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GETTING STARTED

HINTS AND TIPS FOR WORKING WITH A WEB APPLICATION

OTIS - unlike its predecessor, the Project Tracking System (PJT) - has been developed as a web
application. This allows you — the end user - to access and use OTIS using your web browser software
e.g. Microsoft Internet Explorer.

Because we are using web application technologies, users located outside of ITD’s internal corporate
network see real time data regarding transportation projects contained within the current Idaho
Transportation Investment Program in addition to history of currently active and closed projects.

Here are some things to keep in mind as you work with OTIS in the web application environment:

DO.’ — opening multiple instances of OTIS within multiple web browser sessions allows you to

multitask different OTIS functions.

DON’T— use the forward and back browser buttons to navigate.
DO.’ - use the controls provided within the application

DO.’ — use the CNTRL-F hot-key combination to bring up a Find i.e. Search function where you can

search for any text value on the current page.

’
DON’T -be impatient — response time for OTIS, especially for users outside of ITD’s internal

network — depends on other traffic and applications on your internet connections.

DO.’ — use the export feature on OTIS reports to extract your report results to a PDF, Excel or other

file format.
OTIS Security

To permit access, applications such as OTIS typically utilize a security scheme, which consists of 1) a user
name and 2) a password.

Note: For the purpose of this training, external OTIS users have been identified in advance to the ITD
network administrators and have been given credentials on the ITD network which you will use to logon
to the training room workstations.

Users inside ITD’s network such as ITD staff and internal contractors already have user names and
passwords assigned to them as part of allowing access to ITD network resources such as email.

First time internal users should contact OTIS administrators at ITD-OTIS@ITD.IDAHO.GQV for setting up
access to OTIS functions using their regular ITD credentials.



mailto:ITD-OTIS@ITD.IDAHO.GOV
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First time external users should visit the OTIS Internet portal at https://OTISWEB.ITD.IDAHO.GOV/ and click
on the prompt “Request Access”.

Login

Email
Privacy Policy

Password *
Request Access

Figure 1 - Logon Screen at the OTIS Internet portal
TIP: be sure to click on “Privacy Policy” to read and understand OTIS data privacy limitations.

After clicking on “Request Access”, the following screen displays requesting your information:

First Hame * Last Mame * ML
Organization Name *
Address *
City * State * Zip Code *
IDAHO v
Phone Number * Why do you need access? *
Email *
Confirm Email *
[t [ e |
b v,

Figure 2 - New External User Information Screen

Provide all requested information and when complete, click on “Submit”.


https://otisweb.itd.idaho.gov/
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Upon completion of OTIS account setup, new users are sent a standardized “Welcome to OTIS” email.

From: OTIS@itd.idaho.gov [mailto: OTIS@itd.idaho.gov]
Sent: Friday, July 18, 2014 4:03 PM

To: Joe Smith

Subject: Welcome to OTIS

Importance: High

Your request to access the OTIS application has been granted. Enclosed are vour usermame and password.

Usemame: Joe.Smithi@itd.idaho.gov

PasswordSX68%ubB6Z2 You may reset at your earliest convenience by clicking the "My OTIS" [ink in the
top right corner af the application and filling out the change password information.

To access OTIS please use this link: http:/otisweb/otis.web

Thank You

Figure 3 - Sample "Welcome to OTIS" email

The setup email includes an initial password that is only to be used to access OTIS from outside the
internal ITD network and which can be changed by the user from the MyOTIS feature within OTIS. For
internal ITD users, this DOES NOT replace your current ITD network/Windows password.

Remember: For ITD internal users, changing your OTIS password from within
MyOTIS does not change your internal ITD password; and changing your ITD
password from within Windows will not affect your OTIS password. Have we
confused you yet??

OTIS BASICS

TRAINING GOALS

At the end of this training, OTIS users will be able to:

e Visit the OTIS external web logon page and request access;

e Access OTIS (and manually logon if necessary);

e Understand the different Alerts, ToDo List, and Reports homepage areas;

e Search for specific projects by Key Number using the GoTo feature;

e Search for a range of projects using Advanced Search;

e Use basic display grid features such as sorting and grouping;

e Identify location, budget, obligation, milestone and other information for a project; and
e Run and understand basic OTIS reports.
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LOGIN TO OTIS

If inside ITD’s Network . . .
e Use this option for this training class
e Navigate to URL //otisweb/otis.web
You will be passed through OTIS security and taken to your OTIS home page.

If outside ITD’s network (anywhere on the Internet) . . .
e Navigate to URL https://otisweb.itd.idaho.gov/
e Logon with a valid user ID / Password combination.

0 If assigned or using a username@itd.idaho.gov username and password, use these credentials;

0 If previously assigned an external username@mail_domain username and password, use these;
0 'If you have neither an ITD.IDAHO.GOV user account or external user account, click on “Request
Access” as shown below.

Login

IS

[P Do ——r——

Non ITD Users Only. Users with a valid ITD Username and
password do not need a separate OTIS e-mail or password.

otis-admin@itd.idaho.gov
Privacy Policy

Password * ssssssennse

$ Request Access

Figure 4 - OTIS Internet Logon Portal

HOMEPAGE

Your OTIS homepage provides a personalized dashboard that shows a number of features customized for you.
Let’s do a short tour:

e Go To Key Number: Allows you to quickly jump to a Key Number representing a project of interest:
nter a valid key number in the "Go To Key Number" field and click "Go" or press Enter — this will take you
quickly to the View / Edit project screen.

e To Do: Users with Edit permissions and who are responsible for tasks in OTIS have a ‘To Do’ section on
their homepage with links to outstanding work items such as Project Change Requests and Obligations.

e Alerts: Updates on pending tasks, notices, overdue items, etc. User can review any Alerts in mailbox user
able to view alert, mark read, mark unread, etc.

e MyOTIS: Click on "My OTIS" to select personalized reports, change you password*, etc.


https://otisweb.itd.idaho.gov/
mailto:username@itd.idaho.gov
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e Reports: Users have access to ALL OTIS reports, but users may want to set up their MyOTIS to show their
most frequently accessed reports on their OTIS Homepage.

IS OTIS Home

CoTE=—rr——r—

o To Key Number: Enter Key #

Home Advanced Search Obligation Request Change Request | Scenario | Admin »

ToDo Your Personalized Task

Name Y  Description Y Type Y Date Sent T
test user Internet user [testuser@gmail com] requesting access Access Request 01/02/2014 A
working copy Ready for processing at Step End Step Scenario 12/31/2013 v

Your Personalized

Alerts Reports

Name

Alert

0O | @ | Workflow Project Report

Scenario Report
Project Change Request Report

Obligation Request Report

Mark As UnRe?".

Copyright © 2013 Idaho Transportation Department.

Figure 5 - OTIS Homepage Screen

Practice Exercise: Try entering some key numbers of interest into the Go To Key Number field and click on Go.
This will return a results screen showing scope, location, schedule and budget details for your project. Don’t
worry, we'll spend some more time to go through the different information tabs shown on the project details
screen.

TIP: If you don’t have any key numbers in mind, your instructor has hard copies
of the ITIP ‘Pink Book’ containing the approved program from September 2013.
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OTIS MENUS

Users navigate from their Homepage and between different OTIS pages by navigating across four or more tabs
which may include: Home, Advanced Search, Obligation Request and Change Request.

Welcome: Otis Admin

OTIS Home My Otis | Log Out

Go To Key Number: Q, Go

Home | Advanced Search QObligation Request | Change Reguest Scenario | Admin

To Do
Name Y | Description Y | Type Y | Date Sent T
test user Internet user [testuser@gmail.com] requesting access Access Request 01/02/2014 A
working copy Ready for processing at Step End Step Scenario 12/31/2013 v

Figure 6 - OTIS Homepage showing Navigation Tabs

e Home: Takes user to the Home Page

e Advanced Search: Takes user to the Advanced Search Page to search for projects or to create a new
project.

e Obligation Request menu tab: List of expected obligation requests. Click the hyperlink to view a specific
obligation request.

e Change Request: List of expected open change requests. Click the hyperlink to view a specific change
request.

The other tabs shown are for internal and/or reserved OTI functions.
ADVANCED SEARCH

Whereas the Go To Key Number search field on your Homepage allows you to quickly retrieve information for
one project, the Advanced Search allows more complex querying of the OTIS project database. Values for up to
18 search fields can be entered; for example, you can search for all District 3 projects for the 2014 program year by
selecting “District 3” under District and entering “2014” for Program Year; on the other hand, if you want to see
just one Key Number you can enter that value under Key Number. You can select between the Draft and the
Approved programs by setting checkboxes accordingly.

Search: Show Siatus: [] Approved [] Draft

Key Number Project Mame Reference Number Work Authority

Federal Ald Mumber Location Phrase Program Year Project Status Select...
Routs City County Select... v District Select...
Segment Major Program Select... v Work Class Select v Performance Program | Select...
Eligible Source Select. v Project Properties Select . v
[ Seach I - Ciowr i +Add |

Results

Figure 7 - Advanced Search Screen



Following are the OTIS Advanced Search fields:

o  Key Number
e  Project Name

e Reference Number (same as a temporary Key Number, starts with ‘ORN’ for OTIS Reference Number)
e Federal Aid Number

e  Work Authority
e  Route
e Segment

e  District
e (City
e  County

e Location Phrase (could be a geographical identifier in the Location field)

e Eligible Source
e  Program Year
e Major Program

e  Performance Program

e  Project Status

e  Project Properties

e  Work Class

Once you enter your criteria and click on Search, your results are returned.

Welcome: Otis Admin

1 My Otis | Log Out
Projects 4 <
Go To Key Number: Enter Key # Q Go
Home | Advanced Search | Obligation Request | Change Request | Scenaric | Admin v
Search:  Show Status: [] Approved [] Draft
Key Number 13361 Project Name Work Authority v Federal Aid Number Select v
Location Phrase Program Year Project Status v District Select v
Route Select v City Select. v County Select .. v Segment Select v
Major Program Select... v Work Class v Performance Program | Select... v Eligible Source v
Project Properties Select... v
ey L)
Results
Drag a column header and drop it here to group by that column
Current Y | Federal T 2 .
Key . Work . Program¥  Total Y | Projecty T T T T Y | Begir
Number FERETE Authority porkiion xS pecatoal Year Cost Status District Route City County Segment Milep
Step Number
FY14 us A
OVERLAYS 2014 5,20... | Draft 3 o AD... 0
ADAMS CO v
>

Edit Project

To View Project Only

Carmrinl ht @ 2N11 Idahn Tranenartatinn Nanartmant

Figure 8 - the Advanced Search Results Screen

1-1of 1 items

Export Results
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Up to 250 projects can be returned and displayed returned in the results section. If necessary, insert additional
criteria and click on Search to refine the search and return fewer results. The following actions can be performed
on the returned list of projects:

e Search results can be exported by selecting "Export to CSV".
e  For a specific project, click on the project hyperlink to open the project for viewing.
e If you have proper security to make changes to OTIS projects, clicking on Edit will open an Edit Project

screen.

o The Advanced Search results in OTIS are displayed using a common layout method called a “Grid”.
GRID FUNCTIONALITY

All Grids in OTIS have advanced sort, filter, and search capability.

Click the Column name to Sort by the Column characteristic

Click the Funnel J  to see advanced filter and search capabilities.

Dragging and dropping one or more Column names into the grouping row tells OTIS to rearrange
the data and display it using the grouped column names as sort breaks.

Results

O O O O

Drag a column header and drop it here to group by that column

Current Y | Federal ¥

Eﬁiﬁber roiect Mame Y Work . 4 Workflow Aud Lo
Show items with value that: Step Number
_ _ |s equal to v
( And v

|4 'l o * [
|= equal to

(LY. L I NTALN L] -

with value that:

Is equal to

Is not equal to

Filter Clear

|s greater than or equal to
|s greater than
Is less than or equal to

Is less than

Figure 9 - Using Funnel Filters
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PROJECT INFORMATION IN OTIS

OTIS maintains project information broken out under a series of tabs and subtabs.

There are six main tabs: General, Budget, Work Authority, Obligation, History and Documents
Two of the six main tabs — General and Budget — are further broken out into more detailed sub-tabs.
For the General tab, the sub-tabs are Project, Location, Scope and Milestone & Tags.

For Budget, the sub-tabs are Summary, Program Details and History.

Here are the eleven tabs containing project information:

e General / Project — a wrap-up or summary of the entire project record.

e General / Location — allows defining of multiple locations, will map project locations.

e General / Scope — tracks project workclass and subclass and related info.

e General / Milestone & Tags — summarizes OTIS, Environmental, and PSS milestones plus Project
Properties.

e Budget / Summary — high level wrap up of the project schedule, obligations and expenditures.

e Budget / Program Details — details of schedule and obligation by phase and year along with match
sharing.

e Budget / History — documents changes to the budget for the project.

o  Work Authority — details the work authorities set up for the project.

e Obligation - shows obligation history and details for the project, and allows you to inititate new
obligation issues.

e History — shows the history of the project and changes through processes such as program update.

¢ Documents - provides a means of associating related project documentation in electronic form.

GENERAL PROJECT INFORMATION

Key Number 13361 will be used as a sample project to help show the project information screens. The General
Project screen for KN 13361 provides a quick look at how the project is defined, when it is scheduled in the
Program and provides an overview of the Budgeted, Obligated and Expended amounts of funding.

Key # Project Name * Program Year Project Status Mode District ~ Total Cost
13361 FY14 OVERLAYS, ADAMS CO 2014 Awarded (orequ | Standalone | 3 5,362,000.00

General Budget ‘Work Auth Obligation History Documents

Project Locations Scope Milestone & Tags

Key # 13361 District * District 3 + | Budget
Agreement Sponsor * STATE OF IDAHO (... ~ Phase | Scheduled Obligated Expended
Federal Aid # AD13(361) n
Contract Year * PE 50,000.00 50,000.00 41,248.51
WA B Prior Program Year 2010 CE - 721100 6,525.96
Major Program * Stale Funded Progr. + || ON 533200000 | 533166200
Work Class RESRF/RESTOZREHAB
PSS Sponsor -
jecl* .
U PSS Owner Total | 5,382,000.00 | 5,848,873.00 4T,TT5.4T
FHWA Oversight* | State Funded
PSS Manager
Contract Type * Design-Bid-Build v
New Status Awarded (o equiv)  + | Programs
Companion Projects OTI Remarke Program Name Eligible Source

Key Number | Companion Type Pavement Preservation State

ALSO INCL SH55%, SEGMENT 001990, 10.5 3
MILES T | State Forces Other State Categories

EEIELEED o.oicnomore

Figure 40 - General/Project Screen Showing Project Description, Status, Budget and Programs
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Practice Exercise: conduct your own Advanced Search for Key Number 13361 and see if you can find the
following information from the General/Project tab:

1) What s the assigned Work Authority?

2) What Program Name is this project classified under?
3) What is the total amount of Expended PE?

4) What is the total Budgeted or Scheduled Cost?

PROJECT LOCATIONS

Click on the Locations tab. The section of the screen titled “Overall Project Location Characterics” provides
calculated factors for project length, number of lanes, and geographical distributions of the project across city,
urban and county boundaries.

The box to the right titled “Project Location Details” will contain segment and milepost information for each road
segment included within the project.

Key # Project Name * Program Year Project Status Mode District  Total Cost
13361 Fy14 OVERLAYS. ADAMS CO 2014 Awarded (orequ | Standalone | 3 5,382,000.00

General

Bu Wark Auth Obligation History Documents

Locations Scope Milestone & Tags

Overall Project Location Characteristics Project Location Details

sMP EmP

Segmant
001540

Total Project Length 312 Average Project #Lanes 2 CostiLane Mile 7655761

130.4 161

=3 -

Click anywhere here to view
location details

Type*  |Hwy-Standard v MPO* | None v

Mote - Update location
County % Urtan % City % Other Lands %

ADAME Naw

Meadows

Council

Figure 5 - Project Location Summary Screen

Practice Exercise: seceif

you can calculate the Cost/Lane e R 1= | & R veson | B S o
Mile from the other information e - a0 ke

FARme! 1127 Functional C305s) g incinal Artenl (..« |derscicion
contained on the summary screen: .
Total Cost, Total Project Length, Couty| ADAME |Gy NewMendoas |1ipan Rurs, pos. less | Federa Land
and Average Project #Lanes. T = — T e P Pt
When you are done, click [ [
anywhere inside the Project - = =
Location record to expand the 0 e B o o BE - i e € el oS
details. You will see this screen to
the right. - — — —— Tt ——T—T
If you had multiple locations for
the project, you could click on 4 b L
each location row to see the detail 7 e = R — - P

e.g. segment, beginning and
ending MP, etc.

Figure 6 - Location Record Details
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Also included is location data for bridges, railway crossings, and other geographic and juridictional information.

OTIS utilizes the Department Linear Reference System to map project locations where supported by the data. For
the location record shown for the example of Key Number 13361, click the Map It button. A separate web app
window will open and the Linear Reference System map will show that location. If the project has multiple

locations, you will need to select each location, open the Location details screen, and then click Map It for that
location. The project location is highlighted in yellow.

§ Hawm
i ey

it
-
i

motall

P

b

E

Larrail

Figure 73 - GIS / LRS Representation of Project Location for KN 13361

TIP: You close the web browser window containing the map to exit from it.
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Clicking on the Scope sub-tab, opens a screen that primarily displays the Work Class and Sub classes for our

project.

In OTIS, some key information appears on multiple screens. Work Authority and Federal Aid number also appear

on the General/Project screen.

Key & Project Mame *
13361 FY14 OWERLAYS, ADAMS CO
General Budget Work Auth Obligation History

Project Locations Scope ilestone & Tags
Key # 13361
Federal Aid # AD13(361)
WA # E123510
Budget Code 603523
GASE Type 5 v
Pavement Treatment Type | Select -
Map Received ~ Yes & No
Local 2345 Rewd ~ Yes & No
FFATA 1414 Rowd
SF Effective 2395 Revd © Yes & No
Strategy Select... v
Strategy Descriplion

Documents

Description

Work Class * | RESRF

Sub Class(es) *

Primary? | Sub Class

Program Year
2014

RESTO&REHAR

Mame «

= Plant Mix Pavement

Deficiencies
Deficiency

T Segment « T

Iz

Figure 14 - General Scope Screen

Project Stalus

Awarded (or equ

Begin Mile Post T

Mode

Standalone 3

End Mile Post

District ~ Total Cost

T | Route T

=

Practice Exercise: Using the Advanced Search results for Key Number 13361, what is the Budget Code for

this project?

PROJECT MILESTONES AND TAGS

Clicking on the Milestone & Tags tab, Key Project Name -
. 13361 FY14 OVERLAY'S, ADAMS CO
you bring up a screen that shows the
General Budget Work Auth Obligation

OTIS Milestones, Environmental
Dates, and PSS Milestones. PSS and
Environmental data is brought into
OTIS from the source databases.

Project Locations Scope | Miestons & Tags |

OTIS Milestones

Initial Board Approval 02122012

PS&E Obligated 02/01/2014
Award Obligated 05/01/2014

Final Date

Environmental Milestones
Environmental Decision
Env Decision Date

Env Decision Re-evaluation

History Documents

PSS Milestones
Charter Approved Actual
R Cert. Actual
PSE Submitted Actual
Award Date Actual
Closeoul  Planned

Actual

Program Year Project Status

2014

03122012
08/19/2013
A0/2372013

041152014

1172572014

Awarded (or equ  Standalone 3

Mode:

Project Properties

Property Name

Do Not Bill Indirect Costs on Project

Ungrouped Project

Figure 8 - OTIS, Environmental, and PSS Milestones

5,3582,000.00

District ~ Total Cost
9,382,000.00
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Practice Exercise: Using the Advanced Search results for Key Number 13361, answer the following

questions:

1) In what month was this project originally approved by the IT Board?
2) What is the submittal date for the PS&E package?

3) Was this project awarded?

4) If so, what was the date that the project was obligated for award?
5) Is this project Grouped or Not Grouped?

BUDGET SUMMARY

The next area to look at regards project budgets. Click on the Budget tab — this brings up the Budget/Summary
screen. This screen repeats some of the summary information shown on the General/Project screen such as

totals for Scheduled, Obligated and Expended by phases.

General Budget Work Auth Ohbiligation Hishory Documents

{ Summary | Program Details History
Summary Phases
Program Mame Eligible Source Active Total Scheduled Total Obligated Phase Scheduled Obligated Expended
Pavement B PE 50,000.00 50,000.00 4124951 *
Pressrvation State F 5,332,000.00 5.381,662.00
CE - 467.211.00 652596 =
Other State
State Forces A F - 467,211.00 CH 5,332,000.00 | 5,331,662.00
Categories = hal
Total 5,382,000.00 | 5,848,873.00 47,775.47

Date of last expense:

Multiple Funding : No
Cost Change :

Scheduled Cost

Search: Program @  Eligible Source «

Year PC BE PL RW LP urt CE CcC CL

Figure 9 - Budget Summary Screen

Practice Exercise: Using the Advanced Search results for Key Number 13361, answer the following

questions:

1) What s the total amount obligated for PE?
2) What is the total expenditures for this project?
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BUDGET DETAILS

Clicking on the Budget/Program Details tab brings up a screen displaying the following information for the
project: Program Details and Match Shares, along with Scheduled Costs and an Obligation Summary for each

selected program. There are two programs listed for Key Number 13361 — Pavement Preservation and State
Forces.

By selecting either Pavement Preservation or State Forces from the Program Name dropdown, the corresponding
Scheduled Costs and the Obligation Summary section will display.

Ky 2 Project Mame Program Year FmjactEtstus  Moce District  Totsl Cost
13261 714 OWERLAYE, ADWME 0 w44 4pmnded (oreq | Smndaone | 3 5.333,000.00
General Budger VTR Auin Coligabon Hisiory Doouments
Bummany Progmm Di=Salls Hisdory
Program Details
Frogram Mams Actioe| Elgicies Sgurce
i Shares
: Erares Rai= Type
Etate of idaha (7D 10000 | Cash :_
Eiwis Forrex = OfFer Sheie Caisgories Z T

5 Toka | 1000
B2 3 \ = G S

Program x Eliginie
Hame FPavement Preseyal... Egums Enabe. v
E‘:m s s have v swwowen 1-&. ves Shares Summary specifically for the

Pavement Preservation Program

P

Scheduled Cost - Pavement Preservation
Year | BC | FE | PL ﬂ't'l.' | LP | uT CE

W4

Tokad L] .00 L] .00 | LR ] o.oo | L]

47 ] k
/ B B

B

Obligation Summary - Pavement Presenvation

Obligalion Approval = & FHWA & ITD 7 Distic  FICH Incduded: " Yes E Mo

Year PC | PE PL i) LF uT CE oC CL

2014 - o=
Total L] a.00 [N ] 0.00 L] 0.o0 D o.o0 -DIE
ER) (L} 3

Figure 10 - Budget/Program Details Screen Spotlighting the Pavement Preservation Portion of the Project

Practice Exercise: Using the Advanced Search results for Key Number 13361, answer the following
questions:

1) For 2014, identify the Schedule or Budget amounts by phase for the Pavement Preservation program
portion of the project.

2) Identify the obligation amounts by phase for the Pavement Preservation program portion of the project.
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BUDGET HISTORY

Click on the Budget/History tab to see if there have been any Historical changes recorded to the project.

iy = Ercjmct Mams =« Frogram Yesr  Project Steths Mode Diawict  Totsi Cost

13351 F¥14 DVERLAYE, ADAME CO 2014 Mupzocted {ar e || BRsndakone 3 5,382 000000

Generml | Bedget | Work Acth | Oblgaton | History | Documents

Summery | Frogrem Cetals | History

Hiﬂtﬂr]r | el

Eligibie — . : Approvad Change
Yimar Frags Erogram KR Oid Wsius Say o Hmy ) Deit s ieitiaber] By

Figure 18 - Budget/History Screen
WORK AUTHORITY

Clicking on the Work Authority tab for Key Number 13361 displays the following screen showing the Work
Authority assigned to this project along with the dates the Work Authority was established and is scheduled to
expire.

ey = Froject Name - Frogram Year  Froject Stetus Mode Dix¥ict  Toisl Cost

13351 F¥1& OVERLAYS, ADAME CO o1s AvEEele jOr e0 || Exsng Bione 3 5,382,000.00

Genzml Budget WWork Aduth Obigatan Histery Documents

Work Authorities
& Add
) Dimi= Deie Federal Aid 7
Work Autharfty Number Status Extanished Expred iriber Comment
! ! ! 5
E1ZzE10 OPEN ZN43013 12121/5555 AIZ3E1) & Eai
. .;:'p o Il 1-1of 1 fems

Figure 19 - Work Authority Screen

PROJECT HISTORY

Clicking on the History tab shows changes to the project, for example through the annual Program Update process.

For Key Number 13361, the following screen shows a historical change record dated 7/8/2014 and corresponding
to the FY15-FY19 Program Update.

Key # Project Name * Program Year Project Status ~ Mode District ~ Total Cost

13361 FY14 OVERLAYS, ADAMS CO 2014 Awarded (or equ | Standalone 3 5,382,000.00

General =~ Budget | Work Auth | Obligation = History = Documents

History
Project Version Date Approved Change Submitted On | Change Submitted By Change Source Summary of Change(s)
———
1 07/08/2014 7/8/2014 9:07 PM System Program Update Draft FY12-19P... ¢ Compare

Figure 19 - Project Change History
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Clicking on the Compare button brings up the following summary of changes that occurred to Key Number 13361
as part of the Program Update process.

. . My
IS Project Comparison oris
S — Go To Key Number: Q Go

Home Reports = Advanced Search Obligation Request Change Request Scenario Admin »

Key Number | 13361 Project Name Y14 OVERLAYS, ADAMS CO Year 2014 Change Source History

¥ General Information (0 cnanged)h

¥ Locations (0 added, 0 changed, 0 removed)@
¥ Budget (0 cnanged}@

¥ Documents (0 added, 0 removed) h

.- ViewfAdd Comments

Figure 20 - History - Project Comparison Screen

For Key Number 13361, the above shows that there were no changes to the project’s Location, Budget, or other
project data as an outcome of the Program Update process.

PROJECT DOCUMENTS

Clicking on the Documents tab brings up the following screen showing documents electronically linked to this Key
Number.
+ Add

Documents
Document Name a T Document Date Y | Upload Date Y | Type T
Test Document for KN 13361 07M14/2014 07/14/2014 MS Word

(< @ ST 1-10f1items

Figure 21 - Project Documents Screen

Clicking on the Document Name brings up the following screen:

Documents
Document Name a T Document Date Y | Upload Date T | Type
Q 1-10f 1 items
Document Details

Document Name * Test Document for KN 13361 Upload Date Taz20m4

Description * | Test Document Document Date = 7/14/2014 =)

. Document Type * | MS Word v
File Upload * Select.
~ OTIS Testdocx
I O R

Figure 22 - Document Details Screen

Clicking on View Document brings up the document using the correct viewer, in this case using Microsoft Word.
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I

OTIS REPORTS

OTIS includes a number of ‘canned’ or pre-developed reports. Navigate to the Reports section by clicking on the
Reports main menu tab.

The list of reports display, 25 to a screen. The notation in the lower right corner indicates there are 28 reports to
choose from. A slider bar along the right side allow navigating up and down through the report list. In the lower
left corner, arrows and page number buttons allow navigating to the second page of report.

Reports

MName » T | Description Y | SSRS Report Mame T
Performance Metrics (PJT} Performance Metrics (PJT) 0OTIS019_Performance_Metrics PJT # Edit DT ; A

elete

x
Performance Metrics - Dynamic Performance Metrics-Length Of Time Per Workflow - Dynamic OTIS019_Performance_Metrics D # Edit o

elete
Performance Metrics - Dynamic . : _ : x
(BJT) Performance Metrics - Dynamic (PJT) OTIS019_Performance Melrics D... # Edit Delete

®
Periodic Savings Balance OTIS040_PeriodicSavingsBalance # Edit

Delete
Program Update - Projects Lk ot s e i it = it OTIS039_ProgramUpdate- T ®
ist of Projects that were cancelled/remo om a ram 2.
Removed/Cancelled ek g d ProjectzRemoved o Delete
é Project List Repori Project List Report Description OTIS020_Projectlist # Edit DT .

elefe
Project/Comidor Funding Plan ProjectiCorridor Funding Plan OTIS011_Financial Plate_Report # Edit ‘
STIP OTIS026_STIP_Report # Edit ¥

Delete

= B
STIP Ay ent Supplement OTIS028_STIP_Admendment_Su... # Edit i

elete -

" -@2 »m é 1-25 of 28 items

Figure 23 - First Page of OTIS Reports List
As an example, let’s select the “Project List Report” by clicking on the report name.

This brings up the report criteria screen for this report.

Reports
Choose Program Year range starl | <Select a Valus> El
Choose a District Rl Project Status: £
Report Toag: | Major Program »

Figure 24 - Report Criteria Screen for Project List Report

This report requires the following variables:
e  Program Year Range Start
e  Program Year Range End
e District
e  Project Status
e ReportTag
e Major Program
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For the report, the Program Year is set to “2014”, the District is “3”, the Project Status is “Awarded”, the Report
Tag variable is set to “Ignore Report Tags”, and the Major Program is set to “All Programs”.

Reporis

Chopose Program Year range start | 2014 EI Choose Program Year range =nd
Choose a District 3 hd Project Status:
Report Teg: Ignor= Regort Tags i Major Program

[=]

Awarded (or eguie.}

2014

Amronautics, Federal-4id, Local |w

Figure 25 - Project List Report Selection Criteria Set

Once the criteria is set, select “View Report”. Using the criteria supplied, the following report is generated.

Controls at the top of the report allows navigating forward and backwards through the report. A “Find” search box

facilitates searching for text strings in the report output.

Reports
-
Choos= Program YWaar ramge start | 2014 [] (Choo=e Program Year range mnd | 2014 [=]
Choos= a District 3 ks Projmct Status: fowarded (or =gquiv.) w
Rmpart Tag: Ignore R=gort Tags v Major Program A=rorautics, Federal-Aid, Lozsl | %
H 4 otz b Bl 8 apnet e B &
' !! lS Project List
Report Id: OTISO20
Farameters: Program ‘ear range=2014-2014 Districi=3 ReporiTag=lgnore Report Tags Status=Awsrded (or equiv.)
Key  Program Primary PrimaryBeg PrimaryEnd  Proj Proj Project
Mo Year Federal Aid Number Route  Name Segment MP MP Length Lames Sponsor Status D
sazl 2014 B00g(821) 34 EBROADWAY AVE IC, BOISE 001010 5409 55.120 103 0 STATEOF IDAHO  Awmarded jor 3
(1D} agui}
9822 204 S003(822) 24 GOWEN RD IT, BOISE 001010 56.31 57.350 1404 0 STATECF IDAHOD  Awarded (or 3
[y eguh.)
10938 2014 GO10{335) 34 MERIDIAN RD IC, ADA GO 001010 43.55 44880 102 STATEOF IDAHO  Awmarded jor 3
Ly agui) =
Figure 26 - Project List Report Output
“ues ” . . . e
Next to the “Find” search box, there are icons for exporting and printing the report output. B & &
¥ o

If you select the diskette export icon, you get the following drop down which allows a

selection of export file types.

Report |d: OTIS020

Parameters:

Program “ear range=2014-2014 Districi=3 ReporiTa

- @ &

(ML fil= with report data i

ormma delimited)
Acrobat (PDF) fil=

MHTML {wel anchinne])

Figure 27 — Print Report Export File Formats

Eoce
TIFF fil= [E—
Word =Hwa
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———

Although standard Microsoft print functionality is provided via the printer icon, the recommended printing
approach is to i) export the report to PDF format and ii) review the PDF file and then if hard copy printing is still
required, to print from PDF.

As you become more experienced with using OTIS and running reports, you may wish to add frequently used
reports to your OTIS Homepage using MyOTIS. Just check off those reports you wish to include in your Homepage
list and click Update Profile.

Favaorite Reports

[[] Schedule ¥YTD - With Match Enfities

[[]1 Schedule ¥TD - By Scenario T | Comment
[C] ProjectfCorridor Funding Plan

[ Performance Metrics (PJT) Il Merge

[]sTIP

[] Scheduled vs Obligated

[712101 Print Preview

[1 STIP Ammendment Supplament

[[] District_Schedule_Shests

[[] Appropriation_Reconciliation_Report

[[] Grouping Code Usage

[ Obligations for Final ear End Reconciliation
[[] Performance Metrics - Dynamic (PJT)

[] Obligation YTD RGDDI'TS
[7] Periodic Savings Balance

Tl Routine Review Does this show up an

0TI Review - Obligation

[[1 Performance Metrics - Dynamic Name

[ Appropriation Code List Project List Report
élj Project List Report

[[11414 Report - Changed Project

[1 Board_Program_Sheets

[[] Performance Metrics

[[] Schedule ¥TD - Approved Projects

[[11414 Report - Mew Project Summary

[ Appropriation_Code_Balance-Transaction

[[]10A Balance

[C]1 Program Update - Projects Removed/Cancelled

[] 1414 History

[ Grouping Code Definition

Figure 28 - Favorite Report Selection List from MyOTIS Figure 29 - Project List Report on Homepage

OBLIGATIONS

The Obligation tab in OTIS provides the ability to review prior obligation activity and to initiate new obligations.

The Obligation Agreement Summary section shows obligation amounts by phase by year.

The Obligation Agreement History section differs from the Summary section in showing an issue-by-issue
accounting of prior obligations.

The Summary Project Total Obligations section provides a wrap up of obligation and match amounts by
apportionment code.

The green New Issue button in the lower right corner is used to initate a new Obligation Request issue.

The following screen shows the obligation summary and history for Key Number 13361.
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(o ——

Eey £ Froject Mame < Frogram Year FProject Sistus Miode Diz¥rict  Toial Cost
13361 F¥14 DWVERLAYE, ADAMSE CO 2014 Avesecied (or eq || Efandakone 3 5,3E2,000.00

Geneml | Sudget | Work Auth | Oplgeson | Histoy | Documerts

Obligation Agreement Summary
jApproval:  FHWA @ MO 7 Disicte FICGR Inoludad:  Yes 7 Mo &
wmar T|cE T|cH T | Totsl T
ioia 4E7 211.00 5,231 ,652.00 5,758, 873.00 f
=) “BIIM I'H pE= 2 ‘iliﬁiiﬂ =—F
Obligation Agreement History
=¥ T | D= Approve T | Fiscal Year T | Toial Amount T | Fedeml T | Eabe T | Offer T | Maich Enilies
PZ LS4 s I1Z,E0E.00 - 154,120.00 184E5.00 | STATE, BUADGEETED
P I LS4 i 5.55€,265.00 = 5,137.542.00 44E,T32.00 | S3TATE, BUDIETED
i = s S B e
Summary Project Total Cbligations
WAEw T | Apo Code T | Ratio: T | Tokal T | Federal T | Eni= T | Other T
LINKHOWH ETod 0.00% 5,331.6e2.00 - £33 5200
LINKHOWN ETFD 0.00% 517 z11.00 = = 517.211.00
. g . I3 4.2 m
+ Meow s

Figure 30 - Obligation Summary and History Screen

WRAPPING UP

PRACTICE AND QUESTIONS

At this point in the training, its important to spend some time in practice and should include the following topics:

e  Project Lookup with GoTo Key Number and Advanced Search

e Reviewing Project Information Including Budgets, Scopes of Work, Locations and Obligations
e  Extracting project information to exported files

e  Running Reports

e  Modifying the MyOTIS Environment

This is also a great time to ask questions that might dive deeper into areas you will encounter on a daily basis.
OTIS TROUBLESHOOTING

OTIS utilizes a web application centralized processing model and does not rely on decentralized data servers
located in district offices. All data communications flows to the ITD data center located in Boise and web
applications and reporting servers are located at HQ. This should permit acceptable response time for all OTIS
users, but there are certain cases and times of the year when there may be a high level of contention for server
and database resources.

In reacting to perceived system slowdowns or inordinately delayed response times, a good start to any
troubleshooting is to discern whether there has been a system failure or users are experiencing slowness because
of increased demands on the system.
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For ITD internal users, since the same network is used for OTIS as for email and AMS, a good initial step in
troubleshooting any apparent OTIS problems is to check whether email or AMS also appear to be affected.

For ITD external users, an easy way to validate OTIS connectivity in the event of an OTIS application failure is to
check whether the ITD website at www.itd.idaho.gov can be accessed.

In either case, a first line of support to assist in trouble is the ITD ETS Service Desk at Service.Desk@itd.idaho.gov
or (208) 334-8175.

Every effort has been made during OTIS development to ensure the accuracy of OTIS in performing arithmetic
calculations related to ITIP financial operations such as obligation requests. What appear to be mathematical
errors — especially in the early stages of OTIS use — should be reported immediately to OTIS business system
administrators at ITD-OTIS@itd.idaho.gov.



http://www.itd.idaho.gov/
mailto:Service.Desk@itd.idaho.gov
mailto:ITD-OTIS@itd.idaho.gov

OTIS USER MANUAL
APPENDIX
Cross-References to Project Tracking Screens

(A]

:j-l File Edit PITView [Insert Format Records PlTTools  Window  Help

N @AY &a@n R )
Search For Program Year: |2014 Chapter: |10
Key No.: [13351 - ; . S :
Conztruction Cost: |45 3232 Oblhigation Date: [02/2014

Obligation Status: [PSLE [or equiv] - | Obl for Award Date: [05/2014

Key Mo: Route:
ey No:| 13351 outez]US 55 |:| Project Status: |Awarded [or equ - 0TI Close Date:

District{3 | Work Auth:[E123510 |

FA ND.:|AD1 3361 | Public Land: Tag KeyNo for Special Reports:
s : |:I RprtTag - LastUzer -
punsnr.lST.&TE OF IDAHO (ITD) LI Mt Fulesl:|:| Do Mot Bill Indirect Costs on Praject =] JFinch
Location: [FY14 OVERLAYS, ADAMS CO | Indian Resv:[ -] 1Al Keyphlos

Remarks: |ALSE| IMCL SH55, SEGMENT 001330, 10.5 M| Dist Eumment:|

Appropriation

Program: Code Ratio Rank
MO0 - ||F'avement Preservation | 4 STO0 - o 1 |« Federal Aid Limit
Eligible Source: STROR o 10
* - o 1« -
|State ;I [Enter in dollars)
Record: M 1ofl L Search
Budget & Obligations Summary Exit

PJT 1 - Main Info Screen for Project

@ Transaction Entry For Projects - Project Tracking Application
::‘-l File Edit PITView Insert Format Records PlTTools Window  Help

U HAV &= 2l CEY B = - @QF
Key: 13361 Program: 100 Pavement Preservation
Entry Initials: El Type: |B - Minar increaze within rd Eligible Src: |?D-State ;I
Approved Date: [6/16/2014 |4 Prog Status: [Active -
Entry Date: (£/16/2014 45411 PM | Fed. Ratio: [0.0000 [ |
Scheduled ($000s) to BA16/2014
Year PE PC 1k uT CE CH Total Year MatchSource Ratio
RE 0] 0] 0] 0] 0] &332 5332 [ [ 2004 [STATE OFIDAHO(ITD) | 1.000q]
*| [ o] 0] o] o] o] 0] ol %[ | | c.oaoo]
1] 1] 1] 1] 1] ek japeicrl
Obligations [$000z) to 6/16/2014
Year PE PC AW uT CE CN__ Total —
p| 2015 i 1 i 0 50 1 50 ""
2014 1] 1] 1] 0 1 [EEE] 5332 £ FHwiA,
2012 50 0 0 0 0 1 50 & 11D
" District
50 1} i} 1] 50 5332 5432
TH Prog &0 0 0 0 0 B2 5a®
F& 0 a a i ] i] ]
e Sl l:l Trans. Memo: [2107 Issue 4 | Recalc TP

Action Memo: |$50k offget provided from KN 11052 |

New | To 21 |

1of8 Previous | Earliest Delete

PJT 2 — Budget Detail Screen

Appendix - i
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@ Project Management Data - Project Tracking Application

§| File Edit PITView Insert Format Records PlTTools Window  Help

- AW RAV & B g By B == k- @F
=
PrOjECt Dﬂta KeyNo Performance Measures Exit |
Update 6162014 |KeyNo | 13381 |Year |2|:|14 |Chapter Status [Awarded (or equiv_~ | Budget Code [603523
|Location |W140UERLAY5,ADAL15|:0 | County % Project Totals RoadSeg [ 001540
FANo.  [AD13(381) | cCot [apams  ~][ 100%] PE$ BegMP | 135.400

Wrk Auth [E123810 I | co2| =] o PE Con §

Route Usgs | =| District Col -] 0% RV § Length 35.150
RiType DFunctCIs [02 -] oversant [ -] Co4 - 0% Util § Rail #
# Lanes Sponsor [STATE OF DAHO (-] Cos -| 0% CES 517 | RR_Rank

EndMP 161.000

el
IARINICEEE.

Remark [ALSO INCL SHSS, SEGMENT 001990, 10.5 MILES | Const 3 Bridge #
DistCom | | Prog StiLoc |70 - Total Brindex
Indian Resv | ;l National Forest | ;I Pavindex
Public Land | ] Cong Dist(s) (Ada Co) BcRatio

Wkels [RESRFRESTOSREH =] CompFa [0 |  MulFig MinrFlg [T ] Aqstip [ | IniDate
SubCH  [PimcPay <] CompKey! Multkeyt [ |CirRFig [0 |RegsStip EUBD“E
SubCi2 | | CompKeyz [ | Muitkeyz [ |CirGFig [0 ] Mpostip [0 Aveard
SubCl3 | <] Comekey3 |:| MultKey3 I:lPavFlg Eﬂthstip DCDmplete :
SubCl4 | <] Compkeyd [ | Mutkeys [ |CostFig [0 |Envstip =0
SubCls | ] CompKey5 |:| MultKey5 |:|mh5.aq Distl‘-‘riu:u E

SubCl6 | | Mumber of [Projects [ ] urbanCode [Rural, pop. less than 5,000 ~]
SubCI7 | -] Humber of | | | FIPSCode  [New Meadows -]

lAppend Changes
[to 2101 Remarks

Concept
Program: Eligible Source: Hwy Programming Comment
4 |Pﬂ vement Prezervation LI |5tﬂte LI | |
|5tate Forces ;l |Dth er State Categories ;l | |

il | =l |

Record: W 1of2 FE MR | o Filte Search

PJT 3 - Project Data Screen

Appendix - ii
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@ View Previously Approved 1414 - Read Only - Project Tracking Application

:El File Edit PITView Insert Format Records PMTools Window Help
o o ABC, - -
£ o N e "’_EI-’?E—AQ-Q‘-'
View KeyNo| 13361 - PREVIOUSLY APPROVED PROGRAM KeyNo 13361
Date| 7/16/2014 Route Us 95 Fed Aid Route 11027 District 3
Fiscal Year| 2014 Project No. AD13(361) Project Name Fr14 OVERLAYS, ADANS CO
Segment Code 001540 No. Lanes 2 Length 3515 Cust.l'Lane-I'u'IiIe| a4 Functnl Class| -
Beg. km/MP|  136.400 End km/MP|  151.000 Type Work 7 - RESURFACE/RESTORE/REHABILITATE/WIDEN -
SubCles (1-3)8 - Plant Mix Pavement - |0- ;IIJ - -
SubCls (&-7)f0 - ;lu- ;|u- -o- -
Sponsor STATE OF IDAHD (ITD) - | Budget Code| 603523 Bridge#| RR Crossing#
Lifetime Totals PE PE Cnstt RW Ut CE Const Total Make Changes | Print
(5000s) 50 0 0 0 517 5332 5,899 New/Unsubmitted | Exit
Program:[100 - Pavement Preservation -] Last Action| E/16/2014 To 2101 |
Scheduled [$000z] Hard Obligations [$000z] from 2101
Year FPE FEL HW Ul LE Lonst Total Year PE PEC Rw Uul CE Const Total
Prev O 0 0 1] B0 5331 &543 Y EE 0 1] ] 0 ] ] ]
2014 0 ] ] 0 0] 533 [ 5331
202 a0 0 0 i] i] 0 a0
Total 50 i} 0 0 0 5332 5352 Total 50 ] ] i B0 5331 &43
First | Previous | 1 of 2 Fundz Mext | Last | Match Specs | New Fund | [elete Fund |
County and % (1-5)] 02 - ADAMS ;|1uu%| 00 - «[ 0% | 00 - ;| 0% | 00 - ;| 0% | 00 - ;l 0%
Reservation ;I Public Lands ;I Mational Furest| -
Companions (1-5)| P353 (M) /RO @O
1414 Histo Print History |
Approved Amount Comments or Major Change Reference
M|[ 262012 | 5110 [Add to program, Offset by KN SEQ30 |
[e21/2012 | 5230 [incr 5130k, offset from KN 11573 |
[10//2012 ] 5201 [F¥13 Program Update per 9/20/2012 Board action |
[10m/2013 [ 5,048 [Fv14 Program Update per 8/18/2013 Board action |
| 22502014 | 5,636 ||::-er TD-2101 lssue 2; obligate const for State FY14, 3118k from KN 13353, MD-1414 Appr 02/13/M14; $359 554 from KN 122|
[srzar2014 | 5,843 [per MD-2101 Issue 3; for Detailed Estimate, increase offset from State FY2014 year-end |
* | [ I

PJT 4 - 1414 Project Change Request Screen

Appendix - iii
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[A] frmrTo2101 - Project Tracking Application
:§| File Edit PlTView Insert Format Records PlTTools Window Help

4 A0 &Y 9 Vv oA e - @R
KEY[ 13361 - wA[  Elzsein - FA No.| ATI3(361] ;ﬁlwy Type] F -] FHWA System| N~
Eounl_l,l| (003)40AMS-100% FIPS Eode|55890 -
District] 3 [Budget Code] E03523 [ Location| US 95, Fr14 OVERLAYS, ADAMS CO Urbanized R~
Auth. ¥1.[ 2014 [Inventory Route No.| 001540135400 [Beg MP] 136400 [End MP] 161.000 [ Length] 35.150M [RWDate| 6/20/2013
SF Cost Effeclive| ;ICong_Disllicll 1 | FHwWA Dvetsighl| ;I Env Decisn| | ;l Enw Verificalion|
Indian Flesv| |Puh|ic Lands| | Forest Hw_v| | Showr
F5 Type I:ode| 5 ;I Type of Work| RESURFACE/RESTORE/REHABILITATE AWIDEN | Donalion|_| | Description
2101 Transactions RueA | RuleB | —===
Fct. |lssuelt| Date Imprv | Description Prog | Appr [Appr | Participating |State Funds/
Type IC Grp Hon-Participatin
PE - 1 02116412 15 = |StateForces = ] 100 - STFO| 1 0.00) 50,000.00 e
CE - 2 02/25/14| 17 = |State Forces =] 73 =l 5TFO| 1 0.00) 448,723.00 rlaf
CH - 2 02/25/14| 04 = |Conbract work ] 100 - 5700 1 0.00) 4,487 232.00 rlaf
CH - 2 02/25/14 04 = JContract Work = [JContingency 00 -§stoof 1 0.00 224,362.00 rlaf
[ 2 02/25/14| 04 = |Cortract Work = [ non-bid items 00 - 5700 1 0.00) 425,348.00 rlaf
CE - 3 05/29/14| 17 - |StateForces - ] 73 | 5TFO| 1 0.00) 18.488.00 rlaf
CH - 3 05/25/14| 04 = |Conbract Work ~ ] 100 -§s700| 1 0.00) 184,876.00 rlaf
CH - 3 05/29/14| 04 = |Conbract Woaork = [ JCaontingency 100 ~§sSTO0| 1 0.00) 9.244.00 rlaf
p|CC - 4 06A16/14| 04 = |Conbract Work =[] 00 - s7o00| 1 0.00) 50,000.00 mg|
* - 0 - -~ -
1 4
Appr | Calc. Total Est. Federal State Share | Other Share Hon-
Ratio Cost Share Participating
B [STFO 0.00) 517.211.00 0.00) 517.211.00 0.00) 0.00)
5T00 000 5.381.662.00) 000 5.381,652.00) 0.00] 01.00] Print 2101 Firt Ta: Key No Appr
forKeyNe || & piter | 13361 Balance
Partial € Seeen | [s5UE View
Print 1 Program
[Totals [ 0,00 5,698.575.00 0.00] 5.895.573.00] 0.00] 0.00] —_—
Information per Issue
Information per Issue
emarks Issueﬁlzl Original [ Bill Indirect Costs? ‘Yes [ Mo HatelW‘ [ ] Fa Mo,
This project is being revised to INCREASE total costs by $50,000.00 of 5100 funds for Program Federsl A Lt | A013(361) [~]
CC to pay for conzultant inspection. wark Autharity
$50k Dffset provided from KN 11052, ACTION DISTRIEUTED FROM STATE Fr215 | E123810 -1
Donation Aationale
Initiator /D ate || ITD Requesting Official /D ate || 2PM Reviewer/Date | Obligation Purposze
| [ MICHAEL GARZ, EM i | | Dorina Hunsinger ;l [ Post-awardincrease =]
District Posted BA2/2014 B/13/2014 Prior-vear?[w]
Financial 5 ervices/Date I OTI Reviewer/D ate Il FHw/& DfficialTitle/D ate |
S v | MO ALTION TN FMIS, N/E: =1
6/16/2014 ITD Posted[w] 6/16/2014 FHiwi& Posted)w]
FHwi4
i Responze
Approved ~
~ MjProgram |57 on SHS id|
Latest | Next |’m Previousl Earliest | Fr: [2015 ][ ApprCode FedDoc # Total Dbligated ?:';'%s;'c| D[T[:els |
= )|STDD Jun 2014 0.00
Hew | Delete | E xit | Last Changed By hmoore

PJT 5 - 2101 Obligation Request Issue Screen

Appendix - iv




OTIS USER MANUAL
APPENDIX
Cross-References to Project Tracking Screens

@ Project Milestones - Project Tracking Application
B File Edit PITView Insert Format Records PlTTools Window  Help

- A0 @RV # s - A & = =5 -

Enter Project Milestones

Project Milestones

éEnter Proj. Main Milestones

Edit Milestones

Edit Main Milestones

E:x<it

@ Project Tracking Application
§| File Edit PI/TView Insert Format Records PlTTools Window Help

- AR @AV £ B J Y M= - QP
e e e =R =) - S
Search For _
Kep No.: 13361 - || 13361 Status: Awarded [or Route: U5 95 FY: 2014 C Cost: $5.332 E nvironmental Clearance
Dist: 3 FA No.- |,-_~,'|:|-| 3361 | Tag KeyMo for a Special Report ~
. FiprtT ag = | Lastlser -
poCation: |FY14 OVERLAYS. ADAMS CO | Do Mot Bill Indirect Costg on Project. = JFinch
WA: E123310 Sponsor: STATE OF IDAHO (ITD] * AlKeyMos
Original Revizsed Actual -
: Schedule Schedule Approved
Milestone Date Date Date Remark
P |500 - Right OF Way Cleared j g/20/2013
550 - PSEE Submittal j | | | |
RO0 - Bid Opening j| | | 4172014 | cH#13353, Apparert low bidder award &pril 4 =
E25 - Contract &ward j| | | 44152014 |AWAHD
& | | | |

Exit |

PJT 6 - Project Milestone Screens
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@ Reports - Project Tracking Application

::,:l File Edit PITView Insert Format Records PlTools Window Help
e N ) 2l &l A v 44 = - @ F
Select report to print: General 5election Criteria [a project must meet all criteria to be displayed)
"‘D"lg'l?smﬂe H\??%ﬂ Match ITD-2101 ]‘ Transaction Districts: MPO Area: — - ITIP Selection:
igations b atc g kS Dutput to: Fizcal Years: Date Range: — -
Obligations ¥TO F& Onlg (TD-2107] -~ DetasitPiiner | | Frome [ 25141 || Frome— 755 A1 & All Projects _
Quarterly Balancing Releazes - - | | | g ~ |nside " Individually Listed Projects
Quartsry Balahcing Increases {* Screen To: [ 2018] To: Z7omda | L  Outzide ™ Grouped Projects
Apportionment Reconciliation B eport _ w4 CISTIP Header [JApproved
Schedule YTD widatch (ITD-14143) []Report Header  []Show No Details w| 5 | Limit to Tag:
t [tatch | 7/18/2014)
PE Scheduled vz Obligated CJExport to Excel E ||AlKeyMos - I Bal Fomt
Rw Scheduled vs Obligated h=t DBalance ooter
CM Scheduled vs Obligated 4 One-Liner Mo =
Project List — . — " - —
Diistrict Schedule Sheels j ITD-2101 Criteria _Scheduled Budget Selection Criteria Milestone Report:
pproval P Project Status: Show PREL? |:I
Description: £ FMIS L DBW'DP"“BN_ Phase Costs:
Report shows State-Funded projects £ FHwa »| PSEE [or equiv) _ f Yes ("No (" Only None 2 |
and their unexpended obligations o IT_D_ | Awarded [or equiv] G : Heading: - -
[zamyover) from the previous fiscal ™ District _| Project Clozed upplement Heading: | g4ting Options:
vear. Ub}ggﬂlons f[mﬂt thﬁ,lprewous - | Horizan [ - [¥ear, District, KeyNo ITIP Sort) |
vear are held constant while i
expenditures are reported to date in | Removed [ *vOE Dollars
order to show our utilization of - -
canyover on b : ) Grouping Options
_Financial: Search
*  Program Grouping [Highwsay Program [System) -] Edit |
" Eligible Source Grouping | = |
" Appartionment Grouping | _| |
Other: [ -1 Report
= | =l |
b | M | Exit ‘

PJT 7 - Report Selection Screen
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IF in doubt, use the default [blue] options. Invalid options for a given report are ignored.
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Cross-References to Project Tracking Screens

[A]] TD-2101 Routing - Project Tracking Application

B File Edit PITView Insert Format Records PMTools Window Help

- B BRY a9 8 r 4= E-0f
Department to View E-tail to:
View 2101 | Exit
Key No.  Issue # FA No. Work Authority DatesTime Sent Sent by: Comment

DN E 1-80-1(055)26 | 1B01040-Closed  [4/25/2002 11:57:33 AN | FHWA (5 Healy) |History to match Final Voucher
ponde | 6 | ID--80-1(074)51 | B01410-Closed | 6/3/2002 8:15:58 AM || Approved (S Healy)  |Final Voucher
oon4s | & |  WD-90-1(075)81 | 1881380-Closed | 6/3/20021:27:32PM || Originator (N Edl) | [Final Voucher
oooss | 18 | ID-@o-1(083p6 | B21020-Closed | [5/30/2002 10:00:30 AN | OTIReview (N Edl) |Final Voucher
poos2 | 12 | D--80-1(101}16 | 1B31050-Closed | 7/18/2001 3:25:28 PM | FHWA (K Smith} |Final Voucher
oo088 | 22 | NH-CM-3250(101) | Po23750-Closed |4/11/2012 10:26:26 AN|  AMS Entry (G Lough)  [Final Voucher
00142 | 27 | STP-F-4171(003) | P922380-Closed [11/15/20072:34:27 PM|  Originator (N Edl)  [Final Voucher
oosa¢ | 7 | m-so-1q11epz | 1B01280-Closed  [7/26/2001 8:38:27 AM | FHWA (S Healy) |withdrawm
ooste | 26 ] I4-30-1(190)10 | 1851510-Closed | [5/24/2011 9:18:48 AM | AMS Entry (G Lough) | [Final Voucher
00556 || 35 || STP-BR-5726(100) || X011360-Closed | [7/10/2014 12:47:01 PM|  AMS Entry (H Moore) ||
00557 | 26 | BRS-5725(007) | XB11020 [l021/2013 7:2243 AN AMS Entry (H Moore) ]
posse | 17 | BRS-5726(008) | x811010-Closed |3/12/2013 9:58:48 AM||  AMS Entry (G Lough)  |Final Voucher
posse | 19 | BRF-STP-5152(025) | PB31030-Closed |7M9/20027:22.40 AM | FHWA (S Healy) |Final Voucher
00885 | 31 | NH-STP-F-IR-3112(033) | PB03160-Closed [7/30/2002 12:53:58PM|  FHWA (S Healy) |Final Voucher
00588 | 25 | NH-3271(025) | PB03120-Closed [4/28/2011 12:31:20 M| AMS Entry (G Lough)  [Final Voucher
CEEEN E NH-4113(055) | Po92520-Closed |7/31/2013 8:33:47 AM | AMS Entry (D Walters)  [withdrawn
00713 || 38 || STP-NH-CM-F-5116(026) | P871260-Closed [10/30/2009 8:16:57 AN|  FHWA (G Lough)  [Final Voucher
00717 | 31 |  WH-F-5121(018) | P871250-Closed [4/24/2007 12:11:28PM|  Originator (N Edl)  [Final Voucher
oo7s7 | 15 | NH-1481(037) | Po25230-Closed |6/13/2012 8:10:44 AM||  AMS Entry (G Lough)  |Final Voucher

PJT 8 - 2101 Queue Status Screen

@ Key Field Search - Project Tracking Application

iE5] File Edit PITView

B -

A0 @RY

Insert Format Records

i =

ElTTools

Window Help

\@‘/é’anl‘E'eﬁ

Filter data by these criteria:

Partial matches are possible

box. Right-dick on fields of interest for additional filter and sorting options.

Multiples per KeyMo and partial matches are possible

Check a criterion to limit projects displayed to that chosen in the corresponding combo

Clear | Exit |

KeyMo: . AL FA Mo, Status: Dist: Route: County 1@ Segment:
[13381] =] i | i | [2015] sooo: B I | | | -] BegMp:
O O o 0O O 0O O O O
[ 13381 [E123810 [a013(381) [Us 95, FY 14 OVERLAYS, ADAMS CO [2014] 5,899 [varded{orequ] 3 [ U535 [ADAMS  [001540 [ 136.4 [STonSHS |

PJT 9 - Key Field Search
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@ Project Tracking Application
::1:| File Edit PJTWiew [Insert Format Records PlTTools Window  Help

Y Y Ao B=s8 0f

SO e [1Z3T -] Status: [waded orequi] -] Route: FY:

Program: |ST on SHS ;I
Dist:[_| Sponsor: [STATE OF IDAH0 (ITD] -] FA No: |A013(361) |
Location: [Fr14 OVERLAYS, ADEMS CO | Wik Auth: [F123810 || |
Date Work Authority Date Work Authority FA Mo. during D ate
| work Authority: | [ WA Suffix | Established Expired Range
¥ [E123810 | -] [ 02147208 [ 12/31/9939 [A013(361)
# [ | -] 0771672014 12/31/9995 [

PJT 10 - Work Authority Summary Screen
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