Supervizors Workers Hrs Worked
Hours
Supervizor/Foreman HName Worked
Mbr of Hours Total
Personnel Type Persons Worked Hours
CONTRACTORS : The prime contractor and all approved subcontractors will appear in the
Contractor drop-down list in the top focus of the window. When a Daily
Work Report is created, the user should select each Contractor that is on
the construction site for the day for which the Daily Work Report is cre-
ated. For example, if the prime contractor and two subcontractors were
performing work, then all three contractors should be listed on the Daily
Work Report.
SUPERVISORS : | All supervisors and foremen for each contractor on the construction site
along with the total number of hours worked should be recorded in the
Supervisor section on the Contractor folder tab in Daily Work Reports. Re-
marks pertaining to either the supervisor or foreman may be recorded in
the Remarks bubble located on the tool bar. If neither a supervisor or
foreman is listed in the drop-down list for the contractor, then Inspectors
should contact Residency Office Personnel. The Residency Office Personnel
should verify that the supervisor and foreman selections have been added
to the Contract Master List. The Residency Office Personnel should contact
SiteManager Support if they are unable to add a supervisor or foreman to
the Contract Master List. Refer to Contract Master List for addition infor-
mation regarding adding supervisors to the master list.
AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGusT 2010
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DAILY WORK REPORT

DEFAULT VALUES

PERSONNEL TYPES : All personnel types for each contractor on the construction site along
with the total number of persons and hours worked for each for each
personnel type should be recorded in the Personnel Type section on
the Contractor folder tab in Daily Work Reports. If a multiple number
of persons classified as the same personnel type worked, record the
average number of hours worked in the Hours Worked field. For ex-
ample if two Backhoe Loaders were on the construction site and one
backhoe loader worked for 8 hours and one worked for 4 hours, type
6 in the Hours Worked field. If additional information is necessary, it
may be recorded in the Remarks bubble located on the tool bar.

If personnel types are not available in the drop-down list for the
contractor, then Inspectors should contact Residency Office Person-
nel. The Residency Office Personnel should verify that the Personnel
Type selections have been added to the Contract Master List. The
Residency Office Personnel should contact SiteManager Support if
they are unable to add a Personnel Types to the Contract Master List
or if new Personnel Types are required. Refer to Contract Master List
for addition information regarding adding Personnel Types to the
master list.
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DAILY WORK REPORT 0501.3

DEFAULT VALUES

¥ AASHTO SiteManager

File Edit Services Window Help

Nee =
™1 Dai ly Work Reports
DR Info. Contractars " Contractor Equip. Draily Staff [ Work [tems ¥ Farce Accounts
Contract ID: 040339 Inspector:  Crablree, Ronald W | Date: 03/23/09
Mbr of Mbr of Contractor
Contractor Supervisors WwWorkers Hiz Worked

Mbr. of Mbr Hours
E quipment ID - Descrption Pieces Used Used

All equipment for each contractor on the construction site should be recorded in
the Equipment ID—Description section on the Contractor Equipment folder tab in
Daily Work Reports. The number of pieces on the construction site, the number of
pieces used, and the number of hours the equipment was used should also be re-
corded.

If equipment is not available in the drop-down list for the contractor, then Inspec-
tors should contact Residency Office Personnel. The Residency Office Personnel
should verify that the Equipment selections have been added to the Contract Mas-
ter List. The Residency Office Personnel should contact SiteManager Support if they
are unable to add Equipment to the Contract Master List or if new Equipment types
are required. Refer to Contract Master List for additional information regarding
adding Equipment to the Contract Master List.

AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGgusT 2010 PAGE 9
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DAILY WORK REPORT

SCREENSHOTS

ODOT WILL NOT USE THIS WINDOW

File Edit Services ‘Window Help

ieelf R L & 1| O

m Daily Work Reports

D'wWR Info. Contractors " Contractor Equip. [ Daily Staff wiork, [tems Force Accounts

Contract ID: 040333 Inspector:  Crabtree, Ronald . | Date: [03/23/09 |

Staff Member S/C | Work Reg. oT Starting Ending
Code Hours Hours Vehicle ID Mileage Mileage

PAGE 10
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0500

DAILY WORK REPORT 0501.5
DEFAULT VALUES
¥ AASHTO SiteManager
File Edit Services Window Help
RAlkdE &<«
= Daily Work Reports
DR Infa. T Contractars Contractor Equip. D aily Staff Wwork Items Farce Accounts
Contract 1D: Inspector:  Crabtree, Ronald . | Date: 03/23/09 |
Project Line ltem Category Supplemental -~
MNumber MNumber Number Item Code  Description Instld Description 1 F
“F'I_IE'E'""I':‘ . ...........................................................
0003 0100 [202(C) 0184  UNCLASSIFIED BORROW [ 3
0004 (0100 205 4229 TYPE A-SALWAGED TOPSOIL L]
0005 {0100 223 2801 TEMPORARY SILT FEMCE |
|000s (0100 224 2803  TEMPORARY SEDIMEMT FILTER |
o007 (0100 225 2804  TEMPORARY SEDIMENT BASIM ]
noos 0100 [226 2805  TEMPORARY SEDIMENT REMOW.AL []
0003 0100 227 000  TEMPORA&RY SILT DIKE L]
o010 (0100 227 M20  [SPITURBIDITY CURTAIN (DEEF) ']
Lk {0100 229 433 DITCH LINER PROTECTION |
o2 (0100 |230&) 2808 SOLID SLAB SODDING |
o3 (0100 |230(8) 2807  MULCH SODDING ]
00714 0100 |232(B) 2814  SEEDING METHOD B L]
o015 0100 233&) 2817 WEGETATIVE MULCHING L]
jooE {0100 |2354) 0100 [PL)ROCK FILTER DAM, TFE 1 ']
0017 o100 241 2832 mowanG I Z
[ 3
|
Work Items are all available pay items for the contract. Entries shall be filled in for
all work done on a project.
Before Items can be recorded on the Items folder tab, the Contractor must be shown
as being on the construction site in the Contractors folder tab. Refer to Contractors
Folder Tab for additional information.
E .= 3
RECORD WORK ITEM INFORMATION :
If work was done but for no pay, the information above should be entered and a zero should be
entered in the Placed Quantity field. For example, if a CICI Design D is called for and a Design
B was placed, then a location should be added for the line item in Design D noting that it was
changed to a Design B and paid for as such.
AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGusT 2010
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DAILY WORK REPORT

DEFAULT VALUES

PLACED

QUANTITY

CONTRACTOR

PLAN PAGE

NUMBER

LOCATION

STATION

OFFSET

DISTANCE

ATTACHMENTS

DAILY WORK
REPORT

TEMPLATES

The Placed Quantity field should be populated with the quantity of the item
installed for that day.

Material deficiencies will be accessed during the estimate process. Refer to
the Line Item Adjustment policy and procedure for additional information
regarding material deficiencies.

Calculations and/or additional information regarding the placed quantity
should be recorded in the Remarks bubble located on the Tool Bar. If an-
other program, a drawing, or other form of documentation was used, refer
to the location of this information in the Remarks bubble.

The contractor who performed the work should be recorded in the Contrac-
tor field. Only contractors who are both approved to perform work on the
item and are listed as on the construction site will be available for selection.
For example, if a subcontractor is installing an item, the subcontractor must
be approved to install the item in the Subcontract window and listed on the
Contractor folder tab of Daily Work Reports. If there is more than one con-
tractor performing the work, then additional locations should be created for
each contractor.

ODOT will not use the Plan Page Number field.

The Location field is a required field in SiteManager. Record placement infor-
mation in the Location field according to the plan stationing. Location may
be the baseline or centerline (i.e. Lane A), and it may also include the struc-
ture number.

The Station information should also be recorded. Station is the actual loca-
tion where work began and ended on the project.

The Offset field refers to whether the location is right or left of the Location
(Baseline/Centerline).

The Distance field refers to the Distance right or Left of the (Baseline/
Centerline).

Attachments may be made to the Work Item folder tab in Daily Work Re-
ports if supporting documentation is available in electronic form.

Daily Work Report Templates may be used to calculate pay quantities if a
DWR Template is available. Refer to Section 505.0 for additional information
regarding available DWR Templates.

PAGE 12
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DAILY WORK REPORT 0501.6
SCREENSHOTS i
. L
ODOT WILL NOT USE THIS WINDOW =
File Edit Services ‘Window Help
BoY e
i DR Info, Cantractors “" Conbactor Equip. Daily Staff K wiark Ibems *" Force Accounts
Contract ID: Inspector:  Crabtree, Ronald '/ | Date: 03/23/09 |
Force Force Account Description Purpose
m Account ID | ‘
AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGusT 2010
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DIARY

SCOPE

To establish a policy and procedure for utilizing the Diary window.

GENERAL

The Diary window is used to authorize Daily Work Reports and charge time to-
wards a Contract.
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0500

DIARY

0502.1

SCREENSHOTS

¥ AASHTO SiteManager

File Edit Services ‘Window Help

ERFY Dl @E

" Authorize Charge

Contract ID: 040333

Diary Date: | 03/23/09 | Last Modified UserID:| | Creator User ID: awilson |
[Inspector [ Authorized [ Authorized Date [DWR Template
Crabtree, Ronald . i 00/00/00 I

Remarks:

| Spell Check

Delayps

General Remarks

DEFAULT VALUES

In ODOT, a Diary must be completed for each day of the contract including week-
ends and holidays, beginning no later than the effective date of the work order.
The Diary will be used by ODOT to authorize Daily Work Reports and to assign
time towards the contract.

All Diaries should be created on the Server.

The Project Manager or Resident Engineer Designee will create the Diary in Site-
Manager and authorize the Daily Work Reports. Once a Daily Work Report has been
authorized, only users with update security rights may un-authorize the Daily Work
Report. Once a Diary is included on an estimate, the Daily Work Reports may not

be unauthorized.

The Project Manager or Resident Engineer Designee may record remarks on the
Diary.

AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGgusT 2010
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DIARY

DEFAULT VALUES

The following is a list of remarks that are available to ODOT. Required remarks
are bolded.

REMARK TYPE REMARK DESCRIPTION

ACCIDENTS Record information on accidents that occurred within the Contract limits.
Include the station, time, officer, the agency, and a brief description of
the accident.

Record any event that would cause the contractor delay in work activities.
Example: Rainfall caused sub-grade to become unworkable.

GENERAL REMARKS | Record observations on the Contract site that do not apply to any other
category. Information in the General Remarks will display on the Time
and Diary Record.

INSTRUCTIONS Record information on any orders that were received that day.

PERSONNEL Record information pertaining to project personnel.
REMARKS

PRIME CONTRAC- Record information about work performed by the Prime Contractor.
TOR WORK

SiTe ConpiTIoNs | Record Surface conditions (Dry or Muddy) and the amount of rainfall that
has been received. The Site Conditions is required for the Time and Diary
Record.

SUBWORK Record information about work performed by the subcontractors.

SUPERVISORS RE- Record information pertaining to project supervisors.
MARKS

TYPE OF DAY Record information in accordance with Spec Book section 108.07(b). The
Type of Day is required for the Time and Diary Record. Up to ten charac-
ters will be displayed in the Time and Diary Record.

UNAPPROVED WORK | Record work performed that is not approved.

VISITORS Record visitors to the construction site.

AUTHORIZED BY CONSTRUCTION DI1VvISION ON 1 AucusT 2010
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0500

DIARY 0502.2
DEFAULT VALUES
8 File Edit Services ‘Window Help
Nee = |
© Autharize Charge
Contract ID: 040333 Date: 07/06/07
Charge Type Total Number of Dianes: 923
Total Diary Charge Days: 90200
@ Full Day e Total [l)iary Nz Ehal:e Daﬁs: 21.00
recit heason Adj Total Diary Charge Days: 924.00
@10 e Adj Total [l)iar_v No Chalze Dais: 1.00
Mistn Charge Credit
Mbr Mileztone Description Amount Reason
Under the 1999 Specifications, a Diary should ALWAYS be a FULL day charge, re-
gardless if the contract is an available Day or Fixed Completion Date Contract.
Half day charges and no charge days will not be used by ODOT.
Adjustments made to time charges for available Day Contracts will be made on the
Time and Diary Record during the Estimate process.
Refer to Contract Time Adjustments for additional information regarding the Time
and Diary Record.
Time will be adjusted on Fixed Completion Date contracts with a Change Order.
Refer to Change Order Time Adjustments for additional information.
All Milestones will be Fixed Completion Date or Calendar Day.
Therefore, time will automatically be assessed by SiteManager, and Milestone time
charges will not be made on the Diary.
The Total Number of Diaries should always be the Total Diary Charge Days.
The Total Diary No Charge Days should always be zero.
The Adjusted Total Diary Charged Days should always be zero.
The Adjusted Total Diary No Charge days should always be zero.
AUTHORIZED BY NSTRUCTION DIVISION ON 1 A T 201
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HISTORY

SCOPE

To establish a policy and procedure for utilizing the History window

GENERAL

the Daily Work Reports History panel lets the User run reports of Daily Work Re-
port records for the selected Contract. To run history reports, the User must se-

lect a Contract when the History panel first opens and displays a selection list of

contracts. The history reports display all report records for the selected Contract

by default. The History panel has three folder tabs: DWR History, Work Item His-
tory, and Contractor History.

ODOT personnel may refer to the History window for a summary list of contrac-
tor's information, work items, and DWR's for the entire length of the contract.

SCREENSHOT

¥ AASHTO SiteManager

File Edit Services ‘window Help

ENEE =

DWH Hiztory \whork. [tem Hiztary Y Contractor Histary

Contract ID: 040339

RPT-ID: RDWRHCON Dklahoma DATE: 0742672010
USER: awilson Department of Transportation PAGE: 1 of 952

DAILY WORK. REFORT HISTORY FOR CONTRACT: 040333
GROUP BY DWH DATE
DWR High Low AM PM
Inspector ID Date Locked Authorized Paid Temp Temp Condition Condition
rcrabtre 03/23/2003 Mo Mo Mo

Remarks: Mo Work Mo HNo Daily Staff
Suspended on Site:
Indicator:
Work 00:00 No Work
Suspended Items Installed:
Time:
Work 00:00 No Contractor
Resumed on Site:
Time:

PAGE 18
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0500

HISTORY 0503.0
SCREENSHOTS
¥ AASHTO SiteManager
File Edit Services Window Help
BREY = + ¥
| [w/F History " Work ltem Historp Contractor Histary
Contract ID: 040339
L5
RPT-ID: DWRHWIH DOklahoma DATE: 07F/26/2010
USER: awilson Department of Transportation PAGE: 1 of 264
WORK ITEM HISTORY FOR CONMTRACT: 040339
GROUP BY DATE
Line Project Cat Item Installed Qry  Bid Oty Final C
tem MbrMbr Hbr  Code Description To Date
Supplemental Description
Supplemental Description2
o0z 0222404 000 202(4) 0183 UMCLASSIFIED EXCAVATION 228135 228195000 000
Nate Hzer D I nratinn Installed Contractor 1IN b
< | ¥
®J AASHTO SiteManager
File Edit Services wWindow Help
BlEg & + + 08P
{ 'R Histary W'ark [term Histary " Contractor History
Contract 1D: 040333
s
RPT-ID: RDWRHEGQF Oklahoma DATE: 0772672010
USER: awilson Department of Tranzportation PAGE: 1 of 127
EQUIPMENT HISTORY FOR CONTRACT: 040333
GROUF BY COMTRACTOR/DATE
Contractor: 152405 SURVEYING SERVICE
DWHR Date: 01/03/2005
bt
< | ¥
. —
AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGusT 2010
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DIARY ADJUSTMENTS

SCOPE

ODOT WILL NOT USE THIS WINDOW

SCREENSHOTS

® AASHTO SiteManager

File Edit Services ‘Window Help
RE® D=
= Diary Adjustments

Diary " Milestones

ContractlD: 040333 Diary Date: 07/06/07 | Charge: [Full Day

Seq Nbr Uszer Id Charge Credit Reazon Update Date Estimate

¥ AASHTO SiteManager

File Edit Services Window Help
Brg =
= Diary Adjustments

Driary Milestones

Contract Diary Date MIstn Nbr Charge Credit Reason

Seq Nbr User Id Charge Credit Reason  Update Date  Estimate

PAGE 20
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0500

ITEM DWR TEMPLATE 0505.0
SCOPE
To establish the uses of Daily Work Report Templates in SiteManager.
GENERAL
When a Daily Work Report Template is available for an item(s) of work, it is en-
couraged that the template be used. This will provide for consistency in format
and output.
ASSIGNMENTS FOR TEMPLATES TO PAY ITEMS WILL BE DONE BY
CONSTRUCTION DIVISION
SCREENSHOT
File Services ‘Window Help
RIS =
E Item - DWR Template Association
Item code Item Master Short Description Spec Unt Syz Last Chng -~
Year Ind Year =
SEMBLY AND WAULT 1339
0765 36" BALL WalVE ASSEMBLY AND WaALILT i 1333
102 0100 [SPITERD FEE b 1933
102 0100 [SPITERD FEE E 1999
102 MO100 [SPITERD FEE b 1933
102 MO100 [SPITERD FEE E 1939
104 0100 STANDEY COMPEMNSATION i 1988 v
Templates List: Associated Templates:
Template ID Template Descriptior ~ Template ID Template Description
204 Test Piles Add >
ACWRPT Ann's Test B
AgoCtE Aggregate Paid by Weight Cther Engli
AreabcreE Area English Acre
AreaENR Area Englizh Mo Return alue
AreaSaFT Area English SEFT
AreaSh's Area Englizh SGYD
BrkLinE3 Broken Lines English 3
A
< I > < >
AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGusT 2010
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CONTRACT ITEM DWR TEMPLATE

SCOPE

To establish the uses of Daily Work Report Templates in SiteManager.

GENERAL

ASSIGNMENTS FOR TEMPLATES TO PAY ITEMS WILL BE DONE BY
RESIDENCY PERSONNEL

SCREENSHOT

3 AASHTO SiteManager
File Services ‘Window Help

ERlE ES-HF S

¥ Contract ltem - DWR Template Association

ContractiD: 040339 Project: 20070706

tem Code Item Short Description Category  Line item Last Chg Unit Sys Spec Bid Unit Price Status Suppler]

Hum Hum Year Indicator Year Guantity Type Descrip

4

Templates List: Associated Templates:

Template ID Templt Desc

Active  Template ID Desciription

Add ->
Add All >
<- Remove

<<- Rem All

PAGE 22 AUTHORIZED BY CONSTRUCTION DI1VvISION ON 1 AucusT 2010
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0500

DWR TEMPLATE USAGE REPORT 0507.0
SCOPE
To establish the uses of Daily Work Report Templates in SiteManager.
GENERAL
Daily Work Report Template usage report is to e used for auditing prposes.
SCREENSHOT
AUTHORIZED BY CONSTRUCTION DI1VISION ON 1 AucusT 2010 PAGE 23

DAILY WORK REPORTS




DAILY WORK REPORTS

PROCESS LIST

SCOPE

The Process list window identifies processes that are available to the author-
ized user.

GENERAL

SCREENSHOT

¥ AASHTO SiteManager - [Process List]
& File Services Window  Help

BEkE S

Process ID Process Type Piocess Description

AUTHORIZED BY CONSTRUCTION DI1VvISION ON 1 AuGcusT 2010
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PROCESS LIST

REPORTS

REPORTS SUBSET PARAMETERS PRINTING DESCRIPTION

TIvE & Contract Report ID Landscape | This customized report will serve as

Mode the report that is sent to the con-
tractor to identify the contract time
that has been assessed on the con-
tract.

DIARY

REPORT

AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGgusT 2010
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REFERENCE TABLES

OVERVIEW

To establish a policy and procedure for utilizing the Reference Tables located in
Daily Work Reports.

The Reference Tables (DWR) section contains two icons: the Vendor Master List
and the Contract Master List.

The Vendor Master List window contains the Supervisors, Personnel Types, and
Equipment for each vendor. Refer to Vendor Master List for additional information.

The Contract Master List window contains the Supervisors, Personnel Types, and
Equipment associated to each vendor on a contract specific basis. Refer to Con-
tract Master List for additional information.

TABLE OF CONTENTS

+ 509.0 - REFERENCE TABLES(DWR)
. 509.1 - VENDOR MASTER LIST

N 509.2 - CONTRACT MASTER LIST

AUTHORIZED BY CONSTRUCTION DI1VvISION ON 1 AucusT 2010
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0500

REFERENCE TABLES 0509.0
PATH
: polee Accessories+] 1
& m X
Contract [+) Contractar Change Civil Rights{+) Materials
Administration]+] N\ Feports]+] Payments(+] Orders(+] Management(+]
o
Accessories(+] Systhm Manuals(+)
Adririgtrhtion(+]
s Paresl T Dy otk Repomtaf«] T Rk Tables{DWH +]
g (7
[ R
AUTHORIZED BY CONSTRUCTION DIVISION ON 1 AuGgusT 2010
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VENDOR MASTER LIST

SCOPE

To establish a policy and procedure for Reference Table for Vendor master list.

GENERAL

The Vendor Master List allows a user to maintain a centralized list of equipment,
personnel types, supervisors and agency staff associated to a vendor.

The Vendor Master List is divided into four sections: Equipment, Personnel, Su-
pervisor, and Staff. ODOT will not use the Staff section of Vendor Master Lists.

The Vendor Master List will be populated by the Construction Division. If any
Equipment Type, Personnel Type, or Supervisor Type is not on the Vendor Master
list, a request should be made to the Construction Division through SiteManager
Support.

SCREENSHOT

¥ AASHTO SiteManager

File Edit Services Window Help

OfE D= =0

Vendor ID: 224826280 | [KETMER ENGINEERING |

(=) Equi t CP 1 () Supervisor () Staff Member

Equipment Active

E quipment Description 1D Indicator
1000001

pplicator [/ ater FRepellant, etc.] 1000002
[Atterwiator, Truck-Mourted 1000003
Suiger 1000004
[B all, Wiecking 1000005
[Bek, Corveyor 1000006
[Blaster, Shot 1000007
[Blower, Hand Held 1000003
[Bluwer, Truck ounted 1000003
[Borer. Directional 1000010
[Boat 1000011
[Broom 1000012
[Buicket, Concrete 1000013
Buggy, Concrete 1000014
Bulldozer 1000015
[Balc:h Flant, Asphalt 1000016
[Batch Plant. Concrete 1000017
[Breaker, Pavement 1000018

FHEEEEEEEER SR E R EEEEE
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DAILY WORK REPORTS

0500

VENDOR MASTER LIST 0509.1

SCREENSHOTS

®3 AASHTO SiteManager

File Edit Services ‘Window Help
Ky O 96 I

ﬂ Vendor Master List
Vendor ID: 224828280 | KETMER EMGINEERING |

) Equipment (+) Personnel ) Supervisor () Staff Member
Achve
Perzsonnel Type Indicator
MISC
4R TOOL OPERATOR
ASPHALT RAKER
EACKHOE LOADER
ELASTERS
B BLADE LOADER
BROOM / SWEEPER
BULLDOZER (150 H.F. OF LESS)
BULLDOZER [OVER 150 H.P)
CARPENTER
[CONCRETE PAYING FINISHING MACHINE
ICONCRETE PAVING JOINT SEALER
CONCRETE MIXING PLANT
(COMCRETE FINISHER PAYING
[CONCRETE PAYING GRINDER
(COMCRETE RUBEER
[CONCRETE FINISHER STRUCTURES
[COWCRETE PAVING CURING FLOAT
AUTHORIZED BY CONSTRUCTION DI1VISION ON 1 AucusT 2010
PAGE 29

DAILY WORK REPORTS / REFERENCE TABLES




DAILY WORK REPORTS

VENDOR MASTER LIST

SCREENSHOTS

™ AASHTO SiteManager

File Edit Services ‘Window Help
BeY e gl 0

ﬂ Vendor Master List
Yendor 1D: |2248282E!D | |KETNEH EMGIMEERIMG |

() Equipment ) Personnel (s Supervisor (1 Staff Member

Active
Supervisor Hame Indicator

FOREMAN
SUPERINTEMDENT

AUTHORIZED BY CONSTRUCTION DI1VvISION ON 1 AucusT 2010
DAILY WORK REPORTS /7 REFERENCE TABLES

PAGE 30




DAILY WORK REPORTS

VENDOR MASTER LIST 0509.1

SCREENSHOTS B

<
ODOT WILL NOT USE THIS WINDOW

File Edit Services Window Help

RE D g3 B

ﬂ Vendor, Master, List

Vendor ID: 224523230 | |KETHER ENGINEERING |

() Equipment ) Personnel ) Supervisor
Staff Member Hame ‘ SSN/SIN ‘SJ’C | Actlive
AUTHORIZED BY CONSTRUCTION DiIvisiON ON 1 AucusTt 2010 PAGE 31
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DAILY WORK REPORTS

CONTRACT MASTER LIST

SCOPE

To establish a policy and procedure for utilizing the Contract Master List window.

GENERAL

The Contract Master List is used to associate the Vendor Master List to specific con-
tracts. A record on the Vendor Master List can be associated to multiple contracts.
The Vendor Master List and the Contract Master List are created and maintained on
the server. The Contract Master List is piped down when Basic Contract Data is se-
lected on the Server to PM pipeline screen. The Contract Master List is read only in
stand-alone mode. If changes need to be made, the Contract Master List must be
corrected on the server and the Basic Contract Data piped down again to update the
list on the stand-alone.

Once a contract is activated and sent to the Residency, a designated individual will
associate all personnel types, equipment, and supervisors that will be used on the
contract for each contractor. It is recommended that only the personnel types,
equipment, and supervisors that will be used by the contractor on the contract be
associated to the contract so that only the personnel types, equipment, and super-

visors approved for the contract will be available for selection on the Daily Work Re-
port. If an equipment type, personnel type, or supervisor is not available to associ-
ate to a contract, contact the Construction Division through SiteManager Support.

PAGE 32
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DAILY WORK REPORTS

0500

CONTRACT MASTER LIST 0509.2
SCREENSHOTS
¥ AASHTO SiteManager
File Services ‘Window Help
ul LA
E Contract Master List
Contract ID: 040339 Vendor ID: 410943785 MIDWEST ASPHALT CORPORATION
‘ () Equipment ) Personnel () Supervisor () Staff Member
Vendor Master List: Contract Vendor List:
EqpID Equipment Descni Eqp ID Equipment De: »~
-] Air Compi
1000115 File: Driver 1000002 Applicatar [water Repellant, etc.)
1000116 Jack Hammner 1000003 Attenuator, Truck-Mounted
1000117 Pulver Mixer 1000004 Auger
1000005 Eall, ‘Wrecking
1000008 Belt, Conveyor
1000007 Blaster, Shot
1000008 Blower, Hand Held
1000009 EBlower, Truck Mounted
Add Al ->> | 19000010 Berer, Directional
10000711 Boat
1000012 Eraam
<< Rem All | 14500093 Bucket, Conciete
1000014 Bugagy, Concrete
1000015 Bulldozer
1000016 Batch Plant. &sphalt 2
< > < >
¥ AASHTO SiteManager
File Services ‘Window Help
Bld=z=H
E Contract Master List
Contract ID: 040333 Vendor ID: 410943785 MIDWEST ASPHALT CORPORATION
‘ () Equipment @ () Supervisor () Staff Member
Vendor Master List: Contract Vendor List:
Personnel Hame - Perzonnel Hame
ASPHALT RAKER
BACKHOE LOADER
BLASTERS
BOX ELADE LOADER
BROOM / S\WEEPER
BULLDOZER (150 H.P. OR LESS)
BULLDOZER (OYER 150 H F
AR Add All >>
COMCRETE FIMISHER PAYING
CONCRETE FINISHER STRUCTURES
COMNCRETE MIXING PLANT <<- Rem All
COMCRETE PAWING CURIMG FLOAT
CONCRETE PAWING FINISHIMG MACHINE
COMCRETE PAWING FORM GRADER
-
< > < >
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CONTRACT MASTER LIST

SCREENSHOTS

¥ AASHTO SiteManager

File Services Window Help
Rl =Es=E

E Contract Master List

Contract ID: 040323 Vendor ID: 410343755

| [MIDWEST ASPHALT CORFORATION |

‘ () Equipment ) Personnel (O () Staff Member

Vendor Master List: Contract Vendor List:

Supervizor Hame

Supervizor Name
SUPERIMTENDEMT

Add ->
Add All ->>»
<- Remove

<<- Hem All
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CONTRACT MASTER LIST 0509.2
SCREENSHOTS i
. L
ODOT WILL NOT USE THIS WINDOW =
File Services Window Help
Bl E
ﬂ Contract Master List
Contract ID: Vendor ID: 410343785 | MIDWEST ASPHALT CORPORATION |
() Equipment ) Personnel ) Supervizor
Vendor Master List: Contract Vendoer List:
SSMN/SINS/C Staff Ha SSN/SIN Staff Name
< > < >
AUTHORIZED BY CONSTRUCTION DiIvisiON ON 1 AucusTt 2010
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Oklahoma Department of Transportation

200 NE 21st Street
Oklahoma City, OK 73105

Phone: 405-522-8808
Phone: 405-522-3748
E-mail: sitemanager@odot.org






