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** To accommodate the processing of SiteXchange contract files in UCM, a profile
per contractor was created specifically for this purpose. Additional UCM system
content and definitions that are not needed for this process is not included nor
explained in this document.
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Important Information

X/
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There is one UCM SiteXchange profile account per company.
= Any ITAP, SiteXchange Contract File Access registered company user can check
in/out any file for that company.
Files cannot be deleted by an external user.
= Send an email to subcontractreview@indot.in.gov to request file deletion if
necessary.
Files available in UCM
= Contract files created on or after November 25, 2014 should be available in UCM.
= Send an email to subcontractreview@indot.in.gov to request an older or missing
contract file.
= New contract files (imported) should be available in UCM after 5:00 am daily.
% UCM file export process.
= The process will only export revision number [2] or greater of the latest contract files
checked in daily.
=  Process runs once between 6:00pm — 7:00pm daily.
UCM file Check In
= Do Not use the “Check In Similar” option. This will create a new file with a revision
number of [1] that will not be exported.
= Files “Checked In” that are not “.CON” will be ignored by the SiteXchange
import/export process.
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°
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Accessing UCM for SiteXchange Contract Files

To access UCM, log in to ITAP http://itap.indot.in.gov.

[J--Qa Scheduling Project Management System

&5 Security Buddy

[]--‘{ﬁ Site Manager User Request

‘{3 SiteXchange Contract File Access

I:I--‘Iﬁ Situational Awareness

=¥ SMGR Reports

[J--Qa SubContractor Payment Tracking(Prime Contractors Only)

Select the UCM URL to search, check in and check out SiteXchange contract (.con) files.

SiteXchange Contract File Access

Click here to access application

The SiteXchange® Application is an electronic A
system that allows the Prime contractor to add
subcontractor data that was previously collected W
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Searching for a SiteXchange Contract File

The default UCM page is displayed below. Select “SiteXchange Document” from the search
dropdown.

Help | Refresh Page O

ORACLE" INDOT
d ERMS User Manuals  Helpdesk [Quiccsearch || [ ©

eck-In

T —
Reloase Dote: From [ T[]

|-Text Search:

Sort By: [Release Date  |/] | Descending[ ]

Options:

e Search — returns all company files
Reset — clears field entries
e Save (not available)

ORACLE' INDOT

v Search v New ChedkIn ERMS User Manuals  Helpdesk

My Content Server
Browse Content
Search

Content Management

Search for SiteXchange Document quick help
v Shitch Proflle ~ Search Forms |

Full-Text Search

Enter search terms

Metadata Search

Content ID |Starts v * leave blank
Ttle [Starts ~] * can use 5 digit contract no.
* can use 5 digit contract no.
ContractID IStants M
District [Matches [No Selection [v]  * any part of district name

Security Group [Matches || [NET [NET * default
Profie [Matches | V| [stexchange_documents Isnexthange_ducuments * default
Company Name |Matches [N Selection 2

* can leave blank & “No Selection”. Default is current company files only

Results Options

Results Per Page: 200 Sort By: |Release Date |Descendmg
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Search Options

Metadata search can include of the items listed on the page: Content ID, Title, ContractID,
District or Company Name. The Security Group and Profile are selected by default and need not
be changed.

Selecting “Search” with no additional options will return all “.con” files of the company
associated with the current logged in user.

Search Results
On the search results page you will see a row for each document found that will list out the
metadata associated with the type of document that was searched for.

Search Results Iters 1-200 of 10728

~ Change View ¥ Search Actions

Search Form--> Search Results

J Pagesz[ﬂfﬁ ©

ContentID Title ContradID District Seaurity Group Profile Company Nanme Adions
DOT_4649350 T__38520_20160720.CON 38520 Seymour NET sitexchange_doouments Midwestern Eledtric, Inc. [ 5] @
DOT 4649354 T_ 38523 20170127.CON 38523 Seymour NET sitexchange_documents Midwestern Eledtric, Inc. L =] @
DOT 4649360 T__38958_20160512.CON 38958 Seymour NET sitexchange_doouments Shambaugh &Son, L.P. [ =] ‘\D
DOT 4649362 T__38965_20160309.CON 38965 Seymour NET sitexchange_doouments Hunmel Bectric, Inc. Hzf @

Content ID
DOT 4671477
The Content ID links |oor 471453 on the left side of the row will allow you to open or save a
copy of the latest version contract file to your computer. The standard “Check-Out” procedure
will still need to be performed before an updated file can be checked back in.

Click the blue “i” () icon at the end of the row to proceed with file check-out procedure on the
Content Information page.

Checking out a Document

The process of checking out a file is completed on the Content Information page. To upload an
updated contract file you must first “Check-Out” the file. To check out a file, click on the
“Content Actions” option in the upper right menu bar for the page.

All available revisions of the selected “.con” file will be listed. The file number with the brackets
“[#]” is the currently selected file to be Checked Out.

Revision Release Date

[3]

4/6(18 9:50 AM

4/6/18 9:47 AM

4/6/18 9:29 AM

4/6/18 9:23 AM

= [ [ |

4/6/18 9:26 AM
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Full Information| ~ Content Actons i+ Emai |

Links

Title:

Content ID:
Account:
Author:
Revision:
Security Group:
Profile:
ContractiD:
District:
Company Name:
Exported:
Checked Out By:
Status:
Formats:

R__35435_20171117.CON
INDOTDEV_1658524
NET/sitexchange_documents/CSLT_HCI
CSLT HCT

5

NET
sitexchange_documents
35435

Greenfield

HIS Constructors, Inc

Yes

Released
Application/con

Web Location:  hittps://IOTECMDO6VW.state.in.us:16201/cs/aroups/ne!

Native File: R 35435 20171117.CON

~ Content Actions

Check Out

Revision Release Date Expiration Date Status Actions
[5] 4/6/18 9:50 AM Mone Released Delete
4 416118 9:47 AM None Released Delete

3 4/6/18 9:29 AM None Released Delete

2 4/6/18 9:28 AM None Released Delete

1 4/6/18 9:26 AM None Released Delete

Content Actions menu options. (Other options are not applicable)

Check Out —

Check out the document.

To check out the document, select the “Check Out” option. The file will remain locked until a
new version is Checked In or until the Undo Check-Out option is used.

Unlock (Undo) a Checked Out file

Go to the content information page for the checked out file. Select Undo Check-Out from the
Content Actions menu.

ation | ~ Content Actions | ~ E-mail

Undao Check-Qut

To download a copy of another revision, first select the revision number, then the “Native File”

link.

Evision

Release Date

Gl |

4/5/18 9:50 AM

4/5/18 9:47 AM

4/5/18 9:29 AM

4/5/18 9:28 AM

e (ma |

4/5/18 9:26 AM

Links
0eVW.state.in.us:16201/cs
Mative File: Penguins.jpg
Revision Release Date

[1]

3/5/18 10:47 AM
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After checking out the document a confirmation screen is displayed. It also provides a link to
download the currently selected native file. Clicking on this link will open an “Open/Save”
dialog box at the bottom of your browser.

You can check in the document by clicking the button on the page.

e@@ hitpsy//ecm2.indotin.gov/cs/idcplgldcService=GET_DOC_PAGE&Action=GetTer O ~ & || /2] Home Page for JDOSCH ‘ |

File Edit View Favorites Tools Help

ORACLE" INDOT

My Content Server

Browse Content

Check-Out Confirmation

Search
Content

Title: ERMS Test
ContentID: DOT_2973246

Checked Out By: JDOSCH

It is strongly recommended that you save the file(s) to a directory other than the browser's default
directory. Use the right mouse button on the link(s) below to choose a save option.

Native File Link: 10420384 606615202771320 322914887785 56 n-
500x334 - Copyv.jpg

i
[ Clck on the Chellk In button below when your ed: is complete.

Checking In a Document

After successfully searching for and locating the file to “Check In”. Click the blue “i” (i) icon at
the end of the row to proceed with file check-in procedure on the Content Information page.

Search Results Itens 1-200 of 10728

[ ~ Change View Search Actions ]
Search Form—> Search Resuits

2 page[1[¥]ofs ©@

Content ID Title ContradID District Security Group Profile Company Name Adiions
DOT_4649350 T__38520_20160720.CON 38520 Seymour NET sitexchange_documents Midwestern Eledtric, Inc. (=) @
DOT 4649354 T__38523_20170127.CON 38523 Seymour NET sitexchange_docurents Midwestern Electric, Inc. E@
DOT 4649360 T__38958 20160512.CON 38958 Seymour NET stexchange_documents Shambaugh & Son, L.P. LS| @
DOT 4649362 T__38965_20160309.CON 38965 Seymour NET sitexchange_documents Humme| Bectric, Inc. E@

“ 4 H
Select “Check-In” from the Content Actions menu.
‘Content Information
FullInformation  + Content Actions  ~ E-mail
Title: R__35435_20171117.CON
ContentID: INDOTDEV_1658524
Account:  NET/stexchange_documents/CSLT_HCI e = |
Author:  CSLT HCI | Content Actions | ~ E-mal
Revision: 5 e
Security Group:  NET e
Profile: ~sitexchange_documents
ContractID: 35435
District:  Greenfield
Company Hame: HIS Constructors, Inc
Exported: Yes
Checked Out By: Add Attachments
Status: Released
Formats: Application/con Add to Folder
Add to Folder as Short Cut
Links
Web Location:  https://I0TECMDOBVW.state.in.us:16201/cs/groups/nef stexchange documents/@csit hci/documents/stexchange documents/di8x/nju4/~edisp/indotdev 1658524.con
Native File: R 35435 20171117.CON
Revision Release Date Expiration Date Status Actions
151 4/6/18 9:50 AM MNone Released Delete
4 4/6/18 3:47 AM Mone Released Delet=
3 4/618 9:29 AM MNone Released Delete
2 4/618 9:28 AM Hone Released Delete
1 /618 9:26 AM None Released Delete
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Check-In page Screen Content Page

Content Check-In Form

l

Organize v New folder E=- @
& T - = &
Title Placeholder 5 Microsoft Outlook & Name Date modified Type A
Content ID INDOTDEV_1651958 "~ @ 5_30197_20150318.CON 3/18/20157:25PM  Contract Documer
Account NET/sitexchange_documents/CSLT_SCCI I Favorites @ B_30197_20150618. CON 6/18/20157:25PM  Contract Documer
= Author @ B_30659_20180322.CON 3/22/2018845PM  Contract Documer
. o B Deskiop @ B_30723.20170313.CON 3/13/20177:25PM  Contract Documer
Revision 3 4 Libraries @ B_30723 20170413.CON Contract Documet
* Security Group NET [¥| Documents @ B_30723_20170501.CON Contract Documer
Profile stexchange_documents o Music @ B_30723.20170518 CON 5/18/20177:25PM  Contract Documer
ContractiD R -36373 - =) Pictures @9 B_30723 20170804 CON 8/4/2017845PM  Contract Documer
ontra - 5 Subversion @ B_30723 20170807.CON 8/7/2017845PM  Contract Documer _
District Crawfordsville H Videos ~ | i I ] v
Company Name Superior Construction Co., Inc.
File name: B_30197_20150618.CON -
Exported No Save as type: | All Files (%) -]
* Original File Lighthouse.jpg
* Primary File Browse...
v = e otger T @

Check In || |

Click “Browse” to locate the contract file to check in on your computer. Click

Upon successful upload a confirmation window  Check-In Confirmation for ‘Generate.txt'
Should be displayed. Content1b: INDOTDEV_1658750 | [Content Infol _|

Title: Generate.xt
Checked in by:

in @ new document with similar attributes

The [Contentinfol |ink will take you back to the Content Information page where your files should
be displayed.

Support

Technical Issues
e subcontractreview@indot.in.gov (Subcon file and Subcon.exe issues)
e Sctcrequest@indot.IN.gov (ITAP and UCM issues)

Contract File Approval Questions
e Email appropriate district Economic Opportunity Officer
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