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Summary of Changes

Reviewed Date: 04/28/2026

Reviewed By: Aaron Cooper

Changes Made: No changes made, up to date.

Revised Date: 02/17/2026

Revised By: Aaron Cooper

Changes Made: Added How to Enter Partials section.

Revised Date: 01/12/2026

Revised By: Aaron Cooper

Changes Made: Steps 13-18 were added since the process of editing Quantities on Subcontract Items changed.
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AASHTOWare Project Construction & Materials™ Quick Reference Guide for ODOT

Additional Quick Reference Guides, training documents, and the Construction and Materials

User Guides are available from ODOT. -

| Global Actions menu (top of the screen)

n Component Actions menu (on headings)

W | Row Actions menu (on rows)

o The Subcontract Overview includes information about the contract and its associated
subcontracts.
o The Item Worksheet tab of the Subcontract Summary contains all of the item information for the selected

subcontract.

Subcontract Entry (Contractor)

1. Log on to AASHTOWare Project.
2. From the Contract Administration Overview component, click the Show first 10 link and manually look for the
contract you need to add a subcontract.
* Note: You can also use Quick Find search box to search for the contract to add a Subcontractor for.
* Note: Only the contracts you have access to will be shown.
3. Click on the Contract ID link.
4. Click the Subcontracts quick link.
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» Note: Quick links are located at the top of the screen.

* Note: The Subcontract Overview page will list all the previously entered Subcontracts on this contract. To
view any of the Subcontract record information, click on the Sub Num link for the corresponding Subcontract.

5. Click the Sub Num link for the subcontract to add item information.

* On the Detail tab, you will see information regarding this Subcontract.

» Note: If this Subcontract is a trucking company or a supplier, click on the corresponding Trucker or Supplier
check box. When clicking on either the Trucker or Supplier check box, a new field will appear to enter the
subcontract amount. Click the Trucker Amount or Supplier Amount field, enter the corresponding amount.

* Note: If this Subcontract is a specialty subcontract, click on the Specialty Subcontract check box.

* Note: If there are any relevant comments that need to be passed on to the Vendor, they will be displayed in
the Comments field.

6. Click on the Item Worksheet tab. This is where you will select the Items that the Subcontractor is allowed to work

on.
7. Click the Select Items button.
On the modal screen, click Show first 10 or use the Quick Find search box to find the specific item.

9. Select the item(s) to add to the subcontract.
= Note: Multiple items can be selected, and a count of the items selected at the top right on the modal screen. If you
click on the [#] selected link, then a list of selected items will display.
10. Click the Add to Subcontract button.

11. Click the Unit field, and edit the unit for the subcontract item, if needed.
12.  Click the Save button.
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* Note: If an item is accidentally added to a Subcontract and needs to be removed, click on the row Actions
menu for the item to delete and click on the Mark for Deletion icon. Then, click the Save button.
* Note: If you need to change the Quantity of an Item follow Steps 13-18.
13. Click the Item Details tab.
14. Locate the needed Item and click the Expand/Collapse Arrow.
15. Change the Unit of Measure field to PART — PARTIAL QUANTITY.
16. Enter a needed Comment in the Comments field.
17. Edit the Quantity Field to the needed Quantity amount.
18. Click Save.
19. Once all items have been entered and the necessary information has been updated, then this Subcontract is ready to
be submitted.
= C(Click on the Detail tab.
20. Click on the Subcontract Items Entered field, enter today’s date.
= Note: You can also use the Subcontract Items Entered Date Picker icon to click on today’s date.
21. Click the Save button.
* Note: Once a date is entered in the Subcontract Items Entered field and is saved. An email will automatically

be sent to the ODOT notifying them Items have been entered and are ready for review.

Prepared by Info Tech, Inc., DBA Infotech. The AASHTOWare Project logo and the AASHTOWare Project Construction & Materials logo are registered trademarks of AASHTO. AASHTOWare Project, AASHTOWare
Project Construction & Materials, and AASHTOWare Project Mobile Tester are proprietary software products of AASHTO. Mobile Inspector is a proprietary software product of Info Tech, Inc.
© Copyright 2024 by the American Association of State Highway and Transportation Officials, Inc. All rights reserved.



K L2
T

OKLAHOMA

Transportation

e Managing Subcontracts (External)

COMSTRUCTION & MATERIALS

AASHTOWare Project Construction & Materials™ Quick Reference Guide for ODOT

1. Back on the Items Details Tab, expand the needed Iltem Row.

2. Click the Unit of Measure drop down arrow.

3. From the Unit of Measure drop down menu, click PART — PARTIAL QUANTITY.

4. In the Quantity Field, enter the quantity of items units that will be performed on the subcontract.

5. Click the Save button.
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