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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
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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 - Testingl

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.

L6 Oracle Developer Forms Runtime - Web

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  Old CMS Help Window DRACI_E'
| e

electroni€onsultant Services Subsystem

Users Mame: PN, PETER

Contract No. PN Project Mumber Project Location Expiration Status =
| EBE3 CMs-1i111 |SAMPLE PROJECT FOR CMS TRAINING | |ooC PRER &
NEW | BE03 [CMS-LLIL |SAMPLE PROJECT FOR CMS TRAINING | [ooC Prep
HEW BBOI [CMS-1{LIL |SAMPLE PROJECT FOR CMS TRAINING |INFD PENDHNG

.Becord: 1_{3
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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.

Developer Forms Runtime - Web

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  Old CMS  Help Window DRA I_E'
*e0 ePMO30 Consultant {v 1,0 06-DEC-2010 09:58:4
Consultant |
Federal ID Firm Mame Legal Status Active -
| EEECEEEE| [PRIME ENCINEERING, INC Al [ FoRRORT CoMPOATION | [ o]
Mfmtﬂlﬂrgwumﬂnel 41012011 Jmcmﬁm!mml 3.0 Peinit He.-
Financial Cantact Info —eeooooooooooo . Cnitract Contact Info e
Salutation First Mame Last Name Salutation [First Mame Last Mame
RE [nac [sanCHEZ Ms | [RaE [sancnez
- R e
Phane [(B01) 123-45E; Fax [1B01) 123-56] Phone [{BD1) 123456, Fax [BOT) 123-a5E]
Email [RAELEEN@UTAH. GOV RAELEENGUTAH. GOV
| Delre |
] Add
e [ 29
ipiti Primary Finance Line 1 Ciity State Zip =
PRIMARY ¥ ¥ [z3awmamsr ANVTOWN us [o0123 (i@
|ST GEORGE OFFIC W [w [1238 maw streET ST GEDRGE uT [Baaaa
[ @ O [ N =
K o U
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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.

Oracle Developer Forms Runtime - Web |'L||'E|r5__<|
sultant Table Maintenance Menu Reports  Old ORAC LE
-
Consultant
Save
Federal I° Firtn Mathe Legal Status Active
999995444 PRIME EMCGINEERING, INC 4| |FOR PROFT CORPORATION | [ Delete
Annual Cost of Living Adjustiment Date 014012011 | Annual Cost of Living Adjustment Percertsge 3.00 Print Report
Financial Contact Info Cortract Contact Info
Salutation First Mame Lazt hame Salutation First hame Last hame
Ms | |RaE SANCHET Ms | |RaE |sancHEZ
Phone |(501) 123-4367 Faxx |(301) 123-43567 Phone |(&01) 123-43567 Fax (5013 123-4367
Email |RAELEEN@UTAH.GOV Email |RAELEEN@UTAH.GOV
Address Finsncial Screening [ Correspondence  ODC Category InsUrance Discipling Employes ODC ttem Security
Received Date i7 Review Date i7 Effective Date i7 Expiration Date i7 Save
Fringe Overhead G&A Overhead Total Overhead FHWA Cost Cerification [~ Delete
Megotisted Rates [~ CP&CHK [ CPA& Overhead [ Lump Sum [ Cost Plus [~ Uit Price [~ DEE [ Lol
Audit Date 17 Audit Company Mame | -
Fringe GRA, Tatal Cost Meg. CPA  CPA Lump  Cost  Unit
Received Date Reviewy Date Effective Date Expiretion Date  Owverhead Owverhead Owverhead Cert. Rates OK OH Sum  Plus  Price DEE
el | 1omizoto | om0t | tomeo1 | 10000 | sooo | 1s0.00 ] mE ¥ ® ¥ ¥ ¥ [E
[ [ [ [ [ [ [ r I r ~ ] ] r ]
[ [ [ [ [ [ [ r I r ~ ] ] r ]
[ [ [ [ [ [ [ r I r ] ] r r = =] =
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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.

fa.Nea Oracle Developer Forms Runtime — Web
ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CM5  Help Window DRACI_E'
%3 ePMB30 Consultant {v 1.0} 06-DEC-2010 7
Consultant
[Federal I0 Firm Name I.ﬂgi Stabus
I?&!_-!L!-!id_d_| [PRIME ENGINEERING, INC k] [FornioRT CoRRORATION | Oelte |
Annual Cast of Living Adjustment Date I O1y01/2011 'nnlnﬂ Cost of Living Adjustment Percentage I
Financial Contact Info —— ————-Ewm—a:ttmmhfo——_
tation First Hame Last Hame Zalutation First Hame Last Mame
[us7] [mae | [saNCHEZ | ms | [rae | [samcHEz ] |
Phone [[B01) 133-456] Fax [{B01) 123~ asr., Phone [(BOL) 123-456] Faw [(BO1) 123-456] I
Email [RAELEENG@UTAH.GOV Email [RAELEEN@UTAH. GOV ] {
Financial Screening Dates Save | :
Received Date Review Date | 10/01/2010 | Effective Date | 10/01/2010  Expiration Date [ 10/012011 ke
ose [ 0] Comment pit |
Date Comment -
[ £
|
|
|
| | | —

_R.ecor‘d: 1/1

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.

a.Nn Oracle Developer Forms Runtime - Web .
eFM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CMS  Help Window DRACI_E‘
%78 ePMO30 Consultant {v 1.0} 06-DEC-2010 08:58:47
Consultant
Federal ID Firm Name I.ngi Stabus
[eegegaaaa_| [PRIME ENGINEERING, INC 4] [FonmsonTCon |
Mmfmtﬂlhitgwumnnnel 010172011 'mcmﬁm!wmi 3.00
Financial Contact Info oo . Contract Contact Infoy e
Salutation First Name Last Mame Salutation First Name Last Mame
| R | [sAMCHEZ 1 Ms | [RaE | [samcHEZ |
Phane [(BD1) 123-45E] Fax [{801) 123~ asu. Phone [(B01) 123-456] Fax’ [{BOL) 123-456]
Email [RAELEEN@UTAH.COV Email |RAELEENGUTAH.COV |
Financial Screening Dates Save |
Received Date Review Date [ 10/01/2010 Effective Date [ 10/01/2010 | Expiration Date | 107012011 |
OOC Categary | |  Direa & Indirect Bath Add ]
oDC € oD C Type
[CohTeaceo Lusor i
|MILEAGE REIMBURSEMENT | Dvirect
|PER DIEM Direct
|FHOTOCOPIES | FRINTING Direct
|POSTAGE Direct
| TRAVEL EXFENSES | Direct =

_R.eccrrd: 1/7
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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.

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CM5  Help Window DIQACLE'

Consultant
[Federal ID Firm Name Legal Status
05553444 [PRIME ENGINEERING, INC JiA] | ForOET CORAONATION |
Annual Cast of Living Adjustment Date [ 01/01/2011 | '3 |nnual Cost of Living Adjustment Rercentage | 3.00]
. Finanicial Contact Info o ——-Emmi:ocmlm'o_
Salutation First Name Last Name Salutation [First Mame Last Name
M5 | [RaE | [saNCHEZ | Ms | [mac | [saNCHEZ
— _)—
Phaone [(BOL) 123-456] Fan [1B01) 123~ 4551 Phone [(BOL) 123-456] Faw [[BOT) 123-456]
Email [RAELEENGUTAH. GOV Email [RAELEENGUTAH. GOV ]
m | Financial Screening mm insarance mmmn
Watved Expiration Date Insurance Carrier Policy Number
[ il i la ] Q
Gcnui Addmnn.ll o
Dnnmmu Limit
Addd
Warved Expiration Date Inswrance Carrier Policy Humber vl
ALTOMOBILE LIABILITY [W [ 107262011 AMERICAN CASUALTY CO. AR12345678 [
GEMERAL LIABILITY IDT 1262011 HARTFORD CASUALTY INSURANCE © CL231456788
FROFESSIONAL LIABILITY IF 1W26/2011 TRAVLERS COMMERICAL INS. CO PLESSEIAGE54
WORKERS COMPENSATION |T¢' 10/26/2011 WORKERS COMPSENSATION FUND G0BEL5
B [ | | =

9. View the Disciplines that the Consultant has qualified for, click on the Discipline
Tab. Disciplines will be unique to Pool Periods.

Oracle Developer Forms Runtime - Web

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports Old CMS  Help Window DRACLE'

’75|ePMB30 Consultant {v 1.0) 05-DEC-2010 09:58:47
Consultant
Saer
Federal ID [Firm Hame Legal Status Active
[PRME ENGINEERING, INC | 4] | FoRPRORT CORRORATION I
Annual Cost of Living Adjustment Date | 01/01/2011 | m _]Jnﬂtmoflmbgkqlmmm -
— Rl Costadnfe ——— — Contract Contact Info ————
Salutation First Mame Last Mame Zalutation First Mame Last Mame
Ms | [RaE | [sancHEz ] ms | [RaE | [sanchez |
Phane [1801) 123-455] Fan [{B01) 123- .qsr.] Phane [(B01) 123-456) Fane [{B01) 123-456]
RAELEENGUTAH.GOV Email [RAELEENG@UTAH.GOV |
_———— Dacpine | Employes | ODChem  Seamty
Pool Period | 2010-2013 GE { LG -
o et
PRECONSTRUCTION ENGINEERING ¥ r:
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10.Click on the Employee Tab to add employees from your Staffing Plan.

ANO Oracle Developer Forms Runtime - Web.

Federal I Acive
[sasag5aaq ] (e IO
Print Re
e Finanicial Contact Info — . Civnitract Contact Info -
Salutation First Name Last Name Salutation First Name Last Nam
[Ms] [rac | [sAnchE ] ps] [maz | [SamcHE ] {
Phane [{B0L) 123-456] Fan [{B01) 123-456] Phane [IB0L) 123-456] Fan [(BOL) 123-456] :
Emiail lnALLEENmJT.e.H Gov ] Email [RAELEENGUTAH.GOV ] :
uwmcmm4_; i Em‘“i’rl-_xntﬂami | Last Wame | | . i
&rpawum. Title | ] Education [Certification Level | A e
) ) ) Allow Multiple Wage Rates
License Number | | License bisuing State || s i Add
Actual Wage Rate | ] Unit Price Rate [ | m
Name Company Job Title UDOT Pay Category Active
ETITERTIT [(ECAL AGVEDR, GC/GA [ F @
[KENREDY, JACK [PROJECT MANAGER [Engr @[T
|LINCOLN, ABE |STRUCTURAL LEAD |EngSpechst ¥
|MAIN OFFICE CADD TECHS |capD TECH |CADD Tech ¥
|REAGAN, RONALD |STRUCTURES LEAD |Engr 7 =

_Recor'd: l.,.f?'

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.

ANO

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  Old CMS  Help Window

ORACLE

Consultant | |
Save
Find| Status Active
|[) [Fon prorT conromeTioN | [ [ oo ]
_UDDOT Pay Categary | Description | Group A be [ 01/01/2011 | [ |nnual Cast of Living Adj BT
CADD Tech CADD Tech ¥ i/ i) oL d‘pﬁmﬂ: mﬂ? I—k—‘ﬁi | Brnt Re... |
Clerical Clerical Support ¥ - T B i A
Concrinsp Caoncrete Inspector b 4 |-M-S_] |ﬂAI | iSANCHH I
DesTech st T T 4 e EJ Phone [(801) 123-456] Fau [{BOL) 123~ 454:|
DesTechsr Deesign {Trans Tech Sr ¥ _!
Driller Driller ¥ il Email |un.;m.3uTAH cov
N |

EngSpecist Engineer, Specialist

Engineer in Training

EngrEIT

N
EngrPrinc Engineer, Principal L
Engrir Engineer, Seniar N Allow Multiple Wage Rates
Enwidgr Enwironmental Manager W an a Contract
4 | ........ £

) cost)
TRERREDT, JiCk

| LINCOLN, ABE

| MAIN OFFICE CADD TECHS

| REAGAN, RONALD

¥

| |sTRUCTURAL LEAD
|[capp TECH
||STRUCTURES LEAD

Choices in list: 47
_R.Ecord: 1/1

Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CMS  Help Window

ORACLE

Consultant {v 1.0) D6-DEC-2010 Of 7

Consultant

[Federal ID

I!!!!!NJH
i

Salutation

Firm Name

Legal Status

[PRIME ENCINEERING, INC

]_"| |.':'_.:J il

OFT-CORADRATION |

Annual Cost of Living Adjustment Date i 0L/01/2011 |

Financial Contact Info
Last Name

be) [

| [sancCHEz ]

Phane [(BDL) 123-456]

Fan [{B01) 123~ qsa]

Jmconﬁhﬁgﬂwml 3.00

Caontract Contact info

-

Salutation [First Last Name
M5 | [RAE | [sanCHEz |
Phone [(B01) 123-455] Fau [{BDL) 123-456]

Email IME_EE‘N&‘RJTAH GOV

Email [RABLEENGUTAH.COV

]

Employes || ODCHem | Secusty

UDOT Pay Category [Engr | k] G™P [T FistName A Last Name [MENNEDY =
Emplayee Job Title [PROJECT MANACER EducationCertification Level [BS CIVIL ENCINEERING Z
License Type | PC vJ . Lifiate |
License Number (11221863 License lssuing State [UT] iz e A
Actual Wage Rate | 3545 Unit Price Rate | EERER] [l
Employee Name Company Job Title UDDOT Pay Category Active
[JEFFERSON, THOMAS LECAL ADVISDR, GOC/QA |Lawyer F =
KENNEDY, JACK PROJECT MANAGER [Engr ¥
LINCOLN, ABE STRUCTURAL LEAD [EngSpecist @]
MAIN OFFICE CADD TECHS CADD TECH [CADD Tech ¥
REAGAN. RONALD STRUCTURES LEAD [Engr B
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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

r
Ao
Consultant -
Federal ID Firm Name Legal Status Active 1—1
@E [FRI.III ENCINEERING, INC | _.._E l FOR RO C RO TI0N J F Delete |
Annual Cost of Living Adjustment Date [ 01/01/2011 | 5 [nnual Cost of Living Adjustment Percentage | 3.00] T
. Finamecial Contact Info — ——ee. Comtract Contact Info ———— —
Salutation First Name Last Name Salutati First Name Last Name
(s ] [RAE | [canchez | [Ws | [RaE | [EancHEZ ]
Phane [{BOL] 123-45&] Fax [{BO1) 123-456] Phone [IBEL 123-456] Fax [(BDL) 123-456]
Email [RAELEENGUTAH. GOV ] Email [RAELEENGUTAH.COV |
Financial Screening Dates. Save |
Received Date Review Date | 10/0172010  Effective Date [ 10j01/2010 Expiration Date | 1070172011 —
Jour) Deescriptii UOM ftem Cost
O0C Category | MILEAGE AEMAURSEMENT. iPERSONAL MILEAGE REMBLIRSEMENTHS | mie = | SO0 Add
OOC Categary item Diescription (1] hemCost
CONTRACTED LABOR |CONTRACTED LABOR EACH O
MILEAGE REIMBURSEMENT FERSONAL MILEAGE REIMBURSEMENT MILE 500
PER DIEM LODGING CONUS DAY 79,000
PER. DHEM FER DIEM CONUS DAY 39.000
PHOTOCOPIES | PRINTING |11 % 17 BawW EACH 240
|PHOTOCOPIES | PRINTING |LLX 17 COLOR EACH _A50 u

_R.Ecm'd: 1/1
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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.

Oracle Developer Forms Runtime - Weh E]['E”‘S__q
Wenu Reports el 0w ORACLE
Consultant
Save
Federal ID Firm Mame Legal Status Active
999995444 PRIME EMGIMNEERIMG, IMC A |FOR PROFIT CORPORATICN | W Delete
Annual Cost of Living Adjustment Date 010172011 | Annual Cost of Living Adjustment Percertage 3.00 Prirt Report
Financial Contact Info Contract Contact Info
Salutation First hame Last Mame Salutation First hame Last hame
Ms | |RaE SANCHEZ Ms | |RaE |sanCHEZ
Phone (8011 123-4567 Fax |(501) 123-4367 Phone |(801) 123-4567 Fax |(501) 123-4367
Email |RAELEEN@UTAH.GOV Email |RAELEEN@UTAH.GOV
Address Financial Screening Cotrespondence ODC Category Insurance Dizcipline Employee ODC tem Security l
Employees Names Available Profiles for Selected Employves Applied Profiles for Selected Employes
=1 Remaove Empl | B1 - CMS WIBW ACCESS TO DATA (COMSULTAMTS) B3 - CMS PM ACCESS TO DATA (CONSULTAMTS)
|TINKER BELL 67 - EPM WIEW ACCESS TO DATA (COMSLULTANTS) B4 - CMS ADMIN ACCESS TO DATA (CONSULTAMTS)

Feset Passw.. | | g5 EPM LIMITED ACCESS TO DATA (COMSULTANTS]

69 - EPM PM ACCESS TO DATA (CONSULTANTE)

-

[Double-click available or applied profies to activate or deactivate.)

Allovy UDOT Consultant Services to act as Prime Restrict Other Consultant from doing Document Preparstion

I I
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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.
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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 - Testingl

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.

Oracle Developer, Forms Runtime - Web |:”E‘E|

ORACLE

ePM Home FEederal Aid Agreement  Contract C

e Maintenance Menu Reports Old CMS Help Windo

’25 ePM Consultan

electronic Consultant Services Subsystem

Users Namme:  |TINKER BELL

Coritract Mo, PIM Project Mumber Project Location E:xpirstion Status
II ;ﬂ: 8803 |CMS—1 i |SAMPLE PRCUJECT FOR CMS TRAIMMNG |DOC PREP &
HEW G0 |CMS-1 i |SAMPLE FPROJECT FOR CMS TRAIMNG |DOC PREP
HEW 8803 |CMS-1 i |SAMPLE PROJECT FOR CMS TRAIMNG |INFO PENDING
G

a CONNECTING COMMLNITES =

_Recard: 113
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17.0r 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.

aNon

eFM Home

Oracle Developer Forms Runtime — Web

Federal Aid Agreemeant

"FH ePMO15 Contract Status (v 1.0) 0

= " 915 - Contract Search MS Contract Status
£S5 Administrator r,a.'u_—u 355 — Ohligation ‘—'_v‘]
| AN Dscumeniep | Megotition  wiofending  Comtractfrop  SgoatureRouting  Bxecwed

UDGT Praject Manager [ ALL I

M

Reguest Date  PIN_ Contract Mod Contract {Mod Description Project Mumber Praject Location UDOT Contact .
1202/ 20 ) ETTEN [ [A Hew Casl Road [Ems-Lint [SAMPLE PROIECT FOR CMS TRAINING [Captain Hook a
|1ojz8/2000| BED3 | [ [sampie Cantract for CMS Training |oMs-1411 |SAMPLE PROJECT FOR CMS TRAINING |Captain Hoak

| | L I | I

I
|
|
|
|
|
I
I
I
|
|
|

i

|
I
|
= |
I
|
I
I
I

|
|
|
|
I
I
|
|
|
|
|

4|
|

Record: 1/2

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.

Oracle Developer Forms Runtime - Web

ePM Home Eederal Ald Agreement Contract Consultant Table Maintenance Menu Beports Qld CWMS

M314 Consultant Documents Maintenance

Help wWindow

CMS Consultant Documents

PIN |

a3 ISAMPLE PROJECT FOR CMS TRAINING

an-call [

EEX
ORACLE

Fee Type/Ovethead

Project [CMS-1(131

Location |5 aMPLE FROJECT FOR CMS TRAINNG

Contract Mo. Contract Description IA Mewy Cool Roacd

Prime Firm IPRIME ENGINEERING, INC

Submit to UCOT Bl
Megatistion Cotments:

Current Firm Mame | PRIME ENGINEERING, N

Activities Hours Fee Type Fixed Fee %Fringe  G&A&
________ | ol 0 |COST PLUS FIXED FEE
Overview

1000| 10000| 5000 TotslOH | 150.00

Completed Current Firm Subs Cost Current Firm Contract Cost
Project Team | r Assign Prime Activilies Subs Direct Labor Cost | Direct Labar Cost oo
Work PlanHours Derivaton | [ Assign S0k Activities suas Overnea Cost o Quethead Cost 0
Subs Fixed Fee Cost 0o Fixed Fee Cost oo
Cther Direct Cost tems | I Print Cozt Propozal Subs Other Direct Cost i) Cther Direct Cost an
Subs Cost oo
Executive Summary | r Print A1l
Subs Total Cost .00 Total Contract Cost oo
Sub Consuttants
Sub Firm Nathe Activities  Hours  Level Fitm Sub iz Cordracting with Status
I [ [ I 2]
I [ [ I
I I [ I
I I L] I
I I [ I
| DOl [ B
I I [ I x
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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.

i O B__EVEJ per

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CM5  Help Window DRACI_E'

"5_9 ePMO14 Consultant Documents Maintenance (v 1.0) 06-DEC-2010 12:43:27
CMS Consultant Documents
PN | BAO3 |SAMPLE PROJECT FOR CMS TRAINING Cn-Call [~
Project |CMS-1{111 Location [SAMPLE PROJECT FOR CMS TRAINING

Contract No. [ Zontract Description [A New Cool Road

Prime Firm |PRIM INEERING, INC

& Executive Summary - Brief l'."escri|:|ti|:|nT'—“I_ljll |
Edit Insert Format Table

Tools

You can copy and paste vour Executive Summary under the “Brief Description™ Tab |

R.Ecor‘d: 1/1
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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.

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  Old M5 Help Window DRACI_E'

z_l_:,| ePM914 Consultant Documents Maintenance {v 1.0) 06-DEC-2010 12:43:27
CMS Consultant Documents
PN BBOI  [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Project [CMS-1{111 Location [SAMPLE PROJECT FOR CMS TRAINING
Contract No. ‘ontract Description [A New Coal Road

_ Actwvities Hours Fee Type

Executive Summary - Project Team Description . -~ | |
Table

Edit

Insert Format Tools

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 |

Record: 1/1

c. ldentify any assumptions that you have made regarding this project under the
Assumptions Tab. Click Save.

faNO

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports Old CM5 Help Window

E_E ePMO14 Consultant Documents Maintenance {v 1.0} 06-DEC-2010 12:43

CMS Consultant Documents

PN BE03  [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Praject [CMS-1{L11 Location [cAMPLE PROJECT FOR CMS TRAINING
Contract Na. Zantract Description (A New Cool Road

foType  FdFenthinge _ can

Prime Firm |PRIME ENCINEERING, INC

Assumptions ||

5 Executive Summary - Assumptions
Edit Insert Format Tools Table

Any assumptions that you have made regarding this project need to be entered under the Assumptions Tab.

Record: 1/1
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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.

_ Oracle Developer Forms Runtime - Weh

ultant Table Maintenance Menu Bepors Old

CMsS Consultant Documents

Fee TypefOyverhesd

Pl &a03 ISAMPLE PROJECT FOR CMWS TRAIMIMNG on-call ™ -
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Pritme: Firm |PRIME ENGINEERING, INC Activiies Hours Fes e Fixed Fee %Fringe  GSA _
| n | Phasing l
&l Executive Summary - Phasing Description e [
Edit  Insert Format Tools Table
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Enter any information regarding phasing of this project or contract under the “Fhasing” Tab. Ifthere are none, state it.

e. ldentify the contract fee type here and indicate why it is the best choice for

this contract under the “Fee Type” Tab. Click Save.

Oracle Developer Forms Runtime - Web

sultant  Table Maintenance Menu Reports O

reement Contract Co

ePM Home FEede

B
ORACLE

Fee Type/Overhesd
Subamit to LD PR

010 15:44:48
CMS Consultant Documents
FIr 8803 |SAMPLE PROJECT FOR CMS TRAINIMNG on-Call [
Praject |CMS-1(1)1 Location |5 aMPpLE PROJECT FOR CMS TRANING
Cortract No. | Contract Descrigtion |A Mewy Cool Rosd

Prime Firm lF‘RIME ENGIMNEERING, INC Activities Hours Fee Type

Megatistion Comments

Fee Type l

i Executive Summary - Fee Type Description

GG | en |

Edit Insert Format Tools Table

g BsiR B 0>

Default,., ¥ | 47 B F O -8 =
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=g <

Tdentify the contract fee type here and indicate why it is the best choice for this contract under the “Fes Type” Tab.

[ ]

Fieady bo start editing
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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)

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  ©ld CM5  Help Window
"0 ePMO14 Consultant Documents Maintenance fv 1.0) 06-DEC-20 127
CMS Consultant Documents
PN | BBO3  [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Project [CMS-14111 Location [AMPLE PROJECT FOR CMS TRAINING
Cwmmﬂn.l Iantract Description. A New Cool Road
Prime Firm |PRIME ENGINEERING, INC Activities Hotrs Pl Tyre Fied) Fée Wrringe. GAA _
urmrent Firm Mame | PRIME ENGINEERING, INC el 0 |COST PLUS FIED FEE im.ou| L00.00 | S0.00 Taotal OH | 150.00
Overview
Completed Current Firm Subs Cost Current Firm Contract Cost
Project Team J | Assign Prime Actrities Subs Direct Labor Cost O Direct Labor Cost O
—_—
Subs Owerhead Cost A Owerhead Cost M
Wark Plan/Hours Derwation | [ Assign Sub Actweries | L |
+ T T Subs Fixed Fee Cost ) Fixed Fee Cost )
_u -
Dther Direct Cost bems | |_ Print Cast Proposal Subs Other Direct Cost i) Other Direct Cost i}
-
| - I " - Subs Cast )
"""""""""""""""" ens i Total Contract Cost |—'

Sub Firm Mame it FFirm Sub is Contracting with

Record: 1/1
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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.

aNo

= Help Window ORAC LE;

CMS Consultant Documents

PN | BED3  [SAMPLE PROJECT FOR CMS TRAINING On-Call [~
Project [CMS-141)1 Location [SAMPLE PROJECT FOR CME TRAINING

C-umm:hlo.l Zantract Description A New Cool Road

Prime Firm [PRIME ENGINEERING, INC Acthities Houss Fee Type Fixed Fee WFringe  G&A

Other DirecTCosts

O0C Firm [ PRIME ENGINEERING, INC |
ODC Categary 0DC hem ODC LOM Quantity  hem Cast  Extended Cost

| I JIEAR) l Il Il

Contract ODL's

R.Eccrrd: 1/1

24. Add the following ODC Items by selecting “Add ODC Item”.
a. First Class Postage, Quantity = 100, $.44 each
b. 8.5” x 11” Color Photocopies, Quantity = 50, $.15 each
c. Mileage Reimbursement, Quantity = 300, $.50 each
d. Contracted Labor, Aerial Surveyors, Quantity = 1, at $8,000.00
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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)

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CM5  Help Window DRACI_E'
:‘__ﬂ Erm s Luisuikdil UL ummeEnts madiiiteEndnee v oL.u) My LT
CMS Consultant Documents
Py | BB03  [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Praject |CMS-1(1)1 Location [SAMPLE PROJECT FOR CMS TRAINING
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UO-UTA-£ULU L2

Prime Firm [PRIME ENGINEERING, INC Activities Hours Fee Type Fixed Fee Wringe  G&A
urrent Firm Mame | FRIME ENGINEERING, INC o] G/{COST PLUS FOEED FEE [ 10.00 | 10000 [ 50.00 Total OH | 150.00
Overview
Completed Current Firm Subs Cost Current Firm Contract Cost

Project Team ]

Assign Prime Activities Subs Direct Labor Cost ) Direct Labar Cost | T
e Subs Cverhead Cost | 00 Crverhead Cost | o0

e Sa2S Subs Fived Fee Cost | 00 Fived Fee Cost [ .00,

Other Direct Casthems | Print Cost Proposal Subs Other Direct Cost | E Other Direct Cast | E.2001.50

e
Wark Plan/Hours Deration | [
-

- i — Subs Cast | D)
Subs Total Cost | L Total Contract Cost | E.201.50
Sub T ihtan
Sub Firm Name Activities Hours Firm Sub is Contracting with Status

CEETC
0 1 0 e 1 [ 1]

Page 20 of 47



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).

8No Oracle Develop

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  ©ld CM5  Help Window
CMS Consultant Documents e
PN | 8203 [SAMPLE PROJECT FOR CMS TRAINING On-Call [~ Tl
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Praject Team | I ian Prime Activites. | Subs Direct Labar Cast o0 Direct Labar Cast o0
— Subs Overhead Cast | ) Overhead Cast | )
Work Pan/Hours Derivation | = £330 \ctreitie: | B ——— B ———
—_— Subs Fixed Fee Cost ) Fined Fee Cost M
Other Direct Cost hems | [ Print Cast Propasal Subs Other Direct Cost o0 Other Direct Cost 8,201.50
i L E e Subs Cast 1)
ad —J Subs Total Cast | A0 Total Contract Cost | B.201.50
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Sub Firm Mame Activities Hours Llc_vd Firm Sub is Contracting with Status
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| .
[ =3 [
[ [ [
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Record: 1/1
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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.)

fanNo Oracle Developer Forms Runtime - Web

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports ©ld CMS  Help Window DI?ACLE‘
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_R.Ecord: 20167
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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.

.60 Oracle Developer Forms Runtime - Web

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  Old CMS Help Window

CMS Consultant Documents
PN | BB03  [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Project [CMS-1{LIL Lacation [SAMPLE PROJECT FOR CMS TRAINING

Contract Mo, | ‘ontract Description [A New Cool Road
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wrrent Firm Name | PRIME ENGINEERING, INC jEC 0 [cosT pus FoceD FEE [ 10.00 | 100.00 | 50.00  Total OH | 150.00
Overview
Completed Current Firm Subs Cost Current Firm Contract Cost
Praject Team [ Assign Prime Activities Subx Direct Labor Cost M Direct Labar Cost o0
—-- - Subs Overhead Cost | o0 Overhead Cost | o
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_— Subs Fiwed Fee Cost A Fived Fee Cast A
Dther Direct Cost lems J [ Print Cast Propasal Subs Other Direct Cast Fr) Other Direct Cast B,201.50
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Sub Consultants
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Record: 1/1
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30.1f 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.

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old CM5  Help Window

CMS Consultant Documents

Py | 8803 [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Project |CMS-1{111 Location {SAMPLE PROJECT FOR CMS TRAINING
com.—nno.| lantract Description {A New Cool Road

Prime Firm [PRIME ENGINEERING, INC ActiitiesHiotirs S Iisn
o | EEBESER) o
Activity (012 | &|PROIECT MANAGEMENT Ment Activity | Predisus Acimity]
Work Plan Firm | PRIME ENCINEERING, INC | Firm Hours | o
ICE Duratian | Total Activity Duration (Days) | 0 Tatal Activity Hours [

Edit Insert Format Tools

Table

_R.Ecord: 1/1
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31.Click on the “Hours Derivation” Tab to assign staff to this activity.

Oracle Developer Forms Runtime - Web

ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports  ©ld CM5 Help Window DRACI_E'

CMS Consultant Documents — =

PN | BA03  [SAMPLE PROJECT FOR CMS TRAINING On-Call [
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mmlmmﬁmm i Fee Type
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Hﬁnu Firm | PRIME ENCINEERING, INC | B Print Staff |
Percent Increase/Cost Proposal D
Current Proposal
Employes Lontract Job Title Hours Rate Rate  Direct Labor
| I J | | | I

|+
Staffing Firm Totals: [ | 00 | ) A [T
Manage Contract Team Pr... —
Subs Firm Totals: o -0 | 40 00 o0
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Record: 1/1

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

QOracle Developer Forms Runtime - Web
eFM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports ©ld M5 Help Window DRACI_E.
Cansilfan) Empluyees ¥ )nsultant Documents

| n-call [
WMPLE PROJECT FOR CMS TRAINING

Find %

Hame =

Activities Hours Foe Type

KENNEDY, JACK
LINCOLN, ABE [t Bty | [Frcis Ao
MAIN OFFICE CADD TE... o A
REACAM, RONALD 12] [ Print Staff
RODSEVELT, TEDDY |

WASHINGTON, GEDRGE — o

Choices in list: 7
Record: 1/1
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33.Enter the number of hours the employee will work on this particular activity and
click Save.

QOracle Developer Forms Runtime - Web

Federal Aid Agreement Contract Consultant Table Maintenance Menu Reports Old €M5 Help Window DRACI_E'
CMS Consultant Documents
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PN 8803 [SAMPLE PROJECT FOR CMS TRAINING On-Call [
Project |CMS-1{111 Location [CAMPLE PROJECT FOR CMS TRAINING
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Hours Derivation |
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Record: 1/1

34.1f 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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ePM Home Federal Aid Agreement Contract Consultant Table Maintenance Menu  Reports Old CMS  Help Window DRACI_E.

CMS Consultant Documents

PN | BE03  [SAMPLE PROJECT FOR CMS TRAINING On-Cail [
Praject [CMS-1{1)1 Location [cAMPLE PROJECT FOR CMS TRAINING
Eonh:r_'tNo.l Iontract Description (A New Cool Road
Prime Firm [PRIME ENGIMEERING, INC et Hiours P T Fined Fee Wrringe  GAA —

Manage Contract Team Profiles

Contract Team Profile Name

| Create New Contract Team vl
Current Proposed

Employee Name Contract Job Title Rate Rate Select Employee

IEFFERSON, THOMAS LEGAL ADVISOR, 0C QA [110.00 [110.00 [ [=
|KENNEDY, JACK PROJECT MANAGER | 3sas | o704 I
LINCOLN, ABE STAUCTURAL LEAD | 6135 [16m.21 [
MAIN OFFICE CADD TECHS CADD TECH | 200 | ss.oo F
REAGAN, RONALD STAUCTURES LEAD | 4277 [137.50 '
RDOSEVELT, TEDDY ENCIMEER IN TRAINING 2405 | 6803 ]|
WASHINGTON, GEDRGE PRINCIPAL ENGINEER 66.731 [ 184.35 N
| &

| r ||

| E =

Record: 1/7
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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.

Oracle Developer Forms Runtime - Web
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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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ePn Home

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”.
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Record: 1/1

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.
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43.Make the necessary changes to the hours for each employee for this Activity and
click Save.
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44.0nce you have assigned employees and given duration to every activity, click
“Back to Overview” to flag your Work Plan/Hours Derivation as “Complete”.
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Overview
Completecd Currert Firm Subs Cost Current Firm Contract Cost

Project Team | r Assign Prime Activities Subs Direct Labor Cost o0 Direct Labor Cost 441500

Subs Overhead Cost juli} COrverhead Cost 662710
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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.
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Fixed Fee %Fringe

Save
Delete
Add Sub Firm

Azsion Sub Activities

Status

EBX
ORACLE

Fee Type/Overhesd

Activities Hours

Project Team

Sub Firm Name

Firtn Sub iz Contracting with:

|AEIC ERGINEERING, IMC

|PRIME ENGINEERING, INC
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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.
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CMS Consultant Documents
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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.

_ﬂrau:le Developer Forms Runtime - Weh |;||E”i|
ePM Home Eederal Aid Agreement Confract Consultant Table Maintenance Menu Beports Old CMS  Help  AWincow ORACI_E'
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Project Team

save
Sub Firm Mame MM STREET CONS, INC |
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ABC ENGINEERING, INC
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52.Assign Activities 29V and 69V to Main Street Consultants.
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CMS Consultant Documents
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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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Subs Cost oo

Print All
Subs Total Cost .00 Taotal Sub Cost oo

Sub Consuttants
ivities  Hours  Lewvel Firt Sub is Contracting with Status

Cther Direct Cost tems

Executive Summary (Optional)

Sub Firm Mame A

a

JTTTTT

[ [ [ [ O O [

4

Page 37 of 47



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.

B Oracle Developer Forms Runtime - Web
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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.

H=E3
ORACLE
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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.

b.

Add 150 miles of Mileage Reimbursement as an ODC Item

o0 Mark off Other Direct Cost Items as complete.

Add Donald Duck as an employee on Activity 35Y with 50 hours

o Mark off Work Plan/Hours Derivation as complete.

ABC Engineering, Inc will not be hiring a sub-consultant, so check off Project
Team as complete.
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Project Team | e Assign Prime Activities Subs Direct Labor Cost al] Direct Labor Cost 1,087 60
Subs Overhead Cost | o0 Overhead Cost | o0
‘Work PlanMHours Derivation I v Azsign Sub Activities LS Bvemead to _ verheas to —
Subs Fixed Fee Cost 0o Fixed Fee Cost 0o
Cther Direct Cost tems I v Print Cost Proposal Subsz Other Direct Cost i} Cither Direct Cost 7500
Subs Cost 0o
Executive Summary (Optional) | Print &l ——————— T
Subs Total Cost | .00 Total Sub Cost 1,162 60
Sub Consutants
Sub Firm Mame Activities  Hours  Lewel Firm Sub is Cortracting with Status

=

=
-
=
-
=
=
=

[
[
5
O
[

Record: 1/1

Page 41 of 47



58.Go back to ePM Home and click on “Login as Different User”
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Users hame: |T|NKER EELL |Update ProfileiSecurity | Lagin as Different User]

Record: 111

THE MEXT MPS RUN WWLL BEWWEDNESDAY OCTOBER 13 AT 5:00 Phd
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FOR EPM ARND PDES SUPPORT, CALL PAMELA MOYER AT 801-965-3546
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Program Development
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ePM System Control

(|

59.Login as MAINPM

a.

Password: testingl

60.Click on CMS
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61.Double click on your project.
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_Record: 1411 € >

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
0 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
o0 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.

Oracle Developer Forms Runtime - Web

CMS Consultant Documents e
PIr 8803 |SAMPLE PROJECT FOR CMS TRAINING on-call [ B
Submit to UDOT PR

Project |CMS-10111 Location |SAMPLE PROWJECT FOR CMS TRAIMIMG
Megatistion Camments

Contract Ma. | Contract Descrigtion |A Mewy Cool Rosdd
oo, TR

Subs Cost 5,360.00

v Prirt All 1
Subs Tatal Cost | 536000 Total Contract Cost 30,922 58

Sub Consuttants

Frime Firm |PRIME EMGINEERING, INC Activities Hours Fee Type Fixed Fee %Fringe
Curret Firm Mame | PRIME ENGINEERING, ING ~| 10|  6a|coSTPLUSFWEDFEE | 1000| 10000| 5000 TotalOH | 150.00
Overview
Completed Current Firm Subs Cost Currert Firm Contract Cast
Project Team ] r Agsign Prime Activities Subs Direct Labor Cost | 5,065.00 Direct Labor Cost | 5,313.10
Subs Overhead Cost | a0 Overhead Cost | 946975
‘Work PlanMHours Derivation ] N Azsion Sub Sctivities WS BYEmEas L0 _— rerneas Lo —_ )
Subs Fized Fee Cost ] Fixed Fee Cost 157823
Cther Direct Cost tems ] v Print Cost Proposal Subzs Other Direct Cost [ 2985.00 Cther Direct Cost [ 5,201 50

Executive Summary

Sub Firm Mame Activities  Hours  Lewvel Firm Suh is Contracting with Status
ABC ENGINEERING, INC | 1 20 F PRIME ENGINEERIMNG, INC Complete @
MAIN STREET COHS, INC | 2 40 F PRIME ENGINEERING, INC Complete

[ C
[ C
[ [
[ C
[ [

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.

5 (=19

ORACLE
CMS Consultant Documents ]
Fir G503 !SAMPLE PROJECT FOR ChS TRAIMIMG on-Cal | B LI
 Submitto UBOT P

Project |CMS-1(1)1 Location |5 amPLE PROJECT FOR CMS TRAINNG sl BTG
] Megotiation Comments
Contract Mo, Contract Description |A Mexy Cool Road g

Prime Firm [PRIME ENGINEERING, INGC e Fee Type
~ Hours Derivation l
Activiy (28 | RINTIAL GEOMETRY REYIEW MEETING (SCROLL PLOT) Mext Activity | Previous Activity | [EEEK 8 OWSrHER] S|
Staffing Firm | MAIN STREET CONS, INC ~||2 Print Staff | PritHours | Muli-Employes | Delete |
Percent IncreasefCost Proposal ':‘ Add Contract Team | Add Emploves |
Current Proposal
Employees Cortract Jok Title Hours: Rate Rate  Direct Labor Overbead  Fixed Fee Burdensd Labor

[ I J [ Il | |

MONROE, MARILYH [ENVIRONMENT AL SPECIALIST 10| 4579 10395 | 109950 oo 0| 108950 -

=]

- Statfing Firm Tatals: | 10 1,099.50 a0 | 00| 109350
Wamane Contract Team Frofiles | A —— i = = l 5 o
Activity Totals: 10 109350 o | ool 109950 =
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66. Check off your sections as complete and click “Submit to UDOT PM”. (upper

right)

Oracle Developer Forms Runtime - Web

ePM Home Feder sultant Table Maintenance Menu Eeports

ePMYI14 Consullant Docurments Malnterance (v 1 0) D-DEC-201010:47.52

=13
ORACLE

CMS Consultant Documents

Fee TypefCverhesd

PIN 8803 ISAMPLE PROJECT FOR CMS TRAINING on-Call I
- Submit to UDOT PM
Project |[CMS-1¢131 Location [SaMPLE PROJECT FOR CS TRAINNG _ Submitto UDOT P |
it g — Henotist it
Contract Mo, Contract Description |A Meww Cool Road Lo IDR)CM
Prime: Firm [PRIME ENGINEERING, INC Activities Hours Fee Type Fixed Fee %Fringe  G&A _
Currert Firm Name | PRIME ENGINEERING, INC = 1] 62 [COSTPLUSFWEDFEE | 1000| 10000 5000 TetslOH | 15000
Overview
Completed Currert Firm Subs Cost Current Firm Contract Cost
Project Team v Azsign Prime Activities Subs Direct Labor Cost | 5,065.00 Direct Labor Cost | B340
Subs Overhead Cost | 0o Overhead Cost | 946975
‘Wiark PlanHours Detivation I "4 Assion Sub Activities ol s et s -

Subsz Fixed Fee Cost .00 Fixed Fee Cost 157823

Cther Direct Cost kems I v Print Cost Proposal Subs Cther Direct Cost 295.00 Cther Direct Cost 520150

Subs Cost 536000

Executive Summary I v Print All :
Subs Totsl Cost | 5,360.00 Total Contract Cost 3092258
- Sub Consulttants
Sub Firm Matme Activities  Hours  Level Firm Sub is Cortracting with Status )
ABC ENGINEERING, INC 1 20 |1- PRIME ENGINEERING, INC Complete I
MAIN STREET COMS, INC | 2 40 |1_ PRIME ENGINEERING, INC Complete

=
(=] [
(| C
] I
] [

i

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.

Oracle Developer Forms Runtime - Web

CMsS Consultant Documents
PR | 8803] [SAMPLEPROJECT FOR CMZ TRAIMIMNG on-Call D

Comments YWindeow,

Fee Type/Overhesd

Submit to UDOT PM

Comments to UDOT PM

Plesse revievy our contract asap.

[ 8]

Sumit to UDOT PM | Cancel
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68. You will get a message confirming that your contract has been submitted.

Oracle Developer Forms Runtime - Web

denu Reparts

CMS Consultant Documents
PIr [ 8803] [SAMPLE PROJECT FOR CMS TRAIMIMG on-Call |:|

g Commer

Submit to UDOT PM

Commenits ta UDOT Phi

Pleaze reviews our contract asap.

— SUBMIT TO UDOT PM x [

\'j 94583 - YOUR CONTRACT DOCUMENTS HAVE BEEN

SUBMITTED TO YOUR UDOT P

———

| Submitto UDOT P | | cancal

[ [ [ 1Z8

(]

J L J H L J
I | | | ] S
optional field to enter comments wish )
il

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.

B Oracle Developer Forms Runtime - Web I:|[E|[Z|

ce hlenu Repors Help clo OQAC Le

2010 10;52'58

CMS Contract Status

CortractMod Search
CS Acministrator | aLL ~|  Region UDOT Project Manager | ALL ]
Phd
Reguest Date  PIN - Contract Mod CortractMod Description Praoject Mumber Project Location UDOT Contact -
1210272010 G803 & Mewy Cool Roadd CMS-1(171 SAMPLE PROJECT FOR CMS TRAIMING Captain Hook I.ﬂ

Toogle Display Prirt Sumrmary: Fo

Record: 141

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.
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