Kl
b

”~

Transportation  Turnpike Authority

f OKLAHOMA

Aeronautics

STANDARD OPERATING PROCEDURE: Flowchart

AREA: ‘ Construction

| BRANCH: ‘ Construction Programs

FUNCTION/TASK: | Closing Out Contracts

CREATED BY:

| EFFECTIVE DATE: | 07/11/2025

[ Aaron Cooper VERSION: REVISED DATE: |

AUTHORIZATION
John Thomas- Transportation Manager

PURPOSE

Closing Out Contracts in AAHSTOWare Project

SUMMARY

Using AASHTOWare Project to close out a contract.

PREREQUISITES

e Tools, Supplies, Equipment: Computer and Internet Connection

INDEX

Part 1: Construction Auditor Role........ Page 1
Part 2: District Auditor Role  ........ Page 9
Part 2A: How to Flag Line Item ........ Page 15
Part 2B: How to Un Flag Line Item....... Page 16
Part 2: District Auditor Role (Cont.)..... Page 17

Part 3: Set to Complete @ ... Page 18
Part 4: Final Quantity Change Order .. Page 20
Part 5: Final Estimate @ ... Page 24

Part 6: Final Packet Documentation ... Page 25

Page 1 of 27




Part 1: Construction Auditor Role

Step 1: Ensure you are in Construction Auditor role.

0 T

Switch Role x
!' Aaron Cooper iple
Ao o T
Central Office Administration
Commission Change Order .
QNS TR UCTION,
v Construction Auditor
S OTETTEr ST RIS Pyt
OTA - Construction Engineer
Pre-Con Readonly .
Subcontract Admin
Subcontract Entry
SYSWIDE
SysWide - OK
SYSWIDE - Readonly

Step 2: Click Contract Administration from the Construction component.

0 0 E

On this page:  Construction  Data Analytics  Sample Record Overview  Daily Source Report Overview

PROJECT Construction Auditor (ODOT Field)

v Global News Feed.

Beginning of a new Fiscal Year will start on July 1.

w Construction 0

Contract Administration hd

ontract Claims

Contract Permits

Contract Progress

Contract Specific Authorities
Contract Time

Contract Vendor Assets
Contractor Evaluation

Daily Diary

Daily Work Reports

Daily Work Reports by Contract
Meetings

Payment Estimate Accounting
Payment Estimate Approval Decisions
Payment Estimates

v Data Analytics (7]
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Step 3: Search your needed Contract ID.

Contract Administration Overview

v Contract Administration Overview

|Q 250003 -4

System Default ¥  Showing 1 of 1

Contract Description

250003

Federal / State / OTA Project Number
@, TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE @ STPG-214E(168)AG

Step 4: Click the Contract Number hyperlink on the Row.

Contract Administration Overview

v Contract Administration Overview

Q 250003 &  SystemDefault ¥ Showing 1of 1
Description Federal / State / OTA Project Number
250003 @, TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE @, STPG-214E(168)AG
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Step 5: Click the Contract Times tab.

Administration Overview  Approved DBE Commitments  Contract Documentation  Contract Payments  Contract Progress  Cun

Contract Administration Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General Contract ID
Additional Information 250003
Administrative Offices Description*
e TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) a
Contract Times
DBE/Payroll/Payments Prime Contractor Name
Sample and Testing @ TRAFFIC SIGNALS, INC.
Funding Contract Status
Locations Active
Permits
Contract Type*
Comments

ODOT - ODOT Contract
Contract Price Adjustment Index
Spec Book

Step 6: Search for the RE-Audit-Begin-DT under the Informational component.

w Informational

Q Res & | Advanced Showing 2 of2

Select Informational Times... bicis e
Time ID Agcy Type Del Allowed Rec Source
RE-AUDIT-BEGIN-DT Yes @, Construction
Time Descr#* Actl Compl Proj Compl Req For Comments -
Residency Audil Begin Date g mmvdd/yyyy —— — mm/dd/yyyy -—-:— - 5] Neither > Q
RE-AUDIT-END-DT Yes @, Construction
Residency Audit End Date Q mm/dd/lyyyy —— - & mm/ddlyyyy —i— - Neither - Q v

Step 7: On the RE-AUDIT-BEGIN-DT, enter the Actl Compl date. The Actl Compl date is, the audit begin date.

Select Informational Times... Viehamged

Time ID Agcy Type Del Allowed Rec Source

RE-AUDIT-BEGIN-DT Yes @, Construction

Time Descr#* Actl Compl Proj Compl Req For Comments <
Residency Audit Begin Date Q 07/11/2025 10:28 AM mm/ddlyyyy —:-- -- = Neither b Q

Page 4 of 27



Step 8: Click Save.

IC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Time ID Start Time Time Type -
00 AT Available Time
Time Descr#* Main Active % Compl

CONTRACT REQUIREMENTS Yes No

v Informational

Q, Res &  Advanced  Showing 2 of 2

Select Informational Times... 1 changed
Time ID Agcy Type Del Allowed Rec Source
RE-AUDIT-BEGIN-DT Yes @, Construction
Time Descr * Actl Compl Proj Compl Req For Comments -
Residency Audit Begin Date Q 07/11/2025 10:28 AM mm/dd/ —e - 5] Neither v Q
RE-AUDIT-END-DT Yes @, Construction
Residency Audit End Date Q mm/dd/yyyy - — &) mm/ddlyyyy - - Neither - @ v

ws Rarnirrinm

Step 9: Click the Items hyperlink.
- 90

Actions Help  Log off

Administration Overview  Approved DBE Commitments ~ Contract Documentation ~ Contract Payments ~ Contract Progress ~ Current DBE Commitments ~ SBP Commitmentd  ltems rojects  Subcontracts

Contract Administration Summary

- TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General v Site

Additional Information
i : Q. Type search criteria or press Enter ¥ Advanced  Showing 1 of 1
Administrative Offices

Contract Authority

Select Site Times... 0 changed
Contract Times
DBE/Payroll/Payments el Start Time Time Type v
Sample and Testing L Available Time:

Time Descr#* Main Active % Compl
Funding

CONTRACT REQUIREMENTS Yes No
Locations
Permits v Informational
Comments
Contract Price Adjustment Index Q res & Advanced  Showing2of2
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Step 10: Fine your needed Line Item and fill the As Built field with your Audited Quantity.
Contract Items

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) 2 2]

Contract ltems

Contract Project Items Q| Type search criteria or press Enter & Advanced  Showing 13 of 13

Contractor Items

1 changed
Line ... Item Majo... Pay... Complete As Built pproved DWR Qty
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No
District Audito
Bid Quantity: 1/ Current Quantity: 1 LS Q Begin typing to search or pre @
v

Step 11: Click Save.

Contract Items

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract ltems -

Contract Project Items Q| Type search criteria or press Enter & Advanced  Showing 13 of 13

Contractor Items

1 changed
Line ... Item Majo... Pay... Complete As Built Approved DWR Qty
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1 0
District Auditor Comments
Bid Quantity: 1/ Current Quantity: 1 LS Q. Begin typing to search or pre [}
v

Step 12: Click Contract Project Items tab.

Administration Overview  Approved DBE Commitments  Contract Administration ~ Contract Progress  Current DBE Commitments  Contract Payments  Projects  Subcontracts

Contract ltems Save Complete =

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract ltems
I P - !
Contract Project Items Q. Type search criteria or press Enter Advanced  Showing 13 of 13

Contractor ltems

Line ... Item Majo... Pay... Complete As Built Apprt

0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1 0
District Auditor Comments

Bid Quantity: 1/ Current Quantity: 1 LS Q, Begin typing to search or prt
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Step 13: Here is the list of Pay Items to view each pay item and for checking your Quantities.

Contract ltems

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

@cmlracmemmmumuer Item Description
Contract Items B searen e

Contract Project ltems o020 H ooan ‘ o080 ‘| o7 ‘ 0020 H o110
[PLIREMOVAL OF TRAFFIC SIGNAL EQUIPMENT

| 0010 ‘ 0030 H 0050 ‘ 0085 ‘| 0080 ‘ 0100

Contractor ltems

250003 PrjLn DwrDate Seq FirstName LastName From To Location Quantity Posted

Contract

250003

Contract ID

0005

ProjectitemLineNumbar
805(A)3256

Item Code

(PUREMOVAL OF TRAFFIC S...

Item Description

1.00
Quantity

tyPostToDateAppDwrs

QryPostToDat=AppDwrs
0.00

QuantyPsidToDate

‘ Pay Book

Notes: If you have any Audit Materials you want to Attach, click the Pay Item “Row Action Menu” and select

“Attachments”.

Actions #
Exclude from Search Results

Q. Type search criteria or press Enter 2 Advanced  Showing 2 of 2 Views
Attachments (0)

RS )

Tracked Issues

?» Project - Description Improvement Type Project ltem Coumn -

3685504 - 0300 - TRAFFIC F021 - Safety 12
> 3685504 - 640 - CONSTRUCTION F021 - Safety 1
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Step 14: Click the Contract Administration hyperlink.

Administration Overview  Approved DBE Commitmenlsl Contract Administration I Contract Progress ~ Current DBE Commitments  Contract Payments  Projects ~ Subcontracts

Contract ltems

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

©Cﬁnlratllltmlthumher Item Description
Contract ltems it ol
Contract Project ltems m 0020 H 0040 ‘ o060 || 0070 | 0080 ‘ o110
Y = T IPLIREMOVAL OF TRAFFIC SIGNAL EQUIPMENT
Contractor ltems | o010 | 0030 H 0050 ‘ 0065 || 0080 | o100 ‘
I
250003 Prjln DwrDate Seq FirstName LastName From To Location Quantity Posted
Contract =

250003

Contract ID

0003

ProjectitamLinaMumber

805(A)3236

tem Code
(PL)REMOVAL OF TRAFFIC Sl...
Item Description

1.00

Quantiry

1.00

CurrentQuantity

0.00
QryPostToDateAppDiwrs
0.00
QryPostToDateApplwrs.
0.00
QuantityPaidToDate

Step 15: Find the RE-AUDIT-END-DT and enter the Actl Compl date to show when you (Residency) finished
your audit.

Select Informational Times... “ihianged
Time ID Agcy Type Del Allowed Rec Source
RE-AUDIT-BEGIN-DT Yes @, Construction
Time Descr* Actl Compl Proj Compl Req For Comments v
Residency Audit Begin Date @ 07112025 10:28 AM mm/dd/yyyy —:-- -- Neither - Q
RE-AUDIT-END-DT Yes @ Construction
Residency Audit End Date Q 07/11/2025 11:17 AM & mm/ddlyyyy -—:-- -- Neither > Q v

w Recurring

Step 16: Click Save.

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract Authority

Select Site Times... 0 changed

Contract Times
Search failed

DBE/Payroll/Payments azdinforatonal

Sample and Testing

Funding Q res & Advanced  Showing 2 of 2
Locations
Permits Select Informational Times... Zenanged
Gamiments Time ID Agey Type Del Allowed Rec Source
Contiact Price Agjisiment Index RE-AUDIT-BEGIN-DT Yes @ Construction
Time Descr* Actl Compl Proj Compl Req For Comments -
Residency Audit Begin Date Q 07/11/2025 10:28 AM & mm/dd/yyyy --:-- - Neither > @
RE-AUDIT-END-DT Yes @, Construction
Residency Audit End Date Q 07/11/2025 11:17 AM @ mm/dd/yyyy —i-- - Neither b2 Q v
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Part 2: District Auditor Role

Step 1: Ensure you are in the District Auditor role.

Switch Role ®

| Aaron Cooper ple
ADMIN Id
Central Office Administration
Commission Change Order I
CONSTRUCTION

: iy
F{DistrictAuditor i

District Civil Rights Payments I
OTA - Construction Engineer

Pre-Con Readonly

Subcontract Admin

Step 2: Click Contract Administration under the Construction component.

On this page:  Construction  Data Analytics  Sample Record Overview  Daily Source Report Overview

PROJECT District Auditor (ODOT Field)

Vv Global News Feed.

Beginning of a new Fiscal Year will start on July 1.

v Construction o v Sample Record Ov

Change Order

I Contract Administration I Q, | Type search criteria or

Contract Claims
Contract Permits
Contract Progress

Contract Specific Authorities Enter search criteria above |

Contract Time
v Daily Source Repo
Contract Vendor Assets

Page 9 of 27



Step 3: Search the needed Contract Number.

Contract Administration Overview

v Contract Administration Overview

Q 250003 4 | sSystemDefault ¥ Showing 1of1
Contract Description Federal / State / OTA Project Number JPN Orig Matl and AAs ¢
250003 @, TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE @, STPG-214E(168)AG @, 36685504 02/07/2025 2:30:47 |

Step 4: Click the Contract Number hyperlink.

Contract Administration Overview

v Contract Administration Overview

Q250003 & System Default ~  Showing 1 of 1
Contract Description Federal / State / OTA Project Number JPN Orig Matl and AAs (
250003 @, TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE @, STPG-214E(168)AG @, 36685504 02/07/2025 2:30:47 |

Step 5: Click Contract Times tab.

Administration Overview  Approved DBE Commitments  Contract Documentation — Contract Payments  Contract Progress  Ci

Contract Administration Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General Contract ID
Additional Information 250003
Administrative Offices Description*
Contract Authorif TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) Q
Contract Times
DBE/Payroll/Payments Prime Contractor Name
Sample and Testing @ TRAFFIC SIGNALS, INC.
Funding Contract Status
Locations Active
Permits
Contract Type *
Comments

ODOT - ODQT Contract
Contract Price Adjustment Index
Spec Book
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Step 6: Search for the DISTRICT-AUDIT-BEGIN under the Informational component.

 Informational

Q  Dis &  Advaffced  Showing3of3
Select Informational Times... frenanged
Time ID Agcy Type Del Allowed Rec Source
DISTRICT-AUDIT-BEGIN Yes @, Consiruction
Time Descr* Actl Compl Proj Compl Req For Comments v
District Audit Begin Date @ mm/ddlyyyy - - & mm/dd/yyyy —:-- - & Neither = Q
DISTRICT-AUDIT-END Yes @ Construction
District Audit End Date Q mm/dd/yyyy --:-- - mm/dd/iyyyy —-:-- - Neither > Q v
Step 7: Fill out the DISTRICT-AUDIT-BEGIN date on the DISTRICT-AUDIT-BEGIN Row.
~ Informational
Q Dis & Advanced  Showing3of3
Select Informational Times... b
Time ID Agey Type Del Allowed Rec Source
DISTRICT-AUDIT-BEGIN Yes @, Construction
Time Descr* Actl Compl Proj Compl Req For Comments -
District Audit Begin Date ? 07/11/2025 01:22 PM mm/dd/yyyy —:-- -- Neither v Q
DISTRICT-AUDIT-END Yes @ Construction
District Audit End Date Q mm/dd/yyyy —— — mm/dd/yyyy —:— - Neither = Q v

Step 8: Click Save.
SIGNALS (RH

There are unsaved changes.

CONTRACT REQUIREMENTS Yes No

v Informational

Q Dis & Advanced  Showing3of3
Select Informational Times... 1:changed
Time ID Agcey Type Del Allowed Rec Source
DISTRICT-AUDIT-BEGIN Yes @, Construction
Time Descr* Actl Compl Proj Compl Req For Comments -
District Audit Begin Date @ 07/11/2025 01:22 PM mm/dd/yyyy —:-- — &) Neither . Q
DISTRICT-AUDIT-END Yes @, Construction
District Audit End Date Q mm/ddlyyyy ——- - mm/ddlyyyy —-- - Neither > a v
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Step 9: Click Items hyperlink.
sove compi : >~ 0 0

Actions Help  Log off

Administration Overview  Approved DBE Commitments ~ Contract Documentation ~ Contract Payments ~ Contract Progress ~ Gurrent DBE Commitments ~ SBP Commitment§  Items Flojects Subcontracts

Contract Administration Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) +0

General v Site

Additional Information

) i Q| Type search criteria or press Enter & Advanced  Showing 1 of 1
Administrative Offices

Contract Authority
Select Site Times... 0 changed
Contract Times
DBE/Payroll/Payments jrveD Start Time Time Type o
Sample and Testing Sy Available Time
Time Descr* Main Active % Compl
Funding
CONTRACT REQUIREMENTS Yes No
Locations
Permits & Informational
Comments
Contract Price Adjustment Index Q dis & Advanced  Showing3of3
Select Informational Times... 0 changed
Time ID Agcy Type Del Allowed Rec Source
DISTRICT-AUDIT-BEGIN Yes @ Construction

Time Descr* Actl Compl Proj Compl Req For Comments

Step 10: Click Contract Project Items tab.

Administration Overview  Approved DBE Commitments  Contract Administration ~ Contract Progress ~ Current DBE Commitments  Contract Payments  Project

Contract ltems

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract Project Items Q, Type search criteria or press Enter & Advanced  Showing 13 of 13

Line... Item Majo... Pay... Complete As Built
0005 805(A)3256 - (PL)JREMOVAL OF TRAFFIC SIGNALE No No No 1

District Auditor
Bid Quantity: 1/ Current Quantity: 1 LS Q  Begin typing to search or pr
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Step 11: Check the Pay Items for Quantities.

Contract ltems

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

@cunlr.::lmmlmrlumher Item Description

Contract ltems O Sasrch 2 search

Contract Project Items 0005 0020 0040 0060 0070 0080 ‘ o110 (PLIREMOVAL OF TRAFFIC SIGNAL EQUIPMENT

00s0 0065 cos0 0100 TWAYISECADJSIGHDS-12

Contractor Items o010 ooz

250003 Prjln DwrDate Seq FirstName LastName From To Location Quantity Posted

Contract

250003 I
Contract ID

0005

ProjectitemLineNumber
805(A)3256

ftem Code

(PLIREMOVAL OF TRAFFIC S...
tem Description

1.00

Quantity

1.00

CurrentQuantity

0.00

QryPostToDateApRDwrS

0.00

QtyPostToDateAppDwrs

0.00

QuantityPaidToDate

Note: On the Contract Project Items tab District Auditors can view any attachments that have been
provided.

Step 12: Click Contract Items tab.

Contract ltems
wv Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)
(O contracttemLineNumber Item Description
Contract ltems O Search P search
Contract project Items 0005 0020 0040 0060 0070 0080 ‘ o110 (PLIREMOVAL OF TRAFFIC SIGNAL EQUIPMENT I
Contractor ltems 0010 0030 0050 ooss o080 0100 TWAYISECADISIGHD S-12
250003 Priln DwiDate Seq FirstName LastName From To Location Quantity Posted
Contract -
250003 I
Contract 1D
0005
ProjectitemLineNumber
205(A)2256
tem Code
(PLIREMQVAL OF TRAFFIC SI...
tem Description
1.00
Quantity
1.00
CurrentQuantity
0.00
QtyPostioDateAppDwTS
0.00
QtyPostioDateAppDwrs
0.00
QuantityPaidToDate
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Step 13: On the Line Item, enter your 6 Digit Core ID in the District Auditor field to sign your approval.

Vv Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) v o

Contract Items

Contract Project tems Q, Type search criteria or press Enter & Advanced  Showing 13 of 13

Contractor Items

1 changed
Line ... Item Majo... Pay... Complete As Built Approved DWR Qty
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No N o i 0
District Auditor fomments
Bid Quantity: 1 / Current Quantity: 1 LS Q 147311 Q
Mandy L Lindsey
v
Step 14: In the Comments field, leave a necessary comment.
There are unsaved changes. X
Contract ltems
Vv Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) v 9
Contract ltems
Contract Project Items Q. Type search criteria or press Enter & Advanced  Showing 13 of 13
Contractor Items 1 changed
Line ... Item Majo... Pay... Complete As Built Approved DWR Qty
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1 1
District Auditor Comments
Bid Quantity: 1/ Current Quantity: 1LS Q 147311 Approved a
Mandy L Lindsey
Step 15: Click Save.
There are unsaved changes. X
Contract ltems
[r—
v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) v o
I
Contract ltems
Contract Project Items Q Type search criteria or press Enter & Advanced  Showing 13 of 13
Contractor Items 1 changed
Line ... ltem Majo... Pay... Complete As Built Approved DWR Gty
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1 0
District Auditor Comments
Bid Quantity: 1/ Current Quantity: 1 LS Q 147311 Approved Q
Mandy L Lindsey
v

Note: The next 2 sections (Part 2A: How to Flag Line Item and Part 2B: How to Un Flag Item) are optional
steps that are only needed if desired. You may skip to Step 16 if you don’t need the How to Flag and Un Flag
steps.
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Part 2A: How to Flag Line Item

Optional Step 1: Click the Row Action Menu.

Optional Step 2: Click Contract Item Attention Flags from the drop-down menu.
EaEme e x

Actions Help
BE Commitments  Contract Administration ~ Contract Progress ~ Current DBE Commitments ~ Contract Payments  Projects ~ Subcontracts
Actions

Exclude from Search Results

SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) Markliem Complete

Mark Item Not Complete

Q| Type search criteria or press Enter &7 Advanced  Showing 13 of 13 I Contract Item Attention Flags. I
DWR Agency View Contract Item Association
Views
Line ... item Majo... Pay... Complete As Built Attachments (0)
Links
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1
L 5 Tracked Issues
District Auditor (
Reports
Bid Quantity: 1 / Current Quantity: 1 LS Q 147311

Item History To Date Report

Mandy L Lind:
s Item Posting by Item

Optional Step 3: Leave a Comment in the Comments Box.

Optional Step 4: Click Save.

Log off

LY

Contract ltem Attention Flags

| have an issue.

Page 15 of 27

Item ID Item Description
805(A)3256 (PL)REMOVAL OF TRAFFIC SIGNAL EQUIPMENT
1added 0 marked for deletion 0 changed
New
Flag Set By Flag Set Date/Time Last Modified By Last Modified Date/Time X
Comments *

Save




Optional Step 5: Notice the Flag on the Line Item.

Contract ltems Save Complete

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract Items
Contract Project Items Q, Type search criteria or press Enter Advanced  Showing 13 of 13

Contractor ltems

Line ... Item Majo... Pa

0005 | Im 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No

Bid Quantity: 1/ Current Quantity: 1LS

Part 2B: How to Un Flag Line Item

Optional Step 1: On the Line Item, click the Row Action Menu.

Optional Step 2: Click Contract Item Attention Flag.
CaEme e x

Actions Help  Logoft

BE Commitments ~ Contract Administration ~ Contract Progress ~ Current DBE Commitments ~ Contract Payments ~ Projects ~ Subcontracts %
Actions

Exclude from Search Results

SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) Mark lrem Sompiete a
Mark Item Not Complete

Tasks

Q Type search criteria or press Enter 4 Advanced  Showing 13 of 13 | Gontract Item Attention Flags. I
\gency View Contract ltem Association

Views i
Line ... Item Majo... Pay.. Complete As Built Attachments (0)

Links
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1

. . Tracked Issues
District Auditor

Reports

Bid Quantity: 1/ Current Quantity: 1LS Q 147311

Item History To Date Report

Item Paosting by Item
W .
.

Mandy L Lindsey

Optional Step 3: Click the Row Action Menu.

Optional Step 4: Click Delete.

Contract Iltem Attention Flags

Item ID Item Description
805(A)3256 (PL)REMOVAL OF TRAFFIC SIGNAL EQUIPMENT
Oadded 0 marked for deletion 0 changed
New
Flag Set By Flag Set Date/Time Last Modified By Last Modified Date/Time m
0ODOT\258785 07/11/2025 1:47:52 PM ODOT\258785 0 Actions
Comments * Delete
| have an issue. Duplicate Row
Insert Row
Views
Attachments (0) kd
Save
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Optional Step 5: Click Save.

Item Description

Item ID
805(A)3256 (PL)REMOVAL OF TRAFFIC SIGNAL EQUIPMENT
0 added 1 marked for deletion 0 changed

New
O — P — T

Flag Set By Flag Set Date/Time Last Modified By Last Modified Date/Time ‘.’

ODOT\258785 07/11/2025 1:47:52 PM ODOT\258785 07/11/2025 1:47:52 PM

Comments *

Q

| have an issue.

Save

Optional Step 6: Notice the Flag is now gone.
Save Complete

Contract Iltems
v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract ltems
Q| Type search criteria or press Enter & Advanced  Showing 13 of 13

Contract Project Items

Contractor ltems

Line ... Item Majo... Pay... Complete As Built Approvi
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1 0
District Auditor Comments
Bid Quantity: 1 / Current Quantity: 1 LS Q 147311 Approved
Mandy L Lindsey
Part 2: District Auditor Role (Continued)
Step 16: Make sure the As Built and Approved DWR Qty match.
Itern Msjoritem  Pay Plan ... Complete As Built Approved DWR Qty
512(A)3200 - PAINTING EXISTING STRUCTURES () Yes No Yes 1 1
District Auditor TS
mment Quantity: 1 LS Q 1473N Accepted a

Page 17 of 27
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Step 17: Click the Contract Administration hyperlink.

Administration Overview  Approved DBE Commitments | Contract Administration | Contract Progress  Current DBE Commitments

Contract ltems

Contract Payments

Projects

¢
N

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract ltems

Contract Project Items Q, Type search criteria or press Enter & Advanced  Showing 13 of 13

Contractor Iltems

Line ... Item Majo... Pay... Complete

805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No

Piadeiad Aaditan

0005

As Built

Step 18: Now that everything has been audited, enter the Actl Compl date on the DISTRICT-AUDIT-END row.

v Informational

Q dis &  Advanced  Showing 3 of 3
Select Informational Times... b
DISTRICT-AUDIT-BEGIN Yes @, Construction
District Audit Begin Date Q 07/11/2025 01:22 PM & mm/ddfyyyy —:-- — Neither hi a v
Time ID Agcy Type Del Allowed Rec Source
DISTRICT-AUDIT-END Yes @ Construction
Time Descr#* Actl Compl Proj Compl Req For Comments v
District Audit End Date Q 07/11/2025 02:13 PM mm/dd/lyyyy —-:-- - Neither b Q
Part 3: Set to Complete
Note: Once you have approved everything, all Items need to be set to Complete. Follow the steps below.
Step 1: Click the Items hyperlink.
Administration Overview  Approved DBE Commitments ~ Contract Documentation ~ Contract Payments ~ Contract Progress ~ Current DBE Commitments ~ SBP Commitmentf ltems Pgpjects  Subcontracts
Contract Administration Summary
v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) L 4 e
General v Site
Additional Information
e = Q | Type search criteria or press Enter & Advanced  Showing 1of1
Administrative Offices
Contract Authority
Select Site Times... Bchanged
Contract Times
DBE/Payroll/Payments {{melD StartTme limegype v
00 AT

Sample and Testing

Available Time

Time Descr* Main Active % Compl
Funding
CONTRACT REQUIREMENTS Yes No
Locations
Permits v Informational
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Step 2: On the Line Item click the Row Action Menu.

Line ... ltem Majo... Pay... Complete As Built Approved DWR Qty
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1 0

District Auditor Comments
Bid Quantity: 1/ Current Quantity: 1 LS Q 147311 Approved

Mandy L Lindsey

Step 3: From the Row Action Menu drop-down menu, click Mark Item Complete.

= Commitments  Contract Administration ~ Contract Progress  Current DBE Commitments  Contract Payments  Projects  Subcontracts

Actions
ISIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Tasks
Q Type search criteria or press Enter & Advanced  Showing 13 of 13 Contract Item Attention Flags...

DWR Agency View Contract ltem Association

Views
Line ... Item Majo... Pay... Complete As Built Altachments (0)
Links
0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No No 1
o . Tracked Issues
District Auditor q
Reports
Bid Quantity: 1/ Current Quantity: 1 LS Q 147311

Item History To Date Report

Mandy L Lind! :
i Item Posting by Item

Step 4: Notice the Line Items are now marked Complete.

Line ... item Majo... Pay ... | Complete As Built Approved DWR Qty

0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No No Yes 1 0
District Auditor Comments

Bid Quantity: 1/ Current Quantity: 1 LS Q 147311 Approved
Mandy L Lindsey
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Step 1: Click the Contract Progress hyperlink.

Part 4: Final Quantity Change Order

Administration Overview  Approved DBE Commitments

Contract Items

Contract Administration

Confract Progress

Save C

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract ltems
Contract Project Items

Contractor ltems

Q.| Type search criteria or press Enter

Line ... Item

0005 805(A)3256 - (PL)REMOVAL OF TRAFFIC SIGNALE No

Bid Quantity: 1/ Current Quantity: 1 LS

Step 2: Click Change Order tab.
Contract Progress Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General

Financials

Daily Work Reports
Diaries

Sample and Testing

Payment Estimates

Change Orders

Payment Adjustments
Item Adjustments
Agency Views

Mix Designs

Contract ID
250003

Description*

TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Prime Contractor Name

@ TRAFFIC SIGNALS, INC.

Contract Status

Active

Contract Type *
ODOQOT - ODOT Contract

Spec Book

an

Step 3: Click the Add button.

Progress Overview ~ Construction Stockpile

Contract Progress Summary

Vv Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Contract Administration ~ Contract Documentation  Items

General Net Change Amount Pending

Financials
Daily Work Reports
Diarles

Sample and Testing

Net Change Amount Approved

Total Net Change Amount

Payment Estimates
Contractors

Change Orders

orpress Enter  Advanced

Payment
Item Adjustments

Agency Views

Enter search crite

Mix Designs

Add

above to see results (Of | Show first 10

Projects

&  Advanced

Subcontracts

Net Change Percentage Pending
Net Change Percentage Approved

Total Net Change Percentage
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District Auditor Comments

Q 147311 Approved
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Step 4: Click the Change Order Type field drop-down arrow.

IC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Change Order Date E»
07/11/2025 0
Description* Ct

Q
A

Change Order Type*

-

Er

Akl e

Step 5: Select 0500 - Final Quantity from the drop-down menu.

Change Order Type *

-

. 0100 - Multi-Functional
0200 - Time Extension
0300 - Incentives

RSt

0500 - Final Quantity

I_(’:»T(J() - Supplemental Agreement

Step 6: Make sure the Author field populates your Information.

Change Order Type *
0500 - Final Quantity ~

Author*
Q 258785

Cooper Aaron

Reason*

Step 7: Click the Reason fields drop-down arrow.

UUUY - Flldl duariuly -

Author *

Q 258785

Cooper Aaron

Reason*

I Inilataral
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Step 8: From the drop-down menu, select the needed reasoning.
Reason*

| 100 - Site Requirement
200 - Scope Change
300 - Engineering Error / Omission
310 - Engineering Error

320 - Engineering Omission

Step 9: Click Save.

imary

FIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Change Order Date Explanations _
07/11/2025 0
Description* Change Order Revision Number
Q
Approval Date
Change Order Type *
0500 - Final Quantity ~
Entered By
Author*
Q 258785

Step 10: Click the Increase/Decrease Items.

Contracts  Change Orders  Contract Administration ~ Contract Documentation ~ Contract Progress ~ Estimates  Items  Payment Estimal

Contract Change Order Summary Change Order - Test Successfully Saved
v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)
Change Order: 0001 Status: Draft Amount: Test
=) Change Order Date Explan:
Increase/Decrease ltems 0771172025 0
Description* Change
Time Adjustments Test a
Plan Discrepancies
Approv
Change Order Item Explanations Change Order Type *
Review Tracking 0500 - Final Quantity ~
Approval Tracking Author* Enterec
258785
Q 258785
Crnmar Aaran Enterec
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Step 11: Click the Balance Completed Items button.

Contract Change Order Su mmary Change Order - Test Successfully Saved

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

Change Order: 0001 Status: Draft Amount: Test

Ganeral v Increase/Decrease Items
Increase/Decrease |tems

Type search criteria or press Enter &7 Advanced
New ltems 2 P i

Time Adjustments Select ltems...

Plan Discrepancies
No rows found matching criteria.
Change Order ltem Explanations

v Balance Completed Items
Review Tracking

Approval Tracking
Q| Type search criteria or press Enter & Advanced

Balance Completed Iltems...

No rows found matching criteria.

Notes: All items marked complete will balance to the adjusted posted DWR Quantity on Approved DWRs.
Step 12: All Change Order Items will need an Explanation.

Note: You cannot use “This Item has been balanced” as your explanation.

Step 13: Click the General tab.
m m Save Complete

Contracts  Change Orders ~ Contract Administration ~ Contract Documentation ~ Contract F

Contract Change Order Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE

tus: Draft Amount: 935.00 Test

Generl v Increase/Decrease ltems

Type search criteria or press Enter & | Adwi
New ltems Q| I e
Time Adjustments Select Items...
Plan Discrepancies

Proj Ln# Proj - Cat
Change Order Item Explanations 0010 3685504 - 0301
Review Tracking X Curr Qty Curr Ext Amt
Approval Tracking 140.000 130,900.0000

Step 14: You will now send the Final Change Order Quantity through how your District instructs you to.

Step 15: Once you receive the Approved Final Quantity Change Order back, you will need to run a progressive
to pay for all of the items.

Note: There cannot be any items that will be paid on a final.
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Note: Item Adjustments & Contract Adjustments can be paid on Finals.

Part 5: Final Estimate

Step 1: Click Contract Progress hyperlink.

Administration Overview  Approved DBE Commitments ~ Contract Documentation ~ Contract Payments] Contract Progress

Contract Administration Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General Contract ID
Additional Information 250003

Administrative Offices Description*

Contract Authority TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)
Contract Times
DBE/Payroll/Payments Prime Contractor Name

Step 2: Click the Payment Estimate tab.
Progress Overview  Construction Stockpile ~ Contract Administration ~ Contract Documentation  Items  Projects ~ Subcontracts

Contract Progress Summary

Vv Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General Contract ID
Financials 250003
Daily Work Reports Description*
Diaries TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE) a
Sample and Testing
Payment Estimates Prime Contractor Name
Contractors @ TRAFFIC SIGNALS, INC.
Change Orders Contract Status
Payment Adjustments Active
Item Adjustments
Contract Type*
Agency Views
ODOT - ODOT Contract
Mix Designs

Spec Book

Step 3: Click Add Payment Estimate button.
Progress Overview  Construction Stockpile ~ Contract Administration ~ Contract Documentation  Items  Projects  Subcontracts

Contract Progress Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE)

General

Financials Q, Type search criteria or press Enter Advanced

Daily Work Reports
Add Payment Estimate...

Diaries

Sample and Testing Enter search criteria above fo see results (Or | Show first 10

Payment Estimates
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Step 4: Create the Final Pay Estimate
Note: There cannot be any Exceptions on the Final Pay Estimate.
Note: Going through the Approval Process. The Contractor will receive an Adobe File requesting their signature

on the Final Affidavit. Once signed by the Contractor, the Final Affidavit will be sent to the Residency Engineer
(RE) for sealing. If the RE is not a PE, the RE can delegate to someone who is a PE.

Part 6: Final Packet Documentation

Note: Once you have sent off the Final Estimate, start collecting the Final Packet Documentation.

Step 1: Click the Contract Documentation hyperlink.

Administration Overview  Approved DBE Commitments | Contract Documentation ontract Payments

Contract Administration Summary

v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE UPGRADE

General Contract ID

Additional Information 250003

Administrative Offices Description*

Contract Authority TRAFFIC SIGNALS (REFLECTORIZED BAGKPLATE UPGRADE
Contract Times

Step 2: Click the Document Submission tab.

Overview  Contract Administration ~ Contract Progress  Items  Projects  Subcontracts
Contract Documentation Summary
v Contract: 250003 - TRAFFIC SIGNALS (REFLECTORIZED BACKPLATE

—

iteri V-4
Dot e S e, Q Type search criteria or press Enter Adv

Review Document Submissions

Contract Project Design

Evaluations > Contractor Prime
Plan Discrepancies 731127224 - TRAFFIC SIGNALS, Il Yes
Meetings
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Step 3: Add the needed Documentation (Some will be added already and it all depends on what your project

contains).

v Final Estimate Packet

Type

FPO1-

FP10

FP15-

FP20 -

FP25 -

FP30-

FP45 -

FPS0 -

Combined Final Packet

-Acceptance Letter

Final Estimate Affidavit

Material Certification Letter

Buy America Certified Letter

Bridge Foundation

Contractor Rating Form

Other

Submitted Date ¥

06/17/2025

06/17/2025

06/17/2025

06/12/2025

06/13/2025

06/13/2025

05/27/2025

06/13/2025

Submitter ¥

Q Ann
Wilson

Q Charles

Revelle

Q Charles

Revelle

Q Charles

Revelle

Q  Charles

Revelle

Q Charles

Revelle

Q Charles

Revelle

Q Charles

Revelle

+¥ Comments ¥

(]

[ Not Required By
Contract

Waste Cert. of Disposal

Q

Document Additional Information * »

Combined Packet

Acceptance Letter

Final Estimate

Material Certification

Buy America

Bridge Foundation

Contractor Rating

COD ATTACHED

0 changed

v

Step 4: On the Acceptance Letter row, click the Checkbox between the Submitter field and the Comments
field. This will generate the Final Acceptance once saved.

FPO1 -

Type

FP10 -

Step 5: Click Save.

‘Contract: 230283 - BRIDGE
PAINTING

Combined Final Packet

Acceptance Letter

~ Final Estimate Packet

FP01 - Combined Final Packet

06/17/2025

Submitted Date ¥

06/17/2025

06/1712025

Submitted Date ¥

Q Ann

Wilson
Submitter ¥

Q Charles

Revelle

Q Ann

Wilson

Submitter ¥

(]

Comments ¥

+ ¥ Comments ¥

Q

Q

(o}

Combined Packet

Document Additional Information * ¥

Acceptance Letter

Combined Packet

Document Additional Information * ¥

1 changed

h 4

E3-0

1 changed

o

Step 5: Once you have clicked the checkbox and saved, an Adobe File Acceptance Letter will send to you for a
Signature.

Step 6: Once you have signed the Acceptance letter, click the Acceptance Letter Row Action Menu.

Submitted Date

Type

FP10 - Acceptance Letter

06/17/2025

Submitter ¥

Q Charles

Revelle

+¥ Comments ¥

O
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Step 7: Click Attachments from the drop-down menu.

Type Submitted Date ¥  Submitter ¥ +¥ Comments ¥ Document Additional Information*

FP10 - Acceptance Letter 06/17/2025 Q Charles O Q Acceptance Letter Actions
Revelle There are no actions available.

FP15 - Final Estimate Affidavit 06/17/2025 Q Charles O Q Final Estimate Tasks
Revelle Compile Document Packet

. e 061202025 - . — Send Acceptance letter to Adobe Sign

FP20 - Material Certification Letter Q Charles O Q Material Certification Send Material Certification to Adobe Sign

Revelle

Buy America Attachments (1)

FP25 - Buy America Cerlified Letter 06/13/2025 Q Charles [ Not Required By a
Contract inks
Revelle
Reviewers
FP30 - Bridge Foundation 06/13/2025 Q  Charles O Q Bridge Foundation Tracked Issues
Revelle Historical Reports
Acceptance Letter
FP45 - Contractor Rating Form 05/27/2025 Q Charles ]} Q Contractor Rating Construction Engineer Final Report

Revelle Final Packet Cover Sheet
Material Certification Letter

Step 8: Click Select File button and upload your Signed Acceptance Letter.

Attachments Overview
v Attachments For Document Submission

Q, Type search criteria or press Enter &7 Advanced

Select File

Mo rows found matching criteria.
v Adocbe Sign Documents

Attachments Overview
v Attachments For Document Submission

Q Type search criteria or press Enter ¥ Advanced

Select File.

No rows found matching criteria.

v Adobe Sign Documents

Filename Size (kb) Description ¥

Acceptance Letter.pdf 203  Acrobat Sign Completed

Note: Final Estimate Affidavit should be attached to the Final Estimate Affidavit row.

Note: Once you send off the Final Estimate, you should be able to do your Material Certification. Once you
complete the Material Certification, it will send off to the RE and then from the RE to the PE

Note: Any additional documentation you need, you will load it to the appropriate areas.

Step 9: Once all needed documents are uploaded, it will combine to a Final Packet to be viewed by the District
Auditor, District Engineer, and the Auditor for Construction Division.

Note: This will follow the same process that was used for SiteManager.
Step 10: The Estimate will process up and will be signed off by the Director of Operations.
Step 11: Once signed off, the Final Packet will send to Comptrollers Office and the project will be closed.
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