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June 13, 2023 
 

CONSTRUCTION MEMORANDUM 
 23-06 
 
TO:  District Deputy Commissioners 
  District Construction Directors 
  District Technical Services Directors 
  District LPA Coordinators 
  District Project Management Directors 
  Project Management 
  Area Engineers 
  Project Engineers/Managers/Supervisors 
  Field Engineers 
 
FROM: Gregory G. Pankow, P.E., Director 
  Division of Construction Management and District Support 
 
SUBJECT: Revision of the Electronic Constructability Review Forms (ECRF) 
 
SUPERSEDES: Construction Memorandum 19-01 
 
The purpose of this memorandum is to notify all field personnel of changes to the Electronic 
Constructability Review Forms (ECRF). The application will remain online and accessible through the 
INDOT Technical Applications Pathway (ITAP). 
 
The ECRF application contains features that will allow the constructability review to be performed 
paperless and efficiently. This application will provide a format for reviews and comments between 
Project Manager (PM), Area Engineer (AE), Project Engineer/Project Managers/Project Supervisor 
(PEMS) and Designers. The following are features of the ECRF application: 
 
 1. Provides the PM with the ability to create a review and attach the review 

documentation (Design plans, Environmental permits, Geotech reports. etc.). 
 
 2. Sends automated emails informing the AEs when the review is generated. 

Further, an automated email will also be sent to the PEMS if a review is 
assigned to them. 

 
 3. Gives the PEMS the ability to perform the review online and generate notes, 

add flags, and attach any necessary documents and photos. 
 
 4. Provides the AE with the ability to assign, approve, and comment on the 

review electronically. An automated email will be generated when the AE and 
the PM receive the review comments. 
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 5. Allows the PM to forward the review comments to the Designers for feedback. 
 
 6. Provides a search function for all reviewers by project DES number, contract 

number, PM, AE, PEMS and Designer. 
 
A new feature includes a role called Creator that has been added to the system. 
 
 1. District Construction: Enables the Office Area Engineer to be the designee for 

the purpose of assigning post construction reviews.  
 
 2. District Capital Program: Enables the Deputy Project Manager to be an 

alternate designee to the Project Manager for the purpose of creating a 
constructability review. 

 
Constructability reviews should be an agenda item at the project kickoff meeting, or other scheduled date 
if no kickoff meeting is scheduled. The PM and AE should collaborate and decide if a constructability 
review is needed at Design Stage 1 and/or 2 for each project and how the review will be conducted. It is 
recommended that projects at Design Stage 3 be considered for a constructability review. These decisions 
should be based on potential project risk. 
 
In addition to the Stage 1, 2, and 3 constructability reviews that are in the ECRF, work type questionnaires 
are available for selection. The questionnaires for the specific work types are as follows: 
 
 1. Bridge Deck Overlay 
 2. Bridge Painting 
 3. Bridge Rehabilitation 
 4. Bridge Replacement 
 5. Pipe Lining and Trenchless Pipe 
 6. Resurface  
 7. Scour Protection 
 8. Small Structure. 
 
If it has been determined that a review is needed at Design Stage 3, the PM and AE should discuss the 
specific work type or the general Stage 3 constructability review questionnaire to be selected for the 
review. 
 
A post construction review should be assigned by the first day of work or at the latest, by all items complete 
date and how the review will be completed.  
 
Instructions for accessing the ECRF application as well as the help documents for completing the forms 
are attached to this memorandum. 
 
Questions should be directed to the Division of Construction Management. 
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GGP/JJN/jjr 
 
 



ATTACHMENT: Accessing the ECRF Program and completing an ECRFs 
(Construction Memorandum 23-06) 

 

3 of 29 

Accessing the ECRF Program and completing an ECRF 
 
 
Accessing the ECRF Program 
 
All users will enter the system by accessing ITAP. For INDOT employees, the User ID and Password to 
access ITAP is the same ID and password used to access the network and Citrix. 
 
Once into ITAP, the PM should click on “Electronic Constructability Review Form”, then “Click here to 
access application”. The Dashboard will then be visible for Project Managers, (PM), Area Engineers, 
(AE), Project Engineers/Project Managers/Project Supervisors (PEMS), and Designers. 
 
All the District Project Managers and Area Engineers, PEMS, Consultant PEMS, and the consultant 
designers who do not currently have access to ECRF, will need to request access to the ECRF application. 
 
Project Managers will need to request access via the Approver role. 
 
Area Engineers will need to request access via the Reviewer Role. 
 
INDOT and Consultant PEMS will need to request access via the Reviewer role. INDOT and Consultant 
Designers will need to request access via the Designer role. 
 
The Office Area Engineer and Deputy Project Manager will need to submit an email request for the 
Creator role to INDOT Construction Management Support  
 
Companies not registered in ITAP will need to enroll as a New Business at the following web address: 
http://itap.indot.in.gov/login.aspx 
 
After company enrollment, an ECRF application request must be made. The primary contact person will 
be responsible for enrolling new users for their company. If problems are experienced during ITAP 
enrollment, ITAP support can be contacted by clicking on the envelope icon in the upper left of the ITAP 
login screen. 
 
 
 

mailto:cmsupport@indot.in.gov?subject=Request%20of%20Creator%20role%20in%20Electronic%20Constructability%20Review%20Form
http://itap.indot.in.gov/login.aspx
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System Set Up 
 
 
Logging In 
 
Access the INDOT Application Electronic Constructability Review Form through the INDOT Technical 
Application Pathway (ITAP). The ITAP web address is http://itap.indot.in.gov. First, the user must be 
registered in the system. See instructions for using ITAP on the ITAP Login screen. 
 

 
 
Any outside customers already enrolled in ITAP should enter their state network Username and Password. 
 
Roles and Permissions 
Users are assigned Roles and Tokens, giving them permissions to certain site features. Users without 
permissions to certain features see grayed out records and options (or no options/icons at all) on those 
screens. 
 
The Header 
 
At the top of every screen in the Electronic Constructability Review Form application is a Menu Bar. 
 

 
 

Click    to return to the Home Screen. 

Click    to view the help guide for Electronic Constructability Review Form.  

Click    to view menu options for this application. 

http://itap.indot.in.gov/
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Click    to log out of the application. 
 
Home Screen 
 
The Home Screen displays the Evaluation Summary panel for all evaluation forms that are currently 
assigned to a user, Alerts panel, which notifies the user of the stages of each evaluation form and Current 
Evaluations panel for the user. The Home Screen does not show any completed forms unless the check 
box for Include Evaluations That Are No Longer Current is selected. 
 

  

Home – Takes users back to the Home Screen 
Search – Allows users to search for evaluations 
Help – Allows users to view the help guide 

Admin – Allows admins to maintain 
announcements, questions and data values 

Log Out – Allows user to log out of application 
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Panel Pages 
 

To navigate to the next page forms, use the Next    and Previous    buttons or click the End   

or Beginning    buttons to jump to the very last or very first page. 
 

 
 
 
Sorting 
 
Data in Panels may be sorted in ascending or descending order numerically (smallest to largest or largest 
to smallest), alphabetically (A to Z or Z to A) or by date and time (oldest to newest or newest to oldest). 
 
Click on the column heading of the field to be sorted. In the example below, the table is sorted by Current 
Status (ascending) by clicking once on the Current Status column heading. An arrow indicating the 
direction of the sort appears below the column heading. Click the column heading again to change the sort 
order to descending. 
 

 
 
 
To remove the sort, click on the same column one more time (3 clicks altogether) to revert back to the 
default sort. The arrow will be removed from the column heading. 
 
  



ATTACHMENT: Accessing the ECRF Program and completing an ECRFs 
(Construction Memorandum 23-06) 

 

8 of 29 

Filtering 
 
Data in tables may be filtered so only particular content displays. Users can filter information in a table 

by clicking on the Filter  in upper right hand corner of the column header. 
 

 
 
 
Select the appropriate operator from the dropdown menu and type a value in the text box. A list and 
description of available operators is below.  
 
The Column Settings icon will have a white box around it once a filter is applied. 
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Operator Description 

Contains 

Enter any character(s) or number(s) in the value to include 
in the results (no wildcards). For example, Legal Firm 
Name Contains “LLC” would return all records with the 
word “LLC” in their Firm Name 

Does not Contain 

Enter any character(s) or number(s) in the value to 
exclude from the results. For example, Legal Firm Name 
Does not Contain “LLC” would return all records that do 
not have the word “LLC” in their Firm Name 

Starts with Enter the values the filter term starts with 

Is equal to Enter the exact value to include in the results 

Is not equal to Enter the exact value to not include in the results 

Ends with Enter the values the filter term ends with 

 
 
To apply a second filter, select “And” or “Or” from the dropdown and complete a second filter.  
 
Click Filter to filter the table or click Clear to return to the table without applying the filter. 
 
To remove the Filter, click on the Filter icon. Click Clear to remove any filters on the column. 
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Create New Form 
 
 
Project managers or users with permission are able to create forms.  
 

Click the Add New icon  at the top of Current Evaluations grid. 
 

 
 
 
Project Managers must have a Des’ in SPMS assigned to them in order to create the evaluation form. A 
list of similar Des numbers will show based on input once the user starts to type in a Des number. Only 
those Des’ that are assigned to the project manager will show in the list. Select an Evaluation Type. The 
PM will need to consult with the AE on which evaluation to be assigned for the pre-letting review. When 
a post construction review needs to be assigned, the AE should contact the district construction designee 
for this review to be assigned. The post construction review can be completed for the entire contract by 
being assigned to the main project. If desired by the AE or PEMS review of particular projects on the 
contract can be conducted as well. Click Create Evaluation to save and open the form. Click Cancel to 
exit without saving. 
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Once the form is opened, users will see the Assign Reviewer screen first. The form status will be Draft 
until the Project Manager assigns the form to the Area Engineer. 
 

Users will have 5 options: Assign Reviewers , Fill out the Form , Add Log Entries , Upload 

Documents , and View Help Documentation . 
 
Project Managers will need to assign an Area Engineer and Designer to the form by clicking the drop 
down lists for both fields. If the Des has a Project Engineer or Area Engineer assigned in SPMS, that 
engineer will be populated by the system. Users with permission will be able to change if needed. 
 
 

 
 
Once assigned, user can save the form by clicking the Save icon or Assign to Area Engineer to start the 
form. The form status will change to Assigned when the Project Manager assigns to the Area Engineer. 
 
The Assigned To field will populate each time the form is assigned to a user. Project Managers are the 
only ones that are able to edit the Assigned To field. This field should only be changed if the user decides 
to assign another user as Area Engineer, Project Engineer or Designer to match the newly selected 
reviewer. 
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The Assigned To user will then log on to complete the form, make comments and/or upload documents. 
Only the Assigned To user will be able to make changes to the form. Project managers will be able to add 
log entries and upload documents at any time regardless of who the Assigned To user is. 
 
Once the Project Manager assigns the form to the Area Engineer, the Area Engineer will then login to 
assign the Project Engineer, if applicable, and complete their portion of the form, if needed. 
 
When the Area Engineer logs in, the Home Screen will display all available forms and alerts assigned 
to the logged in user. 
 
Depending on permissions, users will have the option to View Details  about the form, Edit 

 the form, Upload Documents , View the Evaluation Status History , Delete the form , 

Export to Excel , or Refresh   the grid to display latest changes. 
 

 
 
 

Click the Edit icon  to open the form. 
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Area Engineer will need to first assign the Project Engineer. All other fields are disabled. In the example 
below, the Project Engineer has been pre-populated by the system. User has the option to change if 
needed. 
 

 
 
 

 
 
 
Click Save to save the changes made. After the Area Engineer assigns the Project Engineer, the Area 

Engineer has the option to fill out the evaluation form. Click on the Questions icon .  
 
The form opens. Answer the questions, if applicable. 
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Users have the option to add notes per question, although if the answer to a question is No, it is 
recommended that the reviewer creates a note on why the answer is No.  
 
The user should Flag the question to alert reviewers of any comments or changes to that question. To add 

a note click on the Note icon and dialog box will open. Click Add New to add a new note. 
 

 
 
 
Enter the note. Click Save to save the comment or click Cancel to exit without saving. User also has the 

option to Export to Excel all comments for a question by clicking the Export icon  . 
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After a note has been made for a question, the Notes icon is highlighted indicating a note is present. 
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Users also have the option to add General Comments about the form in general at the bottom of the 

questionnaire. To add a new General Comment, click the Add New icon . 
 
 

 
 
Enter a comment. Click Save to save the comment, click Cancel to exit without saving. 
 
 

 
 
Comments will be stored at the bottom of each form. 
 
 

 
 
 
When all questions have been answered, click the Save button at the top or bottom of the screen to save 
the answers to the questions. 
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Click Assign Reviewer icon at the top of the screen to move the form to next reviewer. 
 

 
 
Click Assign to Project Engineer icon if user is ready for Project Engineer to review or click Assign 
to Project Manager icon to send back to Project Manager for changes. 
 

 
 
 
Project Engineer logs in to complete their portion of reviewing the form as described above. Project 
Engineers are able to view and respond to notes and comments made by other users as well as add log 
entries and upload documents. At this stage, the form status is In Progress. 
 
 

 
 

Click the Edit icon  to open the form.  
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Click the Questions icon . 
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Once completed, the Project Engineer clicks Assign Reviewer icon at the top of the screen to move the 
form to next reviewer. 
 

 
 
Click the Submit to Area Engineer icon. 
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The status changes to Submitted. 
 
 

 
 

Click the Edit icon   to open the form. 
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If the Area Engineer decides to not send form back to Project Engineer, user has the option to Assign 
to Project Manager. (NOTE: Assign Back to Project Engineer repeats the process mentioned above 
for the Project Engineer). This option will skip the process of the Project Engineer to review the form 
and allow for the Project Manager to either Complete the form or Assign to Designer for review. This 
option will change the form status to Returned. 
 

 
 

Click the Edit icon   to open the form. 
 
 

 
 
Project Manager has the options to Assign to Designer or mark the form Complete. 
 
If user assigns to Designer, the Designer will log in to review form and respond to any comments or notes 
as needed. Designers are not allowed to edit the form only respond to notes, comments and upload any 
documents. 
 
The status changes to Feedback. 
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Click the Edit icon   to open the form.  
 
Click the Questions icon. 
 

 
 

 
 

Click the notes icon . 
 
Click Add New to reply to a comment. 
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Enter a response. Click Save to save the response. Click Cancel to exit without saving. 
 

 
 
 

 
 
After all responses have been entered, next click the Post to Project Manager button on the 
Assign Reviewer screen. 
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The Project Manager will log in to Complete the form. The status will change to Commented. 
 
 

 
 

Click the Edit icon   to open the form. 
 
This is the last opportunity for the Project Manager to review and respond to any comments as needed. 
 
Click the Questions icon. 
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After responding to all comments, click the Complete button on the Assign Reviewer screen. 
 

 
 
 

 
 
The form is now marked Complete and the form is available to Save and/or Print. Once the form status 
changes to Complete, the form is removed from the current list of forms available and can be seen by 
using the Search tool under the Menu options or clicking the check box in the grid as shown below. 
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To view or print the form, click the PDF icon  . 
 
 

 
 
Hover over the PDF until the options bar at the bottom appears as such below. 
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Evaluation Log 
 
To add an Evaluation Log entry, click the Evaluation Log icon. 
 

 
 

Click the Add New icon  at the top. All logs can be exported to Excel by clicking . 
 
 

 
 
Select a Subject, enter a Comment and select the Requested By individual. 
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Click Save to save the log entry or click Cancel to exit without saving. 
 
 

 
 

Users can Edit  or View  Details about each log entry. 
 
 
 

Adding a Document 
 
 
To add a document, click the Documents icon. 
 

 
 

Click the Add New icon . 
 

 
 
Click Select Files and choose the document(s) to be uploaded. 
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Select the appropriate Document Type. If user has uploaded the wrong document, click the Delete  
icon and choose another file to upload. 
 
 

 
 
Repeat the process above to add multiple documents. 
 
Once all documents have been added, click the Upload Files icon. The Upload Status will change to 
Completed when the document has been successfully uploaded. 
 
 

 
 

Click Close to exit. 
 
 




