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Disclaimer

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the
contents of the manual and specifically disclaims any implied warranties of merchantability or fitness for any
particular purpose. Fleet-Net® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further
reserves the right to make changes to the specifications of the program and contents of the manual without
obligation to notify any person or organization of such changes

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this
publication may be reproduced, transmitted, transcribed, stored in any retrieval system or translated into any
language by any means without the express written permission of Fleet-Net ® Corporation, wholly owned
subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied only
in accordance with the terms of the agreement. Failure to sign this agreement and still use the software is
ilegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office
Products are either registered trademarks or trademarks of Microsoft® Corporation in the United States
and/or other countries. The names of actual companies and products mentioned herein may be the
trademarks of their respective owners.
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Product Description

Contract Management provides tracking and monitoring capabilities for various types of contracts for the
transit industry. Contractual obligations and conditions to ensure compliance require a systematic
approach. Fleet-Net’s Contract Management automates this process and provides the user with flexibility.

The Contract Management (CT) module interfaces with the Bid Management, Accounts Payable, and
Project Tracking modules. An association between the bids that generated the contract can be made. It
allows for the identification of the vendor and any sub-contractors associated with the contract. Its tie to
Project Tracking allows the user to see purchases to date which reflect all processed invoices and paid to
date information, which reflects all checks cut pertaining to the project.

The CT module allows for the maintaining and tracking of pertinent information such as a contract’s start
and end dates, board approval date, contract amount and other fields.

The CT module allows for the sharing of documents with co-workers for easy collaboration with the ability
to attach various types of documents such as the scanned original contract, insurance documentation,
certifications, blue prints etc.

The tracking and alert features automatically send emails when the contract or any insurance or bond
issuance are about to expire.

All contact personnel are entered for easy reference.
Other aspects needing to be tracked that do not come standard in the CT module can be setup with the
custom form and field creation options. Users are able to create their own custom fields for tracking

processes unique to their transit agency.

If you cannot find an answer to your question(s) please call our Support Hotline at (800) 258-2762.
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Contract Management Implementation

It is understood that the Systems Administration Guide had been followed completely and that all other
modules are working prior to the Contract Management installation.

As with all Fleet-Net for Windows modules, the module must first be installed as directed in the System
Administration Guide.
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About This Guide

This guide contains standard procedures for operation and a description of each feature released with the
module. The module description provides the intended application or use of the module and any comments
that relate to this specific module.

Below are features that are used through FNW applications.

To correctly exit a form or exit out of Fleet-Net®
completely click on the Fleet-Net® Icon always
located in the upper right of every form.

**When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F’ as a search tool.

When using this button to search the following sample
form will open up. Use any of the search item criteria to
find your item select it and it will populate at the bottom
of this form. To populate the previous form with the
selected item simply hover over the item # and double
click it. Close the search form.

B FNWO_ItemSearchSubForm 02/25/2004 1 2010 Fleet-Net Corp

Item Search

Our Item Description: |

OEM Description: |

OEM ltem #: [

Warehouse / Bin Location: [

Product Class: [

WVendor Name: [

Lol L Lef Lo L] e L]

Model: [

Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated
field.

e}

=]

The clock button allows for changing the time entry.

The question mark button opens the search option.

The Stop button aborts the current selection process.

The calendar button allows for quick selection of a
specific date via a calendar. Calendar defaults to
current date.

EE frmCalendars x|
»

M mpil v 4] 2000

SuMo TuWe Th Fi Sa

12 3
4[5 8 7 8 9 10
1112 13 14 15 16 17
1819 20 21 22 23 24
25 26 27 28 29 a0

Cancel

The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.

Page 6 of 69




Contract Management User Guide
Contract Management Checklists

Setup Checklist

This checklist follows the instructions outlined on the following pages.

Done Menu Program/Procedure

CT01 (@ Setup Miscellaneous Codes defined utilizing Miscellaneous Codes
Maintenance.

CT01 (b) Define Values, Maximum Value, Max Digits and sorting order
utilizing Transaction Control Record.

CT01 (©) Assign documents required for the selected Contract Type utilizing
Contract Documents Required.

CT01 (d) Create and assign default messages for individual document types
utilizing Document Default Message.

CT01 (e) Setup Internal email groups to email selected staff, regarding
processes in Contract Maintenance utilizing Email Notification
Setup.

CT01 (e) Setup Search Criteria defined using Search Criteria Setup.

CT01 ® Setup User Defined Data (Optional Setup). User Defined Data
Field.

Standard Cycles Checklist

Done Menu Program/Procedure
CT @ Create New /Edit a Contract. Contract Maintenance.
CT (b) Attach project(s) to a contract. Contract Maintenance.
CT (©) If subcontractors will be utilized to execute the contract add

subcontractors with Contract Maintenance.

CT (d) If utilizing Alerts setup, maintain and send alerts in Contract Alerts.
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Contact Management

Contract Management

=

Contract Maintenance

=

Contract Alerts

Contract Inquiry

Contract Management 5etup

|
|
User Defined Data Entry |
|
|
|

EAEAP P IS PN

LIRS IR Y ]

Return to Previous Menu

4 || Enter your selection: [ | Show Details

Vsn: 09.06 [2/6/2018] | Iday FNLV42 cT Find

Contract Management Setup

Click Contract Management Setup to setup all required information to utilize Contract Management.

Contract Management Setup

Contract Document: Required

=

Document Default Message

Edit Miscellaneous Codes

|
|
|
Email Notification Setup |
User Defined Data Field |
|
|
|
|

Uszer Defined Data Security

Search Cntena Setup

Tranzaction Control Record

med| || | emd | | and | | and | | ang

Return to Previous Menu

EAPY S EAE] P PN

4 || Enter your selection:| | [ ] Show Details

Wi 09.06 [2/6/2018] Iday FMLY4Z2 CTM Find
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Edit Miscellaneous Codes

Each Fleet-Net application includes a list of miscellaneous codes that are used within the system. Some

of these codes are preset by Fleet-Net while others are user defined.

Click Edit Miscellaneous Code. The following form displays.

Maodify { Add Misc List Codes
Module: 'ﬁ

Type: |
AppravedBy ~
ClazedBy

ContactPhoneT ype

ContactR elationship
Contractidministrator

Contractho

ContracthoDivision

ContractMaT ype

ContractT ype

Department

DocumentType

MaotificationGroup

MaotificationR epartParameters
Procurementiethod

RequiredD ocument Type

SuretyCode b

<

Field Description

Type Select from the drop-down list or type in a new code.

Code program.

Enter the code associated with the value. The code is recognized by the

Value reports and inquiries.

Enter the description of the code. This value is used to identify field on

ApprovedBYy (User Defined) Define personnel that will be allowed to approve contracts.

Modify / Add Misc List Codes
Module: [CT

Type: ApprovedBy v

Code Value

| Board Enard of Directors

ClosedBy (User Defined) Define personnel that will be allowed to close contracts.

Modify | Add Misc List Codes
Module: lﬁ

Type: |ClozedBy w

Code Value

Adamn Sharks

Adarn Shanks

AnaJones

Ana dones

ContactPhoneType (User Defined) Define the types of telephone number options.

Modify / Add Misc List Codes

Module: lﬁ

LS ontactPhone Tups

Code Yalue

-

Business

Business

Cell

Cell
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ContactRelationship (User Defined) Define the positions relevant to contract.

Modify { Add Misc List Codes
Module: ,ﬁ
Type: ContactRelationship ™
Code Value
» Attarney Altormey
Cortractor Contractor
Dept Staff Department Staff

Print

ContractAdministrator (User Defined) Define personnel that will be the Administrator.

Modify { Add Misc List Codes

Module: 'ﬁ
Type: |Contract&dministiatar v
Code Value
M oF Dorlyn Figenbaum
LD Ludnn Dodd
PO Pat Dodd

ContractNo (User Defined)

If the contract numbers will be assigned manually:
Code: CreateMethod, Value: FNCT_ContractMaintManualNumberSubForm.

If the contract numbers will be assigned automatically:
Code: CreateMethod, Value: FNCT_ContractMaintAutoNumberSubForm.

Modify  Add Misc List Codes
Module: [ﬁ_
Type: ContractNo v
Code Value
CreateMethod FNCT_ContractMaint&utoNumberSubForm
>

ContractNoDivision (User Defined) Optional setup.

Modify { Add Misc List Codes
Hodule: ’ﬁ
Type: ContractNaDivision W
Code Value
MT Maintenance
Ex Executive
FN Finanace
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ContractNoType (User Defined) Optional Setup.

Maodify | Add Misc List Codes
Module: [CT

Type: ContractMoType

Code

Value

Agreement

Contract

ContractType (User Defined) Define the type of contracts utilized by the transit.

Maodify { Add Misc List Codes
Module: [CT

Type: ContractType

Code Value
Anniual Services Annual Contract
CERT Certification Services
Construction Construction

Department (User Defined) Defines the department that the contract will impact.

Modify { Add Misc List Codes
Module: 'ﬁ

Type: Department

Code Yalue
Admiry Administration
IT Information Technalagy
Maint Maintenance

DocumentType (User Defined) Define type of documentation that will be submitted with the different types

of contract.

Modify ! Add Misc List Codes
Module: [CT

Type: DocumentType

Code Yalue
Ad Adverlizsing
Agreement Agreement
Alert Alert Document

NotificationGroup (User Defined) Define individual groups to receive emails from Contracts.

Modity / Add Misc List Codes
Module: ’ﬁ

Type: NotificationGraup

Code Yalue
Accounting Accounting
IT Information Technology
taint Maintenance
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NotificationReportParameters (Specific) Enter Codes and Values as shown in table below.

Maodify | Add Misc List Codes
Module: 'ﬁ

Type: MotificationReportParameters

Code VYalue Print
PathToCompanyLogo T:ATechSupporth3a_EMNVAEZ ogosSignatures\FMNFmLogo.JPG
PathToRepartFile T:ATechSupporth3a_EMNVAWI0E_SLTACTReportFilesh
ReportFileType pdt
FeportFoater 123 Main 5t
RepotHeading FURCHASIMNG
Code Value
PathToCompanylLogo X:\LogoName (X=Drive Location)

CodePathToReportFile

X:\ReportName (X=Drive Location)

ReportFileType

ReportName

ReportFooter

Information to appear on Footer

ReportHeading

Information to appear on Heading

Procurement Method (User Defined) Define methods used to procure the expense/cost for a contract.

Modify { Add Misc List Codes
Module: [CT

Type: Procurementhdethod v

Code

Value

RFF

Request far Propasal

RequiredDocumentType (User Defined) This list should mirror the Document Types to be able to assign
the individual documents in the Required Document fields, for creating Alerts & track documents on the

Information button.

Modify { Add Misc List Codes
Module: ’F
Type: RequiredDocumentType w
Code Value

Agreement Agresment

Eond Eiond

Contract Signed Contract

DEBE Cert DEE Certificate
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SuretyCode (User Defined) Define the Surety Method.

Maodify { Add Misc List Codes

Sur

Module: 'ﬁ
Type: SuretyCode W
Code Value Print
524126 Property Damage Insurance
AL Awtta Liability
GL General Liability
WL “Wehicle Liability
etyType (User Defined) Define the Surety Type.
Modify { Add Misc List Codes
Module: ,ﬁ
Type: NN v
Code Value Print
¥ [eid Bid

Contract Contract

Fire Inzurance Fire Inzurance

FPayment Bond FPayment Bond

UserDefinedFieldType (Specific) Enter Codes and Values as shown in table below.

Modify | Add Misc List Codes
Module: ’ﬁ

Type: UseDefinedFieldType W

Code

VYalue

Date Date

MNurnber MNurnber

Text Text

Code

Value

Date Date

Number Number

Text Text

UserDefinedFormName (User Defined)

Click Print with or without selecting a Type to get a printout of all codes.

Maodify / Add Misc List Codes
Module: ’ﬁ

Type: UseDefinedFormtame “

Code

Value

Contract Legal Contract Legal

Contract Mise Data Contract Misc Data

Delivery Schedule Dielivery Schedule
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Transaction Control Record

Click Transaction Control Records to setup the values and sort option for assigning Contract #'s.

Contract Management Setup

Contract Documents Required

Document Default Message

Edit Mizcellaneous Codes

=) | =] | == | ==

|
|
|
Email Notification Setup |
User Defined Data Field |
|
|
|
|

b

User Defined D ata Security

Search Criteria Setup

Tranzaction Control Record

| | =] | ) | 2

Aeturn to Previous Menu

EAPIMEAEI NP N B

4 || Enter your selection: [] Show Details

Vsr: 09,06 [2/6/2018] | Iday FNLV4Z CTO1 Find

Option 1 Manual Numbering will not use the Tran Control Setup. The user will be prompted to create a

manual new contract number.

Modify { Add Misc List Codes

Module: | CT
Type: |ContractMo v
Code Value Print
Createtdethod FMCT_Contracth ainthd anuaMumberSubFarm

» \

Option 2 Auto Numbering will use the Tran Control Setup form.

Modify | Add Misc List Codes
Module: | CT
Type: Contractho W
Code Value Print
| Createbd ethad FMCT_ContracttaintsutoN umberS ubForm

When a new contract is created, the user will be prompted for the fiscal year and the system will create

the next sequential number for the contract based on the number that is in the Value field below.
In the example below, 80 is in the value therefore the next contract number would be 2018-0081.
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Transaction Control Record Setup Form

Record Type Yalue Maximum Yalue Max Digitz Add Leading Zeros
[Cortractto2018 | 80 | 9399 | 4
Field Description

Allow the system to create the Record Types automatically when new
contract numbers are created via Contract Maintenance. Required that

Record Type Fiscal Year be added to the end of Contract No for auto numbering.

If one of the auto number options is used when creating new contracts, the
Value system will automatically assign the next number based on this entry.
Maximum Value Determine the maximum value or largest number to be used.
Max Digits Max Digits will be based on the Maximum Value determine prior.

For the contract number check the box if you want the system to assign
leading zeros. For example if Max Digits is set to 3 and Value is 1 and Add
Leading Zeros is checked the next sequential numbering portion of the
Add Leading Zeros contract number will be 002. If not checked the number will simply be 2.

Contract Documents Required

Click Contract Documents Required to setup and select the various document types that may be
required for the specific Contract Type. This option is not required however, it can assist the user in
knowing what document types the agency has determined must be attached to a contract for uniformity
when tracking the different contract types.

Contract Management Setup

Contract Documents Required

Document Default Message

wngd| | | | =

Edit Miscellaneous Codes

=

|
|
|
Email Motification 5etup |
User Defined Data Field |
|
|
|
|

User Defined D ata Security

Search Crnitena Setup

| | | | e | e

Tranzaction Control Record

b

Return to Previous Menu

EAPYSEA PN PN P

4 || Enter your selection: [] Show Details
Var 09,06 [2/6/2018] Iday FNLV42 CTO1 Find
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Documents Required

Contract Type: |

vl

Annual
CERT

CON
Construction
CONSULT
Fuel

Sal
Software
TBA
WA

Services Annual Contract
Certification Services
Construction
Construction

Consulting Services

Fuel

License Agreement
Lease Agreement
Maintenance

Service Agreement
Service Agreement (Insured)
Software

Tires Batteries Acc
‘Warranty Agreement

Print

Enter or select Contract Type. The following form populates to enter or select the document type to be

assigned to the selected Contract Type.

If a new Contract Type needs to be added, click Green Checkmark to create a new Contract Type.

Documents Required

Contract Type: Constiuction

v || |[Construction

=] FMNCT_EditMiscCodesForm 06/26/2017 © 2018 Fleet-Net Corporation

Madify | Add Misc List Codes

Module: ,ﬁ
Type: |ContractType W
Code Value -
4 Services Annual Contract
CERT Certification Services
Constiuction Corstruction
COMSULT Consulting Services
Fuel Fuel

Print

If a new Document Type needs to be added, click Green Checkmark to create new Contract Types and

Document Types.

Documents Required

Contract Type: Construction

|| oF |Consh'ucﬁon

Document Type Document Description -
Print
|Insurance v Ii“lnsurance
|Suraty v li“Surety
dl vl ||
§| FMCT_EditMiscCodesForm 06/26/2017 © 2018 Fleet-Net Corporation

Modify { Add Misc List Codes
Module: ,ﬁ

Type: |RequiredDocumentT ype v

Code Value
L4l Agreement
EBond
Contract Signed Contract
DBE Cert DBE Certificate
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Print

Click Print, leave Contract Type field blank to print all codes setup. To view only the Documents Types

assigned to a particular Contract Type, select it from the drop-down before clicking Print.

Sample Transit
Required Documents Report
Contract Type Contract Description Document Type Document Description
Annual Services Annual Contract
LetterofC redit LetterOQfC redit
Contract Signed Contract
Construction Construction
LetterofC redit LetterOfC redit
Insurance Insurance
Contract Signed Contract
Bond Bond
Fusel Fuel
Contract Signed Contract
W aint Maintenance
Software Software
Contract Signed Contract

Document Default Message

Click Document Default Message to create message or letter that will be sent when the Contract Alerts
option is executed. The default document message created here will need to be assigned to the contract
utilizing Contract Maintenance, Master option. Enter or select the Alert Document to assign the default
Message to the selected Contract. Once alerts are emailed via Contract Alerts, the message or letter

created will populate as an attachment to the sent email.

Contract Management Setup

Contract Documents Required

Document Default Message

Edit Miscellaneous Codes

Email Hotfication Setup

Uszer Defined Data Field

Uszer Defined D ata Security

Search Criteria Setup

Tranzaction Control Record

EARYFIEE S PN PN

Return to Previous Menu

4 || Enter your selection:
W 09.06 [2/6/2018] Iday FRLW42

== [ == | =

b

=

=) | == | ] ] 2

[] Show Details

CTo1

Find

Page 17 of 69



Contract Management User Guide

Default Document Message Form
Document Type: ad v || ‘Advelhsing Existing Docs: v
Ad Advertising
Llert Alert Document
BidBiond BidBond
Contract Signed Contract
Expiration Expiration
Pomte” P
Delete
Message
Print
Message
Report
Setup
Field Description
Enter or select from the drop-down list an existing document type. Click
Document Type Green Checkmark to create a new document type.
Document Types that were previously created and currently have messages
Existing Docs will be available for selection from drop-down options.
Default Document Message Form
Document Type: = m| Existing Docs: [ [y]
Zgl FMCT_EditMiscCodesForm 06/26/2017 © 2018 Fleet-Met Corporation
Modify { Add Misc List Codes
Module: [CT
Type: DocumentType ™
Code Yalue - Print
Ad Advertising
Agreement Agreement
Alert Alert Document
Amendment Amendment
BidBond BidBond
Bond Bond

Edit Message

Click Edit Message to enter a message or letter that will be sent via an attachment within the Create
Alerts form. Information from an existing Word document can be copied and pasted into this field.

Default Document Message Form

Document Type: id w | o |Advaltising Existing Docs: v
Public Posting requirements bazed on NRS 401.002. 10 business day notifcation. A Edit
Message
Required Posting at All Clark County Public Libraries in Las Vegas, Henderson
& Boulder City. Delete
Message
Print
Mezzage
Report
Setup
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Delete Message

Click Delete Message to delete the content in the message field. This delete option will only delete the
message the Document Type will remain. The following message will display.

Microsoft Access

9 Delete docurnent message?

Click Yes to continue or No to cancel. Once message is deleted the following message displays.

Microsoft Access

o Record deleted.

Click OK.
Print message

Click Print Message to view/print the message documentation.

Default Document Message Form

Document Type: 4d w | |Advertising

Existing Docs: v

Public Posting requirements based on MRS 401.002. 10 business day notifcation. A Edit
Message
Required Posting at All Clark County Public Libraries in Las Vegas, Henderson
& Boulder City. Delets)
Meszage
Print
Message
Report
Setup
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Proc urams nt
Monday, March 12, 2018

Afn: Comfact Name
Company Name
AgdressLine 1
Address Line 2

CRy. State, 7o

Re: Contract Infarmation
Expiration Dake: mmddiyyyy surance nfrmation

Dear Vendar,
Publt Posting reguirements based on MRS 401.002. 10 musiness day noticatnion

Requirsd Posting 2t AN Clark County PubBc Librarkes In Las Vegss. Handsrson &
Baoul dar City.

SaplzTrarsn 555 ManST Lesveges NV 213

Report Setup

Click Report Setup to set criteria and path location of the file, format, company’s logo, and header/footer
information. The Code portion must be entered exactly as shown below with no spaces. The value is
agency specific. All Values EXCEPT PathToReportFile can be left blank.

Default Document Message Form
Document Type: [&d o || |[Advertising Existing Docs: [ [,]
Code: Yalue: Edit
» |F‘athToCompanyLDgo |T 4T echSupporth3a_EMNVAZZL ogosSignaturesiFNFrmLogo. PG Message
|PathTOF|eportFiIe |T “TechSupporthCa, EMVAWA0E_SLTCTReportFiles', Delete
|HepnrtF|IeTypE |pdf Cleerme
|HeportFooter |Sample Transt 555 5. Main 5t LasVegas, MY 89129 " Print
|HeportHeading |F'rocurement Repnl’l
* [ [ Setup
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Code Value
The company logo will print on the attachment letter if the path to the logo
PathToCompanyLogo is entered here. Example: D:\V_SQL_6\Logos\logo.jpg.

PathToReportFile

When the Send Alerts option is selected within the Contract Alerts form,
the attachments within the sent emails are saved to the location specified
here. Enter a valid path for the documents to be saved.

Example: D:\V_SQL_6\CT ReportFiles\.

ReportFileType

Enter PDF to generate an Adobe pdf document type.

Enter the transit agency’s address or any information you would like to

ReportFooter appear at the bottom of the attachment letter.
Enter the transit agency’s name or any information you would like to
ReportHeading appear at the top right corner of the attachment letter.

Email Notification Setup

Click Email Notification Setup to setup internal groups to receive emails when an Alert email is sent
from the Contract Management module.

Email Notification Setup

Notification Group: ||

vl |
Accounting Accounting
Admin Admin
IT Information Technology
Maint Maintenance
Planning Planning
Tech Info Tech

To create a new Group. Click Green Checkmark. Enter the name of the Notification Group in the Code

and Value fields.

Email Notification Setup

Motification Group:

w| [+ ]|

Zgl

FMCT_EditMiscCodesForm 06/26/2017 & 2018 Fleet-Net Corporation

Module: ,ﬁ

Type: |MotificationG roup

Modify } Add Misc List Codes

Code

Value

Accounting

Adrin

Infoimation Techrology

Maintenance

Flanning

PFlatning

Tech

Into Tech

Once Notification Group has been created. Contact Names, Phone # and email address will need to
Be entered for all person(s) receiving a notification email.
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Email Notification Setup

Notification Group: Mart

v | [ |M aintenance

Rec # Email Address Phone # Contact Name Inactive
M1 [pdodd@ilest et com (7028732225 |PalDodd O
[ 2 [dfigenbaum@flest-net cam [[123) 486-7833  [Dfigenbaum |
il [ [ [ d
Max Field
Field Size Field Type Description
Rec # 1 Numeric Enter Record number (sequential numbering).
Email Address 80 Alpha/Numeric Enter the email address.
Enter telephone number associated with the email
Phone # 15 Alpha/Numeric and contact name.
Enter contact name associated with the email and
Contact Name 80 Alpha/Numeric phone number information.
Check the Inactive button to discontinue sending
Inactive emails to the contact.

The groups may be assigned in one of two fields. For contract expirations, the group is assigned to the

Respond To Group field on the Master form.

Contract Maintenance

Search Contract #: (0001

Criteria

Active Contracts:

W |[Test #4

Description: |Test #4

[] Inactive

Comment:

Contract Start Date: | 2/1/2017 & Contract End Date:
8/14/2017 | @

8/22/207 | @

Closed By: "

Actual Start Date:

Date Board Approved:

Contract Administrator: ’ﬁ Procurement Method: ’—v o
/1208 g
Actual End Date: ’— B
Date Contract Signed: ’— B
Date Closed: ’— B

Primary ¥endor #: |BDUU? ? |Clark Auto Equipment

Department #: |Maint w |Ma\ntenance

Respond To Group: |Maint + Retainage Percent: | 0.00
Bid #: "

Contract Type: |&nnual w || Mew Contract
Total Contract Dayps: | 397 Master
Contract Days Bemaining: m Noles
[] Alert Warning Alert Days: l— Subcontractors
Alert Recurrence Days: l_ Contacts
Alert Document: |4)ert v | Information
Alert Sent Date: [ 1/24/2018 g Delete
Projects

Contract Email
Email Log
User Defined

Contract Amount: ’W
Puichaszed To Date: ’W
Amount Remaining: [ $75.000.00
Paid To Date: ’W

Invoices

Payments

Cieated: |JRohrbaugh |

8M18/2016 20342 PM ‘FNCT_ContractMaintenanceForm

Reports

Updated: [dfigenbaum [

1/24/2M8 51653 PM ‘FNCT_ContractMaintenanceForm

Adjustments
Contract Amt
Open PO’z
Audit

For Information Document Types such as Insurance, Bonds etc. the group is assigned to the Respond
To Group field on the Information button option of Contract Maintenance. The notification groups for the
contract master and information button do not have to be the same group.
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Contract Maintenance Active Contracts:
Search Contract #: 0001 w ||Test #4
Criteria
Document Type: |Insurance w || |Insurance Required Docs: v
Existing Docs: v
Reference #: 122 Comment:

Effective Date: 1/1/2018 @ Expiration Date: | 12/31/2018 &

Alert Warning  Alert Days: 30 Alert Message:
Alert Recurrence D ays: 10 Alert Sent Date: B
Company Name: | Description: |

Type: |Property Insurance v o Code: (524126 w | | Rating: |A
Percentage Limit: Amount Limit: ["] Obtained

Attached Document: [] Document Attached
Respond To Group: ’W
Created: |dfigenbaum ‘ 14282018 122838 PM |CNCT_ContractMaintenanceForm
Updated: | ‘ |
Contacts Delete
Record: W 10of1 FoH R Search

New Contract
Master
Motes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reports
Adjustments
Contract Amt
Open PO’z
Audit

Search Criteria Setup

Click Search Criteria Setup This setup controls the Search Criteria button on the Contract Maintenance
form. It allows the user to customize which fields are searchable and what sequential order they appear in

the drop-down options.

Enter or select ContractNo.

Search Criteria Setup Form
Search Field Name: | W
| ContractNo k
Enter
Enter
Click Enter. The following form populates.
Search Criteria Setup Form
Search Field Name: |Enntra:an v
User Field Hame Seq #t Actual Table Hame Actual Field Name Linked Table Field Name Linked 1 .
» |&:dministiatar | 130 [FMCT_ContractMasterT able | Contractddmiristratar | |
[&lert Dacument | 100 [FMCT_ContractiasterT able [£lerDacument | |
|Clased By | B0 [FHCT_ContracthasterT able [ClasedBy | |
| Contract Amount | 110 [FNCT_ContractMasterT able | Contractamaunt | |
|Contract End Date | 50 [FMCT_ContractMasterT able |ContractEndDate | |
| Contract Start Date | 30 [FHCT_ContracthasterT able | ContractStartD ate | |
| Contract Type | 50 [FHCT_ContracthasterT able |lertDacumentType | |
|Department # | B0 [FMCT_ContracthasterT able [Departmenthia | |
|Deseription | 10 [FHCT_ContracthasterT able [ContractDescription | |
I I e ; I I
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Enter all fields to be used to search for a contract

Field

Description

User Name Field

Enter a descriptive name for the field. The name should correlate
with the Actual Field Name below but can be spelled and spaced
differently. This name will display in the Search Criteria drop-down
list on the Contract Maintenance form. In the example above, the
User Field Name is Administrator yet the actual field name is
ContractAdministrator. The drop-down list on the Contract
Maintenance form will display Administrator.

Seq #

This field determines the sequence that the fields will be listed in the
drop-down list in ascending order. The numbers should be spaced
to allow for future insertion of new fields.

Actual Table Name

Enter FNCT_ContractMasterTable into this field for all fields visible
via the “Master” button option. Fields within the other button options
can be selected also but the table name will be different.

For example if the user wishes to create a search option for the
Contact Name found within the Contacts button option the user will
have to enter FNCT_ContractContactTable. This lets the system
know which SQL table the fields reside in. Contact your system
administrator or Fleet-Net for other possible table and field names.

Actual Field Name

Enter field name exactly as illustrated below within the SQL table
(there are no spaces between the words). User will have to refer to
the list of field names below to enter data into this field. Contact
your system administrator or Fleet-Net for other possible table and
field names.

Linked Table Field Name

To add search fields from other databases (i.e. Accounts Payable to search
by Vendor Name) enter the name of the field that correlates to the field in
the Contracts table. Contact your system administrator or Fleet-Net for
other possible table and field names.

Linked Table Date Field Name

Enter the field name in the ‘non-contract’ database that correlates to the
field in Contracts

In the example below Vendor Name is added as a search criteria in
Contracts however that information is not stored in the Contracts database.
The search criteria (one-time setup) would be to add the name of the table
in Accounts Payable (FNAP_VendorTable) to the Actual Table Name field,
add the name of the correlating field in Contracts (VendorNo), and add the
name of the correlating field in Accounts Payable (Vendor). Add the name
of the field in Accounts Payable that contains the Vendor Name
(VendorName). Contact your system administrator or Fleet-Net for other
possible table and field names.

User Defined Data Field

Click User Defined Data Field to set up user defined forms and data fields for custom tracking and
reporting. This option allows the user to create custom fields that can be accessed via specified forms
such as Contract Maintenance, Contract Inquiry etc.

Page 24 of 69



Contract Management User Guide

Contract Management Setup

Contract Documents Required

Document Default Message

Edit Mizcellaneousz Codes

Email Notification Setup
User Defined Data Field
User Defined Data 5ecurity

Search Criteria Setup

Trangaction Control Record

Return to Previous Menu

| | ] [ | || | e ] e ]

AP MEIE{PN PN =

41 || Enter your selection: [] Show Details

Ve 09.06 [2/6/2018]  |[Iday FNLY42 CT01 Find

User Defined Forms

Data Fields

Form
Restrictions

Field
Restrictions

Rename
Fields

Form Restrictions

Click Form Restrictions to create the new form. In the example below, two forms have already been
created (see Miscellaneous Module Code Setup) Contract Legal & Contract Misc. Data.

User Defined Forms

User Form Name Fleet-Net Form Name

il

Delivery Schedule w | o |FNET_EontractMalntananceForm W

* v(l v

Field
Restrictions

Rename
Fields
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Field Description

User Form Name from the drop-down list.

Click Green Checkmark to add a new form or select an existing form

Use the drop-down list to select the Fleet-Net entry form that contains the
“User Defined” button that will allow the user to enter information for the
custom built form. The Fleet-Net Form Name can be obtained by going to

Fleet-Net Form Name

the menu where the data entry option resides and clicking the Show
Details box. The form names will appear to the left of the menu
selections. Sample below.

Contract Management

1] Contract Maintenance

2| Documeets Requited

3| Contract Alerts

_‘| Contract Mansgamant Sotup
16| Retum to Previous Menu|

|

| _21 PNCT_ContractMaintenance
sHequeodt

1
/|-|

4| Emeyowsslocion [ & ShowDetals _Find |

Vi 0305 (V21720121 | Pleet-NetTech LATITUDE cr

Microsolt Access - [INCT_UserDelinedDatafickdf orm 03/07/2012 © 2012 Feet-Net Corporation]

L)

407

3 Be £t Yew et Fogmet Becords

Iocs  findow e

2 Al AF NN

User Defined Forms

Uses Form Nasn

Floet-Not Form Hasn

Data Fiebds
B Corbact Lagy | ﬁ[‘h"\ 1_Contrac 'l'_r.y.:r_‘m./ =
P BCornact Moc Data _;]!”‘—!-:‘ﬁc-no:w-o«wtduﬂ =1 & |
FNC s o bt oF Coe

l FNCT_Uocumentsiagued om

Corract Alets

Documents Requeed

Data Fields

Click Data Fields button to create new fields or revise existing fields. This option is not specific to a
particular form. This contains all fields that could possibly be used by any of the forms.

User Defined Forms

Field Hame Field Type History
» |Da|iver_l,l Days |Text Y]
= = Form
|Da||ver_l,l Times |Te><t ) Restrictions
* | | ¥ [ Field
Restrictions
Rename
Fields
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Field Description

Create/Enter a field name. The field name that is entered here will be seen by the
user when executing their day-to-day entry. Make sure the field is clear and

Field Name descriptive of what is to go into the field. Field names can be up to 50 characters.

Field Type Select the field type from the drop-down options.

History

Place a check mark in the box to keep an audit trail of the changes made this the
particular field.

Field Restrictions

Click Field Restrictions to assign the correlation between the form name and the field names.

Select the Form Name from the drop-down options.

User Defined Forms

(R G | v Data Fields
Caontract Legal "Eontract Legal
Contract Misc Data Contract Mise Data Form
Dielivery Schedule Delivery Scheduls Restiictions
Field
Restrictions
Rename
Fields

Utilizing the drop-down option select the Field Name(s) to be assigned to the selected form.

User Defined Forms

Form Name: |Delivery Schedule W |DE“VEW Schedule Data Fields
Field Name Eorm
|De|ive|y Diays & Restictions
|De|ive|y Times v Field
Restrictions
3 -
Rename
Fields

Rename Fields

Click Rename Field to rename a field. The renaming process will rename the select field to a new field
name utilizing this process the historical data if applicable to transfer to the new field name. The new field
must first be setup via Data Fields setup before the rename can take place. The renaming process will
not delete the old name from the Data Fields option it must be manually deleted.

User Defined Forms

Data Fields
0ld Field Name
[ v Form
Restrictions
Mew Field Name
Field
| -2 Restrictions

e
H Fields i
Start |
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Start

Click Start to begin the renaming process. Once rename is completed the following message displays.

Microsoft Access

o Field Rename Completed.

Click OK.

User Defined Data Security

Click User Defined Data Security to restrict/limit the users that can access the various User Defined
forms.

User Defined Form Security

User Id: w

Select User Id from the drop-down options.

User Defined Form Security

User Id: v
dfigenbaum dfigenbaum
fleatnetadmin Fleet-Met Spstem ddministrator
jrohrbaugh Janet

Once selected all forms previously assigned to the selected user will populate.

User Defined Form Security
User Id: |dfigenbaum w | |dfigenbaumn
Form Name Description
|Contract Legal w |Contract Legal
|Contract Misc Data | [Contract Misc Data

To assign a new Form Name to the selected user, Enter or select from the drop-down options in Form
Name the new form to be added.

User Defined Form Security
User Id: |dfigenbaurn w | |dfigenbaum
Form Hame Description
|Conlract Legal w |Contract Legal
|Ennlract Mizc: Data “ |Enntract Wiz Data
M wil,

|| Contract Legal Wantract Legal
Contract Misc Data Contract Misc Data
Delivery Schedule Delivery Schedule
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Contract Maintenance

Click Contract Maintenance to create, edit and review data for a selected contract.

Contract Management

j Contract Maintenance | ?

ﬂ Contract Alerts | ?

j User Defined Data Entry | 7

j Contract Inquiry | 7

E Contract Management Setup | ?

E Return to Previous Menu | ?

4 || Enter your selection: [ ] Show Details
Von: 09,06 [2/6/2018] | |Iday FNLY/42 cT Find
New Contract

Contract Maintenance Active Contracts:
Search Contract #: | =
Criteria

New Contract
Master
Notes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reportz
Adjustments
Contract Amt
Open PO's
Audit

If CreateMethod selected is FNCT_ContractMaintAutoNumberSubForm follow the directions below.
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Modity { Add Misc List Codes
Module: [CT

Type: ContractMo W

Code

Value

14 | Createtdethod
]

FRCT_Contracttd aintdutoM umber'S ubF om

Click New Contract to generate the next number in sequential order.

Enter or select Fiscal Year from drop-down options.

Click Create New Contract #. The following message will display.

Microsoft Access

9 Create new contract 7

Click Yes to continue or No to cancel. If Yes is selected the following confirmation message displays.

Microsoft Access

o Mew Contract #: 2018-084

Click OK. The following Master form will display.

Contract Maintenance

Search Contract #: 2018084

Criteria

Active Contracts:

+ ||2018 Bus Stop Cleaning Contract

Closed By: w

Primary Vendor #: [B0038

Date Closed: B

2 |Safetp-KIeen Systems, Inc.

Department #: |Maint W |Maintenance

Respond To Group: [Maint v Retainage Percent:
Bid #: |2015-03-08-C v

Description: |2E|1E Bus Stop Cleaning Contract [] Inactive Contract Type: |Maint v || New Contract
Comment: || A Total Contract Days: | 365 Master
Contract Days Remaining: ,ﬁ Notes
o [[] Alert Warning Alert Days: ,T Subcontractors
Contract Administrator: ,ﬁ Procurement Method: W o Alert Recurrence Daps: ,75 Contacts
Contract Start Date: 11208 @ Contract End Date: | 12/31/2013 | @ Alert Document: |Contract v | Information
Actual Start Date: [ 1/6/2018 & Actual End Date: | |g Alert SentDate: [ |@ Delete
Date Board Approved: | 1215/2017 & Date Contract Signed: | 12/22/2017 @ Projects

Contract Email

Email Log

Contract Amount:
Purchased To Date:

User Defined

Created: [1day | 212/2018 1:56:59 PM [FMCT_ContractMaintenanceForm

Amount Remaining: Invoices
Paid To Date: Payments
Reports

Updated: [iday | 212/2018 2:0203 PM [FMCT_ContractMaintenanceForm

Adjustments
Contract Amt
DOpen PO's
Audit
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If CreateMethod selected is FNCT_ContractMaintManualNumberSubForm follow the directions below.

Modify | Add Misc List Codes
Module: 'ﬁ

Type: Contractio W

Code

Yalue

-‘?| Createt ethod

FMCT_Contracttd aintt anualMumbers ubFom

Click New Contract to enter the manually assigned Contract #. Once Contract number is entered.

Click Create New Contract #. The following message displays.

Click Yes to create the contract # or

Microsoft Access

0 Create new contract #7

No to cancel.

Microsoft Access

o Mew Contract # 0-2018-0101

Click Ok. The following Master form displays.

Contract Maintenance

Search
Criteria

Active Contracts:

Conbract #: [2015-083 « | [Roof Repair Admin Buiding

Description: [Roof Repair Admin Building

[Jlnactive  Contract Type: |Canstruction ol

Comment:

Contract Start Date: | 1/5/2016 g
Actual Start Date: | 21/2018 |
Date Board Approved: | 12/15/2007 | @

Closed By: ™

Contract Administrator: [LD | Procurement Method: [HE w| |

Contract End Date: | 12/31/2016 g

Total Contract Days: | 351
Contract Days Remaining: [ 295
Alert Warning  Alert Days: ,_ED
Alert Recurrence Days: [ &

Alert Document: |Alert v ||
Alert Sent Date: | 1/1/2018 &

Actual End Date: &

Date Contract Signed: | 12/18/2017 |

Date Closed: B

Primary Yendor #: |MEIE|73

7 |Translol Corporation

Contract Amount:

Department 3: [aint

| [Maintenance

Purchased To Date:

Respond To Group: ,ﬁ Retainage Percent: ,W Amount Remaining: ,7
Bid #: [TEST " Paid ToDate: |
Created: [iday [ 212/2018 3:46:04 PM [FNCT ContractMaintenanceFam
Updated: |\day ‘ 3/12/208 3:54:46 PM ‘FNET_EﬂnlraclMair’\lanancEFﬂrm

New Contiact
Master
Notes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log

User Defined

Invoices
Payments
Reports
Adjustments
Contract Amt
Open PO's
Audit

Search Option can be used to do a search of the Vendor Master to locate a Primary Vendor if required.
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Max Field
Field Name Size Field Type Description
To display only active contracts place check mark in this box.
By default the Contract Number and Search Criteria options
Active Contracts Yes/No will display Active Contracts.
Enter the Contract Number or select it from the drop-down
Contract # options.
Description 50 Alpha/Numeric | Enter a description for the Contract.
Inactive Yes/No Check this box if the Contract is to be Inactive.
Data relevant to the selected contract may be entered.
Comment 255 Alpha/Numeric | This is an optional field.
Contract Select the Contract Administrator from the drop-down list.
Administrator This is an optional field.
Procurement Select the Procurement Method from the drop-down list.
Method This is an optional field.
Enter or select from the calendar the start date of the
contract. The system uses this date in conjunction with the
Contract End Date to calculate the number of Total Contract
Contract Start Date Date Days and Contract Days Remaining.
Enter or select from the calendar the official end date of the
contract. The system uses this date in conjunction with the
Contract End Date to calculate the number of Total Contract
Contract End Date Date Days and Contract Days Remaining.
Enter or select from the calendar the Actual Start Date of the
Actual Start Date Date contract. This is an optional field.
Enter or select from the calendar the Actual End Date of the
Actual End Date Date contract. This is an optional field.
Date Board Enter or select from the calendar the date that the Board
Approved Date approved the Contract. This is an optional field.
Date Contract Enter or select from the calendar the date that the Contract
Signed Date was signed. This is an optional field.
Select the person/department that closed the Contract.
Closed By This is an optional field.
Enter or select from the calendar the date that the Contract
Date Closed Date was closed. This is an optional field.

Primary Vendor

Enter the primary vendor number or search for the vendor by
clicking the red question mark. Once a vendor is assigned to
a contract that contract will be available for assignment to a
Purchase Order when the PO is created or when the PO is
invoiced or to Accounts Payable invoice. Invoices and
payments made in AP, where the contract is assigned will
automatically transfer to the Contract database.

Department

Select the Department that is responsible for the contract
from the drop-down list. Departments can be added by
accessing the Miscellaneous Module Codes on the
Contracts setup menu. This is an optional field.

Respond To Group

Select the group that will appear on emails sent from alerts
informing the receiver of the email, whom to contact at the
transit regarding the expiration of the contract. This is an
optional field.
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Field Name

Max Field
Size

Field Type

Description

Retainage Percent

Percentage

Enter the contractual retainage percentage, if applicable.
Enter the percentage amount that was agreed upon, that
will be withheld from invoices until the work is substantially
complete to assure that the contractor or subcontractor will
satisfy its obligations and complete a project.

The percent entered on the Contract Maintenance form will
auto populate on the PO Invoice Entry and AP Transaction
Entry forms once the contract is entered/assigned via the
PO/AP forms mentioned above. (Retainage Percent can be
overwritten in the PO Invoicing Entry and AP Transaction
Entry forms). Retainage Amount is calculated based on the
invoice amount and the retainage percentage. This is an
optional field.

Bid #

If Fleet-Net’'s Bid Management module is being used, select
the bid number associated with the contract from the drop-
down list. If not using the Bid Management module leave
this field blank. This is an optional field.

Created

This field is automatically populated with the user name,
date/time and form that created the contract.

Contract Type

Select the contract type that best defines the contract.
Additional contract types can be added. Click Green Check
Mark to add additional contract types. Examples:
Construction, Advertising etc.

Total Contract
Days

Total Contract Days are calculated from the Contract Start
Date through the Contract End Date.

Contract Days
Remaining

Days remaining calculation is based on the number of days
between the Contract End Date and the system date on the
workstation. If the system date exceeds the Contract End
Date the field will reflect the days overdue.

Alert Warning

Yes/No

Check the box to ‘flag’ the contract to receive Email Alerts.

Alert Days

Numeric

Enter the number of days prior to the Contract End Date that
an Email Alert should be generated. This is an optional
field if Alerts are not assigned to the Contract.

Alert Recurrence
Days

Numeric

Enter the number of days before a second Email Alert is
generated. If Alert Recurrence Days is set to 5 a second
alert will not be generated until 5 days from the original Alert
being sent have passed. This is an optional field if Alerts
are not assigned to the Contract.

Alert Document

Select the applicable document from the drop-down list. The
selected document will be attached to the Email Alert.

Alert Sent Date

Date

When Email Alerts are sent, this field will automatically be
updated with the date sent.

Contract Amount

This field auto-populates with the amount entered and
updated on the Contract Amount form.

Purchased To Date

All updated PO invoices and AP invoices that are assigned
to the selected contract will be included in this total. Credit
memos entered will reduce the amount shown here.

Amount Remaining

This amount is the result of the calculation between the
Contract Amount and the Purchased to Date Amount.

Paid To Date

All paid and updated PO invoices and AP invoices that are
assigned to the selected contract will be included in this total.
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Master

Click Master to view or edit the selected Contract. When the contract number is selected from the drop-
down list the master screen displays with all of the data pertaining to the contract.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: | 2017-.000000000072

" |GazeboBridgeProject

Description: |GazeboBridgeProjsct

[[] Inactive

Comment:

Closed By:

Contract Administrator: ’7\, Procurement Method:
Contract Start D ate: 8/2006 @
Actual Start Date: ,7 B
Date Board Approved: l— ]

[ L

Contract End Date:
Actual End D ate:
Date Contract Signed:
Date Closed:

~

w

:W{
3 8/1/207 |@
[ e
[T [E
[ (B

Primary ¥endor #: [C0073

2 |Transfnr Corparation

Department #: |Mainl

Respond To Group: [Planring w Retainage Percent: | 0.00

Bid #: [2017-06_GB 7

w | [Maintenance

Contract Type: |Construction

Total Contract Days:

v |
3EE

Contract Days Remaining: | 175

Alert Warning

Alert Document: |Aert

Alert Sent D ate:

Contract Amount:
Purchased To Date:
Amount Remaining:

Paid To Date:

Created: |pdudd

| 6421/2017 25914 PM |FNCT_CUnlractMainlananceFUrm

Updated: |dhgenbaum

| 1/25/201810:02.01 AM |FN CT_Cantract&lertsFaorm

Alert Daps: E0

Alert Recurrence Dayps: 5

v ||
142602018 &

s
@i
[ im0l
T

New Contract
Master
Motes

Subcontractors]

Contacts
Information
Delete
Projects
Contract Email |
Email Log
User Defined
Invoices
Papments
Reports
Adjustments
Contract Amt
Open PO's
Audit

Notes

Click Notes to view, add, or edit comments or attach documents for the selected contract.

Search
Criteria

Contract Maintenance

Contract #:

Active Contracts:

201 7-000000000073

w |GazebUBridgePrUject

Document Type: Phato

w || |Ph0l0

Existing Docs: v

#| Reference: |1 23
Comment:

See Attached Photo

Attach VD Attached
L}
building -03.jpg (Command Ling)

Print Notes

Created: |digenbaum

| 1/25/2016 4:0352 PM [FNCT_ContractM sintenanceForm

Updated: |

Record: M 10f1

L O

Search

New Contract
Master
Notes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log

User Defined

Invoices
Payments
Reports
Adjustments
Contract Amt
Open PO's
Audit
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Max Field
Field Name Size Field Type Description
Select a document from the drop-down list or create a
new Document Type by selecting the green checkmark.
Document Types allow the user to create grouping for
certain types of comments or documents pertaining to the

Document Type contract.

The drop-down will show the various Document Types

Existing Docs that were previously assigned to the selected contract.
Enter a reference specific to this comment/attachment
(i.e. document name, date, sequential number etc.)
Reference field must be unique to each Document Type.

Reference 20 Alpha/Numeric This is a required field.

Comment 255 Alpha/Numeric Enter any applicable comment. This is an optional field.
Right click in this field to attach a link to a document. See
the detailed steps below. Select “Display As Icon” when

Attachment saving to prevent lag time. This is an optional field.

Document The system will automatically check this box if an

Attached Yes/No attachment exists.

Check the box for Print Notes the comments that appear
on the left side of the form print when the “Notes” box is

Print Notes Yes/No checked via the main Reports button option.

This field is automatically populated with the user name,

Created date/time and form that created the particular note
This field is automatically populated with the user name,
date/time and form that last updated/revised the particular

Updated Yes/No note.

Contract Maintenance Active Contracts:
Search Contract #: 201 7000000000078 v | [GazeboBridgeProject
Criteria
Dacument Type: [Photo v | | [Fheto Ewisting Does: [ ] New Contract
#| Reference: [123 Master
Comment: h D Attached Print Notes Notes
See Attached Photo Subcontractors
B Contacts
building -03.jpg (Command Ling) Information
Delete
Projects
Subform 3 Contract Email
X cut Email Log
Created: [dfigerbaum [ 1/25/201% 40352 M [FNCT_ConbiactaintenanceFom EE Copy UserDefined
Updaled:\ | | _D Paste Invoices
Payments
Record: M 1of1 L Search Reports
Adjustments
Contract Amt
3 Delete Open PO’s
Audit
Insert Object...
Packager Shell Object Object » I}
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Subcontractors

The following steps are required to assign a Subcontractor to a contract:

1) Subcontractor setup utilizing AP Menu, Subcontractor Maintenance.

3) Project must be setup Project Tracking module to populate in the drop-down options.

4) Project must be assigned to the Contract utilizing the Project option on the Contract Maintenance
form.

Once the above steps are completed click Subcontractor to assign subcontractors to the Contract.
If Subcontractor information has been selected during the Accounts Payable process the invoices and

payments for the selected subcontractor can be viewed by Clicking Invoices to view invoices & Payments
to view Payments.
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Contract Maintenance

Search
Criteria

Active Contracts:

Contract #:

w

New Contract

Master

Contacts
Information

Delete

Projects

The following form displays.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: 2012-024

+ ||2018 Bus Stop Cleaning Contract

Contract Amount: ’W Mew Contract
Percent
of Master
Subcontractor # Project # Project Description Bid Amount Contract Notes
W | (oo00oos || 2 |[2012BSCLEANING v [New Project [ $1950000 [ 1300
- Subcontractors
|JDJO Shreet Sweeping Invoices | | Payments c
* vz vl| [ [ :
- Information
| Invoices | |Payments
Delete
Piojects
Contract Email
Email Log
Uszer Defined
Invoices
Papments
Reports
Adjustments
Compute Compute ‘ $13,500.00 13.00 Contract Amt
BldA k Percentages Open PO
Record: W 10of1 P MK Search Audit
Max Field
Field Name Size Field Type Description
Click the drop-down list to select the subcontractors (Created in
Accounts Payable Subcontractor Maintenance) Subcontractors
Subcontractor will need to be attached to contract to utilize the Invoices &
# 8 Numeric Payment functions.
Select the project number associated with this contract and this
subcontractor. Only projects assigned to the particular contract
will appear in the drop-down. (See Projects section of this
manual) Project Number must be assigned to subcontractor
here in order for Invoices and Payment history to be seen. This
Project # 20 Alpha/Numeric | is a required field
Project The project description will automatically populate once project
Description number is entered.
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Field Name

Max Field
Size

Field Type

Description

Bid Amount

Currency

Enter the dollar amount that is contractually obligated by the
primary vendor to the sub or enter the percent in the next field.
The amount for Bid Amount or Percent of Contract can be
automatically calculated by the system when the button options
Compute Bid Amounts or Compute Percentages are used.

Percent of
Contract

Percentage

Enter the percentage of the contract that is contractually
obligated by the primary vendor to the sub.

Subcontractor
Name

Subcontractor’s name will display when subcontractor number
is entered.

Compute Bid
Amounts

Calculates the dollar for the subcontractor based on the
percentage amount that was entered into the Percent of
Contract field against the total amount of the contract. The
calculated amount is then populated into the Bid Amount field.

Compute
Percentages

Calculates the percentage amount based on the dollar amount
that was entered into the Bid Amount field against the total
amount of the contract. The calculated percent is then
populated into the Percent of Contract.

Invoices

In order for this option to work the Contract Number, Project
Number and subcontractor must be assigned to the PO or AP
invoice when processed. (See images below). A list of all
invoices that have been processed will display. The Total field
at the bottom of the form will display the grand total for all
invoices.

Payments

verified.(See images below) A list of checks processed will
display. If the subcontractor button was not selected in the AP
Payment Process the system will populate the check number
and the total amount for the check were the invoice was paid.
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Invoices

Click Invoices to view all invoices processed for the main vendor for services performed by selected
subcontractor.

The following form displays for viewing. No changes may be made on this form.

El FNCT_ContractMaintenanceForm 12/05;

2018 Fleet-Net Corporation

Coniract Maintenance

Search
Criteria

Active Contracts:

Contract #: 2013034 ™ |ZDIE Bus Stop Cleaning Contract

Contract Amount: $150.000.00

Percent
or
Subcontractor # Project # Project Description Bid Amount Contract
¥ | |0000005 v ||2 |[2018-BSCLEANING w | [Bus Stop Cleaning [ $13,500.00 13.00
‘JMD Street Sweeping Invoices | | Papments
=l FNCT_ContractSourceObjectSubForm

New Contract
Master
Notes

Subcontractors

Contacts

iation

Subcontractor #: 0000005

‘JDJ o Street Sweeping

Project #: ‘201 8-BSCLEANING

‘Eus Stop Cleaning

- ete

AP T Reference Purchase PO DBE Reference
Vendor # Div Reference # Cd Tran # Date Order #  Rev Code Amount
BO038 [CaTa [201802 [ or [ 1m0 2nemEs | [ [ wiEmO0
‘Salely-KIeen Systemz, Inc,
Created: |Iday | 3A13/2018 3:28:44 PM [FNAP_TransactionEntryForm
Updated: [lday | 3A13/2018 326:56 PM [FNAP_TransactionEntryForm
BO038 [CATA  [TEST-5UB [ or [ 1m0z 3nems | [ [ wiEmO0
‘Salely-KIeen Systemz, Inc,
Created: |Iday | 341472018 8:03:29 AM [FNAP_TransactionEntryForm
Updated: [lday | 34142018 B:03:35 AM [FNAP_TransactionEntryForm
[EES] [CATa [TEST-SUBZ [ or [ 1ss04 [azems | [ [ wiEmO0
‘Salely-KIeen Systemz, Inc,
r Created: |Iday | 341472018 B:26:25 AM [FNAP_TransactionEntryForm
Updated: [lday | 3142018 6:26:23 AM [FNAP_TransactionEntryForm
Total: $4,875.00
Record: M 1af3 L] Search

ects

:t Email
| Log
efined
ices
ients
oits
ments
ct Amt
PO's
dit
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Payments

Click Payment to view all payments made to the main vendor for services performed by selected

subcontractor.

The following form displays for viewing. No changes may be made on this form.

Contract Maintenance Active Contracts:
Search Contract #: |2015-084 w |[2018 Bus Stop Cleaning Contract
Criteria
Contract Amount: $150.000.00 Mew Contract
Percent
of Master
Subcontractor # Project # Project Description Bid Amount Contract Notes
P | (0000005 v || 7 ||2018BSCLEANING v | [Bus Stop Cleaning | $19500.00 | 13.00
- Subcontractors
|JuJo Street Swesping Invoices | Payments
Contact
=5l FNCT_ContractSourceObjectSubForm mation
Subcontractor #: |UUUUUUS |JDJD Street Sweeping slete
Project #: |2D1 S-BSCLEAMING |Bus Stop Cleaning rjects
Primary AP Trn Payment Purchase PO DBE Payment \ct Email
Yendor # Div Reference # Cd Tran # Date Order #  Rey Code Check # Amount
BO03S [CaTa ‘201 802 | CP | 15901 |3.f1 3/20M8 00005702 $1.625.00 i Log
|Safety-KIeen Susterns, Inc Defined
Created: |I:Iay | 3132018 33214 PM ‘FNAP_EheckPnntFleport oices
Updated: |I:Iay | 31342018 33214 PM ‘FNAP_CheckPlintFleport
ments
BO032 |EATA ‘TEST-SUB | cP | 15303 |3,f1 42018 00009703 $1,625.00 ports
|Safety-KIeen Systems, Inc.
b t
Created: [[day [ 371472018 8:11.33 8M [FNAP_CheckPinFiepart prments
Updated: |I:Iay | 3142018 8:11:33 AM ‘FNAP_CheckPlintFieport act Amt
|pa0zE |CaTA  [TEST-SUBZ | o 15905 [4/3/2018 | [ooo0s7o4 | $1.625.00 n P0's
|Safety—K|een Systems, Inc. udit
Created: |I:Iay | AM4/2018 8:31:57 AM ‘FNAP?CheckPlintFieport
Updated: [iday | 3/14/2015 8:31:57 &M [FMAP_CheckFiintReport
Total: $4.875.00

Click Contacts to enter and keep track of various pertinent information for contacts associated with the

selected Contract.

Contract Maintenance

Active Contracts:

5 alutation: |M 3. Jones

Description |Ovner

Email: [jiones@lolo.cam

Information: |Subcontractor Jalo Sheet Sweeping

Company Mame: |Safety-K\een Systems, Inc

Address Line 1: P.0. Box 352056

Address Line 2: |

Update Address - ¥Yendor Master

City/State/Zip: |Fittsburgh

[P& [ [T5250-6086

Update Address - Order From

Search Contract §: |2018-034 s ||2018 Bus Stop Cleaning Contract
Criteria

# Contact Hame Relationship Phone Type Phone Ext  Active
r 1 |JosephineJones |Dwner v | o |Ce\| w | o |[BDD] 225—3995|

* [

rall il I

New Conlract
Master
Notes

Subcontractors
Contacts
Information
Delete
Projects

Contract Email
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Max Field
Field Name Size Field Type Description

# 5 Numeric Enter a uniqgue number to the new contact.
Enter the contact’'s name. Track outside company contacts
as well as internal employees responsible for overseeing

Contact Name 30 Alpha/Numeric contract.
Enter or select contact relationship using the drop-down
options. Click Green Checkmark to add a new relationship

Relationship 20 Alpha/Numeric option.
Enter or select phone type using the drop-down options.

Phone Type 15 Alpha/Numeric Click Green Checkmark to add a new phone type option.
Enter the phone number applicable to the phone type

Phone 14 Numeric selected.

Extension 5 Alpha/Numeric Enter the phone extension, if applicable

Active Yes/No Check the box to designate the selected contract active.
Leave blank or enter a salutation that will appear on emails

Salutation 30 Alpha/Numeric | that are generated via Contract Alerts form.
Enter a description for the contact such as Lead Engineer

Description 30 Alpha/Numeric etc.

Email 50 Alpha/Numeric Enter the contact’s email address

Information 255 Alpha/Numeric Enter any additional information pertaining to this contact
Enter company name manually or select one of the two
Update Address buttons to populate the fields with the
information from the Primary Vendor Number found on the

Company Name 40 Alpha/Numeric Master button option.

Address Line 1 40 Alpha/Numeric See ‘Company Name’

Address Line 2 40 Alpha/Numeric See ‘Company Name’

City 20 Alpha/Numeric See ‘Company Name’

State 3 Alpha/Numeric See ‘Company Name’

Zip 10 Alpha/Numeric See ‘Company Name’

If the contact is employed or affiliated with the primary vendor associated with the contract Click Update
Address — Vendor Master or Update Address - Order From button to auto-populate the Company
Name, Address, and Phone Number and Email Address information setup in AP Vendor Master form.
The following message displays.

Microsoft Access

Contact address will be updated from the vendor master table,
Continue?

Click Yes to update the address information from the selected form or No to cancel.
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Contract Maintenance Active Conbracts:
Search Contract #: |2012-024 + ||2018 Bus Stop Cleaning Contract
Criteria
# Contact Mame Relationship Phone Type Phone Ext Active -
14 [ 1 [Josephing Jones [Dvirer v o |Cel v | o ||iB00) 2253355 |
Salutation: |Ms. Janes
Description |Dwne[ E mail: |iiones@_|u]o_com
Information: |Subcontractor Jolo Street Sweeping
Company Name: |Safety-KIeen Systems, Inc.
Address Line 1: [P.0. Box 352086
Address Line 2- | Update Address - Yendor Master
City/State/Zip: |Pittsburgh |PA = |1525D-SDBB Update Address - Order From

The information option will allow for sending Email Alerts to those responsible for keeping the

documentation up to date.

Select a Contract # from drop-down options or type in the contract number.

Click Information to track more detailed information pertaining to documents for the selected contract.

Contract Maintenance

Seaich
Criteria

Active Contracts:

Contract #: | 2017-000000000073 v |GazebUEridgEPrUJEct

Document Type: | | o |

Existing Docs: “

Required Docs: '—V Mew Contract
Master
Notes

Subcontractors

Contacts

Information

Delete

Enter or select a Document Type from the drop-down options. Click Green Check Mark to add new

document type.

The following form displays.

Contract Maintenance

Search
Criteria

Contract #: 2012.024

Active Contracts:

+ ||2018 Bus Stop Cleaning Contract

Document Type: | w| | | Required Docs: w New Contract
Existing Docs: |2d fdvettising ol Master
Agreement
Alert Alert Document Motes
Amendment Amendment
BidBand BidBond Subcontractors
Biond Bond
Contract Signed Contract Contacts
Conespondence Conrespondence Information
DBE Cert DBE Certificate
Exhibit Exhibit Delete
E xpiration E xpiration
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Search
Criteria

Contract Maintenance

Contract #: 2017-000000000072

Active Contracts:

" |GazeboBridgeProject

Document Type: |Insurance

Existing Docs: v

w | | |Insurance

Required Docs: v

Mew Contract

Master

Reference #: 111

Effective Date: 8/1/2017 @ Expiration Date:
[] Alert Warning  Alert Days: 30

Alert Recurrence D aps: 5 Alert Sent Date: ]

Alert Meszage:

Company Name: |A|Istate

Type: |Property Insurance v | |
Percentage Limit: Amount Limit: Dbtained

[[] Document Attached

Respond To Group: |Maint W

Attached Document:

Comment:

8A/2m7 @

Code: |GL v |

Notes

Subcontractors

Contacts

Pleaze contact thiz office to discuss renewal.

Information

Description: |Insurance Comparny Delete

Rating: Projects
Contract Email
Email Log

Uszer Defined

Created: [ndodd

EA21/2017 3:3910 PM |ENET_EnntractMaintenancanrm

Invoices

Updated: [pdodd

Record: M 1of1

L

T1/8/2017 9:39:31 AM |ENET_EontractMaintenanceForm

Search

Payments

Contacts Delete Reports

Adjustments

Contract Amt
Open PO's

Audit

Field Name

Max Field
Size

Field Type

Description

Document
Type

20

Alpha/Numeric

Select the document type from the drop-down or add new
document types. Click Green Check Mark to add additional
document types. Examples of document types could be
Bonds, Insurance, Letter of Credit etc.

Required Docs

The Contract Type assigned will determine which Required
Docs will be included in the drop-down. The correlation
between the two is made on the CT menu option titled
Documents. Setup a new Document Type for each of the
different Required Docs listed.

This is an optional setup

Reference #

20

Alpha/Numeric

The user can either use a sequential number system to
create new records or complete the Reference Number field
with a word or code the describes the record. For example,
if the Document Type “Insurance” was selected examples of
References could be Fire, Liability, Automobile, Workers
Compensation, etc. A unique reference number is required
for each record. The record selector at the bottom of the
form will indicate how many reference numbers/records
there are for each Document Type.

Comment

255

Alpha/Numeric

Enter any comments pertaining to the document type.

Effective Date

Date

Enter or select from the calendar, the effective date for the
particular reference.

Expiration Date

Date

Enter or select from the calendar, the expiration date for the
particular reference.

Alert Warning

Yes/No

Check the box if users are to be alerted when the expiration
date approaches

Alert Days

Numeric

Enter the number of days that the user should be alerted
before the expiration date.

This is an optional field if Alerts are not assigned to the
Document.
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Max Field
Field Name Size Field Type Description
Enter a message that will appear on the alert email/s that
will be sent. Examples might be a reference to the
insurance policy # etc.
Alert Message 50 Alpha/Numeric | This is an optional field
Enter the number of days before a second Email Alert is
generated. If Alert Recurrence Days is set to 5 a second
alert will not be generated until 5 days from the original Alert
Alert being sent have passed.
Recurrence This is an optional field if Alerts are not assigned to the
Days 3 Numeric Document.
When Email Alerts are sent, this field will automatically be
Alert Sent Date Date updated with the date sent.
Enter the name of the company responsible for issuing the
Company policy.
Name 50 Alpha/Numeric | This is an optional field
Enter additional description, if applicable.
Description 50 Alpha/Numeric | This is an optional field
Surety Type: Select a type from the drop-down list or add a
new. Click Green Check Mark to add additional Surety
Type 20 Alpha/Numeric | Type. This is an optional field
Surety Code: Select a code from the drop-down list or add
new. Click Green Check Mark to add additional Surety
Code 20 Alpha/Numeric | Code. This is an optional field
Enter AM Best Rating for the insurance or surety company
Rating 10 Alpha/Numeric | This is an optional field
This field will be used for surety bonds. Enter the
Percentage percentage of the contract that the bond indemnifies.
Limit Percentage | This is an optional field
Enter the insurance policy or surety bond limit
Amount Limit Currency This is an optional field
Check this box when the required documentation has been
Obtained Yes/No obtained.
Attached Documents can be attached to the reference. Follow the
Document OLE Object | same procedures as documented for the NOTES button
Document The system will automatically check this box if an
Attached Yes/No attachment exists once the screen is refreshed.
Select the group that will appear on emails sent from alerts
informing the receiver of the email, whom to contact at the
transit regarding the expiration of the contract. The email
received by the vendor will indicate “Please respond to: Mr.
Smith JoeSmith@transit.com (888)123-5678”. Although all
members of the group appear in the Respond To Group
drop-down option only one user from the group needs to be
selected and still all members of the group will be listed on
the email. The system displays all users in each group so
that it can be confirmed that all respective parties have been
Respond To included.
Group 20 Alpha/Numeric | This is an optional field.
Contacts

Click Contacts to include any persons from the contacts list to the correspondence for the selected
Document Type. Only those contacts setup utilizing the contact options will populate in the drop-down

options.
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Contract Maintenance Active Contracts:
Search Contract #: |2012.024 + ||2018 Bus Stop Cleaning Contract
Criteria
Document Type: |Cunllact w| (o |Signed Contract Required Docs: ’—v Hew Contract
Existing Docs: ’—v Master
Reference #: |20120313-001 Comment: Dhefizs
Effective Date: ,7 @ | Expiration Date: ,7 & S T
[[] Alert warning Alert Days: ’— Alent Message: Contacts
Alert Recurrence Daps: ’— Alert Sent Date: l— ] Information
Company Name: | Description: | Delete
Type: ’—v of Code: ’—v o Rating: '7 Projects
Percentage Limit: ’7 Amount Limit: ’7 [] Obtained Contract Email
Attached Document: [[] Document Attached Email Log
Respond To Growp: [ [] User Defined
Created: |Iday | 31372018 40052 PM |CNCT_ContractMaintenanceme Invoices
Updated: [iday [ 3n3/2078 £07:02 PM [CNCT_Contracthd sintenanceF om Payments
Contacts Delete Repoits
= FNCT_ContractSourceObjectSubForm piments
# Contact Name Email Active pet A.ml
| 1w |JusephineJUnes |iiUnas@JuJU.cUm o I?I] i
= | = -
[
Field Name Description
Use the drop-down option to select each of the contacts who were created via the
Contacts button found on the main form. Only contacts that were marked as active
# within the main Contacts button will appear in the drop-down list.
Once the Reference Number has been selected the name will automatically be
Contact Name populated.
Email Once the Reference # has been selected the email will automatically be populated.
Once the Reference Number has been selected the Active check box will checked.
The box can be unchecked if the contact for this reference is no longer active.
(Setting the contact inactive on this form does not affect the active status of the
Active contact on the main Contacts button on the main form.)

To add a new email recipient click the drop-down option within the # field. The total list of contacts that
have been setup will display. Click the email address record from the list.

Delete

Select the Reference #

Click Delete to delete the selected reference #. Only the reference # selected data will be deleted, the
contract will not be deleted. The following message will display.

Microsoft Access

0 Delete Reference # 20180313-001

Click Yes to continue or No to cancel. The following confirmation message displays.
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Microsoft Access

o Reference # 20120313-001 Deleted.

Click Ok.

Delete

Prior to deleting a contract the contract needs to be made in active. If contract is not inactive the following
message displays.

Microsoft Access

I:@] Contract status must be inactive.

Click Delete to delete the selected contract once made inactive. Use caution when selecting this option.
As the prompt states all historical data pertaining to the contract will be permanently deleted.

Contract Maintenance Active Contracts:
Search Contract #: SAMPLE CONTRACT w |Sample Contract
Criteria

Description: |5 ample Contract Inactive Contract Type: Annual w | | Mew Contract

Comment: Total Contract Days: [ 1522 Master

Contract Days Remaining: IW Motes
[] Alert Warning Alert Days: l— Subcontractors

Contract Administrator: ’ﬁ Procurement Method: [RFP v |oF Alert Recurrence Days: l— Contacts
Contract Start Date: [ 3/1/2016 @ Contract End Date: [ 10/31/2020 [@ Alert Document: vl Information
Actual Start Date: | 10/1/2018 @ Actual End Date: [ @ Alert SentDate: [ |@ Delete

The following message displays.

Microsoft Access

9 Delete Contract # 2017-000000000005 and all related history?

Click Yes to continue or No to cancel.
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Click Ok.

Projects

Microsoft Access

o Contract 2017-000000000005 Deleted.

Click Projects to add, edit or view Project Tracking # attached to the selected contract.

Contract Maintenance Active Contracts:
Search Contract #: 20153034 w | [2018 Bus Stop Cleaning Contract
Criteria
Project Description gtaal't: CumD‘;IFetion Status New Contract
¥ |[2078-BSCLEANING o [Mew Project [iAeme | Temizns [A Master
Project Funding ’71;000 Project Budget '73;000 Notes
Project Cost ’714000 Payments ’w Funding e
* | L | | l_ ontacts
Project Funding ,7 Project Budget ,7 Cont l
Project Cost ’7 Payments ’7 Funding Information
Delete
Projects
Max Field
Field Name Size Field Type Description
Use the drop-down option to select the Project to
be assigned to the contract. The projects must first
be setup in the Project Tracking module before it
_ | can be accessed here. Multiple projects can be
Project 20 Alpha/Numeric | assigned to a contract.
Auto-populated based on the Project Number
Description selected
Auto-populated based on the Project Number
Start Date Date selected
Completion Auto-populated based on the Project Number
Date Date selected
Auto-populated based on the Project Number
Status selected
Auto-populated based on the Project Number
Project Funding Currency selected
Auto-populated based on the Project Number
Project Budget Currency selected
Auto-populated based on the Project Number
Project Cost Currency selected
Project Auto-populated based on the Project Number
Payments Currency selected
Click to accumulate the amounts for all Projects
Total Currency assigned to the contract
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Funding

Click Funding to view the funding source(s) assigned to the Project utilizing Grant Management module.

No changes can be made on this form.

Contract Maintenance

Search
Criteria

Active Conbracts:

Contract #: |2013-084 + | |2018 Bus Stop Cleaning Contract

Start Completion

Project Description Date Date Status

MNew Contract

3 |218BSCLEANING

w | |Bus Stop Cleaning |

141/2m8 | 12435208 A

Project Funding $0.00  Project Budget $0.00
Project Cast | $0.00 Payments $1250000 | Funding
= FNCT_ContractSourceObjectSubForm
Line Fizcal Line
Fund Grant # Item Year Sic Line Item Grant #
F |201 B0205GRANT ‘02 0202 |2018 F |ZD1 B0206GRANT
Funded: | Used: | Labor: | Remaining:

Master
MHotes
Subcontractors
Contacts
Information
Delete
Projects

Contract Email

Contract Email

Click Contract Email to select contacts who will receive Email Alerts regarding the pending expiration of
the contract. Email List populates from emails set up in Contacts.

To add a new email recipient click the drop-down option within the # field. The total list of contacts that
have been setup via the Contacts button option on the main form will display. Click the email address

record from the list.

Contract Maintenance

Active Contracts:

Search Contract §: |2013-034 + |[2018 Bus Stop Cleaning Contract
Criteria
# Contact Name Email Active
| 1| v |JUsephineJUnas “iUI’]ES@JUJU.CDm
I [

New Contract
Master
Notes

Subcontractors
Contacts
Information
Delete
Projects

Contract Email

Email Log

Click Email Log to view the tracking for emails sent from the Contract Alerts. Records will display in order

of date and time created.
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Contract Maintenance

Search
Ciritenia

Active Contracts:

Contract #: |2017-000000000072 v |GazeboBridgeProJect

Document Type Reference No

Mew Contract

Alert Mone

Send To: |pdudd@fleel-nel.cum

Subject: |Contiact #: 2017-000000000078. .M atifization from
Sample Tranzit

Message: | T:\TechSupportt@4_ENVAI0E_SLTACT ReportFilesiM
oification_2017-
000000000078_Alert_Mone_1_20180125. pd

Created: |dfigenbaum

| 142542018 10:01:58 AW |FN CT_CantractilertsFomn

Master
Notes
Subcontractors

Contacts

Ailert ‘None

Send To: [dfigenbaum@flest-net.com

Subject: |Contiact # 2017-000000000078. .M atification fram
Sample Transit

Message: [T:\TechSupporthQA_ENYSWI06_SLTACTRepartFiles\M
otification_2017-
000000000078_Alert_Mone_3_20180125.pd

Created: |dfigenbaum

| 1425/2018 10:01:58 &M |FN CT_ContractdlertsFoim

Information
Delete
Projects

Contract Email

Alert [None

Send To: [pdoddi@fieet-net.com

Subject: |Contiact # 2017-000000000078. .M atification from

Meszage: |T:A\TechSupporthQA_ENVWIOE_SLTACT ReportFiles\M

Fapid Transit otification_2017-
000000000078_Alert_Mone_1_20171108.pd
Created: ‘pdodd | 114872017 9.40:22 AM |FN CT_ContractdlertsFom

Email Log
User Defined
Invoices

Payments

Records created via the Send Alert option from the CT Menu option #2 Contract Alerts will not have any
data appear in the Document Type and Reference Number fields as these only pertain to records
generated via the Send Alert option found within the CT Menu options #1 Information button option.

The records are a log illustrating to whom the emails were sent and who the receiver is to respond to
concerning the particular contract and/or document type/reference number.

Click inside subject and message fields to scroll down to see all content.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: | 2017.000000000075

w |GazeboBridgeProject

Document Type Relerence No

|Ale|t |Nnne

Send Toffpdoddi@flest-net. cam

Subiect: |Contract #: 2017-000000000078...Notification from
Sample Transi

A~ Message: |T\Tech3upport'Q4_EMy W3I06_SLTCTRepoitFilesiH
olification_2017-
v 000000000073 _Alet_Mone_1_20180125.pd

Created: |dfigenbaum

‘ 1425/2018 10:01:58 AM |FN CT_ContractalertsForm

Alert |Nune Send To: |dhgenbaum@ﬂeel-nal.cum
Subject: |Contract #: 201 7-000000000078... Motification fram Message: |T:\TechSupport04_ENY\WA0E_SLTCTReportFilesiN
Sample Transit aification_2017-

000000000072_Alert_Nore_3_ 20180125, pd

Created: |dfigenbaum

‘ 1/25/2018 10:01:58 Ak |FN CT_ContractalertsFom

|A|e|t |Nnne

Send To: |pdodd@fleet-net.com

-
New Contract

Master
Notes
Subcontractors
Contacts
Information
Delete
Projects
Contract Email

Email Log

User Defined

The Contract Management module allows the user to track numerous fields that may not be currently
tracked. If User Defined Data was setup. This option allows for the data to be entered for the selected

contract.

Click User Defined to enter the information for the setup fields.
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Confiract Maintenance Active Contracts:
Search Contract #: 2017-000000000073 « | |GazebokridgeProject
Criteria
R M Print New Contract
Master
Notes
Subcontractors
Contacts
Information
Delete
Projects

Contract Email
Email Log
Uszer Defined

Select the Form Name from the drop-down field. Enter the data that is permitted within each field.

Contract Maintenance Active Contracts:
Search Contract #: | 2017-000000000078 w |GazeboBr\dgePr0Ject
Criteria
Form Name: Delivery S chedule w | |Delivery Schedule Print New Contract
Delivery Date Master
Notes
Subcontractors
Contacts
Information
Delete
Frojects
Contract Email
Email Log
User Defined

Print

Click Print to obtain a listing the current contents of the fields. If the History option is selected the report
will include all changes made to each field.

Contract Maintenance Active Contracts:
Search Contract $#: |2017-000000000072 " |GazehoBridgePr0ject
Criteria
Form Mame: [Delivery Schedule v || Delivery Schedule Print
Delivery Date |D1 /£29/2018
I
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Click Yes to get a listing that includes all the changes made to each field or No to get a report listing only
the current contents of the fields.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: 2017-000000000072 " |GazeboBridgeProject

Form Mame: |Delivery Schedulz

w | |Delivery Scheduls Print

Delivery Date

01/29/2018

Microsoft Access

9 Print History?

Sample report when No to Print History selected.
Delivery Schedule
Contract £ 2017-000000000073 ZazeboSrkd el e
D=livery Dats
Q122018 dfigenbaum 1262015 942355 AM
Dalivery TImss
Bam o530 pm pdodd B282MT 14653 PM

Sample report when Yes to Print History selected. Notice under the Attorneys Office field the name has
changed several times and they are listed in descending order with the current data listed first.

Delivery Schedule
Contract # 2017-000000000073 GZazeboBridgeProject
Delivery Date
O1ZY2018 dngenoaum 126/2018 94255 AM
Mo ndays and '-\'EG"ESC&:.‘S C'I-;E"Ila.-'ﬂ 17262018 942255 AM
Tuesdaysand Friday s pdodd 22017 14649 PM
Dallwry TImes
&am o530 pm pdodd G227 146353 PM
&am o430 pm pdodd G227 146353 PM

Page 51 of 69



Contract Management User Guide

Historical data can be review. Double Click in the data field to open the sub form.

Search
Criteria

Contract Maintenance

Active Contracts:

Contract #: |2017-000000000072

v |GazeboBridgeProject

Form Name: |Delivery Schedule

w | |Delivery Schedule

Print

Delivery Date

‘01 /29/2m8

Record: W

Zgl

FNCT_UserDefinedDataDisplaySubForm

Delivery Date

Updated By

Updated

| Tuesdays and Fridays

|pdodd

6/28/2017 1:46:43 PM

|Mondays and Wednesdays

|dfigenbaum

1/26/2018 3:42:55 &AM

Record: M 4 |20f2 L1l

Search

New Contract
Master
Motes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Papments
Reports
Adjustments
Contract Amt
Open PO's
Audit

Invoices

Click Invoices to displays all invoices processed via the PO invoicing or AP invoicing when a contract # is
assigned during invoice processing.

Contract Maintenance Active Contracts:

Search Contract #: 2015034 + ||2018 Bus Stop Cleaning Contract
Criteria

Invoices

Tran  Invoice Purchaze
Vendor i Divil Reference # Code Date Due Date Order # Project Amount
e CATA |2EI1 202 | o] | 2/2me | 2/2a/2ma | |2EI1 B-BSCLEANING ‘ $12,500.00
|BUUBB CATA |TEST-SUB | o] | anseme | asz2me | |2EI1 B-BSCLEANING ‘ $12,500.00
|BUUBB CATA |TEST-SUBZ | o] | 420208 | 4/242me | |2EI1 B-BSCLEANING ‘ $12,500.00
|BUUBB CATA |TEST-SUBB | o] | B/1/2018 | 54142018 | |2EI1 B-BSCLEANING ‘ $12,500.00
Total: $50,000.00

Record: W 1of4 Ll Search

New Contract
Master
Notes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reports
Adjustments
Contract Amt
Open PO's
Audit

General Ledger information can be viewed for a selected reference #. Double Click Reference #. The
General Ledger Distribution form displays.
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Contract Maintenance Active Contracts:
Search Contract #: 2015084 w ||2018 Bus Stop Cleaning Contract
Criteria
rriizs ) New Contract
Tran Invoice Purchase
Vendor # Div #f Reference # Code D ate Due Date Order # Project Amount Master
[Booas CATA [2m1B-02 ol [ zi/zms| z/zsiems| [z078BSCLEANING | $12500.00 Notes
[EIES CATA [TEST-SUE DI [ 3A2me[ 37208 [201BBSCLEANING | $12.500.00 Subcontractors
[EEE CATA [TEST-5UB2 O [ #2208 4727208 | [2018BSCLEANING | $12,500.00 Contacts
[EES CATA [TEST-5UB3 o [ &d/zms| 57208 [2018BSCLEANING | $12,500.00 Information
Delete
= FNCT VendorGLDistSubForm -0 —
AP Div: m Reference #:- ,2015027 Tran Code: ,T Contract Email
GL Posting =
Div # Account i Description Amount Batch Date GL Tran # Email Log
[ AP [S033301050 [SafetyKleen Spstems. Inc \ S1250000 | 54 [ 3A320E[ 216023 User Defined
|CB - Dperations Services - Miscellaneous =D
Payments
Reports
Adjustments
Contract Amt
| Dpen PO's
Gy Total: $12.500.00 il
Field Name Description
GL Div # Division assigned to the reference #
Account # General Ledger Account number assigned to the reference
Description Vendor Name for the selected reference number
Amount Amount of the invoice.
Batch # Auto assigned Batch # for the updated reference #
Posting Date Date posted to the AP subsidiary journal.
GL Tran # Auto assigned GL Tran # for posting to the General Ledger.

Payments

Click Payments to displays all payments made to contracted vendor where the contract # was assigned
during PO invoicing or AP invoicing.

Contract Maintenance Active Contracts:
Search Contract #: 2015-084 w ||2018 Bus Stop Cleaning Contract
Criteria
eyments New Contract
Tran Man Check Yoided
Div # Reference # Code Check# Chk Date Date VYoided By Project Payment Amount Master
[CaTA [2018-02 [op [ omoogz [ [ aA3/2078] [ [201GBSCLEANING | $12,500.00 Notes
[CaTa [TEST-SUEB [CF [ oooosroz [ [ 3742078 | [20E-B5CLEANING F12.500.00 Subcontractors
[CaTa [TESTSUBZ [CP [ oooosrod [ [ aszszoig| [ [2012BSCLEANING | $12500.00 Contacts
Information
Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reports
Adjustments
Contract Amt
Total: $37.500.00 Open PO's
Record: 4 10of3 L] Search Audit
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Reports

Click Reports to view/print reports based on the option(s) selected. Contract Master Section allows user
to select the data to appear on a Contract Master Report. Select the options to appear on a report.

Click Print to generate the report for the selected options.

Contract Maintenance Aclive Contracts:
Search Contract #: 2015-084 w ||2018 Bus Stop Cleaning Contract
Criteria

Mew Contract
Contract Master

[w] All Contract Contacts Master
["] Contract Alert Contact tor | Notes
Documents Subcontractor Payments Subcontractors
[]Motes ["] Contract Amount Audit Contacts
| Subcontractors =
Information

[ ] Contract Invoices Delete

Projects

[] Contract Payments
Contract Email

["]Email Log
["]Purchase Orders Email Log
User Defined
Invoices
Payments
Repoits
The following report displays.
Ceontract Master Report
Confract # 2015084 Description: 2018 Bus Stop Cleaning Contmct Dept: Msint Inactive: []
Contract Administrator: LD Procurement Method: Contract Contract Type: Msint Bid#: 2018-03-08-C
Vendor # BO00ZE Saety-Heen Sysems, Inc Retainage %: Contract Start Date: 1/4/2018 Contract End Date: 12212018
Closed By: Date Closed: Date Board Approved: 12752017 Date Contract Signed: 12222017
[ Alert Waming Alert Document Type: Confract Alert Days: 20 Actual Start Date: 1.8/2018 Actual End Date:
Alert Sent Date: Alert Recurrence Days: &  Respond To Email Group: Msint Contract Amount: 150,000 .00
Created: ldsy 12018 15658 PM FNCT_ContactdsinEnanceForm Purchased To Date: 5000000
Updated: 142018 21352 AM FMNAP_T ransactonEntryForm Contract Remaining: 100,000 .00
Comments: Total Faid To Date: 3750000
Contacts
Contact Contact Contact Contact Active
# Description Name Salutation Relationship Contact
Craemer Josephine Jones Ms. Jones Oraner [
PhoneType: Cell Phone # (B00y 225-339 Ext Email: jjonesi@dodo.com
Company Mame: Ss&tyeklesn Sysems, Inc. Information: Subcontracior Jedo Strest Sweeping
Address Line 1: P.0, Boog 382058
Address Line 2
City State/Zip: Fitiburgh PA 152508068
Subcontractors
# Mame Project # BidAmount % DBE SBE DBE Expires DBE Cert #
WODIC Jodo Stest Sweeping 2018-BSCLEANING 3IBE00.00 1200 O
Totals: 3150000 1300
Subcontractor Invoices
# Name Project# Reference # TC Ref Date Ref Amount PO# Rev
DO0000E JoJo Street Swesping
2018-BSCLEANING 201802 (s} Z 18
2018-BSCLEANING TEST-SLB Dl £l 1k
2018-BSCLEANING TEST-5LB2 Dl 4 8
2015-BSCLEANING TEST-SUB2 ol 5 15
SubConfractor T otals:
Invoice Totals:
Subcontractor Payments
# Hame Project # Reference # TC Check Date Check # Payment Amount PO #
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Click Reports to view/print reports based on the option(s) selected in the lower section of the form.

Options:

e Contract Invoices generates a report showing all invoices that have been processed with the

contract # included in the Invoicing procedure.
e Contract Payments generates a report showing all payments made to the contracted vendor.
o Email Log generates a report tracking all emails sent for the selected contract.
e Purchase Orders if contract # was assigned during PO procedure the Purchase Order will

appear on this report.

Contract Maintenance Active Contracts:
Search Contract #: | 2017-000000000075 w |GazebUBridgeProject
Criteria
Mew Contract
["] Contract Master
. Master
[]All Contract Contacts ["] Projects
["] Contract Alert Contacts [ | Subcontractor | Notes
[[] Documents ["] Subcontractor Payments Subcontiactors]
[ Notes ["] Contract Amount Audit Contacts
Subcontract
[ Subcontractors Information
["] Contract Invoices Delete
["] Contract Payments Projects
[] Email Log Contract Email |
["] Purchase Orders Email Log
Print Uszer Defined
Invoices
Payments
Reports

Click Adjustments add invoices and/or payments they may not have been assigned to the contract #
during the regular processing in PO Invoicing or AP invoicing. Adjustments made using this option will
update the Purchased to Date, Paid to Date and Amount Remaining fields found on the Contract

Maintenance Master option.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: |2017-000000000078

" |GazEbUBridgEPrUjEct

From Date: @ Thiu Date: | [ |Invoices [ | Payments

Yendor i |EEIEIFS |Transf0r Corporation

Purchased To Date:

Add To Contract |Remove From Contract

$21.375.00 Paid To Date: $14.008.33

New Contract
Master
Notes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log
Uszer Defined
Invoices
Payments
Reports

Adjustments
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Max Field
Field Name Size Field Type Description

Enter or select the starting transaction date from the
From Date Date calendar

Enter or select the ending transaction date from the
Thru Date Date calendar

Check the box to import invoices that have been

entered for the selected vendor and date range. See
Invoices Yes/No below for further instructions.

Check the box to import payments that have been

entered for the selected vendor and date range. See
Payments Yes/No below for further instructions.

Auto-populates based on the vendor assigned to the
Vendor # contract

Auto-populates based on all invoices where the
Purchased To contract was assigned and/or were imported using
Date Currency Adjustment

Auto-populates based on all payments where the
Purchased To contract was assigned and/or were imported using
Date Currency Adjustment

Add To Contract

Select this option to add either Invoices or Payments to the contract that were previously not assigned
during the standard PO invoicing/AP processing cycle.

If Invoices check box was selected all invoices for the primary vendor for the date range selected that
were NOT previously assigned to the contract will display.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: |2017-000000000073 W |GazeboBridgeProject

From Date: @ Thru Date: g [#|Invoices

[[] Payments

Add To Contract | Remove From Contract

Yendor #: |EDD?S |T ransfor Corporation

Purchased To Date:

$21.375.00 Paid To Date: $14.008.33

Invoices

Tran  Invoice Purchase
Div # Reference # Code Date Order # Contract # Project Amount
IEA EETED] [ DI [10/19/2017 | 10000216000 | [2017IUNEGAZERD | $74375
| caTa [2me10ng | Db [10/19/2017 | 10000215000 | [c0r7JUNEGAZERD | $3.333.33

If Payments check box was selected all payments made to the primary vendor for the date range that
were NOT assigned to the contract will display.

Contract Maintenance

Search
Criteria

Active Contracts:

Contract #: | 2017-000000000075 W |GazeboBridgePr0ject

From Date: @ Thru Date: g [ |Invoices

FPayments Remove From Contract

Yendor #: |CDD?9 |Transfor Corporation

Purchased To Date:

$25.453.08  Paid To Date: $14.008.33

Payments
Tran Man Check
Div # Reference # Code Check# Chk Date Contract # Project Payment Amount
| CaTa [20071019 01 | CP | 00000003 O | 1192007 [2017IUNEGAZERD [ $749.75
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To add missing invoices and/or payments to the selected contract double click in the Reference # for the

item being added.

Contract Maintenance SchivelContiacisy
Search Contract #: 2017-000000000078 w |GazabuBridgePrUjEct
Criteria
From Date: |9/1/2017  |g| ThruDate: 341472016 @| [«]Invoices [ | Payments Add To Contract | |[Remove From Contract New Contract
Vendor #: [M0079 |Transfor Corporation Purchased To Date: $25,45303  Paid To Date: $14.008.33 Master
Invoices Hotes
Tran  Invoice Purchase Subcontractors
Div # Reference # Code Date Order # Contract # Project Amount
[CATA [Z0071107TESTING | Ol | 11/8/2017 T 207 7HOVWALL $4.444.00 Contacts
Information
Microsoft Access Delete
Projects
Reference : 20171107TESTING Contract Email
Add to contract?
Email Log
User Defined
Yes Invaices
Payments
Record: M 1of1 L] Search Reports
Adjustments

Click Yes to continue or No to cancel.

Remove From Contract

Click Remove from Contract to remove Invoices or Payments from the contract that were previously
assigned during the standard PO Invoicing or AP processing cycle in error. If the Invoices check box is
selected than all invoices for the primary vendor for the date range selected will display. If the Payments
check box is selected all payments made to the primary vendor for the date range will display.

Contract Maintenance Active Contracts:
Search Contract $#: |2017-000000000073 " |Gazeb03ridgeProject
Criteria
From D ate: @ Thru Date: B Invoices [ | Payments Add To Contract HemovemeEonhact
Vendor #: |EDD?S |Transf0r Corporation Purchazed To Date: 42545308 Paid To Date: $14,008.33
Invoices
Tran  Invoice Purchase
Div # Reference # Code Date Order # Contract # Project Amount
| CATA [20171079 01 | DI [10A3/2007 [ 10000216000 |2017-000000000078 [2M7IUNEGAZERD | $749.75
| CATA |20181D19 | 1] | 10/19/2017 | 10000215000 |2D1?-DDDDDDDDDD?8 |2D1 FIUNEGAZERD | $3.333.33
| CATA |SCT-Test | Dl | 9/19/2m7 | |2U1F-UUDDDDUDDDF8 |2U1 FIUNEGAZERD | $1.950.00

To remove an invoice from the contract. Double Click Reference # for the invoice to be removed. The

following message displays.

Microsoft Access

Reference #: 20171107TESTING
Remove from contract?

Click Yes to continue or No to cancel.
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If no invoice or payment history is found for the date range selected for either button option Add to
Contract or Remove from Contract the following prompt displays:

Microsoft Access

'8' Mo records found.

Click Ok.

Contract Amt

Click Contract Amt to enter the contract amount. If the original contract amount is increased/decreased

this option can also be used to reflect the changes.

Contract Maintenance Active Contracts:
Search Contract #: |GILLIG w |Gi||\g Contract
Criteria
Contract Amount ’W T
Purchase
Reference i Order # Approved By Comment Amount Updated Master
12345 [ | vl | | 450,000.00 Notes
Created: |JHohrbaugh 8/16/2016 2:33:24 PM |FNET_EDntractMalntenanceForm Update Suhtconllaclols
g ‘ ‘ | vl ¥ | = Information
Created: | [ ~ Update Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reports
Adjustments
Contract Amt
Open PO's
Record: 4 4 |20f2 L Search Audit

Enter Reference #, Purchase Order # if applicable, select the Approved by, enter any comments (reason

for the change) and amount.

Update

Click Update to finalize/update the record. Once updated, edits/deletions are not allowed. If an incorrect
amount was updated, it must be corrected by creating a negating entry and updated. The following

message displays.
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Contract Amount [ $150.00000
Purchase
Reference # Order # Approved By C t Amount Updated
[01.01.m [ |Board v (‘ | $150,000.00
Created: |Ida_l,l | 3M3/2018 226747 PM |FNCT_ContractMaintenanceForm Update
|D1.D1.D2 | |Board | | |[Remaval for supplies | [$1.250.00) O
Created: | | | Update
Max Field
Field Name Size Field Type Description
Reference # 20 Alpha/Numeric Create unigque reference number to identify the record.
If a purchase order is associated with the contract,
Purchase Order 11 Alpha/Numeric enter the number. This is an optional field
Select the person/board who approved the contract
Approved By 20 Alpha/Numeric This is an optional field
Enter any comments pertaining to the contract amount
Comment 255 Alpha/Numeric This is an optional field
Enter the dollar amount for the reference number. If
multiple reference numbers were created the grand
total for all the references will become the Contract
Amount Currency Amount on the master form.
Auto-populates a checkmark, once the transaction is
Updated updated
Auto-populates with the User Name, Date/Time and
Created Form associated with the creation of the record.

Microsoft Access

9 Update contract amount?

Yes

Click Yes to continue or No to cancel.

Open PO’s

Click Open PO’s to view all purchase orders that are currently in the open status AND had the contract #
assigned to the PO.
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Contract Maintenance

Active Contracts:

Search Contract #: |2017-000000000073 " ‘GEZEbUBfidgEPFUjEEt
Criteria
PO # Aev # Ordered Project # Gross Sales Tax Freight Deposit Het Due
10000163 | 0oo | B/22/2017 |2 FIUNEGAZERD $5.000.00 | $0.00 | $0.00 | $0.00 | $5.000.00
Total: $5.000.00 | $0.00 | $0.00 | $0.00 | $5.000.00

New Contract
Master
Notes

Subcontractors

Contacts
Information
Delete
Projects
Contract Email
Email Log

User Defined

Invoices
Payments
Reports
Adjustments
Contract Amt

Open PO's

Audit

Click Audit to review an audit trail for changes made to the Contract. The audit trail will identify the field
that was revised, the date/time, the user making the change and what the before and after contents of the

field were.
Contract Maintenance Active Contracts:
Gearch Contract #: [2017-000000000073 + | [GazeboBridgeProject
Criteria
Field Name: w All Fields  From Date: l— g | Thru Date: ’— & Mew Contract
Display Print Master
Motes
Subcontractors
Contacts
Information
Delete
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reports
Adjustments
Contract Amt
Open PD's
Audit
Field Name Description
Field Name Enter or select the field name from the drop-down.
All Fields Check the box to include all fields on the report or display option.
Enter the from date starting range. All records that were revised on or after
From Date this date will be included on the report.
Enter the thru date starting range. All records that were revised on or before
Thru Date this date will be included on the report.
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Once a field has been selected or All Fields checked, Click either Display or Print option.

Contract Maintenance Active Contracts:

Search Contract #: |2017-000000000072 w |GazeboBridgeProject
Criteria

Field Name: | v All Fields  From Date: g | Thru Date: B
AlertDays -~ '} n .
AlertDocumentT ype Display Print
Alerthdezzage

AlertRecurencel aps

AlertSentDate

Alertwf aming

Bidhumber

Comment

ContractDescription

ContractEndD ate

ContractStartDate

ContractType

Departrentt o

Description

EffectiveDate

E wpirationD ate b

Display

Click Display to view the audit trail on the screen. The Old Value represents content in the field prior to
the change. The New Value represents the revision. Items display in descending date order.

Field Name: Alerttessage v | [|All Fields From Date: g | Thiu Date: F
Print
Update Date Field Hame 0Old Yalue Mew Value User Id

Table Hame: |FNCT_ContractD acumentT able

| Bf22/2007 B 2328 PM |AletMessage A ‘ ‘F’EHMIT 12345679322 ‘pdodd
W
Table Name: |FNET_C0ntlactDocumentTahIe

| B/21/2017 3:40:34 PM

Alerttdessage ‘

Pleasze contact this office ta pdodd
discuss renewal.

Print

Click Print to generate the audit report for review/print.

Contract Master Audit Report

Contract#: 2017-000000000073 GazeboBndgePrajest

Tade Name : FNCT_ConfraciDocumeniTable

Updats Dats Flald Nams Bafors Ltter Upitatsd By
6212017 40 M PMAenMessage Flease confad thks office io  jpdodd
lscuss enewal

B/Z2/ 2017 2328 :'h'P-\IEI'. Meszage PERMIT 12345679-ZZ pdodd

Contract Inquiry

Select the Contract # from the drop-down options.

Click Contract Inquiry to view information setup in Contract Maintenance. Modification to the data is not
permitted.
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Contract |nqu|lY Active Contracts:

Search Contract #: v

Criteria

Master

Notes
Subcontractors
Contacts
Information
Projects
Contract Email
Email Log
User Defined
Invoices
Payments
Reports
Open PO's
Audit

Contract Alerts

Click Contract Alerts to send, display or print alerts for all Contracts, and Document Type References
that are about to expire. Users can generate pending alerts for all contracts or selectively choose
contracts based on the Contract Administrator assigned to the contract.

Contract Alerts
Contract Adminigtrator: v All Administrators

Create Alerts

Display Alerts
Print Alerts
Send Alerts

Delete Alerts

Create Alerts

All Administrator defaults with a checkmark. To select only one Contract Administrator, utilize the drop-
down option to make the selection.

Click Create Alerts to create the list of all contracts that are about to expire. This option adds document
types that are about to expire. The criteria for selection is based on the Contract End Date (from contract
master) or Expiration Date (from Information Document Types) in comparison to the current system date
and the number of days entered in Alert Days.

Contract Alerts
Contract Administrator: v All Administrators

Microsoft Access

9 Create new alert messages? Create Alerts

Display Alerts

Yes Print Alests

Send Alerts

Delete Aleits
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The following confirmation message displays.

Microsoft Access H

o Completed

Click OK.

Alerts will also appear again if Alert Recurrence Days has expired. If records have been deleted via the

Display Alerts option and the Create Alerts option is executed again the previously deleted records will be
included.

Display Alerts

Click Display Alerts a list of contracts that are pending expiration for the contract itself or a document
type (Insurance, bond) as setup via the Information button option within Contract Maintenance. The list
will sort in ascending order by expiration date so that the most overdue record will list first.

Once the Create Alerts option has been executed the user has the ability to delete/cut records via the
Display Alerts option. Cutting or deleting from the display list does not delete the contract from the
Contract Maintenance form it simply removes it from the temporary table created via the Create Alerts

option. Records deleted via this option will be included the next time the Create Alerts option is executed
again.

Contract Alerts
Contract Administrator: w All Administrators

Microsoft Access

e Display alert messages? Create Alerts
Dizplay Alerts

Yes Print Alerts

Send Alerts

Delete Alerts

Click Yes to continue or No to cancel.

Contract Alerts
Contract Administrator: w All Administrators
E xpiration Respond
Contract # Document Type Reference # Date To Group
4 |2U1 MOV ALLCOMNSTRUCTION Insurance NS 1 11415/2017 [Planring v
Contact Mame: |Bob Haosking Contract #: 201 /MOWVWALLCOMSTRUCTION Retaining wal
. - Reference # INS 1 Proper coverage has nat been obtained. S
EmrrEnp = |Transfor Corparation INS 1 has expired. Please contact Project Manager LB
Address Line 1: |B1 46 Riverton dvenue Send Alert
Address Line 2: | end Alers
Citp/StatesZip: |Nnrth Hallywand, |E'A W |91 EOB- Delete Alerts
Email: |visbonks1 Oizyahoo. com Edit Letter Print
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Field

Description

Contract #

The Contract # that has a pending alert

Document Type

If the alert pertains to a document type from the Information button the name
of the document type will appear as seen in record 1 for contract 101 above. If
the alert pertains to the contract expiration field will indicate the name of
document entered into the Alert Document field on the master form. Record 2
as seen above for contract 100 illustrates a contract that is about to expire.

Reference

The reference number for the Document Type will appear. If the record
pertains to the expiring contract the word “None” will appear.

Expiration Date

Lists the expiration date of the Document Type or of the contract itself.

Respond To Group

This is the group that was assigned via both the Information button and
contract master form in the Respond To Group field. The groups are setup via
the Email Notification Setup Form where multiple emails can be assigned to a

group.

Contact Name

If the record was generated from the Information button then the name that
appears in this field comes from the Contact button option found on the
Information form in lower right hand corner. Do not confuse this Contract
button with the main Contact button found on the master form.

If the record was generated from the contract expiring, then the contact names
come from the Contract Email button option found on the master form. If there
is more than one contact entered into the Contract Email this will generate an
Alerts form to create a separate record for each contact. This field can be
edited

Company Name

The company name of each contact as assigned via the Contacts button
option on the master form will appear. This field can be edited

Address Line 1
Address Line 2
City/State/Zip

The address that was assigned to the contact via the Contacts button option
on the master form are displayed. This field can be edited

Email

The email address that was assigned to the contact via the Contacts button
option on the master form will appear here. This field cannot be edited

Misc Field

The large field to the right of the address is comprised of data from multiple
areas.

Contract Description, Reference #, Proper coverage has not been obtained
(Generated by the system), Id # has Expired (system will generate the number
of days left before expiration. Policy #.

The records that pertain to the contract itself expiring will only indicate a
message generated by the system listing the contract description and in how
many days the contract will expire. This field cannot be edited.

Edit Letter

Click Edit Letter to display the contents of the information from the Default Document Message Form.
The displayed information which will be sent as an Email attachment. The contents of the letter can be

modified at this time.
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Contract Alerts
Contract Administrator: v All Administrators
E xpiration Rezpond
Contract # Document Type Reference # Date To Group
4 |201?ND\:‘WALLCDNSTHUCTIDN Inzurance IM5 1 11182007 |F'Ianning W
Contact Name: |Bob Hoskins Cortract #: 2017NOWWALLCOMSTRUCTION Retaining ' al
i - Feference # IMS 1 Proper coverage has not been obtained.
e |Transfor Corporation INS 1 has expired. Pleaze contact Project Manager
Address Line 1: 6145 Riverton Averue
Address Line 2: |
City/State/Zip: |Maorth Hollywood, |Ca [ | |31506-
Email: |visb00ks1 O¢Eyahoo.com Edit Letter Print
=l FNCT_ContractSourceObjectSubForm “
Contract # Document Type Reference # Bob Hoskire
|2D‘I?ND\"WALLEDNSTF|UCTIDN |Insurance |INS 1
4 Flease note that our policy is due to expire on the date listed above. We would like to review quotes for A
the renewal of the policy 30 days prior to the expiration date.

In order for the edit letter option to work from the Information button the records for Document Type
selected at the information button must be the same document type selected when creating the letter in

Document Default Message form.

Print

Click Print to display/print the letter that will be attached to the email alert. The letter will be addressed to

the agency assigned to the contact via Contacts on the Contract Maintenance form.

PURCHASING

Friday, January2g, 2018

Attn:Bob Hoskins

Transfor Corporation

5145 Riveron Avenue
MNorth Holywood, CA 51606

Re: Contract# 2017NOVWVWALLCOMNSTRUCTION Retaining Wall Reference# INS 1
Proper coverage has not been obtained. INS 1 has expired. Please contact Project
Manager

Expiration Date: 117152017

Dear MrHoskins,

Pleaze note that our policy iz due to expire on the date listed above. We would like to
reviewquotes forthe renewal ofthe policy 30 days prior to the expiration date.

To remove an alert from the displayed options. Right Click to the left of the Contract # field. Select Cut,

the following message displays.
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©

Contract Alerts
Contract Administrator: v All Administrators
Expiration Rezpond
Contract # Document Type Reference # Date To Group Create Alerts
201 7NOVWALLCOMSTRUCTION Insurance NS 1 11 HE/2017 [Flanring .
Display Alerts
Contact Name: |Boh Hasking Contract #: 201 THOWWALLCOMSTRUCTION Retaining W all
R - Reference # INS 1 Proper coverage has not been obtained. 2
EonpanyiNane: |Transfur Corporation INS 1 has expired. Please contact Project Manager (Rt
Addiess Line 1: [F14F Riverton Avenue
¥ C Send Alerts
ut
Emy Copy Hallywood, [W |91 ElE- Delete Alerts
kg1 0Epahao. com Edit Letter Print
Microsoft Access

Delete selected record(s)?

Click Yes to continue or No to cancel.

Once you create alerts again the record will be present. This option only removes the Alert from the

current Create Alert.

Print Alerts

Select Administrator or check the box for All Administrators.

Click Print Alerts to print a listing of all contracts and document types about to expire. The following

message displays.

Contract Alerts

Contract Administrator: v All Administrators

Microsoft Access

9 Print

alert messages?

Create Alerts
Display Alerts

Frint Alerts

Click yes to print the list of Alerts or No to return to the Contract Alert form.
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Contract Alert Message Report

Expiration
Contract# Document Ty ps Rafarancs £ Dzt
201THOVIW ALLCONSTRUC Insurance NS 11152017 Bob Hoskns

Conmtzct#: 201 TROVW ALLCONST RUCTION
Reking wall Reference # INS 1 Proper coverage
FEs not been obEned. INS 1 hEs expired. Please
contact Project Manager

Send Alerts

Click Send Alerts to send emails for all contracts about to expire and all document types found within the
Information button that are about to expire. Once sent, the system will update the Alert Sent Date field
within contract master and the Information record. A copy of the letter is also saved to a designated
folder.

Once the alerts have been sent, they will no longer be included in the Display Alerts option. Records will
not appear again until the Alert Recurrence Days has expired, or the Contract End Date/ Expiration Date
has been revised.

Contract Alerts
Contract Administrator: v All Administrators

Microsoft Access

?
9 Send alert messages? Create Alerts
Dizplay Alerts

Yes Print Alerts

Send Alerts

Delete Alerts

Click Yes to continue or No to cancel.

Microsoft Access “

o Emails zent.

Once emails have been sent Click OK.
Delete Alerts

Click Delete Alerts to delete all of the records created by the Create Alerts option. The Delete Alerts
option is not required, this option can be used if the Create Alerts option was executed in error or changes
were made to the contract expiration date, after the create option was selected this option erases all
records. To regenerate a new set of alerts begin the create process again.
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Contract Alerts
Contract Administiator: " All Administrators

Microsoft Access
0 Delete all alert messages? ey
Display Alerts
e Print Alerts
Send Alerts

Delete Alerts

Click Yes to continue or No to cancel.

Microsoft Access

o All alerts deleted.

Once alerts are deleted. Click OK.

User Defined Data Entry

If User Defined Data Entry was setup this option allows for the entering of the applicable data.
Click User Defined Data Entry to enter the applicable data to the setup fields.

Enter or select the form name & contract #.

User Defined Data Entry | dfigerbaum

Form Hame: “

Contract #: v v

Click Enter the following form displays to make the data entries.

User Defined Data Entry | dfigenbaum
Form Mame: Delivery Schedule w | |Delivery Schedule
Contract #: |2017-000000000078 QiboBrdgeriect v
Delivery Date |D1 £29/2018 Enter
Print
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Click Print to obtain a report listing the current contents for the selected contract. If History option is
selected the report will illustrate all changes made to each field.

User Defined Data Entry [ dfigenbiaum
Form Name: Delivery Schedule " ‘Dslwery Schedule
Contract #: |2017-000000000073 v |GazeboEridgeriEct »

Microsoft Access

Enter
9 Print History?
Print

Click Yes to get a listing illustrating all the changes ever made to each field or No to get a report listing
only the current contents of the fields.

Sample report when No is selected.

Delivery Schedule
Contract & 2017-000000000073 GazeboSridgPaject
Delivery Dats
01z difigenbaum 1262018 942355 AM
Delivery TImss
&am o530 pm pdodd 6282017 14653 PM

Sample report when yes is selected.

Delivery Schedule
Contract £ 2017-000000000078 GazeboBrdgErP njea
Deliwery Dats
01/29/2018 dfigennaum 1/26/2018 9:42:55 AM
Maondzys and Wednesday s dfigenbaum 1262018 9:42:55 AM
Tuesdaysand Frigay s pdadd 6282017 1:46:49 PM
Delvery TImss
§am to 5:30 pm pdadd 6/28/2017 14653 PM
& am to 430 pm pdedd 6282017 14653 PM

Additional option to view the history of a field is to double click within a field.

User Defined Data Entry [ dfigenbaum
Form Name: |Delivery Schedule w | | Delivery Schedule
Contract #: |2017-000000000073 v ‘GazehoBlidgeF‘rmect ]
Delivery Date \m /29/2018 Enter
- . Print
=l FNCT_UserDefinedDataDisplaySubForm = =
Delivery Date Updated By Updated
[ Tuesdaps and Fridays | pdodd | 6/28/2017 1:46:49PM
[Mondays and Wednesdays [dfigenbaum | 1/26/2018 54255 &M
Record: W Tof2 FH Search
Record: W — ey
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