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Supplemental Agreement Tracking System (SATS)
Implementation
The new system to develop and track Supplemental Agreements (SATS) was initiated as of Monday,

August 25, 2003. There is also a “Getting Started Guide to SATS” on the ADOT website at
http://www.azdot.gov/Highways/ConstGrp/construction _manual/pdf/SATSUserGuide.pdf.

The policy governing Supplemental Agreements, based upon the Standard Specification Sections
104.02 and 109.04, has not changed. However, the business practice or procedures for accomplishing
the tasks has changed.

Benefits of this new centralized, automated system are:

Provides for uniform documentation;

Allows for tracking of project contingency costs;

Provides enhanced reporting capabilities, trend analysis and oversight;

Allows for improved viewing opportunities of the various components of each supplemental
agreement;

e Provides feedback to the development process to improve the quality of the plans and
specifications.

Please note that a significant change is that the document will be created by the originator. The
system will allow for any changes to be made prior to importing the document into CPE.
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http://www.azdot.gov/Highways/ConstGrp/construction_manual/pdf/satsuserguide.pdf

Only the Resident Engineer (RE) or his designee can authorize and import the document. DO NOT
import prior to sign-off by both the RE and the Contractor.

In all cases, after importation of the Supplemental Agreement, only the Org RE or Office Manager is
authorized to fill in the dates on the approval screen for the applicable Supplemental Agreement.

Adjustments to Active Projects

The new system may not reflect all previously processed Supplemental Agreements. This is due to
the fact that not all supplemental agreements were input similarly and presented programming
difficulties. Therefore, it is very important for the RE and Office Manager to carefully check all their
projects to ensure all Supplemental Agreements have been picked up in the new system.

The total net dollar amount of supplemental agreements by type (letters of agreement, change orders
and force accounts) must agree to what was previously authorized. If they do not agree, a net dollar
adjustment by type will have to be entered.

Also, all active projects will require information input for their previously processed supplemental
agreements. An active project is defined as those projects where no Final has been received in Field
Reports by September 26, 2003.

All these active projects will require the RE to go back into their projects to provide additional
information. New categories requiring information input are Additional Approved Amount, Reason
Code, Prime Designer, Subtype, Escalation Process Used and Resolution Level. Updating of this
information on active projects should be completed by October 26, 2003. At that time the adjustment
capability will be removed from the system.

Attached to this Construction Bulletin are two documents to assist you with the steps you will
have to go through to accomplish the adjustments and also to save a sequential Supplemental
Agreement number in the system prior to having complete information for processing.

Attachment A is the Supplemental Agreement Tracking System (SATS) Implementation Guide
to walk you through:
e Logging on to the SATS program
e Adjusting the net dollar amount and inputting new field information on converted data
e How to save a Supplemental Agreement number prior to completion of the document

Attachment B is a flow chart to assist you in ascertaining which Reason Code is most
appropriate for classifying a particular Supplemental Agreement.

Thank you for your patience and efforts as this change is undertaken.

Note: This Construction Bulletin will be posted the week of September 2" on the Construction Group
web page and applicable pages in the Construction Manual will be updated in the near future to reflect the
changed procedures. Classes on SATS and CPE Il are in development stages and will be offered very
shortly as well.

Attachments



Supplemental Agreement Tracking System (SATYS)
Implementation Guide
Created: August 26, 2003

1.0 Overview

The Supplemental Agreement Tracking System (SATS) Implementation Guide will
assist the ADOT User in performing the following tasks:

e Logging Into the SATS System
e Adjusting the Net $ Amount and Inputting Missing Data
e How to Save a Supplemental Agreement for Future Use

2.0 Login

The ADOT User can access the SATS Application through their ADOT imaged system
by double clicking on the FAST System Desktop Icon:

Desktop.Ink

A “Data Server Login” window will appear. The user should then input their password.
The following fields will already contain pre-filled information: User ID, Database and
Server fields. Once the password is entered the user should Select ‘OK”

Data Server Login

User ID |A4323

Password |~ ¢

Datahase |F'r|:|d

Server Name |Fast5q|1

A 1] 4 Cancel
—
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Supplemental Agreement Tracking System (SATS)
Implementation Guide
Created: August 26, 2003

File Contract Init Construction Admin  Materials Mgt

HO%DQE?

Text Cascade Layer Help

Options  window  Help

Contract
Initiation

Materials
Management

Double click on the
Construction
Administration Icon.

Construction Contract
Progress Card
Estimate

Double Click on the Supplemental
Agreements Icon

IHeady Y
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Supplemental Agreement Tracking System (SATYS)
Implementation Guide
Created: August 26, 2003

3.0 Adjusting the Net $ Amount and Inputting Missing Data

The converted Supplemental Agreements may have incorrect totals. Based on how the
Supplemental Agreement was created in CPE will determine how totals should be
modified.

When a Supplemental Agreement was built in CPE the user had several options which
affected how the data was converted. The cost adjustment feature in CPE will cause
some discrepancy totals with the converted data. If a user made reference to a
Supplemental Agreement in a sub-item then that sub-item will appear in the
Supplemental Agreement report generated in CPE. If the sub-item was not referenced
when the CPE data was converted the total in SATS will not reflect the total
Supplemental Agreement amount. Therefore a modification must be made to ensure
that the amounts match in each system. Note: Existing Supplemental Agreement
numbers converted will be shown under the Document number field exactly as
originally input. Any new Agreements input in SATS will begin with 1001 and
shown under the SATS document number field.

New Supplemental Agreements input into SATS (for projects without previous
Supplemental Agreements) will be shown under the SATS Document number field
beginning with 01.

To check the Supplemental Agreement the User will need to Select the Tracs #

% Supplemental Agreement Tracking |:||E|r5__<|
File Reports Options ‘Window Help
D B © 0w =5 om ? 0B Select the tracs #
% Open/Find
Tracs # | f
Project Hame |
e ]
The project # will be generated
Eind | Clear |
Docyment #  SATSDoc #  Agreement Emergency Request
T Type Approval Date
Existing
Supplemental | )
Agreement
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Supplemental Agreement Tracking System (SATYS)

Implementation Guide
Created: August 26, 2003

File Reports Options  Window Help

D & © == B m 2?2 W

MewCRN  Open S4 Taxt Cascade Layer Tile Help Exit

0 pe nfFind

Tracs # [H260901C ~]

Projects [ 191020~ Select the type of Supplemental Agreement
Project Hame [v/ALENCIA TI (T FND WiTLIC)
Type -
Change Crder

Force Account

Eind Letter of Agreement
Document # pSr.:;eSd;:l ihangz:er::‘:em Emergency Request SeIECt eaCh SUppIeI:nentaI
Type A|)|)roval Date Ag I’eement tO MOd Ify

-1 Cio 11062002

Note: Review all supplemental

ok | Closa agreements for updates and/or
dollar modifications

Then the Modify Revision Notice (Contract Revision Notification) Screen Appears

Supplemental Agreement Tracking - [Modify Revision Notice]

@ File Reports Options  Window Help - a8 x
D = © ®w 0O m ? &
| Contract Revision Notification -
- cs # Project # Project Hame =
New number in \é' [NH 13-1-(127) =] [VALENCIA TI (T FND WITLIC)
SATS : 5
practor Contract Amt Add’l Approved Cont% Total Adj % Total Cont Amt
GFMENT, LLC TQS?.BB IN Update the noted fields:
Agreement Type Document Hum TS Doc Hum  Emergency Approval Dt - - | Add itional Approved (DOI |aI‘S)
|Change Order v i | @ | Biz6r2000 is SA E A | D
Original Amt Percentage of Contract A dAmt A d % of Contract mergency pprova ate
Reason Code (Refer to

L 0,962 | 06 % | §2,271.77 | 001 %
Converted 5. / Attachment B)

from CPE hain Link Fence & Gate
’E <—— | Verify the following field:

Ecription
Brief Description

SA Description ‘

| Hame I Title |Date Contacted| Comments
[ | [ oomoooon |

Save | &ddContacts| | Delete | Approval | Preview | Close

[£4
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Supplemental Agreement Tracking System (SATYS)

Implementation Guide

Created: August 26, 2003

% Supplemental Agreement Tracking

File Reports
0O o = = .|:|
wamn| 1. Scroll down to :
view the bottom of [

screen

Options  Window  Help

Ca

Project Hame
- VALEN&QH (T FND WITLIC)

SA Description

Prime Designer |

Sub Types

[ Roadside

[ CortractsiSpecs
[ Materialz

[ Structures

[ Traffic

[ Civil

[ Drainage

[ Uilties

A

Escalation Process Used

ClYes
e

2. Enter Prime Designer:
ADOT (in house)
Or Consultant name

[ name | Titie

[pate Contacted]

| oomanoon |

Save Add Contacts |

3. Select The Sub Type:
(More than one may be selected)

‘ Delete | App[uval| Preview | Llose |

i® Supplemental Agreement Tracking

File Reports Options ‘window Help
O e 52 = B oo ? -
MewCRN  Open S4 Text Cascade Layer Tile Help Exit
od
Tracs # Project # Project Hame
H260801C v| |NH 13-1-127) v | WALENCIS, T (JT FND ¥4TLIC)
| ~
SA Description
Prime Designer |
Sub Types Escalation Process Used
[~ Roadside @ ves
[ ConfractsiSpecs Cilo
[ Materials Resolution Level
[ Structures =
[ Traffic Fesident Engineer
[ Civil Cistrict Engineer
B tate Engineer /
Drainage
!’:Lﬂ'lit' g Arhitration
Thes hiesiation &
[ mame [ Title ot cted| C |
[ | [ oomomooo T |
CI ICk to W Add Contacts | ‘ Delete | Approval | Preview | Cloze |

4. Clicking Yes on the
Escalation Process used will
bring up the Resolution Level

. Select the Resolution Level

Note: If an escalation process is used Select the Yes button. This will enable the
resolution field. Notice that the [Build/Modify| button is unavailable. In order to enable

this button click on the Approvall button. Once the Button is enabled the

Contract Revision Notification Approval Screen Appears
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Supplemental Agreement Tracking System (SATYS)
Implementation Guide

Created: August 26, 2003

Contract Revision Notification Approvals

Document Humber SA Doc Humber

h —s L— | Only the necessary approvals (in
1 - RED) will need to be updated.
Emergency Approval Dt 0262000

Update the fields in Red and
Resident Engineer Approval Dt 0000000 Select the Save button
Contractor Approval Dt 0000000

Sent To District Dt 00000000

District Engineer Approval Dt IM
Returned From District Dt 00000000

Deputy State Engineer Approval Dt ’M

State Engineer Approval Dt Q0000000

| Close |

The approval saved window appears. Select OK, and then to continue

Contract Revision Notification E|

""l:l) fpproval Saved
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Supplemental Agreement Tracking System (SATYS)

Implementation Guide
Created: August 26, 2003

Once you select the Modify Revision Notice (Contract Revision Notification)
Screen Appears.

upplemental Agreement Tracking - [Modify Revision Notice]

@Eile Reports  Options  Window Help

O ) R B an ? I3

Mew RN Dpen S4 Taxt Cascade Layer Tile Help Exit

Contract Revision Notification
Project Hame ‘

Tracs # Project #
260301 x| |MH 18127 v | [¥ALENCIA TI (T FND WITUC)
Contractor Contract Amt Add’l Approved Cont% Total Adj % TotalCor Then SeIeCt the ‘B u I I d/MOd Ifyl
WE & G DEVELOPMENT, LLC [ $17.261 35766 | e 9% button to mOdIfy the amount.
Agreement Type Document Hum SATS Doc Hum  Emergency Approval Dt

Void This SA

|Change Order v | | m | @ | Biz6r2000

Original Amt Percentage of Contract A 1Amt A Ve 1% of Contract
| $10,962.50 | 06 % | $227m.77 / 001 %
Reason Code |D / ﬂ

hain Link Fence & Gate
Brief Description

SA Description ‘ / v

| Hame I Title / |Date Contacte(l| Comments |
[ | /' [ oomomoon | |
| Add Contacts | EuildfModify’“ | Approval Preview Close |
v

File Reports Options  Window Help

o B © = 0O 0 2 & Verify whether Federal Aid
or Non-Federal Aid and

% Change Order Build -
correct if necessary.

Arizona Department of Transportation - Intermodal Transporteen Division

Change Order Build

| Change Order Mo o |

Tracs No: H260901C Project Mo: NH  193«4T27) Org: 8131 Tucsaon
Project Mame: WALENCIA TI(JT F JTUCY)  Contractor: KE & G DEVELOPMENT, LLC

- & Click on the

Request
e Link Fence & Gete button to modify the total.
w
Pay ltem Adjustments: To build a subi save the 1 agr: it and then click the appropriate item. /
[ Sec [item Nbr]Ltr] Description [ unit | Rate [ +-QTY |
[ 1 [o020002]  [CHAIN LMK FENCE, TYPE1 @8 [ LFT. | 7500 1,275.000]
[ 1 [o020114]  [CHAIN LINK FENCE GATE, TYPE1 (4 EACH [ 1.400.00] 1.000]

7
days as a result of this supplemental agreement. |

| Extension of contract time is authorized for

&ddltems| | Approval | | | Preview | Close |
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Supplemental Agreement Tracking System (SATYS)
Implementation Guide

Created: August 26, 2003

The adjustment screen will appear. If the supplemental agreement needs an

adjustment the button will become available.

#%/Supplemental Agreement Tracking

Ele Reports ©ptions Window Help

0O ez =

MewCRN  Open $4 Taxt

#% Print Supplemental Agreement

Supplemental Agreement
8/25/2003

Change Order Ho 01

Tracs Ho: H260901C ProjectHo: NH 19-1-(127) org: 5131

Project Hame: YALENCIA TI(JT FND WITLIC) Contractor; KE & & DEVELOPMENT, LLC

Federal Aid
Bd  Mon-Federal Aid

Request:
Chain Link Fence & Gate

Reason:

<

Arizona Department of Transportation - Intermodal Transportation Division

Tucgan

Enter Signature Title to Replace District Engineer, Then Press Apply Label

Apply Label | |

| Print ‘ Close |

Note: If the is available click on the button and the

following screen will appear. Match what the actual Supplemental Agreement
total (Hard Copy) should be by entering the Net Dollar Adjustment. If the
button is unavailable no further adjustment action is necessary to the

supplemental agreement.

Enter Amount Necessary to Correct Total

Continue this process for all Supplemental Agreements
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Supplemental Agreement Tracking System (SATYS)

Implementation Guide

Created: August 26, 2003

4.0 How to Save a Supplemental Agreement for Future Use

The reason to save Supplemental Agreements for future use is to retain the sequential
numbering order of the Agreement. Each supplemental agreement can be processed
regardless of the order of completion. To generate a new number begin by clicking on

the New CRN button.

% Supplemental Agreement Tracking

)EX]

Ele Reports

0O

Options  Window  Help

E =

igreement Tracking

2. Select Tracs #

Mew CRN Open 34

Contract Revision

1. Select the New CRN Icon to
generate a new supplemental
agreement.

Jotification

3. Select type of Agreement
FEX

Tracs
83001 ~| [5TPO10-A[003)

Project #

Project Hame

/241 0MP 52.4 TO 10620

Contractor

Col ct Amt

Add’'l Approved Cont% Total Adj % Total Cont Amt

EURFACE PREPARATICN TECHM:
Agreement Type cument Hum

$45,695.43 |

~

[[5% [ 500%

SATS Doc Hum  Emergency Approv

[ 0672003 | Weid This SA

|Change Oreler

[~

Original Amt

| [

Percentage of Contract

$2,284.92

4. Enter Emergency
Approval Date:

[ $.01 [ 00 %

A dAmt A

d % of Contract

| $99,705.00

| 21818 %

Reaspn Code  [value Engineering

=

o save for the purpose of reserving & sequeTt lemental agreement number
Brief Oescription \

f
[ ’!Iame

| Title

[pate Contacted] Comments

6. Select Reason Code:

5. Enter $0.01 amount

| oowooooo |

Refer to Attachment B

ol e |

Save | Add Contact | |

Close |

7. Brief Description: The following statement should be in the

field. “To save for the purpose of reserv
supplemental agreement number.”

ing a sequential

Construction Bulletin 03-02
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Supplemental Agreement Tracking System (SATYS)
Implementation Guide
Created: August 26, 2003

#% Supplemental Agreement Tracking

File Reports Options Window Help

O E = = 8 oo 2 e

Mow CRN  OpenS4 Taxt Caseade Layer Tile Help: Exit

Contract Revision Notification
Tracs £ Project # Project Hame
H260901C x| [wH 130129 v | [YALENCIA TI(JT FND WITUC) ScrO" dOWﬂ tO
SA Description -~ VIeW bOttom Of
screen
Prime Designer |
Subtypes Escalation Process Used
™ Roadside " Yes
* Mo
[ Cortracts/Specs
[~ Materials “
[ Structures
[ Tratfic
[~ civil
[ Drainage
[ Utities v
| Hame I Title |Date Contal:te(ll Comments | -
|
| i ooy | ——— Click to Save
Supplemental
Agreement
Save Add Contact | | | | Close |
v

All fields with Blue need to have data before any Supplemental Agreement can be
saved. Click on then [Close. The Supplemental Agreement can be now be
modified at a later date when more information becomes available.

-10 -
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CHOOSING A REASON CODE

Wias this a Value
Engineering change order?

v

Use change order type 1
Value Engineering

Was this change order for
additional or extra work out
of scope?

Was the cause or reason for the
change predictable by ordinary

v

v

Use change order type 2 or 3
Additional or Extra work out
of scope

civil engineering design practice?

v

DESIGN CONDITIONS

PROJECT CONDITIONS

v

Was there an error or
omission in the contract
documents?

Use change
order type 8
Other

Did an error or omission
in the Bid Tab quantities
cause the change?

Use change
order type 4
Quantity

Error or omission is in the plans, special
provisions, or other contract document.
Use change order type 5

Plans Revisions and Oversights

v

Did project specific
conditions require extra
work to satisfy the intent
of the contract?

Use change
order type 6
Changed
Condition

Was the intent of the
contract modified by
ADOT due to project
specific conditions?

Use change
order type 8
Other

Use change order
type 7
Penalty or Bonus

Attachment B
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