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The Golden Rules of CMS Consultant Doc Prep 

 
 

Use “Tab” or “Enter” to navigate from entry fields 
 
 

Bold indicates double click (like a web link) 
 
 

All activities MUST have duration 
 
 

All activities MUST have at least one employee 
(Recommendation – include labor hours for the employee overseeing a sub-consultant 
in the activity rather than “passing it through” to the sub-consultant) 

 
 

All employees MUST have at least one labor hour 
 
 

Sub-consultants must be assigned activities in order to enter any 
data for their responsibilities 

 
 
 
 

 



ePM CMS TRAINING 
 

Consultant Exercise 1 – Administration & Security 
 
1. Once Consultant Services has accepted your request, your contract is passed to 

the hands of the Consultant you have chosen. 
a. Login as the PRIMEADMIN 
b. Password - Testing1 
 

2. You will see your new contract highlighted in red because the contract is now the 
Consultant’s responsibility 
a. When first logging in to CMS, this menu shows the contract in Red, indicating 

the Consultant needs to take action on this contract. 
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3. In order to establish a contract with UDOT, the Consultant Administrator will need 
to set up certain information for your company such as your Other Direct Costs 
[ODC] and employee information. 
a. Click on the Consultant Menu and Select the 930 Consultant Screen. 
 

4. Verify that your address information is correct or make any necessary updates 
and click Save.   
a. If you need to add another address, first click Add and then fill out the 

information under the Address tab and then click Save. 
b. The name listed under the Contract Contact is the primary contact for all or 

your company’s contracts.  This person also serves as the primary contact for 
ePM security administration within your company.  
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5. To view your financial screening information, click on the Financial Screening 
Tab.  It is your [Consultant Administrator] responsibility to provide active financial 
screenings to UDOT Consultant Services. 
a. Consultants are approved to work on Lump Sum, Cost Plus Fixed Fee or Unit 

Price Contracts if the corresponding boxes have been checked by UDOT 
Consultant Services in the Financial Screening process.  

b. Types of contracts are determined during the financial screening process 
based on information provided by Accounting staff. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Page 5 of 47 



 
6. To view any correspondence notes between you [Consultant Administrator] and 

UDOT Consultant Services regarding your Financial Screening, click on the 
Correspondence tab.  Information is specific to Financial Screening periods. 

 

 
 

7. View Other Direct Cost [ODC] Categories that UDOT Consultant Services has 
approved for the Consultant during the Financial Screening process.   These will 
be established for each Financial Screening period. 
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8. In order to be eligible to complete your contract, Consultants need to provide 

current insurance certificates to UDOT Consultant Services.  To verify that 
Consultant Services has your most recent insurance information, click on the 
Insurance Tab. 

 

 
 

9. View the Disciplines that the Consultant has qualified for, click on the Discipline 
Tab.  Disciplines will be unique to Pool Periods. 
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10. Click on the Employee Tab to add employees from your Staffing Plan. 
 

 
 

Note – Pay Category is used by the UDOT PM to calculate labor costs for a category 
of employees on the ICE.  Tying your employees to a UDOT Pay Category assists 
the UDOT PM in managing his project budget.  Employee Job Title is the working 
job classification your firm uses for employees.  In the contract document section, 
you will identify the employee’s role as the Contract Job Title.   

 
For example, John Doe is the owner of a company.  The UDOT Pay Category may 
be “Principle Engineer”.  His Employee Job Title may be “Owner” or “Principle 
Engineer” on his employee record; his Contract Job Title for one contract may be 
Project Manager or QC/QA Manager, and on another contract, he may be the 
Structural Lead. 
 
You can create groups of employees for non-critical positions for use on unit price 
contracts.  This may be a group of CADD technicians or administrative staff, using 
an average for rates of pay.  You may not create a group for licensed professionals. 
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11. Add the following employees by clicking ‘Add’ and selecting a pay category 
similar to their job title within your organization.  Complete all necessary fields for 
each employee and Save.  License information is required for all licensed 
professionals. 
a. Engineer (Pay Category) - Jack Kennedy, P.E. - Project Manager - BS Civil 

Engineering - License Number 11221963 - $35.45 per hour. 
b. Engineer (Pay Category), Ronald Reagan, Structures Lead, BS Civil 

Engineering, PE, 11041980, UT, $49.77 per hour. 
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NOTE:  CMS will calculate a unit price rate of pay by loading the actual wage by the OH 
rate and a fixed fee of 10.5%.  This can be overridden by Administrative staff, by 
inserting the firm’s standard loaded unit rate for each employee. 
 
In order for your Consultant PM to identify Other Direct Cost Items for this specific 
Contract, you need to make them available under the ODC Item Tab.  If the ODC 
Category you need is not available, contact the Financial Screener with UDOT 
Consultant Services. 
 

12. Add the following ODC Items from your Cost Proposal 
a. Other - Testing - Each - $225 
b. Contract Labor - Each 
c. Mileage Reimbursement - Personal Mileage Reimbursement - Mile - $.50 
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13. When you are logged in as an Administrator, you will have access to the Security 

Tab under the Consultant 930 Screen.  Only those individuals with administrator 
rights will see the security tab.  Consultant Services and UDOT PM’s do not have 
access to this tab to ensure complete control by the Consultant over who has 
access to their data.  This screen provides three functions:  
a. The consultant manages ePM / CMS security for their employees.  

Consultants will give new employees access and inactivate employees when 
they terminate with the firm. 

b. “Allow UDOT Consultant Services to act as Prime.”  The consultant can give 
access to UDOT Consultant Services staff.  This function enables CS to see 
what you see when completing contract documents in a support function 
when your firm needs assistance.  This flag can be open or closed as 
needed.  

c. “Restrict Other Consultants from doing Document Preparation.”  The 
consultant can give access to other consultants.  This function enables 
smaller firms to allow a prime consultant to enter contract information in their 
behalf.  It does not allow other consultant firms to address any areas of the 
930 screen (security, employees, and other direct cost items).  Note – any 
consultant adding your firm as a sub-consultant to a contract project team will 
have access to see employee and other direct cost information.   This field is 
all or nothing, either no consultants may have any access to your information 
or all consultants have access to see your information as a sub-consultant. 
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To add an ePM account, consultant employees need to fill out an access request 
form online from www.udot.utah.gov/go/epm.  Click on Access Request – Outside 
Customer 
 
ePM Staff will then create a login account for an employee and associate them with 
the company they claim to work for. 
 
The employee has a login, but no access to ePM until the Consultant gives them 
access.   
 
The employee will show up on the employee list on the Security Tab with no security 
access. 
 
In order for them to be able to access anything in ePM, you [as the consultant 
security administrator] must first grant them security access. 
 
If this person does not work for you, simply delete them by clicking “Remove 
Employee”.  This will make the login “inactive” until UDOT associates the login with 
another consultant. 
 
If this person does work for you, you can grant them the appropriate security access 
by double clicking on the security profiles in the left hand box.  Applied security 
profiles will then show up in the right hand box. 
 
Some of these security access profiles have read only capabilities while others have 
read / write capabilities.   
 
Security accesses are: 
 

61 – CMS View access to data (consultants) 
 Allows the individual to view information in CMS 
63 – CMS PM access to data (consultants) 
 Allows the individual to view some data on the 930 screen and enter contract 

documentation in CMS 
64 – CMS Admin access to data (consultants) 
 Allows the individual to enter data on the 930 screen and view contract 

documentation in CMS.  
67 – ePM View access to data (consultants) 
 Allows the individual to view information in ePM after your firm has been 

associated with a Project PIN. 
68 – ePM Limited access to data (consultants) 
 Allows the individual access to some screens in ePM after your firm has been 

associated with a Project PIN. 
69 – ePM PM access to data (consultants) 
 Allows the individual access to all consultant screens in ePM after your firm 

has been associated with a Project PIN. 
 

http://www.udot.utah.gov/go/epm


Consultant Exercise 2 – Contract Doc Prep 
 

14. To enter your Consultant Contract Documentation, Login as the Consultant PM 
and click on CMS 

a. Login as the PRIMEPM 
b. Password - Testing1 
 

15. You will see your new contract highlighted in red because the contract is now the 
Consultant’s responsibility. 

 
16. Double click on your Contract Number or “NEW” highlighted in red to go to the 

Consultant Document Preparation Screen. 
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17. Or choose the 915 Contract Status Screen under the Contract menu and find 
your contract under the Document Prep Tab.  

 
18. Double click on your contract to go to the Document Preparation Screen.  All of 

the information you enter here will be used to generate your contract. 
 

 
 
19. The primary screen in Consultant Document Prep is the Overview screen.  From 

here, you can access all the areas necessary to complete your contract 
transaction. 
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20. Select the “Executive Summary” button to complete the required information for 
the Executive Summary (center left). 

 
21. In this area, you can type text directly in the appropriate fields, or you may cut 

and paste data from a Word.DOC.  You may move around the Executive 
Summary tabs, but you MUST “Save” data before returning to “Overview”.  
Returning to “Overview” without saving will result in no data in these fields. 

 
22. Enter the written text of your contract by clicking on the “Executive Summary” 

button. 
a. You can copy and paste your Executive Summary under the “Brief 

Description” Tab.  Click Save. 
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b. Identify the roles and responsibilities of the Prime Consultant and any Sub-

consultants that may be working on this contract by copying and pasting text 
under the “Project Team” Tab.  Click Save. 

 

 
 

c. Identify any assumptions that you have made regarding this project under the 
Assumptions Tab.  Click Save. 
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d. Enter any information regarding phasing of this project or contract under the 
“Phasing” Tab.  If there are none, state it.  Click Save. 

 

 
 

e. Identify the contract fee type here and indicate why it is the best choice for 
this contract under the “Fee Type” Tab. Click Save. 
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f. Once you have completed all five of these tabs, click on “Back to Overview” to 

return to the Document Preparation Screen. 
 
g. Once the Executive Summary Screen has been completed, check the 

appropriate box next to the Executive Summary button. The system will not 
allow you to “Submit” your contract to the UDOT PM until you have flagged all 
of your contract sections as complete. (Center left) 
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23. Add the Other Direct Cost Items that will be associated with this contract by 

clicking on the “Other Direct Cost Items” button. 
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24. Add the following ODC Items by selecting “Add ODC Item”. 

5 each 

$8,000.00 

 

a. First Class Postage, Quantity = 100, $.44 each 
b. 8.5” x 11” Color Photocopies, Quantity = 50,  $.1
c. Mileage Reimbursement, Quantity = 300, $.50 each 
d. Contracted Labor, Aerial Surveyors, Quantity = 1, at 



 
25. Your ODC Total should show as $8,201.50 under the Other Direct Cost Screen 

as well as the Total Cost on the Overview Screen. 
 

a. Note the ODC costs for the Prime Consultant on the Overview screen (center 
right). 

b. Once you have completed the ODC Items, check that section off as 
“Complete”. (center left) 
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26. In order for you to complete your Work Plan, you need to have activities assigned 

to you.  When this contract request was created, the UDOT PM chose activities 
associated with his project based on a network, or custom activities.  To view and 
make changes to those activities, click on the “Assign Prime Activities” Button 
(center of screen). 
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27. The activities that have been identified for you are checked with a checkmark.   
a. To add more activities, check the box under “Use on this Transaction” next to 

the activity you want.   
 

28. Add Activity 01Z 
a. To remove an activity, uncheck the box. 
b. When you are done, click “Back to Overview”. 
c. (The “Work Plan” button will take you to this activity in the Work Plan area.) 
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29. To complete your Work Plan, click on the “Work Plan / Hours Derivation” Button.  
Notice that the flag next to the “Work Plan / Hours Derivation” Button will be 
grayed out until you assign a duration and an employee to every activity.   
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30. If you have been assigned Network Activities (opposed to Custom Activities) you 
will see the corresponding Network Activity Description under the Work Plan Tab.  
If you wish to make changes to these descriptions, do so here and click Save. 
a. Make sure to enter a Total Duration for each activity in the blue box.  Duration 

is the number of calendar days anticipated to complete this activity. 
b. The Duration field is important because it will be used to develop your 

contract schedule. 
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31. Click on the “Hours Derivation” Tab to assign staff to this activity. 
 

 
 
32. Select “Add Employee” and choose the appropriate staff members that will be 

assigned to this activity. 
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33. Enter the number of hours the employee will work on this particular activity and 

click Save. 
 

 
 
34. If you have a standard team (such as a design squad) that will be working on 

multiple activities, you can create that team by clicking on the “Manage Contract 
Team Profile” Button. 
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35. Select the employees you want to add to your team by checking the box under 
“Select Employee”. 

 
36. Enter a name for your Contract Team and click Save. 
 

 
 
37. Notice that you can edit an employee’s proposed rate of pay here. 
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38. When an employee’s rate if pay changes from the actual rate, you will need to 

explain the pay rate variance when you Save. 
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39. After you have explained one employee’s pay rate variance, the window does not 

automatically call up again.  It is now a third Tab and can be revised to explain 
additional pay rate variances for other employees.  UDOT Consultant Services 
requires explanation of pay variances for all employees with proposed rates 
different from their actual rates of pay. 
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40. Now that you have added employees, you can created a Contract Team(s) and 

add these teams to appropriate activities by selecting “Add Contract Team”.  
 

 
 
41. Assign this team to every activity that your company has been assigned to by 

selecting “Save Selected Employees to All Activities”, or you can save this 
Contract team to just this activity by selecting “Save Selected Employees to 
Activity XX” and go through each activity one by one. 
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42. Notice that when you save your Contract Team to All Activities, the system will 

save the hours that you have under the Hours field the same for every activity.  
You can edit these hours for each activity by selecting “Next Activity” and then 
selecting the Multi Employee Button. 

 

 
 

43. Make the necessary changes to the hours for each employee for this Activity and 
click Save. 
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44. Once you have assigned employees and given duration to every activity, click 

“Back to Overview” to flag your Work Plan/Hours Derivation as “Complete”. 
 

 
 

45. Add any sub-consultants you may have by selecting “Project Team”. (center left) 
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46. Add ABC Engineering as a Lump Sum Contract by selecting “Add Sub Firm” and 

choose “ABC Engineering” from the popup window. 
 

 
 
47. Choose “Lump Sum” as the Sub Fee Type and click ‘Save”. 
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48. The system will automatically bring you to the Activity Assignment Screen.  
Assign Activity 35Y to ABC Engineering by placing a checkmark under “Use on 
this Transaction”. 
a. You can come back to this screen from the Overview by selecting “Project 

Team” and double clicking on your sub-consultant. 
 

 
 
49. Add Main Street Consultants as another sub-consultant by clicking on “Project 

Team” and selecting “Add Sub Firm”. 
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50. Verify that Prime Engineering is selected as the firm that is hiring Main Street 

Consultants and click “enter”. 
 
51. Select “Unit Price” as the Sub Fee Type.  Click Save. 

a. Notice that you do not see “Cost Plus Fixed Fee” as an option for Main Street 
Consultants.  This is because this firm has not been approved for that type of 
contract through UDOT Consultant Services. 
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52. Assign Activities 29V and 69V to Main Street Consultants. 

 

 
 

53. Now that you have added sub-consultant(s) to your contract documents, notice 
that the “Work Plan/Hours Derivation” check box is no longer active (grayed out).  
This is because your sub-consultants need to enter their contract documents in 
order for you to be able to submit this contract to the UDOT PM. 
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54. When a sub-consultant allows another firm to act in their behalf, the prime 

consultant can enter their contract documents for them by selecting one of your 
subs under “Current Firm Name”. 
a. Select Main Street Consultants under the “Current Firm Name”. 
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b. Select Other Direct Cost Items.  Notice that you cannot add ODC Items for 

Main Street Consultants because they have ‘Restricted other consultants 
from entering Contract Documents’ for them. 

 

 
 
c. Go back to the Overview and Select “Work Plan/Hours Derivation. 
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d. Click on the Hours Derivation Tab.  Notice that you cannot Add an Employee 
for Main Street Consultants either.  Select Back to Overview. 
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55. Main Street Consultants will need to enter their own Contract Documents 

because they have restricted your access as the prime to do so for them.  To 
login as the Main Street PM, click on ePM Home. 
 

56. ABC Engineering has not restricted other firms from entering contract documents 
for them.  Prime Consultants can select ABC Engineering, Inc under “Current 
Firm Name” and enter contract data for their sub-consultant. 
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57. Enter the following Contract Documents on behalf of ABC Engineering, Inc. 

a. Add 150 miles of Mileage Reimbursement as an ODC Item 
o Mark off Other Direct Cost Items as complete. 

b. Add Donald Duck as an employee on Activity 35Y with 50 hours 
o Mark off Work Plan/Hours Derivation as complete. 

c. ABC Engineering, Inc will not be hiring a sub-consultant, so check off Project 
Team as complete. 
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58. Go back to ePM Home and click on “Login as Different User” 
 

 
 
59. Login as MAINPM 

a. Password: testing1 
 

60. Click on CMS 
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61. Double click on your project. 
 

 
 
62. Enter the following Contract Document information for Main Street Consultants. 

a. Add quantity 500, First Class Postage at .44 each as an ODC Item 
o Mark off Other Direct Cost Items as complete. 

b. Add Marilyn Monroe as an employee on Activity 29V with 10 hours 
c. Add Grace Kelly as an employee on Activity 69V with 20 hours 

o Mark off Work Plan/Hours Derivation as complete. 
d. Main Street Consultants will not be hiring a sub-consultant so check off 

Project Team as complete. 
e. Notice you do not have access to Prime Consultants contract information. 
 

63. Click ePM Home and log back in as the PRIMEPM 
 
64. Click on CMS and double click on your project. 
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65. Now that contract documents for the prime and subs have been completed, you 

can now check your Work Plan / Hours Derivation Section as complete. 
 

 
 
Notice that the information entered by Main Street Consultants is now visible to you 
as the Prime.  For example, click on Work Plan/Hours Derivation to view the 
employee information that Main Street Consultants has added. 
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66. Check off your sections as complete and click “Submit to UDOT PM”. (upper 
right) 

 

 
 
67. Add any comments you want to include with your contract to the UDOT PM.  

These comments are saved with the contract.  Click “Submit to UDOT PM”.  
Consultant Services recommends this area be used to re-state communication 
you have had with your UDOT PM. 
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68. You will get a message confirming that your contract has been submitted. 
 

 
 
69. Once you have submitted your Contract Documents to the UDOT PM, you [as 

the Consultant] will be brought back to the Contract Status screen. 
a. Notice that your contract has been moved from the Document Prep tab to the 

Negotiation Tab. 
 

 
 
70. The Contract is now in the hands of the UDOT PM, awaiting approval.   
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Practice Exercises 
 
Exercise 1: Find the rate of pay of Grace Kelly 
 
Exercise 2: Find the overhead rate of ABC Engineering 
 
Exercise 3: Find out if the financial screening for Prime Engineering is valid 
 
Exercise 4: Identify the total dollars for Main Street Consultants 
 
Exercise 5: Identify which tasks have been assigned to Main Street Consultants 
 
Exercise 6: Find out if Main Street Consultants has been authorized to use Travel 
Expenses as an ODC Category. 
 
Exercise 7: Find how many contracts does Prime Engineering have active. 
 
 
   


