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WisDOT Contract Administration and Reporting System

Introduction

The Contract Administration and Reporting System (CARS) is used to manage and support WisDOT contracts. The system is currently used to manage
contracts, including the following processes:

e Invoicing

e Evaluations

CARS is managed and supported by Consultant Services, which is part of the Division of Transportation System Development (DTSD) Bureau of Project
Development (BPD). Send requests for information and support to WisDOTCARS@dot.wi.gov.

For technical assistance, contact:

e Dan Meinen - CARS Administrator dan.meinen@dot.wi.gov 608-266-2915
e Sharon Bremser - State Consultant Services Supervisor sharon.bremser@dot.wi.gov 608-266-2375

Document Conventions

The instructions distinguish between “WisDOT” functions and “Consultants” functions by using these terms in the title of the description or
instructions. For example, the content in WisDOT: Dashboards differs from that in Consultants: Dashboards. If a section does not specify one of these
user types, then it applies to both types.

The terms “vendor” and “consultant” both refer to firms who contract with WisDOT. They are used interchangeably in this document.

Prime contracts, subcontracts and amendments are collectively referred to as “contracts” in this manual, but they are not equal in CARS. Each type of
contract is handled differently in the system.

Paths (a sequence of menu and page links) to particular pages are marked as “Path:” and start with the main menu. Elements in the path are
separated by an arrow (—). There may be more than one possible path to a particular page, but only one is noted.

Some images are condensed to show the relevant parts of a page in the confines of the printed page while maintaining legibility. Portions of the actual
page may be cut out or cut off, and large blank may be condensed so the field in the image appears much smaller than it is in CARS. Sections of the
page may be collapsed, which hides some of the content. The page may be narrowed, which can cause the control buttons at the top of the page to
display in more than one row. The Help Desk contact number, and the date and time that always appear at the bottom of the actual page are rarely
shown.

Instruction steps include fields that are required in the system and fields that trigger system actions. Be sure to enter all data as required by your
region or bureau.
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System Requirements

System requirements for CARS are found in Appendix 1: System Requirements and Compatibility Settings. This appendix also describes compatibility
settings for Internet Explorer, which can affect the appearance and function of CARS pages.

Getting Access

Basic access control is managed through the Consultant Services Section (CSS) of BPD. A completed CARS Access Request is needed for the following

cases:

All WisDOT employees

WisDOT employees who need Regional Administrator access - These administrators manage groups of contracts assigned to management
consultants and assign management consultant roles.

Consultants who need Vendor Administrator access - These administrators can add and delete staff members for the firm and manage all of
these staff members’ access to the firm’s data.

Consultants who need Management Consultant access - These administrators can access specific contract, evaluation or invoice data as
determined by their Regional Administrator. They can also access DOT data lists and search tools. Management Consultants cannot have the
Regional Administrator roles.

Access to CARS requires a valid Web Access Management System (WAMS) ID.

Getting Access — System Requirements



Obtain a WAMS ID

You should never share your WAMS ID or password with anyone. WAMS IDs identify the user who completed a transaction in CARS.

The process for obtaining a WAMS ID requires a valid email address. To obtain a WAMS ID, use the following steps.

1.

2.
3.
4

Go to the CARS log in page at https://trust.dot.state.wi.us/cars/

Click Register for a Wisconsin User ID.
Read the instructions and terms, and click Accept at the bottom of the page.
Complete the self-registration information. The following information is required:
a. Firstname
b. Last name
c. Email address.
=  Only one WAMS ID is allowed per email address.
= Your email address is used in CARS to send notifications. You can change this address in your CARS profile. See WisDOT: User Profiles
on page 50 or Consultants: User Profiles on page 61.
d. User ID requested for CARS (5 character minimum)
e. Password for CARS (7 character minimum)
f. Secret question for account recovery
g. Answer to the secret question for account recovery
Click Submit.

The system will send an automated email to the address you provided. Open the email and click the enclosed link. You must complete

registration within the time period specified.

A new Internet Explorer window opens. Enter your WAMS ID and password, and then click Login.
The system opens a page confirming that your account is created and activated.
Click Logout.
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Complete the CARS Request for Access Form

The DT1522 - CARS Request for Access form is included in Appendix 2: CARS Access Request Form. It is also available online from the CARS page
(http://wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/contracts/cars.aspx). To complete the form, you must have a valid WAMS ID.

1. (Optional) Click Save a copy B on the toolbar to save the form to a convenient location on your computer.

2. (Optional) Open the saved version on your computer.

3. Select the type of access needed in the Access Request Type box. Access is described in Appendix 3: WISDOT Roles and Actions in CARS
and Appendix 4: Vendor Roles and Actions in CARS.

4. Complete the information in Section A.

WisDOT only: Select the permissions needed.

6. Click Save.

continued on next page

v
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Complete the CARS Request for Access Form - continued

7. Click Submit to automatically email the form to the WisDOT CARS Security Administrators. Adobe Acrobat will open a message box asking you
to indicate which type of email service you use.

Select Email Client x|

Please indicate the option which best describes how you send
mail.

* Desktop Email Application

Choose this option if you currently use an email application such
as Microsoft Qutlock, Eudora, or Mail.

" Internet Email
Cheoose this option if you currently use an Internet email service
such as Yaheo or Micresoft Hotmail, You will then need to save

your form and return it manually to WisDOTCARS@dot.wi.gov
using your Internet email service.

[” Den't show again

oK I Cancel |

a. If you select Desktop Email Application, Acrobat creates and opens an email with the completed CARS Access Request form attached.
Send the email as-is, or you can edit the message before you send it.
If your email application is not running and you are not logged in, you will be prompted to open the application and sign in. Acrobat then

creates the new message as described.
b. If you select Internet Email, open your email account and create a new email to WisDOTCARS@dot.wi.gov. Include the completed form as

an attachment.

Access requests are typically completed within 5 working days. You will receive email confirmation when access has been granted.
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Security

Roles and Actions in CARS

Access to data in CARS is based on security roles assigned to the user by a security administrator. A role is a set of actions that a user performs to fulfill
a job function. An action, such as manage or view, applies to a specific type of object, such as a prime contract, subcontract or an invoice. Roles in
CARS are either vendor roles or DOT roles. A user can never have a mix of vendor roles and DOT roles.

Two different roles may have one or more actions in common. For example, many of the vendor roles contain the action View Contract.

WisDOT Roles

The CARS Administrator (WisDOTCARS@dot.wi.gov) and WisDOT Regional Administrators assign access for WisDOT staff members. See Appendix 3:
WisDOT Roles and Actions in CARS on page 140 for current lists of WisDOT roles and actions.

Management Consultants

CARS Administrators assign access for Management Consultants. See Appendix 5: Regional Administrator Instructions on page 147 for Regional
Administrator instructions.

Consultant Roles

Vendor Administrators assign access for the staff members at their firms. See Appendix 6: Vendor Administration Instructions on page 155 for Vendor
Administrator instructions. See Appendix 4: Vendor Roles and Actions in CARS on page 144 for current lists of vendor roles and actions.

A user may be assigned more than one role, as determined by your firm or department administrator. For example, a staff member who submits
invoices for contracts and reads evaluations may be granted both Invoice Submitter and View Evaluations roles.

The authority granted by roles is cumulative. For example, a consultant staff member who belongs to a group that can view evaluations for every
prime contract in a region can also be granted access to view invoices for a specific individual prime contract in that group.

Security — Roles and Actions in CARS 11
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Log In to CARS

1. Navigate to the Log In page for CARS:
Production: https://trust.dot.state.wi.us/ca

rs/
Training:
https://acceptance.dot.state.wi.us/cars/
2. Enter your test WAMS ID in the User ID
field.
3. Enter your test WAMS password in
the Password field.
4. Click Login.

Log In to CARS — Roles and Actions in CARS
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Linking to the CARS Log In Page
(Bookmarking)

You can create a permanent link to the CARS
Log In page. However, simply bookmarking the
page without editing the link will not work.
Use the following steps to bookmark the page.

1. Navigate to the CARS Log In page:
https://trust.dot.state.wi.us/cars/

Be sure to user lower case “cars” or
the connection will fail.

Notice that the link shown in the
address bar changes.

2. Click Favorites -I. Internet Explorer
opens the Favorites Center.

Log In to CARS — Linking to the CARS Log In Page (Bookmarking)
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Linking to the CARS Log In Page
(Bookmarking) - continued

3.

Click Add to favorites to bookmark
the page

-OR-

Click the Add to favorites arrow to see
more options.

In your Favorites list, locate the new
bookmark. The default name for the
bookmark is “Wisconsin Department
of Transportation”.

Right-click the new bookmark in the
list, and then click Properties. Internet
Explorer opens the bookmark’s
property sheet.

Log In to CARS — Linking to the CARS Log In Page (Bookmarking)
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Linking to the CARS Log In Page
(Bookmarking) - continued

6. Onthe Web Document tab in the URL
field, find the end of the URL and
backspace to delete the text until the
URL reads
“https://trust.dot.state.wi.us/”.

7. Type “cars/” on the end of the URL.

Click OK.

9. Test your bookmark by clicking the link
in your Favorites and logging in to
CARS to make sure the link connects

properly.

o

x|
"General Web Document |Secunty| Details I Previous Versions I
B
Eb Wisconsin Department of Transportation
E:{L; I p/fidff fsso7id =5&sid=0&option =credential &sid=0
Shortcut key:  [None
Visits: Unkcriown
Change lcon... |
ok | caned | appn |
F

"General Web Document |Sec1.|nt:.'| Details I Previous Versions I

.
Eb Wisconsin Department of Transportation

E%L; I https: {ftrust.dot.state. wi.us cars/

Shortcut key: |None

Visits: Unlnown

Change lcon... |

BY ok | cace | o

Log In to CARS — Linking to the CARS Log In Page (Bookmarking)
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Change WAMS Password

Begin the process of changing your password by
accessing the log in page for CARS.

Production: https://trust.dot.state.wi.us/cars/

Training: https://acceptance.dot.state.wi.us/cars/

1. Click Change your password. The Profile
Management Log In page opens.

Change WAMS Password — Linking to the CARS Log In Page (Bookmarking)
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Change WAMS Password - continued

2.
3.

Enter your WAMS ID in the User ID field.
Enter your current password in the
Password field.

Click Login. The Profile Management page
opens with your WAMS ID information
shown.

In the Account Information section, click
Change Password. The Change Password
page opens.

Change WAMS Password — Linking to the CARS Log In Page (Bookmarking)
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Change WAMS Password - continued

6. Enter your current password in the
Current Password field.

7. Enter a new password in the New
Password field. The new password must
meet the requirements stated in the
paragraph above the fields.

8. Enter the new password again in the Re-
enter New Password field.

9. Click Submit.

10. If your new password meets the given
requirements, WAMS Profile
Management displays a message
confirming that your password was
successfully changed.

a. Click Logout to exit.
-OR -

b. Click Continue to return to the Profile
Management page.

Change WAMS Password — Linking to the CARS Log In Page (Bookmarking)



WisDOT: Create User Profile

The Update Login Information page opens the first
time DOT users log in to CARS. Normally, CARS opens
the Dashboard page. You can create a profile and then
edit it later. Currently, you must simply select a
primary region. Please select the region or bureau
from which you are paid. It is recommended that you
also enter a phone number.

1. Select the primary region or bureau for which
you work in the Regions field.

2. Optional: Enter your work phone number in
the Phone Number field.

3. Click Next. CARS opens your Dashboard page.

WisDOT: Update Login Information

CARS opens the Update Login Information page for
returning CARS users who have not entered a phone
number. A phone number is not required.

1. Optional: Enter your work phone number in
the Phone Number field. If you choose not to
enter a phone number, CARS will prompt you
to enter one each time you log in.

2. Click Next. CARS opens your Dashboard page.

Change WAMS Password — WisDOT: Create User Profile
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Consultants: CARS Vendor Selection Page

Consultants who have access to more than one
firm’s records will see the CARS Vendor Selection
page after logging in to CARS. Each firm name is a
link to the user’s dashboard for that firm.

e Click the link for the firm in which you are
going to work.

Change WAMS Password — Consultants: CARS Vendor Selection Page
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Navigation

Main Menus

The CARS main menu varies by your permissions. You will not necessarily have all of the commands that are described for each of the menu types.
WisDOT users, Regional Administrators and Management Consultants will see WisDOT main menus. Consultants will see consultant main menus.

WisDOT Main Menus

Menu Item Purpose Menu Item Purpose

Home Returns to your Dashboard page from any page in CARS Search Lists tools for items that can be searched, such as
contracts, vendors and invoices

Master Administrator tools for adding and finding master Reports Links to the SAP Business Object reports

Group groups

Vendors Tools for finding and managing vendors Security Tools for assigning WisDOT user security access; visible
only to Regional Administrators

Solicitations | Tool for finding solicitations Profile Opens the User Profile page for user information
management

DT25 Tools for adding and finding DT25 records Log Off Logs the user off CARS

Navigation — Main Menus
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Consultant Main Menus

Menu Item Purpose Menu Item Purpose

Home Returns to your Dashboard page from any page in CARS Profile Opens the User Profile page

Search Lists tools for items that can be searched, such as Log Off Logs the user off CARS
invoices

Security Visible only to Vendor Administrators for managing

access

Navigation — Main Menus
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Contract and Work Order Identifiers on Dashboards and in Security Lists

Contract identifiers may have multiple components that help you choose a specific contract when similarly named projects are listed on certain pages,
such as dashboards or. The identifiers are displayed in a specific order and are separated by colons in the order:

Place | Identifier Format Example

1 State project ID 8 digits in 3 sets separated by hyphens 9999-99-99

2 Master contract number “M” followed by 8 digits M00000000

3 Work order number Whole number 278

4 Contract number 10 digit number 1400006343

5 Approval date MM/DD/CCYY 04/01/2012

6 Amendment Number (amendment Whole number 21
subcontracts)

Where one or more of the identifiers is not applicable or available, it is skipped in the result. The image below shows an example of contracts a security
list. The place listed in the table above is shown on the top row, and a color is applied. The search results are marked in color by identifier type. Notice
that project IDs are not always the first identifier shown.

1 2 3= 5
3555-08-77 : M5555&8877 ;1 1400006343 : 05/01/2014
5555-99-88 : 1400006344 : 05/01/2014

TIP7-77-77 © 1400005311

M5535687T : 1400006343

1008-35-01 : 324120005 : 06/06/2012

Prime contracts, subcontracts and amendment subcontracts may have all of the first five identifiers. There is an additional number on the end when a
single prime contract or work order has multiple amendment subcontracts assigned to one subcontractor. The amendment subcontracts are listed in the
amendment subconsultant’s security list only when the firm has a cost line on the amendment.

Note: Security administrators must assign security roles for every amendment subcontract to each appropriate user in order for invoice
costs to be applied correctly. If your firm has a new approved amendment subcontract, you must update the security access before
the funds can be properly applied to your invoice.
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The images below show examples of amendment subcontracts assigned to the same subcontractor as listed on both the dashboard and on the Edit/New
Amendment Subcontract page available to security administrators. Colors are applied to the parts of the identifiers for emphasis.

= Amendment SubContracts

Project ID Prime Vendor

| | Manage Amendment SubContracts

Filter | Vendor Name:

Staff Member:
&1 items found, displaying 31 to 40. [Eirst/Prev] 1, 2, 3. 4, 5, 6. 7 [Next/Lasi

Note: Selecting “All Active Contracts™ will assign below selected roles in all active contracts to this staff member.

Contract Type Select All Active Contracts [
Amendment SubContracts *

1200-01-04 - 1024101200 - 04/26/2011 -[1] Regular 1200-01-04 : 1024101200 : 04/26/2011 : 4]
1300-03-04 : MBESS30TL - 3 :| 605103071 : 08/27/2010 : ~

1300-03-04 - MOE253071 : 3 : 605103071 : D&i27/2010 :[T] Work Order

Dashboard Edit/New Amendment Subcontract Page
~ Amendment SubContracts
Project ID Prime Vendor Manage Amendment SubContracts

| | Vendor Name:

Staff Member:
Filter |

MNote: Selecting "All Active Contracts” will assign below selected roles in all active contracis to this staff member.
11 items found, displaying 1 to 10.  [First/Prev] 1, 2 [Next/Lasi] Select All Active Contracts []
LContract Type Amendment SubContracts *
0000-00-11 : 1400016329 : 11/01/2015 : (2
0000-00-11 : 1400016329 : 11/01/32015 : (3

&

0000-00-11 - 1400016325 - 11/01/2015 -

]

Regular

0000-00-11 : 1400016328 - 11/01/2015 :|3 Regular

Dashboard

Edit/New Amendment Subcontract Page
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Search Tools

Search Field

CARS provides a search field to locate a specific project, contract or master contract, currently for prime contracts only. The search field Prime Project,
Contract or Master Contract is in the upper right-hand corner of most CARS pages. If CARS finds more than one match, the system displays a table of
search results. If you have the appropriate access to the record, search results table will contain links to the contracts and invoices. If CARS finds only
one match and you have appropriate security role, CARS opens the appropriate contract page.

Prime Project, Contract or Master Contract; |_-r_-:: £971007 * |

Note: Search terms for projects and contracts must include the entire project or contract ID. “Wild card” characters such as the
asterisk (*) are not supported. Hyphens are not needed in project IDs.

Search Menus

Use the search menu functions to locate records quickly. Available search functions include contracts, invoices and vendors (DOT only).

DT25 Search Reports WisDOT Consultant
Contracts Contracts Contracts

Venders Vendors Invoices

Invoice Invoices

If CARS finds more than one match, the system displays a table of search results. If CARS finds only one match, the system opens the appropriate
contract or project page. If you have appropriate access to the record, search results table will contain links to the contracts and invoices. If CARS finds
only one match and you have appropriate security role, CARS opens the appropriate contract page.

Search results are limited to the first 100 matching records in order to maintain performance standards. If the record you need does not appear in the
search results, review your search criteria. You may also need to adjust or add to the search criteria in order to limit the results.
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WisDOT: Search Menu Functions
WisDOT users have 3 search functions:

e Contracts (page 26)
e Vendors (page 31)
e Invoice (page 31)

To complete any search function, enter the
search criteria as described in the sections below
and click Search.

No fields are required; leave any field blank or at
“-Select-” to ignore that parameter.

Search Contracts

Path: Search — Contracts

e Project ID: Uses the autocomplete
feature to list the first 10 matching
project IDs. As you type more digits, CARS
updates the list of matching projects.

e Vendor Type: Select the Prime, Sub or All
buttons. Prime is the default.

e Vendor: Uses the autocomplete feature
to list matching consultant firm names. As
you type more characters, CARS updates
the list of matching consultants.

e Status: Select the contract status. The
selection choices are:

= Active

= Cancelled
= Complete
= Selection

= Solicitation

Search Contracts

Contract Criteria Search

Project ID Contract Number
From Date: To Date:
Vendor Type: @ Prime O Sub O Al Date Type I
—Select- ~
Vendor
Master Contract Id
Status |
Work Order:
Program Code
Purchase Order
Selection Type
|—Ee'_e ct-
Solicitation Id
Project Manager
|
Limits
Consultant Contact:
Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *
|-select-

Search Clear

Search Tools — WisDOT: Search Menu Functions
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WisDOT: Search Contracts - continued

Type: Select the contract type as Master

or Regular. “Regular” also finds work orders.
“Master” searches for master contract
records only.

Highway: Enter all or part of the highway
name. You may use wild cards (*) as
character placeholders in this search field.
Contract Function: Select from over 100
function designations

County: Select the county name from the
list. Multi-county projects use “Various” in
the County field.

Region/Bureau: Select the WisDOT region or
bureau responsible for the contract by its
abbreviation.

Contract Number: Enter the exact CARS
contract number.

Master Contract Id: Enter the exact master
contract number formatted as “M” followed
by eight digits. Do not use hyphens. Work
order number is not required.

Work Order: Enter the exact work order
number. Master Contract ID is required to
search by work order number.

Purchase Order: Enter all or part of the PO
number. You may use wild cards (*) as
character placeholders in this search field.
Solicitation Id: Uses the autocomplete
feature to list matching solicitation IDs. As
you type more characters, CARS updates the
list of matching solicitation IDs.

Search Contracts

Contract Criteria Search

Project ID Contract Number
From Date: To Date:
Vendor Type: ® Prime O Sub O Al Date Type I
-Select- e
Vendor I
| Master Contract Id
Status |
1 Work Order:
Program Code
| Purchase Order
Contract Function |
[FSelect- Selection Type
-Salert—
County [-s=tect
1 Solicitation Id
Project Manager
Limits
Consultant Contact:
Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *
-Select-

Search Clear

Search Tools — WisDOT: Search Menu Functions
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WisDOT: Search Contracts - continued

Project Manager: Uses the
autocomplete feature to list
matching project manager names,
last name first. As you type more
characters, CARS updates the list of
matching names.

Limits: Enter all or part of the
project limits. You may use wild
cards (*) as character placeholders in
this search field. Special characters
such as hyphens, ampersands and
slashes are not allowed.
Consultant Contact: Uses the
autocomplete feature to list
matching consultant contact names,
last name first. As you type more
characters, CARS updates the list of
matching names.

Date Type: This field is one of three
fields used to search contracts by
date range. Select the date type in
this field:

= Selection Date

= Submitted Date

= Approved Date

= Anticipated Auth(orized) Date
= Authorized Date

= Original Completion Date

= Current Completion Date

= Cancelled Date

Search Contracts
Contract Criteria Search

Project ID

Vendor Type: ® Prime O Sub O All

Vendor

Status

Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *

Contract Number

Date Type

From Date: To Date:

Master Contract Id

|

Work Order:

Program Code

Purchase Order

Selection Type

Solicitation Id

Project Manager

Limits

Consultant Contact:

Search Clear

Search Tools — WisDOT: Search Menu Functions
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WisDOT: Search Contracts - continued

From Date: This field is one of three fields
used to search contracts by date range.
Enter the earliest or start date in this field. A
calendar opens to help you select the date.
To Date: This field is one of three fields used
to search contracts by date range. Enter the
latest or end date in this field. A calendar
opens to help you select the date.

Program Code: Enter the financial program
code.

Selection Type: Select the type of contract:

= |[nteragency Agreement
= Local Design

= Municipal Engineering
= Request for Proposal

= Research Program

= Small Purchase

= Sole Source

= Mentor Protégé

Master Contract Group Search: Select a
solicitation ID from the list. Solicitation IDs
consist of the master contract start date,
solicitation number (a combination of
bureau abbreviation, solicitation number
and solicitation date), and the job
description for the solicitation. Example:
08/01/201/, BOS02-03/05/2014, Sign
Structure Inspection

Search Contracts

Contract Criteria Search

Project ID Contract Number
From Date: To Date:
Vendor Type: ® Prime O Sub O Al Date Type I
-Select- e
Vendor I
| Master Contract Id
Status |
Work Order:
Program Code
| Purchase Order
Contract Function |
[-5elect- Selection Type
|—Se_e ct-
Solicitation Id
Project Manager
Limits
Consultant Contact:
Master Contract Group Search
Master Group (Start Date, Solicitation, Master Group Type) *
-Select-

Search Clear

Search Tools — WisDOT: Search Menu Functions
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WisDOT: Search Contracts
- continued

When your search is
completed, CARS displays the
results in grid format. Click
the link in the Project Id
column to access the
contract. Active links in

the Master Contract column
open master contracts.

Advanced Search Results

+= Back To Contract Search ,;q Print Page
Contract Search Results
4 items found, displaying all items. 1
Project Id s | Type Master Contract | Work Prime Vendor Status Sol Date ¢ | Auth Date* | Purchaze , | Function Hwy County
Order Order
Master M22299232 Able Engineering Active 04/30/2014 | 2016/04 In-Plant Inspection 10 BTS Various
Services
7899-87-78 Reguiar Able Engineering Active 201504 2015/09 Training Services 7 BPD Dane
5656-56-56 Regular Able Engineering Cancelled Environmental 3 NW Dunn
Documentation
4141-41-41 Regular Able Engineering Active 2015/04 2015/06 EE55555 Construction 1 NW Pepin
Senvices
9990-05-97 Regular Able Engineering Active 2016/04 Agency 10 NE Calumet
Coordination
9990-85-90 ‘Work Order M22333232 1 Able Engineering Active 2016/04 In-Plant Inspection 10 NE Calumet
Services
9999-05-39 ‘Work Order M22333232 2 Able Engineering Active 2016/04 In-Plant Inspection 10 NE Calumet
Services
9999-99-98 Regular Able Engineering Active 2011/01 2016/04 Biological 10 NE Calumet
9998-88-58 Regular Able Engineering Active 2016/04 Analytical Services 10 NE Calumet
9 items found, displaying all items. 1

+= Back To Contract Search

(= Print Page

Search Tools — WisDOT: Search Menu Functions
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Search Vendors

Use the Vendor search functions to locate
vendor information. When you click Search,
CARS opens the View Vendor page with the
firm’s information loaded.

Path: Search — Vendors

e Status: Select “Active” or “Inactive”

e Vendor: Uses the autocomplete feature
to list matching vendor names. As you
type more characters, CARS updates the
list of matching names.

e DBE: Select “Yes” or “No” to indicate the
firms’ current Disadvantaged Business
Enterprise status.

Search Invoices
Path: Search — Invoice

e Prime Vendor: Uses the autocomplete
feature to list matching prime
consultant firm names. As you type
more characters, CARS updates the list
of matching names.

e Sub Vendor: Uses the autocomplete
feature to list matching sub consultant
firm names. As you type more
characters, CARS updates the list of
matching names.

e Sub Vendor Type: Select
the Subcontract or Amendment
Subcontract buttons. Subcontract is the
default.

Search Vendors

Vendor Information

Status

Vendor

DBE

—Select— .

Search Clear

Search Invoices

Invoice Information

Prime Vendor Invoice Status:

| |—5e;ect—

Sub Vendor Submitted Date:

| From: To:

Sub Vendor Type: ® subcontract O Amendment
Subcontract

Project 1D
DOT Invoice ID

Consultant Invoice Number

Search Clear

Search Tools — WisDOT: Search Menu Functions
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Search Invoices - continued

Project ID: Uses the autocomplete
feature to list the first 10 matching
project IDs. As you type more
digits, CARS updates the list of
matching projects

DOT Invoice ID: Enter the unique
invoice identifier assigned by CARS.
CARS displays this numeric value in
the Invoice ID field in the Contract
Invoice Information section for
each invoice.

Consultant Invoice Number: Enter
the invoice identifier assigned to
the invoice by the consultant. This
value is typically the tracking
number from the firm’s financial
system.

Invoice Status: Select the current
invoice status. The selection
choices are:

Accepted by Higher Tier

Approved

Approved - Sent to Acct Sys
Approved - Zero or Negative invoice
Checked Out for Payment

Search Invoices
Invoice Information
Prime Vendor Invoice Status:
|—5e;ect.—
Sub Vendor Submitted Date:
| From: To:
Sub Vendor Type: ® subcontract O Amendment
Subcontract
Project ID
|
DOT Invoice 1D
Consultant Invoice Number
Search Clear
e Draft Rejected
e Draft for Subcontract Rejected by Higher Tier
e Included in Higher Tier Reviewed
e Included in Invoice Sent Back to Approver
e Paid Submitted
e Paid Special Submitted to Higher Tier

Search Tools — WisDOT: Search Menu Functions
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Search Invoices - continued

e Submitted Date From:
This field is one of two
fields used to search
contracts by submitted
date range. Enter the
earliest or start date in
this field. A calendar
opens to help you
select the date.

e Submitted Date To:
This field is one of two
fields used to search
contracts by submitted
date range. Enter the
latest or end date in
this field. A calendar
opens to help you
select the date.

When your search is
completed, CARS displays the
results in grid format. Click the
link in the Project
Id/Master/WO # column to
access the invoice. Links are
active only for invoices to

which you have security access.

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

| | —-Select-
Sub Vendor Submitted Date:
| From: To:
Sub Vendor Type: ® Subcontract O Amendment
Subcontract
Project 1D
DOT Invoice 1D
Consultant Invoice Number
Search Clear
= Back To Invoice Search (£ Prnt Page
Invoice Search Results
45 items found, displaying all items. 1
Project Id /Master WO # Contract Number ¢ | Vendor Name Contact Name Project Manager Statug Consultant Invoice® Created Invoice Period
Date
2704-01-D3 MM0E379999 /1 1400011584 Acme, Inc. Dan Meinen Wisner,Fred Rejected 105 03/01/2015 | D2/01/2015 10
02/282015
1175-18-30 1400011683 Acme, Inc. Dan Meinen Bremser,Sharon Rejected 104 03/01/2015 02/01/2015 to
02/28/2015
1175-19-30 1400011683 Beta Max, Inc. Dan Beta Bremser, Sharon Included in 1048 030172015 02/01/2015 to
Invoice 02/28/2015
D000-00-D0 1400016763 Beta Max, Inc. Dan Meinen Paid CM_Beta 02/28/2016 02/01/2016 to
02/02/2016
1175-19-30 1400011683 Beta Max, Inc. Dan Meinen Bremser,Sharon Submitted to | Betamax_Invoice 03222015 030172015 to
Higher Tier 03/13/2015
1060-33-07 1400011666 Beta Max, Inc. Dan Meinen Bremser,Sharon Submitted to | Betalnvoice2 03/22/12015 03/01/2015 to
Higher Tier 03122015
1060-33-07 1400011666 Acme, Inc. Dan Meinen Bremser,Sharon Rejected 103 03/01/2015 02/01/2015 to0
03/01/2015

= Back To Invoice Search

(=5 Print Page

Search Tools — WisDOT: Search Menu Functions
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Consultants: Search Menu Functions

Consultant users have 2 search functions:

e Contracts (page 34)
e Invoice (page 38)

To complete any search function, enter the search
criteria as described in the sections below and click
Search.

No fields are required; leave any field blank or at
“-Select-” to ignore that parameter.

Search Contracts
Path: Search — Contracts

e Project ID: Uses the autocomplete feature to
list matching project IDs. As you type more
digits, CARS updates the list of matching
projects.

e Vendor Type: Select Prime, Sub or All. Prime is
the default.

e Vendor: Uses the autocomplete feature to list
matching consultants. As you type more
characters, CARS updates the list of matching
consultants.

e Status: Select from:

= Active

= Cancelled
= Complete
= Selection

= Solicitation

e Type: Select the contract type as Master
or Regular. “Regular” also finds work orders.
“Master” searches for master contract records

Search Contracts
Contract Criteria Search

Project ID

Vendor Type: ® Prime O Sub O All

Vendor

Status

Search Clear

Contract Number

Date Type

From Date: To Date:

m;ect— I

Master Contract Id
|

Waork Order:
Purchase Order
Solicitation Id

|

Project Manager
Limits

Consultant Contact:

Search Tools — Consultants: Search Menu Functions
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Search Contracts - continued

e Highway: Enter all or part of the
highway name. You may use wild
cards (*) as character placeholders
in this search field.

e Contract Function: Select from over
100 function designations

e County: Select the county name
from the list. Multi-county projects
use “Various” in the County field.

e Region/Bureau: Select the WisDOT
region or bureau abbreviation

e Contract Number: Enter the exact
CARS contract number.

e Master Contract Id: Enter the exact
master contract number formatted
as “M” followed by eight digits. Do
not use hyphens. Work order
number is not required.

e Work Order: Enter the exact work
order number. Master Contract ID is
required to search by work order
number.

e Purchase Order: Enter all or part of
the PO number. You may use wild
cards (*) as character placeholders
in this search field.

e Solicitation Id: Uses the
autocomplete feature to list
matching solicitation IDs. As you

type more characters, CARS updates

the list of matching solicitation IDs.

Search Contracts
Contract Criteria Search

Project 1D

Vendor Type: @& Prime O Sub O Al

Vendor

Status

Contract Number

From Date:

To Date:

Date Type
|—Se;e-:7— I
Master Contract Id

I

Work Order:

I

Purchase Order

I

Solicitation Id

I

Project Manager
I

Limnits

I

Consultant Contact:

Search Tools — Consultants: Search Menu Functions
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Search Contracts - continued

Project Manager: Uses the
autocomplete feature to list
matching project manager
names, last name first. As you
type more characters, CARS
updates the list of matching
names.

Limits: Enter all or part of the
project limits. You may use
wild cards (*) as character
placeholders in this search
field. Special characters such
as hyphens, ampersands and
slashes are not allowed.
Consultant Contact: Uses the
autocomplete feature to list
matching consultant contact
names, last name first. As you
type more characters, CARS
updates the list of matching
names.

When your search is completed, CARS
displays the results in grid format.
Click the link in the Project Id column
to access the contract.

Search Contracts

Contract Criteria Search

Project ID Contract Number
From Date: To Date:
Vendor Type: ® Prime O Sub O All Date Type I
-Select- b
Vendor
Master Contract Id
Status
Work Order:
Purchase Order
Solicitation Id
Project Manager
Limits
Consultant Contact:
Search Clear
Advanced Search Results
= Back To Contract Search (& Print Page
Contract Search Results
100 items found, displaying 76 to 100. [First/Prev] 1, 2. 3, 4 [Next/Last]
Project Id Type Master Contract «+ | Work , | Prime Vendor + | Status ¢ | Sol Date Auth Date * | Purchase , | Function + | Hwy Region! , | County
Order Order Bureau
0000-00-18 Regular Osage & Co Active 2018/03 2016/01 Construction Services | 980 BPD Price
0000-00-19 Regular Osage & Co Active 2018/03 2016/01 Construction Services | 89 BHO Kewaunee
0330-20-16 Work Order M123456789 1 Osage & Co. Active 2016/03 Local Construction 85 NC Adams
0331-20-16 Regular Osage & Co. Complete 2015/05 3534038 Administrative 56 NW Bayfield

100 items found, displaying 76 to 100. [Eirst/Prev] 1, 2. 2, 4 [Next/Last]

= Back To Contract Search (= Print Page

Assistance
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Search Contracts - continued

Date Type: This field is one of
three fields used to search
contracts by date range. Select
the date type in this field:

= Selection Date

= Submitted Date

= Approved Date

= Anticipated Auth(orized) Date
= Authorized Date

= QOriginal Completion Date

= Current Completion Date

= Cancelled Date

From Date: This field is one of
three fields used to search
contracts by date range. Enter
the earliest or start date in this
field. A calendar opens to help
you select the date.

To Date: This field is one of
three fields used to search
contracts by date range. Enter
the latest or end date in this
field. A calendar opens to help
you select the date.

Search Contracts

Contract Criteria Search

Project ID

Vendor Type: ® Prime O Sub O All

Vendor

Status

Search Clear

Contract Number

Date Type

From Date:

To Date:

-Select- I
Master Contract Id
I
Work Order:
|
Purchase Order
|
Solicitation Id
I
Project Manager
|
Limits
|

Consultant Contact:

Search Tools — Consultants: Search Menu Functions
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Search Invoices

Path:

Search — Invoice

Prime Vendor: Uses the autocomplete
feature to list matching prime
consultant firm names. As you type
more characters, CARS updates the list
of matching names.

Sub Vendor: Uses the autocomplete
feature to list matching sub consultant
firm names. As you type more
characters, CARS updates the list of
matching names.

Sub Vendor Type: Select

the Subcontract or Amendment
Subcontract buttons. Subcontract is
the default.

Project ID: Uses the autocomplete
feature to list the first 10 matching
project IDs. As you type more digits,
CARS updates the list of matching
projects.

DOT Invoice ID: Enter the unique
invoice identifier assigned by CARS.
CARS displays this numeric value in the
Invoice ID field in the Contract Invoice
Information section for each invoice.
Consultant Invoice Number: Enter the
invoice identifier assigned to the
invoice by the consultant. This value is
typically the tracking number from
their financial system.

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

Sub Vendor

Sub Vendor Type: @ Subcontract D Amendment Subcontract
Project ID

DOT Invoice 1D

Consultant Invoice Number

Search Clear

—Select-

Submitted Date:

From: Tao:

Search Tools — Consultants: Search Menu Functions
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Search Invoice - continued

Invoice Status: Select the current
invoice status. The selection choices
are:

= Accepted by Higher Tier

= Approved

= Approved - Sent to Acct Sys
= Approved - Zero or Negative invoice
= Checked out for Payment

= Draft

= Draft for subcontract

® Included in Higher Tier

® Included in Invoice

= Paid

= Paid Special

= Rejected

= Rejected by Higher Tier

= Reviewed

= Sent Back to Approver

= Submitted

= Submitted to Higher Tier

Submitted Date From: This field is one
of two fields used to search contracts
by submitted date range. Enter the
earliest or start date in this field. A
calendar opens to help you select the
date.

Submitted Date To: This field is one of
two fields used to search contracts by
submitted date range. Enter the latest
or end date in this field. A calendar
opens to help you select the date.

Search Invoices

Invoice Information

Prime Vendor

Invoice Status:

Sub Vendor

Sub Vendor Type: (® subcontract ) Amendment Subcontract
Project ID

DOT Invoice ID

Consultant Invoice Number

Search Clear

—Select—

Submitted Date:

From: To:

Search Tools — Consultants: Search Menu Functions
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Search Invoice -
continued

When your search is
completed, CARS displays
the results in grid format.
Click the link in the Project
Id/Master/WO # column
to access the invoice.
Links are active only for
invoices to which you

have security access.

== Back To Invoice Search @ Print Page

Invoice Search Results

First/Prevl 1,2, 3, 4

Next/l ast]

160 items found, displaying 101 to 150.

Project Id Master WO # Contract Number # | Vendor Name ¢ | Contact Name ¢+ | Project Manager Status Consultant Created Date | Invoice Period
Invoice#
1000-00-67 108130026 Osage & Co. Prime 2 Zimmer Andrew Paid Prime 2 111372015 11/02/2015 to
11/15/2015
4500-00-01 1400012143 Osage & Co. Prime 2 Meinen,Dan Paid prime 2 09/1472015 09/01/2015 to
09/28/2015
3464-57-97 1400012243 Osage & Co. prime 1 Zimmer Andrew Draft prime 1 09/09/2015 0%/01/2015 to
0/22/2015
0909-20-15 1400012244 Osage & Co. Axel 1 Meinen,Dan Submitted Axel 1 09/09/2015 09/01/2015 to
to Higher 09/07/2015
Tier
00%5-10-03 /MO00331001 /3 1400011103 Osage & Co. wyat Tyler,.Dan Included in Able amd sub 2 08/03/2015 07/01/2015 to
Invoice 08/01/2015

== Back To Invoice Search @ Print Page

Search Tools — Consultants: Search Menu Functions
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Buttons
Back to Top Button

Pages in CARS can be very long. The Back to Top button 4 floats in the lower right-hand corner of every screen when you scroll down from the top

of the page. When you click 4, CARS automatically scrolls to the top of the current page.

Go to Bottom Link

Some pages that are typically long have a Go to Bottom link at the top of the page near the navigation and command buttons. An example is the View
Contract page. Click this link to go to the bottom of the page.

View Contract Create Invoice

New Evaluation (& Edit

= Delete

(2 Print Page

¢ Favorite |Gctc Bottom |

» Contract Reports

Page Navigation and Command Buttons

Pages often have buttons used to navigate or to perform functions within CARS. They are located at the top or bottom of the page, and the buttons
you can see vary by your permissions, the type of record, and the status of the record. Always use the CARS navigation buttons, such as Back to

Dashboard, Back and Next, instead of the Internet Explorer buttons for similar functions.

View Master Contract

= Back to Dashboard

Newr Evaluation

[ Edit

= Delete

LLJ Print Page

4 Undo Favorite |Gctc Bottom

{ » Contract Reports

~ Contract Information
Master Contract ID:
M0E271103

Contract Number:
1400008582

Master Contract Group Info

Master Group Type :

Traffic Data Collection

Evaluation Category Questions

If there are no questions to answer for a selected

tegory ,then

*Indicates required field

1) Project Management

Bizazeaslectshe appwerds thegestian as anprogeiate

Jidu o.con sftan. subn. AS& aeme ncle g ol Pl shw
meet PSSE dates?

aneel

cage Adup dle. dme s o«

tegory ranking will not be considered.

Search Tools — Buttons
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Data Entry Tools

Autocomplete

Autocomplete is an incremental search feature available in some fields where the content is predictable or structured. When you type a minimum of 2
characters, CARS lists all possible values that begin with those two characters. As you type more characters, CARS shortens the list to match. Examples
of these fields include Project ID and Vendor. This feature is sometimes called “type-ahead”. You must click the value in the list provided to enter it in

the field.

Positional Search

Fields in CARS have a down arrow E on the right side usually have a defined set of possible values. These fields read “-Select-” before you enter data.
You can quickly enter data by typing the first two or more characters of the term you need. CARS will display the first matching item on the list. If you
stop typing before CARS finds the match you want, simply start to type the characters again, but add another. For example, suppose you want to enter
“Portage” in a County drop-down field. Typing “PO” selects “Polk”. If you pause typing and enter “R”, CARS changes the county to “Racine” because
that is the first county that begins with “R”. Typing “POR” without pausing changes the selected county to “Portage”.

Note: You can also use the UP and DOWN keys on your keyboard to move up and down drop-down fields. For example, type “GRE” in
the County field (CARS displays “Green”), and then press the DOWN key. CARS displays “Green Lake”.
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WisDOT: Dashboards

The Dashboard page normally opens when you log in to
CARS. Click Home on the main menu on any page to return

',-'“'3;" State of Wisconsin
L“ } Department of Transportation

Home Master Group Vendors Solicitations DT25 Search Reports Security Profile LogOf ]

OARBS - (Gantract Aduivistration & Befarting Syetens

tO the Dashboard page E Project, Contract or Master Contract: Search ||
WisDOT: Dashboard Elements —
n_' valuations
1. The main menu contains the command menus as One tem found._1
described On page 21. The menus you See depend N_%g Hame ¢ Contract / Master ¢ :;Even&.!.l:mject :mssing EE;;‘E:‘::? . gaT:l‘?zwerj Ewvaluation Period Type Function ::;I{Lpe
on the r0|es you have' For examplel the security 1 Ali User 1400008170 00588-00-05 Pl Created 0340342015 to Final Design Yes
. . e 0343142015 Evaluation
command is visible only to persons who have the L
Regional Administrator role.
2. Your user ID appears in the heading at the top of the T lvoices
page. It identifies the current user. [ Rems found, dspleyndg fers. 1
Project o | T Prime Vendor ? | Contact Name*® Project Cons_uHant M Submitted Invoice Period
3. Use the search tools (see page 25) to locate a S Henzass et | Simtea |
specific prime project, contract or master contract. 0088-00-02 ABIEEpgineering Lane Submitted | Able-009802 | 14 044152015 ggg$31:tu
4. There are four SeCtIonS on the daShboard: 02874-00- Osage & Co Sara JC Lane Submitted | 05-SR-3-1 [ 0442342015 03/01/2015 to
03 /05410000 /3 03/31/2015
. Evaluations ShOWS ContraCt and Work Order 0874-00- Sara JC Lane Submitted | O0S-AC-4-1 (] 0412312015 03/01/2015 to
evaluations that are in “PM Created” (draft) or —— PR
3 iteme found, displaying all tems. 1
“Consultant Reviewed” (returned by consultant
firm) status. See WisDOT: Dashboard Alerts on [T FoverieContizcts
. No items found. 1
page 45 for more details. Proieotin + | Limit twe | masier | ork | ot | aun , | pomeventor ¢ | unctontasier | s = | Recion | counrs
. . . Contract Order Date Type
= |nvoices shows invoices from consultants. See
. 0098-10-01 non-hwy Regular Active | 2015/04 | Axel Construction Pavement non-hwy | BPD Various
WisDOT: Dashboard Alerts on page 45 for more
details.
. =T~ User Hotes
= Favorite Contracts shows contracts you have P ————
designated as favorites so they appear on your
Dashboard page for quick access.
= User Notes are for your use as reminders or notes.
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WisDOT: Dashboards - continued

The Dashboard page normally opens when you log in to
CARS. Click Home on the main menu on any page to return
to the Dashboard page.

WisDOT: Dashboard Elements

5. CARS provides tools to sort lists. The heading rows of
columns you can sort contain the title as a blue links
and a double arrow. Click the heading row once to
sort in ascending order (A to Z). Click again to
reverse the order (Z to A). The double arrow changes
to a single arrow to indicate the sort order you
chose.

6. Identifiers such as contract IDs serve as links to
specific records.

sin
of Transportation

Home Master Group

Vendors

Solicitations

DI25 Search Reports

Security Profile Log OFf

OFES - Fantract ddmicietiation & Bopanting Syeter

1

m 2 E Project, Contract or Master Contract: Search "
n_' Evaluations

One item found. 1
Seg Hame ¢ | Contract/Master ¢ | Level /Project Processing | Consultant Days Evaluation Period Type Function | Full
No Id WO # Status. Reviewed ¢ | since Scope

Date Reviewed
1 Ali User 1400008170 00588-00-05 Pl Created 0340342015 to Final Design Yes
N 0343172015 Evaluation
One item
[~ Invoices

6 items found, displayindigll tems. 1
Project o | T Prime Vendor Contact Name © | Project Status © | Consultant Days Submitted , | Invoice Period
Id iMaster WO # Manager Invoice# Since Date

\ Submitted
0098-00-02 Able'gngineering Lane Submitted | Able-009302 14 04/152015 02/01/2015 to
02/28/2015

0874-00- Osage & Co Sara JC Lane Submitted | 05-5R-3-1 [ 04/23/2015 03/01/2015 to
03 /MO5410000 /3 G 03/31/2015
0874-00- & Co. \ Sara JC Lane Submitted | 0S-AC-4-1 [ 04/23/2015 03/01/2015 to
04 /MOS410000 /4 03/31/2015

3 iteme found, displaying all tems. 1

[7—~ Favorite Contracts

Mo items found. 1

Projectld * | Limits < | Type Master Work, | Status | Auth , | Prime Vendor + | Function/Master | Hwy + | Regiod | County*
Contract | Order Date Type

0098-10-01 vﬁ-hwy Regular Active | 2015/04 | Axel Construction Pavement non-hwy | BPD Various

—T—~ User Hotes

« Call Bonnie for new project number 8-5555
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WisDOT: Dashboard Alerts

The CARS dashboard alerts you to
evaluations and invoices that have been
on the dashboard for extended periods
by highlighting them in color. If an
invoice or evaluation assigned to you has
had not status change in the last 10
days, that row is highlighted yellow. If
the status has not changed in 20 days or
more, the row is highlighted in red.
These color changes coincide with email
reminders that are sent to users who
have the primary notification role at 10
days and both primary and secondary
notification roles at 20 days or more.

AUSER

Project, Contract or Master Contract: Search

» Evaluations

- Invoices

§ items found, displaying all tems. 1

Project "
Id /Master WO #

Type

Prime Vendor

¥

Contact
Name

Status

Consultant
Invoice#

1

|

Submni

itted

Submitted.
Date

Invoice Period

0058-00-02 Able Engineering Lane Submitted | Able- 12 04152015 | 02012015 to
009302 022802015
0B74-00- Osage & Co. Sara JC Lane Submitted | 05-LS-1-1 | 4 04/23/2015 | 03012015 o
01 /405410000 /1 03312015
0874-00- Osage & Co. Sara JC Lane Submitted | 0OS-CP-2-1 | 4 04/23/2015 | 03012015 to
02 /M0s410000 /2 03/31/2015
0B874-00- Oszage & Co. Sara JC Lane Submitted | 0S-SR-3-1 | 4 04/232015 | 032015 to
03 /M05410000 43 0313142015
0874-00- Osage & Co. Sara JC Lane Submitted | 0S-AC-4- | 4 04/23/2015 | 030172015 to
04 /05410000 /4 1 03/31/2015

§ items found, displaying all tems. 1

» Favorite Contracts

» LUser Notes

WisDOT: Dashboards — WisDOT: Dashboard Alerts
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WisDOT: User Notes

User notes are added, changed and removed from
the User Profile page. Click Profile on the main menu
to go to the User Profile page.

The User Notes section is intended for reminders and
for information that you want to save. Each note
requires an associated start date and an end date.
Notes can be up to 2000 characters in length.

Note: The end date for a user note is intended for

your information, and you can use it as a due
date. CARS does not automatically delete user
notes after the end date.

Manage User Notes

1.

Click Add User Notes. CARS opens

the Edit/New User Notes page.

Type the note in the User Note field.

Change the date in the Start Date field, if
needed. CARS opens a calendar control when
your cursor is in either date field.

Note: The value in the Start Date field
defaults to the current date.

Enter date in the End Date field.

Click Save. CARS opens the View User Note
page showing the message “Record added
Successfully”, the note text, and its associated
start and end dates.

User Profile

v Profile Information

& Edit Profile

|+ Additional Regions

~ User Notes

One item found. 1

User Note Text

BTS contracts due

One item found. 1

Start Date

01/08/2016

&) Add User Notes

End Date

01/08/2016 & @

Edit/New User Notes

User Notes

*Indicates required field

User Note: *

Call Brenda for code

tart Date: *

07/01/2

End Date: *

Cancel

[T TR

o =

July 2014 1+ ]

Tu We Th Fr Sa
dlf2{f3

9 10 11 12

15| 16/ 17| 18 19

]
@ ha

23| 24 25
3

30

]
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WisDOT: User Notes - continued

6. Click Cancel if the note is saved and you do
not need to make changes. CARS returns to
the User Profile page, where the new note
now appears in the User Notes section.

7. You can also click Edit to return to the View

User Note page, or click Delete to remove the
note.

v [Record added Successfully]
View User Note
User Hote
User Note:
Call Brenda for code

Start Date:
07i01/2014

End Date:
070312014

? Cancel Ia

-

J Delete

WisDOT: Dashboards — WisDOT: User Notes

47




WisDOT: Favorite Contracts

Use Favorite Contracts functionality to place links to a
specific View Contract page on your Dashboard page.
Using favorite contracts links is faster than using the
search tools, especially when there are several contracts
associated with a project.

Add a Favorite Contract

1.

Open the View Contract page for a contract or
master contract:

= Path: Search — Contracts
= Use the search tools (see page 25) to locate
the contract.

Click Favorite. CARS adds this contract to
the Favorite Contracts section on

your Dashboard page. The Favorite button
changes to the Undo Favorite button.

Click Home on the main menu to go to the
Dashboard page, and then confirm that this
contract was added to your favorites.

WisDOT: Dashboards — WisDOT: Favorite Contracts
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WisDOT: Favorite Contracts - continued

Remove a Favorite Contract

There are two places to remove a contract from your
favorites: on the View Contract page for a contract and
on your User Profile page.

User Profile Page

1. Click your user name in the upper left corner of
any page to go to the User Profile page.

2. Inthe Favorite Contract section, locate the
appropriate contract and click
Delete User Favorite .

View Page

e On the View page for a contract or master
contract, click Undo Favorite. CARS removes the
contract from the Favorite Contracts section on
your Dashboard page.

WisDOT: Dashboards — WisDOT: Favorite Contracts
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WisDOT: User Profiles

Use these steps to manage your profile information and
your region and bureau information. For details on

the Additional Regions section, see WisDOT: Additional
Regions on page 51. For details on user notes,

see WisDOT: User Notes on page 46. For details on
favorites, see WisDOT: Favorite Contracts on page 48.

Edit User Profile
1. Click Profile on the main menu. CARS opens

the User Profile page.

2. Click Edit Profile. CARS opens the Edit User
Profile page.

3. Change your user profile information as needed.

You can change your name, primary region,
email address and phone number.

a. Changing the value in the Regions field
modifies your primary region. See WisDOT:
Add Additional Regions on page 51 for
instructions for adding secondary regions.

b. Changing the value in the Email Address
field modifies the email address that CARS
uses for evaluation and invoice notifications.

4. Click Save.

P
(B State of Wisconsin

{\\. |4 Department of Transportation

Home Master Group Vendors Solicitations

IAUSER

1
DT25 Search Reporis Security Profile Log OFf

COARS - Grntract ddwiaistratian & Befartiag Syste

Project, Contract or Master Contract: Search

User Profile

~ Profile Information

First Name: Ali
Last Name: User
Middle Initial:
Suffix:

Region: BPFD

» Additional Regions

» User Notes

» Favorite Contracts

& Edit Profile

Email Address: aluser2@

Phone Number:

Edit User Profile

Default Region
*Indicates required field

First Name: *

Last Name: *

Usex

Middle Initial:

Suffix:

.

ERegions: *
2ED ~

4 Cancel

<

Phone Number: *

WisDOT: Dashboards — WisDOT: User Profiles
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Additional Regions

Add Additional Regions

You can add additional regions and bureaus to your
profile if you work with contracts that cross region or
bureau boundaries. Currently, region and bureau
settings do not affect security and settings in CARS.

1. Click Profile on the main menu. CARS opens
the User Profile page.

2. Click Add Additional Regions in the Additional
Regions section. CARS opens the Additional
Region page.

3. Select aregion or bureau in the Regions field.

4. Click Save.

WisDOT: Dashboards — WisDOT: User Profiles
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Remove Additional Regions

1. Click Profile on the main menu. CARS opens
the User Profile page.

2. Click Delete User Profile Region < in
the Additional Regions section. CARS displays
the message, “Are you sure you want to
DELETE User Profile Region?”

3. Click Confirm. CARS removes the secondary
region from the profile.

Are you sure?

Are you sure you want to DELETE User Profile Region?

Cancel

WisDOT: Dashboards — WisDOT: User Profiles
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WisDOT: View Uploaded Contract Documents

As of July 2016, contract documents will be uploaded into CARS. Paper copies will continue to be stored in Central Files and sent to consultants and
municipalities, but regions and bureaus will no longer retain hard copies. WisDOT users may view contract documents directly in CARS on the View
Contract. Only users with the CARS Administrator role may upload and manage contract documents.

Contract documents stored as PDF files in CARS are named according to a naming convention. The file name contains the following components, in
order:

1. ProjectID

2. Master contract ID

3. “WO” + work order number

4. CARS contract number

5. Authorization date as YYYYMM

6. Document type identifier

Contract documents and amendment documents are each divided into four types of content for future security segregation. Document identifiers
indicate the content of the PDF and include the following:

Document Type Content Identifier

Contract Contract pages, including subcontracts and amendments C

DBE DBE forms D

Fee Comp Fee Compensation details F

WisDOT DT25 forms, signature pages, authorization letters w

Amendment Contract Amendment contract pages, including subcontracts CA + amendment number

Amendment DBE Amendment DBE forms DA + amendment number

Amendment Fee Comp Amendment fee Compensation details FA + amendment number

Amendment WisDOT Amendment DT25 forms, signature pages, authorization letters | WA + amendment number

Regular contract file names do not contain master contract and work order number. Master contract file names do not contain work order numbers

Examples:
Contract document (DBE) 10170033-823051017-20050826-D
Contract Amendment 1 10170033-823051017-20050826-FA1
Master Contract 16460701-M10005555-606025555-20030331-C
Work Order 16460701-M10005555-W02-606025555-20030331-W
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View Uploaded Documents for a Contract - continued

The following images show uploaded contracts for a regular contract with an amendment, and for a work order.

View == Back to Dashboard Create Invoice Import Invoice New Evaluation [ Edit @ Delete
Contract (&) Print Page ¢ Favorite | Go to Bottom
- Confract Uploaded Documents
T items found, displaying all items. 1
File Name ¢ | Amendment Mo ¢ | Document Description = | Created Date .
10000004-7.2410100-20100922-C.pdf Contract June 17, 2016 12:42:18 @
10000004-72410100-20100922-D.pdf DBE Forms June 17, 2016 12:42:03 @
10000004-72410100-20100922-F pdf Fee Comps June 17, 2016 12:41:53 @
10000004-72410100-20100922-W pdf WisDOT June 17, 2016 12:41:38 @
10000004-72410100-20100922-CA1.pdf 1 Contract June 17, 2016 12:47:21 @
10000004-72410100-20100922-FA1 pdf 1 Fee Comps June 17, 2016 12:47:12 @
10000004-72410100-20100922-WA1 pdf 1 WisDOT June 17, 2016 12:47:00 @
7 itemns found, displaying all items. 1
View Work Order += Back to Search Results Create Invoice Import Invoice View Evaluation
New Evaluation [ Edit @ Delete ([ Print Page g Favorite  Go to Bottom
~ WorkOrder Uploaded Documents
4 items found, displaying all items. 1
File Name ¢ | WorkOrder . | Amendment | Document . | Created Date ¥
No " | No " | Description :
06562211-M0E971007-WCO2-1400001042- 2 Contract June 17, 2016 12:50:06 @
20131029-C pdf
- B - - 2 DEE Forms June 17, 2016 12:49:57 @
20131029-D.pdf
06562211-MDE371007-WO2-1400001042- 2 Fee Comps June 17, 2016 12:49:47 =]
20131029-F pdf
06562211-M0E971007-WCO2-1400001042- 2 WisDOT June 17, 2016 12:49:37 @
20131029-W pdf
4 items found, displaying all items. 1
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WisDOT: View Contract View Work Order = Back to Search Resulis Create Invoice Import Invoice View Evaluation New Evaluation [« Edit
Uploaded Documents @ Delete (&) Print Page ¢ Favorite  Go to Bottom
1. Search for and open WorkOrder Uploaded Documents
the contract or work One item found. 1
order as described File Name WorkOrder No ¢ | Amendment No: | Document Description Created Date
in Search Contracts on [E] 20060200-M06959312-W0202-115119501-20141024-C.odf | 202 Contract June 14, 2016 12:35:50 (=]
page 26. One item found. 1
2. Expand the Uploaded
Documents section at b MasierConiract Renoits
the top of the page. - Master Information
3. Click the hyperlink for
. Master Contract |D: Contract Number : Master Contract Group Info
the appropriate MOBOEG212 115119501
document. CARS
opens the PDF in the
same window.
4. The Acrobat toolbar
appears mid-page. Use
these controls to
perform the following
actions:
a. Save
b. Print
c. Zoom
d. Close the
toolbar
5. Use the scroll bar to
move the view within
the PDF.
6. Click Back to return to
the CARS View
Contract page.
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Consultants:
Management
Consultant Dashboards

Management Consultants are
granted special access to their
company contracts by the
WisDOT Regional Administrators.
They use the Local Program
Reviewer role for their firms. This
role allows the Management
Consultants to manage contracts,
evaluations and invoices for other
firms that they oversee.

Management Consultants have
dashboards and menus like those
of WisDOT users. The page shown
below is an example of a
Management

Consultant’s Dashboard page.

Consultants: Management Consultant Dashboards — WisDOT: View Uploaded Contract Documents
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Consultants: Dashboards

The vendor Dashboard page displays the prime
contracts, master contracts, projects, subcontracts and
amendments assigned to your firm; invoices for these
contracts and subcontracts; and evaluations sent to your

firm.

Click Home on the main menu on any page to return to
the Dashboard page.

Consultants: Dashboard Elements and Filters

1.

The main menu contains the command menus as
described on page 21. The menus you see
depend on the roles you have. For example,

the Security command is visible only to persons
who have the Vendor Administrator role.

Your user ID and full name appear in the heading
at the top of the page.

Your firm name appears in the heading at the
top of the page after “processing on behalf of”.
Use the search tools (see page 25) to locate a
specific prime project, contract or master
contract.

Ty state of Wisconsin
{Q ;' Department of Transportation

Home Search Security Profile LogOff 1

CATS - russact rdminissrasion & Regarciog Syotons
2 3
USER - J User|processing on behalf of{Osage & Co] Project, Contract or Master Contract: Search
. Prime Contracts
E Status: Project ID
Active  [¥]
44 tems found, displaying 1 1o 10, [FirstPrev] 1, 2, 3, 4, 5 [NextLash
Project Id . Limits & | Type Master o | Work . Status® | Auth . | Prime Vendor Function/Master Hwy . Region | County *
Contract | Order” Date Type
I777-35-99 Local road Regular Active | 201412 | Osage & Co Construction STHS1 |NW Dunn
Services
[l ems Tound, displaying 1 1o 10._[FirstPrevi 1,2, 3, & & [Nexiash
~ Sub-Contracts
H [proiectin [Prime Vendar |
Filter
5 tems found, displaying al tems. 1
Contract < | Type | stams | Limits Auth | Prime Vendor = | Funation Huwy ¢ | Region | County *
Date ~
0096-00-01 : 1400008163 : 03/02/2015 Regular | Active | non-hwy 2015/03 | Axel Construction In-Plant non- | BHM | Various
Inspection hwey
Services
5 tems found, displaying al tems. 1
~ Amendment SubContracts
B Ezlrmemm ||Prime Vendor ]
Filter
One item found. 1
Contract © | Type Statud | Limits % | Auth . | Prime Vendor \ Function Hwy ¢ | Regiofi | County®
Date
0098-00-08 : 1400008176 : 01/08/2015: 1 Reguiar | Active | non-hwy 2015/03 | Axel Construction Traming | non- | BPD | various
Services | hwy
One ftem found. 1
~ Invoices
9 tems found, displaying al ftems. 1
Projeot Id fMaster WO #  * | Type | Prime Vendor = | Contact Hame : | Project Manager < | status Consultant Created Date | Invoice
Invoice# Period
0098-11-13 Osage & Co Kane, John Faux Wos,Nick Draft 0Osgi113 0311272015 0310172015 to
031472015
9 ftems found, displaying al ftems. 1
'—-~ Evaluations
4 ftems found, displaying al ftems. 1
Seq | Reviewer Mtract/Master ¢ | Level /Project Processing Status Status Date Evaluation Period Type Function Full
Ne o # Scope
1= Sara Rezd 1400008422 54545454 Ready for Review 05/2572015 05/0172015 1o Final Construction | Yes
0612472015 Evaluation
4 tems found, displaying all tems. 1
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Consultants: Dashboard Elements - continued

5. There are five sections on the dashboard:

Prime Contracts shows a list of projects, prime
contracts, master contracts and work orders.

Sub-Contracts shows a list of subcontracts.

Amendment Subcontracts shows a list of
amendments.

Invoices shows a list of invoices except paid ones.
Invoices for subcontracts have the letter “S” in the
Type column, and invoices for amendment
subcontracts have the letter “A” in the Type
column. “CM” indicates that the invoice is for an
invoice that has a combination of types.

= Evaluations shows contract and work order

evaluations from WisDOT for your review.

Note: Click the Expand/Collapse arrow * to
expand sections to show data in the
section. Click the Expand/Collapse
arrow * again to hide the section and
consolidate the page.

6. CARS provides tools to filter the Prime Contract table.
Enter filter parameters, and then click Filter. You can
use one or both filter fields. Delete filter parameters
and click Filter again to restore the full list of contracts.

a. Select Active, Cancelled or Complete in the Status
field.

b. Enter a project ID in the Project ID field to limit the
prime contracts list temporarily. This field uses the
autocomplete feature to list the first ten matching
project IDs. As you type more digits, CARS updates
the list of matching projects.

State of Wisconsin
tment of Transportation

Home Search Security Profile LogOF 1

CABS - Cutact Administiation & Befarnding Syoteon
2 £
USER - J User|processing on behalf of{Osage & Co.| Project, Contract or Master Contract: Seazch
B. Prime Contracts
E Status: Project ID
Active ]
44 items found, displaying 110 10. [FirstPrev] 1, 2, 3, 4, 5 [Next/Lest]
Project Id . Limits ¢ | Type Master Work Status® | Auth Prime Vendor Function/Master Hwry . Region | County *
Contract | Order Date Type
I777-88-99 | Local road Regular Active | 2014112 | Osage & Co. Construction STHET | Nw Dunn
Services.
[l tems found Jisplaying 110 10_[rirstPrevi1, 2 3 4 & (NextLast
~ Sub-Contracts
B [erojectio ||erime Vendor |
Filter
5 tems found, displaying all tems. 1
Contract < | type | status | Limits = | Auth . | Prime Vendor = | Funotion Huy ¢ | Region | County *
Date
00S6-00-01 : 1400008163 : 030212015 Regular | Active | non-hwy 2015/03 | Axel Construction In-Plant non- | BHM | Various
Inspection hwy
Services
5 tems found, displaying al fems. 1
~ Amendment SubContracts
o] Eo]a[:llD ||Prime Vendor ]
Filter
One item found. 1
Contract i | Type Statud | Limits % | Auth . | Prime Vendor ' Funetion Hwy ¥ | Regiod | County®
Date
0098-00-08 : 1400008176 ; 01DS/2015 - 1 Reguiar | Actve | non-nwy 2015/03 | Axel Construction Traiing | non- | BFD | Various
Services | hwy
One item found. 1
~ Invoices
9 tems found, displaying all tems. 1
Project Id iMaster WO # : | Type | Prime Vendor = | Contact Name : | Project Manager : | Status Consultant Created Date Invoice
Invoice# Period
0099-11-13 Osage & Co Kane John Faux Vos, Nick Draft Osg1113 03122015 03/01/2015 to
031422015
9 kems found, displaying alltems. 1
=~ Evaluations
4 items found, displaying all tems. 1
Seq | Reviewer ntract/Master ¢ | Level iProject Processing Status Status Date ¢ | Evaluation Paricd Type Function Full
No Id Wo # Scope
1= Sara Reed 1400008422 5454-54.54 Ready for Review 06/25/2015 /012015 to Final Construction | Yes
0612472015 Evaluation
4 tems found, displaying all tems. 1
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Consultants: Dashboard Elements - continued

7.

CARS provides page controls when a contract list is
longer than 10 contracts. Contracts are listed in
numerical order by default. If you sort based on one
of the table headings, the revised sort order is
preserved when you select another page.

= Click “First” to go to the first 10 contracts listed.

= Click “Prev” to go to the previous page in the
sequence.

Click a page number to display that page.

Click “Last” to go to the last page in the sequence.

CARS provides tools to filter the Sub-Contracts table.
Enter filter parameters, and then click Filter. You can
use one or both filter fields. Delete filter parameters
and click Filter again to restore the full list of
subcontracts.

a. Enter a project ID in the Project ID field to limit
the subcontracts list temporarily. This field uses
the autocomplete feature to list the first 10
matching project IDs. As you type more digits,
CARS updates the list of matching projects.

b. Enter the prime vendor name in the Prime
Vendor field to limit the subcontracts list
temporarily. This field uses the autocomplete
feature to list matching vendor names. Select the
vendor name in the list.

o, T
[~y State of Wisconsin
k\. I ;‘ Department of Transportation

Home Search Security Profile Log OF 1

Click “Next” to go to the next page in the sequence.

CABS - Cutact Administation & Beading Syoten
2 3
USER - J User|processing on behalf of{Osage & Co.| Project, Contract or Master Contract: Search
B. Prime Contracts
E Status: Project ID
Active  |M]
44 items found, displaying 110 10, [FirstPrev] 1,2, 3, 4 5 [NextiLasf
Project Id . Limits # | Type Master Work Status® | Auth Prime Vendor Function/Master Hwy . Region | County #
Contract Order Date
I777-88-99 | Localroad Reguiar Active | 2014112 | Osage & Co Construction STHS! |Nw Dunn
Services
[l tems found Jisplaying 110 10_[FirstPrevi 1,2, 3 & & [Nexdiast
~ Sub-Contracts
B [erojectio ||rime Vendor |
Filter
5 tems found, displaying all tems. 1
Contract < | Type | status | Limits = | Auth | Prime vendor = | Funation Huwy ¢ | Region | County *
Date ~
006-00-01 : 1400008163 : 03/02/2015 Regular | Active | non-hwy 2015403 | Axel Construction In-Plant non- | BHM | Various
Inspection hwy
Services.
5 tems found, displaying al fems. 1
~ Amendment SubContracts
o] Eo]a[:lll] ||Prime Vendor ]
Filter
One item found. 1
Contract t | Type Status | Limits # | Auth , | Prime Vendor \l Function Hwy ¢ | Regiofi | County®
Date
0098-00-08 : 1400008176 : 01052015 : 1 Reguiar | Actve | non-hwy 2015403 | Axel Construction Traming | non- | BPD | various
Services | hwy
One item found. 1
~ Invoices
9 tems found, displaying al tems. 1
Project Id /Master WO # : | Type | Prime Vendor = | Contact Name : | Project Manager : | Sstatus Consultant Created Date Invoice
Invoice# Period
0099-11-13 Osage & Co Kane, John Faux Wos,Nick Draft Dsg1113 0311212015 03/01/2015 to
031472015
9 kems found, displaying al lems. 1
=~ Evaluations
4 items found, displaying all tems. 1
Seq | Reviewsr nirsct)Master ¢ | Level iProject Procassing Status Status Date Evaluation Period Type Function Full
No Id WO # Scope
1= Sara Reed 1400008422 5454-54.54 Ready for Review 0672572015 0510172015 o Final Construction | Yes
0612472015 Evaluation
4 tems found, displaying al ftems. 1
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Consultants: Dashboard Elements - continued

9. CARS provides tools to filter
the Amendment SubContracts table. Enter filter
parameters, and then click Filter. You can use
one or both filter fields. Delete filter parameters
and click Filter again to restore the full list of
amendment subcontracts.

a. Enter a project ID in the Project ID field to
limit the subcontracts list temporarily. This
field uses the autocomplete feature to list
the first 10 matching project IDs. As you type
more digits, CARS updates the list of
matching projects.

b. Enter the prime vendor name in the Prime
Vendor field to limit the subcontracts list
temporarily. This field uses the
autocomplete feature to list matching
vendor names. Select the vendor name in
the list.

10. CARS provides tools to sort lists. The heading
rows of columns you can sort contain the title as
a blue links and a double arrow. Click the
heading row once to sort in ascending order (A
to Z). Click again to reverse the order (Z to A).
The double arrow changes to a single arrow to
indicate which order is shown.

11. Identifiers such as contract IDs often serve as
links to specific records. If the staff member has
been granted access to the contract or work
order, the ID is an active link. If not, then the ID
appears as plain black text.

L iy
Ty State ansin
k‘. I o‘ Department of Transportation

Profile LogOF 1
el AT A TSR, ‘f? P 5&,’4»‘%

OABS - Gatace g

Home Search Security

Eo]e:t‘ Contract or Master Contract:

2 3
USER - J User|processing on behalf of

Search u

B— ~ Prime Contracts

One item found. 4

[ Status:
Active
33 items found, displaying 1 to 10. [First/Prev] 1, 2, 3, 4 [Next/Last
Projectid ¢ | Limits ¢ | Type Master Wiork, | Status | Auth | Prime Vendor Function/Master | Hwy ¢ | Region | County®
Contract | Order Date Type
Master MO0E6871126 Active | 2014/05 | Osage & Co 51 Various
0687-11-27 County line Regular Active | 2014/06 | Osage & Co. Traffic STH sw Dane
Engineering 51
Services
33 items found, displaying 1 to 10. [First/Prev] 1, 2, 3, 4 [NextiLast
[~ Sub-Contracts
4 items found, displaying all tems. 1
Contract : | Type Status | Limits Auth Prime Vendor ¢ | Function Hwy | Region | County *
Date
0088-00-01 : 1400008163 : 03/02/2015 Regular | Active | non-hwy 2015403 | Axel Construction In-Plant non- | BHM Various
Inspection hwy
Services
1380-00-01 : MOB972085 : 18 : 1400003172 | Work Active | STH 14 to STH &1 2014/08 | Acme Inc. Biological STH | SE Ozaukee
08/08/2014 Order 259
4 items found, displaying all tems. 1
[~ Amendment SubContracts
One item found. 1
Contract < | Type Statug | Limits | Auth , | Prime Vendor < | Function | Hwg | Regiod | County*
Date ~
0098-00-08 : 1400008176 : 01/05/2015 ;1 Regular | Active | non-hwy 2015/03 | Axel Construction Training non- | BPD Various
Services | hwy
One item found. 1
[T~ Invoices
10 items found, displaying all items. 1
Project |d /Master WO #' | Type | Prime Vendor  * | ContactName ¢ | ProjectManager ¢ | Status Consultant Invoice# | Created Invoice
Date Period
0099-11-13 Osage & Co. Max Brewer Draft Osgl113 0312/2015 | 03/01/2015 to
03142015
0874-00- Osage & Co Sara JC Lane Draft 0S-AC-4-1B 04/23/2015 | 03/01/2015 to
04 /105410000 /4 03/31/2015
10 items found, displaying all tems.
—— ~ Evaluations
One item found. 1
Seq | Reviewer Contract { Master + | Level /Project Processing Status Status Date < | Evaluation Pericd Type Function | Full
Mo Id WO # Scope
1 Tom Bane 1400003164 / 0098-10-02 /1 Ready for Review 04/01/2015 02/25/2015 to Intermediate | Design Yes
MO0gE1001 04/30/2015 Evaluation
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Consultants: User Profiles

Use these steps to manage your profile
information and your region and bureau
information.

Edit User Profile

1.

Click Profile on the main menu. CARS
opens the User Profile page.

Click Edit Profile. CARS opens the Edit
User Profile page.

Change your user profile information
as needed. You can change your
name, email address and phone
number.

Changing the value in the Email
Address field modifies the email
address that CARS uses for evaluation
and invoice notifications.

Click Save.

Edit User
Profile

Default Region
*Indicates required fisld

First Name: *

Last Name: *

[!_Tsa:

Middle Initial:

Suffix:

Email Address: *

|:' userfmyfirm. com

»

Phone Number: *

Consultants: Dashboards — Consultants: User Profiles
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Invoicing

Invoicing processes are the same for regular contracts and work orders, and they are the same for prime consultants and sub-consultants. Prime
contract invoices are submitted to WisDOT, and sub-consultant invoices are submitted to the next higher tier (either prime consultant or a higher-tier
subcontractor). Higher tier consultants can view and reject sub-consultant invoices.

Quick Facts about Invoicing in CARS

e Only one invoice in “Draft” status is allowed for a given contract. You must submit or delete an invoice draft for a contract before you can
create another one.

e “Draft” status invoices are accessible and freely editable only by staff members who have the appropriate roles.

e WisDOT cannot access “Draft” status invoices created by consultant firms, nor do they appear on WisDOT user dashboards.

e Invoices in “Paid” status are not listed on WisDOT dashboards. Search for these invoices as described in Search Invoices on page 31.

e Consultant Dashboard pages list only invoices in “Draft” status.

e Users who have the View Invoice role cannot see detailed rates or costs. Direct labor cost, indirect cost rate, and indirect cost fields are
hidden.

e Invoices can contain costs for more than one month, provided costs for different months are entered as separate line items.

e Invoice adjustments made by WisDOT invoice approvers are added as new lines on the invoice. Submitted data is maintained as part of an
audit trail.

Invoice Roles

WisDOT users must have either the Invoice Editor or the Invoice Approver role to make changes to invoices. Only users who have Invoice Approver
can approve invoices. Invoice Reviewer users can review submitted invoices but not approve them. WisDOT users who have the View Invoice role can
read invoices, but cannot change or approve them. Users who have the View Invoice role can read invoices, but cannot make any changes.

To manage invoices, a consultant staff member must have the Invoice Editor or Invoice Submitter role for the specific contract, or Subcontract Invoice
Editor or Subcontract Invoice Submitter when working on subcontracts. The staff member who submits invoices to WisDOT or to a higher tier
contractor must have the Invoice Submitter or Subcontract Invoice Submitter role. Users who have the View Invoice or Subcontractor View Invoices
roles can read invoices, but cannot make changes.

e Subcontractor invoices are submitted to the prime contractor or the next higher tier subcontractor in cases where the subcontractor is
working for another subcontractor.

e Consultants can include invoices for their subcontractors with their invoices for payment, and then pay the subcontractors. The alternative is
to reject the subcontractor invoice. Contractors cannot make any changes to subcontractor invoices.

e Consultants can create invoices for their subcontractors directly. Higher tier consultants should determine whether they want their
subcontractors to create their own invoices and submit them, or always create invoices for their subcontractors.
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Invoicing Processes
Consultants create invoices, add cost information and upload supporting documentation before submitting the invoice to WisDOT. WisDOT reviews and

approves the invoice for payment. If there is a question about an expense, WisDOT may adjust the invoice and send it for payment instead of causing
payment to be withheld. Expenditure Accounting pays the invoice.

Subcontractors follow the same processes as prime consultants. The differences in subcontractor invoicing processes are as follows:

Invoice Statuses

Accepted by Higher Tier
Approved
Approved - Sent to Acct Sys

Approved - Zero or Negative invoice

Checked out for Payment
Draft

Draft for subcontract
Included in Higher Tier
Included in Invoice

Paid

Paid Special

Rejected

Rejected by Higher Tier
Reviewed

Sent Back to Approver
Submitted

Submitted to Higher Tier

Invoicing — Invoicing Processes
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Invoicing Process Diagram

Figure 1 - Invoice Process Diagram

Invoicing — Invoicing Process Diagram
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Redistribution Contracts

Redistribution contract provisions (formerly called journal voucher (JV) contracts) are described in the Facilities Development Manual (FDM)
in chapter 8, section15-2. These contracts are currently paid like invoices for other projects in CARS. Form DT1511 is required for JV contracts and

must be included in the invoice documentation.

Note: Page 2 of form DT1511 is now optional. Page 1 is still required.

Invoice Notifications

CARS automatically sends email notification to either WisDOT or consultant users when the status of an invoice changes. Messages are routed to
persons who have notification roles for the individual project ID. CARS also sends email notifications when the status of an invoice does not progress
within a set time period. The invoice must be either approved or rejected in order to progress. The following table summarizes invoice notifications.

New status

Status changed by

Submitted

Email sent to

Prime Consultant

WisDOT users with the Primary Notification role receive email immediately upon invoice submission.
Future versions of CARS will also send reminders at days 10 and 20, and every day after 20 days until the
invoice is approved or rejected.

WisDOT users with Secondary Notification receive email at days 10 and 20 and every day after 20 days until
the invoice is approved or rejected.

Submitted

Sub Consultant

Prime vendor users with the Primary Notification role receive email immediately upon invoice submission.
Future versions of CARS will also send reminders at days 10 and 20, and every day after 20 days until the
invoice is approved or rejected. If no vendor users have the invoice notification role for this contract, the
firm’s Vendor Administrator receives the email.

Paid

WisDOT

Prime consultants and subconsultants with the Invoice Notification role receive email when the invoice is
paid. If no vendor users have the invoice notification role for this contract, the firm’s Vendor Administrator
receives the email.

Rejected

WisDOT

Prime consultants with the Invoice Notification role receive email when the invoice is rejected. If no vendor
users have the invoice notification role for this contract, the firm’s Vendor Administrator receives the
email.

Rejected

Higher tier
consultant

Sub consultants with the Invoice Notification role receive email when the invoice is rejected. If no vendor
users have the invoice notification role for this contract, the firm’s Vendor Administrator receives the
email.

Invoicing — Redistribution Contracts
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Import an Invoice

CARS allows you to import invoice information using an Extensible Markup Language (XML) document. The XML documents used to import data into
CARS may be generated, for example, from your firm’s financial software using a custom routine. You can also export data to Microsoft Excel® or
Access®, adjust the data as needed, and then create the XML invoice by pasting generated elements into a template or by using Visual Basic for
Applications or another programming language to generate the invoice automatically. The XML document creation process will vary for every
consultant. Currently, the invoice data must be imported for each contract separately; there is no batch process. XML invoices can be uploaded by
prime consultants and by subcontractors. A prime consultant cannot upload XML for a subconsultant.

Many resources are available to help your firm generate the necessary XML invoice documents, including basic information on the CARS page. See
also Appendix 13 on page 242 and Appendix 14 on page 264.

Import XML Invoice Buttons

Invoicing — Import an Invoice
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Import Invoice Steps

1.

Open the contract or
subcontract record for
which you are
entering an invoice in
CARS. See Search
Tools on page 25 for
information on
locating prime
contract records.

Note: The appropriate

Invoice Editor or
Invoice Submitter
role is required to
import XML
invoices.

Click Import

Invoice; subconsultant
s click Import Sub
Invoice. CARS opens
the Import Invoice
section.

Click Browse. CARS
opens the Choose File
to Upload dialog box.
Browse to the XML file
for upload and select
it.

Click Open. CARS
displays the path to
the file in the Browse
field.

TOMBANE - Tom Bane processing on behalf of Osage

Project, Contract or Master Contract: Search

View Contract
~ Contract Information
Project ID:

0687-11-30

Contract Type:
Regular

Phases: 0

Contract Number:
1400008002

Purchase Order Number:

Contract Function:
Traffic Analysis Services

Create Invoice Import Invoice L&Q Print Page  Go to Bottom

Associated Projects

Nothing found to display.

TOMBANE - Tom Bane processing on behalf of Osage Project, Contract or Master Contract:| Search |
View Contract Create Invoice Import Inveice (=) PrintPage  Go to Bottom

Import Invoice

*Indicates required field

| Browse. . .

Upload

~ Contract Information

P W S S AP O P S P P P P S S A P

Invoicing — Import an Invoice
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Import Invoice - continued

6. Click Upload. CARS attempts to import
the invoice.

a. If the import is successful, CARS
opens the new invoice, which is in
“Draft” status.

b. Ifthereis an error and CARS cannot
import the invoice, CARS displays an
error message.

c. If CARS was able to import the
invoice partially, you will see an
error message along with the Show
Invoice button. See Consultants:
Common Invoice Import Errors on
page 258 for more details. You can
delete the invoice, adjust the XML
document and try to import again,
or manually edit the invoice directly
in CARS as described in Invoicing,
beginning on page 62.

Note: You must delete an existing draft
invoice before you can import another
one. Only one invoice in “Draft” status
is allowed per contract.

7. Upload supporting documentation and
submit the invoice as for manually
entered invoices. See Upload Supporting
Documents on page 92 and Consultants:
Submit Invoices on page 96 for details.

TOMBAMNE - Tom Bane processing on behalf of Osage

Project, Contract or Master Contract: E

View Contract

Import Invoice

*Indicates required field

|Su.r!1 Export Lu.mpl_}crnll Browse. ..

I: Upload

~ Contract Information

Create Invoice

Import Invoice Lc%] Print Page  Go to Bottor

TOMBANE - Tom Bane processing on behalf of Osage

Project, Contract or Master Contract: E

View Errors (= Print Page = Back to View Contract

~ Upload Error List

— Draft status already exists for Consultant Invoice Number Lump1

TOMBANE - Tom Bane precessing on behalf of Osage

Project, Contract or Master Contract: E

View Errors (= Print Page = Back to View Contract

~ Upload Error List

Consultant Invoice Number :11-25 Aug 2014 Show Invoice P

— Mot found a record with 4 part key combination in the ContractCost table for LumpSum Line fems.

Invoicing — Import an Invoice
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Consultants: Create a New Invoice

When you create a new invoice, CARS combines general information you enter and cost information from the contract in a new invoice record. If you
have previously invoiced costs on this contract within CARS, submitted and paid totals are also shown and used in the calculations on the new invoice.
You can also manually enter and edit total previous costs paid outside CARS (external costs) on the first invoice for a contract or project only. See
Consultants: First Invoice in CARS Question on page 104 for details.

Only one invoice in “Draft” status is allowed for a given contract. You must submit or delete an invoice draft for a contract before you can create another
one. If you try to create a new invoice when there is already one in “Draft” status, CARs displays the error message, “Cannot create invoice. One already
exists in draft status.”

Sub-consultant users who create invoices in CARS must have security access to all subcontracts, amendment subcontracts and phases that apply to their
firms in order for the invoice costs to be applied correctly. If you are missing access to one of these parts of a contract, please contact your firm’s CARS
administrator.
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Consultants: Create a New
Invoice - continued

1.

Open the contract you are
invoicing.

Click Create Invoice. CARS
opens the Edit Invoice
page. Only consultant
information can be
entered or updated.
Contract information is
locked.

Select No under Final
Invoice.

Select Yes only when the
work for a contract is
complete and you are
submitting final costs.

Enter the invoice identifier
of your choosing in

the Consultant Invoice
Number field. Follow your
firm’s conventions as
required. This identifier is
limited to 20 characters.
Enter dates in the Start
Date and End Date fields.
These dates refer to the
period for which you are
invoicing, not to the
contract work period. This
period may span more
than one month.

Edit Invoice

~ Contract Invoice Information

Consultant Hame:
Osage

State Project ID:
0751-32-58

Project Description:
county line

*Indicates regquired field

Final Invoice: *
O ves @ No

FEIN/Loc:
9876543210

Master Contract ID:

County:
Clark

1

Consultant Invoice Number: *

PO Number:

Work Order:

Contract Project Manager:

[f3 MTC 5-14 x
E Time Period Covered by this Invoice:
Start Date: * End Date: *
5/1/2014 05/31/2014
E Consultant Contact:
Name: * Phone: * Email: *
Felicity Schreiber 608-811-4557 fzchreiber@ozage.ccm

ﬂ Savel Cancel Create |

Invoicing — Consultants: Create a New Invoice
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Consultants: Create a New Invoice - Edit Invoice

continued
6. Enter the name and contact information * Contract Invoice Information
Of the person that WISDOT can contaCt If Consultant Hame: FEIN/Loc: PO Number:
there are questions about the invoice in Osage SBTBSLI2
the Name, Phone and Email fields. State Project ID: Master Contract ID: Work Order:
. 0751-32-58
7. Click Save. CARS creates and opens the
. . . Project Dv iption: C H Contract Project M H
new invoice and assigns “Draft” status. No c;ﬁ‘;;, e reten C.:fk"w oniractTrojest Hanager
billed charges are added. Some monetary
*Indicates required field
values from the contract are shown on : : , :
. k X i . Final Invoice: * Consultant Invoice Humber: *
this new invoice, but they are not invoice | O Yes @ Mo |3 mrc 5-14 x
charges_ A Samp|e of a new|y created Time Period Covered by this Invoice:
. . . . . . Start Date: * End Date: *
invoice is shown in Appendix 8: Sample Bi/zoia 575172004
Invoices in CARS and PDF of Submitted & e
Invoice. See Appendix 9: Invoice Sections Namme: * Phone: * Email: *
. . . . Felicity Schreiber 608-811-4597 fechreiber@osage.ccm
in for an explanation of the information

shown on an invoice. ElS==] | cancelcreate |

8. If this is the first invoice entered for this
contract or project in CARS, you are asked

if there were prior invoices that were = Cancel

paid outside CARS. Answer “Yes” or “No.”
This is the first invoice in CARS for this contract/project.

See Consultants: First Invoice in CARS
Question on page 104 for details.

Were there prior invoices for this contract/project?

Owes @ No
Note: You must enter the previous
paid external amount on the
first invoice in CARS before

you submit it. This amount

cannot be entered or edited
on subsequent invoices.

Invoicing — Consultants: Create a New Invoice



Consultants: Edit Contract Invoice
Information

You can edit the consultant information
while the invoice is in “Draft” status.

1. Click Edit in the Contract Invoice
Information section. CARS opens
the Edit Invoice page. Only
consultant information can be
updated.

2. Update the seven consultant
information fields as needed.

3. Click Save.

POV FPPPOOFFFP0O0VIHVF 000008000000 0200

View Invoice &= Back to Dashboard @ Delete Invoice View Paid Invoices
~ Contract Invoice Information

Consultant Name: FEIN/Loc: PO Humber: Invoice ID:

Osage 987654321/0 pal

0500172014 Owi31iZu14
Consultant Contact:
Name: Phone: Email:
Felictty Schreiber G08-511-4587 fschreiber@osage.cocm

[ Edit

Actual Cost
DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services E] Edit
Actu! Cos*s

Edit Invoice = Back to Dashboard @ Delete Invoice View Paid Invoices

~ Contract Inveice Information

'IC"‘“W“'P“’?III)E"W’?IIIIIPW?‘B’IIIII’“"?'DIIIIIIII

F. jec. Jes Lipu a: Ju. gt Co.sae ATe, sCty dhe er: w atue A

county line Clark 07/28/2014
*Indicates required field

Final Invoice: * Consultant Invoice Number: *

OYes ®No |73 MTC 5-14

Time Period Covered by this Invoice:

Start Date: * End Date: *

|05,*01j2014 |05,*31;2014

Consultant Contact:

Name: * Phone: * Email: *

|Fe|icity Schreiber 508-811-4597 fschreiber@osage.ccm

E Save | Cancel |

Actual Cost
DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Senices [ Edit
GV AP AV A L S S O S S S G O 3V S 3 S 3 3 O O S 3 O S S O S o O S o 8V 4
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Consultants: Add Costs for
Actual Cost Contracts

If the terms for the contract you are
invoicing specify payments based on
actual costs (also called “cost plus”),
you can add these costs in

the Actual Cost section.

If needed, create a new invoice
using the instructions in Create a
New Invoice on page 69.

1.

Click Edit in the Actual Cost
section.

If this is the first invoice for
a project or contract, CARS
asks for previously paid
amounts that were paid
outside of CARS for this
contract. See Consultants:
First Invoice in CARS
Question on page 104 for
details.

Answer the “prior invoices”
guestion, and then

click Save. CARS opens

the Actual Cost Contract
Items page.

View Invoice

~ Contract Invoice Information

Consultant Name:
Osage

State Project ID:
0751-32-58

FEIN/Loc:
987554321/0

Master Contract ID:

= Back to Dashboard i@ Delete Invoice View Paid Invoices
PO Humber: Invoice ID:
peal
Work Order: Status:

Draft

A aF o o o P NSRS

Conulta.. Cob.act:

Name:
Felicity Schreiber

[= Edit

Actual Cost

Phone:
508-811-4557

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services .:| Edit

Actual Costs

Incurred This Invoice:
Previously Incurred:

Ipciread tn Data:

0.00
0.00

Email:
fschreiber@osage.ccm

Invoicing — Consultants: Add Costs for Actual Cost Contracts
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Add Direct Labor

1.

Click Add Direct Labor on the Actual Cost
Contract Items page. CARS opens

the Add/Edit Direct Labor page.

Enter the employee name in the 2
employee name fields.

If your firm requires an employee number,
enter it in the Employee Number field.
Enter the employee job function as defined
by your firm in the Employee Classification
field. This field is limited to 50 characters.

If your firm has the option, select the type
of hours the employee worked in the Hours
Type field. Two types are allowed: “Hours
Worked” and “Premium Pay”. Most firms
report only regular hours, and the value in
this field is automatically set to “Hours
Worked”.

Enter the number of hours the employee
worked during the period for which you are
invoicing in the Hours field. This time period
is not limited by the Start Date and End
Date you entered in the Consultant Invoice
Information (page 70). You can enter up to
two decimal places.

Note: You can invoice for other time
periods, provided you enter
the information as another line
item.

Actual Cost Contract ltems

Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00

Direct Labor and Overhead
Nothing found to display.

Indirect Costs
Nothing found to display.

Direct Costs
Nothing found to display.

Fixed Fee
Percent Complete:

%

Save Fixed Fee

Fixed Fee Amount: 11,700.00

| Reset |

Edit Previous Paid

e

Total Indirect Cost: 30.00

Total Direct Cost: 50.00

= Back

s Add Direct Labor

Total Labor: 50.00

d Add Indirect Cost

4 Add Direct Cost

Total Cost: 50.00

Total Fixed Fee: 50.00

Add/Edit Direct Labor

*Indicates required field

= Back/Cancel

Employee Last Name: *

Employee Classification: *

ﬁ Employee First Hame: *

|:-:i;;e:

Employee Number:
he783

|‘2—e::e:a; Labor

Hours Type: *

Hours Worked

Activity: *

[108-General Field Work

.

Calendar Year of Labor: *

4

2014

1] Indirect Cost Rate Type:

H Labor Cost; *
[e15 00
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Add Direct Labor - continued

7. Select a type of work in the Activity
field.

Note: Activity codes are defined
in the FDM in chapter 8,
section 10-1, attachment
1.3.

8. Select the month the work was done in
the Calendar Month of Labor field.

9. Enter the year the work was done in
the Calendar Year of Labor field.

10. Select the predefined rate type in
the Indirect Cost Rate Type field.

Note: Selecting a rate type here
determines rate applied in
the Indirect Costs section,
if overhead applies.
Overhead rates are subject
to updates.

11. Enter the cost of this employee’s work
in the Labor Cost field.

12. Click Save. CARS saves the labor cost
and lists the details on the Actual Cost
Contract Items page. CARS also displays
the message, “Direct Labor saved
successfully”.

13. Click Back/Cancel to return to
the Actual Cost Contract Items page.

Add/Edit Direct Labor

* Indicates required field

= Back/Cancel

Employee First Name: *

Employee Last Name: *

Employee Humber:

Miller

hs7ea

HEmployee Classification: *
|3e:e:al Labor

Activity: *

[108-ceneral Ficla Werk

*} Calendar Year of Labor: *

2014

Indirect Cost Rate Type:

Labor Cost: *

€15.00
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Edit Actual Labor Costs

1.

3.

Locate the appropriate line on
the Actual Cost Contract Items page and

click Edit Direct Labor © on that line.
CARS opens the Add/Edit Direct Labor
page.

Make the necessary updates to the data
fields described in Add Direct Labor on
page 74.

Click Save.

Delete Actual Labor Costs

1.

Locate the appropriate line on the
Actual Cost Contract Items page and

click Delete Direct Labor = on that line.
CARS displays an Are you sure? message.

Click Confirm. CARS deletes the direct
labor cost.

Direct Labor saved successfully. e
Actual Cost Contract ltems

Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: (.00 Previous Paid Fixed Fee External: 0.00

Direct Labor and Overhead
One item found. 1

Eirst , | Last . | Employee , | Emplovee . | Hours ,
Name ~ | Name ~ | Mumber " | Classification T | Type T
Adrian Miller MET68 General Labor Hours

Worked

Hours

40.0

Edit Previous Paid

Activity % Month | Year
108- General c
Field Work - 2014

= Back

o9 Add Direct Labor

Indirect Cost , | Labor , | Adjustment
Rate Type 7| Cost T
615.00 N 4 =]

Total Labor: $615.00

Are you sure?

Are you sure you want to DELETE direct labor?

Cancel
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Add Direct Costs

1.

Click Add Direct Cost on the Actual
Cost Contract Items page. CARS opens
the Add/Edit Indirect Cost page.
Select a predefined cost type in

the Category field.

Enter a description of the specific cost
in the Description field.

Select a payment recipient type in

the Paid To Type field.

= Select “Internal Allocation” for
project-related costs incurred by
your firm, such as equipment or
supplies.

= Select “Payment” for amounts paid
to business service providers, such
as analytical services, shipping and
postage, or travel and meal
expenses.

Enter the name of the external
business service provider in the Payee
Name field. This field is required when
the value in the Paid To Type field is
“Payment”.

Enter the quantity of items or other
measure for this cost in the Units
field.

Enter the cost per unit in the Unit
Rate field. This field is required when
the Units field is not empty.

Actual Cost Contract ltems

= Back
Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 & Edit Previous Paid

LT T T T AT SV S S P o O S S A A T S o o S S B A A A o Y o S

Direct Costs

Nothing found to display. Total Direct Cost: S0.00 & Add Direct Cost

Total Cost: $2,219.55

= Back/Cancel

Add/Edit Direct Cost

*Indicates reguired field

Category: * Description: * Paid To Type: *

|','e':'.ic'_e Bental & Fuel 4WD Truck |Ea'_.-'r.|e.“.t,
Payee Name: (Required if Paid To Type is "Payment’) Units: Unit Rate: (Reguired if Unitz entered)
[s2zari cusziccers [s §5.18

o

q Unit Description: (Reguired if Unitz entered)

q Calendar Year of Costs: *
2014

q Indirect Cost Rate Type:

|Ecne Office

B oo |

Enter direct cost above or hit Calculate to use units and rate.
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Add Direct Costs - continued

8.

10.

11.

12.

13.

14.

Enter a brief explanation of the units
used to describe the cost in

the Unit Description field. This field is
required when the Units field is not
empty.

Select the month the cost was
incurred in the Calendar Month of
Costs field.

Enter the year the cost was incurred in
the Calendar Year of Costs field.

If your firm has the option, select an
indirect cost type in the Indirect Cost
Rate Type field if an indirect rate
applies to this cost. Most firms cannot
apply indirect cost rates to direct
costs.

Enter the total cost in the Direct Cost
field. You can enter this value or have
CARS calculate it.

Click Calculate if you want CARS to
calculate the value for Units x Unit
Rate.

Click Save. CARS saves the direct cost
and lists the details on the Actual Cost
Contract Items page. CARS also
displays the message, “Direct Cost
saved successfully”.

Add/Edit Direct Cost

*Indicates reguired field

Category: *

|','e':'.ic'_e Rental & Fuel

Description: *

4WD Truck

Payee Name: (Required if Paid To Type is "Payment’)

|5a fari Cutfitters

q Unit Description: (Reguired if Unitz entered)

Days

Indirect Cost Rate Type:

|Ecne Office

9
B
=l

25.5%0
B o |

Paid To Type: *
|Ea'_.-'r.|e.“.t,

ﬂ Unit Rate: (Reguired if Units entered)

18

65.1

q Calendar Year of Costs: *
2014

Enter direct cost above or hit Calculate to use units and rate.

= Back/Cancel
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Edit Direct Costs

1.

3

Locate the appropriate line on
the Actual Cost Contract Items page

and click Edit Direct Cost © on that
line. CARS opens the Add/Edit Direct
Cost page.

Make the necessary updates to the
data fields described in Add Direct
Labor on page 74.

. Click Save.

Delete Direct Costs

1.

Locate the appropriate line on the
Actual Cost Contract Items page and
click Delete Direct Cost & on that
line. CARS displays an Are you sure?
message.

Click Confirm. CARS deletes the direct
cost.

Direct Cost saved successfully. e
Actual Cost Contract ltems

Cost Description: DBE: No, OH Rate: Home Office, Function: Construction Services

Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00

Direct Labor and Overhead
One item found. 1

Direct Costs
One item found. 1

;/ Edtt Previous Paid

= Back

& Add Direct Labor

o Add Direct Cost

Category = | Description - | Paid To Type - | Payee Name - | Units- | Unit Rate- | Unit Description - Month- | Year | Indirect Cost Rate Type - | Direct Cost-
Vehicle Rental & Fuel  4WD Truck Payment Safari Qutfiters  5.00 65.18 Days 5 2014 Home Office 325.90 N P -~
Total Direct Cost: $325.50
Total Cost: $540.50
x

Are you sure?

Are you sure you want to DELETE direct cost?

Cancel
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Indirect Costs

Indirect costs are typically overhead costs,
which are commonly applied only to direct
labor costs. CARS automatically generates
indirect cost lines for your invoices based on
cost type (direct labor or direct cost), the
month and year of the cost, and the indirect
cost rate type (such as “Home Office” or
“Field Office”). Indirect costs generated by
CARS are not editable. The rates for each
firm and indirect cost type are maintained in
CARS by the DTSD Audit and Contract
Administration Section. The details for
indirect costs shown on the Actual Cost
Contract Items page are described below.

1. CARS totals indirect costs based on
cost type, date, and cost rate type,
and inserts a single line in
the Indirect Costs section. In this
example, the four lines shown in
the Direct Labor section that were
reported for March 2015 and should
have the “Home Office” indirect cost
rate applied are combined into one
line item in the Indirect Costs
section (marked “1”).

2. CARS lists costs that have a different
cost rate type separately in
the Indirect Costs section.

3. CARS lists costs that have a different
date (month or year) separately.

Indirect Cost saved successfully.
Actual Cost Contract ltems

Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Counts

Previously Invoiced External: 0.00 Previously Invoiced Fixed Fee External:

Direct Labor
§ items found, dizplaying all tems. 1

FEirst . Last Employee
Name Name Number
Patty Green 5334
Carl Petersen PBT5
Calvin Li L345
Mark Halperin HE545
Leonard Willer W121
Paul McDougal M3ET

Direct Costs
2 items found, displaying all tems. 1

Employee
Classification

Technician
Technician
Project Manager
Technician PT
Field Technician

Office Manager

Category Description | Paid To Payee
Type Hame
Trafﬁc.Cuuntlng tubes Payment Ac:n'!e
Equipment supplies
Co mpa.ny vehicle Car Wigds Intern.al
mileage Allocation
Indirect Costs
5 items found, displaying all items. 1
Costs Subject to Indirect Cost Rate Description

325.00

ped  700.00
il 2,425.00
K] 900.00

L1 3%0.00

rixearee

Percent Complete: |30 %

Premium Increase

Calculated Labor Cost
Calculated Labor Cost
Calculated Labor Cost
Calculated Direct Cost

Save Fixed Fee I Reset |

= Back

0.00 Edit Previous Paid
) Add Direct Labor
Hours , | Hours | Actiwity Month | Yea# | Indirect Cost Labor Adjustment
Type Rate Type Cost
‘i;':"::d a0 10 Gf‘?oerf' Feld 2015 Home Office 800.00 N =]
v v
,‘:::::d a0 % G,if:rf' Field 2015 Home Office 800.00 N =]
‘?g:'k’:d 400 ;?J:‘e':;f;;‘:: 2015 Home Office 120000 N =]
v
OIS ggg (EREETERENY 2015 Home Office 625.00 M =}
Worked Work
Hours 108- General Field c . =
Vorkag 400 ok 2K 2015 — Field Office 700.00 N =]
Hours 107- General Office - 2
e 400 e B« 2015 Home Office 900.00 M =]
Total Labor: 35,025.00
# Add Direct Cost
Units | Unit Unit Month | Yea# | Indirect CostRate | Direct Adjustment
Rate Description Type " | cost
eon  gsp  ZDMprEssurE o Field Office 30.00 N
tubes
6270 0.55 miles 3 2015 3449 N
Total Direct Cost: 5424.45
o Add Indirect Cost
Month ¢ | Year # Indirect Cost Rate Type Rate Indirect Cost ¢ | Adjustment
3 2015 Home Office 1.85 601.25 N & =]
3 2015 Field Office 1.825 1,277.50
3 2015 Home Office 1.85 633625
4 2015 Home Office 1.85 1,665.00
3 2015 Field Office 1.825 71175

Fixed Fee Amount: 15,000.00

Total Indirect Cost: $10,591.75

Total Cost: 515,041.24
Total Fixed Fee: $4,500.00
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Indirect Costs - continued

4.

CARS lists costs having different cost
types separately, such as direct labor
and direct costs. Most firms do not
apply an indirect cost rate to direct
costs.

Costs added manually are listed
separately and can be edited. Most
firms do not add indirect costs
manually. CARS lists costs having
different cost types separately, such as
direct labor and direct costs. Most
firms do not apply an indirect cost rate
to direct costs.

Costs added manually are listed
separately and can be edited. Most
firms do not add indirect costs
manually.

Indirect Cost saved successfully.
Actual Cost Contract ltems

Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Counts

= Back

Previously Invoiced External: 0.00 Previously Invoiced Fixed Fee External: 0.00 Edit Previous Paid
Direct Labor
§ items found, displaying allitems. 1 7 Add Direct Labor
First , | Last Employee Employee Hours Hours | Activity = | Month | Yea# | Indirect Cost Labor Adjustment
Name = | Mame Humber Classification Type Rate Type Cost
Patty Green G334 Technician Hours ;o 108 General Field 2015 Home Office 800.00 N =]
Worked Work L
Cal  Petersen Pavs Technician Hours — ypp 108 GeneralFieid 2015 Home Office 800.00 N =]
Worked Work =
Calvin Li L345 Project Manager Hours 41 g 104-Project 2015 Home Office 1,200.00 N =]
Worked Supervision o
. - Hours. 109- General Shop =
Mark Halperin H545 Technician PT \Worked 250 Work 2015 Home O ffice 625.00 N & =
Leonard  Miler 121 Field Technician |:::'kr:d ao % Gf‘?:rf' Fell B3 2015 —» Fieid Office 700.00 N p =]
Hours 107- General Office =
Paul McDougal M3aT Office Manager \Worked 40.0 Work E4 2015 Home Office 900.00 N & —J
Total Labor: 55,025.00
Direct Costs
2 items found, displaying all tems. 1 ) Add Direct Cost
Cateqory * | Description | Paid To Payee Units | Unit Unit Month | ¥Yeat | Indirect Cost Rate . | Direct Adjustment
Type “ | Name Rate Description Type * | Cost
Traffic Counting tubes Payment ACme  gng gsg  DMPrESSUE 5 g Field Office 390.00 N =
Equipment supplies tubes L4
Company vehicle ¢, yiggs ~ IMermal 6270 055 miles 3 2015 34.49 N =
mieage Allocation &
Total Direct Cost: 542445
Indirect Costs
- : ) .
5 items found, displaying allitems. 1 =) Add Indirect Cost
Costs Subject to Indirect Cost Rate ¢ | Description # Month Xear * | Indirect Cost Rate Type ¢ | Rate® Indirect Cost ¢ | Adjustment
H 32500 Premium Increase 3 2015 Home Office 1.85 601.25 N & =
il 700.00 Calculated Labor Cost 3 2015 Field Office 1.825 1,277.50
iN 242500 Calculated Labor Cost 3 2015 Home Office 1.85 6,336.25
E] so0.00 Calculated Labor Cost 4 2015 Home Office 1.85 1,665.00
Bl 390.00 Calculated Direct Cost 3 215 Field Office 1.825 71175
Total Indirect Cost: $10,581.75
Total Cost: 515,041.24
riXed ree
Fixed Fee Amount: 15,000.00 Total Fixed Fee: 54 500.00

Percent Complete: |30 %
Save Fixed Fee I Reset |
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Manually Add Indirect Costs Actual Cost Contract Items

Back
Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services - bae

Consultants who use “General and
Admlnlstratlve” (G&A) as one Of thelr Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 «  Edit Previous Paid

indirect cost types must add these costs R R N R ) N N N N N N N S N N N N N N N S S S N S ST
manually. Only these consultants have
the ability to add indirect costs manually Indirect Costs

Nothing found to display.

using the steps described below. Total Indirect Cost: 50.00

1. Click Add Indirect Cost on
the Actual Cost Contract

&) Add Indirect Cost

Items page. CARS opens
. . P A = Back/Cancel
the Add/Edit Indirect Cost page. Add/Edit Indirect Cost
*Indicates required field
2. Entel‘ the IndlreCt COSt In ﬁCosts Subject To Indirect Cost Rate: * Description: *
. . €43.85 Accounting and Office Supplies

the Costs Subject to Indirect pocou:

COSt Rate fleld ﬁt’.‘ile:iarr Mth of Costs: * ﬁt’:il-e:darYear of Costs: * |I:E::c‘:(js:s;:ate Type: *
3. Enter a description of the

. . . . . Save

indirect cost in the Description

field.

4. Select the month the work was
done in the Calendar Month of
Costs field.

5. Enter the year the work was
done in the Calendar Year of
Costs field.
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Manually Add Indirect Costs - Actual Cost Contract Items

. Back
Contlnued Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services - oA

6 Se|eCt the COSt I’ate type |n Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 o Edit Previous Paid

the Indirect Cost Rate Type field LF A " AU Al A o o o o o o A o o A S SV SF SN oF oF SF oF SF O S oF oF oF oF oF o 4
if your firm can apply indirect

rates to these costs. This is rare. Indirect Costs

othing found to display. Total Indirect Cost: Sppg =2 ~ddIndrect Cost

Note: For information about indirect
cost rates, see the Facilities
Development Manual (FDM)

in Chapter 8, Section 10-30.

Add/Edit Indirect Cost = BackCancel
7. Click Save. CARS saves the labor indicates requred field
. . Costs Subject To Indirect Cost Rate: * Description: *
cost and lists the details on ﬂzes.za Bocounting and Office Suppliss
the ACtuaI COSt ContraCt Items Calendar Month of Costs: * Calendar Year of Costs: * Indirect Cost Rate Type: *
page : 2014 [Home office

a Save
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Add Fixed Fee
Fixed fees are based on the percentage of the contract work that is completed. The percent complete (progress) should be calculated using one of the
following formulas:

Total Direct Labor Invoiced + Total Overhead Invoiced
X 100%

Total Estimated Contract Direct Labor + Total Estimated Contract Overhead
OR

Total Direct Labor Invoiced
X 100%

Total Estimated Contract Direct Labor

CARS calculates the fixed fee due as a percentage of the fixed fee stated in the contract. For example, if the fixed fee on Contract A is $1000 and the
work is 52% complete, then the fixed fee due is $520.

Previously paid amounts are subtracted on the invoice. For the second invoice for Contract A, if the percent complete is 79%, the fixed fee due is
$790. The invoice will show earned to date = $790. minus previouslv paid $520. resulting in fixed fee due = 5270.

1. Enter the progress of the
contract work in the Percent
Complete field. Fixed Fee _ _

5 C||ck Save Fixed Fee. CARS Percent Complete: |;,:,, 0 %l Fixed Fee Amount: 11 700.00 Total Fixed Fee: 50.00
calculates the amount due and
adds it to the Actual Cost
Contract Items page.

Sazve Fixed Fee | Heset |

Note: Click Reset to
change the percent
complete value
back to the last
saved value.

3. Click Back to view the invoice.
The previously paid amounts are
shown in the Actual Cost section
under “Fixed Fee”.
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Consultants: Add Costs for Cost Per Unit
Contracts

If the terms in the contract you are invoicing specify
payments based on cost per unit, you can add these costs in
the Cost Per Unit section.

If needed, create a new invoice using the instructions
in Create a New Invoice on page 69.

1. Click Edit in the Cost Per Unit section.

If this is the first invoice for a project or contract,
CARS asks for previously paid amounts that were
paid outside of CARS for this contract.

See Consultants: First Invoice in CARS Question on
page 104 for details.

2. Answer the “prior invoices” question, and then
click Save. CARS opens the Actual Cost Contract
Items page.

3. Enter the total amount to invoice in the Cost Per
Unit Amount field.

4. Click Save Cost Per Unit.

Note: Click Reset to revert the cost per unit
amount to the previous value, provided
you have not yet clicked Save Cost Per
Unit.

5. Click Back to view the invoice.

Cost Per Unit Contract ltem

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Analysis Services

Previous Paid External: 0.00 Edit Previous Paid

Per Upit
Cost Per Unit Amount: | |

Save Cost Per Unit | Reset |

= Back
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Consultants: Add Costs for Lump Sum Contracts

If the terms in the contract you are invoicing specify payments based on a lump sum, you can add these costs in the Lump Sum section.

Lump sum percent complete (progress) is based on the same formulas as an actual cost fixed fee.

Total Direct Labor Invoiced + Total Overhead Invoiced

x 100%

Total Estimated Contract Direct Labor + Total Estimated Contract Overhead

OR

Total Direct Labor Invoiced
X 100%

Total Estimated Contract Direct Labor

If needed, create a new invoice using the instructions
in Create a New Invoice on page 69.

1.

Click Edit in the Lump Sum section.

If this is the first invoice for a project or
contract, CARS asks for previously paid
amounts that were paid outside of CARS for
this contract. See Consultants: First Invoice in
CARS Question on page 104 for details.

Answer the “prior invoices” question, and
then click Save. CARS opens the Lump Sum
Contract Item page.

Enter the progress of the contract work in
the Percent Complete field.

Click Save Lump Sum.

Note: Click Reset to revert the lump
sum amount to the previous
value, provided you have not yet
clicked Save Lump Sum.

5. Click Back to view the invoice.

Lump Sum Contract ltem
= Back
Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services E
Previous Paid External: 0.00 & Edit Previous Paid
Lump Sum
Percent Complete: | %l Contract Amount: 52,430.00 Total Lump Sum: $0.00
Save Lump Sum I Heset |
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Consultants: Add Costs for Specific Rate
Contracts

If the terms for the contract you are invoicing
specify payments based on specific rates, you can
add these costs in the Specific Rate section.

If needed, create a new invoice using the
instructions in Create a New Invoice on page 69.

1. Click Edit in the Specific Rate section.

If this is the first invoice for a project or
contract, CARS asks for previously paid
amounts that were paid outside of CARS
for this contract. See Consultants: First
Invoice in CARS Question on page 104 for
details.

2. Answer the “prior invoices” question, and
then click Save. CARS opens the Specific
Rate of Compensation Contract Items
page.

Specific Rate

DBE: Mo, OH Rate: Home Office, Function: Design Senvices

Incurred This Invoice:
Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

Specific Rate Due;

Total Specific Rate Due:

0.00
0.00
0.00
10,000.00

& Edit

50.00
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Add Direct Labor

1. Click Add Direct Labor. CARS opens the Add/Edit
Direct Labor page.

2. Enter the employee name in the 2 employee
name fields.

3. |If your firm requires an employee number, enter
it in the Employee Number field.

4. Enter the employee job function as defined by
your firm in the Employee Classification field.
This field is limited to 50 characters.

5. If your firm has the option, select the type of
hours the employee worked in the Hours Type
field. Two types are allowed: “Hours Worked”
and “Premium Pay”. Most firms report only hours
worked, and the value in this field is automatically
set to “Hours Worked”.

6. Enter the number of hours the employee worked
during the period for which you are invoicing in
the Hours field. This time period is not limited by
the Start Date and End Date you entered in the
Consultant Invoice Information when you created
the invoice (page 70). You can enter time values
with up to two decimal places.

7. Select a type of work in the Activity field.

Note: Activity codes are defined in the
FDM in Chapter 8, Section 10-1,
attachment 1.3.

Specific Rate of Compensation Contract ltems

= Back

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 2,.400.00 Edit Previous Paid

Direct Labor and Overhead
Nothing found to dizplay.

Direct Costs
Nothing found to dizplay.

« Add Direct Labor
Total Labor: 50.00

Total Direct Cost: S0.00 = 09 Direet Cost

Total Cost: 50.00

Add/Edit Direct Labor

*Indicates required fisld

= Back/Cancel

Employee First Name: * Employee Last Name: * Employee Humber: I Employee Classification: * I
fikolaj [czaikowski casea | ||:-e.-.e:a; Field Worker |
Hours: * Activity: *
a0 [t0a-Ceneral Fiela wWork
q Calendar Year of Labor: * | q Labor Cost: *
2014 1z00
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Add Direct Labor - continued

8. Select the month the work was done in
the Calendar Month of Labor field.

9. Enter the year the work was done in the Calendar
Year of Labor field.

10. Enter the cost of this employee’s work in
the Labor Cost field.

11. Click Save. CARS saves the labor cost and lists the
details on the Specific Rate of Compensation
Contract Items page.

Add/Edit Direct Labor = BackiCancel
* Indicates required field
Employee First Name: *

M1 kolad

Employee Last Name: * Employee Classification: * |

Iiler‘,a:a; Field I'Zc:ks:l

Employee Humber: |
[cases I

Czajlkowski

Hours: * Activity: *
20 [108-ceneral Fiela work

Calendar Month of Labor: *
Pp—

q Calendar Year of Labor: * |
2014

q Labor Cost: *
1200
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Add Direct Cost

1. Click Add Direct Cost. CARS opens the Add/Edit
Direct Cost page.

2. Select a predefined cost type in the Category field.
3. Enter a description of the specific cost in
the Description field.

4. Select a payment recipient type in the Paid To
Type field.

= Select “Internal Allocation” for project-related
costs incurred by your firm, such as equipment
or supplies.

= Select “Payment” for amounts paid to business
service providers, such as analytical services or
travel expenses.

5. Enter the name of the external business service
provider in the Payee Name field. This field is
required when the value in the Paid To Type field
is “Payment”.

6. Enter the quantity of items or other measure for
this cost in the Units field.

7. Enter the cost per unit in the Unit Rate field. This
field is required when the Units field is not empty.

8. Enter a brief explanation of the units used to
describe the cost in the Unit Description field. This
field is required when the Units field is not empty.

Direct Labor saved successfully.
5 ific Rate of Comp tion Contract tems

Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 240000 Edit Previous Paid

Direct Labor and Overhead
One item found. 1

First , | Last Employee Employee Hours , | Hours
Name ° | Name Number Classification Type
- ; . . Hours
Mikolaj Czajkowski C4568 General Field Worker N 20.0
Worked

Direct Costs
Mothing found to display.

Activity

108- General Field

Waork

= Back

o Add Direct Labor

Month | Yeaé | Labor Adjustment
Cost
[ 2014 1,200.00 N & =]

Total Labor: §1.200.00

Total Direct Cost: sp.0 = “4 Direst Cost

Total Cost: $1,200.00

Add/Edit Direct Cost

* Indicates required field

= Back/Cancel

Description: *

Paid To Type: *

Category: *
[rrazfic ¢ ment[¥]

[counter Rental

[Payment

Unit Rate: (Required if Units entered)

Payee Name: (Required if Paid To Type is ‘Paymentﬂ Units: |

[rale Rentals

gl

veekly zate/countez

q Unit Description: (Reguired if Units entered) q Calendar Month of Costs: *

Calendar Year of Costs: *

M=

2014

LR Direct Cost: *

Enter direct cost above or hit Calculate to use units and rate.
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Add Direct Cost - continued

9. Select the month the cost was incurred in
the Calendar Month of Costs field.

10. Enter the year the cost was incurred in
the Calendar Year of Costs field.

11. Enter the total cost in the Direct Cost field. You
can enter this value or have CARS calculate it.

12. Click Calculate if you want CARS to calculate the
value for the direct cost (Units x Unit Rate).

13. Click Save. CARS saves the direct cost and lists the
details on the Actual Cost Contract Items page.

14. Click Back/Cancel to return to the Actual Cost
Contract Items page.

Add/Edit Direct Cost = Back/Cancel

*Indicates required field

Category: *
[Trazfic counting Zguipmen:[¥]

Payee Hame: (Required if Paid To Type is 'Pﬂymentﬁ Units: |

[rale mencais

Paid To Type: *

[rayment 2 |

Unit Rate: (Required if Units entered)

Description: * |

[ounter Ranta1

q Calendar Month of Costs: * | q Calendar Year of Costs: *
06 Jun  |¥] o1e

weekly rate/counter

q Unit Description: (Required if Units entered)

L¥! Direct Cost:

- T

Enter direct cost above or hit Calculate to use units and rate.

Save
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Upload Supporting Invoice Documents

CARS can associate supporting documents with the invoice. These documents include any required documentation, such as receipts and subcontract
correspondence. Use the document management tool to upload documents and to access copies of invoices that CARS generates automatically.

e The Invoice Editor or Invoice Submitter roles for prime or subcontracts are required in order to upload documents.
e CARS accepts only PDF documents for storage.

= To create PDF documents from existing Microsoft Office documents, save as a PDF. For optimum compatibility with CARS, save as PDF/A. If
you have Adobe Acrobat, you can convert a “regular” PDF document to the PDF/A subset. See Appendix 15: Save Invoice Documents as
PDF/A for details.

= To save any printable file as a PDF, print to PDF.

= To make a PDF file of hard copy receipts or subcontractor invoices, scan the pages and save the scanned image as a PDF, or take a photo
with a smart phone and email a PDF copy to an accessible email account.

Note: The document manager currently handles one document at a time. Firms who have Adobe Acrobat® may combine supporting
documents as a single file for upload.

1. Onthe Dashboard page in View Invoice = Back to Dashboard = Back to Contract @ Delete Invoice View Paid Invoices
the Invoices section, select the
appropriate invoice. ~ Contract Invoice Information

2. On the View Invoice page, scroll to the
bottom of the page to the Upload
Documents section and click Upload
Documents. CARS opens the Upload
Documents page.

Consultant Name: FEIN/Loc: PO Number: Invoice 1Dk
Able Engineering 283232323/0 1610

.J Upload Documents

Upload Documents

Neo items found. 1

Document Description : Created Date

Mothing found to display.

No items found. 1

Consultant Certification
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Upload Supporting Invoice Documents -
continued

3. Click Browse.

4. Navigate to the document on your
local computer and select it in the
list of files.

5. Click Open.

6. Enter a brief description in
the Document Description field.

7. Click Upload. CARS displays the
message “Document uploaded
successfully” when the upload is
complete. You can now upload more
documents.

8. When the upload is complete,
click Back to return to the View
Invoice page. The uploaded
document is listed in the Upload
Documents section.

Delete Uploaded Supporting Invoice
Document

To delete one of the documents you
uploaded, click Delete < in the Upload
Documents table for the appropriate
document.

You cannot delete CARS-generated
documents, such as copies of invoices that
are created upon submittal.

Upload Documents

Upload Document

*Indicates required field

| Browse. ..

Document Description: *

|

Upload Documents

Upload Document

*Indicates required field

|C:'\2—‘_Ln:c Browse. ..

Document Description: * |

|.'-‘aecei;.:t..= for Invoice 7777-31 )(|
Fl Uplcad | Back I:I
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Download Supporting Invoice
Documents

Documents saved in CARS can have 3 sources:

e Consultant upload
e WisDOT upload
e CARS-generated

All document saved in CARS are PDF files.
WisDOT users can transfer documents from
CARS to the LAN directory for saving in
eClient.

CARS combines all documents attached to an
invoice when the invoice is submitted into a
single PDF, including subconsultant
documentation and submitted invoices.

1. Inthe Upload Documents section,
click the link in the Document
Description column. CARS opens
the View Invoice Document page.

2. Click Download. CARS opens the
document in a new Internet Explorer
window.

Upload Documents

3 items found, dizplaving all tems. 1

Document Description

Paid Partial invoice
Timesheet 7-14

Submitted Partial Invoice

3 items found, displaying all tems. 1

Created Date

August 08, 2014 10:57:58

August 08, 2014 07:14:43

August 07, 2014 13:04:05

PATWANE

Project, Contract or Master Contract: I

View Invoice Document

Invoice No: 633
Document Description: Paid Partial invoice
Created Date: Wed Aug 06 13:45:34 CDT 2014
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Download Supporting Invoice Documents
- continued

3. Save the document to the appropriate
drive location:

a. Hover your mouse pointer near
the bottom of the page to use the
Acrobat document menu, and

L]
then click Save a copy
b. On the Internet Explorer Page
menu, click Save as...

Note: You must have the
Internet
Explorer Command bar
enabled to see this menu.

In either case, the system opens
the Save a Copy... dialog box.

4. Click Computer in the left panel of
the Save a Copy... dialog box.

5. Navigate to the location where you
want to save the documents.

6. If needed, change the file name.

7. Click Save.
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Consultants: Submit Invoices

When all costs are entered and all supporting documents are uploaded for the invoice, it is ready to be submitted for approval by WisDOT and
subsequent payment. When you submit an invoice, CARS automatically generates a PDF copy and lists it in the Upload Documents section. The
invoice is also sent to the contract Project Manager for review.

Submitted invoices are no longer listed on your dashboard. You can use two methods to view submitted and paid invoices: search for invoice to view
invoices in any status, or click the View Paid Invoices button to view paid invoices only. See page 38 for instructions on searching for invoices.

e Inthe Consultant
Certification section,
click Submit Invoice. CARS
sends the invoice to WisDOT
and removes it from your
dashboard.

CARS automatically sends email to
specific WisDOT staff members
notifying them that the invoice for
this project has been submitted.

CARS also automatically notifies
designated consultant staff members
when the invoice for this project has
been paid or rejected.

Consultants: Delete Invoices

If an invoice is in “Draft” status, it can
be deleted from the system. Once the
invoice is submitted, it is part of the
permanent records.

e On the View Invoice page,
click Delete Invoice.

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in

compliance with the contract terms.

| Submit Invoice I F

View Invoice

~ Contract Invoice Information

Consultant Hame: FEIN/Loc:

O=sage & Co. 9%999%999/0

State Project 1D: Master Contract ID:
0687-11-27

= Back to Dashboard

PO Number:
5295441

Work Order:

v

= Delete Invoice

View Paid Invoices

Invoice ID:
1021

Status: ‘
Draft
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96




Consultants: Invoice Contracts with Subcontracts

When your company is the prime contractor for a contract, a subcontractor can create invoices using the same procedures as the prime contractor.
However, when they submit the invoice, it is sent to the prime contractor, not to WisDOT. A subcontractor to a subcontractor submits invoices to the
next higher tier for multi-tier contracts. Only the prime contractor submits invoices to WisDOT.

Subconsultant invoices are “included in” (attached to) a prime consultant’s invoice. If the prime consultant needs to submit only the subconsultant’s
invoice, the prime creates an invoice with no costs for themselves, and then approves and includes the subconsultant’s invoice to forward the invoice
to WisDOT. If the subconsultant has been paid outside CARS, the prime can create an invoice where the costs previously invoiced outside CARS
amount match the costs detailed in the invoice; the costs previously paid outside CARS cancel the costs billed in the invoice. An invoice where the
previously paid amounts exactly offset the billed costs for a net invoice amount of zero is called a “zero” invoice.

Subcontract Invoice Roles

To manage subcontract invoices, a subcontractor staff member must have the Subcontract Invoice Editor or Subcontract Invoice Submitter role. The
subcontractor staff member who submits invoices to the higher tier contractor must have the Subcontract Invoice Submitter role.

Subcontractor Invoices on the Prime Contractor’s Dashboard

Prime contractors see subcontractor invoices listed on their Dashboard pages while the invoice is still in “Draft for Subcontract” status, but will not be
able to open it from the Dashboard page The letter “S” in the Type column and “Draft for Subcontract” in the Status column indicate that the invoice

is for a subcontract. The letter “A” in the Type column and “Draft for Subcontract” in the Status column indicate that the invoice is for an amendment
subcontract.

When the subcontractor submits the invoice, it is no longer listed on the Dashboard page for prime contractor or subcontractor.

= Invoices

10 itemns found, displaying all tems. 1
Project _ | Type | Prime . Contact Name Project . Status Consultant Invoice®# | Created Invoice
Id iMaster AWD # Vendor ) Manager ) Date Pericd
008E-10- 5 COsage & Co. Ken Post JC Lane Draft for I 58-10-024cmesub2 042002015 | 0301/2015 to
02 /M00581001 M Subcontract 033082015
0098-10- S COz=age & Co. Kate Soto JC Lane Draft for 98- 042002015 | 01/01/2015 to
04 /00531001 /4 Subcontract 1?04ﬁ\mussub1ﬁ\r.1[} 033062015
00583-10- A I Osage & Co. | Lane Remy JC Lane Draft for 93-10- 04/20/2015 | 01/01/2015 to
05 /M00981001 /5 Subcontract | 0SAblesubAMD 03302015
0099-11-13 Osage & Co. | Max Brewer Draft O=sg1113 03M12/2015 | 03/01/2015to

0311452015
10 tems found, displaying allitems. 1
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Consultants: Review and Include e C°”S“'tﬂ”"”‘°es
. —Select- L Create Invoice I Accept/Include Inwvoices
Subcontractor Invoices
Total Sub Invoices Included: S0.00
Use this process to review invoices that
subcontractors have submitted.
The invoice status for subcontractor-submitted = Back
invoices is “Submitted to Higher Tier”. Higher omveice Selection
tier consultants can view and reject subcontract invoiceType ¢ | Wendor Hame s ¢ | Dotinvoicein oy
|nV0|CeS but they CannOt make adJUStmentS s 77th Company Submitted te Higher Tier Bg 17500.00 Accept Include Reject
, .
Note: If you have more than one invoice from

the same subconsultant to include on
your invoice, then attach, accept and
include them in reverse chronological
order. For example, include June’s
invoice before you include May’s. The
order does not affect what you see on
the invoice in CARS, but important
elements behind the scenes are not set
correctly if you do not follow this rule.

1. Create a new invoice for the contract.
See Create a New Invoice on page 69 for
details.

2. Inthe Sub Consultant Invoices section,
click Accept/Include Invoices. CARS
opens the Invoice Selection page.

3. Click the invoice link in the DOT Invoice
ID column for the appropriate invoice.
CARS opens the View Invoice page for
the subcontractor’s invoice. Note that
both prime and subcontractor are listed
on the invoice, and your name and firm
are listed at the top of the page.
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Consultants: Review and Include
Subcontractor Invoices - continued

4. Review the information on the invoice.
5. Click Back to Include Invoice to return to
the prime contractor’s invoice page.

JOHNKANE - John Kane processing on behalf of Osage

Project, Contract or Master Contract:

Search I

View Invoice

~ Contract Invoice Information

Prime Consultant Name:

Osage

Sub Consultant Harme: FEINiLoc:

77th Company 456789123/0

State Project ID: Master Contract ID:
0754-55-56

E == Back to Include Invoice

PO Number:

Work Order:

= Back to Dashboard

Invoice ID:
522

Status:
Submitted to Higher Tier

Invoicing — Consultants: Review and Include Subcontractor Invoices
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Consultants: Review and Include
Subcontractor Invoices - continued

6.

10.

Information only: Click Accept to
indicate that the subcontractor
invoice has been reviewed. Accepting
the invoice does not include it on the
prime invoice. The status changes to
“Accepted by Higher Tier”.

Click Include to include the
subcontractor invoice on the prime
invoice. The included subcontractor
invoice is removed from

the Invoice Selection table. The costs
are now included on the invoice as
shown in step 10.

Information only: Click Reject to
disallow the subcontractor invoice.
The subcontractor invoice is removed
from the prime contractor invoice and
is given the status “Rejected by Higher
Tier”. The invoice can be searched for
and viewed, but it is unusable.

Click Back to return to the prime
contract View Invoice page.

Included subcontractor invoices are
listed in a table in the Sub Consultant
Invoices section.

The costs for the sub consultant
invoice are included in the Total Due
this Invoice amount in the Summary
section.

E = Back
Invoice Selection
One tem found. 1
Invoice Type Vendor Name Status DOT Invoice 1D Invoice Total
S 77th Company Submitted to Higher Tier 522 17500.00 E Accept Include E Reject
5ub Consultant Invoices
—Select- Create Invoice I 2Accept/Include Invoices
One item found. 1
Invoice Type Vendor Name DOT Invoice ID Invoice Total
s 77th Company 522 17,500.00 Remove
Total Sub Invoices Included: 517,500.00
5ub Consultant Invoices
—-Select- Create Invoice I RAecept/Include Invoices
One item found. 1
Invoice Type Vendor Name DOT Invoice 1D Inwvoice Total
5 77th Company 522 17,500.00 Remove
Total 5ub Invoices Included: §17,500.00
Summary
Total DBE Cost This Invoice: 0.00
Total Non-DBE Cost This Invoice: 70,000.00
Total Due This Invoice: S87,500.00
Total Contract Maximum: 200,000.00

Previously Paid: 0.00
Remaining Agreement Balance: 200,000.00
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Consultants: Create Invoices for Subcontractor
Prime or higher tier subcontractors can create invoices
for a subcontractor.

1.

Open the View Invoice page for the prime
consultant’s invoice.

In the Sub Consultant Invoices section, select a
subcontractor in the first field.

Note: In the notation in the list, “S” means
subcontractor and the last number
(“0” in this case) is the contract
phase.

Click Create Invoice. CARS opens the Edit Invoice
page. Only consultant information can be entered
or updated. Contract information is locked.
Select No under Final Invoice.

Select Yes only when the work for a contract is
complete and you are submitting final costs.
Enter a meaningful invoice identifier of your
choosing in the Consultant Invoice Number field.
This identifier is limited to 20 characters.

Enter dates in the Start Date and End Date fields.
These dates refer to the period for which you are
invoicing, not to the contract work period.

Enter the name and contact information of the
person that WisDOT can contact if there are
questions about the invoice in the Name, Phone
and Email fields.

Click Save. CARS creates and opens the new
invoice and assigns “Draft for Subcontract”
status.

Sub Consultant Invoices

E—Se'_ect,— |

Total Sub Invoices Included:

5
.

Create Invoice I Accept/Include Inwoices

El 77th Company E|

Okmulgee

I:I Savel

Edit Invoice

~ Contract Invoice Information

Consultant Name:
O=age

State Project ID:
0751-32-58

Project Description:
county line

*Indicates required field

Final Invoice: *
Oves @ No

FEIN/Loc:
98765432110

Master Contract ID:

County:
Clark

Consultant Invoice Number: *

PO Number:

Work Order:

Contract Project Manager:

||.?3 MTC 5-14 x
E Time Period Covered by this Invoice:
Start Date: * End Date: *
5/1/2014 05/31/2014
Consultant Contact:
Name: * Phone: * Email: *
Felicity Schreiber 608-811-4557 fechreiber@osage.ccm

Cancel Create
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Consultants: Create Invoices for
Subcontractor - continued

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in
9. Enter costs as you would for a prime compliance with the contract terms.

contract. Submit Invoice |
10. Click Back.
11. Upload any necessary supporting
documents. See Upload Supporting

A Sub Consultant Invoices
Documents on page 92 for details. — : .
—Select- Create Invoice I Zccept/Include Invoices
12. In the Consultant Certification
Total Sub Invoices Included: $0.00

section, click Submit Invoice. CARS
will display the message, “Invoice
submitted successfully” when the _ _

Invoice Selection
submittal is complete_ 3 items found, displaying all tems. 1

13. Click Back to Dashboard_ Invoice Type # Vendor Name Status # DOT Invoice 1D Invoice Total
. . . s Ottawa Submitted to Higher Tier 517 17500.00 Accept Include Reject
14. Open the prime contract invoice. : o :
. = Nowata Submitted to Higher Tier 530 17500.00 Accept Include Reject
15 ln the SUb conSUItant Invo“:es s Ottawa Submitted to Higher Tier 531 17500.00 Accept Include Reject
section, click Accept/Include Invoices.
CARS opens the Invoice Selection
page Sub Consultant Invoices
. . —Select- W Create Invoice I Accept/Include Invoices
16. Click Include for the appropriate o) M =
. . . 17
subcontractor invoice. CARS includes _
. One item found. 1
the costs on the prime contract Invoice Type ¢ | Vendor Name : | DOTInvoice ID : | Invoice Total
invoice and removes the subcontract s Ottawa 531 17,500.00 Remove
invoice from the Invoice Selection
tab|e_ Total Sub Invoices Included: £17,500.00

17. Click Back. Included subcontractor
invoices are listed in a table in
the Sub Consultant Invoices section.
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Consultants: Create Invoices as a Subcontractor

When you are the subcontractor on a contract, you can create and submit invoices using the same procedures as the prime contractor. The only
difference in this process is that invoices are submitted to the prime contractor or the next higher tier contractor in the case of multi-tier contracts.

Consultants: Previously Paid
Amounts in CARS

Cumulative totals of costs that were
already invoiced within CARS (including
external amounts reported as paid outside
CARS) are shown on all invoices, regardless
of invoice status.

The image illustrates where previously
paid amounts may appear on an invoice
for a lump sum contract.

Lump Sum

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services .:, Edit

Earned to Date: 0.00

Contract Maximum: 52,430.00

Subject to Maximum; 0.00
[Previously Paid: 9,201.47 |
Due This Line Item: -9,201 .47

Total Lump Sum Due:

Sub Consultant Invoices

Total Sub Invoices Included:

Summary
Total DBE Cost This Invoice:

-55.201.47

50.00

0.00

ITotaI Non-DBE Cost This Invoice:

-9,201.47 |

Total Due This Invoice:

Total Contract Maximum:

-35,201.47

52.430.00

Previously Paid:

9,201.47 |

Remaining Agreement Balance:

43,228.53
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Consultants: First Invoice in CARS Question

CARS needs to include previously paid amounts in
payment calculations. For the first invoice entered in
CARS for a contract or project, the system always asks
you to enter amounts and fixed fees previously

paid outside CARS for each basis of payment (actual
cost, cost per unit, lump sum or specific rate). If the
contract has more than one basis of payment, you
must answer the “prior invoices” question for each
basis of payment type for the first invoice.

Note: If you try to submit a first-time
invoice without answering the
“previous paid” question for each
basis of payment type, even if
there is no invoiced amount,
CARS will display an error
message, “Cannot submit.
Missing previous paid
information. Please edit:(invoice
description) to set previous
paid”.

1. Ifthere are no previously paid amounts,
select No and then click Save. CARS continues
with adding cost information as described for
the appropriate basis of payment.

2. If there are previously paid amounts,
select Yes. CARS provides fields to collect the
previously paid amounts. The fields you see
will vary based on whether there are fixed
fees for the cost basis.

= Cancel

This ig the first invoice in CARS for this contract/project.

Were there prior invoices for this contract/project?

Oves ®No
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Consultants: First Invoice in
CARS Question - continued

3.

Enter the total amount
that was previously
invoiced outside CARS for
this contract or invoice
for your firm only. Do not
include payments to
subconsultants. Enter
only costs for the same
basis of payment (actual
cost, cost per unit, lump
sum, or specific rate).
The fields for actual cost
invoices are different
from those for cost per
unit, lump sum, and
specific rate invoices.

For actual cost invoices,
enter the total of only
the fixed fees previously
paid outside CARS for this
contract or invoice.

Click Save. CARS
continues to the Contract
Items page for the
appropriate basis of
payment. The previously
paid amounts are shown
at the top of the page,
including zero amounts.

= Cancel

This is the first invoice in CARS for this contract/project.

Were there prior invoices for this contract/project?

®Yes OMo
* Indicates required field .
4
Previously Invoiced Amount (Including Fixed Fee): *| |Fixed Fee Amount Previously Invoiced: *
[28221.22 x [e75-78

s ENE

Actual Cost Previously Invoiced Amounts

= Cancel

This is the first invoice in CARS for this contract/project.

Were there prior invoices for this contract/project?

®ves ONo

*Indicates required field

q Previously Invoiced: *

Save

Cost Per Unit, Lump Sum, and Specific Rate Previously Invoiced Amounts

Previous values saved successfully.
Actual Cost Contract ltems

Back
Cost Description: DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services i

Previous Paid External: 28,291.22 Previous Paid Fixed Fee External: 875.76 & Edit Previous Paid
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Consultants: First
Invoice in CARS
Question - continued

The previously invoiced
amounts are also
figured into the
amounts shown on

the View Invoice page.

Note: CARS performs
calculations
using the
previously paid
amounts before
displaying the
cost summary
on the View
Invoice page.

The previously incurred
(invoiced amounts are
also figured into the
amounts shown on

the View Invoice page.

Actual Cost

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services le=] Edit

Actual Costs

Incurred This Invoice: 853364
Previously Incurred: 2741545
Incurred to Date: 3554510
Contract Maximum: 78,717.85

Subject to Maximum:
Previously Paid:

Actual Cost Due:

Fixed Fee
Earned to Date: 4 437.00
Contract Maximum: 24,650.00

Subject to Maximum:
Previously Paid:

Fixed Fee Due:
Due This Line ltem:

Total Actual Cost Due:

Summary
Total DBE Cost This Invoice:
Total Non-DBE Cost This Invoice:

Total Due This Invoice:

Total Contract Maximum:
Previously Paid:
Remaining Agreement Balance:

35,949,10
27,415.45

8,533.54

4,437.00
875.76

3,561.24

T

12,084 .88

31208488

g oW o o SV S P A S

0.00
12,094 88

512,094 88

103,367.85

28,291.22 e

75,076.63
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Consultants: Edlt Previously Previous values saved successfully.

Actual Cost Contract ltems

i Back
InV01ced Amount Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services - e

. 1
You can adJUSt the amount reported as Previous Paid External: 2829122 Previous Paid Fixed Fee External: 875.76 & Edit Previous Paid

previously paid outside CARS if you find

an error. You must edit previously paid

amounts using the appropriate basis - _
Edit Previous Paid
for payment Contract Items page. = BackiCancel
P N N N ” ﬂdicates required field
Note: The “previously invoiced : : — ) : :
. . Pre Iyl d Amount (Including Fixed Fee): * Fixed Fee Amount Previously Invoiced: *
guestion is asked only for the paze1 22 875 76
first invoice for a project in
CARS. You can enter and edit I
this information only on the B
first invoice submitted in CARS. =

1. Click Edit Previous Paid. CARS
opens the Edit Previous Paid
page.

2. Adjust the value in
the Previously Invoiced
Amount (Including Fixed Fee)
field, if needed.

3. Adjust the value in the Fixed
Fee Amount Previously
Invoiced field, if needed.

4. Click Save. CARS adjusts the
previously paid amounts and
returns to the
previous Contract Items page.
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WisDOT: Approve Invoice

UUSER Project, Contract or Master Contract: | Search
Use this process to approve invoices in _
. k . v Evaluations
CARS. After the invoice status is set to :
”A d" th A . . d A v Invoices
pprovead-, € Invoice Is accessed In 37 items found, displaying 31 to 37. [First/Prev] 1, 2, 3, 4 [Next/Lasf] __/E\
CARS by Expenditure Accountants for Project | Tvpe | PrimeVender——77 ContactName + | Proiect =~ Status - | Consultant | Created Date | Invoice Period
Id /Master WO # 46— | Manager Invoice#
payment.
F 0657-01-00 Lexi Glass John Brock Anne Wallace | Submitted 555 08/01/2014 07/01/2014 to
1. Expand the Invoices section on 071712014
your dashboard. CARS lists all — 1430-00-05 Lexi Glass Parra Deb Webb- | Submitted jli4164 08/02/2014 | 06/01/2014 1o
X . . Franseen 06/06/2014
invoices in the system. : _ ;
. . [ 1602-11-60 BC Discount Dan Jim Submitted 1005 08/04/2014 07/01/2014 to
2. Locate the invoice to pay. Volkmann 0762014
H H [— 4337-10-72 Lexi Glass Lexi Geer Matthew Submitted 1010 08/04/2014 06/01/2014 to
a. If needed, sort the invoices to Moo e
help to fmd the On.e you need' |— 0687-11-20 BC Paving Mary Greuel Sharon Submitted 20140570 081052014 06/01/2014 to
Click the blue link in the Bremser 07/31/2014
column heading to sort Ato Z, — 1670-01-60 Karr's Details Dean Karr William Submitted 50002 0810772014 | 07/01/2014 to
L . Strobel 07/2312014
and click it again to sort Z to A.
— 0687-11-24 Nowata Kristine Coulter | J User Submitted 241 6-141 08M11/2014 06/01/2014 to
When you sort by Status (A-Z), 06/30/2014
the submitted inVOiCES are 37 items found, displaying 31 to 37. [Eirst/Prev] 102 3, 4 [Next/Last]
listed last.
b. Use the page selection tools to
see more invoices in the list.
3. Click the invoice link in the Project
Id/Master/WO# column for the
appropriate invoice. CARS opens
the invoice.
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WisDOT: Approve Invoice - continued

4. Review the costs and documents.

5. Click View Details for each cost section
on the invoice: Actual Cost, Cost Per Unit,
Lump Sum, or Specific Rate. The cost
sections on the invoice are determined by
the contract terms, and some sections
may not appear on your invoice. Parts of
the Actual Cost Contract Items page are
shown in the sample.

CARS opens the appropriate Contract
Items page.

6. Review the cost details, and adjust or
reverse costs as needed.

7. Click Back to return to the View Invoice
page.

8. Click Approved. CARS changes the status
of the invoice to “Approved - Sent to Acct
Sys”. The invoice is no longer listed on
your dashboard. Expenditure Accounting
handles invoices for payment using semi-
automated processes in PeopleSoft. Once
an invoice is sent to the financial systems,
its status in CARS is determined by data
from PeopleSoft. Invoices cannot be
reverted to “Draft” or “Submitted” status
once they are approved.

Once the invoice is marked “Paid” by
PeopleSoft, CARS automatically sends
email to designated consultant staff
members notifying them that this invoice
has been paid.

Actual Cost E

DBE: No, OH Rate: Home Office, Function: Traffic Engineering Services View Details
Actual Costs
Incurred This Invoice:  24,162.55
Previously Incurred: 0.00

Actual Cost Contract ltems

Cost Description: DBE: Mo, OH Rate: Home Cffice, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid

Direct Labor and Overhead

§ items found, displaying all items. 1

First Last Employee Employee . | Hours Hours | Activity Month | Year | Indirect Cost
Name ~ | Name Number " | Classification =~ | Type Rate Type
\ Hours 108- General
Fred Black B45 Worker Workeg  150.0 Field Work [ 2014
’ Hours 108- General
Luis Sanchez 73 warker Worked 1900 Eield Work 6 2014
S \ Hours 108- General
William  Smedbron 588 Worker Worked 1500 Field Work 3 2014
' ) \ Hours 108- General
Miles Fiennes F46 Worker Worked 1900 Eield Work 6 2014
. . . Hours 103- General
Magnus McGillicutty Ma5 Field Supervisor Worked 160.0 Supervision [ 2014
- . Hours 107- General
Iillie Chmura cig Office Supervisor Worked 160.0 Office Work [ 2014
Fixed Fee

Percent Complete: 93.5% Fixed Fee Amount: £ 100.00

Labor .
Cost

4,608.00
4,608.00
4,608.00
4736
5,196.80

5,004 40

- Back
Adjustment

N =
N =
N =
N @
N =

N & =

Total Labor: $24,162.56

Total Cost: $24,162.56

Total Fixed Fee: $32,833.50

Approver/Reviewer

pproved|E]
Rejected

Rejected Reason:
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WisDOT: Adjust Invoice

Adjusting invoices serves the purpose of paying consultants faster. Rather than hold or reject a $50,000 invoice for a question about a $50 cost, the
S50 item can be adjusted out and the rest of the invoice paid.

e Invoices can be adjusted only by persons who have the WisDOT Invoice Approver role.

e Direct labor hour and cost adjustments must always be negative (subtractions).

e Direct and indirect cost adjustments can be positive or negative numbers.

e Fixed fee, lump sum and cost per unit adjustments must always be positive numbers; however, the corrected values may be higher or lower
than the original values.

e See Edit Previously Invoiced Amount on page 107 for details on editing this type of costs.

Note: Invoice adjustments are uncommon in practice, but the system allows them to be made.
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WisDOT: Adjust Direct Labor and
Overhead
Direct labor costs are submitted as actual

costs or as specific rate costs. Actual costs may
be subject to overhead.

1.

On the View Invoice page in the Actual
Cost section, click View Details. CARS
opens the Actual Cost Contract Items

page.

Note: The “N” values in
the Adjustment column
mark the lines that are
not adjustments entered
by the approver.

Click Adjust Direct Labor “ for the
appropriate record. CARS opens

the Adjust Direct Labor page.

Enter the number of hours to subtract
in the Hours field.

Enter the cost to subtract in the Labor
Cost field.

Enter an explanation of the
adjustment in the Adjustment Reason
field.

Click Save. CARS returns to the Actual
Cost Contract Items page and adds an
adjustment line.

You may continue with reviewing the
invoice, adding more adjustments or
approving the invoice.

Actual Cost Contract [tems

= Back
Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid
Direct Labor and Overhead
G items found, displaying all items. 1
First . | Last Employee Employee Hours . | Hours | Activity Month | Year | Indirect Cost, | Labor Adjustment
Name = | Name Number Classification Type Rate Type | Cost
Fred  Black B45 Worker s epo TR SeneEl 5 o1 4,608.00 N )
Lus  Sanchez s78 worker o 1600 TERGeReEl g opy 4,608.00 N )
Wiliam Smecbron 89 Worker o 1600 ERSeReEl g gpig 4,608.00 N )
Mies  Fiennes F46 Worker pours  1g0p ‘DR General g o4 47.36 N . )
Magnus McGilicutty — Mg5 Field Supervisor \HOUS 1600 1&35 Seneral 5 2014 5,196.30 N )
Milie  Chmura cis Office Supervisor \f1ow> 1600 o oored 5 2014 5,004.40 N y @
Total Labor: $24 152 56
UUSER Project, Contract or Master Contract: Sear
= Back/Cancel
Adjust Direct Labor
* Indicates required field
Enter positive values (will be saved as negative).
Hours: * | q Labor Cost: * | q Adjustment Reason: * |
-[160.0 | -[47.36 [ |
6
Direct Labor and Overhead
7 items found, displaying all items. 1
First . | Last Employee Employee Hours . | Hours | Activity Month | Year | Indirect Cost, | Labor Adjustment
Name = | Name Number Classification Type Rate Type | Cost
Fred  Black B45 Worker s epo TR SeneEl 5 o1 4,608.00 N )
Lus  Sanchez s78 worker o 1600 TERGeReEl g opy 4,608.00 N )
Wiliam Smecbron 89 Worker o 1600 ERSeReEl g gpig 4,608.00 N )
Miles  Fiennes Fa6 Worker o 1600 TERGemeEl g op1 4736 N )
Magnus McGilicutty — Mg5 Field Supervisor \1OUS 1600 1&35 Seneral 6 201 5,196.30 N )
Milie  Chmura cis Office Supervisor  \fiows, 1600 O-SonEEl g 2014 5,004.40 N @
] ) . Hours 108- General
Miles Fiennes F4& Worker Worked -160.0 Field Work 2014 -47 .36 Y @

Total Labor: 52411520
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WisDOT: Adjust Indirect
Costs

Indirect costs are reported as actual
costs.

1. Onthe View Invoice page in
the Actual Cost section,
click View Details. CARS
opens the Actual Cost
Contract Items page.

2. Click Adjust Indirect Cost

= for the appropriate
record. CARS opens
the Adjust Indirect Cost
page.

3. Enter the difference
between the invoice costs
and the adjusted cost in
the Costs Subject to
Indirect Cost Rate field.
Enter “-” for negative
adjustments.

4. Enter an explanation for
the adjustment in
the Adjustment Reason
field.

5. Click Save.

CARS returns to the Actual
Cost Contract Items page.
The adjustment line is
added in the Indirect Costs
section. CARS also displays

Indirect Costs

Cne item found. 1

Costs Subject to Indirect Cost Rate + | Description + | Month+ | Years | Indirect Cost Rate Type Rate: | Indirect Cost : | Adjustment
48315 Office Supplies [ 2014 Company Wide 1.83 1161 N & (=]
Total Indirect Cost: £311.61
= Back/Cancel
Adjust Indirect Cost

* Indicates required field
Enter positive or negative value.

Costs Subject To Indirect Cost Rate: * |[Adjustment Reason: *

[~253.4¢ II: isallowed some expenses shown in receipt
Sawve

Indirect Cost adjustment saved successfully.
Actual Cost Contract ltems H

Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid

Direct Labor and Overhead

Mothing found to display.

Indirect Costs

2 items found, displaying all items. 1

Costs Subject to Indirect Cost Rate Description Month ¢ | Year: | Indirect Cost Rate Type
48315 Office Supplies i) 2014 Company Wide
-259.46 Office Supplies 6 2014 Company Wide

Rate ¢
1.83
1.83

Indirect Cost *

911.61
-474.81

= Back

Total Labor: $0.00

Adjustment

N ]
S “— a

o =

Total Indirect Cost: 5436.30
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WisDOT: Adjust Direct Costs

Direct labor costs can be included as actual

costs

1.

or as specific rate costs.

On the View Invoice page in

the Actual Cost section, click View
Details. CARS opens the Actual Cost
Contract Items page.

Click Adjust Direct Cost © for the
appropriate record. CARS opens
the Adjust Direct Cost page.

Enter the difference between the
invoice rate and the adjusted cost
rate in the Unit Rate field. Enter “-”
for negative adjustments.

Enter the total adjustment in

the Direct Cost field. You can enter
this value or have CARS calculate it.
Click Calculate if you want CARS to
calculate the value for Units x Unit
Rate.

Enter an explanation for the
adjustment in the Adjustment
Reason field.

Click Save.

CARS returns to the Actual Cost
Contract Items page. The
adjustment line is added in

the Direct Costs section. CARS also
displays a message that the direct
cost adjustment was successfully
saved.

Direct Costs

Cne item found. 1

Category Description | Paid To Payee Units | Unit Unit Month | Year | Indirect Cost _ | Direct . | Adjustment
Type Name Rate Description Rate Type " | Cost °
Company vehicle Internal £ . =
eonge ¢ Company Car ,IoTE 64350 055 miles B 2014 352.93 N E )
Total Direct Cost: £353.93
= Back/Cancel
Adjust Direct Cost
* Indicates required field
Enter positive or negative values.
Units: Unit Rate: | Direct Cost: *
643.5 [0.01 | [6.44 |
ECalcu'_ate
nter direct cost above or hit Calculate
to use units and rate.
justment Reason: * |
E I T rate increase approved &6/1/2014 |
Direct Cost adjustment saved successfully.
Actual Cost Contract Items R = Back

Cost Description: DBE: Yes, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 Previous Paid Fixed Fee External: 0.00 Edit Previous Paid

Direct Labor and Overhead
MNothing found to display.

Direct Costs

2 items found, displaying all items. 1

Category Description | Paid To Payee Units | Unit Unit Month | Year | Indirect Cost |
Type | Hame Rate Description Rate Type :
Company vehicle Internal .
mileage Company Car Allocation 64350 0 miles 5] 2014
Company vehicle Internal 5 .
mileage Company Car Allocation 64350 055 miles 6 2014

Total Labor: $0.00

Direct Adjustment
Cost
6.44 & Y
353.93 N y: =]

Total Direct Cost: §350.37

Total Cost: S797.17
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WisDOT: Adjust Fixed Fee, Lump Sum
and Cost Per Unit

The process for adjusting these three cost
types is similar. Fixed fees are found in

the Actual Cost section. Lump sum and cost
per unit amounts are major sections
themselves.

1. Inthe appropriate cost type section of
the invoice, click View Details.
2. On the contract item page,

click Adjust =

3. Enter a new value in the Percent
Complete field.

4. Enter an explanation for the
adjustment in the Adjustment Reason
field.

5. Click Save. CARS returns to the
contract item page and displays a
message that the adjustment was
saved successfully. The adjustment
details are shown below the original
percent complete.

Lump Sum n
DBE: No, OH Rate: Home Office, Function: Traffic Engingering Services View Details
Earned to Date: 13,314.38
Contract Maximum: 48,050.00
Subject to Maximum: 13,814.38
Previously Paid: 0.00
Due This Line Item: 13,814.38
Total Lump Sum Due: 513,814 38

Lump Sum Contract item

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services
Previous Paid External: 0.00 & Edit Previous Paid

Lump Sum

.Percent Complete: 23.75%
2

Contract Amount: 43 050.00

= Back

Total Lump Sum: 313 81438

Adjust Lump Sum

* Indicates required field

= BackfCancel

Percent Complete: * Adjustment Reason: *

25 %%

|3';l:"_1'_';:i:r'_ correction

ES ave

Lump Sum Contract ltem

Cost Description: DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Previous Paid External: 0.00 Edit Previous Paid

Lump Sum adjustment saved successfully. K
Lump Sum

Percent Complete: 23.75%

Adjusted Percent Complete: 29% Contract Amount: 43 050.00

= Back

Total Lump Sum: 513,5934.50
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WisDOT: Delete Adjustment

Use this process for any adjustment
line.

1. Inthe appropriate cost type
section of the invoice,
click View Details.

2. On the contract item page,
locate the appropriate
adjustment line and click Are
you sure you want to DELETE
adjustment? &.

CARS displays an Are you
sure? message.

3. Click Confirm.

CARS removes the adjustment

line from the invoice. The
adjusted costs are no longer
on the invoice.

Indirect Costs

2 items found, displaying all items.

1

Costs Subject to Indirect Cost Rate Description Month ¢ | Year+ | Indirect Cost Rate Type Rate # | Indirect Cost # | Adj nt
49315 Office Supplies 3] 2014 Company Wide 183 211.61 M & =]
-250.46 Office Supplies 6 2014 Company Wide 1.83 -474 .81 & i & \,;'-
Total Indirect Cost: $436.20
Are you sure? x

Are you sure you want to DELETE adjustment?

Cancel
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WisDOT: Reverse Cost

Use
line.

this process for any invoice cost

1. Inthe appropriate cost type
section of the invoice,
click View Details.

2. On the contract item page,
locate the appropriate
adjustment line and
click Reverse Cost .

CARS opens the Reverse Cost
page.

3. Enter the reason for the

reversal in the Adjustment
Reason field.

4. Click Save.

CARS enters an adjustment
line that reverses the cost on
the contract item page and
displays a message that the
reversal was successfully
saved. The adjusted costs are
no longer on the invoice.

Direct Costs

Cne item found. 1

Category Description | Paid To Payee Units | Unif .
Type Name Rate *

Company vehicle Internal £,
mileage Company Car Allocation 643.50 055

Unit . | Month | Year
Description
miles =] 2014

Indirect Cost
Rate Type :

Direct Adjustment
Cost
353.93 N p =)

Total Direct Cost: $353.93

Reverse Direct Cost
* Indicates required field

cozts not allowed for this contract

qndjustment Reason: *

= Back/Cancel

Cost Description:

D g ail T g Al R g 5 SR B A4 ™ 0y

Direct Costs

2 items found, displaying all items. 1

Category Description | Paid To . Payee Units | Unit
Type Name Rate
Company  oonany car JMEMA 64350 055
vehicle mileage Allocation . e
Company Internal £
vehicle mileage Company Car Allocation 64350 -0.55

DBE: Yes, OH Rate: Home Office, Function: Traffic Engineering Services

it i =F
Unit _ | Month | Year | Indirect
Description - Cost Rate ¢
Type
miles ] 2014
miles L] 2014

Save
UUSER Project, Contract or Master Contract: | Searc}_1| A
Direct Cost reversal saved successfully.
Actual Cost Contract Items """‘- = Back

Adjustment

\ N & 5;

Y & =

Total Direct Cost: $0.00

Total Cost: 34 v
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WisDOT: Reject Invoice

Use this process for any invoice.

Approver'Reviewer

I—leviewedl Approved)

1. Inthe Approver/Reviewer section of
the invoice, enter the reason for the Brejected
rejection in the Rejected Reason field.

2. Click Rejected.

CARS changes the status of the invoice
to “Rejected” and removes it from the
dashboard.

CARS automatically sends email to
designated consultant staff members
notifying them that this invoice has
been rejected.

Rejected Reason:
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View Paid Invoices

WisDOT and consultants can view
a list of paid invoices for a
particular project or contract
from the View Invoice page. The
invoice must be paid to be listed,
not submitted or approved.

1. Click View Paid Invoices.
CARS opens the Paid
Invoices List page.

2. The Paid Invoices List
provides invoice details
that will allow you to
search for and open the
invoice to review the
details.

a. ProjectID

b. DOT invoice ID
Consultant Invoice
Number

d. WisDOT only: Vendor
See Search Invoices
on page 31 for
instructions for
locating invoices.

Paid Invoices List
~ Paid Invoices

.Vendor Name:
d
Osage

Address:

E State Project Id:

PO Number:
3604704

Master Contract Project Id:

DE87T-11-24
County: Project Description:
Various Manual Traffic count Oakwood Rd
to Drexel Dr
Invoices Paid
3 items found, displaying all items. 1
8] invoice ID Consultant Invoice No + | Date Paid
25 VMTC 6-14 07-30-2014
458 VMTC 7-14 08-04-2014
71 24 2nd sub 08-04-2014
Totals:

Fixed Fee
$0.00
$0.00

$0.00
$0.00

Amount Paid
$9,201.47
$26,844.16

$9,563.47
$45,614.10
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Evaluations

Evaluations serve to describe the consultant’s performance and rate the quality of work. The Facilities Development Manual (FDM) in chapter 8,
section25-5 states that evaluations are required at the completion of each contract or as needed for multi-year contracts for:

e All contracts with estimated totals of $10,000 or more, including both full-service and specialty master contracts
e Individual work orders with estimated totals of $10,000 or more on full-service master contracts

Evaluations are optional on work orders for specialty master contracts and full-service master contract work orders with estimated totals of less than
$10,000.

In CARS, evaluations are created by a WisDOT Project Manager and then routed to the consultant or to the subcontractor. The consultant or
subcontractor can review and make comments on the evaluation, and then send it back to WisDOT. The general process flow is described in Figure
2 Evaluation Process Flow on page 120.

The FDM also states that evaluations should be signed and dated by both the WisDOT Project Manager and a consultant representative. These
obligations are completed in CARS electronically when the Project Manager sets the evaluation status to “Ready for Review”, and when the consultant
representative sets the evaluation status to “Consultant Reviewed”.

In order for the evaluations to be routed to the appropriate persons, the Evaluator (WisDOT) must be included in the DOT Contacts list, and

the Reviewer (consultant firm) must be included in the Consultant Contacts list. If the appropriate person is not listed in the CARS list, please contact
the CARS Administrator at WisDOTCARS@dot.wi.gov.

Email notifications are sent to consultants who have the Evaluation Notification role for the contract.

e When a DOT employee is the evaluation creator or the Evaluator listed on an evaluation, the evaluation is listed on the Dashboard page unless
the evaluation has been sent to the consultant for review.

e When the consultant has the Evaluation Reviewer role for a contract (subcontractors need the Subcontract Evaluation Reviewer role), the
evaluations will be listed on that person’s Dashboard page when the evaluation has been sent to the consultant for review. Consultants can
have different access types for evaluations, including view-only, notification and reviewer.

e Evaluations cannot be added until the contract has a value in the Date Authorized field, which is in the Contract Details section of the View
Contract page.

Evaluators may add comments to explain the ratings given for a specific category. Some regions require comments for every category.

Note: When a consultant’s or subcontractor’s work is rated “2” or lower (on a scale of 1-5 with “1” being the lowest rating), a comment
in the evaluation is required by WisDOT. CARS will enforce this requirement in the future.
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Evaluation Statuses

CARS has seven possible statuses for evaluations. Each status can be assigned only at a specific stage of the evaluation process, and WisDOT users
have different status choices than consultant users.

Status Description
PM Created WisDOT users: CARS assigns this status to new evaluations. The evaluation stays in PM Created status

until the evaluation is ready to send to the consultant.

Ready for Review WisDOT: Change an evaluation’s status from “PM Created” to “Ready for Review” to send the evaluation
to the consultant or subconsultant for review.

Consultant Reviewed Consultant: Change an evaluation’s status from “Ready for Review” to “Consultant Reviewed” to return
the evaluation to WisDOT.

PM Submitted WisDOT: Change an evaluation’s status from “Consultant Reviewed” to “PM Submitted” to end the
evaluation process.

PM Rejected WisDOT: Change an evaluation’s status from “Consultant Reviewed” to “PM Rejected” to start the
evaluation process again. CARS automatically copies the rejected evaluation data into a new evaluation
that has the next sequence number. This new evaluation has the status “Copied and Revised”.

Copied and Revised WisDOT: CARS assigns this status to the next sequential evaluation when the evaluator rejects an
evaluation that has been reviewed by the consultant.

Re-Evaluated WisDOT: Change an evaluation’s status from “Copied and Revised” to “Re-Evaluated” when changes are
made to the copied evaluation.
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Evaluation Notifications

CARS automatically sends email notification to WisDOT and consultant users when the status of an evaluation is changed. Emails are routed to
persons who have notification roles for the project ID. In addition, the evaluation will be listed on the appropriate user’s dashboard. The following
table summarizes evaluation notifications. Links to the evaluations appear on the dashboard pages of users

Status Status changed by Email sent to Linked on Dashboard:

WisDOT Consultant
PM Created - - Yes No
Ready for WisDOT Prime consultants with the Invoice Notification | No Yes
Review role receive email immediately. If no vendor

users have the evaluation notification role for
this contract, the firm’s Vendor Administrator
receives the email.

If the evaluation is for a subcontract, emails are
sent to both the prime and sub-consultants.
The evaluation is linked on the subconsultant
dashboard only.

Consultant Prime Consultants WisDOT users with the Primary Notification role | Yes No
Reviewed
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WisDOT: Add Evaluation

1. Open the appropriate View Contract page:

= Use a Favorite link on your dashboard.
= Use the search tools (see page 25) to
locate the contract.

2. Click New Evaluation. CARS displays a
confirmation message if there is more than
one project associated with the contract.

3. Click Yes or No to continue with the
evaluation.

If you click Yes, the evaluation will be

associated with all projects associates with

the currently open contract. The contract ID

is shown in the Contract Number field. Confirmation Required x

If you click No, the evaluation you are Contract level Evaluation’s are recommended.
starting will apply only to the project that is
currently open. The project ID is shown in

Is thiz a Contract level Evaluation?

the Project ID field. E
If you click X (close), the new evaluation is Yes Mo
cancelled.

Note: When you click No, the Vendor
field on the Edit/New Evaluation
page becomes
the Project/Vendor field as
shown in the inset on page 124
of this manual.

CARS opens the Edit/New Evaluation page.
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WisDOT: Add Evaluation - continued Edit/New Evaluation

B B B H H * Indicat ired field
4. Enter the required information in the Evaluation nalcates requirea fie Contract Level Evaluation = No
H H . Evaluation Inf i  Project / Vendor: * -
Information section: valuation fnformation 8434-57-87/0sa0e & Co.
Processing Status: 4] Vendor: * A
PM Created Osage & Co.

a. Processing Status Date
Evaluation Type - Select one of the following:
=  Final Evaluation
= |ntermediate Evaluation q
=  Revised Final Evaluation qllmafmmcommeted: ‘ B evauation Period From: +Pe/05/2015
c. Percent of work completed
d. Vendor - If you click Yes to answer the

Processing Status Date: * (-8 Full Scope Evaluation? *
15 I‘:'es.

‘ q Evaluation Function: ‘

Evaluation Type *

Categories and Ratings

confirmation question, the name Of the vendor 1 = Unacceptable 2 = Below average 3 = Satisfactory 4 = Above average 5 = Cutstanding
selected for the contract is automatically Category Etin 1-5)| |Evaluator Comments Reviewer Comments
e ntered 1) Project Management I_
If you click No to answer the confirmation
question, this field is called Project/Vendor.
2) Human Relations I_

Full Scope Evaluation - Defaults to “Yes”.
f. Evaluation Function - Select the contract

function. This option determines the questions 3) Technical Skills F—
available for the Evaluation Category Questions
g. Evaluation Period From
. . 4) Quality Of Work F—
h. Evaluation Period To i >
5) Cost Control (fi I;
C)ongtsrtucggn %AIS; :
6) Timeliness I_

Overall Evaluation rating:

F
=
=
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WisDOT: Add Evaluation - continued Edit/New Evaluation

H H H * Indicat ired field
5. Enter numerical ratings for each relevant evaluation nelcates required e Contract Level Evalustion = No
category in the Rating fields. Use the rating scale E"::zz::::‘:t‘:;‘f" [ '
shown at the top of the section. You can enter PM Created
fractional rating values with one decimal place, such Processing Status Date: * e
as “4.5” =
. . qEvaluation Type ~ ‘ qEvaluation Function: * ‘
If one of the six categories does not apply, leave the :
field blank. If you do not enter a rating, then the qggr_cemofmmcompueteu: ‘ e atuation Period From: 270372012

evaluation questions for that category will not be

listed on the Evaluation Category Questions page. Categories and Ratings

CARS displays the average of the ratings at the 1 = Unacceptable 2 = Below average 3 = Satisfactory 4 = Above average 5 = Outstanding
bottom of the column in the Overall Evaluation Category Etin 1-5]] |Evaluator Comments Reviewer Comments
rating fleld 1) Project Management I_
6. Add comments in the Evaluator Comments fields.
The maximum length of the comments is 4000 2 Human Relations —

characters; a counter displays under the field when
you start typing.

i i i 3) Technical Skill 3
Note: Your region or WisDOT may require comments. ) Technical Sidlls F
7. Click Next.
4) Quality Of Work |_5
5) Cost Control (fi T
C)ongtsrucggn %AIS; I_
6) Timeliness I_

Overall Evaluation rating:

F
=
=
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WisDOT: Add Evaluation - continued

8.

rating for the category on

the Edit/New Evaluation page, the
category and related questions are
not listed on this page.

Select the answer to each question
about the details of the firm’s

performance. The answer choices are:

= Exceeds

= Improvement Needed
N/A (not applicable)

= Satisfactory

Click Next.

Note: Click Back to return to
the Edit/New Evaluation
page to make changes or
add more category
question sections.

CARS opens the Evaluation Category
Questions page. If you did not enter a

Evaluation Category Questions

If there are no questions to answer for a selected category ,then category ranking will not be
considered.

Back
* Indicates required field

) Cost Control (for Construction Only)

Please sslect the answer to the guestion as appropriate.

Did project result in the expenditure of reasonable time >-|:m;-::-.-emen: .‘.'eecieci
as defined or scoped?

\Was the consuitant creative in controlling their own »-|Sa:iafa-:-_: ----
costs and developing effeciencies?

Did the consultant minimize contractor overruns andior |- |}.‘ /B
change orders when possible?

E Hext Cancel
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WisDOT: Add Evaluation - continued

10. Verify that the name of the consultant staff
member shown in the Reviewer - Consultant
field is correct. CARS automatically enters the
name of the person listed as consultant
contact on the contract. Any reviewer you
select must be listed in CARS as a consultant
contact.

Verify that the name of the WisDOT employee
shown in the Evaluator - WISDOT field is
correct. CARS automatically enters the name
of the person listed as Project Manager on the
contract. Any evaluator you select must be
listed in CARS as a DOT contact.

Select a “Yes” or “No” answer in the Would
you have reservation selecting this firm again
for this type of project? field. The default
answer is “No”.

Enter any comments you wish to add in

the Overall Evaluator Comments field.

Select a “Yes” or “No” answer in the Was this
Evaluation done at a face-to-face meeting?
field. The default answer is “No”.

Enter the location and date of the review in
the Discussion Location/Date field.

11.

12.

13.

14.

15.

WISCOMNSIN DEPARTMENT OF TRANSPORTATION
Haing Business

Home Contracts

ACPT

Master Group Vendors Solicitations DT25 Search Reports Tools

CHRS - (Cautract Administration & Refarting Syoten

JUSER

Security Log OF

Project, Contract or Master Contract: Search

Evaluation Details

Back

Evaluation Details

Reviewer —Consaltant = |
[smith, 2dam |
|
|

Evaluator - WISDOT *
|La:\e L JC

Eval PDF File

Would you have reservation selecting this firm again for this type of project? *

Overall B Comments:

Overall Reviewer Comments:

done at a face-to-fa

Was this E meeting? *
e )

Discussion Location / Date

Save

Cancel
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WisDOT: Add Evaluation - continued

16. Click Save. CARS saves the evaluation with the
status set to “PM Created”. This status means
that the evaluation is saved, but it has not
been sent to the consultant reviewer.

Note: The Eval PDF File field was used for
evaluations entered during the
transition into CARS and electronic-
only evaluations. If applicable, it
contains the name of the PDF
version of the paper evaluation
that was saved for future
reference. These files are stored on
the WisDOT network. This field is
no longer used.

WISCOMNSIN DEPARTMENT OF TRANSPORTATION
Haing Business

Home Contracts Master Group Vendors

ACPT

CHRS - (Cautract Administration & Refarting Syoten

JUSER

Solicitations DT25 Search Reports Tools Security Log Of

Project, Contract or Master Contract: Search

Evaluation Details

Back

Evaluation Details

Revi Consultant: * |
[smith, 2dam |
Evaluator - WISDOT * |
|La:\e L JC |

Eval PDF File

Would you have reservation selecting this firm again for this type of project? *

Overall B

Comments:

Overall Reviewer Comments:

done at a face-to-fa

Was this E meeting? *
e )

Discussion Location / Date

Save

Cancel

Evaluations — WisDOT: Add Evaluation

128



WisDOT: Send Evaluation to Consultant
Reviewer

1.

Open the View Evaluation page for the
evaluation that has the status “PM
Created”:

= On the Dashboard page, click the Seq No
link in the Evaluations section

—OR-

= On the View Contract page, click View
Evaluation (not illustrated).

= |f there are other evaluations for this
contract, click the link in the Evaluation
No column in the Evaluations List
table.

Click Edit on the View Evaluation page.
Add or change any information as needed.

Note: Click Next or Back on the
pages to view the entire
evaluation.

On the Evaluation Details page, change the
value in the Processing Status field to
“Ready for Review”. This status means that
the evaluation is saved, and it will be sent
to the consultant reviewer when you click
Save.

~ Evaluations

8 items found, displaying all tems. 1

Seq Ewaluator Name* | Contract/ Master © Lewel iProject Processing Status / Ewaluation Period Type Function Full
No Id WO # Date Scope
1 J User 1400006322 Full Contract Consultant 04/30/2014 to Intermediate Construction | Yes
Reviewed / 2014- 05/02/2014 Evaluation
05-05
3 J User 1400006423 Full Contract PM Created / 2014- 06/25/2014 to Intermediate Construction | Yes
07-15 06/30/2014 Ewvaluation

Evaluations List
Contract Number: 1400006423

3 items found, displaying all tems. 1

Evaluation | Lewvel / Project | Vendor ¢ | E i i E Type Evaluation Full Scope
Ho b Status / Date Funection
1 Full Contract Osage PM Rejected / 2014-05-26 Intermediate Design fes
Evaluation
2 Full Contract Osage PM Submitted / 2014-06-26 Intermediate Design Yes
Evaluation
; Full Contract Osage PM Created / 2014-07-15 Intermediate Construction Yes
Evaluation
View Evaluation = Back To Dashboard & Edit @ Delete (&) Print Page
=

~ Contract Information

Contract Number:
1400006423

Evaluation Number:

Evaluation Details

Back

Evaluation Details

Reviewer - Consultant: *

|Sr.\; th, RAdam

Evaluator - WISDOT *

|'_a.“.a, Jc

Eyal PR Filg

Processing Status:

F Save Cancel
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Send Evaluation to Consultant Reviewer -
continued

5.

Click Save.

CARS sends the evaluation to the
consultant. CARS also changes the status of
the evaluation to “Ready for Review” and
removes the evaluation from

the Evaluations section on your dashboard.
WisDOT users can still access the

evaluation through the View Contract page.

CARS also lists the evaluation on the
Consultant Reviewer’s dashboard and
sends email notifications to consultants
who have the Evaluation Notification role
for this contract.

Evaluation Details

Back

Evaluation Details

Reviewer - Consultant: *

Fnith,;dan

Evaluator - WISDOT *

|la:e,:2

Sal BJF Fileh.
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Consultants: Review Evaluation

1. Onthe Dashboard page in the Evaluations
section, click the link in the Seq No
column. CARS opens the View Evaluation
page for the new evaluation:

2. Review the evaluation information.

3. Click Edit.
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Consultants: Review Evaluation - continued Edit Evaluation

*Indicates required field

4. Verify that the name in the Reviewer -
Consultant field is correct. Follow your firm’s

Evaluation Information

Evaluation On: Percent Work Completed:
guidelines for who should be listed in this Contract 100.0
fieldif more than one personreviewsthe | g KPP Y P S £ £ £ £ £ EF 2200000000

evaluation.
5. Add general summary comments in
the Overall Reviewer Comments field. You :
Reviewer - Consultant: *
can add overall comments or comments for [fmicn, Adam
a specific category. Each field will accept up :"a:“:;;"lrfl“”mm’ Lane JC
val e
to 4000 characters, and a character counter

Evaluation Details

Overall Evaluation Rating: 5.0

Comments and Summation
dISpIayS when you start typing. Describe strengths / weaknesses and provide suggestions for improvement.

Overall Evaluator Comments:

Note: Click Next or Back on the
pages to review the entire
evaluation.

Overall Reviewer Comments:

Would you have reservation selecting this firm again for this type of project? Mo

6. Add any responses to the Categories and
Ratings scores and comments in
the Reviewer Comments field.

Was this Evaluation done at a face-to-face meeting? No

Discussion Location / Date:

Categories and Rating

7. When you are satisfied with your comments 8) Timeliness
and are ready to return the evaluation to Rating: 5.0
WisDOT, change the status from “Ready for Question & Answers
ReVieW" to ”COﬂSUltant Reviewed" in Did consultant effectivety work with the contractor in coordinating the utility and other work by local agencies? Exceeds
the Processing Status field. § B JPPrpecpicDppergytniymedgiiggctuyit gixcegls g, o B B 5 B S S H & P
oo Jfe” sup™ ool ete™ algT anmn oam Lpos JRRT aeT omat spe et et atrd . T .e€

Evaluator Comments:

Reviewer Comments:

Processing Status: *
|C::15'_1;te:1t Re'-_'ier_ceci
E Sawe Cancel
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Consultants: Review Evaluation - continued

8.

Click Save. CARS submits the reviewed
evaluation to WisDOT and removes the
evaluation from the Evaluations section on
your dashboard.

CARS also lists the evaluation on the
WisDOT Evaluator’s dashboard and sends
email notification to consultants who have
the Evaluation Notification role for this
contract.

Note: Also use this process to route
“Re-Evaluated”-status
evaluations to WisDOT.

Edit Evaluation
*Indicates required field
Evaluation Information

Evaluation On: Percent Work Completed:
Contract 100.0

0 EPEF 000 OOCOOCEEVOO00000000

Evaluation Details

Overall Evaluation Rating: 5.0

Reviewer - Consultant: *

Smith, Zdam
Evaluator - WISDOT: Lane JC
Eval PDF File

Comments and Summation
Describe strengths | weaknesses and provide suggestions for improvement.

Overall Evaluator Comments:

Overall Reviewer Comments:

Would you have reservation selecting this firm again for this type of project? Mo
Was this Evaluation done at a face-to-face meeting? No

Discussion Location / Date:

Categories and Rating
&) Timeliness

Rating: 5.0
Question & Answers

Did consultant effectively work with the contractor in coordinating the utility and other work by local agencies? Exceeds
' id coggultaghkeepghe artrpgnt infgrm f progect LG 3 { ]
, ):‘c?ultfsurcn?et?lls’: ?.mfun?ﬁﬁh.’w 'sp.’.uet.'.ne'.utr..'. ,..ec-.' ' , ' '

- RS | -

Evaluator Comments:

Reviewer Comments:

Processing Status: *
|C::15'_1;te:11: Re'-_'ier_ceci
E Sawe Cancel
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WisDOT: Submit Evaluation

1.

w

Open the View Evaluation page for an
evaluation that has the status “Consultant
Reviewed”:

= On the Dashboard page, click the Seq No
link in the Evaluations section

—OR-

= On the View Contract page, click View
Evaluation. Then click the link in
the Evaluation No column in
the Evaluations List table.

Click Edit.

Add or change any information as needed.
Click Next on the Edit/New Evaluation page
and on the Evaluation Category Questions

page.

Note: Click Next or Back on the pages
to view the entire evaluation.

Select “PM Submitted” in the Processing
Status field on the Evaluation Details page.
Click Save. CARS removes the evaluation
from the Evaluations section on your
dashboard. WisDOT users can still access
the evaluation through the View Contract

page.

JUSER Project, Contract or Master Contract: Search |
View Create Invoice View Evaluation New Evaluation D Edit & Delete (& Print Page:
Contract § Undo as Favorite | Go to Bottom
» Contract Reports

~ Contract Information
Project ID: Contract Number: New DT25
TI7-17-77 1400006402
. .
o]
JUSER Project, Contract or Master Contract: Search |
= Back To Contract L;,J Print Page
Evaluations List
Contract Number: 1400005402
3 item= found, dizplaying all tems. 1
Evaluation | Lewvel / Project | Wendor ¢ | Ewaluation Processing Ewaluation Type Ewaluation Full Scope
Ho Status / Date Function
Fr i+ Ogh-= PR =i [ S8 4GP Ingl™=dy Fongcli =
Eve adtio,
g Full Contract Osage Consultant Reviewed / Intermediate Construction Yes
2014-08-30 Evaluation
O\ o A
= Back To Contract =) Print Page v
< >

Evaluation Details
Back
Evaluation Details

Reviewer - Consultant: *

Smith, Adam

Evaluator - WISDOT *

|
Processing Status: *
[FM submitted

E Save Cancel

Evaluations — WisDOT: Submit Evaluation

134



WisDOT: Reject Evaluation

1.

w

Open the View Evaluation page for an
evaluation that has the status “Consultant
Reviewed”:

= On the Dashboard page, click the Seq No
link in the Evaluations section

—OR-

= On the View Contract page, click View
Evaluation. Then click the link in
the Evaluation No column in
the Evaluations List table.

Click Edit.

Add or change any information as needed.
Click Next on the Edit/New Evaluation page
and on the Evaluation Questions page.

Note: Click Next or Back on the pages
to view the entire evaluation.

Select “PM Rejected” in the Processing
Status field on the Evaluation Details page.
Click Save. CARS changes the status of the
evaluation to “Copied and Revised” and
increases the sequence number. The
evaluation remains on the WisDOT
Evaluator’s dashboard.

After the evaluation has been revised,
change the status to “Re-Evaluated” to send
the evaluation back to the consultant for
review. The sequence number is not
increased.

- Evaluations

7 items found, dizplaying all tems. 1

Seq | Ewvaluator Hame® | Contract/ Master! | Level /Project Processing Evaluation Period Type Function Full
No- Id O # Status / Date Scope
1 J User 1400008311 Full Centract Consgultant 05/01/2014 to Intermediate | Design es
Reviewed / 2014- 05/01/2014 Evaluation
0
0 0 4 000000 POPSLIPOOSLPPIOPCLSLSCPPCLPCLPOLOPOL O
) Rew ewel /207~ 05022014 tvaluauan
| 05-05
2 J User 14000068402 Full Contract Consultant 05/01/2014 to Intermediate | Construction | Yes
Reviewed / 2014- 05/30/2014 Evaluation
05-30
|

Evaluation Details
Back

Evaluation Details

Reviewer - Consultant: *

[smith, 2dam

Evaluator - WISDOT *

2 T

q

Processing Status: *

|P1~‘_’ Hejected

VA o o o8 oF oF oF ¥ oW 3 & & 4

~ Evaluations

T tems found, displaying all tems. 1

Seqg | Ewvaluator Namé | Contract/ Master: | Lewvel /Project Processing Evaluation Pericd Type Function Full
No Id WO # Status / Date Scope
1 JUser 1400006322 Full Contract Consultant 04/30/2014 to Intermediate | Construction | Yes
Reviewed / 2014- 05/02/2014 Evaluation
05-05
- . X - - . -
B o & &7 aF oF 4" ZV o JU S oW & S o o g gV 3 aF S U o o SV oF
051
|
H; JUser 1400006402 Full Contract Copied and 05/01/2014 to Intermediate | Construction
Revised / 2014-08- | 05/30/2014 Evaluation

30

es
4.
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APPENDIX 1 System Requirements and Compatibility Settings

CARS and Internet Explorer

Internet Explorer Version: CARS is designed Internet Explorer 10 and is compatible with Internet Explorer 11. This section describes actions you can
take to use CARS more effectively.

Internet Explorer Buttons: It is recommended that you avoid using the Internet Explorer buttons while working in CARS. The Internet Explorer Back
and Forward buttons may not affect the CARS application as expected. Use the navigation buttons provided in CARS to ensure that you navigate in the
application correctly. If you don’t see a button that will open the page you want, click Home and locate the page

Internet Explorer Tabs: CARS users must be sure to log off and close Internet Explorer, especially if users share computers. User credentials can persist
in an Internet Explorer session, and the risk of accidental account sharing is greatest when users who have multiple tabs open simply close the CARS
tab. In this case, if CARS is opened on a new tab, the last user is automatically logged on.

If you have reason to open multiple copies of CARS, the current user on the first tab is automatically logged on when you create a new tab in Internet
Explorer and open CARS. You must open a separate copy (session) of Internet Explorer before you can log on as a different user.
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Compatibility View

Sometimes pages in CARS might not display like you expect them to or you might have
other problems with CARS, especially if the browser you are using is not Internet
Explorer 10 or higher. If text or fields overlap or fields (especially large fields) are
disordered on the page, there are two possible causes:

1. The current window size is too small for the page.
2. There is a compatibility problem between Internet Explorer and the CARS
page.
The solution for the first cause is to simply enlarge or maximize the window.

If the there is a compatibility problem, the Compatibility View button &5 appears on
the Address bar. This means the page was probably coded for a different version of
Internet Explorer than the one you have, or even for a different browser. If there is no
compatibility problem, this button will not appear.

There are two simple methods for correcting compatibility conflicts.

3. Click Compatibility View on the Internet Explorer Address bar. The button will
change in appearance, depending on your settings. Internet Explorer will now
show this page in compatibility view every time you open it until you turn off
Compatibility View.

4, Onthe Internet Explorer Menu bar, point to Tools, and then
click Compatibility View Settings to open the Compatibility Settings dialog
box.

Note: If the Menu bar is not displayed, right-click the Address bar, and
then click Menu bar.
Verify that the correct website is listed in the Add this website field.
b. Click Add.

¢. Recommended: You can select Display all websites in Compatibility View
to automatically turn on Compatibility View for every website you visit.
d. Click Close.
For more information about Compatibility View, visit

[/_\/J ‘You can add and remove websites to be displayed in

@ Compatibility View.

Add this website:

E state.wi.us

Websites you've added to Compatibility View:

b IR

E- Display all websites in Compatibility View
[ Display intranet sites in Compatibility View

Remmye |

[ Download updated compatibility lists from Microsoft
Learn more by reading the Internet Explorer privacy statement

Close |
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APPENDIX 3 WisDOT Roles and Actions in CARS

DOT Roles
DOT Role Associated Actions Purpose
DOT Staff View Contracts For all WisDOT users. This role is automatically assigned to all WisDOT users

when the user’s WAMS ID is added to CARS. WisDOT users have read-only
access to every contract, but cannot carry out any other actions without
additional roles, which are assigned on a contract-by-contract basis by a
Regional Administrator or a CARS Administrator.

View Evaluations

View Evaluation

Allows WisDOT users read-only access to evaluations for a specific contract.

View Invoices

View Contracts
View Invoices

Allows WisDOT users read-only access to invoice information for a specific
contract. No changes are permitted.

Evaluation Editor

View Contracts
View Evaluations
Manage Evaluations

Allows WisDOT users to create evaluations and review consultant responses to
evaluations for a specific contract. This role causes the evaluation to be listed
on the user’s dashboard.

Invoice Editor

View Contracts
View Invoices
Manage Invoices

Allows WisDOT users to view consultant-submitted invoices. They can also
create invoices and edit “draft” status invoices created by WisDOT, but not
vendor-created invoices in “draft” status. This role does not allow the review,
adjustment, rejection or approval of consultant-submitted invoices.

Invoice Approver

View Contracts
View Invoices
Manage Invoices
Invoice Approver

Allows WisDOT users to adjust, reject and approve invoices for payment. This
role causes the invoice to be listed on the user’s dashboard.

Invoice Reviewer

View Contracts
View Invoices
Invoice Auditor

Allows WisDOT users to review invoices. This role allows the user to change
the invoice status to “Reviewed” and to adjust invoice lines. It does not allow
rejection or approval of invoices.

Notify Primary

Email Primary

Future use. For WisDOT users who are responsible for day-to-day activities for
a specific project. These users receive email notification (day 1) when invoices
and evaluations are sent by consultants. If invoices and evaluations that are
not acted upon within 10 days, a second email is generated. Additional email
notifications are generated at day 20 and every day thereafter if the invoice
remains in “Submitted” status or if the evaluation remains in “Consultant
Reviewed” status.
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DOT Role Associated Actions Purpose
Notify Secondary Email Secondary Future use. For WisDOT supervisors who are responsible for specific projects.

These users receive email notification if invoices and evaluations that are not
acted upon within 10 days. Additional email notifications are generated at day
20 and every day thereafter if the invoice remains in “Submitted” status or if
the evaluation remains in “Consultant Reviewed” status.

DOT Regional Admin

Manage DOT Staff

Designated Regional Administrators only. These administrators assign roles for
WisDOT contracts and work orders, but not for Local Program contracts.

Local Program Reviewer

Manage Local Programs

Management Consultants only. These users are vendor users who manage
contracts for WisDOT.

Expenditure Accountant

View Contracts
Manage Financial Info

Expenditure Accounting only. These users are responsible for specialized
functions, such as approving purchase order requisitions and paying invoices.

Selection Reviewer

View Contracts
Approve NOI Selection

Consultant Services only. Future use.

NOI Reviewer

View Contracts
Maintain NOI
Approve NOI Selection

Consultant Services only. Future use.

NOI Specialist Editor

View Contracts

Manage Solicitation NOI Info

Consultant Services only. Future use.

Run Batch Jobs

Run batch jobs for PeopleSoft

interface

PeopleSoft interface use only. No user should have this role assigned.

DOT Editor

View Contracts
View Evaluations
Manage Updates

Consultant Services only. These users are able to create, update and delete
contract records.
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DOT Role

Associated Actions

Purpose

DOT Admin

View Contracts

View Evaluations
Manage Updates
Manage Evaluations
View Invoices

Manage Invoices
Invoice Approver
Invoice Auditor
Manage Application
Maintain NOI

Manage Solicitation NOI Info
Approve NOI Selection
Manage DOT Staff

DOT CARS Administrators only. These users have broad access to CARS records.
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DOT Actions

DOT Action

Function

View Contracts

Allows WisDOT users to view contracts, but not to change, create or delete contracts. Assigned to all
WisDOT users by default.

View Evaluations

Allows WisDOT user to view evaluations, but not to change, create or delete evaluations.

Manage Evaluations

Allows WisDOT user to change, create or delete evaluations.

Manage Updates

Allows WisDOT user to change, create or delete contracts, work orders and projects.

View Invoices

Allows WisDOT user to view invoices, but not to change, create or delete invoices.

Manage Invoices

Allows WisDOT user to change, create or delete invoices.

Invoice Approver

Allows WisDOT user to approve invoices for payment.

Invoice Auditor

Allows WisDOT users to adjust invoice lines and to mark the invoice as “Reviewed”.

Manage Solicitation NOI Info

Allows the WisDOT user to change, create or delete solicitations and notices of intent.

NOI Reviewer

Allows the WisDOT user to respond to a firm’s NOI. The staff member can edit specific NOI fields, but
others are read-only.

Approve NOI Selection

Allows the WisDOT user to approve vendor selection for a contract or work order.

Manage Local Programs (Management
Consultant)

Allows a CONSULTANT user to view contracts with the Program Management flag set to “Management
Consultant”.

Manage Regional Assignments

Allows a WisDOT user to manage Management Consultant users, groups and contracts.

Manage Financial Info

Allows the Division of Business Management Expenditure Accounting staff to review and pay invoices.

Email Primary

Designates WisDOT users who are to receive initial (day 1) email notification for invoice submittals and
evaluations returned by consultants. A second email is generated at day 10 if no action has occurred on
the invoice or evaluation. More emails are generated at day 20 and every day thereafter if the invoice
remains in “Submitted” status or if the evaluation remains in “Consultant Reviewed” status.

Email Secondary

Designates WisDOT users who are to receive email notification at day 20 and every day thereafter if
the invoice remains in “Submitted” status or if the evaluation remains in “Consultant Reviewed” status.

Run Batch Jobs

CARS-PeopleSoft interface use only.
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APPENDIX 4 Vendor Roles and Actions in CARS

Vendor Roles

Vendor Role

Associated Actions

Vendor Staff

Purpose

Vendor Access

Required for vendor access to CARS. This role is automatically assigned to all
vendor users when the user’'s WAMS ID is added to CARS.

Vendor Administration

Manage Staff Assignments
Evaluation Notification
Invoice Notification

For administrators responsible for assigning staff member access. These users
also receive evaluation and invoice email notifications when no other user has
these roles for a project.

View Contracts

View Contracts

For staff members who need only to view contract information.

View Evaluations

View Contracts
View Evaluations

For staff members who need to view evaluations for contracts.

Evaluation Notification

Evaluation Notification

For staff members who need to know when evaluations are received.

Evaluation Reviewer

View Evaluations
Evaluation Reviewer

For staff members who need to review and respond to DOT evaluations of
contract work.

View Invoices

View Contracts
View Invoices

For staff members who need to view contract invoice information.

Invoice Notification

Invoice Notification

For staff members who need to know when invoices are sent. May also be
applied to specific subcontracts and amendment subcontracts.

Invoice Submitter

View Contracts
View Invoices
Manage Invoice
Invoice Submitter

For senior staff members who are responsible for reviewing invoices and billing
the DOT.

Invoice Editor

View Invoices
Manage Invoice

For staff members who prepare contract invoices.

Subcontract Invoice Editor

Manage Subcontract Invoice

For staff members who prepare subcontractor invoices. May also be applied to
specific amendment subcontracts.

Subcontractor Invoice
Submitter

Manage Subcontract Invoice
Subcontract Invoice Submitter

For staff members responsible for reviewing subcontractor invoices and billing
the DOT. May also be applied to specific amendment subcontracts.

View Subcontracts

View Subcontracts

For staff members who need to view subcontract information. May also be
applied to specific amendment subcontracts.

View Subcontract Evaluations

View Subcontracts
View Subcontractor Evaluations

For staff members who need to view evaluations for subcontracts. May also be
applied to specific amendment subcontracts.
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Vendor Role

Associated Actions

Purpose

Subcontract Evaluation
Reviewer

View Subcontractor Evaluations
Subcontractor Evaluation
Reviewer

For staff members who need to review and respond to DOT evaluations of
subcontract work. May also be applied to specific amendment subcontracts.

View Subcontract Invoice

View Subcontracts
View Subcontractor Invoices

For staff members who need to view subcontract invoice information. May also

be applied to specific amendment subcontracts.
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Vendor Actions

Vendor Action

Function

Vendor Access

Allows the user access to CARS.

Manage Staff Assignments

Allows a staff member to assign and edit roles assigned to other staff members.

View Contracts

Allows a staff member to view specific contracts, but not to change, create or delete contracts.

View Evaluations

Allows a staff member to view specific evaluations, but not to change, create or delete evaluations.

Evaluation Notification

Designates the user who receives automatic email notification when evaluations are received from
WisDOT. Messages are sent to the email address in the profile record for this user.

Evaluation Reviewer

Allows a staff member to respond to evaluator comments on contract evaluations and return the

evaluations to WisDOT. The staff member can edit specific evaluation fields, but others are read-only.

View Invoices

Allows a staff member to view invoice information, but not to change, create or delete invoices.

Invoice Notification

Designates the user who receives automatic email notification when invoices are paid or rejected by
WisDOT. Messages are sent to the email address in the profile record for this user.

Invoice Submitter

Allows a staff member to send invoices for their firm to the DOT Project Manager.

Manage Invoice

Allows the staff member to change, create or delete invoices.

View Subcontracts

Allows the staff member to view subcontractor contracts, but not to change, create or delete
subcontractor contracts.

View Subcontractor Evaluations

Allows a staff member to view specific subcontractor evaluations, but not to change, create or delete
subcontractor evaluations.

Subcontractor Evaluation Reviewer

Allows a staff member to respond to evaluator comments on subcontract evaluations and return the

evaluations to WisDOT. The staff member can edit specific evaluation fields, but others are read-only.

View Subcontractor Invoices

Allows the staff member to view specific subcontractor invoices, but not to change, create or delete
them.

Manage Subcontract Invoice

Allows the staff member to change, create or delete subcontractor invoices in draft status.

Subcontract Invoice Submitter

Allows a staff member to send invoices for their subcontractors to the DOT Project Manager.
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APPENDIX 5 Regional Administrator Instructions

Regional Administrators are responsible for maintaining project access in CARS for WisDOT employees in their regions and bureaus. They can add users
who have valid WAMS IDs as WisDOT users and assign roles for specific contracts to them. They are also responsible for maintaining overall user access
when certain events occur. If you need help or have questions about roles or user access, please contact the CARS Administrator
(WisDOTCARS@dot.wi.gov).

Roles Regional Administrators can assign to WisDOT users are described in the following table.

Role

Actions

Details

Evaluation Editor

View Contracts
View Evaluations

Manage Evaluations

Can create evaluations and review evaluations returned by consultants.

When this role is assigned for a specific project, evaluations for the project will be listed
on the WisDOT user’s dashboard when the status is “PM Created” and “Consultant
Reviewed.”

Invoice Approver

View Contracts
View Invoices
Manage Invoices
Invoice Approver

Can adjust, reject or approve invoices for payment.

Cannot mark an invoice as “reviewed.”

When this role is assigned for a specific project, invoices for the project will be listed on
the WisDOT user’s dashboard when the consultant submits them and when Expenditure
Accounting returns the invoice to the approver.

Invoice Editor

View Contracts
View Invoices
Manage Invoices

Can create invoices.
Can edit WisDOT-created invoices.
Cannot review, adjust, reject or approve invoices.

Invoice Reviewer

View Contracts
View Invoices
Invoice Auditor

Can review invoices.
Cannot adjust, reject or approve invoices.

Notify Primary

Email Primary

Future Use. Designated users receive email notification when invoices and evaluations
are sent by consultants. If invoices and evaluations that are not acted upon within 10
days, a second email is generated.

Notify Secondary

Email Secondary

Future Use. Designated users receive email notification if invoices and evaluations are
not acted upon within 20 days. This role is generally assigned to supervisors.

View Evaluations

View Evaluations

Can view evaluations for assigned contracts.
Cannot create, edit or change the status of evaluations. Cannot view evaluations that
are in “Ready for Review” status

View Invoices

View Contracts
View Invoices

Can view invoices for assigned contracts.
Cannot create, adjust, reject, approve or change the status of invoices. Cannot view
vendor-created invoices in “Draft” status.
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View Contracts View Contracts

Can view all contracts.

This role allows the user to view contracts only. No access to invoices or evaluations is
granted. WisDOT users are automatically assigned the View Contracts role when they
are added as WIsDOT users by Regional Administrators or CARS Administrators.

Regional Administrators are responsible for maintaining WisDOT user access for WisDOT as a whole, not just for their own regions or bureaus. The table
below describes common events and the Regional Administrator’s responsibilities for each event.

Note: If the user changes affect 25 or more projects, please contact the CARS Administrator (WisDOTCARS@dot.wi.gov) because it may be
time consuming to move or remove access for large numbers of projects. The CARS Administrator may be able to assign roles using

database updates.

Event

Action

New project is approved

e Assign user access for the new project

Project is cancelled

e Remove user access from this project

User changes roles

Example: Project Manager
becomes a supervisor

o |dentify impacted projects to be revised

e Adjust roles accordingly

User changes region

Old Regional Administrator:

e Remove user access for all projects or as directed

New Regional Administrator:

e Assign user access for all projects or as directed

User leaves DOT

o Notify the CARS Administrator (WisDOTCARS@dot.wi.gov) to get the user removed from
CARS completely. Provide the effective date.

e Remove user access from all contracts
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WisDOT: Assign WisDOT Roles

The DOT Staff Security List page lists WisDOT users with
their assigned roles and lists of contracts. There are two
columns in this list: Roles - Actions and Contracts.

Note: DOT Administrators are not listed in the DOT Staff
Security List for Regional Administrators. Please
contact the CARS Administrator
(WisDOTCARS@dot.wi.gov) if the WAMS ID you
need is not listed.

Regional Administrators can add roles for specific
contracts, which are listed in the Contracts column. Only
DOT Administrators can add or change DOT Staff roles,
which are listed in the Roles-Actions column.

Locate a WisDOT User
e Path: Security — Security List-DOT

CARS opens the DOT Staff Security List page.
To locate the WisDOT user by WAMS ID in
the DOT Staff Security List:
1. Click the letter of the user’s last name in the Filter
Staff section.

1

DOT Staff Security List

Filter Staff

ABCDEFGHIJKLMNOPORSTIUVWXY ZI

DOT Staff Security List

staff Members
Ho items found. 1

DOT Staff Member = | Roles - Actions

Nething found te display.

Ho items found. 1

Contracts

(2 Print Page

&) Add DOT Staff Member

DOT Staff Security List

Staff Members
105 tems found, displaying 81 to 100. [First/Prev] 1, 2, 3, 4, 5, § [Next/Last] H

8] DOT Staff Member # | Roles - Actions
COLEW - Cole Wood View Contracts - View Contracts
Email:

colewood3@gmail com

SWOOD - Sara Wood Dot Regional Admin - Email Primary, Email
Secondary, Manage DOT Staff
Email: View Contracts - View Contracts

sarawood734@yahoo.com

Contracts

«d Add DOT Staff Member

Hﬁ&-\

Add DOT Staff Member

DOT Staff Member
WAMS ID: *

Cancet
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WisDOT: Assign WisDOT Roles - continued

2. Locate or add the user by WAMS ID. You can:

a.

Read the pages to find the user and click the
user name link.

Sort the list by DOT Staff Member by clicking
the column heading link, locate the user, and
click the user name link.

If the user is not in the list, click Add DOT Staff
Member and search by WAMS ID. Then click
Save. CARS automatically adds the View
Contracts role to new WisDOT users.

CARS opens the View DOT Staff Member page for
that user.

1

DOT Staff Security List

Filter Staff

ABCDEFGHIJKLMNOPORSTIUVWXY ZI

DOT Staff Security List

staff Members
Ho items found. 1

DOT Staff Member Roles - Actions

Nething found te display.

Ho items found. 1

Contracts

(=) Print Page

&d Add DOT Staff Member

DOT Staff Security List

Staff Members
105 items found, displaying 81 to 100, [FirstiPrev] 1, 2, 3, 4, 5, 6 [NextiLast] E

b DOT 5taff Member Roles - Actions

COLEWY - Cole Wood View Contracts - View Contracts
Email:
colewoodS@gmail com
SWOOD - Sara Wood Dot Regional Admin - Email Primary, Email
Secondary, Manage DOT Staff

Email: View Contracts - View Contracts
=sarawood724@yahoo.com

Contracts

o Add DOT Staff Member

H-\""‘\

Add DOT Staff Member

DOT Staff Member
WAMS ID: *

Cancel

JWORD - Jack Word Dot Regional Admin - Email Primary, Email -
Secondary, Manage DOT Staff
Email: Wiew Contracts - View Contracts
jackword@inbox.com
APPENDIX 5 Regional Administrator Instructions 150




Add Contract Roles for a WisDOT User

To complete this process, locate the WisDOT
user as described on page 149 and begin on
the View DOT Staff Member page.

1. Inthe Contracts section, click Assign
Contract / Roles. CARS opens
the Manage Contracts page for the
user.

2. Onthe Manage Contracts page, create
a list of individual contracts that will be
assigned the same group of
permissions. If this user needs different
permissions for one or more contracts,

View DOT Staff
Member

View Staff
DOT Staff Member: COLEW - Cole Wood
Email : colewood3@gmail com

~ Roles on DOT Staff:

One item found. 1

Roles

View Contracts

* Contracts

MNothing found to display.

Actions

= Back to Security List @ Delete L;,J Print Page:

View Contracts

n s Assign Contract/ Roles

you must assign them separately. To
create a list of contracts:

a. Select a specific contract in
the Contracts field.

b. Click Add Contract ' to include a
specific contract in the list of
contracts. CARS lists the contracts
you select under the Contracts
field.

c. Click Delete & to remove a specific
contract from the list.

Note: You must select and add
each contract to the list
individually. You cannot
select more than one
contract at a time.

Manage Contracts

*Indicates reguired field
Manage Contracts

Staff Member: Cole Wood

Contracts *
—Select-

Z-m

q o 0072-04-40 : 728070072 : 10172007

* 0072-04-75: MOGS55136 - 10 - 1218115136 : 07/30/201

Roles: *

Check

H. o

« O

Roles#

Evaluation Editor

Invoice Approver

Invoice Editor

Invoice Reviewer

o|o|o

Notify Primary

Notify Secondary

.
[

View Evaluations

oo

View Invoices

Cancel

Actions#

View Contracts, View Evaluations, Manage Evaluations

View Contracts, View Invoices, Manage Invoices, Invoice Approver

View Contracts, View Invoices, Manage Invoices

View Contracts, View Invoices, Invoice Auditor

Email Primary

Email Secondary

View Evaluation

View Contracts, View Invoices
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Add Contract Roles for a WisDOT User
continued

3.

In the Roles table, select the roles this
user needs for the listed contracts. You
must select at least one role.

Click Save. The user now has the
assigned roles for the specific contracts
you chose. CARS lists each contract
separately on the View DOT Staff
Member page.

Manage Contracts
*Indicates required field

Manage Contracts

Staff Member: Cole Wood

G
—Select-

Z-m

q * 0072-04-40 : T2ZB07T0072 : 10!172007@

* 0072-04-75: MOGS55136 - 10 - 1218115136 ¢ D?IBDIZDNEE

Roles: *
Check Roles# Actions#
E . Ewvaluation Editor View Contracts, View Evaluations, Manage Evaluations
e [ | Invoice Approver View Contracts, View Invoices, Manage Invoices, Invoice Approver
« [ Invoice Editor View Contracts, View Invoices, Manage Invoices
e [] | Invoice Reviewer View Contracts, View Invoices, Invoice Auditor
« [ Notify Primary Email Primary
- Notify Secondary Email Secondary
e [] | View Evaluations View Evaluation
e [] | Viewinvoices View Contracts, View Invoices

!I Savel Cancel
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Edit Contract Roles for a WisDOT User

To complete this process, locate the WisDOT user as
described on page 149 and begin on the View DOT Staff
Member page.

1. Inthe Contracts section, locate the appropriate

contract and click Edit Contract Roles. “ CARS
opens the Manage Contracts page.

2. Inthe Roles table, select the roles this user
needs for the contract. You must select at least
one role.

3. Click Save. The user now has the new
permissions you have assigned.

View DOT Staff
Member

View Staff

DOT Staff Member: COLEW - Cole Wood

Email : colewood3@gmail.com

&= Back to Security List & Delete |_é] Print Page

» Roles on DOT Staff:

~ Contracts

2 items found, displaying all tems.

i Assign Contract / Roles

Contracts

Roles - Acticns.

0072-04-70 : MOSS55121 : 66 :
1025085121 : 03/28/2012

Motify Primary - Email Primary ., 4

0072-40-54 : M06S55137 : 88
1026110017 - 02/25/2014

Notify Primary - Email Primary

Manage Contracts

*Indicates reguired field

Manage Contracts

Staff Member: Cole Wood

Contract: 0072-04-70 : MOSS55121 1 66 : 1025085121 : 03282012

Roles: *
Check Roles# Actions#
. Ewvaluation Editor View Contracts, View Evaluations, Manage Evaluations
. Invoice Approver View Contracts, View | i . M g i s ice Approver
o [] | Invoice Editor View Contracts, View Invoices, Manage Invoices
. Notify Primary Email Primary
e [ | Motify Secondary Email Secondary
o [] | View Evaluations View Evaluation
o [ | View Invoices View Contracts, View Invoices

3 Cancel
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Delete Contract Roles for a WisDOT User

To complete this process, locate the WisDOT user as
described on page 149 and begin on the View DOT Staff
Member page.

1. In the Contracts section, locate the appropriate
contract group and click Delete Contract =
CARS displays the message, “Are you sure you
want to DELETE Contract from staff member?”

2. Click Confirm. CARS removes all permissions for
the contract and deletes the contract from the
user’s contracts list.

View DOT Staff = Back to Security List
Member

View Staff

DOT Staff Member: COLEW - Cole Wood

Email : colewcodS@amail.com

= Delete L;,J Print Pag

-]

.+ Roles on DOT Staff:

~ Contracts

2 items found, displaying all tems. 1

Contracts Roles - Actions

0072-04-70 : M0S955121 : 65 ; Motify Primary - Email Primary
1025095121 © 03/28/2012

0072-40-54 : M0S955137 : 88 : Motify Primary - Email Primary
1028110017 © 021252014

= Assign Contract/ Roles

Are you sure? x

Are you sure you want to DELETE Centract from staff
member?

Cancel
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APPENDIX 6 Vendor Administrator Instructions

Consultants: Security Menu

CARS Vendor Administrators grant roles either for individual contracts or by groups that combine a specific set of contracts. A security group is a set of
contracts with specific roles applied to those contracts. Each person assigned to the group has the same access.

Note: Security administrators must maintain the contract role assignments for their firms. If your firm has a new contract or amendment,

none of your users can access it until you update the security access.

Security settings are configured by persons who have the Vendor Administrator role in CARS. Each firm should have two or more persons who are
assigned this role. The Security menu is visible only to persons who have the Vendor Administrator role in CARS. The Security menu has two
commands: Security List and Manage Groups.

The commands on the security menu allow detailed control of the access each staff member has to the firm’s contract information. The functions

accessed from each command are described in Table 2.

Table 2: Security Menu Commands

Command

Functions

Security List

Add staff members to your firm’s Vendor Security List

Delete staff members from your firm’s Vendor Security List

Access the View Staff Member page for each staff member, where you can review
and manage detailed security settings for each staff member:

Assign and un-assign security roles such as Vendor Staff and Vendor Administrator
Assign and un-assign prime contract, subcontract, and amendment roles

Assign and un-assign groups

Manage Groups

Create groups of contracts, subcontracts, or amendments
Manage groups
Delete groups

APPENDIX 6 Vendor Administrator Instructions

155



Consultants: Access the Security List
e Open the Vendor Security List page:

= Path: Security— Security List
CARS opens the Vendor Security List page.

Note: The Security menu is visible only to
persons who have the Vendor
Administrator role in CARS.

Vendor Security
List
Security List

Vendor Name: Csage
Administrators :
* JOHNKANE - John Kane

Staff Members
Cne item found. 1

(& Print Page

& Add Staff Member

Staff Member

Roles - Actions

Contracts

JOHNKANE - John Kane

Email:
kane johnG&@yahoo.com

Wendor Administrator -
Manage Staff Assignments
Wendor Staff - Vendor
Access
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Consultants: Add Staff Members

1.

3.

On the Vendor Security List page, click Add Staff
Member. CARS opens the Add Staff Member page.
Enter the staff member’'s WAMS ID in the WAMS ID
field.

Click Save.

CARS automatically opens the View Staff Member page so
you can start adding roles. At this point, the new staff
member’s dashboard will list all of your firm’s prime
contracts, subcontracts, amendments, invoices and
evaluations. However, none of these items will have active
links, and the staff member will have no access to anything
except to view the list on the dashboard.

Note: The CARS Administrator cannot assign any vendor

roles for a consultant user except Vendor Staff and
Vendor Administrator on this page. Any access
beyond these two roles is assigned as described

in Consultants: Assign Security Roles on page 158.

The person who assigns contract roles must have
the Vendor Administrator role for the consultant
firm.

Consultants: Delete Staff Members

1.

On the Vendor Security List page, click Delete Staff
= in the table row of the staff member you want
to delete. CARS displays a message asking you to
confirm the deletion.

Click Confirm.

CARS removes the Staff Member from your Staff
Members table.

Vendor Security
List
Security List

Vendor Name: Osage

Administrators :

* JOHNKANE - John Kane

Staff Members
2 items found, displaying all items. 1
Staff Member ¢ | Roles - Actions

JOHNKANE - John Kane Vendor Administrator -

Manage Staff

Email: Assignments

kane johnG&@yahoo.com Vendor Staff - Vendor
Access

MARKZANE - Mark 7ane Vendor Staff - Vendor
Access

Email:

markzane334@yahoo.com

(&, Print Page

o Add Staff Member

Groups Contracts

Mo
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Consultants: Assign Security Roles

CARS automatically assigns the Vendor Staff role to all
consultant users when they are added as staff
members to the consultant firm as described on

page 157. This role is required for access to CARS, but
provides no access to project, contract, evaluation or
invoice records.

Note: The only security role not associated with
records that you can assign or un-assign using
this process is Vendor Administrator.

1. Onthe Vendor Security List page, click the user
name of the staff member whose role you are
changing. The name serves as a link to
the View Staff Member page, which provides
detailed information about the person’s
security access to this firm’s records.

2. Click Add Role.

3. Onthe Manage Staff Member page, select
the Vendor Administrator box for this staff
member in the Check column.

4. Click Save.

Note: The Add Role button does not
appear when the staff member
already has both the Vendor Staff
and Vendor Administrator roles.

Consultants: Un-Assign Security Roles

Follow the procedure for assigning security roles,
except de-select the Vendor Administrator role for this
staff member.

View Staff Member
View Staff

Vendor Name: Osage
Staff Member: KPOST - Ken Post
Email : kenpost90@yahoo.com

~ Roles on Vendor:

Cne item found. 1

Roles

Vendor Staff

v Prime Contracts

~ SubContracts

Mothing found to display.

Actions

Vendor Access

Back to Security List = Delete L}g Print Page

<) Add Role

& Assign SubContract / Roles

Manage Staff Member
Roles

Vendor Name: Csags
Staff Member: Ken Post
Roles:

Check | Roles#

B:l Wendor Administrator

Vendor Staff
&

Cancel]

Actions#

Manage Staff Assignments

Vendor Access
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Consultants: Assign Contract Roles

This process grants access to one or more individual
contracts. Remember that prime contracts,
subcontracts and amendments are handled
separately. The process of assigning roles is the
same for each type of contract.

1. Onthe Vendor Security List page, click the
staff member name link in the Staff
Members table. CARS opens the View Staff

Member page.
2. Click Assign Contract / Roles
-OR-
Assign SubContract / Roles
-OR-

Assign Amendment SubContract / Roles.
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Consultants: Assign Contract Roles - continued
3. Create a list of individual contracts:

a. Select a specific contract in the Contracts
field.

b. Click Add Contract = to include a specific
contract in the list of contractss. CARS lists
the contracts you select under
the Contracts field.

c. Click Delete & to remove a specific
contract from the list.

Note: You must select and add each
contract or subcontract to the list
individually. You cannot select
more than one contract at a time.

-OR-
4. Select Select All Active Contracts to grant this

staff member access to every existing
active contract assigned to this firm (vendor).

Note: You must maintain user access by
adding and removing contracts as
they come in or finish. Selecting
this checkbox assigns roles only
for currently active contracts.

5. Inthe Roles table, select the roles this staff

member needs for the specified contracts. You

must select at least one role.

6. Click Save. The staff member now has the
assigned roles for the specific contracts you
chose.

Edit/New SubContract

* Indicates required field

Manage SubContracts

Vendor Name: Amos Enterprises
Staff Member: Greg Fox

Note: Selecting "All Active Contracts” will assign below selected roles in all active contracts to this staff member.

ﬂ Select All Active Contracts [ ]

q SubContracts -
|—SE;E::—

|

B - 19000504 1400016267 - 03017201 SN

Roles:
Check

H.o

« O

Roles#

Invoice Notification

SubContract Invoice Editor

Subconfractor Invoice Submitter

SubContract Evaluation Reviewer

View SubContract Evaluations

View SubContract Invoice

View SubContracts

Actions#

Invoice Notification

Manage SubContract Invoice

Manage Subcontract Invoice, Subcontract Invoice Submitter
View SubContract Evaluations, SubContract Evaluation Reviewer
View SubContracts, View SubContract Evaluations

View SubContracts, View SubContract Invoice

View SubContracts
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Consultants: Edit Contract Roles

1.

-OR-

On the Vendor Security List page, click the staff
member name link in the Staff Members table.
CARS opens the View Staff Member page.

Click Edit Contract Roles “ in the table row of
the contract for which you want to change
access. CARS opens the Edit/New Contract page.
Change the contract access by:

= Changing the role name
= Selecting or de-selecting roles in the Roles
table

= Adding or removing contracts

Click Save.

CARS changes the staff member’s access to the
contract and returns to the View Staff Member
page, which now shows the updated roles.

Consultants: Delete Contract from Staff
Member

1.

On the Vendor Security List page, click the staff
member name link in the Staff Members table.
CARS opens the View Staff Member page.

Click Delete Contract & in the table row of the
contract for which you want to remove access.
CARS displays a message asking you to confirm
the deletion.

Click Confirm. CARS removes the contract from
the staff member’s Contracts table. The roles are

automatically deleted when the contract deletion

is confirmed.
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Assign Roles for All Parts of the Contract

Staff members who create invoices in CARS must have security access to all subcontracts, amendment subcontracts and phases that apply to their firms in
order for the invoice costs to be applied correctly. Contracts with multiple amendments are listed once for each amendment awarded to your firm. Phased
projects are listed once for each phase; the project IDs are the same, but the contract number and approval dates vary.

Manage Amendment SubContracts

Manage Contracts
Staff Member: Staff Member:

Mote: Selecting "All Active Contracts” will assign below selected roles in all active contracis to this staff member.
Select All Active Contracts [

Amendment SubContracts *

Three Amendment Subcontracts Three Phases for a Project

Consultants: Manage Groups

Groups are used to stream line staff access assignments. CARS allows you to group prime contracts or sub contracts or amendments and assign roles that
apply to every contract in the group. When you assign a staff member to a group, you grant the staff member the specified roles for each contract in the
group. Only staff members who have the Vendor Administrator role can create and manage groups.

e Groups must contain like objects. Because prime contracts, subcontracts and amendments are not managed alike in CARS, groups must contain
only one type of contract.

e Access to prime contracts, subcontracts and amendments can be assigned either through groups or through individual contracts. Neither access
method supersedes the other.

e Access granted by roles and groups is cumulative. You can increase a staff member’s access for an individual contract, even if the staff member has
access to it as a member of a group.

e You can add prime contracts, subcontracts and amendments to more than one group, provided the same type of contract is included in the group.
Plan your firm’s groups carefully. Try to give each group a meaningful name so it is clear what access the group allows. Consider setting naming convention
standards or policy.

Maintain your firm’s groups. Periodically remove completed contracts or add them to a special group. Be sure to add new contracts to appropriate groups.
You can use individual contract roles to grant additional access to a contract if a staff member needs more roles than are built into the group.

Group names must be unique within a firm. Each group name cannot be longer than 37 characters. If the name you choose is longer than 37 characters,
CARS will stop allowing character entry.
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Consultants: Create a New Contract Group
1. Open the Manage Groups page:
= Path: Security— Manage Groups

2. Click Add Group.
CARS opens the Group type selection dialog box.

3. Choose the appropriate group type based on the
type of contracts in the group

4. Click OK. CARS opens the New/Edit Group page.

5. Enter a name for the group in the Group Name
field.

6. Select roles for the group in the Roles table.

7. Create a list of individual contracts:

a. Select a specific contract in the Contracts
field.

b. Click Add Contract = to include a specific
contract in the group to which you are
granting access.

c. Click Delete & to remove a specific contract
from the group.

-OR -

8. Select Select All Contracts to add every existing
contract assigned to this consultant firm to this

group.

Note: You must maintain your groups by adding and
removing contracts as they come in or finish, or
by adding new groups for new contracts.

9. Click Save.
CARS creates the new group and lists it on the
Manage Groups page.

Manage Groups
Manage Group
Vendor Hame: Osage

Groups
One item found. 1

Name Roles - Actions Contracts

Construction - SE 5555-99-88 . 1400006344 : 05/01/2014

MSEE5887T : 1400006343

View Contracts - View Contracts

&3 Add Group

Group type selection x
Please choose a Group Type :

{8 Prime Contracts

O sub-Contracts

O Amendment Sub-Contracts

Ok Cancel

¥
New/Edit Group
*Indicates required field
Vendor Group Details
Vendor Name:
Group Name: * |
[Eval Review Active Subcontracts |
Roles:
Check | Roles# Actionss
ﬁi- O Invoice Notification Invoice Notification
v Subdhonizabl Ingice Sitog Fanghe SuleCoplcaciiovoile
L T PRV RV R N P U AP (5 S 1 S I S
O View SubContract Invoice View SubContracts, View SubContract Invoice
B SubContract Evaluation Reviewer View SubContract Evaluations, SubContract Evaluation Reviewer
O View SubContract Evaluations View SubContracts, View SubContract Evaluations
O View SubContracts View SubContracts
Note: Sejecting Al act roles to all contracts.
=0 Select All Contracts [
Contracts *
|—32'_e:-.— o
- 2222-33-44 : 1400006442 : 0610120145
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Vendor Security List &) Print Page

Security List

Consultants: Assign Staff Members to
Contract Groups

Vendor Name: Osage

1. Open the Vendor Security List page: Administrators :
*» WMARKZANE - Mark Zane
* JOHNKANE - John Kane

= Path: Security— Security List @ Add Staff Member

2. Click the staff member name link in the Staff Members
. 2 items found, displaying all tems. 1
Staff Members table to Open the VIeW Staff Member # Roles - Actions Groups Contracts
StaffMember page' MARKZANE - Mark Zane Vendor Staff - Vendor Access 2222-33-44 1 1400006442 : 06/01/2014 : 2 @
o . . Vendor Administrator - Manage
3. Click Assign/Unassign Groups. Email Staff Assignments
. . kzane334@yahoo.

CARS opens the Assign/Unassign Groups ittt

palge' h f h ff b View Staff == Back to Security List @ Delete L,E.'] Print Page
4, Se. ect the groups for the staff member. Member
5. Click Save. )

View Staff
CARS adds the staff member to the group
. . Vendor Name: Osage
and lists the groups and details on Staff Member: MARKZANE - Mark Zane
the View Staff Member page and Email : markzane384@yahoo.com

+ Roles on Vendor:

"IWWWJ'IIIIIIIIIIIIIIIIIIII

l b AME JMe . Su, 0N, Cis

the Vendor Security List page.

-~ Groups

Nothing found to display. E @ Assign/UnAssign Groups

Assign/UnAssign
Groups

Groups

Vendor Name: Osage

Staff Member: MARKZANE - Mark Zane

Email : markzane324@yahoo.com

Groups:
Check | Mame Roles - Actions Contracts
Construction - SE View Contracts - View Contracts 5555-99-88 : 1400006344 : 05/01/2014
q MSSS53877 1400006343

E Save Cancel
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Manage Groups

Manage Group

Consultants: Modify Contract Group
Roles

Vendor Name: Osage

Groups
One item found. 1

1. Openthe Manage Groups page:

&) Add Group

Name Roles - Actions.

Contracts

= Path: Security— Manage Groups R

View Contracts - View Contracts

5555-05-83 : 1400006344 : 05/01/2014
MS5558877 : 1400006343

?y‘ e

2. Click Edit Group “ for the

appropriate group.

CARS opens the New/Edit Group page. New/Edit Group

*Indicates required field

3. Select roles you want to add, or de-
select roles you want to remove.
4. Click Save.

Vendor Group Details
Vendor Name: Osage

Group Name: *

|Cr.\r:str'.1ctio:1 Supervisor 5W Region

CARS modifies the group and lists the

Roles:

new information on the Manage Group
Check | Roles#

Actions#

page.
Evaluation Notification

E

Evaluation Notification.

Evaluation Reviewer

View Evaluations, Evaluation Reviewer

Invoice Editor

View Invoices, Manage Invoice

Invoice Notification

Invoice Notification

Invoice Submitter

View Contracts, View Invoices, Manage Invoice, Invoice Submitter

View Contracts

View Contracts

Ool®jiojo o ®dlo

View Evaluations

View Contracts, View Evaluations

— [ View Invoices

View Contracts, View Invoices

Select All Contracts []
Contracts *

Note: Selecting "All Contracts " will assign the group rofes to all contracts.

7 =77 = 1400006402

+ 7777-88-09 : 1400006423 @ _
+ TT77-11-22 1400006424 : 05/01/2014 @

Cancel]

M@
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APPENDIX 7 Reports

There are 37 CARS reports currently available in SAP® BusinessObjects™. The reports are available to WisDOT users. Users who need access to these
reports must provide their WisDOT Active Directory (network or LAN) login to the CARS Administrator (WisDOTCARS@dot.wi.gov).

You can access reports using the Reports button on the main menu to access reports. Path: Reports — BO Reports

View Master View Evaluation New Evaluation [& Edit (£ Print Page & Favorite  Goto Bottom
Contract

= Contract Reports

Contract Summary Master Summary Contract Summary

Two reports are accessed from CARS pages. The Contract Summary Cost Line Report can be accessed directly from the View Contract, View Master

Contract and View Work Order pages via the Contract Summary links. Expand the Contract Reports section at the top of the page and click Contract
Summary.

Note: Both Contract Summary links open the same report.

The Master Summary link opens the report Current Master Contracts Balances and Contacts, Totals by Contract, which is available only on the View
Master Contract and View Work Order pages.

Both report links open a new Internet Explorer window and run the report automatically using parameters from the currently open contract record.
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Report Window Controls

Main Tabs

There are two main tabs in SAP BusinessObjects. When you run a report, SAP BusinessObjects creates another tab for the report.

e The Home tab shows a list of documents you have most recently viewed or run, and lists messages and alerts.

e The Documents tab has three drawers, including My Documents, Folders and Search. Elements on each drawer control the information
displayed in the main panel. CARS reports are documents in SAP BusinessObjects terms, and multi

= My Documents contains My Favorites where non-public BO Reports may be stored, your Inbox for messages, and Personal Categories.

APPENDIX 7 Reports 167



= Folders contains the Public Folders in the side panel and a list of documents in the main panel. When you open Public Folders and click
the CARS subfolder, a list of CARS documents (reports) is shown in the main panel.

= Search contains a search field. When you search for a term, the results are shown in the main panel, and tools for limiting the results are
shown in the side panel.

Header Panel

The header panel is present on all tabs. There are five menu items on it.

e Applications contains a link to the Web Intelligence application. Most users do not have access to the application or the underlying data sources.

o Preferences allows you to set options, including the default page that opens when you click BO Reports in CARS, location and time zone, Crystal
Reports preferences, and more.

e Help menu allows you to open the SAP documentation and to view information about SAP BusinessObjects.

e Log Off closes BO Reports.

e Search allows you to locate documents and reports. All search results are listed, but you may not have access to an item. Search results are
automatically displayed in the Search drawer.

Display and Report Controls

Display and report controls are present on Web Intelligence report tabs. They are not present on reports that are based SAP® Crystal Reports®.
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Web Intelligence menu contains controls for display options for the side panel, report tables and status bar.

New is used to create new reports. Access to data sources is required.

Open is used to open existing reports.

Save Menu is used to save an open report. You can permanently save reports you have run - including specific data sets - as one of your
favorites within the reports folder and (optionally) a different file name using the Save As command. The Save command is disabled for public
reports.

Print menu allows you to save reports or to export reports you have run as PDF files. Click the Print menu arrow = and then click Print to open
the Print dialog box (shown below). Set the options needed, and then click Print. SAP BusinessObjects opens the Internet Explorer download
toolbar.
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Click the Print icon “* to open the Internet Explorer download toolbar directly. You can save or open the entire current report as-is.

Do you want to open or save Budget Detail Reports.pdf (2.04 MB) from dotbobja? Open | Save |'| Cancel |

Use the print functions in Adobe Acrobat or Reader to print hard copies of the report.

Find turns the Search Bar on and off. The Search Bar, when activated, is located at the bottom left of the report panel.

Search Bar g T Find Mext Find Pr

History opens a list of dates for saved copies of the report.

Export menu allows you to export documents or current reports as PDF, Excel, comma separated values (CSV) or text. SAP BusinessObjects
opens the Internet Explorer download toolbar to save the document or report. Exporting a document saves the entire report, including data
across multiple tabs. Exporting a current report saves only the current report, including data from only the currently active tab. See Bl Launch
Pad Help for more information.

Send to is disabled.

Undo reverses the last action, such as refreshing the data or drilling data.

Redo repeats the last action, such as showing or hiding a report section in outline mode.

Refresh menu allows you to reload the currently displayed report or all reports with the most current data from the data source (CARS
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application).

Track menu turns on and off the ability to see changes in the data over time. Click Track to set options, and click OK. Refresh the data to see the

new report with changes highlighted. Use the Options tab to view the predefined change notation. See Bl Launch Pad Help for more
information.

Data Tracking i r
| Data - Options
Tracking:
O off
@ Compare with last dsta refresh . AbCd123
O Compare with data refrech from:  [May 10, 3016 11:06:28 AM GMT-05:0
Deletio Abcdiaz
Reports with data tracking shawn:
Details
[ (select All)
) Budgst Detail Report by Region Changes Abcd123
[ Budgst Datsil Report by Selaction Type
O Budgst Detsil Report by Program Measures and details (numerical values only)

[ Refresh data now

Sample data showing tracked changes:

AECOM Technical Services, Ine. 06563250 10 1400006082 90990 3 Approved BTS Peter Kerap
AECOM Technical Services, Ine. 10000027 12 1400006082 91336 3 Approved SE Toe Gallamore
AECOM Technical Services, Ine.  1003-10-01 - 91287 _ Approved W Steve Marshall
i ABECOMN Taphnisg] Sams, D:Tn - 10031004 1400014043 Q1287 3 A’PP;QL@d ki Stave MMarghall
-AECOM Technical Services, Ins.  1003-10-02 1400006402 90267 3 Approved sW Steve Marshall

Drill menu first causes SAP BusinessObjects to make a copy of the current report and open the Filter Bar. See Bl Launch Pad Help for more
information.

Filter Bar allows you to limit the results that are displayed in the report using simple filters. See Bl Launch Pad Help for more information.
Freeze allows you to select header rows or columns that do not scroll when you move within the report. See Bl Launch Pad Help for more
information.

Outline opens and closes a bar along the left side of the report window that allows you to show and hide sections of the current report as
defined by the report headers. See Bl Launch Pad Help for more information.
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Report Views and Help Menu

Report views determine the mode in which reports are viewed, and the help menu provides links to online documentation and tutorials.

There are two views for SAP BusinessObjects reports. CARS reports should be viewed in Reading mode. Design mode is for constructing new reports,
and most users do not have access to the application or the necessary data sources.

The Help menu is comprised of Help Contents (F1), Tutorials, and About. The Help Contents (F1) and Tutorials items are links to online documentation
and training resources. The About item opens a message that gives version and copyright information.

Side Panel Tabs

Side panel tabs change the information and tools displayed in the side panel.
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e Document Summary shows report properties, including general, statistics, document and data options, and report parameters with the current
values.

¢ Navigation Map shows all of the reports (tabs) in a document

e Input Controls shows all of the parameter variants for the report and provides tools to edit the variants.

e User Prompt Input shows the default values for the report parameter variants and provides tools to edit the variants for the currently open
report. New parameters you enter do not change the report defaults permanently.

Status Bar and Go Arrows

The Status Bar appears on the lower right of the report window when you activate it using the control under Web Intelligence. The Go arrows always
appear in the lower right corner of the report window.
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Track changes describes the

Go to Page controls allow you to navigate within the pages of a report (limited to the current tab).

Display modes show the report data in Quick Display mode (continuous) or in Page mode (in print layout for 8.5 x 11-iinch pages)
Zoom enlarges or reduces the display of the current report

Refresh reloads data from the data source (CARS application) to show the most current data
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Report Tabs

Some reports have more than one tab because the results are displayed based on different criteria. For example, the Budget Detail Reports are sorted
based on region, selection type and program; therefore, there are three tabs to display the different versions. Select a tab to view that version of the
report.
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WisDOT: Run Reports

CARS reports are developed in the SAP BusinessObjects application as objects called Web Intelligence documents. The interface used to interact with
CARS reports is known as the Bl launch pad.

1. Click BO Reports on the CARS main menu. CARS opens the Bl Launch Pad page on a new Internet Explorer tab.
2. Click Documents in the header panel. Bl launch pad opens the Documents tab.
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3. Click the Folders drawer to expand and display its contents.

4. Expand Public Folders and click the CARS folder to see the list of CARS reports in the main panel.

Locate the report you need. Reports are listed alphabetically.

6. Double-click the report title to open the report. The report and any prompt dialog boxes open on a new SAP BusinessObjects tab. Some reports
run automatically while others require that you enter prompt variants. If variants are required, you must enter them as described on

o
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the Prompts dialog boxes.

7. Some reports run automatically. However, many reports open a Prompts dialog box before the report runs. To enter or edit a prompt variant,
first select the variant in the list in the left panel of the Prompts dialog box. Then you can use any of the following methods to set the parameter:

a. Change the value in the prompt field directly.

i January 2016 B
// - rv//.

- S M T W T F S
Month "

L 1 2

-

-
Year = 3 Es 78 9
L1112 13 14 15 16
Selected Day
17 18 19 20 21 22 23
Go to TOdaV\\zq 35 26 37 28 29 30

1N

"
For date variants, CARS provides a calendar button "= on the right-hand side of the field. The calendar button opens a calendar control that
helps you enter dates quickly. Use the scroll buttons on the left to change the month and the scroll buttons on the right to change the year.
Then select the day in the calendar. Click Today to automatically enter today’s date in the prompt field. The default time is 12:00:00 AM.

Then click Add from List of Values | ™ | to copy the parameter into the prompt field. Click Remove selected value(s) | = to clear the prompt
field.
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e.

“« ”

Click Refresh % to generate a list of available values for the variant in CARS. Continue through step “c” to enter a value for the variant in
the Variant field.

Select a value in the List of Values field.

If the list of available values is long, use the Go to next chunk * and Go to previous chunk * arrows to move quickly in the list, or use the

drop down to move to any chunk. Use the scroll bar to view different parts of the list.

Click Add from List of Values ' | to copy the parameter into the prompt field. Click Remove selected value(s) | = to clear the prompt field.
Enter a value in the search field and click Search &% to find similar values in CARS. The search function will show all matching values in

the List of Values field. For example, a search for “45” returns all values containing this sequence, including 45, 4500, 45000, 245000, 10145
and 64549. You can use the search arrow = to specify whether text searches are case-sensitive or not.

The Available prompt variants tools are not enabled for WisDOT. You can add variants, but they do not appear in or affect the reports.

8. When all prompts are entered, click OK to run the report. Some reports will take a short time to process before results are displayed.

When the report is open, you can use the User Prompt Input side panel tab to change the input variants for the report directly in the input boxes.
Press Enter on the keyboard to re-run the report with the new variants. Click Advanced to open the Prompts dialog box as shown in step 7.
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Report Descriptions

Report

Act 89 Listing

Description

Prompt and Results Dialog Box Images

Lists projects that require
ACT 89 public notification.

A cost benefit analysis is
required for contracts and
work orders with
estimated costs of
$300,000 or more.

Prompts - all are required:

e nitial Estimate amount -
may be any number,
including zero

e Date of Solicitation -
format as MM/DD/YYYY;
must match the
solicitation date

e Date of Selection -
format as MM/DD/YYYY;
must match the
solicitation date

Frompts x
Reply fo prompis before running the query.

v Enter Date of Solicitation: 7/1/201512:00:00 AM

v Enter Date of Selection: 12/1/2015 12:00:00 AM

Refresh Values %2 Enter Initial Estimate Amount:
T ent of the list, please click the Refresh 2l [200000
(<
Enter your search pattern here |.-PH .
7} Mere Information
Select or type the values you want o return to reports for each prompt displayed here.
Run Query n| Cancel -|
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Report

Description

Prompt and Results Dialog Box Images

Amendment
Total by
Region

Lists total amendments
and amendment costs by
region.

Prompts - all are required:

e Amdt Apvd Start Date -
start date of the date
range during which the
amendment was
approved

e Amdt Apvd End Date -
end date of the date
range during which the
amendment was
approved

Prompts

Reply to prompts before running the query.

rt Date: 1/1/2015 12:00:00 AM
W 02. Enter Amdt Apwd End Date: 1/21/2015 12:00:00 AM

Refresh Values 5 01. Enter Amdt Apvd Start Date:

of the list. please click the Refresh [ - J ’_1-'1.-2I]15 12:00:00 AM H-:

[ Midlyyyy himm:ss =
<

Fun Query [ Cancal |

Amendment Totals by Region Between 01/01/2013 and 01/31/2013

12-Jan-16
Total Zero Cost Amendment
Projects on Amendments Costs
Amendments

BHM 1 1 $0.00
BPD 1 1 $0.00
BTS 23 20 $9,943.00
NC 9 1 $72,156.78
NE 15 2 554,166.47
NW 1 1 $331,655.18
CBOEC 3 2 $1.831.70
SE 65 45 §603,018.53
SEF T 4 $202,821.40
SW 25 7 §221,348 36
TOTAL: 158 a4 $1,496,941.42

"Total Projects on A d ts" show the ber of projects affected by amendments.
Since amendments often make changes in more than one project, this figure is greater than
the actual number of amendments approved during this period of time.

"Zero Cost" Amendments do not add costs to the contract. These amendments are
most often used for time extensions or changing contract language. This figure also
includes all projects affected by amendments, not the count of actual amendments. The
Zero Cost amendment figure is included in the Total Projects on Amendments.

I = EV An}endn?enl T?hls !ay ReFinn
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Report Description

Prompt and Results Dialog Box Images

Budget Detail
Reports

Details projects that are in
solicitation, selection,
submitted or authorized
status, along with their
total costs. The three tabs
for this report show the
data by region, selection
type and program. The
budget detail by selection
type report is subdivided
by Construction and
Design/Other contracts,
and then by status.

Prompts - start date is
required; end date is
optional:

e Start Date- start date of
the date range

e End Date - end date of
the date range

—

SAP BUSINESSOBJECTS INFOVIEW SAP Businessobjotts
#; Home Document List | Open ~ Send To » Dashboards - Help | Preferences  About  Log O
| Web Intelligence - Budget Detail Reports [+]55
¥ Document v View » | T | 34 - El M+ M & RefreshData i EE ()
. . ¢
Budget Detail Report by Region Between 07/01/2013 and 07/01/2014
Friday, February 26, 2016
State Waork Last Date
Contract Project  Order Phse Vendor Name Prime Contract Function HWY County Project Limit of Cost
Number No. Name .
] Id N Activity
Projects Selected, Not Submitted
1400002222 0656-04-32 Cedar Corporstion Local Program Management  Various  Various Local Program Management Cons 82113 5350,000.00
1400002222 0657-04-32 Cedar Corporation Local Program Management  “arious Warious Local Program Managment Const 82113 5450,000.00
1400009452 9535-05-00 Gremmer & Associates, Inc. Design Services STHO7 Marathon Stratford - Goodrich, Black Creek 10015114 5130,000.00 d
1400010221 4502-04-00 Kapur & Asscciates, Inc Construction Services 35 Florence Limits 4126110 50.00
>

= <| Budget Detail Report by Selection Type =

Refresh Date: June 4, 2015 0:28:30 AM GMT-05:0 v

>
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Report

Description

Prompt and Results Dialog Box Images

Budget
Summary
Reports

Summarizes projects that
are in selection,
submitted, approved, or
authorized status, along
with their costs. The three
tabs for this report show
the data by region,
selection type and
program. The reports by
selection and program are
subdivided by region or
bureau.

Prompts - start date is
required; end date is
optional:

e Start Date- start date of
the date range

e End Date - end date of
the date range

Prompts %
Reply to prompis before running the query.

1. Enter Start Date: 7172013 12:00:00 AM
nal) T11/2014 12:00:00 AM

v 2. Enter End Date: (o

Refresh Values S

the fist, please click the Refresh

1. Enter Start Date:
2a) [Fr1i2013 12:00:00 Am | D|
I: - a! Midfyyyy h:-mm:ss a

+ Document + View - | o

User Promot Input

(7] Advanced & Run

a4

1. Enter Start Date

[Frir2012 12:00.00 M | D‘
Midiyyyy h:mmss &

2. Enter End Date: (options!

77172014 12:00:00 AM | D‘

Midlyyyy himmiss &

w
< >
SAP BUSINESSOBJECTS INFOVIEW SAPBus..messOﬁ:
#; Home Document List | Open = Send To - Dashboards - Help  Preferences | About | Log
Web Intelligence - Budget Summary Reports +4]

= Refresh Dsta | i | 85

Budget Summary Report by Selection Type Between 07/01/2013 and and 07/01/2014

Thursday, January 14, 2016

Humber Solicited  humber Selected  umber Submitted  humber Approved  Number Authorized  Mumber Total Project

Region ;i']'::: Project Cost ﬁf:::;: Project Costs 2:::;:‘:'1 Project Costs ﬁf::‘;:d Project Costs gr'gl'z;ismd Project Costs ;‘:‘:‘:c ‘s Costs
NC
Construction 2 $0.00 25 52,044,000.00 1 5175,000.00 D s0.00 54 §7,750,527.08 82 $9,869,527.09
< >
5 B B 2 = =) Budget Summary Report by Selection Type = |
Refresh Date: June 4, 2015 2:42:55 PM GMT-C
< >
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Report Description Prompt and Results Dialog Box Images
Contract This report is accessed
Summary from the CARS View

Contract page in

the Contract Reports
section. It is not available
in the Business Objects
Reports list. The main
menu for reports does not
appear on reports outside
the BO Reports list.

Summarizes contract and
amendment costs and
labor hours by prime and
sub. For master contracts,
all work orders are listed.

Prompt - required:

e Contract Number
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Report

Description

Prompt and Results Dialog Box Images

Contract
Summary Cost
Line Report

Details prime, sub and

amendment cost line data.

Prompt - required:

e Contract Number

Prompts. x
Reply to prompts before running the query.
R R R R R R R BRI,
W Enter Contract Mumber: 216111132
Refresh Valves %3 Enter Contract Number:
T of the list, plesse click the Refresh | [, | |21B111123
L]

Enter your search pattern here | 3% -

7} More Information

Select or type the values you want to return to reports for each prompt displayed here >

<
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Report Description

Prompt and Results Dialog Box Images

Contracts at Contracts and projects
Central Office | requiring form DT25,

Input Centrols - Contracts af Ce...

There are ne input

Contracts at Central Office by Region

on this report 14-Jan-16
by Reg 1on 0 rga nize d by reg 1on an d Priority Project ID  Date Received Contract Type Vendor County Contract Amou
stage of approval.
No prompts. BHM
At Governor's Office
Normal 11/24/15 Design Services Warious 3279,234.78
Number of Contracts: 1 $279,234.78
BOS
At Governor's Office
Normial 11/23/15 Structural Enginesring Anc Various $90,059.39
Number of Contracts: 1 $99,959.29
BPD
At Secretary’s Office
< >
=] ¥ =) .m =| Contracts at Central Office by Region
Contracts at Contracts and projects
Central Office | requiring form DT25,
by Type organized by contract
function and stage of
approval.
No prompts.
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Report Description

Prompt and Results Dialog Box Images

Current and Lists current master

Waiting contracts and work order
Master details by region. A cost
Contracts summary is shown on the
Work Orders last page of the report.
Details

Prompt - required:

e Region/Bureau

View - Current and Waiting Master Contracts Work Orders Details

n*

P 5| 0 rermcies Ty G « <[ Jis > ¥ G[Em [ I o Dt
Main Report |
& NE
Current Master Contracts w/Work Orders Detailed
Thursday, February 18, 2016
1055
MO06959312 Vendor Desc: Local Program Management Rev Comp Date: 8/30v2018
Region Work Order No.  State Proj ID Work Order Description Contract Amount Date Approved
NE 1 4516-05-71 Manitowoc Road 514.272.17 04142011
ME 2 4202-03-71 Village of Random lake 52.169.12 04/1412011
ME 3 4587-02-37 Ashwaubenon Creek §16,126.08 04/1412011
NE 4 5007-02-71 T Little Bridge F12.4T4.67 040132011
MNE 5 42580473 Grandma's Creek Crossing 512.47467 04/182011
NE [} 4886-01-70 Grandma's Creek. East and West Crossing 1247467 047182011
1
NE 227 B465-02-00 City of Meenah. CTH G - Neenah Slough Bridge & 55863833 1200212015
Approaches
Master Confract $5,000,000.00 Work Order Total: $2,087,969.43 Balance: $2,912,030.57
Group Work Order Limit $5,000,000.00 Group Work Order Total: $2,087,969.43 Group Balance: $2,912,030.57
Master Contract Group ID 1621
M0B370130 Vendor Desc: Construction Services Rev Comp Date:  3/31/2018
Region Work Order No.  State Proj ID  Work Order Description Contract Amount Date Approved
NE 1 1420-26-71  Fond du Lac Bypass $109.715.58 047242015
Ducharme Intersection
MNE 2 1008-34-53 “Various locations - Survey support 515.245.16 09242015
Master Contract Maximum  $150,000.00 Work Order Total: §127,963.74 Balance: $22,036.26
This repeort includes work orders from multiple fiscal years. Page 6 of 8
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Report

Description

Prompt and Results Dialog Box Images

Current
Master
Balances/Cont
racts

Lists current master
contracts, firms, WisDOT
contact, approval and
completion date and work

order cost totals by region.

3 tabs show information
by current or previous
master contracts, or
masters waiting to be
approved.

Prompts - all optional:
e Region

e Group Type

e Master Group ID

eVendor Name

Prompts.
Reply to prompts before running the query.

02. Master Group Type - (o
03. Master Coniract Group 1D

04. Master Vendor Mame : (option:

e

D1. Master Region ©

01. Master Region -

| 2]

F

Refresh Values Te [( ‘

7} More Information

Select or type the values you want to retum fo reports for each prompt displayed here

Run Cuery | |

Cancel
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Report Description Prompt and Results Dialog Box Images

DBE Goal Lists total authorized Erompts x
. Reply to prompts before running the query.

TraCklng contract dO”arS, federal 1. Enter Start Date: 10//2013 12:00:00 AM

contract dollars, race-
conscious and race-neutral
dollars by solicitation date.
Each category is
summarized at the end of
the DBE Goal Tracking
report.

The first report tab is the
DBE Goal Tracking report
and the second lists details
by project ID.

Prompts - all optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range - end date
of the date range

e Anticipated Execution
Start Date - start date of
the date range

e Anticipated Execution
End Date- end date of
the date range

nticipat cution Start Date: (o

102002014 12:00:00 AM

Refresh Values %3

7} More Information

1. Enter Start Date:

== b| [10v1/2012 12:00:00 AM

(<]

elect or type the values you want to retumn to reports for each prompt displayed here

Midiyyyy hommess =

o]

SAP BUSINESSOBJECTS INFOVIEW

@
SAP BusinessObjec

al
=

#; Home Document List | Open - Send To ~ Dashboards - Help  Preferences  About  Log
Web Intelligence - DBE Goal Tracking
¥ Document + View - | 15 | 34| @ - [ a * Refresh Data
Find
Contract Dollars Race Conscious Race Neutral
Find:
Type yourtd [ Find e et Total Contract Federal Contract Rsce Conscious Rage Conscious Race Neutral  Race Neutral DBE Percent of
Options Dollars Dollars Solicitation dollars (Percent of Fed) Dollars {Percent of Fed) Federal Dollars
[] Match whole word
DE_| = 4/25(11 511,094 529,06 53 415,853.02 $1.286,250.00 37 65% $900,005.73 26.35% 54.00%
jreciicn
O e 71611 $1,929,996.40 $604,281.87 50.00 0.00% $141,746.71 23.46% 23.46%
® Down 1012614 $500,921.00 5000 5000 0.00% 50.00 000% 000%
52112 $1,083,303.40 $170,400.00 50.00 0.00% 50.00 0.00% 0.00%
827112 $2,430,307.43 $0.00 50.00 0.00% 50.00 0.00% 0.00%
8/8/12 $553,600.00 $82,840.00 5000 0.00% §5,040.00 6.08% 6.08%
822112 $375,000.00 50.00 50.00 0.00% 50.00 0.00% 0.00%
1017112 $602,543.51 $482,034.81 $20,000.00 415% 548,734 64 10.11% 14.26%
<

ER = =

DBE Goal Tracking

Refresh Date: January 18, 2018 12:37:55 PM GMT-{

>
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Report Description Prompt and Results Dialog Box Images
DT25 at Gov Lists DT25 contracts and
by Region projects that are presently
at the Governor’s Office
for approval by region and
bureau.
No prompts.
DT25 at Gov Lists DT25 contracts and
by Type projects that are presently

at the Governor’s Office
for approval by contract
function.

No prompts.
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Report Description

Prompt and Results Dialog Box Images

Evaluation Lists evaluation results by
Details function and project
grouped by vendor name.
The number of evaluations
and the average rating are
reported.

Prompts - Start date is
required, all others
optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range

eVendor

e Region

Prampts

04. Enter Region

01. Enter Date Evaluation Comp

oz. ter Diate Evalustion Complated{End)

Reply to prompts before running the query.

/2012 12:00:00 AM
2012 12:00:00 AM

Refrech Values 3.

04. Enter Date Evaluation Completed|{Start)
[ > | [1r172013 12:00:00 AM |ER
[ - Middyyyy hmm:ss a -
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Report Description Prompt and Results Dialog Box Images

Evaluation Summarizes number of Brompts =
Reply to prompts before running the query.

Summa ry evaluations and ave rage 1. Enter Date Evalustion Completed(Starf): 1/1/2013 12:00-00 AM
. . ¥ 02 Enter Date Evslustion Completed(End): 101172013 12:00:00 AM
rating by firm.

Prompts -all required:

e Date Evaluation - _FfE_ffESI"f_\"al:l,J_es ?3 : |a1. Enter Date Evaluation Completed{Starfj: -
Sl > | [112013 12:00:00 AM =
Completed (Start) - start - il nees —

date of the date range

e Date Evaluation
Completed (End) - end
date of the date range

Fun Query '[ Cancel
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Report Description Prompt and Results Dialog Box Images

Expiring Lists project details
Contracts arranged by region or
bureau where the
scheduled completion
date is less than 9 months
away.

No prompts.
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Report

Description

Prompt and Results Dialog Box Images

FHWA
Uniform
Report of
DBEs Awards

Summarizes federal dollars
awarded to prime and
subcontracting DBE firms
based on ethnic groups.
Standard Federal Highway
Administration report.

Prompts: - start and end
dates are required,;
contract number is
optional.

e Start Date - start date of
the date range

e End Date - end date of
the date range

e Contract Number

Prompts. =
Reply fo prompis before running the query.

v 1. Enter Start Date: 71112014 12-00-:00 AM

v 2. Enter End e B/30/2015 12:00:00 AM

Enter value(s) for Contract Number: (cptionsl) This filter will be ignored becsuse no value has been selected

Refresh Values %3 1. Enter Start Date:
of the list, please click the Refresh| [, | [Fr172014 12:00:00 AM |g
I: - -| Midfyyyy h:-mmcss a

RunQuery | | Cancel |

FHWA Uniform Report of DBE Awards Between 07/01/2014 and 12/30/2014
Tuesday, January 1%, 2018
Total to DBEs/ Total to DBEs/  Total to DBEs/ Total to DBES!  percentage of
TOt;Lﬁi?:ml Nzﬁ':.;:ar Total to DBEs To{t::‘l:gb[;ﬁEs Race Conscious  Race Conscious  Race Neutral Race Neutral  total dollars to
(Dollars) (number) (dollars) (number) DBEs
Primes: $14,865,755 391 1,545,602 47 - 0 $1,545,602 a7 10.40%
Subs: $14,362,419 238 $4,332,940 43 $2,067 490 20 $2,265,450 23 30.17%
Total: $29,228,174 629 $5,878,542 90 $2,067,490 20 $3,811,052 70 20.11%
Race Conscious Pct: 7.07% Race Neutral Pct: 13.04%
Asian Pacific Agian Pacific Asian Pacific Black Hispanic Mative
American Female Male American Black Female Black Male American Higpanic Male American
Number 3 4 11 5
Dollars 574.232.36 52,030,050.21 §964,2687.63 §122,865.45
Native American Non-Minority Non-Minerity Sub-Continent Sub-Continent Sub-Continent
Male Female Women Asian i Asian Female Asian Male Others Totals for this Period
Number 1 X} 2 104
Dollars $8,998.53 $2,865,316.03 $118,421.94 55,8768,541.84
< >
=| FHWA Uniform of DBE Awards = |
Refresh Date: January 12, 2016 2:45:24 PM GMT-06;
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Report

Description

Prompt and Results Dialog Box Images

Firm Email Lists the contact email Prompts

Reply to prompts before running the queny.
Distribution addresses for vendor [T ————
List firms. The email list for

rostered and non-rostered
firms is permanently
stored in the Public
Folders\CARS\Documentat
ion folder.

Prompt - optional

e Roster Firm Flag - Enter
“N” as a second value or
remove the “Y” (no
parameters entered) to
generate a list of email
addresses for non-
rostered and rostered
firms. Specifying “Y”
generates a list of email
contacts for rostered
firms only. “Y” is the
default.

Enter value(s) for Roster Firm Flag:

7) More Information

| [
Refresh Values %3 [ p

the Refrash

¥
N

Run Query [ Canoel

Note: Report results are not displayed to protect the privacy of the email address owners.
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Report

Description

Prompt and Results Dialog Box Images

Fixed Fee by

Fixed Fee Pct

(Function)

Lists ranges of fixed fees as
percent of total
contract/work order costs.
Report is segregated into
construction, other, and all
contracts

Prompts - required:

e Start Date - start date of
the date range

e End Date - end date of
the date range

Prompts

Reply to prompts before running the query.

W 1. Enter Start Date: 2/1/201212:00:00 AM

o

?7) More Information

type the values you want to retum to reports for each

« [e1em214 120000 AM_82272002 1200.00 AM ] b B 2 Enter End Date:
VW - Date Approved > | [ ]
TAZ7/2002 120000 AM p i
- Midipyyy W o oo =
002 12:00:00 AM Al <] e sbruary 2018
002 12:00:00 AW S MTWTF 5
002 12:00:00 AM D 2 s s 5 8
002 12:00:00 AWM -
7[8 o 1w 12z
14 15 18 17 18 18 20
M 20023 M 25 A
= 2
v .
: [ Today |
February 3, 2016 Z:48:21 PM GMT-08:00 .
Enter your 5 em here |4 -

Fixed Fee by Fixed Fee Pct. for Contracts/Work Orders Between 02/01/2012 and 01/31/2013

06-Feb-16 All Projects All Regions
Number of Total Prime Pct. Contracts/ Pct. Contract/
Contracts/Work Orders Vendor Costs Work Orders WO Cost
Construction Contracts
Less than 6% 2 $22,607.04 D.77% 0.04%
GioG.4% 4 §386,367.20 1.54% 0.62%
G6.5t0 5.9% 22 $1.913334.84 8.49% 3.07%
TioT.4% 187 $30,127,21845 72.20% 62.85%
T5t079% 12 58.613.443.70 463% 13.84%
81t03.4% 30 §12,095810.31 11.58% 19.43%
Gio 3.4% 1 $40,900.00 0.39% 0.08%
10 to 10.4% 1 $40,536.38 0.38% 0.08%
259 $62,258,217.92 100.00% 100.00%

Simple Average Fixed Fee for Contracts:

7.09% Weighted Average Fixed Fee for Contracts:

7.27%
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Governor’s
Office Report

Lists DOT projects sent to
the Governor’s office on
the specified date.
Multiple pages are
generated to list contracts
by state funding percent
or other groups:

o No State Funding

e State Funding 20% or
Less

e State Funding More than
20%

e L et Contract more than
Estimate

Project on the report
pages are grouped by
contract function, such as
LET Construction, Local
Construction, Construction
Services, Design
Engineering, Specialty
Master Contract, Utility,
etc.

Prompt - required:

e Date sent to Governor.
This value is a single
date, not a range.
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Report Description
If Authorized Lists projects, vendor,
by Written highway, limits and if

Notice Work authorized amounts
awaiting encumbrance.
Projects grouped by region
and bureau.

No prompts.

#; Home Document List | Open ~ SendTo = Das

Prompt and Results Dialog Box Images

SAP BUSINESSOBJECTS INFOVIEW

K
SAP BusinessObjec

Help | Preferences | About  Log

=| If authorized by written notice to proceed

Web Intelligence - If Authorized by Written Notice Work 0
¥ Document » View - | Ty | M | @ > [ n Refresh Data | i | BE
"If authorized by written notice to proceed” work awaiting encumbrance
09-Feb-16
State WO Vendor Highway Limits Task Task Amt Date
Project ID Contract
Signed
BT
1000-99-60 T Traffic Analysis & Design, Inc. Warious Statewide Tramc Data Collection  Traffic Engineering Services 5 412215
NC
1166-02-11 0 Mead & Hunt, Inc IH 39 Stevens Point-Wausau,STH 153 B-38ec 106 Prep % 31511
1166-02-11 0  TRC Environmental, Corp IH 3% Stevens Point-Wausau,STH 153 B-3Sec 106 Prep 5 aM15M11
1170-00-04 0  Bloom Companies, LLC USH 51 Wausau - Merrill, B-37-155, 156, 152Roadway Plans 5 83112
1170-00-04 0  Soils & Engineering Services, Inc. USH 51 ‘Wausau - Merrill, B-37-155, 156, 15£Geotechnical Engineering ] 3312
River Rd - USH 10
G784-00-00 0 Portage County Title CTHA Tomorrow River Bridge B-49-0320 Title Searches 3 11916
NE
4854-07-00 0 Bay Reporting Services Local Road  Oregon/Jackson Street Bridge, City (Court Reporting Services 5 512215
9200-06-00 0 KL Engineering, Inc. STH 29 CTH FF to CTH W Interchanges  Design Services 3 22110
< >

Refresh Date: February O, 2016 8:52:12 AM GMT{

>
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Report Description Prompt and Results Dialog Box Images
Invoicing Lists invoices in CARS that o
i '. Welcome: Applications ¥ Preferences  Hzlp menu ¥ Log off
Status Report | have been submitted and | =
| Hormz | Decuments [Inmungﬂzh:slhpnrl A B
apprOVEd for payment' Web Intelligence = | [ [ 2 s S-REEE ) o &+ | [ETrack = % Drll = ¥ Flter Bar || Freeze ~ BE outfine REading. * Design =
Three tabs list invoices for | | - PR
WisDOT project managers, CARS Invoicing Status Report for Consultant Local Program Managers 23015 P
local program work orders )
for WisDOT, and local ff| Region  NC
or IS ,anadloca Current Submitted Days Since Work Contract DOT Consultant
program ContraCtS, )] Vendor Name Status Date Submitted Project ID Order Number Invoice Invoice Project Manager
. . CORRE, Inc. Submitted 6162016 1 0828-00-00 1400014023 98169 2047 Gregory Wolfe
organized by region and c X : somy e
ount
ordered by number of
days since submission. A Region NE
. Current Submitted Days Since Work Contract DOT Consultant
endor Name Status Date Submitted roject Order Number Invoice Invoice roject Manager
fourth tab lists approved Vendor N Project ID Project M
invoices currently waiting Donohue & Associates, Inc.  Submitted 6152016 2 40960172 1400012023 57048 12027-10 Rich Glen
to be pald Donchue & Associates, Inc.  Subnutted 6152016 2 4304-03-00 214134304 93478 12612-11 Jeff Saxby
Donchue & Azzociatez, Ine.  Submitted 6/152016 2 4304-04-00 214134304 93471 12613-10 Jeff Saxby
No prompts. o _ . e :
Omnni Associates, Inc. Submitted 6162016 1 4994.01-15 1400015272 23184 E2224A16-03 Fich Glen
Omunni Associates, Inc. Submitted 6162016 1 6498-03-T1 1400013270 28231 E2227A1601 Rich Glen
AECOM Technical Services, ] Submitted 6/172016 0 0087-01-00 1400011363 58308 37763470 Rich Glen
Opnmi Aszociates, Inc. Submitted 6/17/2016 0 02870300 1400011791 97768 E2165A13-09 Jeff Saxby
Omunni Associates, Inc. Submitted /1772016 0 4616-02-00 1400011790 97923  E2166D15-07 Jeff Saxby
Onnm Aszociates, Inc. Submitted 6/172016 0 43940300 1400012903 o747 E2189A15-04 Jeff Saxby
Omnni Associates, Inc. Submitted 6/172016 0 4376-06-00 1400012904 Lre49 E2190A15-06 Jeff Saxby
Count 10
Doinm N
< >
3 CARS Invoicing Status Report for Local Program Work Orders [#] CARS Invoicing Status Report for Local Program Managers 3 CARS Invaicing Status Report for Approved status
Y- CARS Invoicing Status Repart for Local Program Managers ~ [ Track changes: Off | M 4 Pagelofl » M | [= [E/| |100% - &£ 1 minute
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Report Description Prompt and Results Dialog Box Images
Master This report is accessed ¥ Document - view ~ | 5 | 38 100% ]+ [ 4t |n Refresh Dats | 7 | 55
Summary from the CARS View
Master Contract or View Current Master Contracts Balances and Contacts, Totals by Contract
Work Order page in 1oFeb-18 _ _
Master Vendor WisDOT Contact: Date Completion  Master Contract Work Order Initial Est Amt Master Contract  Percent
the COntract Reports Contract ID Approved Date Maximum/Group Total: or Group Used
Work Order Limit Balance:
section for master
contracts and work orders BHM
only. It is not available in Services
the Business Obiects MO69750 111THS B30T 5200,000.00 S0.00 565,000.00 5132,000.00 34%
) ) ) MD63750 1ATHS  SB0MT $200,000.00 S45,985.62 515000438 25%
Reports list. The main MOES750 AT GE0MT $200,000.00 $0.00 $50,000.00 $15000000  25%
menu fO rre ports does not Master Contract Group Totals (only work orders sum due to Percent Limit rule): $360,000.00 $49,995.62 $118,000.00 $192,004.38 28%
appear on reports outside Region Totals: $360,000.00 $49,995.62 $118,000.00 $192,004.38
the BO Reports list.
The report lists the master Total Work Order Authority: $360,000.00 Work Order Total: $49,995.62 Total Balance: $310,004.38
< >
contract group 2| Current | =] | & |
information, including Refresh Dste: Februsry 10, 2016 3:34:21 PM GMT-

contract maximums for
each vendor plus totals,
and the percent of funds
spent and available.

No prompts.
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Open Projects

Lists projects that are
open for charges in EAPS.
Two tabs list open
contracts where a vendor
is either prime or sub, and
where the vendor is prime
only.

Prompts -all optional:
e Region

eVendor Name

- Document -

view - | 15 | 44 | @

Prompts

Reply to prompts before running the query

1. Enter Region

Refresh Values %5

Run Query ]

= -

[ nerm

i RefreshData i EE ()

"Open” Workload as Primes and Subcontractors Detailed
- . ’
10-Feb-16 "Open” projects are those still open for charging in EAPS. Consufianis
' work may be completed on the project before the final invoice is sent to
State  Function Region Highway  Limits Date of Date Date Date Revised  Initial Estimate  Total Conract
Project ID Selection Submitted Approved Authorized Comp. Amount Costs wiAmend
Date
#
Prime
1000-08-80  Traffic Enginesring S NW STHS3 NW Region, Yarious Signalized | 10/7/2015 12142015 12152015 12132015 01/01/2018 $38,202.29
Region Wids - Various Locations
1000-08-32  Traffic Enginsering S NW VErous Flashing Yellow Arrow Conversic 09232015 12142015 1211002015 12102015 01/01/2018 §18,258.54
1023-03-02  Traffic Enginsering S NW IH34 Black River Falls - Tomah 02112016 $158,130.00 $0.00
Minong-Superior
CTH Y / CTH L/ Middle River Re
1188-03-05 Traffic Enginesring S NW USH 53 Intersection Control Eval Study 0172672018 545,000.00 $0.00
Turtle Lake-Cameron
1570-05-01 Design Senvices MW UsH3 Sth Street to 8th Street 04/07/2015 DS/25/2015 DSMS8/2015  05M&72015 03012018 36312584
3700-50-12  Traffic Engineering SINW USH 53 ITS Installation 121142015 121152015 121152015 D1/D1/2018 $87.520.96
il E&u Claire, STH 83
¥ Golf Road Interssction
3700-50-16  Traffic Enginsering S NW STHS3 ITS Instaliation 10/06/2015 1211402015 12102015 121102015 D1/01/2018 $15,000.51
I 7130-01-02 Design Senvices NW STHE3 City of Arcadia, Detloff Dr - STH' 08/19/2013  0217/2014 02192014 0211972014 030172016 $151,350.37
7130-01-03 Design Senvices NW STH 3 City of Arcadia, STH 85 Intersect 08/2002014 12022014 12192014 127119/2014 050172019 B174.358572
Total Number of Projects as Prime: 15 §1,314,259.55
Open projects as Prime where project is past estimated completion date : 3 $102,046.49 7.8%
Subcontract d
1020-00-06  Hazardous Materials NW IH g4 Hudson - Menomonie, West Cou 121182011 05M1/2012 D5/24/2012 057242012 093002016 $45,135.52
< - >
=| Prime & Sub
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Open Projects
for
Consultants

Lists contracts and work
orders where contract
completion date, including
amendments is in the
future. Project list includes

only those where
submitted dates are
entered. Includes project
information and important
dates. Reports total
contract cost with
amendments included.
Grouped by vendor name,
and subdivided by prime
and subcontract roles.

Two tabs list open
contracts where a vendor
is either prime or sub, and
where the vendor is prime
only.

Prompts -all optional:
e Region

eVendor Name

Prompts
Reply to prompts before running the query.

1. Enter Region: {optic

s filter will be ignored

2. Enter Vendor Name:

4 |10 Canstruction, Inc....Metropalitan [w| b B

2_Enter Vendor Name:

VW - Vendor Name
Mayfield Title Corp.
Mayo Corporation L
McCabe Construction Co.
McCann's Sewer and Drain Service
McClain & Ca., Inc.
MeClure Engineering Assacistes, Inc.
McCluskey Engineering Corp.
MeCormick, George Ray v
MeCutchin Crane Service
< >
February 11. 2016 21 PM GMT-06:00

FIF]

|E"'&' yoi

7) Curmently-selected values in listbox

Run Query | Cancel |

SAP BUSINESSOBJECTS INFOVIEW SAPBusmenw;b'
&; Home ' Document List | Open - Send Te - Dashboards - Help  Preferences | About | Log Or
Web Intelligence - Open Projects for Consultants -
+ Dooument - View - | 5 | M| @ [toos ]+ |4 4 a2 = Refresh Data | 77 | €5 | 1)

State Function Region Highway  Limits Date of Date Date Date Revised Total Contract /
Project 1D i App Authorized Comp. Costs wiAmend
Date and If Authorized
Lost
Subcontract
1000-26-T1  Planning And/Or Studies N Mon-Hwy 5t Croix County Bike & Pedestrian Plan  04/28/2015 05/22/2015 060972015  06/05/2015 093012016 52422763
Total Number of Projects as Subcontract: 1 $24,227.63
Open projects as Subcontract where project is past estimated completion date : 0 $0.00  0.0%
Total Number of Projects for 1 $24,227.63
All open projects where contract is past estimated completion date: 0 $0.00 0.0%
Subcontract
T730-00-30 Title Searches N STH 88 Czechville - Mondowi, CTHE-STH37 07252012 08/282012 082972012 08292012 07012015 $24,000.00
Total Number of Projects as Subcontract: 1 $24,000.00

Open projects as Subcontract where project is past estimated completion date :

$24,000.00 100.0%

~

Total Number of Projects for i1 $24,000.00

All open projects where contract is past estimated completion date: 1 $24,000.00 100.0% N

< >

=| Prime & Sub =
Refresh Date: February 11, 2018 1:47:34 PM GMT-08:
Discussions

< >
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Report Description Prompt and Results Dialog Box Images

Open Projects | Lists contracts and work Prompts : =
Reply to prompts before running the query.

with Initial orders where contract

Estimate completion date is in the

Amount future, including

amendments and
contracts not yet
executed. Shows project
information and important
dates. Initial estimate
amount is shown as a
total. Grouped by vendor
name, and subdivided by
prime and subcontract
roles.

Two tabs list open

Refresh Values 5
VW - Region
BBS
BHM ~
BHO
BOA
BOS
BFD
BPED
EBRH
BEHP

1:23:58 PM GMT-06:00

them here

1. Enter Region:

Run Query |

Cancel |

+ Document » View v | 15| 3| @ - | W 1|I|-‘11+ (] = RefreshData | i EE
contracts where a vendor _ =
S}ate Function Region Highway  Limits Date of Date Date Da‘tg Revised Initial Estimate Total Contract
is e|ther prlme or Sub, and Project 1D pp C[t;an;:. Amount Costs wiAmend
where the vendor is prime
on Iy Prime
1223-25-70  In-Plant Inspection 5:8TS 1-43 B-40-265 01/15/2015  02/03/2015 02032015 02/0372015 09302016 51.571.53
H . USH 10 - USH 10/5TH 441
Prompts 'a“ Optlonal- 1517-07-76  Eridge Inspection ~ BTS USH10  CTH CB - Oneida Strest 08/15/2014 09/04/2014 DLOS/2014 0052014 O3M15/2016 $137,245.25
1674-00-80  In-Flant Inspection 5¢8TS UsH 12 Lake Delton - Ssuk City Rd, Terr 08/13/2015  08/18/2015 DSM2/2015  08M18/2015 09/30/2016 $12,756.27
° Reg|0 n Lake Delton - Sauk City Rosd
1674-00-82  In-Plant Inspection 5¢BTS USH12  Termytown Rd to Ski Hi Rd 09/08/2015 0972272015 DW23/2015 092372015 0930/2016 $78,258.92
T Fayeite, Gant Road
eVendor Name 5643-00-74 In-Plant Inspection S:BTS  Local Rd  Yellowstone River Bridgs 01042016  D1/07/2016 DUO7/20016  DUO7/2016 09/302016 $2,030.40
5721-00-74  In-Flant Inspection 5:8TS TownRd T of.Jamestown, Eagle Pt Rd, B} 08/13/2015 08M18/2015 D&M8/2015 08M18/2015 093002016 $4,747.47
C Eau Claire, Water St
7995-02-40  In-Plant Inspection 5:BTS Local Rd  Chippewa Fiver Brdg B-18-219 111002015 11172015 11472015 1117/2015 09/30/2016 $18,995.52
Total Number of Projects as Prime: 31 51,477,419.88
Open projects as Prime where contract has not expired: 31 §1,319,960.18  89.3%
Subcontract
1003-10-72  Nuclear Density TestiSW IH 33 llinois State Line - Madison, STH 10/28/2014  D6/28/2015  D7A7/2015  D&M&2015 06302017 $2,151.63
Total Number of Projects as Subcontract: 1 $2,151.63
Open projects as Subcontract where contract has not expired: 1 $2,151.63 100.0%
Total Number of Projects for 32 $1,479,571.51
All open projects where contract has not expired: 26 $1,322,111.81 89.4%
< - >
=| Prime & Sub =
APPENDIX 7 Reports 203




Report Description Prompt and Results Dialog Box Images
Pendlng WOfk LIStS contracts and WOfk SAP BUSINESSOBJECTS INFOVIEW s.spausm.-,noug

orders where selection
date is entered in CARS,
but the approval date is
not. Report includes
pertinent solicitation and
project information.
Includes field for initial
estimate amount.
Grouped by region.

No prompts.

#; Home Document List | Open ~ Send To = Dashboards -

Help  Preferences | About | Log

| Web Intelligence - Pending Worl 3
¥ Document - View » | 24| ¥y | @ [loo% ]« |l <2 |7 m “ Refrash Data | 7 | 65
SolID State WO # Limits Vendor County Contract Primary Date of Date of Date Anticipated Estimated
Project ID Function Contract  Solicitati Selecti itted i Contract Cost
Type Date
NC
§943-00-02 3 Pittesville - Marshfield, WIS 73 to | Wood Design Servic'Work Order 02122015 63016 §127,000.00
9305-00-00 9 Merril - Tomahawk; WIS 64 to Wi Lincoln Design Servic'Work Order 021122018 6/30M16 $61,000.00
$9,346,453.44
NE
NED3 1133-03-10 DePere - Suamico - Brown Program ManRegular 4/26/10 04/06/2009 01/2272018 $207,285.36
NED3 1133-03-10 DePere - Suamico Brown Program Man Regular 426110 04/06/2009 01/22/2016 §205,518.80
NEDZ 1133-09-T1 DePere-Suamico, Glory Rd-Morris Brown Construction - Regular 42511 0672172011 22514 $7,400,000.00
NED2 1133-09-T4 DePere-Suamico, Glory Rd-Morris Brown Construction - Regular 425/11 06/2172011 2/25M14 $400,000.00
< >
=| Pending Work
Refresh Date: February 17. 2016 2:28:55 PM GMT-1
< >
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Report Description Prompt and Results Dialog Box Images
Projects Lists projects where an Erompts =
Reply to prompts before running the query.
Needing evaluation is required but
Evaluations has not yet been
R . Refresh Values %3, Enter Region:
(Region) completed. Projects closed - ‘
less than three months do
not appear on this report. TR
Grouped by region and
project manager. "
Prompt - optional: Cancel
e Region >
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObject:
& Home Document List | Open » Send To »  Dashhoards - Help | Preferences | About  Log !
Web Intelligence - Projects Needing Evaluations (Region) %5
+ Document - View - | Ty | 8y | @ [oo% . [ n * Refresh Data | 0 | BE
State  Vendor Contract Master WO Contract Function Highway County  Limits/Termini Date Date
Project ID Number Contract ID No. Approved Closed in
FOS
NE
B
1220-15-71 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown Tower Dr Bridge, B-05-0153 11812 21516
Number of Projects: 1
D
1440-13-71 JT Engineering, Inc. 1400008505 Construction Services STH 23 Sheboygan Fond du Lac - Plymouth, WCL - & 3M&M5 211516
1440-13-74 JT Engineering, Inc. 1400002208 Construction Services STH 23 Sheboygan Fond du Lac - Plymouth, WCL-C™ 311615 21516
Number of Projects: 2
G
1133-03-71 DAAR Engineering, Inc. 1400000760 Consfruction Services USH 41 Brown DePere-Suamico, Morris Ave-Men 171812 21516
1133-03-73 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown DePere-Suamico, Morris Ave-Men  1/1812 21516
1133-04-30 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown DePere-Suamico, Morris Ave-Menr 171812 21516
§202-07-71 DAAR Engineering, Inc. 1400000760 Construction Services STH 29 Brown DePere-Suamico, CTHJ-CTHEB 11812 21516
0202-02-28 DAAR Engineering, Inc. 1400000760 Construction Services USH 41 Brown Shawano Ave Landscaping 11812 21515
Number of Projects: 5
< >
=|' Projects Needing Evaluation
Refresh Date: Februsry 18, 2018 2:15:42 AM GMT-0¢
< >
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Report Description Prompt and Results Dialog Box Images
Selection Web | Lists consultant selections =
SAP BUSINESSOBJECTS INFOVIEW HPBusme“w:
Re port for SOIICIted prOJECtS by #; Home Document List | Open = Send To - Dashboards - Help | Preferences  About Lot
solicitation date. Pertinent | [ WebInteligence = Selection Web Report : 2
+ Document + View - [ 15| 3| @ . [o0% |- M 4[Z_]»  RefreshData | 17 | 65
data such as solicitation e HTHG B1 T
H Universe: CARS WisDOT Engineering Services Contracts for Solicited Projects as of 2/17/16
ID, project ID, contract
fu nct|on' h|ghway’ cou nty Solicit S_tate Contract Function Highway County Contract Selected Firm 2nd ranked firm 3rd ranked firm
ID Project ID Approve
and ranked firms are Date of Solicitation: 03/11/2015
included. There are two OBOECD" MOGE74015 PROJECT ~ GANGELED
SEDZ 1000-28-05  Traffic Engineering Services Warious arious SRF Consulting Group, Inc Singh & Associates, Inc
H . SWo1 3670-01-01  Design Services STH 89 Columbia EMCS, Inc Kapur & Associates, Inc. Ayres Associates Inc
ta bs fO r thls re port' one SWo2 1161-00-07 Design Services IH 30 Columbia 11916  Bloom Companies, LLC Cmnni Associates, Inc. Michae! Baker International, Inc.
. Y . SWO3 5290-00-02 Design Services IH 38 Dane 12122115 Ayres Associates Inc Strand Associates, Inc. R.A. §mith National, Inc.
for rolling solicitations and
. Date of Solicitation: 01/14/2015
one fO r construction BHMO1  1020-01-09 Design Services IH 94 St. Groix KL Engineering, Inc CBS Squared, Inc Jewell Associates Engineers, Inc.
B . BOSO1 1009-03-39  Structural Engineering And Plan ReviewNon-Hwy Various IMSA Professional Services, Inc Ayres Associates Inc Colling Engineers, Inc.
engineering. BTO01 00724061 Trafic Analysis Services Various Various TranSmart Technologies, Inc. GraerUSA Inc. Buesing And Assaciates, Inc.
BTO02  1009-03-62 Traffic Engineering Services Warious Various TranSmart Technologies, Inc CORRE. Inc.
NO rom tS BTS06 Materials Testing Services Warious Various 12/22/15  Behnke Materials Engineering, LLC
p p . BTS06 Materials Testing Services Warious Various Behnke Materials Engineering, LLC
BTSO7 0857-45-04 Materials Testing Services Warious Various Coleman Engineering Company
BTS08 0657-45-04  Materials Testing Services Warious Various Cmnni Associates, Inc.
NED1 49%4-07-00 Design Services Local Road Winnsbage HOR Engineering, Inc AECOM Technical Services, Inc. Hardesty & Hanover, LLC
SWO3 5155-04-04 Desian Services USH 14 Dane Baxter & Woodman. Inc. KL Encineerina. Inc. DAAR Engineerina. Inc.
< >
| =] Selection Web Report =)
Refresh Date: February 17, 2018 3:18:18 PM GMT-
< >
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Report Description Prompt and Results Dialog Box Images

Vendor Lists prime and Erompts x
Reply to prompts before running the query.
Prlme_SUb subcontract details by v Enter Start Date: 11412015 12:00:00 AM

1
¥ 2. Enter End Date: 7/7/2015 12:00:00 AM
2. Enter Region
s

Entes ndor Name: (opti

Work Detailed | vendor. Includes detailed
information about the
project as well as Refresh Values %3 1. Enter Start Date

important dates in - | B e o 8
contract process and total e

contract costs. Also
includes contracts and

Ve

work orders that are not ' prr—— p——
yet approved. .

Prompts - start and end SAP BUSINESSOBJECTS INFOVIEW AP Bkt
dates are re Uired' re ion &} Home Document List | Open » Send To = Help | Preferences About Log
q »reg Web Intelligence - Vendor Prime_Sub Work Detailed [+
and Vendor name are ¥ Document « View - | 25 | 44 | @ [ Jnewn = RefreshData i | B
optional: - -
Vendor workload as prime and subcontractor detailed between 01/04/2015 and 07/07/2015
e Start Date - start date of 17Fee-16
State Function Region  Highway Limits Date of Date Date Date Total Contract
th e d ate ran ge Project ID Selection  Submitted Approved  Authorized Costs
¢ End Date - end date of ,
Prime
th e date ra nge 5411-02-74 Construction Services  SW USH 12 Stoughton - Madison, Coftage G 10/29/2014  01/06/2015  01/222015  03/05/2015 5726,183.73
5411-02-75  Construction Services  SW USH 51 Stoughton - Madison, Cottage G 10/29/2014  01/06/2015  01/22/2015  03/05/2015 $3,547 59
[ ] Regio n Total Number of Projects as Prime: 2 §729,731.72
d Subcontract
b Ven or N ame 1005-10-01  Geotechnical Engineering SW IH 38 llinois State Line - Madison 06/21/2011  01/23/2015 022372015 02232015 538,345.80
1060-34-8%  Construction Services  SE IH %4 Zoo Interchange, Cormidor Tasks 06/25/2014  01/08/2015  01/292015  01/28/2015 $24,032.19
1120-11-86  Materials Testing ServicesSE USH 41 IH 41 Conversion, State Line - G 03/18/2015  04/16/2015  05/06/2015  05/08/2015 $510.00
1204-06-75  Nuclear Density Testing S8W USH 18 Barneveld - Mount Horeb, CTHE 10/29/2014  03/05/2015  03/16/2015  03/30/2015 $2,283.45
1204-08-61  Nuclear Density Testing ESW USH 18 Mount Horeb - Madison, TownH 10/29/2014  04/08/2015  0506/2015  06/30/2015 $2,664 48
2505-00-70  Nuclear Density Testing ESE Local Road N B0th St W Fairy Chasm Rd -V 10/29/2014  04/13/2015  05/06/2015 05/22/2015 §1,297 68
3632-00-71  Geotechnical Engineering SW Local Road Town of Concord, W River Road 10/29/2014  02/20/2015  03/04/2015  05/29/2015 $250.00
3044-00-71  Materials Testing ServicesSE CTHN CTH N (West State St) CTHNP - 10/29/2014  02/117/2015  03/042015  04/03/2015 $7.975.00
5992-03-75  Geotechnical Engineering SW Local Road  City of Madison, Aberg Ave, Sho 08/23/2014  06M2/2015  07/07/2015  O7/07/2015 $2.000.00
6648-00-73  Nuclear Density Testing ESW Local Road  Town of Lemonweir, 19th Ave S, 10/29/2014  03/022015 031872015  03M8/2015 $1,073.70
Total Number of Projects as Subcontract: 10 $80,432.40
Total Number of Projects for 12 $810,164.12
=| Vendor workload as Prime and Subcontractor Detailed
Refresh Date: February 17. 2016 2:41:20 PM GMT-L
< >
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Report Description Prompt and Results Dialog Box Images
Vendor Lists prime and Erppts x
. . Reply to prompts before running the query.
Prime_Sub subcontract details by B ceseeoe |
. . % 2. Enter End
Work Detail vendor. Includes detailed . Enier Region
. . . 4. Enter Vendor Name:
w-amend information about projects

as well as important dates
and total contract costs
with amendments. Also
includes contracts and
work orders that are not
yet approved.

Prompts - start and end
dates are required; region
and vendor name are
optional:

e Start Date - start date of
the date range

e End Date - end date of
the date range

e Region

eVendor Name

4 |22iea0 1200:00 AM_ 312003 1] ¢ & 1. Enter Start Date:

VW - Authorized Date - [ =]

2/3/1280 12:00:00 AM S — —
a Midlyyyy hmm:ss a

/1820 12:00:00 AM Al e

/1820 12:00:00 AM

February 17,

Enter yo

2} More Information

[N
SAP BusinessObjects

SAP BUSINESSOBJECTS INFOVIEW A

&, Home Document List | Open ~ Send To » Dashboards - Help | Preferences | About  Log O

| web Intelligence - Vendor Prime-Sub Work Detail w-amend ¥ |
+ Document » View v | 25| 34 | @ - El-? ] = RefreshAll + | 07 EE | )

s

Vendor prime and subcontractor workload, with amendments, between 01/01/2015 and 02/01/2015

17-Feb-16

State Function Region  Highway Limits Date of Date Date Date Total Contract

Project ID Selection  Submitted  Approved  Authorized Costs
Prime
0072-40-39  Traffic Engineering Servic BTO Non-Hwy Emergency Traffic Cperations Pr 101152014 12222014 017222015 01/22/2015 $340,851.71
0072-40-42  Traffic Engineering ServicBTO Non-Hwy Traffic Incident Management (TII' 10152014 12/222014 012272015 01222015 $330,237 94
Total Mumber of Projects as Prime: 2 $620,089.65
Subcontract
1060-34-89  Construction Services  SE IH 94 Zoo Interchange, Comider Tasks 08/25/2014  01/08/2015  01/2972015  01/29/2015 £5,730.64
Total Number of Projects as Subcontract: 1 $5,730.64
Total Number of Projects for 03 $685,820.29
Prime
2250-12-22  Appraisal Services SE STH 20 STH 20iMain St 012272015  01/28/2015 012672015 01/26/2015 $7.400.00
Total Mumber of Projects as Prime: 1 $7,400.00
Total Mumber of Projects for H | $7,400.00
* rd
=| Vendor Prime and , with
Refresh Date: Februsry 17, 2016 2:51:01 PM GMT-06:¢ ¥
< >
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Report

Description

Prompt and Results Dialog Box Images

Vendor
Prime_Sub
Work
Function
Summary

Summarizes prime and
subcontracts by vendor.
Summarizes number of
Construction, Design, and
other contract functions as
well as original contract
cost information. Includes
contracts/work orders not
approved.

Prompts - start and end
dates are required; region,
vendor name and contract
function are optional:

e Start date - start date of
the date range

e End date - end date of
the date range

e Region
e \Vendor name

e Contract Function

Prompts »
Reply to prompts before running the query.

] 01, Enter Stert Date: 10/21/2012 12:00:00 AM
W 02 Enter End Date: 6/30/2014 12:00:00 AM

03. Enter Region: (op

04. Enter Vendor Name

05. Enter Contract Function: (op

Refresh Values %2 01. Enter Start Date:
= sk the Refesh| [0, ] (162172013 12:00:00 AM =]
(e Midiyyyy homm:ss &

P ——————— |3 -

Run Query “[ Cancel |
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Report Description Prompt and Results Dialog Box Images

Vendor Summarizes prime and :::Tpm__s — -3
Prime_Sub subcontracts by vendor. 1 Enier Start Date: S/1G/2012 12.00:00 A

Work ShoWs number Of times v 2. Enter End Date: 21-'2014-1-2:00:00 AM

Function-Type

vendor was selected as
Prime/Sub for a particular
contract function, and the
total cost of those
projects. Includes
contracts and work orders
that are not yet not
approved.

Prompts - start and end
dates are required; region,
vendor name and contract
function are optional:

e Start date - start date of
the date range

e End date - end date of
the date range

e Region
eVendor Name

e Contract Function

2. Enter Region

4. Enter Vendor Nam

5. Enter Contract Function: {optional)

4 [e1zz011 120000 AM. 2272015 r & 1. Enter Start Date:
VW - Authorized Date [ >  [ene2012 120000 AM |ER

[ - Midiyyyy h:mm:ss a

202012 12:00:00 AM
92372013 12:00:00 AM
22472013 12:00:00 AM
252013 12:00:00 AM v
262013 12:00:00 AM

February 28, 2016 1:

05 PM GMT-06:00

7) Curmrently-selected values in listbox

Enter you

Fun Guery [ Cancel |
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Report Description Prompt and Results Dialog Box Images

Vendor Summarizes approved :"":*:'SPI — X
Prime_Sub prime and sub workload D1, Enter Star Date: 5120/2009 12:00-00 AM

Work Multi by firm. Includes costs of e i o oot i Sl it

Yrs by Amt approved contracts by oo o s o

fiscal year.

Prompts - start and end
dates are required; region,
vendor name and contract
function are optional:

e Start date - start date of
the date range

e End date - end date of
the date range

e Region
eVendor Name

e Contract Function

Refresh Values %3 01. Enter Start Date:

T = = lisl. plesse cick e Refresh values | [ | (52072008 1220000 AM =
s Midiyyyy himm:ss s
Erier yoursearch paliem here -
?) More Information
¢ type the values you want to retum to reports for each prompt displayed here

Run Query I[ Cancel
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Report

Description

Prompt and Results Dialog Box Images

Vendor Summarizes a firm’s Prompts =
Reply to prompis before running the guery.

Prlme_SUb workload as both prime 1. Enter Start Date: 5/20/2009 12:00:00 AM

Work and sub. Includes

Summary contracts/work orders not

approved.

Prompts - start and end
dates are required; region,
vendor name and contract
function are optional:

e Start date - start date of
the date range

e End date - end date of
the date range

e Region
e\Vendor Name

e Contract Function

01. Enter Start Date:

[ > | [e/202009 12:00:00 AM |FR
[ - | Midryyyy hmm:ss a '

7) More Information

Select or fype the values you want to retum to reports for esch prompt displeyed here ‘

[omes ]
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Report

Description

Prompt and Results Dialog Box Images

Vendor Summarizes prime and sub Doyt

. Reply to prompts before running the query.
Prlme_SUb workload dollar amounts 0. Enter Start Dste: 6H2/2013 12:00-:00 AM
Work by firm and region.
Summary by Includes contracts/work
Region orders not approved.

Prompts

e Start date - start date of
the date range

e End date - end date of
the date range

e Region

eVendor Name

Refresh Values 2

of the list, please click the Refresh|

01. Enter Start Date:

[ >7| [F12:2012 12:00:00 am I
[( | Midiyyyy homm:ss =

[ coes
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Report Description

Prompt and Results Dialog Box Images

Web Report Lists detailed project

Contracts- information that has been
Work Orders authorized within a
Authorized timeframe.

e Start date - start date of
the date range

e End date - end date of
the date range

Prompts - all are required:

Prompts

Reply to prompts before running the query.

01. Enter Start Date: 7H/2013 12:00:00 AM

v 02. Enter End Date: 6/30/2014 12:00:00 AM

Refresh Valuas #3 01. Enter Start Date:

[ > | [71/2013 120000 AM |ER

Midlyyyy homm:ss &

<

|4 -

7} More Information

Run Query [ Cancel
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Report

Description

Prompt and Results Dialog Box Images

Web Report Summarizes projects and Z;:T;mmm e x
Vendor Prime- prime and sub dollar 01 Enter Start Date: 7/4/2012 12:00:00 AM

Sub Work amounts by firm for v 02. Enter End Date: 6/2002014 12:00:00 AM

Summary projects authorized within

a timeframe.

e Start date - start date of
the date range

e End date - end date of
the date range

Prompts - all are required:

Refresh Values %3

01. Enter Start Date:

[ > | [711/2012 12:00-00 AM |6
[ - Midiyyyy h:mmess & T

7) More Informafion

Select or type the values you want to return to

Run Query I[ Cancel |
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Report Description

Prompt and Results Dialog Box Images

Web Roster Detailed list of vendor
Update firms on the WisDOT
Roster of Eligible
Engineering Consultants.
Provides DBE status,
addresses, phone numbers
and a synopsis of skills.

No prompts.

Documentation

Document

Type and Description

Firm Email Distribution List

Web Intelligence Report. Lists email addresses for contacts of consultant firms.

Setting Automatic Folder Navigation

CARS folder when the user clicks BO Reports on the CARS menu.

Microsoft Word. Provides instructions to have SAP Business Objects automatically open the
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APPENDIX 8 Sample Invoices in CARS and PDF of Submitted Invoice

Draft Actual Cost Invoice with No Costs Added (Before Edit)
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Submitted Lump Sum Invoice with Subcontractor Invoices Included
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Paid Lump Sum Invoice
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PDF of Submitted Invoice - Page 1 of 3 (not including attachments)
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PDF of Submitted Invoice - Page 2 of 3 (not including attachments)
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PDF of Submitted Invoice - Page 3 of 3 (not including attachments)
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APPENDIX 9 Invoice Sections

Invoice Sections Overview

All invoices have 5 sections in common:

e Contract Invoice Information
e Sub Consultant Invoices

e Summary

e Consultant Certification

e Upload Documents

There are also sections for each basis of payment in the contract. The type and number of sections depends on how many basis of payment types are in
the contract. For example, if the contract is paid based on a lump sum, the only section on the invoice will be a lump sum section. These cost sections
may include:

e Actual Cost
e Cost Per Unit
e Lump Sum
e Specific Rate
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Contract Invoice Information Section -
continued

The Contract Invoice Information section shows key
contract information and the invoice contact
information entered with the instructions in Create
New Invoice on page 69.

1.

Key contract information appears at the top of
the page. The contract information is not
editable.

The number in the Invoice ID field is the DOT
Invoice ID, which is a unique number CARS
assigns to this invoice. This identifier is one of
three invoice search parameters, along

with State Project ID and Consultant Invoice
Number.

Consultant information entered when creating
the invoice appears at the bottom of this
section.

Click Edit to update the invoice contact
information.

~ Contract Invoice Information

Consultant Name: FEIN/Loc: PO Humber: Invoice ID:
Osage 927654321/0 586

State Project ID: Master Contract ID: Work Order: Status:
0751-32-58 Draft
Project Description: County: Contract Project Manager: Status Date:
county line Clark 072542014

Final Invoice:
No

Time Period Covered by this Invoice:

Consultant Invoice Number:
T3 MTC 5-14

Start Date: End Date:

0s/01/2014 053172014

Consultant Contact:

Hame: Phone: Email:

Felicity Schreiber 508-811-4597 fschreiber@osage. ccm
[ Edit

APPENDIX 9 Invoice Sections
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Sub Consultant Invoices Section

The Sub Consultant Invoices section appears in all
invoices, but its appearances varies based on whether
there are subcontracts associated with the contract.

An empty section appears if there are no subcontracts.

A field and buttons are added when there are
subcontracts.

Summary Section

The Summary section shows the total costs billed on
this invoice, the totals for the available funds for this
contract, paid amount, and remaining available funds.

Consultant Certification Section

1. The Consultant Certification section contains a
statement asserting that the work being billed
is complete and that all billed costs comply with
the contract terms.

2. Click Submit Invoice to send the invoice to the
next step in payment processing.

3. When the invoice is submitted, the submitters
name appears after the certification statement.

Sub Consultant Invoices

Total Sub Invoices Included:

20.00

Sub Consultant Invoices

-Select-

Total Sub Invoices Included:

Create Invoice

I Aocept/Include Invoices

30.00

Summary
Total DBE Cost This Invoice:

Total Due This Invoice:
Total Contract Maximum:

Previously Paid:
Remaining Agreement Balance:

Total Non-DBE Cost This Invoice:

0.00
0.00

62400.00
0.00
62400.00

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in compliance with the contract terms.

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in comgliance with the contract

terms.

E Submitted By: Tom Bane
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Sub Consultant Invoices

The Sub Consultant Invoices section contains tools
used to include invoices sent by sub consultants or to

create invoices on the sub consultant firm’s behalf.

Sub Consultant Invoices

1. Select the sub consultant firm. Create Invoice Zccept/Include Invoices
2. Click Create Invoice to create an invoice for this Total Sub Inveices Included: =0.00

sub consultant.

3. Click Accept/Include Invoices to review and
include the invoiced sub consultant costs with
your firm’s invoice, or reject the sub consultant
invoice.

4. CARS shows the total of sub consultant invoices
you have accepted and included with your
firm’s invoice.

Actual Cost Section

The Actual Cost section shows cost details for direct labor, overhead, indirect costs, and fixed fees. Each cost accounting block begins with a description,
and there is an edit button that applies to this block. If there is more than one actual cost entered in the contract, the accounting block will be repeated
for each cost item, and each block will have its own Edit button. Click Edit to enter or review the cost details. The Due This Line Item and Total Actual
Cost Due amounts are the sum of Actual Cost Due and Fixed Fee Due. See Cost Per Unit on page 228 for an example of multiple accounting blocks.

Fixed fees are paid by percentage of work completed. The percentage complete (progress) should be calculated using one of the following formulas:

Total Direct Labor Invoiced + Total Overhead Invoiced
X 100%

Total Estimated Contract Direct Labor + Total Estimated Contract Overhead

OR

Total Direct Labor Invoiced
X 100%

Total Estimated Contract Direct Labor

The columnar format groups the information to make it easier to see how the costs are being calculated. Actual costs are totaled at the bottom of each
section.

If the invoice is in “Draft” status, click Edit to add to or change the cost information. If the invoice has been submitted, the View Details button replaces
the Edit button.
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Actual Cost Section - continued

Accounting Block Line Item Descriptions

Line Item Description

Incurred This Total of this type of costs as described

Invoice in the details

Previously Amount previously invoices, not

incurred including fixed fees

Incurred to Total costs incurred for this contract

Date

Contract Total amount available per the

Maximum contract terms, including original costs
and amendments

Subject to Amount of the incurred costs that are

Maximum limited by the contract maximum

Previously Paid

Amount previously paid that is limited
by the contract maximum

Actual Cost Due

Total amount of incurred costs payable
under contract terms. Calculated as
lesser of contract max or incurred to
date, minus previously paid

Fixed Fee Block Line Item Descriptions

Actual Cost

DBE: Mo, OH Rate: Home Office, Function: Traffic Engineering Services

Actual Costs

Incurred This Invoice:

Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

&

[] Edit

20.00
825.00

505.00

18535.00

505.00
825.00

| Actual Cost Due:

80.00

Fixed Fee

Earned to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

0.00
0.00

0.00
0.00

Fixed Fee Due:

Due This Line ltem:

20.00

Total Actual Cost Due:

80.00

Line Item

Description

Earned to Date

Total fixed fee for original costs and
amendments

Contract Total amount available per the

Maximum contract terms, including original costs
and amendments

Subject to Amount of the fees that are limited by

Maximum the contract maximum

Previously Paid

Amount previously paid for this
contract

Due this Line Total amount of incurred costs payable
Item under contract terms
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Cost Per Unit Section

Cost per unit accounting blocks are arranged like actual cost blocks.
When the contract has multiple costs per unit, the Cost Per Unit
section has one accounting block per cost. Click Edit to enter or
review the cost details for a cost block.

Specific Rate Section

Specific rate accounting blocks are arranged like actual cost blocks. If
there is more than one specific rate entered in the contract, the
accounting block will be repeated for each cost item, and each block
will have its own Edit button. Click Edit to enter or review the cost
details.

Cost Per Unit

Incurred This Invoice:
Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

Cost Per Unit Due:

DBE: Mo, OH Rate: Field Office, Function: Traffic Counts. .:, Edit

0.00
0.00
0.00
3813.00

0.00

0.00

0.00

Incurred This Invoice:
Previously Incurred:

Incurred to Date:
Contract Maximum:
Subject to Maximum:
Previously Paid:

Cost Per Unit Due:

DBE: No, OH Rate: Home Office, Function: Traffic Analysis Services .:, Edit

0.00
0.00
0.00
3700.00

0.00

0.00

0.00

Total Cost Per Unit Due: 0.00
Specific Rate
DBE: Mo, OH Rate: Field Office, Function: Mapping Services .:, Edit

Incurred This Invoice: 0.00

Previously Incurred: 0.00

Incurred to Date: 0.00

Contract Maximum: 7174.00

Subject to Maximum: 0.00

Previously Paid: 0.00

Specific Rate Due: 0.00

Total Specific Rate Due: 0.00
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Lump Sum Section

Lump Sum
DBE: Mo, OH Rate: Home Office - Defaulted, Function: Construction Technical Expert View Details
Earned to Date: 0.00

Contract Maximum: 40800.00

Subject to Maximum: 0.00

Previouszly Paid: 0.00

Due This Line Item: 0.00

Total Lump Sum Due: 0.00

Lump sum accounting blocks are arranged like fixed fee blocks. Costs are paid by percentage of work completed. The percentage complete (progress)
should be calculated using one of the following formulas:

Total Direct Labor Invoiced + Total Overhead Invoiced

X 100%
Total Estimated Contract Direct Labor + Total Estimated Contract Overhead

OR

Total Direct Labor Invoiced
X 100%

Total Estimated Contract Direct Labor
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WisDOT: Approver/Reviewer Section

WisDOT uses this section when reviewing and approving
invoices. When there is a two-stage review, the person with
the Invoice Reviewer role marks the invoice as reviewed.
Then the approver can complete the final review and
approve the invoice. If the invoice is rejected, the rejection
reason must be included. Notification is sent to the
contractor when an invoice is rejected.

Approver/Reviewer

Lpproved
Rejected

Rejected Reason:
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APPENDIX 10 Sample Evaluation

Sample Evaluation, Page 1
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APPENDIX 11 Expenditure Accounting Instructions

Expenditure Accounting Processes
Expenditure Accounting staff members are responsible for two processes in CARS:
e Checking contract documents and contract records to verify information in PeopleSoft when approving new requisitions in PeopleSoft
e Viewing invoices in CARS for approval in PeopleSoft
This chapter describes both of these processes, but includes the basic process of searching for a contract in CARS, which is essential to the process.

Users who have the Expenditure Accounting role are granted limited access to contracts in CARS. They must access contracts through the Financial link
on the Search menu. They also have limited access to invoices, but can access them through the links on the Dashboard page or from the Invoice
command on the Search menu.

Journal Vouchers

Journal voucher (JV) contracts (as described in the Facilities Development Manual (FDM) in chapter 8, section15-2) are paid like invoices for other
projects in CARS, typically as master contracts and work orders. Form DT1511 is required for JV contracts and must be included in the invoice
documentation.

Note: Page 2 of form DT1511 is now optional. Page 1 is still required.

JV projects use a “dummy” project ID in the Transportation Interactive Procurement System (TIPS) against which costs cannot be invoiced. In CARS, the
invoices are paid on the projects listed on the DT1511 in the Cost Distribution by Project ID area.
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View Uploaded Contract Documents

As of July 2016, contract documents will be uploaded into CARS. Paper copies will continue to be stored in Central Files and sent to consultants and
municipalities, but regions and bureaus will no longer retain hard copies. WisDOT users may view contract documents directly in CARS on the View
Contract. Only users with the CARS Administrator role may upload and manage contract documents.

Contract documents stored as PDF files in CARS are named according to a naming convention. The file name contains the following components, in

order:
1. ProjectID
2. Master contract ID
3. “WO” + work order number
4, CARS contract number
5. Authorization date as YYYYMM

6. Document type identifier

Contract documents are divided into four types of content for future security segregation. Document identifiers indicate the content of the PDF and

include the following:

Document Type Content Identifier

Contract Contract pages, including subcontracts and amendments C

DBE DBE forms D

Fee Comp Fee Compensation details F

WisDOT DT25 forms, signature pages, authorization letters w

Amendment Contract Amendment contract pages, including subcontracts CA + amendment number

Amendment DBE Amendment DBE forms DA + amendment number

Amendment Fee Comp Amendment fee Compensation details FA + amendment number

Amendment WisDOT Amendment DT25 forms, signature pages, authorization letters | WA + amendment number

Regular contract file names do not contain master contract and work order number. Master contract file names do not contain work order numbers

Examples:

Contract document (DBE)

10170033-823051017-20050826-D

Contract Amendment 1

10170033-823051017-20050826-FA1

Master Contract

16460701-M10005555-606025555-20030331-C

Work Order

16460701-M10005555-W02-606025555-20030331-W
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WisDOT: View Contract View Work Order = Back to Search Results Create Invoice Import Invoice View Evaluation New Evaluation [& Edit
Uploaded Documents @ Delete (&) Print Page & Favorite  Go to Bottom
1. Search for and open the WorkOrder Uploaded Documents
contract or work order One item found. 1
as described in Search File Name WorkOrder No # | Amendment No# | Document Description Created Date
Contracts on page 26. [E)20060300-M06959312-W0202-115119501-20141024-C.odf | 202 Contract June 14, 2016 12:35:50 =]
2. Expand the Uploaded One item found. 1
Documents section at
the top of the page. ks MasierConlract Reports
3. Click the hyperlink for ~ Master Information
the appropriate
Master Contract 1D: Contract Number : Master Contract Group Info
document. CARS opens MOBA5312 115119501
the PDF in the same
window.
4. The Acrobat toolbar
appears mid-page. Use
these controls to
perform the following
actions:
a. Save
b. Print
c. Zoom
d. Turn off the
toolbar
5. Use the scroll bar to
move the view within
the PDF.
6. Click Back to return to
the CARS View Contract
page.
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View Invoice Documents in CARS

Use this process to view an invoice in CARS to
approve it in PeopleSoft. When the invoice is
paid in PeopleSoft, the interface triggers
updates the CARS record and the associated
paid invoice PDF. In addition, CARS sends an
email to consultants informing them that the
invoice is paid. Access the Dashboard page by
clicking Home on the main menu.

1. Expand the Invoices section on your
dashboard. CARS lists all invoices that
are approved for payment on
dashboards for Expenditure
Accountants. You will also see
invoices that you have checked out
for payment.

2. Locate the invoice to pay.

a. If needed, sort the invoices to
help to find the one you need.
Click the blue link in the column
heading to sort A to Z, and click it
again to sort Z to A. When you
sort by Status (A-Z), the
approved invoices are listed first.

b. Use the page selection tools to
see more invoices in the list.

3. Click the invoice link in the Project
Id/Master/WO# column for the
appropriate invoice. CARS opens the
invoice.

38 items found, dizplaying 34 to 38.  [First/Prev]

:

2,3, 4 [Next/Last]

&

» Favorite Contracts

» User Notes

14

0713172014

PATWANE Project, Contract or Master Contract: Seaxch
» Evaluations
iy ~ Invoices
1]
38 tems found, dizplaying 31 to 38. [FirstPrevi1, 2 3 4 [Nex‘b'Last]____,ﬂ
Project Type i or e | Contact Name F'rn'\‘Mtatus Consultant Created Date Invoice Pericd
Id /Master WD # Manager Invoice#
0687-11-10 BC Environmental, LLC | Annette Mueller | Sharon Approved TINTC 5-14 08/05/2014 05/01/2014 to
Bremser 05/31/2014
0587-11-20 BC Paving Mary Greuel Sharon Checked Out 20140570 08/05/2014 06/01/2014 to
Bremser for Payment 07/31/2014
1330-24-00 DAAR Engineering, Inc. | Dan Shulman Doug Cain Approved 54 08/03/2014 07/01/2014 to
07/23/2014
0587-11-24 Nowata Connie Stuart Approved 241 MTCZ 7- 08/07/2014 07/01/2014 to

Note: If you have checked out an invoice for payment, only you can pay this invoice.

Other users can view the invoice, but cannot pay it or send it back to the approver.

If you need access to a checked out invoice, contact the CARS Administrator.
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View Invoice Documents in
CARS - continued

4. Scroll down to
the Upload Document
s section.

5. Click the Submitted
Partial Invoice link to
view the PDF for this
invoice.

Contract Paid Summary

Total DBE Cost :
Total Non-DBE Cost :

Prime Contract Maximum :
Sub Contract Maximum :

Amendment Contract Maximum :

Total Contract Maximum :
Previously Paid on Contract :

Remaining Agreement Balance :

Upload Documents

Cne item found. 1

50.00
$102,325.00

$78,000.00
$16,000.00
$8,325.00

$102,325.00
$5,000.00
$97.325.00

Document Description

Created Date

B St

June 21, 2016 14:21:05

Cne item found. 1

Consultant Certification

| certify that to the best of my knowledge the work as listed has been completed, represents no duplication of payments, and that all costs are in compliance with the

contract terms.

Submitted By: Sara Reed Submitted Date: 21-Jun-2018 02:21:04 PM
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APPENDIX 12 Determine Contract Status

WisDOT users can determine the approval status of contracts either by searching for Recommendation to Governor for Contract Approval (form DT25)

document information or by opening the contract page to check approval and other dates. DT25 documents are required for contracts over $3000 and
some amendments.
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WisDOT: Determine Status from

DT25

Use this process to

1.

Open the Search DT25 page.
= Path: DT25—Search DT25

Enter search criteria in the
fields to limit the search
results.

Click Search. CARS lists DT25
documents that meet the
criteria. If only one DT25 is
found, CARS opens the
appropriate View CARS DT25
page directly.

Note: Entering no
search criteria
will cause CARS
to list all DT25
records.

If there is more than one
search result, click the link to
the View CARS DT25 page in
the Master/Project Id
column. CARS opens the
appropriate View CARS
DT25 page.

RAYFOX

Project, Contract or Master Contract: Search

Search DT25

DT25 Information

Vendor

® Al O Non-Canceled O Canceled

Project, Contract or Master Contract:

Region
—Se;ect,—.

Contract Function

|—5e;ect.—

Beginning (Date Received)

Ending (Date Received)

3 Clear

Month Of LET
—Selact- .

LET Year

LET Number

RAYFOX

Project, Contract or Master Contract:

Search |

= Back To DT25 Search L:J Print Page

DT25 Search Results
2 items found, displaying all tems. 1

Master/Project . | Contract Funection Type
q: A1000-00-00 Design Services
A000-00-00 Design Engineering
2 items found, displaying all tems. 1

= Back To View Contract L‘:,; Print Page:

=
%

Date To . | Date To
Sec. Gov.

05/222013 | 003172013

11162011 1182011

Date To Origt

06/06/2013

11282011

Cancel

Date.

Contract Amount

£1,398,858.60

=1,625,657.93
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WisDOT: Determine Status from

DT25 - continued

5. Review the dates in
the Approvals section to

determine the status of the

contract.

JCW11

Project, Contract or Master Contract: Search

View CARS DT25

~ Details

Contract Number
1400000000

Amendment Number

Master Contract ID:
M30423042

Date Received
1121201

Contract Function Type:
Traffic Engineering Services

Cancel Date:

S AP o SR S S S S N N NS

E - Approvals

Date To Secretary
11212011

Date To Governor
112212011

Date To Originator
021062013

Approved Date
020772013

Date From Secretary
122201

Date From Governor
12/04/2011

DT25 Needed Comments

Yes

Authorized Date
02/07/2013

&= Back To Search Results [= Edit (=) Print Page
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WiSDOT: Determine Authorized RAYFOX Project, Contract or Master Contract: Search
Date from Contract

DOT users who have authorization View Contract = Back to Search Results (=) Print Page & Favorite  Go to Bottom
to view contracts can verify approval » Contract Reports
and authorization dates. ~ Contract Information
1. Search for and open the Project ID: Contract Humber: View DT25
. t t t U 1000-00-55 417110087

apprOprla € contract. se Contract Type: Purchase Order Humber: Associated Projects

the searCh menu (See Regular 3epazz8 Mothing found to display.

page 21) or the search field p 'Dh'j;'m' n' & &9 O0OPVIEID O O SO S OIS OIS OIS SISSPLS

(see page 25) or a Favorites
link on your dashboard (see
page 48) to open the View

» Cost Benefit Analysis(CBA)

~ Contract Details

Phase: Cost Per Hour:

Contract page. 0 s5e03

2. ReVieW the approva| and Labor Hours: Calculated Fixed Fee Percentage:
. . . 2280.0 0.00

authorization dates in _ :
Direct Labor Cost: Date Submitted:

the Contract Details section $145.778.34 0812472011

H Overhead Cost: Date Approved:

to determine the status of %00 P

the Contract. Fixed Fee: Date Authorized:
50.00 09142011
Direct Expenses: Original Completion Date:
5215.34 02282013
Additional Costs: Current Completion Date:
50.00 04/30/2014
Orig. Prime Vendor Cost: Consultant Contact:
5145993.68 Smith Adam
Orig. Subcontract Cost: Consultant Phone:
$0.00 555) 555-5555
Orig. Contract Cost: Project Manager:
5145,993.68 Lane JC

Total Amendment Cost:
50.00

Current Total Cost:
5145,993.68

If Authorized Cost:
50.00

If Not Authorized Cost:
$0.00

LSS ASASASASAASASASASAAASASASASASASLASASASASASASASASAS S S
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APPENDIX 13 Import XML Invoice

Consultants: Import an Invoice

CARS allows you to import invoice information using an Extensible Markup Language (XML) document. XML invoice imports replicate the process of
entering invoices manually, but data entry is automated. Complete XML documents used to import data into CARS may be generated, for example,
from your firm’s financial software using a custom routine. You can also export invoice data to Microsoft Excel® or Access®, adjust the data as needed,
and then generate the XML invoice using Visual Basic for Applications (VBA) or another programming language to generate a complete CARS XML
invoice. Partial invoice data can be generated automatically and then blocks of elements can be copied and pasted into an existing XML document.
See Appendix 14 on page 264 for detailed guidance on generating XML blocks from Excel; see Consultants: Import Actual Cost or Specific Rate Invoice
with Empty Cost Blocks on page 257 for details about how to structure an invoice when there are no costs of a particular type on the invoice.

The XML document creation process will vary for every consultant. Currently, the invoice data must be imported for each contract separately; there is
no batch process. XML invoices may be uploaded for both prime consultants and subcontractors.

Note: XML imports may currently be used for DT1510 Consultant Contract Invoices only. Do not use for DT1511 Journal Vouchers.
Many resources for XML information are available on the CARS page (http://www.dot.wisconsin.gov/business/engrserv/cars.htm).

XML Invoice Structure

XML documents must strictly adhere to the requirements as defined in a schema. The CARS schema specifies the content, structure, and some format
requirements for XML documents used to import invoices, which ensures that the data is imported correctly into CARS. A graphic representation of
the CARS schema is show is shown in Figure 3 on page 245. The schema itself is available on the CARS page
(http://www.dot.wisconsin.gov/business/engrserv/cars.htm).

Documents meeting the CARS schema requirements are valid. If an XML invoice document is not valid, CARS will either import only part of the invoice
data or fail to create the invoice. Invoices that partially or fully fail to import generate error messages. The CARS schema allows elements only;
comments cannot be included in the invoice.

Line spaces (returns) are not considered in XML document processing. However, they are useful to organize code blocks and improve readability.

The XML document consists of the XML declaration in the first line of code and the content elements. As for most markup languages, each element is
delimited by start and end tags that identify it as a specific entry. Some elements contain other elements. Elements that contain other elements

are parent elements, and the elements they contain are child elements. Tags where data is not provided and not required must be present in the
document, but they can contain no data; these are called empty elements. The table beginning on page 246 lists the CARS schema elements and some
basic details about each element.
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Consultants: Import an Invoice - continued

CARS XML invoices always consist of a header block, an invoice information block, and the invoice details. Each invoice contains one header block, one
information block, and one invoice details block. The header and information blocks contain the same types of elements for each invoice, but the
invoice details vary because this block contains the cost line items. The cost line items in an invoice are determined by the cost basis in the contract
terms. XML invoices often have only one cost line item block, but it is possible to have more than one. Cost line item blocks can be as simple as a lump
sum block, which has seven elements in a single block, or as complex as an actual cost block, which has 39 lines in four blocks with sub-blocks that can
repeat. For line items that have sub-blocks, the invoice must contain each sub-block in order to be valid. Figure 4 on page 255 describes the code
blocks in an XML invoice.

A sample valid XML lump sum invoice based on the CARS schema and showing examples of the elements is shown in Figure 5 on page 256.

Four-Part Line Item Keys

Four critical values for each cost line item in the XML invoice must exactly match values in the contract, including capitalization and spaces.
(Exception: DBEKey elements are flags, and flags are not case sensitive.) These values are found in the Cost Information section of each contract and
comprise the four-part key combination used to identify the line item uniquely. The four values and the corresponding XML tags are shown in the
image below.

+~ Cost Information
One ftem found. 1 ] 3 Add Cost Information
<DBEKey > <functionKey= <overheadRateTypekey> <paymentTypeKey>

OBE Function Owerhead Rate Type Basis of Payment Owerhead Cost Direct Expense Fixed Fee Additional Cost Hours Direct Labor Cost

Yes Traffic Analysis Services Home Office Lump Sum 50.00 50.00 s0.00 s0.00 0.0 50.00 =
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Special Characters in XML

Some characters that are used in XML code require special notation if you need to use them in your data. If you must use special characters such as
ampersands (&), the less-than sign (<) or the greater-than sign (>), use numeric character references or one of the predefined entities.

Note: An apostrophe (') and quotation marks may be used in most fields without special notation in CARS XML files.

Character XML Predefined Entity Unicode Numeric Unicode Decimal
(the semicolon is required) Reference Reference
ampersand (&) &amp; \u0026 &#038
less-than sign (<) &lt; \u003C &#060
greater-than sign (>) &gt; \uO03E &#062
apostrophe (') &apos; \u0027 &#039
quotation marks (“”) &quot; \u0022 &#034

Note: Text data exported from financial systems into CDATA sections do not require special notation as long as the CDATA remains

intact in the XML.

Partial Invoice Imported as XML

It is possible to import part of an invoice as XML. You can use an “empty” invoice as a basis, copy in details from an XML or Excel export, import the
invoice, and manually complete it in CARS. See Consultants: Import Incomplete Invoice on page 257 for more information, and see Appendix 14: Using

Spreadsheet Data to Create CARS XML Invoices on page 264 for details.

Note: Code samples shown in this appendix are displayed in Notepad++, a free XML editor available from http://notepad-plus-plus.org/
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B invoice —— -2 invoiceDetails — -l actualCostlineltem
E-5 okResponse = totallnveiceAmount El-igd lumpSumLineltem
Lf_l--l_f header L——_|1¢}' actualCostlineltem —m————————J =] paymentTypekey
----- j federalEmployeeldentification j paymentTypekey j DBEKey
=] FEINLoc =] DBEKey ] overheadRateTypeKey
""" =] currentDate ] overheadRateTypeKey - functionkey
""" =] vendorCompanyName ] functionKey (=] firstinvoiceForPraject
""" j vendorAddress1 j firstInvoiceForProject j previouskeyLumpSumAmount
""" j vendorAddress2 j previousKeyAmount j currentLumpSumPercentComplete
=] vendorCity 2] previouskeyFixedFeeAmaunt El-igd costPerUnitlineItem
""" =] vendorstate T totallineltemKey (] paymentTypekey
""" = vendorzip EE% directLaborActualCostTotal (=] DBEKey
""" = vendorZipExtn ] totalDirectLaborInvoiced -5 overheadrateTypeKey
""" = vendorContactiame [-igr directlaberActualCostDetails - functionkey
""" = vendorContactPhone (5] employeeFirstiame - firstinvoiceForProject
""" (= vendorContactEmail (5] employesLastiame -] previousKeyCostPerUnitAmount
""" = primeVendarCompanyName (5] employeshumber - totalCostPerUnitinvoiced
""" = primevenderCity -+ employeeClassification El-igr specificRatelineltem
""" =] primevendorState ] hoursType =] paymentTypekey
----- j primeVendor Zip 5] hours j DBEKey
= invoiceInformation i actvity e =] overheadRateTypeKey
----- =] vendorInvoiceNumber (] laborCalendarManth - functionkey
""" =] projectDeseription -7 IaborCalendarYear 2 firstinvaiceForProject
""" =] projectCounty -] indirectCostRateType 2] previousKeyspecificRateAmount
----- (= subContractinvoiceFlag -] laborCostAmaunt 2 totalspecificRatelnvoiced

----- j timePeriodCoveredFrom EMES indirectCostActualCostTotal B 1_‘} directLaborSpecificRateTotal
----- =] timePeriodCoveredTo ford totallndirectCostInvoiced = totalDirectLaborSpedficRatelnvoiced
= finalinvoiceFlag El-{gF indrectCostActualCostDetails -l directLaborSpedficRateDetails

f subjectTolndirectCostRate e j employeeFirstiame
= indirectCostDescaripion e j employeeLastMame
= indirectCostCalendarMonth e j employeeNumber

----- j zerolnvoiceFlag
----- j stateProjectld
----- j masterContract

""" j workOrderMNumber ] indirectCostCalendarYear j employeeClassification
®-[ inveiceDetails ————————— o indirectCostRateType =] hoursType
[—]—-1_$ directCostActualCostTotal & b j hours
j totalDirectCostinvoiced i e j activity

Eigf directCostActualCostDetails
j wisdotCostCategory
j directCostDescription
j paidToType

j payeeMame

j units

j unitRate

j unitDescription

(5 directCostCalendarMonth
j directCostCalendaryear
j indirectCostRateType
j directCostAmaourt
E]L_‘} actualCostFivedFee

j totalFixedFeelnvoiced
j fixedFeePercent

----- j laborCalendarMonth
----- j laborCalendarYear
----- j laborCostamount

I'_—'I--l_% directCostspecificRateTotal

j totalDirectCostInveiced
Bl directCostSpecificRateDetails
----- j wisdotCostCategory

----- j directCostDescription

----- j paidToType

----- j payeeiame

----- j unitDescription

----- j directCostCalendarMonth
----- j directCostCalendarYear
----- j directCostAmount

Figure 3 - Graphic Representation of the CARS Schema
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CARS XML Element Descriptions

XML Element Name Required Format Requirements Notes
header Header block is required for all XML invoices
federalEmployeeldentification Yes, always 9 digits Firm’s FEIN (Federal Employer ID Number)
Critical for matching consultant to project
FEINLoc Yes, always 1 digit, usually 0 Location code; used when a consultant has more
than one location.
currentDate Yes, always YYYYMMDD
vendorCompanyName 50 character limit
vendorAddress1 Information only: for consultant records
vendorAddress2 Information only: for consultant records
vendorCity Information only: for consultant records
vendorState Information only: for consultant records
vendorZip Information only: for consultant records
vendorZipExtn Information only: for consultant records
vendorContactName Yes, always 60 character limit
vendorContactPhone Yes, always 999-999-9999
vendorContactEmail Yes, always 100 character limit
primeVendorCompanyName Information only: for consultant records
primeVendorCity Information only: for consultant records
primeVendorState Information only: for consultant records
primeVendorZip Information only: for consultant records
End header
invoicelnformation Invoice Information block is required for all XML
invoices
vendorinvoiceNumber Yes, always 20 character limit
projectDescription Information only: for consultant records
projectCounty Information only: for consultant records
subContractlnvoiceFlag 1 character Must be “Y” for subcontract invoices. May be “N”
or empty for primes. Not case sensitive.
timePeriodCoveredFrom Yes, always YYYYMMDD
timePeriodCoveredTo Yes, always YYYYMMDD
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XML Element Name Required Format Requirements Notes
finallnvoiceFlag Yes, always Y/N Not case sensitive.
zerolnvoiceFlag Yes, always Y/N Not case sensitive.
stateProjectID Yes, always 9999-99-99 hyphens are required
masterContract Only for work M99999999 “M” is required, and use no hyphens
orders Required for work order invoices
Must be empty for regular contracts
workOrderNumber Only for work Required for work order invoices
orders Must be empty for regular contracts
END invoicelnformation
invoiceDetails Contains the totallnvoiceAmount element plus
one or more line item blocks. Invoice Details
block is required for all XML invoices
totallnvoiceAmount
actualCostLineltem Actual Cost line item block (includes all aqua-
shaded items)
paymentTypeKey Yes, for actual "Actual Cost" Component of 4-part key
cost invoice
DBEKey Yes, for actual Y/N Component of 4-part key, must exactly match
cost invoice contract cost information. Not case sensitive.
overheadRateTypeKey Yes, for actual Component of 4-part key, must exactly match
cost invoice contract cost information. Case-sensitive.
functionKey Yes, for actual Component of 4-part key, must exactly match
cost invoice contract cost information.Case-sensitive.
firstinvoiceForProject Yes, for actual Y/N “Y” when the invoice is the first one for the
cost invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeyAmount

up to 2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS
(on paper).

previousKeyFixedFeeAmount

up to 2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS
(on paper).
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XML Element Name

Required

Format Requirements

Notes

totalLineltemKey

up to 2 decimal places only

Information only. Total for actual cost items on
this invoice. CARS calculates this total using all
actual cost amounts.

directLaborActualCostTotal

totalDirectLaborlnvoiced

up to 2 decimal places only

Information only. CARS calculates this total using
actual cost direct labor amounts.

directLaborActualCostDetails

employeeFirstName

Yes, for actual
cost invoice

Minimum of one character

employeelastName

Yes, for actual
cost invoice

Minimum of one character

employeeNumber

employeeClassification

Yes, for actual

cost invoice
hoursType Yes, for actual Typically “Hours Worked”
cost invoice The option “Premium Pay” is permitted on a
contract-by-contract basis, and only rarely. Not
case-sensitive.
hours Yes, for actual up to 2 decimal places only
cost invoice
activity Yes, for actual 1 to 4 digit activity code as defined in CARS
cost invoice and FDM 8-10 attachment 1.3. See the CARS page

for complete Code and type lists.

laborCalendarMonth Yes, for actual MM Combined with year and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the laborCostAmount value.
laborCalendarYear Yes, for actual YYYY Combined with month and indirectCostRateType,

cost invoice

this value determines the overhead rate applied
to the laborCostAmount value.

indirectCostRateType

Yes, for actual
cost invoice

Combined with month and year, this value
determines the overhead rate applied to the
laborCostAmount value. See the CARS page for
complete Code and type lists. Not case-sensitive.
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XML Element Name

Required

Format Requirements

Notes

laborCostAmount

Yes, for actual
cost invoice

up to 2 decimal places only

END laborCostDetails

END directLaborActualCostTotal

indirectCostActualCostTotal

Use this block only when your firm is allowed to
apply overhead to actual costs. This situation is
rare.

totalndirectCostlnvoiced

up to 2 decimal places only

Information only. CARS calculates this total using
actual cost indirect cost amounts.

indirectCostActualCostDetails

subjectTolndirectCostsRate

Yes, for actual

up to 2 decimal places only

cost invoice
indirectCostDescription Yes, for actual
cost invoice
indirectCostCalendarMonth Yes, for actual MM Combined with year and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the subjectTolndirectCostsRate value.
indirectCostCalendarYear Yes, for actual YYYY Combined with month and indirectCostRateType,

cost invoice

this value determines the overhead rate applied
to the subjectTolndirectCostsRate value.

indirectCostRateType

Yes, for actual
cost invoice

Combined with month and year, this value
determines the overhead rate applied to the
subjectTolndirectCostsRate value. See the CARS
page for complete Code and type lists. Not case-
sensitive.

END indirectCostDetails

END indirectCostTotal

directCostActualCostTotal

totalDirectCostinvoiced

up to 2 decimal places only

Information only. CARS calculates this total using
actual cost direct cost amounts.

directCostActualCostDetails
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XML Element Name

Required

Format Requirements

Notes

wisdotCostCategory

Yes, for actual
cost invoice

Cost category as defined in CARS. See the CARS
page for complete Code and type lists. Not case-
sensitive.

directCostDescription

Yes, for actual

cost invoice
paidToType Yes, for actual “Internal Allocation” or Not case-sensitive.
cost invoice “Payment”
payeeName Yes, for actual
cost invoice
units Yes, for actual
cost invoice
unitRate up to 4 decimal places only | required when units is not empty

unitDescription

20 character limit

required when units is not empty

directCostCalendarMonth Yes, for actual MM Combined with year and indirectCostRateType,
cost invoice this value determines the overhead rate applied
to the directCostAmount value. See the CARS
page for complete Code and type lists.
directCostCalendarYear Yes, for actual YYYY Combined with month and indirectCostRateType,

cost invoice

this value determines the overhead rate applied
to the directCostAmount value. See the CARS
page for complete Code and type lists.

indirectCostRateType

Enter an indirect rate type only when your firm is
allowed to apply overhead to direct costs. This
situation is rare.

Combined with month and year, this value
determines the overhead rate applied to the
directCostAmount. See the CARS page for
complete Code and type lists. Not case-sensitive.

directCostAmount

Yes, for actual
cost invoice

up to 2 decimal places only

END directCostActualCostDetails

END directCostActualCostTotal
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XML Element Name

Required

Format Requirements

Notes

actualCostFixedFee

totalFixedFeelnvoiced

2 decimal places only

Information only. CARS calculates this total using
the fixed fee percent.

fixedFeePercent

Yes, for actual
cost invoice

up to 4 decimal places

END acutalCostFixed Fee

END actualCostLineltem

costPerUnitLineltem

Cost Per Unit line item block (includes all yellow-
shaded items)

paymentTypeKey Yes, for cost per "Cost Per Unit" Component of 4-part key
unit invoice

DBEKey Yes, for cost per Component of 4-part key, must exactly match
unit invoice contract cost information

overheadRateTypeKey Yes, for cost per Component of 4-part key, must exactly match
unit invoice contract cost information

functionKey Yes, for cost per Component of 4-part key, must exactly match
unit invoice contract cost information

firstinvoiceForProject Yes, for cost per | Y/N “Y” when the invoice is the first one for the
unit invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeyCostPerUnitAmount

2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS.

totalCostPerUnitInvoiced

Yes, for cost per
unit invoice

2 decimal places only

END costPerUnitLineltem

lumpSumLineltem

Lump Sum line item block (includes all blue-
shaded items)

paymentTypeKey Yes, for lump "Lump Sum" Component of 4-part key
sum invoice

DBEKey Yes, for lump Component of 4-part key, must exactly match
sum invoice contract cost information
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XML Element Name

Required

Format Requirements

Notes

overheadRateTypeKey

Yes, for lump

Component of 4-part key, must exactly match

sum invoice contract cost information
functionKey Yes, for lump Component of 4-part key, must exactly match
sum invoice contract cost information
firstinvoiceForProject Yes, for lump Y/N “Y” when the invoice is the first one for the
sum invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeyLumpSumAmount

2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS.

currentLumpSumPercentComplete

Yes, for lump
sum invoice

up to 6 decimal places only

Cumulative percent complete of the contract
work. See pages 84 and 227 for more information
about fixed fees.

END lumpSumLineltem

specificRateLineltem

Specific Rate line item block (includes all green-
shaded items)

paymentTypeKey Yes, for specific "Specific Rate" Component of 4-part key
rate invoice

DBEKey Yes, for specific Component of 4-part key, must exactly match
rate invoice contract cost information

overheadRateTypeKey Yes, for specific Component of 4-part key, must exactly match
rate invoice contract cost information

functionKey Yes, for specific Component of 4-part key, must exactly match
rate invoice contract cost information

firstinvoiceForProject Yes, for specific Y/N “Y” when the invoice is the first one for the
rate invoice project in CARS; if not, use “N”. Not case

sensitive.

previousKeySpecificRateAmount

up to 2 decimal places only

Use only for the first invoice entered in CARS and
only when invoices have been paid outside CARS.

totalSpecificRatelnvoiced

directLaborSpecificRateTotal
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XML Element Name

Required

Format Requirements

Notes

totalDirectLaborSpecialRatelnvoiced

Information only. CARS calculates this total using
specific rate direct labor amounts.

directLaborSpecificRateDetails

employeeFirstName

Yes, for specific
rate invoice

Minimum of one character

employeelastName

Yes, for specific
rate invoice

Minimum of one character

employeeNumber

employeeClassification

Yes, for specific

rate invoice
hoursType Yes, for specific Typically “Hours Worked”
rate invoice The option “Premium Pay” is permitted on a
contract-by-contract basis, and only rarely. Not
case-sensitive.
hours Yes, for specific
rate invoice
activity Yes, for specific 1 to 4 digit activity code as defined in CARS
rate invoice and FDM 8-10 attachment 1.3. See the CARS page

for complete Code and type lists.

laborCalendarMonth Yes, for specific MM
rate invoice

laborCalendarYear Yes, for specific YYYY
rate invoice

laborCostAmount Yes, for specific up to 2 decimal places only
rate invoice

END directLaborSpecificRateDetails

END directLaborSpecificRateTotal

directCostSpecificRateTotal

totalDirectCostinvoiced

up to 2 decimal places only

Information only. CARS calculates this total using
specific rate direct cost amounts.

directCostSpecificRateDetails
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XML Element Name

Required

Format Requirements

Notes

wisdotCostCategory

Yes, for specific
rate invoice

Cost category as defined in CARS. See the CARS
page for complete Code and type lists. Not case-
sensitive.

directCostDescription

Yes, for specific

rate invoice
paidToType Yes, for specific “Internal Allocation” or Not case-sensitive.
rate invoice “Payment”
payeeName Yes, for specific
rate invoice
units Yes, for specific
rate invoice
unitRate up to 2 decimal places only | required when units is not empty

unitDescription

20 character limit

required when units is not empty

directCostCalendarMonth Yes, for specific MM
rate invoice

directCostCalendarYear Yes, for specific YYYY
rate invoice

directCostAmount Yes, for specific up to 2 decimal places only
rate invoice

END directCostSpecificRateDetails

END directCostSpecificRateTotal

END specificRateLineltem

END invoiceDetails
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CARS XML Invoice Code Blocks

Header

Invoice information

Invoice Details

Actual Cost Line Item
=4-part key

Diract Labor Total
[ Direct Labor Detalls |

Indirect Cost Total
[ Indiract Cost Details |

Direct Cost Total
[ Direct Cost Detalls |

Fixed Fee

Lump Sum Line hem
~4-part key

Cost Per Unit Line Item
~4-part key

Specific Rate Line ltem
~4-part key

Direct Labor Total
[ Direct Labor Detalls |

Direct Cost Total
[ Direct Cost Detalls |

XML Invoice

Always conlaing
Headear

Invoice Information
Invoice Details

Invoice Details

Always conlaing
one of mona line items

Actual Cost and Specific Rate
line items must contain all
sub-blocks, but details blocks
may be amitted

Can have muliple details blocks
within each “tatal” block

Figure 4 - Code Blocks in XML Invoices
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Sample Valid XML Invoice
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Consultants: Import Actual Cost or Specific Rate Invoice with Empty Cost Blocks

There will be times when you won’t have costs of a given type to report for a time period or for a contract. For example, not all actual cost or specific

rate contracts have direct costs every month. The XML invoice still must contain each major cost type element and any top-level elements. The details
blocks may be omitted as shown below.

Note: Using empty blocks does not apply to lump sum and cost per unit invoices because these invoice types do not contain details

blocks.

Actual Cost Direct Labor

<directLaborfctualCostTotal>

<totalDirectlaborInvoiced»</totalDirectlaborInvoiced>
</directLaborictualCostTotal>

Actual Cost Indirect Cost

<indirectCostictualCostTotals>

<totalIndirectCostInvoiced»</totalIndirectCostInvoiceds>
</indirectCosthActualCostTotal>

Actual Cost Direct Costs

<directCostActualCostTotal>

<totalDirectCostInvoiced»</totalDirectCostInvoiced>
</directCosthctualCoscTotal>

Specific Rate Direct Labor

<directLaborSpecificRateTotal>

<totalDirectLaborSpecificRatelnvoiced»</totalDirectlLaborSpecificRatelnvoiced>
</directLaborSpecificRateTotal>

Specific Rate Direct Cost

<directCostSpecificRateTotal>

<totalDirectCostInvoiceds»<,/totalDirectCostInvoiced>
</directCostSpecificRateTotal>
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Consultants: Common Invoice Import Errors

See Search for Invoices on page 38 and Delete
Invoices on page 96 for instructions for these
processes.

When there is an error in a cost block, CARS still
imports the errors that do not contain errors.

Draft status already exists

1.

A draft status invoice already exists. Search for
the invoice and either delete it or edit it
manually. Only one invoice in draft status is
allowed per contract. Alternatively, you may
simply need to submit the existing invoice.

Not found a record with 4 part key

2.

No match for the four-part key line item.

Click Show Invoice to open the invoice and
manually edit it to match all four key cost field
values to match the values in the contract. You
can also delete the invoice, edit the XML, and
import again. See Four-Part Line Item Keys on
page 243 for more information.

No Contract exists

3.

Project, master contract or work order
number mismatch for the vendor FEIN. Verify
that the data for the following tags match the
contract information:

= <stateProjectld>
=  <masterContract>
= <workOrderNumber>

View Errors (= Print Page = Back to View Contract

* Upload Error List

— Draft status already existz for Consultant Invoice Mumber 1

Import Error 1

View Errors (=) Print Page = Back to View Contract

~ Upload Error List

Consultant Invoice Number :1 Show Inwvoice |

— Mot found a record with £ part key combination in the ContractCost table for LumpSum Line kems.

Import Error 2

View Errors &4 Print Page = Back to View Contract

~ Upload Error List

— No Contract exists for Vendor 5781

Import Error 3
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Consultants: Common Invoice Import
Errors - continued

Indirect Cost Rate Type not found

4. The indirect cost rate type may be:

= Not entered correctly in the XML
code. Check the code and correct

= Not valid for this contract. Check
the cost rate types that are valid for
this contract. Contact the CARS
Administrator if the rate type is
needed.

=  Expired. Contact the CARS
Administrator if the rate type is
needed.

Data Needed

5. CARS checks direct labor, indirect cost,
and direct cost blocks in actual cost and
specific rate XML invoices for
completeness. If information is missing
for one or more required elements,
CARS creates a list of missing data.

View Errors (= Print Page = Back to View Workorder

~ Upload Error List

Consultant Invoice Number : 04 Show Invoice

— Indirect Cost Rate Type value not found in XML for Indirect Actual Cost.

Import Error 4

~ Upload Error List

Consultant Invoice Number :PSpecRate-U1 Show Invoice

— WigDOT CostCategory , Cost Description |, Paid Type , Month | Year |, Direct Cost needed. Please fill the Direct Cost (incomplete block) - Specific Rate Cost Line ftem.

- Upload Error List

Consultant Invoice Number :PActCost-Ud Show Invoice

— Classification needed. Please fill the Direct Labor (incomplete block) - Actual Cost Line tem.

~ Upload Error List

Consultant Invoice Number :-{| Show Invoice

— Activity needed. Please fill the Direct Laber (incomplete block) - Actual Cost Line tem.

= Upload Error List

Consultant Invoice Number :-Iv Show Invoice

— Subject InDirect Cost Rate needed. Please fill the InDirect Cost (incomplete block) - Actual Cost Line ftem.

~ Upload Error List

Consultant Invoice Number :-) Show Invoice

— PayeeName needed. Please fill the Direct Cost (incomplete block) - Actual Cost Line tem.

Import Error 5
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Consultants: Common Invoice Import
Errors - continued

Date Errors

6.

CARS checks the month and year
values entered in direct labor, indirect
cost, and direct cost blocks in actual
cost and specific rate XML invoices. If
a date is not entered correctly, CARS
lists the error.

Rate Type Mismatch Errors

7.

CARS checks the indirect cost rate
types for cost line details entered in
direct labor, indirect cost, and direct
cost blocks in actual cost and specific
rate XML invoices. If the rate type
does not match a valid type in CARS,
CARS lists the error. This check
validates the rate type name and
reports values that are not valid for
CARS as a whole.

Rate Type Not Allowed

8.

CARS checks the direct and indirect
cost rate types for cost line details
entered in direct labor, indirect cost,
and direct cost blocks in actual cost
and specific rate XML invoices. If the
rate type is not permitted for the
consultant firm, CARS lists the error.

= Upload Error List

Consultant Invoice Humber :-/ Show Inwvoice

— Invalid Calendar Month for Direct Labor Actual Cost Line kem , Month as 5

= Upload Error List
Consultant Invoice Number :-) Show Invoice

— Inwvalid Calendar Year for Direct Labor Actual Cost Line tem | v'ear as 215

Import Error 6

~ Upload Error List

Consultant Invoice Number :-{0 Show Invoice

— Indirect Cost Rate Type value in XML iz not matching in Look up table for Direct Labor Actual Cost for Employee Last Name as User with Indirect Cost
Rate Type as Home Ofc

Import Error 7

~ Upload Error List

Consultant Invoice Number :661921-2-6 Show Invoice

—- Indirect Cost Rate Type for Direct Labor Actual Cost is not found in Indirect Cost Rate Type table for Employee Last Name as SANDERS with Indirect Cost Rate Type as Company Wide
— Indirect Cost Rate Type for InDirect Actual Cost is not found in Indirect Cost Rate Type table, Description as redwith Indirect Cost Rate Type as Company Wide
—- Direct Cost Category Type ID is not found in Direct Cost Type table for Actual Cost, Cost Category as Meals

~ Upload Error List

Consultant Invoice Humber :PSpecRate-U1 Show Invoice

—- Direct Cost Rate Type ID is not found in Direct Cost Type table for Specific Rate Cost Line ftem , WisDOT Cost Category as Meals

Import Error 8
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Consultants: Common Invoice Code
Errors

Errors that are due to XML code
mistakes specify the location of the error
by line number. Some XML editors,
including Notepad++, show the code
with line numbers.

Not facet-valid

1. Date formatincorrect or date is
invalid. Delete the draft invoice
and correct the XML date format
so that the patternis
“YYYYMMDD.”

Note: In this case, the first error
causes the second error because
the time period start and end
dates are required values.

No child element is expected

2. An end tag is missing for a block.
Check the XML code and insert
the appropriate tag.

View Errors

~ Upload Error List

— cve-pattern-valid: Value "20140632" is not facet-valid with respect to pattern (1 H20 "\ J(0O[1-971[04:2]) (0[1-S01 [0-SR2[0-S)3[01])" for type DateFormatTe™™"™'mmdd".: Line Number ; 25

(=4 Print Page = Back to View Contract

— cvc-type.3.1.3: The value "20140632° of element timePericdCoveredTo’ is not valid.: Line Number : 25

B3 B3 PR3 ORI OR3 R R R

<invoiceInformation>
<vendorInvoiceNumberrblank</vendorInvoiceNumbers>
<projectDescription>blank</projectDescription>
<projectCounty>Dane</projectCounty>

[

<subContractInvoiceFlag>N</subContractInvoiceFlag>
<timePeriodCoveredFrom>06012014</timePeriodCoveredFroms>
<timePeriodCoveredTo>20140630</timePeriodCoveredTo>
<finalInvoiceFlag>N</finalInvoiceFlag>

1 o n

XML Code Error 1

~ Upload Error List

— cvi-complex-type.2.4.d: Invalid content was found starting with element ‘invoiceDetails”. Mo child element is expected at this point.: Line Number : 32

— unexpected element (uri™, local“invoiceDetais”). Expected elements are <{jworkOrderNumber= <{}subContractinvoiceFlag=,<{tmePerindCoveredTo= <{(}finalnvoiceFlag=, <{masterContract= «{}stateProjectid= <{}

projectCounty= ={jprojectDescription= <{JvendorinveiceNumber= <{jtimePeriodCoveredFrom= <{}zerolnvoiceFlag=: Line Number : 32
— The element type "invoicelnformation” must be terminated by the matching end-tag "</invoicelnformation=".: Line Mumber : 44

BooLd L0 LA L) LA DO L0 L L L R ORI R R ORI ORI ORI ORI R ORI

=R}

Bl R

S oW o -1 Mmoo

oL R

O oW oM o-d m tn

L P

=

<invoiceInformation>
<vendorInvoiceNumber>0Osage-02</vendorInvoiceNumbers>
<projectDescription>Design Services</projectDescription>
<projectCounty>Marathon</projectCounty>
<subContractInvoiceFlag/ >
<timePeriodCoveredFrom>20140601</timePerindCoveredFrom>
<timePericdCoveredTo>20140630</timePeriodCoveredTo>
<finalInvoiceFlag>N</finalInvoiceFlag>
<zeroInvoiceFlag>¥</zeroInvoiceFlag>
<stateProjectId>0687-22-55</=stateProjectIds>
<masterContract></masterContract>
<workOrderNumber></workCrderNumber>
</invoicelnformation™ is missing
<invoiceDetails>

<totalInvoicelmount>238193.20</totalInvoicelmounts>
<lumpSumlineltem>

<payvmentTypeXey>Lomp Sum</pavmentIypeey>

<DBEHey>N</DBEH=vy>

<overheadRateTypeKey>Home Office</overheadRateTypeKey>

<functionKey>Design Services</functionKey>

<firstInvoiceForProject>»¥</firstInvoiceForProject>

<previousKeyLunpSumAmount>0</previousKeyLumpSumhmount >

<currentlumpSumPercentComplete>35</currentlumpSumPercentComplete>

</ lumpSumLineItem:
</invoiceDetails>

XML Code Error 2
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Consultants: Common Invoice Code
Errors
Invalid content was found

3. Astart tag is missing. Check the
XML code and insert the
appropriate tag.

View Errors (=5 Print Page = Back to View Contract

~ Upload Error List

— cve-complex-type.2.4.a: Invalid content was found starting with element tetallnvoiceAmount’. One of {invoiceDetails} is expected.: Line Number : 33
— unexpected element (uri™, local: "totalinvoiceAmount”). Expected elements are <{}header> «{}invoiceDetails= <{}invoicelnformation=: Line Number : 33
— unexpected element (uri™, local"lumpSumLinettem™). Expected elements are «<{}headers <{jinvoiceDetails> <{Jinvoiceinformation=: Line Number : 34
— The element type "okResponse”™ must be terminated by the matching end-tag "</okResponse=".: Line Number : 43

mH

<invoiceInformation>

(]

<wvendorInvoiceNunber>0sage-02<,/vendorInvoiceNunmbers>
<projectDescription>Design Services</projectDescription>
<projectCounty>Marathon</projectCounty>

[
(7R

<subContractInvoiceFlag/>
<timePeriodCoveredFrom>20140601</timePeriodCoveredFroms>
<timePeriodCoveredTo>20140630</timePeriodCoveredTo>
<finalInvoiceFlag>N</finalInvoiceFlag>

(SR
[T

1 o

<zeroInvoiceFlag>¥Y</zeroInvoiceFlag>
<stateProjectId>0687-22-55</=stateProjectId>
<masterContract></masterContract>

RaOR3 RD P
o m

<workOrderNumber></workOrderNumber:>

w

r </invoiceInformation>
| <invoiceDetails> is missing
<totallnvoicelmount>238193.20</total Invoicelmount>
<lumpSumLineItem>

oL W
W ok

w
.

{1}

Lk

w
wn

<payvmentTypeFey>Llump Sum</paymentTypeEey>
<DBEKey>N</DBEKey>
<overheadRateTypeKey>Home Office</overheadRateTypeleyvs>

1 o

<functionKey>Design Services</function¥ey>
<firstInvoiceForProject>¥</firstInvoiceForProjects

oL L W
oW

<previcusKeyLumpSumimount>0</previcusKeyLunpSumlimount>

41 <currentLumpSumPercentComplete>35</currentlunpSunPercentConplete>

4z r </lunpSunlineItem>
3 L </invoiceDetailsy

XML Code Error 3
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Consultants: Non-specific Import Errors
Non-specific error

The “generic” error occurs when CARS cannot
match the error to a more specific error code.
The generic error occurs when the following

conditions were produced in the XML invoice:

e The FEIN does not match the prime
consultant

e Comments or other non-element data
are in the XML invoice

Error(s):
# An error has occurred and your request cannot be processed.

Please contact the help desk.

XML Import Non-Specific Error
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Appendix 14 Save Invoice Supporting Documents as PDF/A

CARS stores uploaded supporting invoice documents only when they are supplied as portable document format (PDF) files. Rarely, a submitted PDF will
not save correctly in the CARS system, sometimes+ because there are problems with the PDF itself. There are many specifications, standards and subsets
released since the inception of PDF in 1993. This appendix explains how to save documents using the subset PDF/A, which ensures that the material in
the PDF is optimized for archiving. This subset stores all of the document content as embedded content; no links or encryption, layers, executable code,
embedded files or transparencies in graphics are included. Embedding all of the content helps to ensure that the file is forward compatible. Instructions
are included for Microsoft® Office® documents and for converting existing PDF documents to PDF/A (requires Adobe® Acrobat®).

Microsoft Office documents are stored as “regular” PDF files by default. To save a document using the PDF/A subset, you must use the Save As
functionality. Instructions are provided below for two of the later Office versions and for Adobe Acrobat XI. The process of saving as a PDF/A file began
with Office version 15. Using earlier versions of Office require that you save as a PDF and then convert the PDF to PDF/A using Acrobat.
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Microsoft Office® 2013, Office 365™ (Office 15)

1. Click File on the ribbon.

2. Click Save as Adobe PDF.
3. Onthe Save Adobe PDF File As dialog box,

click Options.

4. Select the Create PDF/A-1a:2005 compliant file
check box.

5. Click OK.

6. Continue saving the file as you normally would.

Note: When you open a PDF/A file in Adobe Acrobat,
Acrobat displays the warning shown below.
Click Enable Editing if you need to modify the file.
Then re-save the file as PDF/A as described
in Acrobat Xl in this appendix.

la This file claims compliance with the_ PD_F,"A standard and has been Enable Editing |
opened read-only to prevent modification.
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Microsoft Office® 2016 (Office 16)
1. Click File on the ribbon.

2. Click Export.
3. Click Create PDF/XPS. Office
opens the Save As dialog box.

Export

3
[ ™ Create PDF/XPS Document Create a PDF/3

4. Click Options. Office opens = Et”t'*‘tb“
the Options dialog box. B2 change File Type Free vewes arc aval
5. Select the ISO 19005-1 compliant B
(PDF/A) check box. =
6. Click OK. PDF/XPS

7. Continue saving the file as you
normally would.

}
}
}
}
}
}
}
]
}
}
}
}
}
]

PV Py YrYYYYYYYYYYFYYYYFrYYYYyyyyy

option 2=
Page range
o« Al
£~ Current page
£ Selection

" page(s) From: m To: m

Publish what

% Document
" Document showing markup
Include non-printing information
I Create bookmarks using:
¥ Headings
€ Word bookmarks
¥ Document properties
v Document structure tags for accessibility

PDF options
575150 190051 compliant (PDF/A]{
¥ Bitmap text when fonts may not be embedded
™ Encrypt the document with a password

e |
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Adobe Acrobat® XI

Option 1: Save 4s...

You can use either the Save As command
or the Save As Other command in
Acrobat to convert a “regular” PDF to

the PDF/A subset.

1. On the File menu, point to Save As
Other... and then click Archivable
PDF (PDF/A). Acrobat opens the
Save As dialog box.

2. Continue saving the file as you

normally would.

Option 2: Save As...

1. On the File menu, select Save
As.... Acrobat opens the Save As

dialog box.

Option 1

¢ Doc2.pdf - Adobe Acrobat Pro i ] 5]
Edit View Window Help *®
Ay
Open... Ctrk0 Customize ¥
'@ Create
- Comment
Save Ctri+S ’
Save As... Shift+Ctrl+5 -i
Microsoft Word
Send File... Spreadsheet
Microsoft PowerPoint Presentation
Revert
Image
Close Crri+w
HTML Web Page
Properties... CerD
Reduced Size PDF...
& Print... Crl+p

1 C:\Users\...\norske-nook-menu-2015.pdf

2 C:\Users\msg3w\Desktop\Doc2.pdf

3 C:...\Contracts Needing...isDOT 12.07.15.pdf
4 C:...\Contracts Needing...- LPM 12.07.15.pdf
5 C:\Users\...\4 Pages from invoice 48467.pdf

Certified PDF...
Reader Extended PDF
Optimized PDF...

Press-Ready PDF (PDF/X)

Exit

T

E Doc2.pdf - Adobe Acrobat Pro
Edit View Window Help

% open...

More Options

I =] 3]

*®

crho Customize -

E Create

Save

Save As Other...

Comment
Ctr+s :

-

-

Send File...

Revert
Close

Crrl+w

Properties...

Ctr+D

& Print...

Cer+P

Option 2

1 C:\Users\...\norske-nook-menu-2015.pdf

2 C\Users\msg3w\Desktop\Doc2.pdf

3 C:...\Contracts Meeding...isDOT 12.07.15.pdf
4 C....\Contracts Needing...- LPM 12.07.15.pdf
5 C:\Users\...\4 Pages from invoice 48467.pdf

Exit Ctr+Q
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Option 2: Save As...- continued
2. Inthe Save as type field, select
PDF/A (*.pdf).
3. Continue saving the file as you
normally would.
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