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Consultant & Sub Consultant Administrator

Full Service - On-Call - Materials Acceptance Home Page

This document is to be used by the Consultant & Sub-Consultant Administrator and
Consulting Firm Employee to Prepare, Edit, and Submit timesheets, invoices and
expenses as defined in the Construction Contract. This manual applies to Full Service,
On-Call, Materials Acceptance and Temp Tech. The only difference is that Job Postings
are show on the Temp Tech Home Page once signed in.

To get started go to the Construction Group Home Page
http://adotnet/divisions/itd/construction/index.asp then click on the “ADOT Consulting
Invoicing Home Page”.

The Home Page for Full Service, On-Call and Materials Acceptance shows alert
messages for Invoices returned by ADOT or for Consultant Employees submitted
timesheets.

ZJ Consultant Invoicing - Microsoft Internet Explorer provided by ADDT =1 e

Fle Edt View Favortes Tools Help ‘ o
- &) - . ® S 3L -

eﬁatk < |ﬂ @ 41| seerch < Favorites &) = 5|

Address [&] http:fadotnetde/Applications/Consultantinvoicing_QALIConsultant{Admin/Default, aspx | B |unks >

] =
@ ADOTNet ADOTNet Home Page

Construction Group

CERRNSULTANT INVOICING

Invoice & Timesheets /Reports .| Contact ADOT . Yirelcamne Larry Lamnbert (C0369) | ConsultantAdmin

Logout

Alert Messages

Invoice Alerts

Contract No Invoice No Start Date End Date Status Returned On Comments

MNa invoice returned from ADOT Administrator

Ermployes Submitted Timesheet Alsrts Contract [08-31.3 (On-Call) - FB AMERICAS | ConsutantFim [PB AMERICAS ~ | Cansuttart Empioyee [select -

weekEndingDt Employee Tech Class Total RTHrs  Total OTHrs  Total Expense (§) —
042000 Howard Brisn RESIDENT EMGINEER(T2) 40,00 000 5112 View  ApproveiDisapprove
04962010 Howard Brisn RESIDENT ENGINEER(T2) 40,00 000 5180 View  ApproveiDisapprove
04nB2010 Fadke Jim TRENGRG SPECIALIST(S®  8.00 0.00 157 04 View  ApproveDisapprave
04nB2010 Folk Christing TR CONST TECH CSE) 2750 0.00 0.00 View  ApproveDisapprave
04nB010 Haweard Brian RESIDENT EMGINEER(T2) 40,00 0.00 15106 View  ApproveiDisaparove
04nB010 Apanesiysbeth TR CONST TECH I(SE) 40,00 0.00 71470 View  ApproveiDisaparove
04nE2010 Guertin Joseph  Sr Residert Engineer(T3) 18.00 0.00 17534 View  ApproveDisapprove
04nE2010 Zinker Ectvrard TR CONST TECH Y(S8) 40.00 000 81057 View  ApproveDisapprove
042010 wiard Lils TR CONST TECH I(S8) 3200 000 22297 View  ApproveDisapprove
04nERM0 ihite Lee TR CONST TECH I{SE) 26.00 000 18983 View  ApproveiDisapprove
2345.. =l
2] Error an page. [T 84 Localintranet

Wistart| | & (& (5] 2] 2] ] [©] |[€]consultant Invoicing ... ] Document - icrosoft ... FEETEETT TGS
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Click “View” to display the time sheet entries in Read Only mode.
1) The Hourly Mileage rate will be displayed in the actual mileage column
2) The Personal Mileage rate and Company car mileage rate are per contract and
effective by the time sheet week ending date.

Employee: Bowser, Michelle Tech Class: project Manage r{PM) Company Name: Julio Construction

A0OT Representative:  Julio Alvarado Project Mo:  test Prj Nbr

iWeek Ending: 01/15/2010 01/09/2010 01/10/2010 01/11/2010 01/12/2010 01/13/2010 01/14/2010 01/15/2010 :

: Total Total Saturday Sunday Manday Tuesday Wednesday Thursday Friday

| Tracs Na. Org No. %Eo'jg RTHrs GOTHs  RT oOT RT OT RT OT RT oT RT oT RT oOT RT OT E

'H239001C 4020 6123 9.00 1.00 9.00 1.00 ;

No Work Day X X X X X X E

Total Regular Hours g,pg 9.00

Total Over Time Hours 1.00 1.00 '

Reason for over time: |test reason ﬁ '

. Personal Personal Car Company Car  Actual ’ . Misc, '

E Tracs Mo, ©Org Mo, %EDPSS Car Mileage ggl;nlﬂlﬂgg Mileage Mileage Iiea'llgli Lodglng Me;ls Tele%hone Expenditure!

! Miles $0.435f mile $0.430f/mile  Cost § ]

EHZSQI]I]IC 4020 6123 E
Grand Total 0 $0.00 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

E'U'ehicle {Company Lease - $600/mo. Max.)
\Per Diem (Lodging) {Long Term - $19/day}) {(Short Term - ADOT Policy)
'Per Diem {Meals) {(Long Term - $20/day) (Short Term - ADOT Policy)

NOTES:
e Approving a time sheet requires at least one editable invoice — (Refer to
Add/Edit Invoice section for more details on how to Add/Edit an Invoice
e To view what employees have entered, use the View Button.
e For more details — Refer to “View Time Sheet “section

ADOT 11/10/10 Page 4
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Temp Tech Home Page

Q-0 HADI LI &-

() oo
%P aporner ADOTNet Home Page

Construction Group

CERNSULTANT INVOICING

| Invoice & Timesheets | Reparts. | Contact ADOT Welcome Larry Lambert (C0389Y | Consul drin

Alert Messages

Invoice Alerts

ContractNo  InvoiceNo  StartDate  EndDate  Status  Returned On Comments

o invoice returned from ADOT Administrator.

Emnployee Submitted Timesheet Alerts Contract [10-02TT (Temp-Tech) - PrimeCaonsultant x| Consutsrt Firm [PrimeCansultant ] Consutant Employes [Select -

WeekEndingDt  Employee  TechClass  TotalRTHrs  TotalOTHrs  Tokal Expense (43

Mo employee submitted timesheet available.

Job Posting(s)

JobPostingNo  District  Function Grade Duration  StartDate  Posted Date  Filled Date

430 Phoenix  Office =5 1vear(s) 07182010 07122010 Wiew Details
428 Prescolf  Inspection 56 90 Days O7AZROM0 0072010 07ma2010 Wiew Detsils
478 Phoenix  Inspection 56 SMonth(s) 07122010 07082010 07maz010 Wiew Details
427 Phoenix  Inspection 56 Shonth(s)  O7AZ2010  OF0RZ010 07Ma2010 Wiew Detsils
426 Prescoft  Inspection 55 90Days 070600 06222010 0672452010 Wiew Details
425 Prescolf  Inspection 56 90 Days OTOER0I0 0R222010 OBI2412010 Wiew Detsils
424 Prescoft  Inspection 56 20Days 070600 08222010 067242010 Wiew Details
473 Prescolf  Inspection 57 90 Days OBZEC0T0 OB212010 08222010 Wiew Detsils
422 Flagstaft  Inspection 56 B Wesks OBNBR0TD 0BAT7E010 067212010 Wiew Details
4z Flagstafi  Inspection 56 B Weeks OTOER0I0 0BAT20T0 OBI2412010 Wiew Detsils =

[1]23

- [ [ [Sdtocalintranet

1) Select “View Details” and you will be able to download and view the Job
Posting details

NOTES:
o If your contract is not listed in the system contact the ADOT Administrator

ADOT 11/10/10 Page 5
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Job Postings Detail (Temp Tech Contracts Only)

(SAMPLE LISTING JOB DESCRIPTION OF A JOB POSTING)
ARIZONA DEPARTMENT OF TRANSPORTATION

REQUEST FORM
District: Holbrook

From: Sue Bingham

Date of Request: 2/1/10

Request Made By: XZY

Report To: Sue XZY

Address: 2407 E Jones Street

Org: 8740

Phone: 928.524.5485

Classification: S5

Certifications: Soils and Agg Lab, Asphalt Lab

Type of Work: Materials Testing (Marshalls, Rices, Gyros, SEs, Gradations, Proctors,
Unc. Voids) — some repetitive heavy lifting required

Misc. Req. (Computers, etc.): FAST experience preferred / ADOT Rent-a-Tech time
accounting proficiency required / Leadership skills / Ability to work independently
Start Date: 4/1/10

Start Time: 8:00 am (may work 3-11 shifts later in the season)

Duration: 6.5 months

Vehicle required: yes

Phone required: yes

Per Diem: yes, if applicable

Tracs Number: H602501C, H706301C, H717901C, H717901C, H546001C,
H681901C, H712101C, H753201C, H658601C, H775501C, HX19101C,
HX12001C, HX11201C, H792401C

Call Out Name:

NOTES
e Job Posting details are only accessible to Consultant Administrators who have
at least one temp tech contract assignment
e When ADOT Administrator adds a new Job Posting Temp Tech utilization
Consultant Administrators will get an email.

ADOT 11/10/10 Page 6
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New Features - (Prime Consultant)

Moving Approved Timesheets; (in Edit Timesheet page)
0 Any approved timesheets in an editable invoice can now be moved to
any other editable invoice.
0 If the timesheet was an employee submitted one and if you have
approved it to an invoice after this install, it can also be moved back

to the approval queue (Home page).
0 The move option is the new one added in this release

/2 Consultant Invoicing - Micrasoft Internet Explorer provided by ADOT (=] x]
@: - Iﬁ hitp: [ adotnetdey, spplications | ConsultartInwoicing_Q#1 {Consulkant fdmin/EditTimesheet s j 45| X |b Live Search L=

File Edi Yew Favorites Tools  Help

¢ Favarites | 9 €] FreeHotmail (@ Suggested Sites = @ Web Sice Gallery ~

@, Consultant: Invoicing

([ I
& aporner ADOTNet Home Page

Construction Group
[P |nvoice & Timesheets Reports . Contact ADOT ou hawe logaed in as: Lambert, Larry (C0383) | ConsultantAdmin
LogOut
Select and edit timesheet
Edit Timesheet Prime Consultant Firm |PrimeConsultant =] Contract [10-01FS (Full-Service) =]
Select & Edit
Invoice # #1 (01/01/2010 To 01/31/2010) =
Consutant Firm [ PrimeConsultant =
. Employee Select =
WeekEndingDt Employee Tech Class Total RTHrs  Total OTHrs
01/0812010 Prime.Employee1 TR CONST TECH I(S5) 40.00 0.00  ViewEdt  Pri/Save  Delete  Move
-
Privacy Statement | Contact ADOT | Contact ITG
 Copyrignt Arizona Department of Transpartation A RIghts Reserved
[Done: [0 [ [ [ |83 Localintranet Ve - [®mw - 4

ADOT 11/10/10 Page 7
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e Early Fixed Fee Reimbursement; (in Create/Edit Invoice page, and
applicable only for full-serve and on-call contract.)
0 Full-service and on call invoices can have a particular consultant firm
and/or a particular TRACS ending with any invoice.
0 By doing that, any remaining fixed fee portion can be reimbursed for
the selected firm and TRACS even before the last invoice for the

contract.
0 The ability to choose the last invoice option for any consultant and
any TRACS has been added in this release.

/2 Consultant Invoicing - Micrasoft Internet Explorer provided by ADOT (=] x]
@;-v [@ 2o adotnetciew/applications/ConsultartTnoicing_Qit{ConsultantAdmin/CreateE dtToics, spx = &[4 %] o Live search 2|
fle Edt Wiew Favorites Tools Help
¢ Favorites | 9% @] Free Hotmal @ Suggested Sites » @] Web Slice Gallery ~
@, Consultant: Invoicing
o )
- ADOTNer ADOTNet Home Page
Construction Group
[P |nvoice & Timesheets Reports . Contact ADOT ou hawe logaed in as: Lambert, Larry (C0383) | ConsultantAdmin
LogOut
Add or Edit Invoice
Manage Invoice Prime Consultant Firm [PrimeConsultant = Contract [10-01FS (Full-Service) =]
Add New Invioce
Start Date * EVZMU End Date *
Percent Biled Percent Complete
Not for all TRACS »
Select individual consultant firm and tracs, if ending with this invoice.
Lastinvoice?  Consultant Firm(s)
PrimeConsultant
" SubConsuttant
*indicates a required fied
Existing Editable Invoice(s)
InvoiceNo  StartDate  EndDate  PercentBilled (%) Percent Complete (%) I Last Invoice? Data Entry For
1 01012010 0113112010 0.00 000 No Edt  Expense  Percent
-
Privacy Statement | Contact ADOT | Contact ITG
& Copyright Arizona Department of Transportation All Rights Reserved
[0 [ [ [ |83 Localintranet Ve - [®mw - 4
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NEW Features - (Sub-Consultant)

e “Contract Setup”

O Can be made — by entering/or importing budget, and expenses for
full-service and on call contracts.
0 Employee rates can be entered for all contracts.

o “Budget Summary Screen”

o Budgets can be imported or existing items can be saved

/2 Consultant Invoicing - Microsoft Internet Explorer provided by ADOT - 181 x]
@::w Iﬁhttp:/'/adDtnetdev/Applltat\DnS/'CDnSultantlnvmmng_QAliCunsu\tantjsta]ﬁudgetﬁelup‘aspx j 45| X |b Live Search P |~
File Edi Yew Favorites Tools  Help
¢ Favorites | 9% @] Free Hotmal @ Suggested Sites » @] Web Slice Gallery ~

= »
@, Consultant: Invoicing | | &3 - B - 0 &= - Page- Safety- Took- @

View or Edit Budget summary for full-service or on-call contract types.

Current Budget Allocation

Total Direct Labor § = 345,600.00

Total Expense § * 7,800.00

r Cost Plus Budget Items

- Total Labor Overhead $ * 432,000.00 Labor Overhead % * 125.00 o
. Fixed Fee § * 1,000.00 Fixed Fee % * 10.00 4
. Cost of Honey § 0.00 Cost of Money % = o.00 i
- Cost of Living 5 * 0.00 Cost of Living % * 0.00 o
. Cost of Living Start Date = [111/2010 Cost of Living End Date

- Total Expense Overhead $ *  0.00 Expense Overhead % * [0.00 o
Total Amount * 786,400.00

Effective Date = [1i1z010

Note: Click Import without editing to keep the same budget values prime has with ADOT, or modify to override.

* indicates a required field

port

Change History

Effective

Total Contract Amount ($) Total Direct Labor () Total Expense Amount (§) Date

CreatedBy  CreatedDate  Modfied By  Modified Date

No Change History Available.

Last chanaed is displayed first.

Budget Summary Contract |10-01FS (Full-Service) - PrimeConsultant =] consulting Firm | SubConsultant =] qracs [HE09701C 2]

ADOT 11/10/10 Page 9
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e “Expense ltems”

0 Can be imported or entered manually one by one for each TRACS

/2 Consultant Invaicing - Micrasoft Internet Explorer provided by ADOT _=i x|
GT\._: - ﬁ it fadotnetdev, Applications{Consultartnwaicing_ (i jConsulbant/sca/ExpenseSetup. aspx = | 1 E3| [ Live search (2|

Ele Edt Miew Favorites Tools  Help

¢ Favarites | 5% €] Free Homall (@ Suggested Sites = @ | Web Siice Gallary +

5~ < [0 @ v Page - Safety v Tods+ @r

&, consultant Invoicing

([ T
- ADOTNet ADOTNet Home Page

Construction Group

CFRNSULTANT INVOICING

Home Reports & Downloads e Contract Setup

View or edit expense items for full-service or on-call contract types
Consulting Firm [SubConsultant =] racg [HEDS701C 1]

Expense Budget Contract |10-01FS (Full-Service) - PrimeConsultant =]

Current Expense Budget Allocation
You can either import all expense budget details from the cost proposal using the import option

Note: You can edit or add or cancel any expense budget items even after importing,

or
Enter one by one using the below Add option.

= Total Ameunt = Effective Date =

Expense tem * | Select

*indicates a required field Add

Expense Item Amount ($) Effective Date

No Expense Budget Available.

Change History

Expense Ttem

No Expense Budget Change History Available.

Privacy Statement | Contact ADOT | Contact

9 Copyright Arizana Department of Transportation Al i

[%J Local intranet [va - [®im0% - 4

ADOT 11/10/10 Page 10
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e “Employee Rates””

0 Can be entered for each employee and TRACS number

/= Consultant Invoicing - Microsoft Internet Explorer provided by ADOT'

-2 x|
GT\._: w [@ it /jacotnetdev]applications/Consukartinweicing_QAtConsutant{scajEmployesRates. aspx E 4+ %] o e search 2|

Ele Edt Miew Favorites Tools  Help

¢ Favarites | 5% €] Free Homall (@ Suggested Sites = @ | Web Siice Gallary +

&, consultant Invoicing

5~ < [0 @ v Page - Safety v Tods+ @r
ADOTNet Home Page

Construction Group

CFRNSULTANT INVOICING

Home Reports & Downloads e Contract Setup

View or edit employes rates

Employee Rates Contract | 10-01FS (Full-Service) - PrimeConsultant | consulting Firm | SubCensultant |

Tracs |H609701C ~|

Current rates

Employeelame TechClass RTRate($) OTRate($) Effective Date
Sub, Employee2 (B5385) TR CONST TECH I(S5) 0.00 0.00 Edit

Change History

Employeelame TechClass
Sub, Employee2 (88386) TR CONST TECH I(S5)

Privacy Statement | Contact ADOT | Contact ITG
 Copyright Arizona Department of Transpertation All Rights Reserved

|
Done [ [ [ [ [ [s&diocalintranet Vo~ [®ioee - 4

ADOT 11/10/10 Page 11
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e Invoices

0 Can be prepared for each period the prime has already defined
0 The invoice reports will be available as downloadable reports which

can then be used to manually submit it to prime

/2 Consultant Invoicing - Microsoft Internet Explorer provided by ADOT == x|
@: - Iﬁ http: {adotnetdes, pplications [Consul:antinwoicing_Qé1 {Cansultant/sca/Invoice aspx = 2 X |b Live Search P
File Edi Yew Favorites Tools  Help
¢ Favorites | 9% @] Free Hotmal @ Suggested Sites » @] Web Slice Gallery ~

- Bl - 0 &= - Page - Safety - Toos- @

@, Consultant: Invoicing

ADOTNetr ADOTNet Home Page
Construction Group
CFRNSULTANT INVOICING

Welcome Muthukumar Ramaswamy (86158) | SubConsultantidmin

Home .| Reports & Downloads | Contract Setup
LogQOut

10-01FS (Full-Service) - PFrimeConsultant =] cgnsulting Firm | SubConsultant =

Create, edit and open an invaice te view all details

Invoice Contract
Invoice list
™ Ao display history for ach invoice
Invoice Date  IsLastInvoice? ~Comments

InvoiceNo  StartDate EndDate  SublInvoice #  Sub Project #
No Create

1 01/01/2010 013172010

Privacy Statement | Contact ADOT | Contact ITG
® Copyright Arizona Department of Transportation Al Rignts Reserved

-]

Local intranet v | R100% -
)

ADOT 11/10/10 Page 12
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[ ]

View “Pending Timesheet” approvals by prime

Consultant Invi Microsoft Internet Explorer provided by ADOT

=leixi
6.:._\- ﬁ it fadoknetdev, ApplicationsfConsultantTmwaicing_Cé i Consulbart/sca)Scalndes.asp: = |§\ \z| [ Live search \E|
Fle Edi Miew Favortes Tools Help
7 Favorites | 9% @] Free Hotmall @8 Suggested Sites » @] Web Slice Gallery
&, consultant Invoicing

5~ < [0 @ v Page - Safety v Tods+ @r

ADOTNet Home Page

Reports & Downloads ice

Construction Grou
CRRNSULTANT INVOICING
Contract Setup

"N Welcome Muthukumar Ramaswamy (86158) | SubConsultantAdmin
Timesheet Alerts & Upload

Prime Disapproved Timesheets

LogOut
Eoimest  CIEIETUITE STELNER (I:: h RTTHu:I DTTHu:I Tﬂta(lsgxpem Pﬁugxgﬂ;smal
No prime retumed timeshest available
Employes Submitted Timesheets Contract [10-01FS (Full-Service) - PrimeConsultant =] Consultant Firm [SubConsultant =] Consutant Employee [Select =]
WeekEndingDt  Employee  TechClass  TotalRTHrs  Total OTHrs  Total Expense (5)
No employee submitied timesheet avalable.

Pending Prime Approval Timeshests Contract [10-01FS (Full-Service) - PrimeConsultant =] Consutiant Fim [SubConsultant =] Consullant Employee [Select =]
WeekendingDt  Employee 1 TotalRTHrs  TotalOTHrs  Total Expense ($)

No prime pending approval timesheet avaiale:

Upload Timesheet

File to Upload * [

*indicates a required field

Upload

Privacy Statement | Contact ADOT 1| Contact ITG

I~ |
* 4

[%J Local intranet

Ve~ [ 100

ADOT 11/10/10

Page 13
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o “Employee List Report”

Now has additional information on assignment effective dates for each
TRACS on the contract

(0]

/2 Consultant Inv icrosoft Internet Explorer provided by ADOT I [=1 |
GE - Iﬁ http: {adotnetdes, spplications [Consulantinwoicing_Qé1 {Cansultant/sca/Reports. aspx = |if\ 1% |b Live Search |2~

File Edi Yew Favorites Tools  Help

¢ Favorites | 9% @] Free Hotmal @ Suggested Sites » @] Web Slice Gallery ~
% v B - [0 m - Page~ Safety~ Toos- @-

@, Consultant: Invoicing

o =
- ADOTNer ADOTNet Home Page

Construction Group

CFRNSULTANT INVOICING

(NI Reports & Downloads Invoice: Contract Setup Welcome Muthukumar Remaswamy (B6158) | SubConsultantidmin
LogQOut
Mileage, Employee summary and Prime approved timeshest Reports & Downloads for mileage log and blank timeshest.
Reports & Downloads Contract |10-01F5 (Full-Service) - PrimeConsultant =] consulting Firm | SubConsultant 'z
Mileage & Employee summary
Milage Report  for Invoice [#£1 (01/01/2010 To 01/31/2010) =1
Employee List Report
Prime approved timesheets, mileage logs and blank timesheet Consuttant Employee [Sub, Employee2 =] Tech Class [TR CONST TECH IK(S5) =]
Download mileage logs and timesheet
Prime approved h
Type * Company Vehicle Mileage +
WeekendingDt  Tech Class =] ol Total Expense (§)
RTHrs OTHrs .
Week Ending Date
Mo prime approved timesheet available.
* indicates a required field Download
Privacy Statement | Contact ADOT | Contact ITG
8 Copyright Arizona Department of Transportation All Rights Reserved
[ | | [ Local intranet Cho | mioow -

ADOT 11/10/10 Page 14
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Time Sheets

Using the following screens to “Create, Edit, and Upload” the Consultant Employee
Time Sheets. (With or without RACFId)

e Verify Prime Consulting Firm & Contract #

e Enter the required information (*) - Invoice #, Consulting Firm and Employee,
Tech Class and Week Ending Date

e NOTE: There should be at least one editable Invoice to add a time sheet

e Click “Create” to open up the time sheet data entry page

e If you do not find an employee or technician listed — Contact ADOT Administrator

e The weekend day should always be a Friday

QIO N AGIO e E: N
@ T
ADOTNet

ADOTHet Home Page

Construction Group

CFRNSULTANT INVOICING

Wielcome Larry Lambert (C0389) | ConsultantAdmin

[T Invoice & Timesheets | Reports .| Contact ADOT

Logout

Select timesheet iterns and create new timesheet

Create Timesheet Prime Consultant Firm | FrimeConsultant ] Contract [10-01FS (Full-Service) x|

Select & Create

Inveice # [#1 (0170172010 To 01/31/2010) =]
Consutant Firm * [Primecansaitant =]
— [ Ermioyeei =
Toch class * [Tr consT TecH 11ss) =]
Week Ending Date * freemo
* indicates a required field

Privacy Statement | Contact ADOT | Contact ITG
® Copyright Arizena Department of Transportation All Rights Reserved

[&] Done [0 [ ] |83 Localintranet

ADOT 11/10/10 Page 15
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Create Time Sheet

e Select “Create/Edit Time Sheet”
O By selecting this option the last entered time sheet by Employee will be
displayed for any previous weekending period
0 |Ifthereis no TRACS # or it has already been used (but not supposed to be
used this week) an error message will be displayed
e Select CEMMS Help? To view CEMMS codes available

Create /Edit Tinesheet

I s Bravions Wieis Timeshed Dais (@Cemms Help?

Employee: Bowser, Michelle Tech Class: project Manager(PM) Company Mame: Julio Construction

ADOT Representative: [ erojectno: [ ]

iWeek Ending 3/19/2010 03/13/2010 03/14/2010  03/15/2010 03/16/2010 03/17/2010 03/18/2010 3/19/2010
: Total Total Saturday Sunday Monday Tuesday ‘wednesday Thursday Friday
! TracsNo.  OrgMo. CEMMS Code RT Hrs OT Hrs RT oT RT OT RT  ©T AT OT RT OT RT OT RT OT

[
[
[
[
[
[
[
[
[
L
L
[
[
L

:ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
;ISaIect ;I ISeIect;I
i Mo Work Day

Total Regular Hours

[
[
L
L
[
[
L

ER AR
ER AR
ER NN AN
ERR RN
HO00OOCEE
HoO0oOCE
HER AN

L

L

[

[

L

JUOEEUEEI
0o0ooooD
00000000

B
kS
B
£
B
B
B

Total Over Time Hours

Reason for over time: :I

Actual
Mileage wehicle Lodging Meals Telephone Misc,
Lease § % % 3 Expenditure §

H persanal Personal Car Campan Company Car
E Tracs No. Org Mo, | CEMS Code Mileage pany Mileage

Car Miles - Car Miles . Cost §
$0.435/ mile $0.430/ mile $1.45/RT hr

IR
IR0

: Grand Total

¥ehicle (Company Lease - $600/mo. Max.)

EPer Diem {Lodging) {Long Term - $19/day) {(Short Term - ADOT Policy)
Per Diem {Meals) {Long Term - $20/day) (Short Term - ADOT Policy)

ICIosal | Clearall || | Update Display | | Save Timesheet |
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Place your mouse cursor on the box. The system will automatically provide a list

1)
2)
3)
4)

5)
6)
7)

8)
9)
10)

11)

Enter Project # as in your contract record

This is used just for your reference

All these fields are required — TRACS #, Org # and CEMMS Code

Enter “6” in CEMMS code and a list is displayed for your selection

NOTE: If you do not find your TRACS # - Contact ADOT Administrator

Enter Numeric Values for RT & OT

Overtime reason is required for all OT entered

Enter numeric values

IF your contract is allowed to use Hourly Rate mileage, then Actual mileage
column will calculate the rate based on the entered RT hours; if there is no
personal or company car miles.

Selecting Close will close current screen and return to the previous screen

Select “Clean All” to clear the page of all entries
Select “Update Display” to calculate totals, display TRACS #, Org # and
CEMMS to check if there is any error in the page

Select “Save Time Sheet” to save all your entries
Time sheet will only be saved if there is no error

NOTE:
If the

employee is not authorized to use personal car, company car or vehicle lease:

then an error message will be displayed.

>

<

ADOT

11/10/10 Page 17
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Edit Time Sheet

Select “Invoices & Time sheets, Time Sheets and Edit
1) Verify Prime Consulting Firm & Contract #
2) Select the Invoice #, Consulting Firm and Employee
3) Click “View/Edit” to view or Edit a Time Sheet
4) Other choices allow you to Print/Save or Delete a Time Sheet

By _ 8 x
.“r a

Q-0 HMEAGLkeL = -
—
- ADOTNet ADOTNet Home Page

Construction Group

CFRNSULTANT INVOICING

Home [TNT0 AN (| Reports . Cortact ADOT Welcome Larry Lambert (C0383) | ConsultantAdmin

select and edit timesheet

Edit Timesheet Prime Consultant Firm | PrimeConsultant =] Contract [10-01FS (Full-Service) x|

Select & Edit

Invaice # #1 (01/01/2010 To 01/31/2010) ~
Cansultant Firm | PrimeCaonsultant =

Employee Select -
WeekEndingDt Employee Tech Class Total RTHrs  Total OTHrs
010372010 Prime Emplovest TR COMST TECH I(S5) 4000 000 ViewEdt  PrintSave  Delete

Prvacy Statement | Contact ADOT | Contact TG
® Copyright Arizona Department of Transpartation All Rights Reserved

= [0 T [ [ S tocal ntranet

ADOT 11/10/10 Page 18
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Upload Time Sheet

Select “Invoices & Time sheets, Time Sheets and Upload”

e Fillin all required (*) information

e Verify Prime and Contract

e Verify Invoice #

e Click Browse to select a file to Upload
e Click “Upload”

The excel file should have been previously downloaded and used to fill in the date
before the upload. For details on how to download a blank time sheet refer to
“Download Time Sheet”

Q- O HMEAWLKka|L =- -
)

ADOTHet Home Page

Construction Group

CFRNSULTANT INVOICING

Home [ICTEX AN Reports | Contact ADOT . Welcamne Larry Lambert (C0389) | ConsultantAdmin

Select contract, invaice, timeshest file and upload

Upload Timesheet Prime Consultant Firm | FrimeConsultant ] Contract [10-01FS (Full-Service) x|

Select & Upload

Invraice # #1 (01/01/2010 To 01/31/2010) =

File to Upload * [CihsrevHPyprmiCamacholose_TR CONS _ Browse,

*indicates 5 required figld Upload
Privacy Statement | Contact 4DOT | Contact TG

® Copyright drizona Department of Transportation All Rights Reserued

[&] Done [0 [ ] |83 Localintranet
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Microsoft Internet Explorer x|

L] E The file has been uploaded sucessfully,
L

NOTE: If there are any errors in the time sheet excel file, the system will prompt to
correct those errors and then upload the time sheet. Below is the list of checks and
error messages used for the upload.

List of Checks and Errors

e The excel sheet used is protected and from unknown source. Cannot import.

e The invoice No. you selected is not an editable one based on the Contract No. in
the excel sheet . Timesheets can be added to only an unsubmitted invoice.

e The Employee # field does not have the Employee No. and Profile No. in the
required format.

e The Employee does not belong to the contract, OR the Employee is inactive in
contract

e The Employee tech class in the excel sheet is invalid

e The week ending date is invalid.

e Missing Tracs No. or Org No. or Cemms Code value

e Invalid Tracs No. or Org No. for this employee

e Invalid CEMMS code value entered

e RT hr, OT hr, Personal Vehicle Miles, Company Car Miles, Actual Mileage, Vehicle
lease, Lodging, Meals, Telephone, and billing are not numeric values

e Missing Overtime reason when the timesheet has overtime hours.

e Employee is not allowed to enter Personal Vehicle Miles or Company Car Miles
or Actual Mileage or Vehicle lease.

e When Actual mileage is entered, while the contract is setup to use hourly rate.

e When Actual mileage is restricted for Temp Tech contract, but the timesheet has
actual mileage values.

ADOT 11/10/10 Page 20
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Download Time Sheet

Select “Invoices & Time sheets, Time Sheets and Download Time sheet”

e Fillin all required (*) information
e Verify Prime Consulting Firm & Contract #
e Select Consulting Firm, Consultant Employee & Tech Class

e Click “Download”

Q- O NRAG|ILFOISE:

ADOTHet Home Page

Construction Group

CERNSULTANT INVOICING

(T Invoice & Timesheats | Reports . Contact ADOT Welcome Larry Lambert (C0389Y | Consul drnin

Select timesheet iterns and download timesheet

Download Timesheet Prime Consultant Firm [PrimeConsultant =] Contract [10-01FS (Full-Service) =]

Zelect & Download

Consuttant Firm * PrimeConsultant

Employes * Prime, Employeel =«
Tech Class * TR CONST TECH II(S5) =

*indicates a required field Download

Privacy Statement | Contact 00T | Contact TG
@ Copyright Arizena Department of Transpertation Al Rights Reserved

[&]Done [ [T N3 tocalintranet
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Download Mileage Log

Select “Invoices & Time sheets, Time Sheets and Download Mileage Log”

e Select Company and/or Personal Mileage Log

e Fillin all required (*) information

e Verify Prime Consulting Firm & Contract #

e Enter the Mileage Type, Consulting Firm, Employee, Tech Class & Week Ending
Date

e Click “Download” to download the excel mileage log file

e The mileage log file is only for your purpose and Consultant Invoicing does not
use the data.

e The Mileage rate in the excel file is effective as of the entered weekending date

e The weekending date should always be a Friday

Company Vehicle

Q- O HEAGB L@ L& -

@ ADOTNet ADOTHet Home Page

Construction Group

CERNSULTANT INVOICING

;17 -9 Invoice & Timesheats | Reports | Contact ADOT . Welcome Larry Lambert (C0329) | Consul dmin
LocOut
Select employee details and download mileage logs
Mileage Log Prime Consultant Firm [PrimeConsultant = Contract [10-01FS (Full-Service) = |
Select & Download
Hileage Type * Company Vehicle Milzage =
Consuttant Firm * PrimeConsultant =
Employes * Prime, Employeel =
Tech Class * TR CONST TECH II{55) =
Week Ending Date * fraizeio
* indicates & required Fiskd
Privacy Statement | Contact ADOT | Contact ITG
® Copyright Arizena Department of Transportation All Rights Reserved
[&] pone [ [ [ [Ndtocalintranet
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Personal Vehicle

By -8 x

Q-0 HADI LI &- 2

() oo
%Y apormer ADOTNet Home Page

Construction Group

CERNSULTANT INVOICING
Contact ADOT . Welcome Larry Lambert (C0329) | ConsultantAdmin

& Timesheets

Select employee details and download mileage logs

Mileage Log Prime Consultant Firm [PrimeConsultant = Contract [10-01FS (Full-Service) = |

Select & Download

Wiesge Type * [Fersamal Vebiels Miesse =]
consutert Frm * [FrimeEomsart

Ergloyes * [Prime, Emmiveri =1

Tech Class * TR CONST TECH II{S5) =
‘week Ending Date * P00

* indicates & required Fiskd

Privacy Statement | Contact ADOT | Contact TG

® Copyright Arizona Department of Transportation All Fights Reserved

[&]Done [ [T N3 tocalintranet
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Invoices

This section focuses on Invoices and how to “Add, Edit and Submit Invoices” as
shown in the following screens.

e Fillin the required (*) Boxes and Click “Add”

Q-0 HRAD LK@ L E-

@ ADOTNet ADOTHet Home Page

Construction Group

CERNSULTANT INVOICING

. Reports | Contact ADOT . Welcome Larry Lambert (©0389] | Consull dmin

Home Imvoice & Timesheets

d

Add or Edit Inwoice

Manage Invoice Prime Consultant Firm [PrimeConsultant =] Contract [10-01FS (Full-Service) =]

Add Hew Invioce

Stert Date * [IA52010 End Dete * frrzarin Is Last Invoice? [Na =
Percent Biled Percent Camplete
*indicates a required fiskd
Existing Editable Invoice(s)
InvoiceNo  StartDate  EndDate  PercentBilled (%)  Percent Complete (%)  IsLast Invoice? Data Entry For
1 0101200 01320 0.00 o Ecit Expense Percent
Prvacy Statement | Contact ADOT | Contact TG
® Copyright Arizena Department of Transpertation All Rights Reserved
@ [ [T N3 tocalintranet

1) Select the contract to add or edit invoice
2) If your contract is missing contact the ADOT Administrator
3) Start date will be filled based on previous invoice end date
4) You can change it to any required date
5) End date should be greater than Start date
6) Start and End dates cannot have overlapping periods with previous invoices
a. For FULL SERVICE, ON-CALL, and MATERIALS ACCEPTANCE contracts this
option will rollover any pending or unused Fixed Fee amounts in the last
invoice
7) Percent billed and Percent complete are optional date entry fields. If any value is
entered, then it will be used in the invoice report heading
8) Date entry for Expense and Percent is required only for FULL SERVICE, ON-CALL,
and MATERIAL ACCEPTANCE contracts
9) Use Edit to change any of the invoice detail
10) If changes to an Approved Invoice is needed; it can be added to a future invoice
11) Is Last Invoice box? Used for TEMP TECH Contracts only

>

<
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Existing Editable Invoice(s)

e Select “Expenses” to view the Project Expenses detail on an invoice
e Select “Open Details” to edit the Project Expenses

Q-0 @G Ol eLE

ADOTHet Home Page

Construction Group

CFRNSULTANT INVOICING

Home TN NI I Reports [ Contact ADOT Welcamne Larry Lambert [C0389) | Cansultantadmin

Edit project expense in an invaice,

Project Expense

Expense Items Invoice #1(01/01/2010 To 01/31/2010)  CortractMo 10-01FS- PrimeConsultant (Full-Service)  Consubart Firm | PrimeConsultant v
Expense Tracs No

HBOSTO1C Open Detsils

HEES001C Open Detsils

Privacy Statement | Contact ADOT | Contact TG

® Copyright Arizona Department of Transportation All Fights Reserved

[&] Done [0 [ ] |83 Localintranet

Q- O HEAGIO e tE
I
- ADOTNet

'@

ADOTNet Home Page

Construction Group

CFRNSULTANT INVOICING

Home [TEE R [ Reports ./ contact ADOT Welcome Larry Lambert (C0339] | ConsultantAdmin
LogOut
Edit project expense in an invoice,
Project Expense
Expense Items Invoice  #1 (01,/01/2010 To 01/31/2010) Contract Mo 10-01F5- PrimeConsultant {Full-Service) Consultart Firm | PrimeConsultant =

Expense Tracs No
Tracs llo: HE09701C

Initial Setug * 5[ ooo

Cameras * [ oo0

Fieltl Equipmert * 3 oon

*indicates a required field  Sawe. Cancel

HEBG001C Open Detals

Priwacy Statement | Contact ADOT | Contact [TG
© Copyright Arizana Department of Transpartation All Rights Reserved

[&] pane [ [ [ [S3tocalinwanet

>

‘
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e Select “Percent” to view the Project Percent for a specific TRACS #

BB IERAPER IR
e
- ADOTNet

ADOTHet Home Page

a
..',.r_ﬂx

Construction Group

CFRNSULTANT INVOICING

b Wielcome Larry Lambert (C0389) | ConsultantAdmin

Home & Timesheets Contact ADOT

Edit project percents in an invoice.

Project Percent

Edit Project Percents

Invoice #1 (01/01/2010 To01/31/2010)  Corfract No 10-D1FS- PrimeConsultant (Full-Service)
Tracs No

HEOS701C  Cpen Details
Heeg001c  Open Details

Privacy Statement | Contact ADOT | Contact TG
® Copyright Arizena Department of Transpertation All Rights Reserved

[&] Done

QrO @GP eE:
e
- ADOTNet

ADOTHet Home Page

Construction Group

CFRNSULTANT INVOICING

& Timesheets

Edit project percents in an invoice.

Project Percent

Edit Project Percents Invoice #1 (01/01/2010 To01/31/2010)  Corfract No 10-D1FS- PrimeConsultant (Full-Service)
Tracs No

Tracs Ho: HG09701C

Company % Completed (%)% Billed (%)
PrimeConsultart * 0.00 0.00
SubConsuttant * 0.00

*indicates a required fisld Save Cancel

HEGa001 C Open Details

Privacy Statement | Contact ADOT | Contact TG
® Copyright Arizena Department of Transpertation All Rights Reserved

[&] Done [0 [ ] |83 Localintranet

>

‘
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Edit an Invoice

e Click “Edit” and this screen opens
e Fillin all required (*) fields
e When edits are complete Click “Update”

Q-O HANLPyr@| L &-

@ ADOTNet ADOTHet Home Page

Construction Group

CERNSULTANT INVOICING

(TS Invoice & Timesheets | Reports. | Contact ADOT X Welcame Larry Lambert {C0389) | Consull drmin

Select invoice to submit

Invoice List Prime Consultant Firm [PrimeConsultant = Contract [10-01FS (Full-Service) = |

Existing Invoice(s) To Submit
InvoiceNo  StartDate EndDate  Islast Invoice?  Status

1 ototzotn otsenn T Created Open

Privacy Statemsnt | Contact ADOT | Contact TG
® Copyright Arizena Department of Transpertation All Rights Reserved

[&]Done [ [T N3 tocalintranet

1) Select the contract to add or edit invoice for that contract
2) If your contract is missing contact the ADOT Administrator
3) Start date will be filled based on previous invoice end date
4) You can change it to any required date
5) End date should be greater than Start date
a. Start and End dates cannot have overlapping periods with previous
invoices
6) For FULL SERVICE, ON-CALL, and MATERIALS ACCEPTANCE contracts this option
will rollover any pending or unused Fixed Fee amounts in the last invoice
7) Percent billed and Percent complete are optional date entry fields
8) If any value is entered, then it will be used in the invoice report heading
9) Is Last Invoice box? Used for TEMP TECH Contracts only

ADOT 11/10/10 Page 27
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Submit an Invoice

e Select the invoice you want to submit
e Click “Open” and a new screen opens

Q-0 HRAD LK@ L E-

@ ADOTNet

-
l;" 8 X

ADOTHet Home Page

| Contact ADOT

Construction Group

CERNSULTANT INVOICING

Welcome Larry Lambert (C0389) | Co dmin

Imvoice & Timesheets

. Reports.

>

Prepare invoice reports, view invoice details and submit invoice
Submit Invoice
Invoice Details

Cortract No  10-D1FS- PrimeConsultant (Full-Service) Invoice # 1

["Step 1. Prepare Invoice Reports
Invoice Reports
Cemms
. Project Charges:

. TracsSummary

1
2

E

4. Misage
5. Invoice Cover Page
3

. Payment Summary

Prepare

* hlote: Labor charges & Reports will be updated only after preparing

View | Timesheets -

WeekEndingDt
010872010

Tech Class Total RTHrs

TR COMST TECHISS) 4000

Employee

Prime Employes1

LosOut

Start Date  01/01/2010 End Date  01/31/2010 Percert Billed (%) 0.00 Percent Complete (%) 0.00

["Step 2. Submit Invaice

Enter Submit Comments

Subic

* Note: Submit oly after preparing

Consultant Firm [PrimeConsultant =| Employee |Prime, Employee1 =]
Total RT {$) Total OT{#)  Total Expense {$)

000 000 000

Total OTHrs

2280 View  PriniiSave

[%4 Local intranet

NOTE:

When submitting an invoice you must print a hard copy of all 6 Reports and Payment
Summary signed by Prime Representative. Forward all Hard Copy Reports to
Consultant Contract Administrator with the monthly invoice.

YOU MUST SUBMIT ONE INVOICE PER MONTH

Full Service — On Call - Materials Acceptance contracts must also submit an Excel
Spreadsheet for individualized office expenses (examples — paper, postage, field

supplies, etc.).

>

=
ADOT 11/10/10
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e Verify Contract #, Invoice #, Start Date, End Date, Percent Billed and Percent
Complete

e Select “Prepare Invoice Reports” so the labor charges will be recalculated
and kept current

e Add optional comments to Submit Comments box then click “Submit”

e You will then see the following screen if the Invoice was submitted successfully

e Click “View” to view a Time Sheet

e Click “History” to view a list of Invoices

@ ADOTNet ADOTHet Home Page

Construction Group

CERNSULTANT INVOICING

Invoice & Timesheets | Reports ~ Contact ADOT . Welcome Larry Lambert (C0389) | Consull drmin

>

LosOut

Prepare invoice reports, view invoice details and submit invoice

Submit Invoice
Inwoice Details

Cortract No - 10-01FS- PrimeConsultant (Full-Service) Invaice # 1 Start Date  01/01/2010 End Date  01/31/2010 Percert Billed (%) 0.00 Percent Complete (%) 0.00

["Step 1. Prepare Invoice Reports ["Step 2. Submit Invaice

nvoice Reports Enter Submit Comments
Cemms

1
1

2. Project Charges
3. Tracssummary
4
5
3

Milzage

Invoice Cover Page
. Payment Summary

St
Prepare

* hlote: Labor charges & Reports will be updated only after preparing

* Note: Submit oly after preparing

Wiew | Timesheets - Consultant Firm [PrimeConsultant =| Employee |Prime, Employee1 =]

WeekEndingDt Employee Tech Class TotalRTHrs  TotalRT($)  Total OTHrs  Total DT($)  Total Expense ($)
01082010 Prime Employes! TR COMST TECHI(SS)  4n.00 000 o0o 000 2280 View  PriniiSave

- [ [ [Sdtocalintranet

1) Always prepare the invoice before submitting

a. This updates the labor charges with any recent modifications (by adding
new time sheets, or a time sheet edit mode, or if any rate has been
changed)

b. If there is an exception then an error link will be displayed near the
Submit button. View the exception details and make recommended
changes

2) For FULL SERVICE, ON-CALL, and MATERIALS ACCEPTANCE contracts select
project expense to view project expenses or Project Percents to view Project
Percents

>

<
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Reports

This section focuses on the Standard and Adhoc Reports
e Click “Standard” to select and view the available Standard Reports
Select the Report Type
Select Prime Consultant
Select Contract
Select Invoice
Select the format for viewing the report
Click “View Report”

Standard Reports

Q-O-HNAB L@z E-

() —
&S Aporner ADOTNet Home Page

Construction Group

CFRNSULTANT INVOICING

Home . Invoice & Timesheets i1/ . Cortact ADOT Welcome Larry Lambert (C0383) | ConsultantAdmin

view standard reports
Standard Reports

Select and view reports

Report [cemms =l
Prime Consutant [PrimeConsuttant =]

Contract * [10-01F3 (Full-Service) =]

Invoice * [#1 (01/01/2010 To 02/31/2010) =]

* indicates a required field Report Format [PDF =] _ View Report

Privacy Statemsnt | Contact ADOT | Contact TG
® Copyright Arizena Department of Transpertation All Rights Reserved

[&] Done [0 [ ] |83 Localintranet
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Adhoc Report Setup

e Select the Adhoc Report you want to create

e Click “Clear All” to start with a blank template

e Fill in the required information based on the Report selected
e Select Report format

e Click “Show Report” to view the report

ADOT 11/10/10 Page 31



User’s Manual

Consultant Invoicing

Q-0 WA L@

-’ ADOTNet

=

o
g -

/.
"l' 8 x

[ imvoice & Timesheets [T7 00 Contact aDOT

Construction Group

CEWNSULTANT INVOICING

Welcome Larry Lambert (C033%) | Consul dmin

Create and Wiew Adhoc Reports
Adhoc Report Setup

Select report layout and details

Contract and Cansulting Firm

Contract

Conslting Firm

Employee

Status

Hame

Grace

Persanal wehicle
Company vehicle
Actual mileadge
Wehicle Leaze
Invaice

Invoice Nor

|1El-UlFS (Full-Service) - Pr\mecunsu\tantj

All
v Select From List

all M
Al
V' Select FromList

All
v Select From List

All hd
All hd
All hd
Al hd

l_ OR  From ,_ To ,_

CEMMS =l

Clear Al

X Clear Selection Fed

X Clear Selection

X Clear Selection

@ Dane

‘ | | ‘ ‘leacaMntranat

5 () A By - 7 x
C-O-MNEABLwe|LE- i
Company vehicle [l =l B
Actusl mieage all =
“ehicle Lease All -

Invoice
Invaice N
Period Biegining
Period Encing
Paid Betvreen
Timeshest
Weekending Date

ADOT Administration and Projects

Group J District

orgho | All Orgs -

Courty
Project Type

Tracs

Cemms

Privacy Statement | Contact #DOT | Contact TG

® Copyright rizona Department of Transportation All Rights Reserued

[ R Fom [ 1o
Wl
[ I [
Wl

Wl

2l

& Select From List
a1

Y Select FromList
a

Y Select FromList
Al -
20

4 Select From List
2l

4 Select From List

X Clear Selection

X Clear Selection

X Clear Selection

X Clear Selection

X Clear Selection

Clear & | Report Format |Excel = Show Report

[ [ [ 83 tocalintranet

>

‘
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Contact ADOT

e Select Prime Consulting Firm

e Select the Contract

e Select a Subject

e Enter Details of your Request

e Click “Submit” to send your request

Q-0 HMEAGLkeL = - & -
— 1]

ADOTHet Home Page

Construction Group

CERNSULTANT INVOICING

Home . Invoice & Timesheets | Reports  [[S 0 (12001} Welcome Larry Lambert (C0339) | ConsultantAdrmin

LogOut

Subrnit your request to ADOT
Contact ADOT

Ertter your request

Prime Consuttart Firm PrimeCansultant x

Contract * 10-01F5 (Full-Service)
Select & sUbject Ermployee Profile Related -

Erter details of your request

Submit

Privacy Statement | Contact ADOT | Contact TG
® Copyright Arizena Department of Transportation All Rights Reserved

[&]Done [ [T N3 tocalintranet
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Consultant Firm Employees

This section is used by the Consulting Firm Employee to Prepare, Edit, and Submit
timesheets and expenses as defined in the Construction Contract. This manual applies to
Full Service, On-Call, Materials Acceptance and Temp Tech.

To get started go to the Construction Group Home Page
http://adotnet/divisions/itd/construction/index.asp then click on the “ADOT Consulting
Invoicing Home Page”.

Once signed in use the following screens to “Create, Edit and Submit Time
Sheets”, with Personal and/or Company Expenses.

ADOT 11/10/10 Page 34
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Create Time Sheet

e Select appropriate Contract and Tech Class
When the timesheet for a week is not created the link will be “Create”.
When the timesheet is created and saved the link will be “Edit”
When the timesheet is submitted the link will be “View”
e C(lick on “Create” next to the correct Period Ending
e You can also Download Personal & Company Mileage Logs
The Personal and Company mileage logs are for your Firm not for ADOT
e If you do not find your Contract and Tech Class — First Contact your Prime and/or
Sub-Consultant; then the ADOT Administrator
e [f the Sub-Consultant is approved to review and approve timesheets then submit
to Sub-Consultant Administrator first; then Sub-Consultant Administrator will
forward to Prime Consultant Administrator
e If your timesheet is disapproved you will receive an email in your ADOT email
account. The timesheet status will be “Disapproved”. Select edit and fill in
necessary corrections and re-submit the timesheet.
IR
o @ e e i @5 G

O=-Q- ¥ n

? <l 2| & <
) search ) Favortes &) | L [5]

Address [E] hitp:adotnetde/Applications| ConsultantInvoicing_QA2/ConsultantjEmpiayeefDefault aspx Bl |L|nks ®

Add / edit / view timeshests
My Timesheets

Select your contract and tech class Contrsct [08-14 - Tristar =] Techclass [TR CONST TECH I11(56) =]

CFRNSULTANT INVOICING =

Welcome Larry Lambert | ADOTAdMIN | ogowt You have logged in as: Camacha, Jose (B966E) | ConsuftantEmployee  LogOut

Period Ending 'mesheet Download

T Status Mileage Log
T 12480008 Mot Entered Creste Personal Company
s 7 8 ¢ 0 12412008 Mot Entered Creste Personal Company
13 1a 15 18 17 18 18 1204008 Mot Entered Creste Personal Company
20 21 22 23 242528 11272009 Mot Entered Creste Personal Company
o2 28 30 3t 11202009 Mot Enterest Creste Personal Company
11432008 Mot Entered Create Fersonal Company
11062008 Mot Entered Create Fersonal Company
S Mon Tus Wed Thu Fri 52t \0B0gD0S Mot Entered Creste Persanal Company
; ; fn 141 152 153 1’4 \0marong Mot Entered Create Personal Company
A 104B2008 Mot Entered Creste Personal Company
22 28 24 25 26 27 28 [1]234

Sun Man Tus Wed Thu Fri Sat —
123

4 5 8 7 8 91

1M 12 13 18 15 18 17

-

[ N3 ecalintranet

&
Histart| @& (2 2] [2] @] W] (O] | O] mbox - Mirosoft Outiook || £ Consultant Invoicing .. | ] Document! - Microsoft [CHE =" B2 2T L@ 1134w
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Create Time Sheet and Expenses

Time Sheet

e Select/Verify TRACS No. & Org No.
e Fill-in CEMMS Code
e Fill-in hours worked both Regular and Overtime

Expenses

e Enter TRACS No. & Org No.

e Enter CEMMS Code

e Enter Personal Car Miles

e Enter Company Car Miles

e Enter Vehicle Leasing Costs

e Enter Lodging Costs

e Enter Meal Costs

e Enter Telephone Costs

e Enter Miscellaneous Expenses

e Click on “Submit Time Sheet”
e Other choices include — Close, Clear All, Update Display, Save Time Sheet
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Create | Edit Timesheet

Employee: Bowser, Michelle Tech Class:  project Manager(PM) Company Name: Julio Construction

ADOTReprosentative: | [eejeetmor [
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Total Regular Hours 1,00 1.00

Total Over Time Hours

Reason for over time: :I

| Pers_onal car Company Car Actual

E Persona Company - Vehicle Lodging Meals Telephone Misc.,
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' Grand Total 1] $0.00 1] $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 E

EVehicIe {Company Lease - $600/mo. Max.)

\Per Diem {Lodging) {(Long Term - $19/day) (Short Term - ADOT Policy)

iPer Diem (Meals) (Long Term - $20/day) (Short Term - ADOT Policy) ... '

| Close | [ Clearnll | | Update Display | | Save Timsshest
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Place your mouse cursor on the box. The system will automatically provide a list

1)
2)
3)

4)

5)
6)

7)
8)

9)

Enter Project # as in your contract record - This is used just for your reference
All these fields are required — TRACS #, Org # and CEMMS Code
Enter “6” in CEMMS code and a list is displayed for your selection
NOTE: If you do not find your TRACS # - Contact ADOT Administrator
Enter Numeric Values for RT & OT
Overtime reason is required for all OT entered
Enter numeric values
a. IF your contract is allowed to use Hourly Rate mileage, then Actual
mileage column will calculate the rate based on the entered RT hours; if
there is no personal or company car miles.
b. If the employee is not authorized to use personal or company car
Click “Close” will close current screen to return to the previous screen
Select “Clean All” to clear the page of all entries

Select “Update Display” to calculate totals, display TRACS #, Org # and
CEMMS to check if there is any error in the page

Select “Save Time Sheet” to save all your entries
Time sheet will only be saved if there are no errors
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Vehicle Mileage & Reimbursement Form

e Determine if the Mileage is for a Company Vehicle or Personal Vehicle

e Select the Personal and/or Company Vehicle Mileage & Reimbursement Form

e Fill-in Driver Name, Consultant Prime/Sub, Contract No., Vehicle No., and Period
End Date

e Fill-in Day, Month, Year (dd/mm/yy), Starting & Ending Location, TRACS #,
Description/Notes, and Odometer Start & End
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