
UCM 
(File Management Application)

for SiteXchange

INDOT



What has changed?
• A contractor can now retrieve their contract file as soon as files are

available in UCM.

• A contractor can view the file export status of their submissions.

• Email notifications will continue to indicate the file is available, but
will no longer have the file attached.

• The contractor will be fully responsible for retrieving file, checking it
out, editing, and checking file back in.



What did not change?

• There were no changes made to the SiteXchange program.

• Still use SiteXchange the same way to edit contract files.

• Process will still take the same amount of time (24-48 hours).



Getting to ITAP direct url: https://itap.indot.in.gov/login.aspx

1. www.IN.gov
2. INDOT
3. Doing Business with INDOT
4. Contractors/Construction
5. Resources
6. SiteXchange

1. https://itap.indot.in.gov/login.aspx

https://itap.indot.in.gov/login.aspx
http://www.in.gov/
https://itap.indot.in.gov/login.aspx


ITAP Sign In

Make sure you select “Others”



The UCM for SiteXchange will be broken down
into steps with this presentation.

1. Retrieving your contract file

2. Checking out a contract file

3.Checking a contract file in



Retrieving a contract file

The following slides will walk you through the 
steps to locate a file.

Step 1.



Click on SiteXchange Contract File Access



Click on UCM URL link



Click the “Search” drop down menu



Select SiteXchange Document



To find contract file change “ContractID” drop down



Change “ContractID” drop down to “Substring”



Enter contract number without the pre-fix



A contractor should only see their files listed



Find the most recent file



Checking out a contract file

The following slides will walk you through the 
steps to check out a file.

Step 2.



Using scroll bar, scroll all the way to the right



Click on the “i” icon in Actions column



“Checking Out” a file
• Checking out the file is similar to checking out a library book.

• The following slides are the recommended instructions for retrieving a 
file to modify your subcontractors.

• Once you click on the link for the native file you will be prompted to 
save it.

• You will have to save the file locally in order to make changes.
• It is our recommendation that you create a location where you will save the 

files so you may find them later in order to make changes.  This will be 
extremely important in order to check the same file back in to submit 
modifications.



Here is where you will check the file out, Content Actions menu



Select “Check Out”



Native File Link: click on link and save to designated location



Save the file to a known location, then you can modify and save changes.



Modifying the Subcon file

• At this point you will modify/add subcontractors using 
Subcon.exe utility.

• Remember to save the changes to the file. When saving the 
file DO NOT alter the file name.  You will want to “Check In” 
the same file you originally “Checked Out”.



Checking out the wrong file
• Should you check out the wrong file, you can easily undo the action by 

following the next steps.



Undo a “Check Out”

You can see here,

“Checked Out By: MHoos”



Content Actions – “Undo Check-Out”



“Check Out” undone

And now the 
“Checked Out By:” is blank



Checking in a contract file

The following slides will walk you through the 
steps to check in a file.

Step 3.



Checking In a file
• Files ”Checked In” that are not “.CON” will be ignored by the 

SiteXchange import/export process.
• There are two different methods that can be used to “Check In” a file.

• Recommended: check out, modify then check in immediately while UCM is 
still open.

• There is a timeout in UCM of approximately 20 minutes.
• 2nd: Can be utilized if the files are checked in at a later time.

It is recommended to modify a file and check in immediately while 
UCM is still open, to reduce the possibilities of forgetting to check the 
file back in.



Option 1:“Check In” from check out confirmation page



“Check In” continued from check out confirmation page 

Here is where you will attach your file
from its previously saved location



“Check In” confirmation



Option 2: “Check In” from search

Follow the same steps you did to find your file originally.



Click on the “i” icon in the Actions column



Then select “Check In” under Content Actions



Next, retrieve the SubCon file from the saved location 



Check-In confirmation



Do not use “Check in Similar”

Please do not use the “Check in Similar” function

Should you need to check in additional files, 
restart the “Check In” process from the search form.



Important Information

• There is one UCM SiteXchange profile account per company.
• Any ITAP, SiteXchange Contract File Access registered user can check in/out any file 

for their company.

• Files cannot be deleted by a company 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 file.
• New contract files (imported) should be available in UCM after 5:00am (EST) daily.

mailto:subcontractreview@indot.in.gov
mailto:subcontractreview@indot.in.gov


Important information continued

• UCM file export process
• The process will only export files with revision number (2) or greater of the latest contract 

files checked in daily.
• The process runs once after 6:00 pm (EST) daily.

• UCM file Check In
• Do Not use the “Check in Similar” option.  This will create a new file with a revision 

number (1) that will not be exported.
• Files “Checked In” that are not “.CON” are ignored by the SiteXchange import/export 

process.



Frequently Asked Questions
• Who do I contact if I have lost my ITAP login or password?

• There are links on the ITAP login page to assist with forgotten ID’s and passwords. You can 
also create an ITAP support ticket using the help links provided. 



Frequently Asked Questions continued
• What if I want to make additions/correction to a file I already “Checked In” on the same 

day?
• This can be done but the “Exported” field must equal “No”.
• 1st “Check Out” the previous file, then “Check In” the latest revision.
• It must be before 6:00pm EST when you “Check In” the corrected file to be exported on that 

day.

• What if the contract file I need is not displayed in the UCM search results?
• Review your search criteria and search again.
• Your subcontract(s) may not yet be approved. Contact the appropriate district EO officer if it has 

been more than 3 business days since your submission.
• Review next section concerning new SubCon files.

• What generates a new SubCon file?
• An awarded contract after the Notice to Proceed is given and the date populated in the system.
• A subcontract approval in the system.
• Subcontract deleted in the system.
• Change Order with new items has been approved in the system.



Frequently Asked Questions continued
• What if the “SiteXchange Contract File Access” application entry is not displayed after I 

login to ITAP?
• You must request and be approved using the “Request New Application” option, under 

the “Application” menu on the ITAP home page after log in.

• INDOT: Resources webpage
• SiteXchange process Frequently Asked Questions.

• UCM/SiteXchange Technical Issue Support
• subcontractreview@indot.in.gov

https://www.in.gov/indot/2738.htm
mailto:subcontractreview@indot.in.gov


For inquires regarding approvals contact your district’s EEO
• Crawfordsville District- Jennifer Hicks, JHICKS2@indot.IN.gov

Office: (765) 361-5260
• Fort Wayne District- Diane Keefer, DKEEFER@indot.IN.gov

Office: (260) 969-8210
• Greenfield District- Sarah Reese, sreese@indot.in.gov

Office : (317) 467-3453
• La Porte District- Michelle Hoos, mhoos@indot.in.gov

Office: (219) 325-7548
• Seymour District- Dell Ballard, DBallard@indot.IN.gov

Office: (812) 524-3730
• Vincennes District- Carla Irvin, cirvin@indot.IN.gov

Office: (812) 895-7356

mailto:JHICKS2@indot.IN.gov
mailto:DKEEFER@indot.IN.gov
mailto:sreese@indot.in.gov
mailto:mhoos@indot.in.gov
mailto:DBallard@indot.IN.gov
mailto:cirvin@indot.IN.gov
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