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Pre Construction Project Entry 
 

Section 1: Setting Workflow phase 
 
Step 1: On the Project Summary screen, click the Workflow tab. 

 
 
Step 2: On the Workflow tab, select the Workflow field by clicking the drop-down arrow. 

 
 
 



Step 3: From the Workflow Drop-Down Menu select ODOT Workflow. 

 
 
Step 4: Click the WorkflowPhase field drop-down arrow. 

 
 
 
 
 
 
 
 
 
 
 
 



Step 5: From the WorkflowPhase Drop-own Menu, select QAQC / Design. 

 
Step 6: Click the Save button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section 2: Entering Project Information 
 

(General Tab) 
Step 1: On the General Tab fill out any information needed in the system non-required fields. 
(Screen Shot of Fields that could need information added) 

 
 
 

(Counties Tab) 
 
Step 1: Still on the General Tab, click the Counties Tab on the left side panel. 

 
 



Step 2: Now on the Counties Tab, click the New button. 

 
Step 3: In the County ID Field enter the needed county and press the Enter key. 

 
 
Step 4: When the needed county appears, click the County from the drop-down. 

 
Step 5: In the Pct (Percent) field, enter the percentage of the project that falls in the county. 

 



Step 6: Click the Primary checkbox. 

 
Step 7: Click the Save button. 

 
 

(Districts Tab) 
 
Step 8: Click the Districts Tab on the left side panel. 

 
Step 9: On the Districts Tab, select the New button. 

 
 



Step 10: In the District ID field, enter the needed District and hit the Enter key. 

 
Step 11: From the drop-down select the desired District. 

 
Step 12: Select the Primary checkbox. 

 
Step 13: Click the Save button. 

 
 

 
 
 
 
 
 
 
 
 



(Points Tab) 
 
Step 14: Select the Points Tab on the left side panel. 

 
 
 
Step 15: Click the New button. 

 
 
 
 
 
 
 
 
 
 
 



Step 16: Enter the Latitude and Longitude in their individual fields. 

 
 
Step 17: In the Description Field, enter the desired Description. 

 
 
Step 18: Click the Save button. 

 
 

(Road Segments Tab) 
 
Step 19: Click the Road Segments Tab on the left side panel. 

 
 



Step 20: Now on the Road Segments Tab select the New button. 

 
 
Step 21: Enter all the System Required Fields (Red Astrik ) and any other needed information. 

 
 
Step 22: Click the Save button. 

 
 
 
 
 



(Bridge Segments Tab) 
 
Step 23: Click the Bridge Segments Tab on the left side panel. 

 
 
Step 24: On the Bridge Segments Tab select the New button. 

 
Step 25: In the Bridge ID field enter the needed Bridge ID. 

 
 



Step 26: In the Description Field enter the needed description. 

 
 
Step 27: Enter any other needed/desired information the other fields. If no other information is 
needed, click the Save button. 

 
 
 

 
 


