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Overview

By the end of this Module, you will be able to:

1. Enter Initial Contract Funding

2. Add Additional Funding to an Existing Fund Package

3. Add Additional Funding to Pay Items
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Entering Initial Contract Funding

1. Begin at your dashboard and select “Contract Administration”.

PROJECT Central Office Finance Role, Construction

v Construction

Change Order

Contract Administration

Contract Claims
Contract Permits

Contract Progress

2. Type in the contract (number) only in the search box.

v Contract Administration Overview
Q.| [Type search criteria or press Enter System Default ~

Enter search criteria above to see results Or Show first 10
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3. To select the contract, either click on the contract or use the “Open Row Actions Menu”

and select “Open”.

v Contract Administration Overview

v O

Q 42683 & | SystemDefault ¥ Showing 1071

0 changed
Contract Description Orig Matl and AAs Gen DT Distr... Lead DES Prime Name
B -42683 @ REPLACE SUPERSTRUCTURE 640 1800859 | Actions

| Exclude

Views

rom Search Results

Approved DBE Commitments
Attachments (0)
Contract Materials and Acceptance Actions

Contract Progress

Current DBE Commitments

General
Items
Links

Payment Estimate Approval Levels

Projects

Subcontracts

Tracked Issues

4. Select “Funding”.

v Contract: B -42683 - REPLACE

General

Additional Information
Administrative Offices

Contract Authority

Contract Times

DBE

Small Business Program Goals
Labor

Locations

Permits
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5. Click “Select Fund Packages”.

v Contract: B -42683 - REPLACE SUPERSTRUCTURE

General Type of Funding

Additional Information F/S - FEDERAL AND STATE FUNDING
Administrative Offices Overall Federal Funding Percent
Contract Authority 80.00

Contract Times

DBE New Select Fund Packages...

6. Search for desired Fund Package by typing description or select “Show First 10” or using
the drop-down “Advanced” Feature.

Advanced -

Enter search criferia above to see results 0or  Show first 10 -

7. Select the appropriate funding and select “Add Fund Package”.

Q, Type search criteria or press Enter & Advanced  Showing 5 of 5

Select: All None 2 selected

Fund Package ID Fund Package Description
100 Percent Local 100 Percent Local
v 100 Percent State 100 Percent State
Federal/State 90-10 State Project 90-10 Funding Package
LPA 80-20 Local Public Agency 80-20
v LPA 90-10 Local Public Agency 90-10

Add Fund Package
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8. Use the “Open Row Actions Menu” and select “Open”.

Fund Package ID* ¥ Fund Package Description* ¥ Default Contract Adjustment In... Funds E

100 Percent Federal 100 Percent Federal Funds Q O Actions

Delete
Federal/State 80-20 State Project 80-20 Funding Package Q O Duplicate Row
Insert Row
Non-Participating Non-Participating Items - No Federal Funding allowed Q O
Views
Attachments (0)
Links
Tracked Issues

9. Start typing the contract (number) only in the “Purchase Order Number” field. Current
Capwise purchase orders will be displayed. Select the desired purchase order.

v Funds in Package

Select Funds...

v 01z NON-PARTICIPATING ITEMS
Fund Description
012 NON-PARTICIPATING ITEMS
Priority * w Type* -
1 Local =
Percentage ¥ Limit v
100.0000

Purchase Order Number Amount Used on Previous Payment Estimates

Q| 42683 - 0.00

Amd 001800859  B-42683 8001800859000ST1

001 20043170 $733500.00 Remaining Amount
0.00 0o1800859  B-42663 80018008590005T2

002 20043170 $13489.43
Totashowing 2 of 2 Original Funding Limit
0.00

Questions/Issues? Please fill out the CMSi Form


https://forms.office.com/g/Lb9DBC0qAa

AASHTOWare Project Training Manual For:
COF

10. Verify “Priority”. Change if needed.

v Funds in Package

Select Funds...

v 01Z NON-PARTICIPATING ITEMS
Fund Description
01Z NON-PARTICIPATING ITEMS
Priority * + Type* *
1 - Local -
Percentage Limit =
100.0000

Purchase Order Number + Amount Used on Previous Payment Estimates
Q, 001800859 001 0.00

B-42683 8001800859000ST1 20043170

$733500.00 Remaining Amount

Amount Used on This Payment

0.00 Original Funding Limit

11. Verify “Percentage”. Change if needed.

v Funds in Package

Select Funds...

v 01Z NON-PARTICIPATING ITEMS
Fund Description
01z NON-PARTICIPATING ITEMS
Priority * = Type* +¥
1 Local -
Percentage ¥ Limit =
100.0000 -

Purchase Order Number = Amount Used on Previous Payment Estimates
Q, 001800859 001 0.00

B-42683 8001800859000ST1 20043170

$733500.00 Remaining Amount

Amount Used on This Payment

0.00 Original Funding Limit
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12. Verify “Type”. Change if needed.

v Funds in Package
Select Funds...

v 01z

Fund

012

Priority * =
1

Percentage ¥

100.0000

Purchase Order Number »

Q. 001800859 001

B-42683 80018008590005T1 20043170
$733500.00

Amount Used on This Payment

0.00

13. Enter purchase order amount in “Limit” field.

v Funds in Package
Select Funds...

v 01z

Fund
01Z

Priority * =

1

Percentage +

100.0000

Purchase Order Number +

Q. 001800859 001

B-42683 80018008590005T1 20043170
$733500.00

Amount Used on This Payment

0.00

Total Amount Used on All Payment Estimates

0.00

NON-PARTICIPATING ITEMS

Description

NON-PARTICIPATING ITEMS

Type* 4

Local - -

Limit =

Amount Used on Previous Payment Estimates

0.00

Remaining Amount

Original Funding Limit

NON-PARTICIPATING ITEMS

Description

NON-PARTICIPATING ITEMS

Type* v

Local -

733,500.00 h

Amount Used on Previous Payment Estimates

Limit =

0.00

Remaining Amount

Original Funding Limit
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14. Select “Save”.

E3 -0
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Adding Additional Funding to an
Existing Fund Package

15. Follow steps 1-6 to find the desired contract available fund packages.

16. Locate the “Fund Package”. Use the “Open Row Actions Menu” and select “Open”.

v Contract: B -36317 - BRIDGE REPLACEMENT

General

Additional Information
Administrative Offices
Contract Authority
Contract Times

DBE

Small Business Program Goals
Labor

Funding

Locations

Permits

Retainage

Comments

Associated Vendor People
Claims

Claim Recipients

Contract Actions

Type of Funding
F/L - FEDERAL AND LOCAL FUNDING

Overall Federal Funding Percent

79.99

New | Select Fund Packages...

Fund Package ID* ¥ Fund Package Description* ¥
80/20 FED/LPA BRIDGE REPLACEMENT
Federal/State 80-20 State Project 80-20 Funding Package
Non-Participating Non-Participating Items - No Federal Funding allowed

17. Click “Select Funds...”

Contract Fund Package Summary

Funding Sources

@

@

@

Default Contract Adjustment In...

O

@]

[m]

30

0 added | 0 marked for deletion | 0 changed

Actions

Delete

Duplicate Row

Insert Row
-.Open

Views

Attachments (0)

Links

Tracked Issues

W Contract: B -36317 - BRIDGE REPLACEMENT

Contract Fund Packages  80/20 FED/LPA - BRIDGE REPLACEMENT

Fund Package ID *
80/20 FED/LPA

v Funds in Package

Select Funds...

> FED

> LC

Funds

B
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18. Search for desired Fund Package by typing description or select “Show First 10” or
using the drop-down “Advanced” Feature.

Q, Type search criteria or press Enter  # | Advanced -

elect: A None

Enter search criteria above to see results Or | Show first 10 -

19. Select the appropriate funding and select “Add to Fund Package”.

Q|| Type search criteria or press Enter |4 | Advanced  Showing 2 of 2

Select: All| None

1 selected
Fund Descr Type Pct
v FED FEDERAL FUNDS Federal - Federal 90.0000
FEDR 100% Federal Funds Federal - Federal 100.0000

Add to Fund Package

20. The additional funding line should be displayed at the bottom. Use the
“Expand/Collapse” button.

Contract Fund Packages  80/20 FED/LPA - BRIDGE REPLACEMENT ~ 103 € | »
Fund Package ID * Fund Package Description *

80/20 FED/LPA BRIDGE REPLACEMENT Q
v Funds in Package

P —— 0 marked for deletion 0 changed
» FED FEDERAL FUNDS v
S LC LOCAL FUNDING

4

E FED - FEDERAL FUNDS x

Questions/Issues? Please fill out the CMSi Form
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21. Start typing the contract (number) only in the “Purchase Order Number” field. Current
Capwise purchase orders will be displayed. Select the desired purchase order.

> FED

> LC

Fund
FED

Priority ¥ v

Percentage v

90.0000

Purchase Order Number ¥
Q| 3028

B-30285 800040007700000

Ame 0018816406
002 19PES80 $134,950.00

0018816832  B-30285 800180137700ST6
003 20PES1S $33,340.00
Tota 0020068762  B-30285 800040007700000
001 22CNS80 $1,552,817.57
0020068762 B-30285 800180137700ST6
002 22CNS80 $1,712,209.61
0020091133 B-30285 800180137700ST6
001 23PES1S $634.44
Showing 5 of 5

FEDERAL FUNDS
LOCAL FUNDING

FEDERAL FUNDS

Description

FEDERAL FUNDS

Type* v

Limit v

4

Amount Used on Previous Payment Estimates

Remaining Amount

Original Funding Limit

22. Enter the appropriate “Priority” number.

v FED
Fund
FED
Priority * =

» 4mm
Percentage ¥

90.0000

Purchase Order Number +

Q 0018816406 002

B-30285 800040007700000 19PESS0
$134,950.00

Amount Used on This Payment

Total Amount Used on All Payment Estimates

FEDERAL FUNDS
Description
FEDERAL FUNDS
Type* v
Limit »

Amount Used on Previous Payment Estimates

Remaining Amount

Original Funding Limit
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23. Verify the correct “Percentage”. Change if needed.

v FED
Fund

FED
Priority * =

3

Percentage ¥

90.0000 -

Purchase Order Number +
Q 0018816406 002

B-30285 800040007700000 19PESSE0
$134,950.00

Amount Used on This Payment

Total Amount Used on All Payment Estimates

24. Verify the correct funding “Type”

> FED

Fund
FED
Priority * =
3

Percentage +

90.0000

Purchase Order Number ¥
Q 0018816406 002

B-30285 800040007700000 19PESS0
$134,950.00

Amount Used on This Payment

Total Amount Used on All Payment Estimates

FEDERAL FUNDS

Description

FEDERAL FUNDS

Type* ¥

Limit =

Amount Used on Previous Payment Estimates

Remaining Amount

QOriginal Funding Limit

is shown. Change if needed.

FEDERAL FUNDS

Description

FEDERAL FUNDS

Typex v

Federal hd -

Limit =

Amount Used on Previous Payment Estimates

Remaining Amount

QOriginal Funding Limit
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Fund
FED

Priority * =

3

Percentage ¥

90.0000

Purchase Order Number ¥

Q 0018816406 002
B-30285 800040007700000 19PESS0
$134,950.00

Amount Used on This Payment

Total Amount Used on All Payment Estimates

26. Select “Save”.

25. Enter additional funding information in the “Limit” field.

FEDERAL FUNDS

Description

FEDERAL FUNDS

Type* ¥

Federal

Limit v

33,340.00 -

Amount Used on Previous Payment Estimates

Remaining Amount

Original Funding Limit
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Adding Additional Funding to
Pay Items

27. Follow steps 1 -5 to open the desired contract.

28. Select “Funding”.

v Contract: B -30285 - BRIDGE

General

Additional Information
Administrative Offices

Contract Authority

Contract Times

DBE

Small Business Program Goals

Labor

Locations
Permits

Retainage

29. Select the number under “Funds” for the desired fund package.

Type of Funding
F/S - FEDERAL AND STATE FUNDING

Overall Federal Funding Percent

0.00

New Select Fund Packages...

Funding Sources

Fund Package ID* v Fund Package Description* ¥
Federal/State 80-20 State Project 80-20 Funding Package
Federal/State 80-20 State Project 80-20 Funding Package
Non-Participating Non-Participating Items - No Federal Funding allowed

0 added = 0 marked for deletion | 0 changed

Default Contract Adjustment In... Funds v
Q =
q U 1 v
q O 1 A d
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30. Select “Fund Package Assignment”.

Administration Overview  Contract Administration j Fund Package Assignment ff Items  Projects  Subcontracts

Contract Fund Package Summary

31. Use the “Expand/Collapse Group” button for the desired project.

Fund Package Assignment Summary

v Contract: B -30285 - BRIDGE REPLACEMENT v o

Contract B -30285 Mixed® NoneO AO BO €O 0 changed | Expand Al
Bigject 0400077 Mixed = NoneO A® BO cO —
5 [00" - BRIDGE REPLAGEMENT Mixed ' NoneO A® BO cO | A Fund Package ID Fund Package Description Funds
Bject 1801377 Mixed ' NoneO AO B® cO (A) Federal/State 80-20 State Project 80-20 Funding Package 3
> 0001 - BRIDGE REPLACEMENT Mixed = None©O AO B® cO
> (B) Federal/State 80-20 State Project 80-20 Funding Package 1
> (C) Non-Participating Non-Participating Items - No Federal Fur 1

32. Select the correct radio button to associate the “Fund Package” to an item.

 Contract: B -30285 - BRIDGE REPLACEMENT v

Contract B -30285 Mixed” NoneQ AO BO €O 0 changed Expand Al

Project 0400077 Mixed = NoneC A® BO cO

+ 0001 - BRIDGE REPLACEMENT Mixed ' NoneQO' A® BO €O
O

0001 105-06845 LS CONSTRUCTION ENGINEERING
0002 110-01001 LS MOBILIZATION AND DEMOBILIZATION
0003 201-52370 LS CLEARING RIGHT-OF-WAY

0004 202-02240 SYS PAVEMENT REMOVAL
0005 202-51330 LS PRESENT STRUCTURE, REMOVE, STRUCTURE
NO.

0006 203-02020 CYS EXCAVATION, UNCLASSIFIED

0007 203-02070 CYS BORROW

0008 203-51223 CYS EXCAVATION, WATERWAY

0009 205-12108 DOL STORMWATER MANAGEMENT BUDGET

0010 205-12616 LS STORMWATER MANAGEMENT IMPLEMENTATION

> Fund Package ID Fund Package Description Funds

(A) Federal/State 80-20 Project 80-20 Funding Package 3

P (B) Federal/State 80-20 - Project 80-20 Funding Package 1

> (C) Non-Participating Non-Participating ltems - No Federal Fui 1

io

INCHCHCRONONON [OF ONONO]
») O 00000 jop 00
> O 00000 jop 00

> O 00000

33. Select “Save”.

E3-0
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