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Instructions)
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Date Revised: ----

Note: Some sections of these instructions are currently incomplete. However, this version has been published in order to get as much information out as possible.
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1 - Basic Navigation




The “My Account” button takes you to the page where your agency’s Infotech account is managed.
The menu bar on th/glleft contains the main navigation tabs. \

|
= A  wvaccount  Locour

Projec]

MY PROJECTS Projects

- coas o
Pro tip: il

Projects statuses are located here.
Find Project o Click or tap to select a different Status: Under Construction v -_T;" Advanced
status than the one showing.

Dismiss.

Under Construction

e

© ProjectID Description
SYSTEMMGT
03-C003-062 (imperted 03-C003-062 a8
th
11-C011-071 -S- —-5E-11 -
O RORT OAT ~011-071 (ifmported STP-S-COM(71)-5E-11 - 294 [+ |
0 36-C036-074 JSON TEST/FINANCE (ifipored n
BHM-SWAP-1827(684)-5A-82-1 12345 Reconstruction 2 ﬂ
BROS-C004(103)--8J-04 - 35135 et Over Trib to Soap Cr. From 314th Ave. West 0.3 Miles on N Line 522 T70 R16. ﬂ
BROS-CO78(111)--FF-78_Payment for Multiple Sections 0 Date 4/21/2020 n
BRS-C036(74)--60-36 - AcctlD Letting Date: 04/01/20 u
BRS-C036(74)--60-36 - AcctiD_02_Central01 Description: RCB culvert replacement over Plum Creek Letiing Date: February 21, 2017 a

When a project is complete, use this button to archive it.
The Status area will show which types of projects you are actively viewing.
Use the pull-down menu to change between New, Under Construction, Completed, Archived, and Favorite projects.




2 - Accessing Your Project




A. Project Listing
To navigate to the desired project, select the project from the list on the main “Projects” screen.

B Projects
ey My Projects Create Project | Import Project
A Find Project Status: Under Construction ~ 3=
REFERENCE
DATA
Under Construction
© ProjectID Description
SYSTEM MGT
03-C003-062 (imporied 03-C003-062 H
th
08-C008-079 (ipaaed BROS-SWAP-C008(79)-SE-08 - 36477 Letting Date: January 22, 2020 (]
11-C011-071 (impored STP-S-CO11(71)-5E-11 - 29427 - USING TO TEST BALANCING CHANGE ORDER AT CLOSE-OUT n
15-C015-065 (iraporied BRS-SWAP-C015(65)-FF-15, Acct ID: 36986, Letting Date: July 21, 2020 [+
21-2912-601 (imported BRS-SWAP-2912(601)-FF-21, Acct ID-37099 ﬂ
25-C025-118 {imponied FM-CO25(118)-55-25: Acct ID 37059, Letting Date: August 18, 2020 (]
BROSCHBP-C03%(93)-GA-39, Acct ID-37106 and BROSCHBP-C015(71)-GA-15, Acct ID-37105 u
54-C054-117 (inponed ggz%—CHBP—COEA{‘H 7)-GB-54, Acct 1D: 37045, BROSCHBP-C058(61)-GA-58, Acct ID: 37046, BROSCHBP-C092(109)-NC-92, Acct 1D: 37047, Letting Date: August 18. u
CO054-117 W Cimperet Washington County BROSCHBP-C092(109)-NC-92 - 37047, Lefting Date: August 18, 2020 a8
86-C086-060 - 31961 Gladbrook Bridge Replacement Letting Date: October 21. 2014 a8
BHM-SWAP-1827(684)-5A-82-1 12345 Reconstruction Bridge Deck @ Help [+




B. Project Overview Page
Once you have clicked into a project from the main project listing screen, you will be taken to the selected project’s “Overview” screen. There

are a number of summary blocks (“widgets”) on this screen which show the basic project information. Many of these widgets will update to
show current statistics as the project progresses.

Projects / 86-C086-060 - 31961

86-C086-060 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Overview ﬂ

General Info Complete Financials To Date
ALL REPORTS
m Created By Project Manager
Nicole Stinn Nicole Stinn $0.00 $0.00
DAILY
S Managing Office Prime Contractor A AAAos R Amount Paid Liquidated Damages
Tama County Highway Department PETERSON CONTRACTORS INC. 0.000% 0.000%
Location
Work Type C Avenue Over Wolf Creek, Section $0.00 $0.00
BRIDGE REPLACEMENT - PPCB 9, T88N, R16W Awarded Authorized
Approved Changes Retainage
Description
Gladbrook Bridge Replacement
MATERIALS Important Dates $0.00
Letting Date: October 21, 2014
H Refainage Released
09/01/2020 12/03/2014
AL S Project Amounts )
Date Created Notice to Proceed Goals

®

$1,457,851.99 $1,457,851.99

TIME LIMITS -
Awarded Authorized
3.087%
CHANGE
ORDERS
DBE

PUNCH LIST
@ Help

)




3 - Reports




To access the standard reports, click on the “All Reports” button on the left menu.

86-C086-060 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Overview ﬂ

General Info Complete Financials To Date

Created By Project Manager

Nicole Stinn Nicole Stinn $0.00 $0.00
DAILY

ACTIVITIES Managing Office Prime Contractor A Ao A Areo Amount Paid Liquidated Damages

Tama County Highway Depariment PETERSON CONTRACTORS INC. 0.000% 0.000%
e
[ 1] Location

Work Type C Avenue Over Wolf Creek, Section $0.00 $0.00
L. BRIDGE REPLACEMENT - PPCB 9, T85N, R16W Awarded Authorized

Approved Changes Retainage

o Description

I‘l.

Gladbrook Bridge Replacement

. MATERIALS Important Dates $0.00
i Letting Date: October 21, 2014

Retainage Released

&

| 09/01/2020 12/03/2014

The following screen will appear with a listing of the available reports. Reports available at this time are shown in the following list.
e |tems by Contractor — Lists items assigned to each contractor.
e Item Material Associations — Displays all materials associated to each bid item in the project.
e Item Overruns — Lists all items with overruns. Locals are encouraged to use this report to review items that exceed $50,000 overage and
therefore require a change order according to I.M. 6.000, Attachment D.
e Posted Quantity — Displays quantities posted in daily reports across a range of dates.
e Materials — Displays all materials that were added to the project.

e Project Status — Displays an overview of the project information.

e Time Limits — Lists all of the working day time charges across a range of dates. This is the equivalent report to lowa DOT form 830238
“Weekly Report of Working Days”. Updates are currently being programmed to update the Time Limits form so that it more closely
mimics the lowa DOT form. Locals may use the current version of the Appia form in place of the lowa DOT form 830238, but they MUST
follow the directions given in the “Time Limits” section of this instruction manual to ensure all of the necessary information is included
on the report.

Although confusing, not all of the reports are shown in this tab that Appia is capable of producing. For example, payment reports are

generated from the Payments tab, and a summary of all item posting entries (quantity and measurement entries) and be generated from the



https://www.iowadot.gov/local_systems/publications/im/6000d.pdf

Items tab. Directions on generating specific useful reports not found in the “All Reports” tab are given in the section of the instructions

associated with the type of report in question.

ecls / 86-C086-060 - 31961 / Reporls

Pl 86-C086-060 - 31961

— Gladbrook Bridge Replacement Letting Date” October 21, 2014
]
-g

QUERY

All Reports

m Contractors

ALlL REPORTS

& |l

DAILY
ACTIVITIES

e
[ 1]

ITEMS

ltems
MATERIALS

@ Item Material item Overruns | | Posted Quantity |
Associations | |

STOCKPILES

®

TIME LIMITS |

Materials

Materials |
PUNCH LIST

S




4 - Daily Reports and Postings




In Appia, the “Daily Activities” section is where you input the information traditionally entered into a “field book”. This section is where you
write the “Daily Reports” concerning the project progress and post quantities completed for bid items each day. To access this section, click on
the “Daily Activities” button on the left menu.

Projects / 86-C086-060 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

<
N o5_C086-060 - 31961
| LABS ]

=0

s Overview
Ll Ea

General Info Complete Financials To Date
Created By Project Manager
Nicole Stinn Nicole Stinn SOOO $UUU
DAILY 3 .
Lsballl25 Managing Office Prime Contractor 0.000% 0.000% Amount Paid Liquidated Damages
Tama County Highway Department PETERSON CONTRACTORS INC MUY : 7o
[ L2
[ | | Location
Work Type C Avenue Over Wolf Creek, Section $0.00 $0.00
ITEMS BRIDGE REPLACEMENT - PPCB 9, T8SN, R16W Awarded Authorized
Approved Changes Retainage
- Description
.I.I
K

Gladbrook Bridge Replacement

MATERIALS Important Dates $0.00
Letting Date: October 21, 2014

Retainage Released
I




You will be brought to a screen showing a calendar. Click into the calendar to select the day for which you want to make an entry. If needed,

you can use the blue arrows on each side of the month and year at the top of the calendar to navigate to a new month or year.

Projects / 86-C086-060 - 31961 / Daily Activities

¢
e S6-C086-060 - 31961

— Gladbrook Bridge Replacement Latting Date: October 21, 2014

@

QUERY

m SUN MON TUE

ALL REPORTS

i

DALY
ES

- BN 8
mm

ITEMS

13 14 15
MATERIALS
(2
STOCKPILES 20 21 22
TIME LIMITS
27 28 29

CHANGE
ORDERS

23

30

< December >

<

0>

WED

24

31

THU

18

25

FRI

26

Q, Search Daily Activities

SAT

Note: Daily activities entries are not allowed before the “Notice to Proceed” date which was entered when the project was “Advanced to

Construction”. Local Systems recommends recording the “Notice to Proceed” as the date of full contract execution. Also, you cannot make

entries for dates in the future.




Once you have selected a date, the following screen will appear. Click the blue “Add” button in the upper, right corner of the box to add a new
daily record.

jects | 86-C086-060- 31961 / Dalily Activities / 12-18-2018

<

~

el 86-C086-060 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

LABS
'-='0 Show;ng Daily AcFrvitl)es for

QUERY

il Daily Reports

ALL REPORTS

i)

DALY
5

No daily reports found

MATERIALS Daily Diary

&

STOCKPILES

©

TIME LIMITS

No daily diary found.

Local Systems recommends that all locals use the “Daily Reports” option to enter daily information rather than the “Daily Diary”. Daily
Reports are most like the conventional field book. They allow each inspector to write their own entry for project progress and provide a place to
add item/quantity postings. In Appia, the Daily Diary option is used on a project manager level to summarize individual daily reports. It does not
provide a place to enter item/quantity postings. If you are familiar with the program and want to use Daily Dairies in addition to Daily Reports,
that is fine.

Note: Multiple inspectors may enter reports. However, each inspector may only enter one daily report per day.




Clicking to add a daily report will bring up the screen shown below. Notice there are 5 tabs across the top of the page. We will walk through
each section.

A. Overview Tab
The Overview tab opens first. In this tab, there are multiple sections.

Weather — Record an entry for the weather such as “raining in morning”, “sunny”, etc.
Temperature — Record the low and high temperatures for the day.
Weather Day toggle — Click to toggle this back and forth between “No” and “Yes”. Mark “Yes” if it was a bad weather day. This weather
day toggle is only informational. It does NOT connect to or transmit any information to the Time Limits section or the working day
count.
Remarks — Record any pertinent information about any site activity, project progress or delay, or other information. This is equivalent to
the “diary” entry in a traditional field book.
Custom Fields — Each agency can set up custom fields of their own choosing to be shown on this Overview screen. Custom fields will also
be recorded and shown on Daily Report exports. Local Systems recommends setting up custom fields for “Controlling Item of Work” and
“Bid Items Affected”. These are easy places to record what bid items were important or had action on any given day.

0 Inorder to set up custom fields, follow the directions in the “Setting up Custom Fields” section of the “Appia Project Creation

and Account Management Instructions” found on the Doc Express and Appia webpage on the Local Systems website.

Click the blue “Save” button in the upper, right corner when entries on this page are complete.



https://iowadot.gov/local_systems/Post-Letting-Resources/Doc-Express-and-Appia

Here is an example of the Overview screen populated with information.

BROS-C086(60)-8J-86 - 31961

OVERVIEW
Gladbrook Bridge Replacement Letting Date: October 21, 2014
| LAES ]
—
[—1
=] OVERVIEW PERSONNEL EQUIPMENT TEM POSTINGS ATTACHMENTS
QUERY —
Ll Edit
ALL REFORTS Report Date Weather
06/05/2019 Sunny
Prime Contractor
PETERSON CONTRACTORS INC
Temperature
Created By
Nicole Stinn Low High
75 80
Report Status B “
Draft
Weather Day
NO
Remarks
14px viB I W | FE=ESF|EE AV
Piles 3 through 9 reached at least 45.0 tons of bearing that was needed. At 3:00pm PCI retapped piles 1 and 2. Pile 1 retapped at 2" with a 7" hammer drop. The

At 7:30am PCI confinued to drive the piling for the south abutment,

2nd piling retapped had a hammer drop of 7' and in 10 blows achieved 2°. Thiz means that both piles that were retapped passed

The bentonite showed up at the site and PCI unloaded it and placed it into hole #5 of the north abutment. They then added water o the bentonite so that it would firm up. Later in the afternoon the rest of the holes were filled with
bentonite and water pumped onto it

GreenTech showed up to the site at 9:00am and dropped off some of their equipment. They did get most of the disturbed area culfivated with the exceptions of a couple ditch bottems due to standing water or too muddy to get

TIME LIMITS
equipment in there.

Controlling ltem of Work

Tapx v B I Y E==|EE A

Piles, Steel, HP 10x57
PUNCH UIST

S

PAYMENT 5

Bid Items Affected
14px b B I U

ve Grass Seeding

N

i

tland Grass Seeding

FUNDING Seeding and Ferfilizing (Rural}

Stabilizing Crop - Seeding and Ferfilizing

Reinforcing Steel

(oo [ o




B. Personnel Tab

The second tab in the Daily Activities menu is Personnel. To navigate to the Personnel tab, you can click on either the tab name near the top of
the screen or in the listing, depending on which view Appia is currently showing.

The location of the top tab is shown in the view below.

*

~7
Projects / BROS-C086(60)—8J-86 - 31961 [ Daily Activities / 12-19-2018 / Daily Report / Edit
OVERVIEW

BROS-C086(60)--8J-86 - 31961

=-€> Gladbrook Bridge Replacement Latting Date: October 21, 2014

QUERY

ALL REPORTS

OVERVIEW

Edit
Report Date
12/19/2018

Prime Contractor
PETERSON CONTRACTORS INC.

Created By
Nicole Stinn

Report Status
Draft

MATERIALS

|2

STOCKPILES

©

TIME LIMITS

Remarks

T4px

Bid Items Affected

14px
PUNCH LIST

(]

PERSONNEL

EQUIFMENT ITEM POSTINGS

Weather

Temperature

Low

Weather Day

NO

ATTACHMENTS




The location of the tab in the vertical list is shown in this view.

BROS-C086(60)—8J-86 - 31961 [ submit For Approvai | Actions - | Reports - |

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Daily Report

Report Date Report Status
121222018 Draft

Prime Contractor Weather Day?
PETERSON CONTRACTORS INC. No

Weather Temperature
Cloudy, Drizzle Low: 307 High: 39°

Created By
Nicole Stinn on 12/09/2020 02:38 PM EST

Remarks

Today, Niki {(Asst. Engineer} and | went to Gladbrook and spoke with Steve (PCI foreman). We wanted to make sure all the survey stakes were in place and see if Steve had any guestions. The stakes were placed and the PCI crew had started clearing trees. Mo other questions or concems
were brought up at this time.

Controlling Item of Work

Cleaning and Grubbing

Personnel

No personnel found.

Equipment

No equipment found.

ltem Postings

No items found.




In order to edit the personnel information, click on either the Personnel tab at the top or on the “Edit” button on the right side of the Personnel
line as shown in the screenshots above. Either click will bring you to the following screen. This screen will contain generic names for the worker
type and crew number and will list “0” entries for the number of type of workers present and cumulative hours worked by that type of worker.
You can replace the generic entries with names and types specific to your project. To add additional crews or additional types of workers, click
gray the “Add Crew” or “Add Worker Type” buttons, respectively on the right side of the screen. When you have finished entering information,
click the blue “Save” button on the right side of the screen.

BROS-CO86(50)-8J-86 - 11961 / Daily Activiies / 12-22-2018 | Dally Report / Personnel
®
el BROS-C086(60)--8J-86 - 31961
Gladbrook Bridge Replacement Letting Date: October 21, 2014
E‘i‘a OVERVIEW FERSONNEL E TEM FOSTING: ATTACHMENTS
QUERY —
AL reporTs (RTINS Crew
Crew #t
Contractor
PETERSON CONTRACTORS INC. v
Number Hours
Worker Type #1 - 0.00
5
You may enter specific information for as many of the fields as desired. The view below shows an example with multiple crews and workers.
B o D I Crs
ALL REPORTS [EERTUROS Crew
Excavation Crew Structure Crew [ ]
Contractor Contractor
PETERSON CONTRACTORS ING v PETERSON CONTRACTORS INC. v
Number Hours Number Hours
Laborer - 3 30.00 1 10.00
Number Hours Number Hours
MATERIALS Equipment Operator  ~ @ ? 2000 ! —
L@ Number Hours Number Hours
Worker Type #3 -Q 1 1000 o aoq

STOCHPILES




Once the personnel information has been entered and the save button has been clicked, you will be brought back to the main daily activity
screen, which should now show the personnel information you just entered.

~
3-CO8 y Activities f 12-22-2018 / Daily Report
OVERVIEW

=D BROS-C086(60)--8J-86 - 31961 Submit For Approval Reports -

=—é Gladbrook Bridge Replacement Letting Date: October 21, 2014

QUERY

n Daily Report Edit
ALL REPORTS Report Date Report Status
122212018 Draft

Prime Contractor
PETERSON CONTRACTORS INC.

Weather
Cloudy, Drizzle

Created By
Nicole Stinn on 12/09/2020 02-38 PM EST

Remarks

Today, Niki (Asst. Engineer) and | went to Gladbrook and spoke with Steve (PCI foreman)

were brought up at this time.

Controlling Item of Work

Clearing and Grubbing

Personnel

Excavation Crew — FETERSON CONTRACTORS INC

Laborer (3
Equipment Operator (2
Worker Type #3 1

Structure Crew — FETERSON CONTRACTORS INC.

Laborer (1

EquipfMeatQperator (1

FAYMENT S
Displaying all 2 crews

Equipment

‘We wanted to make sure all the survey stalk

Weather Day?
No

Temperature
Low: 30°

vere in place and see if Steve had any guesfions. The stakes were placed and the PCI crew had started clearing trees. Mo other guestions or concems

30.00 hours
20.00 hours
10.00 hours

10.00 hours
10.00 hours

High: 39°




C. Equipment Tab

The third tab in the Daily Activities menu is Equipment. To navigate to the Equipment tab, you can click on either the tab name near the top of
the screen or in the listing, depending on which view Appia is currently showing.

The location of the top tab is shown in the view below.

*

~7
Projects / BROS-C086(60)—8J-86 - 31961 [ Daily Activities / 12-19-2018 / Daily Report / Edit
OVERVIEW

BROS-C086(60)--8J-86 - 31961

=-€> Gladbrook Bridge Replacement Latting Date: October 21, 2014

QUERY

ALL REPORTS

OVERVIEW

Edit
Report Date
12/19/2018

Prime Contractor
PETERSON CONTRACTORS INC.

Created By
Nicole Stinn

Report Status
Draft

MATERIALS

|2

STOCKPILES

©

TIME LIMITS

Remarks

T4px

Bid Items Affected

14px
PUNCH LIST

(]

PERSONNEL

EQUIFMENT ITEM POSTINGS

Weather

Temperature

Low

Weather Day

NO

ATTACHMENTS




The location of the tab in the vertical list is shown in this view.

BROS-C086(60)—8J-86 - 31961 [ submit For Approvai | Actions - | Reports - |

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Daily Report

Report Date Report Status
121222018 Draft

Prime Contractor Weather Day?
PETERSON CONTRACTORS INC. No

Weather Temperature
Cloudy, Drizzle Low: 307 High: 39°

Created By
Nicole Stinn on 12/09/2020 02:38 PM EST

Remarks

Today, Niki {(Asst. Engineer} and | went to Gladbrook and spoke with Steve (PCI foreman). We wanted to make sure all the survey stakes were in place and see if Steve had any guestions. The stakes were placed and the PCI crew had started clearing trees. Mo other questions or concems
were brought up at this time.

Controlling Item of Work

Cleaning and Grubbing

Personnel

No personnel found.

Equipment

No equipment found.

ltem Postings

No items found.




In order to edit the equipment information, click on either the Equipment tab at the top or on the “Edit” button on the right side of the

Equipment line as shown in the screenshots above. Either click will bring you to the following screen. To add equipment information, click on
the gray “Add” button on either the right side or bottom of the screen.

= | BROS-COB6(601-8J-86

Projects BROS-CO86 BJ-86 - 31961 / Daily Activities / 12-22-2018 / Daily Report / Equipment
€

ST BROS-C086(60)--8J-86 - 31961

— Gladbrook Bridge Replacement Letting Date: October 21, 2014

-
o

QUERY

il Equipment

ALL REPORTS

&

DALY
s

He
(1]

No equipment found
TEMS HpTent

o
o

MATERIALS




You may enter specific information for as many of the fields as desired. The view below shows an example with project information entered.
Additional pieces of equipment can be added by clicking the gray “Add” button. When you have finished entering information, click the blue
“Save” button on both the right side and bottom of the screen.

OVERVIEW PERSONNEL EQUIPMENT TEM POSTINGS ~ ATTACHMENTS

Equipment mbl

©

Description Contractor

Bulldozer PETERSON CONTRACTORS INC.

Active Count Active Hours Idle Count Idle Hours

1 8.00 1 2.00

Comments

Bulldozer pushing downed frees to pile for disposal

Description Contractor

Excavator PETERSON CONTRACTORS INC.

Active Count Active Hours Idle Count Idle Hours

TIME LIMITS

1 8.00 1 200

- Comments

Excavation grabbing downed trees and moving where they can be pushed by bulidozer




Once the equipment information has been entered and the save button has been clicked, you will be brought back to the main daily activity
screen, which should now show the equipment information you just entered.

Today, Niki (Asst. Engineer) and | went o Gladbrook and spoke with Steve (PCI foreman). We wanted to make sure all the survey stakes were in place and see if Steve had any questions. The stakes were placed and the PCI crew had started clearing frees. No other questions or concems
were brought up at this time.

Controlling tem of Work

Clearing and Grubbing

Personnel

Excavation Crew — PETERSON CONTRACTORS INC

Laborer |3 30.00 hours
Equipment Operator 2 20.00 hours
Worker Type #3 A 10.00 hours

Structure Crew— PETERSON CONTRACTORS INC.

Laborer ¥ 10.00 hours
Equipment Operator (4 10.00 hours

Displaying all 2 crews

Equipment

Description Active idie Comments Contractor

Bulidozer 1 (8.00 hours) 1 (2.00 hours) Bulidozer pushing downed trees to pile for disposal PETERSON CONTRACTORS INC.
Excavator 1 (8.00 hours) 1 {2.00 hours) Excavation grabbing downed frees and moving where they can be pushed by bulldozer. PETERSON CONTRACTORS INC

Bisglaving all 2 equipment

ltem Postings

No items found.

Attachments

No altachments found.




D. Item Postings Tab
The fourth tab in the Daily Activities menu is Item Postings. Item postings are entries made for quantity progress on bid items. (Some users will

have used DOT-provided “E-sheets” in Excel for the purpose of quantity entries and measurements in the past. This tab is where that
information should be entered.)

To navigate to the Item Postings tab, you can click on either the tab name near the top of the screen or in the listing, depending on which view
Appia is currently showing.

The location of the top tab is shown in the view below.

<

~
Projects / BROS-C086(60)-8J-86 - 31961 / Daily Activities / 12-19-2018 / Daily Report / Edit

OVERVIEW

BROS-C086(60)--8J-86 - 31961
n'?é Gladbrook Bridge Replacement Letting Date: October 21, 2014

QUERY

ALL REPORTS

OVERVIEW PERSONNEL EQUIPMENT ITEM POSTINGS ATTACHMENTS

Edit

Report Date Weather
1211912018

Prime Contractor

PETERSON CONTRACTORS INC.
Temperature

Created By

Nicole Stinn Low

Report Status
Drait
Weather Day

MATERIALS
NO

&

STOCKPILES

®

TIME LIMITS

Remarks

14px

7

CHANGE
ORDERS

Bid Items Affected
= 14px ™ B I U

__DUNCHILIST




The location of the tab in the vertical list is shown in this view.

= BROS-C086(60)--8J-86 - 31961 Submit For Approval | Actons - | Reports - |
_:'6 Gladbrock Bridge Replacement Letting Date: Qctober 21, 2014
Daily Report Edit
Report Date Report Status
121222018 Drait
m Prime Contractor Weather Day?
AR PETERSON CONTRACTORS INC. Na
ACTVITIES
Weather Temperature
e Cloudy, Dnzzle Low: 30° High: 39°
1]
Created By
Nicole Stinn on 12/09/2020 02:38 PM EST
ot Remarks
Te
o’

Today, Niki (Asst. Engineer) and | went to Gladbrook and spoke with Steve (PCI foreman). We wanted to make sure all the survey stakes were in place and see if Steve had any questions. The stakes were placed and the PCI crew had started clearing trees. No other questions or concemns
were brought up at this time.

Controlling Item of Work

Cleanng and Grubbing

T Personnel Edit
No personnel found:

Edit

Equipment

> No equipment found.

Item Postings Edit

No items found.




In order to edit the item posting (quantity posting) information, click on either the Item Posting tab at the top or on the “Edit” button on the
right side of the Item Posting line as shown in the screenshots above. Either click will bring you to the following screen. To add item posting
information, click on the gray “Add” button on both the right side and bottom of the screen.

¢

4

R 86-C086-060 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Item Postings

Repori | Item Postings

EEE

No items found




Clicking “Add” will cause a box to pop up containing all of the bid items on the contract. To add an entry for a particular bid item, simply click on
the bid item. Clicking once will cause a “1” to appear in the green box on the left side of the item’s line. Clicking the item again will change the
number to “2”. This number indicates the amount of line entries that need to be added for a specific item. For example, if an item has
associated work completed at two different locations, you would want to click twice to be able to add two quantity measurements to the report
record. If you accidentally click on an item or click on an item too many times and have more entries than needed, simply click the red circle
with the “x” on the right side of the line to remove the entry.

0170

0180

0190

0200

B ) o210

0220

« B3 8 8 B
=
[ )
£
=

Add Project ltems

2507-
3250005

2507-
6300061

2533-
4930005

2536-
6745045

Section: 2 - ROADWAY ITEMS

2101-
0850001

2102-
2625001

2102-
2710070

2105-
8425015

2115-
A NNnNN

Search for Line Number, ltem ID, Description and Unit

ENGINEERING FABRIC

REVETMENT, CLASS E

MOBILIZATION

RMVL OF ASBESTOS

CLEAR+=GRUBB

EMBANKMENT-IN-FLACE, CONTRACTCR
FURMNISH

EXCAVATION, CL 10, RDWY+BORROW

TOPSOIL, STRIP, SALVAGE+SPREAD

MODIFIED SUBBASE

5Y

TON

LS

LS

2,805.000

2,180.000

1.000

1.000

2.700

36,540,000

24,950.000

5,920.000

75.000

0000 2305000 €3
0000 2130000 €3
0.000 1.000 €
0.000 1.000 €
0.000 2700 ()
0.000 36540000 €
0000 24950000 €3
0000 5920000 €3
0.000 75000 €3 v

If you don’t see the item you are looking for, you can search for it in the search bar at the top of the box. Also, the item could be on the next
page. If you scroll through the items to get to the bottom of the box, an option for going to the next page will appear. When finished selecting




items for entry, click on the “Add Items” button in the bottom, right corner. Items added by change order will only be visible and available for
selection if the change order is in approved status.

Add Project Items
Search for Line Number, ltem 1D, Description and Unit m
B o230 5?‘%6?{: EXCAVATION, CL 10, RDWY+ == 10W CY 24950000 0000 24950000 € =
B o0 210345  TOPSOIL, STRIP, SALVAGE+SPREAD cy 5920000 0000 5920000 €
B o0 olooo0  MODIFIED SUBBASE cY 75.000  0.000 75.000 €
B o0 212350 SHLD CONSTRUCTION, EARTH STA 14000  0.000 1400 @
B oo lasy  SRANULAR SURFACING ONROAD, CLASS 1o 1200000 0000 1200000 €
B o220 2402100  EXCAVATION, CL 20, ROWY PIPE CULV cy 590.000  0.000 590.000
B o0 o enag  APRONS, CONCRETE, 36 IN. DIA EACH 2000  0.000 2000 @
B o0 2416 CULVERT CONCRETE ROADWAY PIPE.36 | 0000 0.000 0000 @
( “ 2 | Mext> | Lasts
Displaying items 1 - 30 of 60 in total -
3 ltem(s) Add ltems




After clicking “Add Items” in the item selection box as shown above, the following screen will appear where you can enter measurements,
location information, quantities, and other remarks. In order to enter all of the information, make sure to click on the “view more” box shown

below the line item.

L ltem Postings

0210: 2101-D850001 ﬁ
CLEAR+GRUBE

ALL REPORTS

0210: 2101-0850001 E
CLEAR+GRUEB

0190: 2533-4980005 ﬁ
MOBILIZATION

MATERIALS

=

STOCKPILES

@ 0380 2518-6910000@

SAFETY CLOSURE
TIME LIMITS

CHANGE
ORDERS

v
Displaying all 4 item postings
PUNCH LIST

$

86-C086-060 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Authorized Quantity

2.700

Authorized Quantity

Authorized Quantity

1.000

Authorized Quantity

4.000

2.700

i / Item Postings

Pending Quantity

0.000

Pending Quantity

0.000

Pending Quantity

0.000

Pending Quantity

0.000

view more

view more

Remaining Quantity
1.000

View mare
Remaining Quantity

4.000

view more

Save m

Remaining Quantity

2700

Remaining Quantity

2.700

Quantity Placed

Quantity Placed

0.000

Quantity Placed
Use Worksheet

0.000

Quantity Placed
i Use Worksheet

0.000

[soe L] o
]

Total Placed
0.000
Total Placed
0.000

o

Total Placed
0.000

(]

Total Placed

0.000




Clicking on the “view more” box will cause the item line to expand to show additional fields for data entry.

Item Postings

[ L [ o
0190: 2533-4880005 E

MOBILIZATION

Authorized Quantity Pending Quantity Remaining Quantity Quantity Placed Total Placed
1.000 0.000 0.750 0.250 0.250
0210- 2101-0850001 [ R o
CLEAR+GRUBB
Aiithy a Peni Heinn . Quantity Placed T —_
uthorized Quantity ‘ending Quantity emaining Quantity &ﬂ ias Wodkitiiat otal Place:
2700 0.000 2700 0.000 0.000
Contractor Station From
PETERSChLAMNTHACTORS INC v 46 * 05.00
STOCKPILES,
Remarks Station To
Trees have been cul down, but stumps remain in place 48 ki 80.00
F
Location
SW comer of existing bridge
¥
0210: 2101-0850001 m Nl °
CLEAR+GRUBE
3 5 . ) Quantity Placed
Authorized Quantity Pending Quantity Remaining Quantity Total Placed
2700 0.000 2700 0.000 0.000
0380: 2512-6910000 m ViEw miote o
SAFETY CLOSURE
Authorized Quantity Pending Quantity Remaining Quantity Quantity Piaced Total Placed
4.000 0.000 3.000 1.000 1.000

view maore

Displaying all 4 item postings

@ Hetp
m
—




When a project has been set up with “yes” checked for using worksheets (see the construction settings), a blue calculator with “Use Worksheet”
will show under the “Quantity Placed” column label. If worksheets are being used, you must click on this calculator to enter measurements for
quantity calculation. If there is no worksheet associated with the item, you can enter the quantity directly into the box.

MATERIAL S

=

STOCKPILES

®

TIME LIMITS

=

CHANGE
ORDERS

=

__PUNCH L1ST

Item Postings

0190: 2533-4880005 E
MOBILIZATION

Authorized Quantity

1.000

0210: 2101-0850001 m
CLEAR+GRUEB

Authorized Quantity
2700

Contractor

PETERSON CONTRACTORS INC.

Remarks

Trees have been cul dowin, but stumps remain in place

Location

SW comer of existing bridge

0210: 2101-0850001 m
CLEAR+GRUBB

Pending Quantity

0.000

Pending Quantity

0.000

Remaining Quantity

0750

view more

Station From

Station To

view less

Remaining Quantity

2.700

45

48

Quantity Placed

0250

Quantity Placel
B Use Worksheet

0.000

05.00

80.00

(%}

Total Placed

Total Placed

0.000

Note: Measurements entered into the worksheet will later print on quantity reports. Local Systems staff need these measurements for
audit/review purposes. If you override the worksheet calculation or if you have chosen not to use worksheets, you will need to enter all
measurement information in the “Remarks” section under the “view more” box or attach any appropriate drawings or files to the daily

report.




Here is an example of a worksheet that is used to calculate an item with Acre units. When using a worksheet, enter the measurements into the
fields provided. Click on the gray “Preview” button near the top of the worksheet to have the worksheet calculate what your quantity is. When
the entered information is found to be acceptable, click the blue “Use Worksheet” button at the bottom of the worksheet.

Area: Acre

CALCULATED RESULT
1.033

length * width / 43560

* Length (=T

450000

* Width 77;

100.000

‘ Use @ Help ) Lancel
P

Note: If you have chosen to use worksheets, but you want to override the worksheet’s calculation (i.e., for an irregular area), you must first
use the worksheet to calculate a number. Then, you can manually override the calculated quantity if you wish. If you do override the
quantity, you will need to enter all measurement information in the “Remarks” section under the “view more” box or attach any appropriate
drawings or files to the daily report.




Note: Measurements entered in a worksheet will display in the Item History Report that Local Systems auditors will need. See the “Exporting
Data: Export Reports section of the Appia Project Creation & Account Management Instructions for guidance on generating that report.

If the worksheet quantity is overridden, a yellow “Manual” tag will appear on the left side of the line above the bid item name.

86-C086-060 - 31961 Daily Activities / 12-22-2018 / Daily Repoil / Item Postings
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Gladbrook Bridge Replacement Letting Date: October 21, 2014

-
e

QUERY

il ltem Postings m

0190: 2533-4980005 u

ALL REPORTS
= MOBILIZATION L)
Authorized Quantity Pending Quantity Remaining Quantity Quantity Placed Total Placed
1.000 0.000 0.750 0.250 0250
0210; 2101-0850001 m MIEW ote o
CLEAR+GRUEE
Auth d Quantit; Pending Q it R = a GQuantity Placed R
uthorized Quantity ending Quantity emaining Quantity & Use Workshest otal Place
rriAr's 2700 0.000 1.167 1.033 1533
0210: 2101-0850001 :a anus Vi e o
3 CLEAR+GRUBB
R EE Authorized i Pending Quanti Remai tit Sl Total Placed
uthorized Quantity ending Quantity emaining Quantity  Use Workshest ofal Place
@ 2700 0.000 1.167 0.500 1533
TIME LIMITS R W view more o
SAFETY CLOSURE
CHANGE Authorized Quantity Pending Quantity Remaining Quantity Quantity Placed Total Placed
ORDERS
4.000 0.000 3.000 1.000 1.000
'_"\, .
view more

PUNCH LIST

$

Displaying all 4 item postings

***1t is of the utmost importance that ALL relevant data for an item posting is entered. This includes test results, all appropriate
measurements, location information, and anything else pertinent to the item posting. In order to enter these details, first make sure the “view
more” tab for the item has been clicked and the “Remarks”, “Location”, and “Station” fields are visible. In those fields, enter all of the necessary
information. An example is shown below. Hint: You can expand the “Remarks” box by clicking and dragging the small, gray triangle in the
bottom, right corner.



https://iowadot.gov/local_systems/publications/local_jurisdictions/AppiaPreconstructionInstructions.pdf

OVERVIEW
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QUERY

L

ALL REPORTS

-
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QUERY

Ll

ALL REPORTS

CHANGE
ORDERS

=

PUNCH LIST

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Item Postings

0140: 2501-5478073
CONCRETE ENCASEMENT OF STEEL H PILES; HP 14 X 73

Authorized Quantity

396.000

Displaying 1 item posting

Pending Quantity

0.000

Remaining Quantity

306.000

view more

Quantity Placed

90.000

ol s | e
=]

Total Placed

50.000

Item Postings
0140: 2501-5478073 i3
CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73

Authorized Quantity
396.000

Contractor

PETEESQMCONTRACTORS INC.

Remarks
CY Used = 17 1/4

Load Number Tested = 1
Air Tes
Slump Te
Tz = C4
Plant = Manafis (Tama)

Location

South Pier - Pifing #s 1-3

Displaying 1 item posfing

Pending Quantity

Remaining Quantity

306.000

Station From

Station To

view less

Quantity Placed

Sote

(o oa [ s

(=]

Total Placed

34.00

As an alternative to entering test results and other data in the remarks tab, users may use the DOT Excel-based “E-sheets” and upload them as
an attachment to the Daily Report.




E. Attachments Tab

The fifth tab in the Daily Activities menu is Attachments. Appia supports attachments of all file type varieties (videos, documents, pictures, etc.)
and sizes. Examples of attachments include but are not limited to videos of work or storm water inspections, survey point files, scanned hand-

drawings, Excel quantity sheets (E-sheets), CAD drawings, etc.

To navigate to the Attachments tab, you can click on either the tab name near the top of the screen or in the listing, depending on which view

Appia is currently showing.

The location of the top tab is shown in the view below.

~

OVERVIEW.

MTEMS

e
o

MATERIALS

®

STOCHPILES

@

TIME LIMITS

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Edit
Report Date
07/10/2019

Prime Contractor
PETERSON CONTRACTORS INC.

Created By
Nicole Stinn

Report Status
Drait

Remarks
14px ~ B I W

I»

Weather

Temperature

Low

Weather Day

High

Eacz




The location of the tab in the vertical list is shown in this view.

tivities / 07-09-2019 / Daily Report

= BROS-C086(60)--8J-86 - 31961

Gladbrook Bridage Replacement Letting Date: October 21, 2014

=e
Daily Report Edit
Report Date Report Status
071092019 Drait
m Prime Contractor Weather Day?
DALY PETERSON CONTRACTORS INC. No
ACTIVITIES
Weather Temperature
e Partly Cloudy Low: 567 High: 78°
1
Created By

Nicole Stinn on 01/04/2021 04:39 PM EST

Remarks

PCI continues to set decking. They have the pier diaphragm reinforcing steel set out but still have not tied any of it yet.

lowa Bridge and Culvert moved their crane to the site this afternoon

Controlling item of Work

Reinforcing Steel

Personnel =0

No personnel found.

Equipment

No equipment found._

3 ltem Postings
- No items found.
i Attachments Edit

No attachments found

LA /udit Log "




In order to add attachments, click on either the Attachments tab at the top or on the “Edit” button on the right side of the Attachments line as
shown in the screenshots above. Either click will bring you to the following screen. To add an attachment, click on the gray “Add Attachments”
button on either the right side or bottom of the screen.

ojects / BROS-COS5(B0)-8J-86 - 31961 { Daily Activities / 07-09-2019 / Daily Report / Aftachments

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

OVERVIEW PERSONNEL EGUIPMENT TEM POSTINGS ~ ATTACHMENTS
Attachments m’m
—— e e—
No attachments found
Ex

Clicking the “Add Attachments” button will cause the following pop-up box/graphic to appear. To add any desired attachments, either:
e open the file explorer on your computer and navigate to your desired file(s) and drag and drop the file into the box, or
e click on the blue “choose your files” link and then navigate to your desired file(s).

DRAG and DROP

nr

choose your files




Once an attachment is chosen, the following screen will appear. If you are satisfied with the selected attachments, click the blue “Save” button
in either the upper, right corner or at the bottom of the screen. If you wish to add additional attachments, click on the gray “Add Attachments”
button.

Pr BRO B Activiti Attachments
BROS-C086(60)--8J-86 - 31961
Gladbrook Bridge Replacement Letting Date October 21, 2014
QVERVIEW PERSONNEL EQUIPMENT TEMPOSTINGS  ATTACHMENTS
Atachmens (o Joairaies Do
° - o
Log of Piling Driven (North Abutment) pdf TC Diary WE 04-04-15 pdf
821KB 163 KB
* Name * Name
Log of Piling Driven (North Abutment).pdf TC Diary WE 04-04-15 pdf
Description Description
MATERIALS 4 4
@ o
CKPILES

Selecting “Save” will bring you back to the Overview tab where your attachments will now be listed.

s Item Postings W

i = No items found.
PAYMENT 5

s Attachments Edit

e Name Description Submission Date
J 0 Log of Piling Driven (North Abutment) pdf 02/18/2021 03:53 PM EST
. (

HRae @  TC Diary WE 04-04-15.pdf 02/18/2021 03:54 PM EST

e Displaying a2 omes




F. Submitting Daily Reports for Approval & Reviewing Materials
When an inspector is done filling out a Daily Report and has double-checked the accuracy of the entries, the report may be “Submitted for
Approval”. To do so, in the open report, click on the blue “Submit for Approval” button in the upper, right corner.

Projects /| BROS-C086(B0)--8J-86 - 31961 / Daily Activities / 02-08-2019 [ Daily Report

BROS-C086(60)-8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: Qctober 21, 2014

Daily Report m

Report Date Report Status
02/08/2019 Draft

Prime Contractor ‘Weather Day?
PETERSON CONTRACTORS INC. No

Weather Temperature
Sunny Low: 26° High: 34°

Created By
Nicole Stinn on 12/31/2020 03:14 PM EST

Remarks

Today PCI poured the rest of the south pier encasements. 18 cubic yards of concrete was ordered and 17 3/4 was placed. | tested the 1st truck to the site for air and slump. The air was 6 5% and the slump was 3 1/2". They had a slight problem with encasement 5. The bottom of the
encasement started to move which allowed some concrete to flow out of the encasement. Kenny (PCI foreman) got the hole fixed and there was no more concrete flowing out. Other then that the pour went very well. No other concems or questions came up at that ime.

Controlling Item of Work

Concrete Encasement of Steel H-Piles, HP 14x73 (P10L Type 3)

TIME LIMITS Personnel

No personnel found.

Depending on the role type set for the user submitting the report, a pop-up box may appear saying “The daily report has materials to be
reviewed” when the “Submit for Approval” button is selected. This box is shown here.

The daily report has materials to be reviewed

Review Materials Submit For Approval




There are often multiple materials associated with a given bid item (i.e., materials for a PCC item would include portland cement, fly ash, slag,
potable water, aggregate, etc.). Certifications, or known sources in the case of an approved source requirement, for ALL materials must be in-
hand before payment is made for the bid item associated with these materials. An exception would be cases where certifications are received
as part of a plant book at the conclusion of an item’s placement. If the necessary certifications have NOT been obtained, the report should
NOT be approved as long as it contains a non-zero quantity posting for non-certified bid items. If the report is NOT approved, Appia will
exclude the item postings in the report from future payments until the report is approved.

If you have multiple item postings (quantity entries) in one Daily Report and have certifications for some items but not for all, you have two
options: 1) note the placement of the non-certified items in the Daily Report remarks in the overview tab but do not include them in the items
posting, or 2) note the placement of the non-certified items in the Daily Report remarks on the overview tab and place the item in an item
posting, but record a 0.00 quantity placed. In either case, the item will need to be re-posted with the appropriate quantity when certifications
have been received.

If you are the one in your organization who is responsible for reviewing all materials for the presence of the necessary certifications, you should
click the blue “Review Materials” button. If you are not the person responsible for ensuring certifications are in hand, you can choose the
“Submit for Approval” button in order to pass the review responsibility to the person who approves the report. The materials MUST be
reviewed before Appia will allow the report to be approved.

In the future, Local Systems plans to develop the use of Appia’s materials functionality more fully so that quantities will have to be entered for
each material to indicate amounts certified, but for now, please abide by the directions given below.




When the “Review Materials” choice is selected, a screen will appear showing each of the bid items and their associated materials.

=

OVERVIEW

ALL REPORTS

i)

DALY
5

MATERIALS

=

STOCKPILES

®

TIME LIMITS

PUNCH LIST

$

PAYMENTS

CONTRACTORS

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Review Materials

Item

0140: 2501-5478073

CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73
Material

READY MIX CONCRETE FOR STRUCTURES

STEEL REINFORCEMENT, APPROVED SUPPLIER

COARSE AGGREGATE FOR CONCRETE. STRUCTURES

FINE AGGREGATE FOR CONCRETE, STRUCTURES

FLY ASH

ADMIXTURES, NORMAL WATER REDUCING

ADMIXTURES, AIR ENTRAINING

WATER FOR CONCRETE AND MORTAR

PORTLAND CEMENT

Displaying 1 ftem posting

Review Malerials
VIEW
Unit
LF
Usage Rate

0.000 CY/LF

0.000 LBILF
0.000 TON/LF
0.000 TONILF
0.000 TON/LF
0.000 GALILF
0000 GAL/LF
0.000 GALILF

0.000 TON/LF

VAN

Authorized Quantity

396.000

Approved Quantity

0.000

0.000

0.000

0.000

0.000

Save

Remaining Quantity

0.000

0.000

0.000

0.000

0.000

Quantity Placed

90.000

Fund Package

HBP Federal Aid (Non-FM}

HBP Federal Aid (Non-FM)

HBP Federal Aid (Non-FM)

HBP Federal Aid (Non-FM)

HBP Federal Aid {Non-FM)

HBP Federal Aid (Non-FM)

HBP Federal Aid {Non-FM}

HBP Federal Aid (Non-FM)

HBP Federal Aid {Non-FM)

Unit Price

§76.100

Used Quantity

0.000

0.000

0.000

0.000

Paid Quantity

0.000

* Material Quantity

0.000

0000
0.000

0.000

0000

Usage rate should be 0.000
for all materials.

Leave material quantities as

0.000.

***At this time, all materials have a usage rate set to 0.000, which means that you do not need to and SHOULD NOT enter quantities for any
material in the “Review Materials” screen. Entering quantities for materials WILL result in complications with payments. However, even
though Local Systems is not having you enter materials quantities at this time, you MUST still review the list of materials for yourself to make
sure you have all of the necessary certifications and documents. Do NOT change the usage rate of 0.000 or the material quantity unless you
are specifically instructed to do so by Local Systems staff.




G. Entering Item Postings for Items Without Certifications

For items which have had work completed but for which certifications have not been received at the time a payment is to be made, it is advised
that the quantity placed value in the item posting on the daily report be changed to 0.00. The actual quantity placed that day can be recorded in
the remarks for the item (under “shown more”) so as to have a record of it on the day that it occurred. Entering item progress this way when
certifications have not been received by the time a payment voucher is to be processed will allow the daily activity report to be approved so that
all other certified items posted that day can be processed as part of a payment without payment being made on a non-certified item.

If the certification is received after the Daily Report containing the 0.00 quantity item posting has been approved and a payment has been made
covering that date, an entry can be made on a later Daily Report with a non-zero entry for quantity placed, and remarks can be entered to say
that certifications were just received, but the actual work was completed on the date corresponding to the 0.00 entry. Then, this report can be
approved, and the item will be paid on the next payment.

If a payment is not ready to be made, the Daily Report can simply be left in draft status until the certification is received.




H. Additional “Daily Activities” Information
If you close out of a Daily Report or want to make changes to a previously entered report, you can always select the date from the calendar and

get back to the report. In order to open the report for editing, just click on the blue circle with the pencil in it on the right side of the line.

If you want to see what status your report is in (Draft, Pending, or Approved), you can look in the Status column on the view.
Additionally, the calendar view will list the report’s status.

® 12-22-2018
SYSWel 86-C086-060 - 31961 HEEE [ Q ‘Search Dl Activities

Gladbrook Bridge Replacement Letting Date) Jctober 21, 2014

=
mih

Showing Daily Activities for
< 12/22/2018 ?

QUERY

Ll Daily Reports <L
A 4
ALLREPORIE Inspector Status Remarks
Nicale Stinn Draft Today Niki {Asst. Engineer} and | went to Gladbrook and spok Steve (PCI foreman). We wanted to make sure all the survey stakes were in place and ask if Steve had any questions. The slakes were placed and the PC! !i o o
SR = crew had started clearing frees. No other questions or concems roug
Displaying 1 daily report
Daily Diary
MATERIALS
STOCKPILES No daily diary found

/

If you want to use the information from the selected report to start another report rather than re-entering much of the same
information (like personnel and equipment), you can click here to make a copy.

To delete a report, click on the red circle with the “x” at the right end of the line. Note: Once a report is approved, it may take a higher-level

access type to un-approve and then delete it.




If you would like to generate a PDF of a Daily Report, select the desired report to open it and then click on the gray “Reports” button in the top-
right corner of the Daily Report screen and choose either “Daily Report” or “Daily Report With Attachments” (if available) from the drop-down

menu.

~5r
Projects / BROS-C086(60)—8J-86 - 31961 / Daily Activities / 07-09-2019 / Daily Report

OVERVIEW

BROS-C086(60)--8J-86 - 31961

:?é Gladbrook Bridge Replacement Letting Date: October 21, 2014

QUERY

Daily Report
TS Report Date Report Status
07/09/2019 Draft
Prime Contractor Weather Day?
PETERSON CONTRACTORS INC No
Weather Temperature
Partly Cloudy Low: 56° High: 76°

A PDF will be generated which captures all of the data entered for the report. If the “Daily Report With Attachments” option is selected, any
attachments will print along with the report details. An example is shown below. (See the Attachments Tab section for instructions on adding
attachments.)




Tama County Highway Department
Daily Report
BROS-C086(60)--8]-86 - 31961

Description Gladbrook Bridge Replacement

Letting Date: October 21, 2014

Report Date 02/08/2019

Prime Contractor  PETERSON CONTRACTORS INC.
104 BLACK HAWK
REINBECK, 1A

Status Draft

Weather Sunny

Temperature 26° to 34°

Created By Nicole Stinn on 12/31/2020 03:14 PM EST

Remarks Today PCI poured the rest of the south pier encasements. 18 cubic yards of concrete was ordered and 17 3/4 was

placed. I tested the 1st truck to the site for air and slump. The air was 6.5% and the slump was 3 1/2". They had a

slight problem with encasement 5. The bottom of the encasement started to move which allowed some concrete
to flow out of the encasement. Kenny (PCI foreman) got the hole fixed and there was no more concrete flowing
out. Other then that the pour went very well. No other concerns or questions came up at that time.

Controlling Item of Work

Concrete Encasement of Steel H-Piles, HP 14x73 (P10L Type 3)

021872021
Page 10f2

Daily Report:
BROS-CO0B6(60)--8J-86 - 31961

Item Postings

Section: 1- ITEMS FOR A 244°-0 X 30'-0 PRETENSIONED PRESTRESSED CONCRETE BEAM BRIDGE

0140 2501-5478073 LF £76.100 90.000 $6,849.00

CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73
Contractor: PETERSON CONTRACTORS INC.
Location: South Pier - Piling #s 1-5
Station From: 48+34
Remarks: CY Used = 17 1/4 Load Number Tested = 1 Air Test = 6 5% Slump Test = 3 1/2" Mix = C4WR-C20-820 Plant =
Manatts (Tama)

Funding Details
HBPF Federal Aid (Non-FM) 90,000 $6,849.00
Material Unit  Fund Package Quantity Used
ADMIXTURES, AIR ENTRAINING GAL BP Federal Aid (Non-FM) 0.000
ADMIXTURES, NORMAL WATER REDUCING GAL  HBP Federal Aid (Non-FM) 0.000
COARSE AGGREGATE FOR CONCRETE, STRUCTURES TON  HBP Federal Aid (Non-FM) 0.000
FINE AGGREGATE FOR CONCRET TON  HBP Federal Aid (Non-FM) 0.000
FLY ASH TON  HBP Federal Aid (Non-FM) 0.000
PORTLAND CEMENT TON BP Federal Aid (Non-FM) 0.000
READY MIX CONCRETE FOR STRUCTURES Yy HBP Federal Aid (Non-FM) 0.000
STEEL REINFORCEMENT, APPROVED SUPPLIER LB HBP Federal Aid (Non-FM) 0.000
WATER FOR CONCRETE AND MORTAR GAL  HBP Federal Aid (Non-FM) 0.000

1 item posting Total Posted Amount: $6,849.00

02/18/2021
Page 2 of 2

Daily Report:
BROS-CO086(60)--8J-86 - 31961




ﬂ’ Iowa Department of Transportation

LOG OF PILING DRIVEN BY FORMULA

Project No. BACS COBBM)-B1.8% Pile [Type and Size)

County Tams

Design No Hammer [Type & Model)

Singio Anting Dissal {302 Daimag

Contractor Peterson Contraciors, Inc.

lowa DOT Hammar No. Foundation Description

T Grinaty o Cacel rawed b v

Nerth Autment

Gross Woight of Hammar
Welght of Driving Parts 4015 bs
Weight of Anvil 753 ibs

_ Effoctiva Wi,
Station of Foundation C.L.

Weight of Cap 2,000 s (Can + insart) Cap No 02015 Formula Used
Wheight of Pile 3,590 s

Pian Pile Length 708

Plan Driving Resistancs

o atut, P 1, ok |

_STAdeear.00

Pe JE(Se01}*

700

Skatch Saundation helow, ruriber sach pika and show 5100l Hpk orantation a5 instaled. Noto hamered piles an SKBICN,B00 Giv e BMoun of Datler. FIace nams snd certificats rumber

of walger Dsiow ITwelding wes Pecesaary. Fomward 2 copies to he lowa DOT Diairict Offc boan loggond
Battar P NiA [ Road
attar Pling AN
1
: ! e
T @ | RETAP (3] PILE EXTENSH [
m Average 12 v T
Pan | Length |Peneiration Ram | Crien Ram |Peremratio] oowe | Lengn | Lengm | Ram | Renewaton
Fila Dais | Length | Culnff | Lot Biows| Risa | Lot Blows| Resstasca | Andad iof | Riss | Last Blows Welds
Mo | omen | ity | coon) | dinches) Do | (R} | iinches) | [Tons) ook} | (m) | piches) | (Tons) | Cour)
[ . |
|
| o N—
(1 Record in the Remarks section beiow ¥ the pie length ks anyhing oo than e clan langh & the boginning of drva Tatal Wekds: __ O
i grisity NS, B018 18 DAryst- 50 in e 1Sl 5 Blows Givaed by 5. For stmam or dhmssl hirmors, enter he ponotrafion in fue fast 1) biows duided by 10
Iechcaty date cf retap in data calumn [ 1 day delay min. ). List only pla actally chacked,
4] Addsonal ple length 1o be authorized by % Enginear. PlanLangtc (53O Feet
Extansions: Feal
Tost (s Fael

\isiciers Nams: Lah Ko, Exp. Data

FAsmarks:

Forte Koo

Pecrle Elor

Inspauior

oLla/i5
Date

Projoct Enginear

Daily Traffic Control Diary NH 2113
Date: 3/28/2015 Day: Sunday County: TAMA
Prime: Peterson Contractors, Inc.
Project Number: BROS-CO86(60)--8.J-86 Time Observed: 7:30 AM
AM T PM
Contractor's Designated Work Shift in Hours: 10 Shift Number: 1
Torzord
TC - Standard or Detail Used: TC-252 Lane: ALL
Rt /Lt
Sta. or MP: C AVE 36+00 Sta. or MP: C AVE 61+25
Direction: ALL

170th ST 100+50 170th ST 204+75

Review of Traffic Control and Traffic Operations:

EB-WB - 58 -NB

Circle Which Applies

All signs & devices installed correctly: (LYes) or No or NA )
All signs & devices in acceptable condition: ((Yes)or No or NA )
All signs & devices reflective at night: ((Yes)or No or NA )
All warning lights working (day & night): ((Yes)or No or NA )
Are arrow displays working / aimed properly ( Yes or No or(NA))
All temporary luminaires working: ( Yes or No or| NA))
If circled "No" above, who was contacted and what time was correction made?
Any changes or modifications to the project’s traffic control?
Flaggers Paid: Pilot Car Paid:
0.5 1.0 Total 0.5 1.0 Total
tem: Item:
Individual Names Start: - Times - Stop: Hrs:

Matt Van Heiden

Contractor's Signature

Printed Signature




. Un-approving a Daily Report

There may be occasions which make it necessary for an approved Daily Report to be un-approved and revised. To undo the approval of a

previously approved Daily Report, click on the blue “Undo Approva

button in the upper, right corner of the selected Daily Report. Note: Not all

user access types have a high enough level of access to undo approval on a Daily Report. If this button does not appear, it is likely that your

access type adequate to make the change.

Projects / BROS-(

LraYe"l BROS-C086(60)--8J-86 - 31961

Gladkrook Bridge Replacement Letting Date: Qctober 21, 2014

LAES

=

-@ .

e Daily Report

E Report Date
07/08/2019
ALLREFORTS Prime Contractor

PETERSON CONTRACTORS INC
Weather
Overcast, Rain
Created By

Nicole Stinn on 01/04/2021 04:37 PM EST

Approved By

-86 - 31961 / Daily Activities / 07-08-2019

I Daily Report

Report Status
Approved

Weather Day?
Yes

Temperature
Low: 56°

High: 78°

. MY ACCOUNT LoGouT

s o e

When un-approval of a report is requested, this pop-up box will appear, and the person performing the un-approving action will have to enter a

reason for retracting the report. When a reason has been entered, click the red “Yes, unapprove this report” button.

Unapprove daily report

Reason

Wrong entry on wrong day

Yes, unapprove this report
-— |

Once un-approved, the status of the Daily Report should change to “pending”.




5- |ltems




The Items tab contains a listing of each bid item and displays each item’s progress to date. This tab can be accessed on the left toolbar as shown

below. The Items tab is NOT where you record item quantity progress or input item quantities for payment.

2

=
-
QUERY

ALL REPORTS

i)

DAILY
ACTIVITIES

MATERIALS

E

STOCKPILES

©]

TIME LIMITS

=
CHANGE
=

PUNCH LIST

Overview

General Info

Created By
Nicole Stinn

Managing Office

Tama County Highway Department
Work Type

BRIDGE REPLACEMENT - PPCB
Description

Gladbrook Bridge Replacement

Letiing Date: October 21, 2014

Project Amounts

$1,457,851.99

Awarded

{ BROS-C036(60)—2.J-86 - 31961

LV BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date- October 21, 2014

Project Manager
Nicole Stinn

Prime Contractor
PETERSON CONTRACTORS INC.

Location

C Avenue Qver Wolf Creek, Section 9, T85N,
RI6W

$1,457,851.99

Authorized

Complete

0.000%

Awarded

Important Dates

05/21/2020

Date Created

0.000%

Authorized

12/03/2014

Notice to Proceed

Financials To Date

$0.00

Amount Paid

$0.00

Approved Changes

$0.00

Retainage Released

Goals

$0.00

Liquidated Damages

$0.00

Retainage




When the Items tab is opened, a view will appear showing each item and each item’s progress.

Proje / BROS-C086(60)-8J-86- 31961 / Items

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Leiting Date- October 21, 2014

Items Add Section

Search for Line Number, liem ID, Description and Unit

Line Number item 1D i Original Quantity Authorized Quantity Quantity Placed Unit Price Authorized Amount

Section: 1- [TEMS FOR A 244'-0 X 30°-0 PRETENSIONED PRESTRESSED CONCRETE BEAM BRIDGE Add Unattached

0010 2104-2710020 cy 5,700.000 5,700.000 1,066.667 $25,650.00

EXCAVATION, CL 10, CHANNEL
Quantity Placed Quantity Paid

0020 2401-6745625 LS $10,700.000 $10,700.00
RMVL OF EXISTING BRIDGE
Quantity Placed Quantity Paid

= 0030 2401-6745650 $5,000.000

RMVL OF EXIST STRUCT
Quantity Placed Quantity Paid

0040 2402-2720000 602 000 602.000 $12.150

EXCAVATION, CL 20
Quantity Placed Quantity Paid

0050 2402-2725005 $30.000

FOUNDATION TREATMENT MATERIAL
Quantity Placed Quantity Paid

0060 2403-0100010 386.800 386.800 $535.600 $207,170.08

STRUCTURAL CONCRETE (BRIDGE)




Each section will have its own header, so if multiple sections (divisions) are present within a project, you will be able to identify the items within
each section. Additionally, a total cost per section is shown in the right column at the bottom of each section’s item listing as shown below. The

total contract cost will be shown after the last section as well.

MOBILIZATION
Quantity Placed

= 0200 2536-6745045 LS 1.000

RMVL OF ASBESTOS
Quantity Placed

Section: 2 - ROADWAY ITEMS

CLEAR+GRUBB
Quantity Placed

=]
@
=
5

2101-0850001 ACRE 2700

0220 2102-2625001 cy 36,540.000

EMBANKMENT-IN-PLACE, CONTRACTOR FURNISH
Quantity Placed

‘

= 0230 2102-2710070 cY 24.950.000

EXCAVATION, CL 10, RDWY+BORROW
Quantity Placed

0240 2105-8425015 (g 5920000

TOPSOIL, STRIP, SALVAGE+SPREAD
Quantity Placed

= 0250 2115-0100000 CY 75.000

MODIFIED SUBBASE
Quantity Placed

0260 2123-7450000 STA 14.000

Quantity Paid

1.000 0.000 $6,300.000 $6,300.00

Quantity Paid

Section Total: $913,128.99

Add Unattached

2700 0.000 $4.250.000 $11,475.00

Quantity Paid
36,540.000 0.000 $6.750 $246,645.00

Quantity Paid
24,950.000 0.000 $3.500 $87,325.00

Quantity Paid

5,920.000 0.000 §4.000 $23,68000

Quantity Paid

‘

75.000 0.000 560.000 54,500.00

Quantity Paid

14.000 0.000 5225000 $3.150.00

Note: For contracts containing multiple projects which share time limit constraints, each project in the contract will be set up and displayed as a
section rather than as its own project. Multiple project contracts must be set up this way in order to share time charges.




There is an option to add unattached items to the project. However, this should not be done for DOT-let projects. The DOT requires a change

order to be used to add a bid item to a contract.

MOBILIZATION
Quantity Placed

‘

0200 2536-6745045 Ls 1.000

RMVL OF ASBESTOS
Quantity Placed

‘

Displaying all 20 items

Section: 2 - ROADWAY ITEMS

0210 2101-0850001 ACRE 2700

CLEAR+GRUBB

Quantity Placed
0

‘

0220 2102-2625001 cY 36.,540.000

EMBAMNKMENT-IN-PLACE, CONTRACTOR FURNISH
Quantity Placed

= 0230 2102-2710070 cy 24 950.000
EXCAVATION, CL 10, RDWY+BORROW
Quantity Placed
00%
= 0240 2105-8425015 CcyY 5,920.000

TOPSOIL, STRIP, SALVAGE+SPREAD
Quantity Placed

0250 2115-0100000 cy 75.000

MODIFIED SUBBASE

Quanfity Placed
0.0%

= 0250

2123-7450000 STA 14.000

Item history reports.

Quantity Paid
1.000 0.000 $6,300.000 $6,300.00
Quantity Paid
Sectgg Total: $913,128.99
~— e
Gﬂd 1> _ -ached
D —
q
2700 0.000 $4.250.000 $11,475.00
Quantity Paid
36,540.000 0.000 $6.750 $246,645.00
Quantity Paid
24,950.000 0.000 $3.500 $87,325.00
Quantity Paid

5.920.000 0.000 E4.000 $23,680.00
Quantity Paid
560.000

75.000 0.000 §4,500.00

Quantity Paid

14.000 0.000 $225.000




6 - Materials

(Reserved for Future Instructions)




Reserved for future instructions on Materials Tab




7 - Stockpiles

(Reserved for future Stockpiles Instructions)




Reserved for future instructions on Stockpiles Tab




3- Time Limits




The Time Limits tab is where time charges (working day charges) are recorded. Weekly working day reports are generated based off of
information input on this tab.

To access this section, click on the “Time Limits” button on the left menu.

Time Limits
ALL REPORTS m o
Type Start Date Original Days Allowed
m Working Days 03/02/2021 140.0
DAILY Status Expected End Date Authorized Days Allowed
ACTIVITIES In Progress 03/12/2021 140.0
e Description Days Charged Liquidated Damages/Day
. Working Days. Late Start Date 04/01/21, Liquidated Damages $1,500.00 85 $0.00
Days Remaining Liquidated Damages To Date
1315 $0.00
Completed

MATERIALS

E

STOCKPILES

infotech

Support Hours: 7:00 AM - 8:00 PM Eastern

General information about time charges are displayed on the Time Limits screen. Informational fields shown include (but are not limited to):
e Description: This will include the late start date and the liquidated damage value.
e Days Charged: The is the number of total working days/calendar days charged to date depending on the contract time limit type.
e Days Remaining: This is the number of working days/calendar days (depends on the contract time limit type) remaining before
liguidated damages are applied.
e Original Days Allowed: Days allowed on the original contract.
e Authorized Days Allowed: Days allowed including any extensions of time limits added via change order.
e Liquidated Damages/Day: If the project was let under DOT specifications, this field should show $0.00.
0 Ifthereis a value in this field and the time limits on the contract are exceeded, Appia will automatically calculate the liquidated
damages to be assessed for each overrage day and will automatically deduct them from payments. This is NOT the way the lowa




DOT handles the assessment of liquidated damages. Rather the DOT requires that a change order be used to add a bid item for
assessing liquidated damages. Therefore, in order to avoid the automatic calculation of damages and deduction of damages
from payments, we enter a $0.00 value in this field. Project set-up files generated by Local Systems will already have this value

adjusted to $0.00.

0 If Appiais being used for a project not using DOT specifications, the user can decide if they want to enter the liquidated damages

in this field for automatic deduction on payments if time limits are exceeded.

e Liquidated Damages to Date: This is the Liquidated Damages/Day value multiplied by the number of days by which the Authorized Days
Allowed has been exceeded. This value will be automatically deducted from the “bottom line” of payments due to contractors on
payment vouchers.

0 For projects let under lowa DOT specifications, this field will always show as $0.00 because we enter a $0.00 value in the

Liguidated Damages/Day field.

0 |If the project is let under different specifications, and the user has entered a value for Liquidated Damages/Day, this field will

show any accrued damages to date.

A. Entering Time Charges

In order to edit/enter time charges (working day charges), click on the blue circle icon with the pencil on the right side of the screen.

ALL REPORTS

o)

DAILY
ACTIVITIES

| L
(] ]

MATERIALS

B

STOCKPILES

(C)

Time Limits

 Primary |
Type

Working Days

Status

In Progress

Description
Working Days. Late Start Date 04/01/21, Liquidated Damages $1,500.00

Completed

Start Date
03/02/2021

Expected End Date
03/12/2021

Days Charged
85

Days Remaining

131.5

Original Days Allowed
140.0

Authorized Days Allowed
140.0

Liquidated Damages/Day
$0.00

Liquidated Damages To Date
$0.00

Displaying 1 time limit

infotech

Support Hours: 7:00 AM - 8:00 PM Eastern




Clicking on the pencil button to edit time charges will bring you to this screen.

-
=9
- I

m Description
ALL REPORTS Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00
Start Date Expected End Date ¢ March 3
m Q3/02/2021 03r12/2021 .
DAILY
ACTIVITIES Days Charged Liquidated Damages/Day
85 $0.00 SUN MON TUE WED THU FRI SAT
| L2
(] ] Days Remaining Liquidated Damages to Date 1 2 3 4 5 6
ITEMS 135 $0.00 1/2 Day Full Day Full Day Full Day
Primary Deadline? 7] 8 o] 10 11 12 13
@ Full Day Full Day Full Day Full Day Full Day
MATERIALS
Work Completed? 14 15 16 17 18 19 20
& o
21 22 23 24 25 26 27
STOCKPILES
28 29 30 31

Summary information is shown on left side of this screen. “Primary deadline” should be marked “Yes” unless the project has specific site times
(phases) set up which are not on the critical path to completing the project and that specific site time is the one to which time charges are being

made.

“Work Completed” should be marked “No” until the project has been finaled and retainage has been released. This toggle only needs to be
switched to “Yes” when the user is ready to undergo Appia’s final voucher process to complete a project and move it out of the “Under
Construction” status to the “Completed” status. For instructions on working through Appia’s final voucher process, see the Appia’s Final
Voucher section of this instructions. For any projects using iowa DOT specifications and being administered by the DOT, do NOT complete
Appia’s final voucher until the project has been completely closed out and audited by the DOT and retainage has been released.




To enter a time charge for a day, click on the desired date on the calendar view.

o

QUERY

DAILY
ACTIVITIES

MATERIALS

&

STOCKPILES

Note: No time charges can be entered on a date before the “Notice to Proceed” date or on dates in the future.

Edit
Waorking Days

Description

Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

Start Date
03/02/2021

Days Charged
85

Days Remaining
1315

Primary Deadiine?

@

Work Completed?

NO

Expected End Date
0311212021

Liquidated Damages/Day

$0.00

Liguidated Damages to Date

30.00

SUN

21

28

MON

Full Day

15

22

29

<
TUE

2

112 Day
9

SellQay
16
23
30

10

17

24

31

Full Day

Full Day

L4

THU

Full Day

11
Full Day

18

25

Full

Full

SAT
6
Day
13
Day
20
27




A data entry box will appear in place of the calendar view.

Ll

ALL REPORTS

&

DAILY
ACTIVITIES

He

ITEMS

MATERIALS

(]

STOCKPILES

Edit
Working Days

Description

Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

Start Date
03/02/2021

Days Charged
8.5

Days Remaining

1315
Primary Deadline?

s

Woerk Completed?

NO

Expected End Date
031272021

Ligquidated Damages/Day
$0.00

Liguidated Damages to Date
$0.00

Remove
March 16, 2021
€ Add Controliing Item
¢ None Contractor Working?
1/2 Day ¥ ii
Full Day i i
Remarks

o)

In the data entry box enter the controlling item by clicking on the “Add Controlling Item” button. The controlling item is the item that is most
controlling the progress of the work on the project. In other words, select the item which is currently controlling the critical path. Clicking on

the “Add Controlling Item” link will bring up a screen showing all bid items on the contract as shown below. Select the desired item.




When the item is selected, a green circle with a check mark will appear on the right side of the line. When you are satisfied that the correct item
has been selected, click on the blue “Add Items” button at the bottom.

Add ltem(s) to Section

Search for Item D, Description and Unit

© Item ID Description

2101-
0850001 CLEARING AND GRUBBING

2102-
2710070 EXCAVATION, CLASS 10, ROADWAY AND BORROW

2104-
2710020 EXCAVATION, CLASS 10, CHANNEL

2105-
2425015 TOPSOIL, STRIP, SALVAGE AND SPREAD

2110-

3825010 GRANULAR MATERIAL

2110-
ey CONSTRUCTION OF SOIL AGGREGATE SUBBASE

2121-
i GRANULAR SHOULDERS, TYPE B

2123-
7450000 SHOULDER CONSTRUCTION, EARTH

2214-

5145150 PAVEMENT SCARIFICATION




Your selection should now be shown. Where the “Add Controlling Item” option was previously shown. If you chose the wrong item, click on the

u,n

red circle with the “x” to the right of the item name and choose a different item.

==
-
o <
Working Days
m Description

ALL REPORTS Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

Start Date Expected End Date
03/02/2021 031272021 Re
Days Charged Liguidated Damages/Day March 16. 2021
8.5 $0.00
Days Remaining Liquidated Damages to Date 2102-2710070 EXCAVATION, CLASS 10, ROADWAY AND BORROW cY [}
1315 $0.00
® None
Primary Deadline? Contractor Working?
1/2 Day Vi N
ﬁ Full Day i i
MATERIALS Remarks
Work Completed?
@ NO

STOCKPILES




Next, for working day contracts, select the share of the day to be charged (None, % Day, Full Day) by clicking the appropriate radio button to the
left of the time charge amount. Also, click the appropriate radio button to indicate whether the contractor was on site working or not.

=)

QUERY

ALL REFORTS

D,

ACTIVITIES

MATERIALS

(&

STOCKPILES

®

TIME LIMITS

Edit
Working Days

Description

Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

Start Date
03/02/2021

Days Charged
8.5

Days Remaining

1315
Primary Deadline?

Work Completed?

NO

Expected End Date
031272021

Liguidated Damages/Day
$0.00

Liguidated Damages to Date
50.00

2102-2710070

Remarks

March 16, 2021

EXCAVATION, CLASS 10, ROADWAY AND BORROW cY [}
B None Contractor Working?
1/2 Day Vi N
Full Day £ i




Last, enter a remark. The remarks section should always be filled out for days with 0 or : day charges. For those days with 0 or % day charges,
a “Reason for Delay” must be shown in the remarks field. Additional information can be added as well if desired. Failure to enter a remark on

days with zero charges (None) will cause the recording of the day to be omitted from the Time Limit (Weekly Working Day) Report.

Edit
Working Days
m Description
ALL REPORTS Waorking Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

Start Date Expected End Date

m 03/02/2021 03r12/2021

DAILY

ACTIVITIES Days Charged Liquidated Damages/Day

8.5 $0.00

e
L] ]

Days Remaining

131.5
ITEMS 318

Primary Deadline?

S
....
MATERIALS
Work Completed?
@ NO

STOCKPILES

Liquidated Damages to Date
$0.00

March 16, 2021

2102-2710070 EXCAVATION, CLASS 10, ROADWAY AND BORROW

FMone Contractor Working?
1/2 Day Veu o
Full Day

Remarks

Reason for Delay: Free Winter Work

Save

“Reason for Delay” remarks should always be entered for Saturdays and Sundays as well when no day has been charged. In those cases, the

“Reason for Delay” can be listed as “Weekend” or “Saturday”/ “Sunday”.




When you are done entering the charge for the day, click the gray “Done” button.

=0
QUERY Edit
Working Days
m Description
ALL REPORTS

Start Date

m 03/02/2021

DAILY
c ES

Days Charged
8.5

Days Remaining
131.5

Primary Deadline?

Work Completed?

@ NO

MATERIALS

Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

Expected End Date
03r12/2021

Liquidated Damages/Day
$0.00

Liquidated Damages to Date
$0.00

Cancel

March 16, 2021

2102-2710070 EXCAVATION, CLASS 10. ROADWAY AND BORROW Y. Q
¥ Nane Contractor Working?
1/2 Day Wi W
Full Day e e

Remarks

Reason for Delay: Free Winter Work




This will return you to the calendar view. If a charge of either % day or full day was entered, the charge will show on the calendar. If “None” was
selected for the day charge, no charge will appear on the calendar. However, if an entry was made in the “Remarks” section for a day, the
calendar will show a notepad icon to indicate an entry was made.

< March >
SUN MON NAHRE WED THU FRI SAT
1 2 3 4 5 6
1/2 Day Full Day Full Day Full Day
7 8 9 10 p | 12 13
Full Day Full Day Full Day Full Day Full Day
14 19 16 17 18 19 20
21 22 23 24 25 26 2f
28 29 30 31

***See next page before navigating away from the current screen.




When all time limit entries have been made, be sure to click the blue “Save” button in the top, right corner before navigating away from this

screen. Failure to click the “Save” button will result in the loss of an time limit entries made while you were in the Time Limits tab.

=
=7

QUERY

ALL REPORTS

iy

DAILY
ACTIVITIES

ITEMS

Edit

Description

Working Days. Late Start Date 04/01/21, Liguidated Damages $1.500.00

Start Date
03/02/2021

Days Charged
8.5

Days Remaining
131.5

Primary Deadline?

L ves

Work Completed?

0]

Expected End Date
03/12/2021

Ligquidated Damages/Day
$0.00

Liquidated Damages to Date

50.00

SUN

14

21

<
MON TUE
1 2
1/2 Day
8 9
Full Day Full Day
15 16
22 23

March

WED

THU

Full Day

ik

Full Day

18

25

Full Day

Full Day

oo e

SAT

13
20

27




B. Generating a Time Limit Report (Weekly Working Day Report)
To generate a Weekly Working Day Report, navigate to the All Reports tab on the left menu. Scroll down to find the “Time Charges” report.

Click on the “Time Charges” report.

Projects / 21-2912-601 / Reports B e

¢
e 21-2912-601

BRS-SWAP-2912(601)--FF-21, Acct ID-37099

LABS

—
m@

All Reports
— P Time Limits

=

Time Charges

m Change Orders

—

ALL REPORTS

&

DAILY :
ACTIVITIES Summgﬂzes all ghange
orders in the project.

Change Order Status
Lists all the working day
time charges across a
range of dates.

He
] |




Clicking on the “Time Charges” Report will cause the following screen to appear.

On this screen, make sure you:
e Select the Start Date and End Date corresponding to the week for which you want to generate the report. The Start Date should be a
Sunday, and the End Date should be a Saturday.
o Select “Yes” for Show Remarks.
0 Selecting yes will shown any zero charge day on the report which had an entry in the “Remarks” field as noted in the preceeding
section of these instructions.
e Select “Yes” for Shown Contractor Working.
0 Selecting yes does not indicate that the contractor was working every day the report covers. Rather, it tells Appia to include the
information for that field on the report. If marked yes, the report will show the individual entries you made for each date
showing whether the contractor was working or not.

Time Charges

m * Start Date Show Remarks?
03/07/2021 ® Yesg
ALL REPORTS
No
m * End Date

J3M 32021 Show Contractor Working?

DAILY
ACTIVITIES

® Yes

MNo

[
=g
B Time Charges Run Report | Joance! |
m * Start Date Show Remarks?
03/07/2021 ® Yes
ALL REPORTS
MNa
* End Date
i} 2021

Show Contractor Working?

® Yes

Mo




A new window will open in your internet browser with the generated report. This report can be downloaded and saved into the desired
location. Once saved, it can be uploaded to Doc Express. (Depending on the browser you are using, this screen may look different.)

time_charges

dlowAaDOT

GETTING YOU THERE X%

Iowa Local Systems DEMO ACCOUNT
Time Charges for Working Days

21-2912-601

Description

Location

Awarded Project Amount
Awarded Project % Complete

Authorized Project Amount

BRS-SWAP-2912(601)--FF-21, Acct ID-37099

On B53 Over LITTLE SIOUX RIVER 525 T95 R36
$2,218,553.45

0.000%

$2,218,553.45

Authorized Project % Complete  0.000%

Notice to Proceed Date
Construction Start Date

Prime Contractor

Dates Covered

Time Complete To Date
Time Complete In Period
Total Authorized Days

Total Days Remaining

10/27/2020

GODBERSEN-SMITH CONSTRUCTION CO. & SUBSID.
5784 HIGHWAY 175
IDA GROVE, 1A

03/07/2021 to 03/13/2021
8.5 Days (6.071%)

5.0 Days (3.571%)

140.0 Days

131.5 Days




A sample report is shown here. Note that all remarks, controlling items, and contractor working choices are shown with each date’s entry.

{dowAaDOT

GETTING YOU THERE B¥

Iowa Local Systems DEMO ACCOUNT

Time Charges for Working Days
21-2912-601

Deseription

Location

Awarded Project Amount
Awarded Project % Complete

Authorized Project Amount

BRS-SWAP-2912(601)-FF-21, Acet ID-37099
On B33 Over LITTLE SIOUX RIVER &
5221855345

0.000%

$2.218,553.45

Authorized Froject % Complete  0.000%

Notice to Proceed Date
Construction Start Date

Prime Contractor

Dates Covered

Time Complete To Date
Time Complete In Period
Total Authorized Days

Total Davs Remaining

Time Charges:
21-2012-601

1v27/2020

GODBERSEN-SMITH CONSTRUCTION CO. & SUBSID.
5784 HIGHWAY 175
IDA GROVE. [A

7/2021 to 03/13/2021
8.5 Days (6.071%)
5.0 Days (3.571%)
140.0 Days

131.5 Days

04/06/2021
Page 1 0f 2

Time Limit: Working Days, Late Start Date 04/01/21, Liquidated Damages $1,500.00

2021

Sunday 03/07/2021 - Saturday 0

03/07/2021 Sunday

Controlling Item: 2102-2710070 EXCAVATION, CLASS 10,
Contractor Working: No

Remarks: Reason for Delay: Weekend (Sunday)

03/08/2021 Monday

Controlling Item: 2102-2710070 EXCAVATION, CLASS 10
Contractor Working: Yes

Remarks: Reason for Delay: None

03/09/2021 Tuesday

Controlling Item: 2102-2710070 EXCAVATION, CLASS 10
Contractor Working: Ves

031072021 Wednesday
Controlling Ttem: 2102-2710070 EXCAVATION, CLASS 10
Contractor Working: Yes

03/11/2021 Thursday

2102-2710070 EXCAVATION, CLASS 10,

Controlling It
Contractor Working: Yes

03/12/2021 Friday

Controlling Item: 2501-0201057 PILES. STEFEL. HP 10 X 57
Contractor Working: Ves

03/13/2021 Saturday

Controlling Item: 2501-0201057 PILES, STEEL, HP 10 X 57
Contractor Working: No

Remarks: Reason for Delay: Weekend

Tima Charges:
21-2912-601

L ROADWAY AND BORROW CY

L ROADWAY AND BORROW CY

. ROADWAY AND BORROW CY

L ROADWAY AND BORROW CY

. ROADWAY AND BORROW CY

LF

LF

Total This Period:

Total To Date:

0.0

1.0

0.0

04062021

Page 2 of




9 - Change Orders

(Reserved for future Change Orders instructions)




This section is reserved for future instructions on Change Orders.




10 - Punch List

(Reserved for Punch List instructions)




This section is reserved for future instruction on using the Punch List tab.




11 - Payments




To access the Payments section, click on the Payments button in the left menu.

o)

DAILY
ACTIVITIES

MATERIALS

(&

STOCKPILES

®

TIME LIMITS

N

CHANGE
ORDERS

|
(\II

PUNCH LIST

Created By
Nicaole Stinn

Managing Office
Tama County Highway
Department

Work Type

BRIDGE REPLACEMENT -
PPCB

Description

Gladbrook Bridge Replacement

Letting Date: October 21, 2014

Goals

DBE

Project Manager
Nicaole Stinn

Prime Contractor

PETERSON CONTRACTORS
INC

Location
C Avenue Over Wolf Creek.
Section 9, TBSN, R16W

0.000%

Awarded

Important Dates

05/21/2020

Date Created

$0.00
0.000% Amount Paid
$0.00
Authorized
Approved Changes
$0.00
Retainage Released
12/03/2014

Notice to Proceed F'roject Amounts

$1,457,851.99

Awarded

$0.00

Liquidated Damages

$0.00

Retainage

$1,457,851.99

Authorized




When Payments has been selected and no payments have been made to date, the following screen will appear. Click on the blue “Add” button
in the top, right corner to prepare a payment for processing.

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Payments

Issue final payment?

No payments found.

If other payments have been made to date, the previous payments and their statuses will be shown on a listing on this screen. Click on the blue
“Add” button in the top, right corner to prepare a payment for processing.

Payments
Issue final payment?
End Date Status Payment To Date % Complete

Approved §7.338.05 73605 QD

Displaying 1 payment




When a new payment is added, or an existing payment is opened for editing, the following screen will appear. There are four tabs across the
top: Overview, Summary, Work Performed, and Attachments. A fifth Exclusions tab will show if any Daily Reports are being excluded from the
payment.

A. Overview Tab
Some information is automatically populated, but the “From”/”To” Dates, the Retainage information, the Approval Date, the Payment Date, and
any additional Remarks must be entered by the user.
e From/To Dates: Be sure to enter a date range which covers only items that have certifications unless the quantity for a non-certified
item has been adjusted to 0.00 as explained in the Entering Item Posting for ltems Without Certifications subsection of these

instructions.

e Retainage — Retain: For the first payment on any contract, make sure to enter 3.000% for the retainage amount. (This percentage will
then stay there for future payments and will not have to be input every time.)

e Retainage — Release: This should be kept at $0.00 until approval has been given by Local Systems to release the retainage. This will
generally happen after a project has been reviewed/audited or the review has been waived or when a contractor requests an early
retainage release.

0 Note: When generating a final voucher, the payment process described here will be used, and retainage will be released using
this field. Appia’s final voucher will NOT be used as the final voucher for DOT administered projects.

e Approval Date: Enter the date that the payment was approved.

e Payment Date: This is the date the payment was processed, either by your local agency for reimbursement projects or by the DOT for
projects paid from the Farm-to-Market account. Do NOT enter a payment date until you know the payment has been processed
successfully, and the processed payment matches your Appia voucher. The payment can be approved before entering a payment date.

e Remarks: Enter any relevant remarks or explanations to accompany the voucher. The remarks section should especially contain the
words “Semi-Final Voucher” or “Final Voucher” for those respective vouchers.




Once all of the appropriate fields have been filled out, click the blue “Save” button in the top, right corner.

i

ALL REPORTS

&

DAILY
ACTIVITIES

e
BE

ITEMS

TIME LIMITS

PUNCH LIST

&

Edit

Payment Details

Payment Number
1

Payment Status

Draft
Pav- oA
* From Date

12/03/2014

Batainage
Retain

3.000%

Release

$0.00

Remarks

1dp 3 B I U

Percent Complete

Item Payment Amount
$7,565.00

* To Date

01/02/2019

i
I=
<

Project Details

Prime Contractor
PETERSON CONTRACTORS INC

Managing Office
Tama County Highway Department

Pavment Natas

Approval Date

Retainage Cap Amount
$30,000.00

Project Manager
Nicole Stinn

Payment Date

[ save J)cance]




B. Exclusions of Daily Reports from Payments

If the From/To Date range of the payment voucher includes Daily Reports which have not been approved, a yellow ribbon will appear across the
top of the Overview screen. To view which reports have been excluded, click on either the “Exclusions section” link in the yellow ribbon or the
“Exclusions” tab across the top.

[Laes ) BROS-C086(60)--8J-86 - 31961 Submit For Approval
'E;TJ Gladbrook Bridge Replacement Letting Date: October 21, 2014
QUERY
OVERVIEW EXCLUSIONS SUMMARY WORK PERFORMED ATTACHMENTS
2 daily reports have been excluded from payment. See th : Exclusions section ' or details. ®
ALL REPORTS
Edit [ save [ cancel
Payment Details Project Details
== Payment Number Percent Complete Prime Contractor Project Manager
2 36% PETERSON CONTRACTORS INC Nicole Stinn
ITEMS
Payment Status Item Payment Amount Managing Office
o*a® Draft $44,608.40 Tama County Highway Department
o
%
MATERIALS
UZ—:‘ Pay Period Payment Dates
STOCKPILES * From Date * To Date Approval Date Payment Date
01/03/2019 01/28/2019
TIME LIMITS
Retainage

=7 Retain Retainage Cap Amount
3.000% $30,000.00 @ Help




Any Daily Reports being excluded from the payment will be shown. You will be able to see their status showing they have not yet been
approved. Daily Reports will be excluded if they are in either Draft or Pending status. If a Daily Report has been excluded, it means that
payment will not be made on any item postings (quantity entries) made that day.

S SROS-C086(60)--8J-86 - 31961 Actions -

Gladbrock Bridge Replacement Letting Date: October 21, 2014

-
=8 OVERVIEW EXCLUSIONS SUMMARY WORK PERFORMED ATTACHMENTS

QUERY

] Excluded Daily Reports

ALL REPORTS Date Inspectgf Status | Remarks Posted Amount

1 in the he
id ask if it would

inning into
piling. Ke

nqmamndg  MNicole faf spoke with Ker he pier pilings. Kenny will call me this &0
G DHedeI® sl Draft afterncon and le 1t $0.00 o o

DAILY 3 &
ACTIVITIES G‘ rzai201g ) Nicole Draft Today PCI pour
T Stinn . blankets to keep t

stripped the oth

[+ ture in and then wrapped them in e BAG (10
1:30. I'tested this at 4 18 1/4 $6,849.00 00

was at 4 14

Ee Displaying all 2 daily reports
BE playing L

TEME

If you intended to leave the Daily Report in Draft/Pending status so as not to pay for an item (in the case of missing certs or for other reasons),
simply leave that Daily Report excluded and do nothing on this screen.

If you intended to include items on the excluded reports in the payment you are working on, you can click on the date of the Daily Report in blue
on the left side to be taken directly to the Daily Report to submit it for approval. Once approved, you will need to navigate back to the Payments
tab to finish inputting/reviewing the payment. Once an excluded report has been approved, you will see that the Payments tab updates so that
it no longer shows as an exclusion.




C. Summary Tab

The Summary tab simply shows a breakdown of components which are being paid. There is nothing you need to enter/adjust on this tab.

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Summary
Adjustment Adjustment Remarks
$0.00
DAILY
A -::JrllJlnEE
Previous
Credits

Authorized Work

Stockpile Advancement $0.00
MATERIALS T e e
@ Stockpile Recovery $0.00
STOCKPILES Retainage $226.95
Liquidated Damages $0.00
®
Payment
TIME LIMITS
Adjustment $0.00
Retainage Released $0.00
CHANGE
ORDERS Totals $7,338.05

Submit For Approval

Current To Date
$44,608.40 $52,173.40
$0.00 $0.00
$0.00 $0.00
$1338.25 $1,565.20
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00

$43,270.15 (@ Help DR




D. Work Performed Tab

The “Work Performed” tab shows a listing of each item for which payment is being made as part of this payment voucher. You can toggle
between a “dollars” view or a “quantity” view by using the “In dollars?” toggle. You should verify that all information looks correct in this tab,
but there is nothing for you to enter/adjust.

OVERVIEW
—
=)

QUERY

al

ALL REPORTS

=

DAILY
ACTIVITIES

MATERIALS

&

STOCKPILES

C)

TIME LIMITS

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Work Performed

Line Number Item ID Unit Authorized

Section: 1 - ITEMS FOR A 244'-0 X 30'-0 PRETENSIONED PRESTRESSED CONCRETE BEAM BRIDGE

0010 2104-2710020 CcY $25,650.00
EXCAVATION, CL 10, CHANNEL
0130 2501-0201473 LF $60.799.20
PILES, STEEL, HP 14 X 73

2501-5478073 LF $30,135.60

CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73
Displaying all 3 items
Section: 2 - ROADWAY ITEMS
420 2526-8285000 LS $11,900.00
CONSTRUCTION SURVEY

D.:;F:Ia ying 1 item

Previous

$1,

$0.00

o
=
o
(=]

I
=3
o
=

190.00

Current

£4.800.00

$30,398.60

$1,190.00

Overages

Erer——

In dollars? @

Insufficient




If payment is being made on a quantity that exceeds the item’s authorized quantity (contract quantity + quantity authorized by change orders), a
red circle with a check mark will appear to the right of the item’s line. If there is an overage, you should check to make sure it does not exceed
the $50,000 threshold that necessitates a change order. If it does exceed $50,000 in overage, you must process a change order before
proceeding with payment on the full quantity for that item.

el BROS-C086(60)--8J-86 - 31961 S L

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Work Performed In dollars? (B
ALL REPORTS Line Number Item 1D Unit Authorized Praevious Current Overages Insufficient
G Section: 1 - ITEMS FOR A 244'-0 X 30'-0 PRETENSIONED PRESTRESSED CONCRETE EEAM BRIDGE
DAILY
i 001 2104- cy $25,650.00 $0.00 $4,800.00
e EXCAVATION, CL 10, CHANNEL
mm
2501-0201473 LF $60,799.20 $0.00 $30,399.60
PILES, STEEL, HP 14 X 73
2501-5478073 LF $30,135.60 $0.00 $31,048.80 e
B nssniars CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73
Displaying all 3 items
Section: 2 - ROADWAY ITEMS
STOCKPILES
042( 2526-8285000 LS $11,900.00 $1,120.00 $1,190.00

®© CONSTRUCTION SURVEY

TIME LIMITS Displaying 1 item

Note: The “Item Overruns” report in the “All Reports” tab may be helpful in identifying items with overages as well.




E. Attachments Tab
Any desired attachment can be added to your payment.

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

No attachments found

---'
v.v.
| m Add Attachments
MATERIALS

Just click on the gray “Add Attachments” button and drag and drop the desired file or choose the file by navigating e to the location on your
computer or device where the attachment is saved.

O

DRAG and DROP
or
choose your fi!e_s




F. Approving a Payment

Once all of the information is entered for a payment and has been double-checked, the payment needs to be “Submitted for Approval” and then
“Approved”. To submit a payment for approval, simply click on the blue “Submit for Approval” button in the top, right corner.

OVERVIEW

MATERIALS

&

STOCKPILES

®

TIME LIMITS

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date; October 21, 2014

Work Performed

Line Number Item ID

Section: 1 - ITEMS FOR A 244'-0 X 30°-0 PRETENSIONED PRESTRESSED CONCRETE BEAM ERIDGE

2104-2710020
EXCAVATION, CL 10, CHANNEL
25010201473

PILES, STEEL, HP 14 X 73

2501-5478073
CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73

Displaying all 3 items
Section: 2 - ROADWAY ITEMS

2526-6285000

CONSTRUCTION SURVEY

Displaying 1 item

Unit

cY

LF

LF

LS

Authorized

$25,650.00

$60,799.20

$30,135.60

$11.900.00

Previous

$0.00

$0.00

$0.00

$1.190.00

Current

$4,800.00

$31,048.80

$1,190.00

..

In dollars? @

Overages Insufficient




After the payment has been “Submitted for Approval”, an “Approve” button will appear for any person having a high enough role to do

approvals. Click on the blue “Approve” button in the top, right corner to approve the payment.

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

OVERVIE EXCLUSIONS WORK PERFORMED ATTACHMENTS
e Payment Information
m Payment Details Project Details
e Payment Number Percent Complete Prime Contractor
2 5.1% PETERSON CONTRACTORS INC
== Payment Status Item Payment Amount Managing Office
Pending 36743640 Tama County Highway Department

ITEMS

Project Manager
Nicole Stinn

o s ] s




G. Generating a Payment Report (Voucher)

Payment reports (vouchers) are NOT generated from the “All Reports” tab. Instead, they are generated from the “Payments” tab. To generate a
payment report (voucher), click into the relevant payment and then click on the “Reports” pull-down in the top, right corner. LPAs can choose
any of the reports they want for their own purposes, but if Appia payment vouchers are being used in lieu of Farm-to-Market (309) vouchers, the
“Detailed Payment” voucher should be chosen. Any voucher chosen can be downloaded and saved and then uploaded to Doc Express.

Pyl R OS-C086(60)--8J-86 - 31961 cions - | Reports =)

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Payment Information

ALL REPORTS

Payment Details Project Details
G Payment Number Percent Complete Prime Contractor Project Manager
DAILY 2 51% PETERSON CONTRACTORS INC Nicole Stinn

ACTIVITIES

Additionally, a .csv payment report can be exported by choosing the “Actions” pull-down in the top, right corner and selecting “Export”.

Gladbrook Bridge Replacement Letting Date: October 21, 2014

QEVE BROS-C086(60)--8J-86 - 31961

Payment Information m
ALL REPORTS
Payment Details Project Details
E Payment Number Percent Complete Prime Contractor Project Manager
DAILY 2 5.1% PETERSON CONTRACTORS INC Nicole Stinn
ACTIVITIES
Payment Status Item Payment Amount Managing Office

Approved $67,438.40 Tama County Highway Department




A few sample pages of the “Detailed Payment” report are shown here.

Tama County Highway Department
Detailed Payment
BROS-C086(60)--8J-86 - 31961

Description Gladbrook Bridge Replacement
Letting Date: October 21, 2014

Payment Number 2

Pay Period 01/03/2019 to 01/28/2019

Prime Contractor PETERSON CONTRACTORS INC.
104 BLACK HAWK

REINBECK, IA
Payment Status Approved
Awarded Project Amount  $1,457,851.99

Authorized Amount $1,457.851.99

Section: 1 - ITEMS FOR A 244'-0 X 30'-0 PRETENSIONED PRESTRESSED CONCRETE BEAM BRIDGE
0010 2104-2710020 CY $4.500 5,700.000 1,066.667 0.000 1,066.667 1,066.667 $4.800.00 $4,800.00
EXCAVATION, CL 10, CHANNEL

Detailed Payment: 04/06/2021
BROS-C086(60)--8J-86 - 31961 Page 1 of 9




0120 2501-0201057 LF $33.350 1,260.000

PILES, STEEL, HP 10 X 57

0130 2501-0201473 LF $39.480 1,540.000 770.000 770.000 770.000 $30,399.60 $30,399.60
PILES, STEEL, HP 14 X 73

0140 2501-5478073 LF $76.100 396.000 408.000 408.000 408.000 $31,048.80 $31,048.80
CONCRETE ENCASEMENT OF STEEL H PILES, HP 14 X 73

0150 2501-6335010 LF $38.620 180.000

PREBORED HOLE

0160 2507-2638650 SY $109.700

BRIDGE WING ARMORING - EROSION STONE

0170 2507-3250005 SY $2.500 2.,805.000

ENGINEERING FABRIC

0180 2507-6800061 TON $33.000 2,180.000

REVETMENT, CLASS E

0190 2533-4980005 LS $82,187.500

MOBILIZATION

0200 2536-6745045 LS $6,300.000

RMVL OF ASBESTOS

Section Totals: $66,248.40 $66,248.40

Section: 2 - ROADWAY ITEMS

Detailed Payment: 04/06/2021
BROS-C086(60)--8J-86 - 31961 Page 3 of 9




Time Charges

Late Start Date: 04/16/15

Summary

Current Approved Work:
Current Stockpile Advancement:
Current Stockpile Recovery:
Current Retainage:

Current Retainage Released:
Current Liguidated Damages:
Current Adjustment:

Current Payment:

Previous Payment:

Detailed Payment:
BROS-C086(60)--8.-86 - 31961

120.0 Days 120.0 Days

$67,438.40
$0.00
$0.00
$2,023.15
$0.00
$0.00
$0.00
$65.415.25
$7,338.05

Total Payments:

Approved Work To Date:
Stockpile Advancement To Date:
Stockpile Recovery To Date:
Retainage To Date:

Retainage Released To Date:
Liquidated Damages To Date:
Adjustments To Date:

Payments To Date:

Previous Payments To Date:

$67,438.40 $75,003.40

120.0 Days

Total Damages:

$75,003.40
$0.00
$0.00
$2,250.10
$0.00
$0.00
$0.00
$72,753.30
$7,338.05

04/06/2021
Page 8 of 9

Note: A “Stockpiles” section will be shown on this final page as well if any stockpile entries have been made.



H. Editing a Payment
If you ever navigate away from the payments screen and need to get back in to edit a payment, simply go to the Payments tab on the left and

then click on the blue circle with the pencil on the right side of the line containing the payment you want to edit. Payments can be edited until a
payment date is entered. Once a payment date is entered, they cannot be un-approved or edited.

A payment can be deleted by clicking on the circle with the red “x” on the right side of the line.

o

EEE BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date: October 21, 2014

Payments
End Date Status Payment To Date % Complete No.
atLrerorts [IEETEREE Draft $65,415.25 $7275330 (EIE ) 0
Gj 01/0212019 Approved $7.338.05 §7,338.05 @B [ /]

DAILY
ACTIVITIES Displaying all 2 payments




. Making a Final Payment

When a local agency has completed the semi-final voucher, it is time to move forward with processing a final voucher. Appia has its own final
voucher process which includes the mandatory process of creating a balancing change order. A balancing change order changes contract
guantities to match paid quantities. Appia’s final voucher process is initiated by following the link on the Payments tab that says, “Issue final
payment” (as shown below). At this time, Appia’s final voucher process does not currently align with lowa DOT practices. Therefore, Appia’s
final voucher process should NOT be used to generate final payment vouchers for DOT-administered projects.

31 | Payments

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date; October 21, 2014

Status

Payment ToDate % Complete

Approve $65.416.25 $72.763.30 2 o
Approved 7.338.05 $7.338.05 1 o

Displaying all 2 payment

Copyright & 2021, Infotech®. All rights reserved
Appia® is a registered trademark of Infote
Terms / Privacy ! DMCA

infotech

Do not use this UNTIL your
project has been completely
closed with the DOT and
retainage has been released.

Instead of using Appia’s final payment, for DOT-administered projects, you will use Appia to create a standard voucher instead which contains
any final quantities as well as the retainage release.

Then, after acknowledgement by the DOT that the project has been closed and retainage has been paid, Appia’s final payment process can be
followed through. Note: The only way to move a project to “completed” status is to follow through Appia’s final payment process.




1) DOT Final Voucher Process

To create a final payment voucher for DOT-administered projects, you will generate a standard voucher in the same manner you’ve generated
progress vouchers throughout the rest of the project. (See each of the previous subsections in this Payments section for instructions on creating
payment vouchers.)

The only difference between the final voucher and progress vouchers will be the remark entered and the value entered in the “Release” field.

e Retainage Release: For the retainage release, simply enter the amount of retainage that needs to be released in the “Release”. (The

Retainage % does not need to be adjusted and can be left at the % used throughout the project.)
0 The value of retainage previously held on that contract can be found in the summary block on the last issued payment voucher
or on the “Overview” screen for the project.

e Remarks: In the “Remarks” field, enter “FINAL VOUCHER”.

e From/To Dates: Double check that you are paying to the last date desired.

e Exclusions: Make sure there are no exclusions (or no desired exclusions) before approving your final voucher since this is the last
voucher on which any payments will be made.

Click the blue “Save” button in the top, right corner and submit the voucher for approval as typical when all details have been entered. A
“Detailed Payment” report can then be generated which can be downloaded and then uploaded to Doc Express for inclusion with the final

packet.

See screenshot on the next page.




ALL REPORTS

i

MATERIALS

E]

STOCKPILES

@

TIME LIMITS

CHANGE
ORDERS

=

PUNCH LIST

$

PAYMENTS

Edit

Payment Details

Payment Number
3

Payment Status
Draft

Pay Period
* From Date

01/29/2019

Retainage

Retain

3.000%

Release

$28.572.68

Remarks

1dpx

Percent Complete

5.1%

Item Payment Amount
$0.00

* To Date
01/31/2019

i

]

I=
£

Project Details

Prime Contractor
PETERSON CONTRACTORS INC

Managing Office
Tama County Highway Department

Payment Dates

Approval Date

Retainage Cap Amount
$30,000.00

Edil Project Cap Settings

Project Manager
Nicole Stinn

Payment Date

FINAL VOUCHER
@ Help

AFTER the Local Systems (or another DOT administering bureau) has verified that the project is complete and the final payment generated above
has been processed, then you may begin Appia’s final payment process.

Note: Many cities require a balancing change order and will want to use Appia’s final payment process in conjunction with the DOT’s close-out
process. Please contact your Local Systems Regional Field Engineer to make sure it’s ok to do so.




2) Appia’s Final Voucher (Payment) Process
**Read the preceding DOT Final Voucher Processx section before going through Appia’s final payment process.**

AFTER the Local Systems (or another DOT administering bureau) has verified that the project is complete and the final payment generated above
has been processed, then you may begin Appia’s final payment process. To begin the process, click on the “Issue final payment” link on the
Payments screen.

ts { BROS-COB6(60)—8J-86 - 31961 / Payments

BROS-C086(60)--8J-86 - 31961

Gladbrook Bridge Replacement Letting Date; October 21, 2014

End Date Status Payment ToDate % Complete

0112812019 Approved $65.415.25 57275330 QD
0110272019 Approved §7.338.05 7.338.05

Displaying all 2 payments

infotech

***¥Note: Appia’s final payment cannot be completed on the same day as a regular payment. Therefore, you must wait at least one day after
approving a normal payment to issue Appia’s final payment, or you can adjust your normal payment so that the “To Date” does not include the
current day.




This screen should appear. First, click on the link to “Balance items”.

Balancing items will cause a “Balancing Change Order” to be automatically created for all items except items marked as “lump sum”. (This is
partially why Local Systems asks you to remove lump sum “flags” from lump sum items in your reference data. See the Appia Project Creation &
Account Management Instructions for removing lump sum “flags” from items.) A balancing change order changes the authorized quantities
(original contract quantities or original quantities + change orders to date) to match the quantities that have been paid or are in an approved
daily report.

Page County Test

Letting Date

All items are balanced.
L S e

E. Balance items?

All items are completed.
Rl o

s. Complete items?

@ Al punch list tasks are completed.

) All stockpiles are fully recovered.
Final Payment or

o All time limits are completed.

Complete time limits?



https://iowadot.gov/local_systems/publications/local_jurisdictions/AppiaPreconstructionInstructions.pdf
https://iowadot.gov/local_systems/publications/local_jurisdictions/AppiaPreconstructionInstructions.pdf

Clicking on “Balance items” will bring up this screen. Check the “Items” box in the upper, left corner to select all items. Then, click the gray
“Balance Items” button at the bottom or in the top, right corner.

25-C025-118

FM-C025(118)-55-25: Acct ID 37059, Letting Date: August 18, 2020

ltems m Balance ltems
ftems should be selected in order to balance items or o save as complete. Balancing items will create a new change order

Line Number Item 1D Unit Description Complete?

Section: 0001 - Roadway [tems

0010 2121-7425020 GRANULAR SHOULDERS, TYPEB

0020 2210-0475105 CHOKE STONE BASE

0030 2210-0475290 MACADAM STONE BASE

0040 2213-2713300 EXCAVATION, CLASS 13, FOR WIDENING

0050 2303-1031500 HOT MIX ASPHALT STANDARD TRAFFIC, BASE COURSE, 1/2 IN. MIX
0060 2303-1258283 ASPHALT BINDER, PG 58-28S, STANDARD TRAFFIC
0070 23036911000 HOT MIX ASPHALT PAVEMENT SAMPLES

0080 2502-8212034 SUBDRAIN, LONGITUDINAL, (SHOULDER) 4 IN. DIA.
0090 2502-8225010 SUBDRAIN OUTLET, 500-10

0100 2528-8445110 TRAFFIC CONTROL

0110 2528-8445113 FLAGGERS

TIME LIMITS 0120 2533-4980005 MOBILIZATION

Save Balance ltems




A screen like this should appear. This is the newly created “balancing change order”. Review the items, and then click the blue “Submit for

Approva

=
-

QUERY

ALL REPORTS

&

DAILY
ACTIVITIES

e
[ 1]

ITEMS

MATERIALS

[
STOCKPILES
-0

TIME LIMITS

(U

CHANGE
ORDERS

=

PUNCH LIST

S

IM

button in the upper, right corner. (Note: If you click back out to the Change Orders tab before clicking the “Submit for Approva
button, it will show a balancing change order in draft status.)

|ll

25-C025-118 e

FM-C025(118)-55-25: Acct ID 370359, Letting Date: August 18, 2020

Change Order
Date Created
04/07/2021

Summary
Balancing Change Order for Final Payment

Description
Balancing Change Order for Final Payment

Quantity Changes

Line Number Item ID

Section: 0001 - Roadway Items

0010 2121-7425020

GRANULAR SHOULDERS, TYPE B

Reason: Balancing Change Order

0020 2210-0475105

CHOKE STONE BASE

Reason: Balancing Change Order

0030 2210-0475290

MACADAM STONE BASE

Reason: Balancing Change Order

Unit

TON

CAT 01 CATMM

TON

CAT 01 CAT 01

TON

Quantity Before

2,938 300

2,938.300

2,030.900

2,030 900

4,714.700

Status
Draft

Type

Total Proposed Amount
-$735,130.77

Quantity Change

-2,938 300

-2,938.300

-2,005.170

-2,005170

-4,406.790

Quantity After

0.000

0.000

25730

25730

307.910

Unit Price

$24 500

£24.500

$28.350

8§28 350

$28.700

Edit

Extension Change

-$71,988.35

-571,988.35

-556,846.57

-556,846 57

-$126,474.87




Note: At this point, if you were to your Change Orders tab you would see that a change order has been created
get back into it.

. Click to edit the change order to

Change Orders

m Date Status

ALL REPORTS

Amount  Type

Summary
Draft -$735,130.77

m Displaying 1 change order

21

No.
Balancing Change Order for Final Payment

1 00
infotech

DAILY
ACTIVITIES

e

(1]

2021, Infotech®. All rights reserved
s a registered

Ap|

Copyright ©
- B i
Support Hours: 7:00 AM - 8:00 PM Eastern

f Infotech
Phone: 888 352 2439/ Email: suppori@appid net

MATERIALS

[

STOCKPILES




After clicking “Submit for Approval”, an “Approve” button will show if you have an appropriate role type which can administer approvals. Click
“Approve”.

OVERVIEW

=1
-i

QUERY

ALL REPORTS

DAILY
ACTIVITIES

e
(L]

MATERIALS

(2

STOCKPILES

C]

TIME LIMITS

25-C025-118

FM-C025(118)--55-25 Acct ID 37059, Letting Date: August 18, 2020

Change Order

Date Created
04/07r2021

Summary
Balancing Change Order for Final Payment

Description

Balancing Change Order for Final Payment

Quantity Changes

Line Number Item ID

Section: 0001 - Roadway Items

0010 2121-7425020

GRANULAR SHOULDERS, TYPE B

Reason: Balancing Change Order

0020 2210-0475109

CHOKE STONE BASE

Reason: Balancing Change Order

Unit

TON

CAT 01 CATM

TON

Quantity Before

2,938.300

2,938.300

2,030.900

Status
Pending

Type

Total Pending Amount
-$735,130.77

Quantity Change

-2,938.300

-2,938.300

-2,005.170

Quantity After

0.000

0.000

25.730

Unit Price

$24.500

$24.500

$28.350

(oo Jeor L v

Extension Change

-§71,988.35

-$71,988.35

-$56,846.57

**Note: Any lump sum items are present in the contract which are still flagged as lump sum items will have to be “balanced” on a normal change
order if the quantity placed does not equal the contract quantity. This must be done in order to issue a final payment.




Now, go back to the Payments tab, and again click on the link for “Issue final payment”.

\‘: Pro BROES 8J-86 - 31961 / Payments
BROS-C086(60)--8J-86 - 31961
] Gladbrook Bridge Replacement Letting Date: October 21, 2014
__:0

Payments m

e End Date Status Payment ToDate % Complete No.
2 [——— e 6541525 $7275330 QD 2 o
011022019 Approved §7.338.05 $7.9%05 QD 1 o
e Displaying all 2 payments
(| ]
ITEMS - ——

Copyright & 2021, Infotech®. All rights reserved




Completing the balancing change order in the manner described above should have taken care of the second step in Appia’s final voucher
process, which is marking all items as “complete”.

OVERVIEW 25'C025'1 1 8

— FIM-C025(118)-55-25: Acct ID 37059, Letting Date: August 18, 2020

=
7]

QUERY ') All items are balanced.

ALL REPORTS

Balance items?

All items are completed.
0. o

m ) All punch list tasks are completed.

* pany
ACTIVITIES

© All stockpiles are fully recovered.
- Final Payment

ITEMS . e
o All time limits are completed.

ted. Complete time limits?

MATERIALS

(E]




If it didn’t, click on the “Complete items” link and this screen will come up. Check the “Items” box in the upper, left corner to select all items.
Then, click the blue “Save” button at the bottom or in the top, right corner.

25-C025-118

FM-C025(118)-55-25: Acct ID 37059, Letting Date: August 18, 2020

tems (o [ poarce s | o |
lterns should be selecied in order to balance items or to save as complete. Balancing flems will create a new change order.

Line Number Item 1D Unit Description Complete?

Section: 0001 - Roadway [tems

0010 2121-7425020 GRANULAR SHOULDERS, TYPEB

0020 2210-0475105 CHOKE STONE BASE

0030 2210-0475290 MACADAM STONE BASE

0040 2213-2713300 EXCAVATION, CLASS 13, FOR WIDENING

0050 2303-1031500 HOT MIX ASPHALT STANDARD TRAFFIC, BASE COURSE, 1/2 IN. MIX
0060 2303-1258283 ASPHALT BINDER, PG 58-28S, STANDARD TRAFFIC
0070 23036911000 HOT MIX ASPHALT PAVEMENT SAMPLES

0080 2502-8212034 SUBDRAIN, LONGITUDINAL, (SHOULDER) 4 IN. DIA.
0090 2502-8225010 SUBDRAIN OUTLET, 500-10

0100 2528-8445110 TRAFFIC CONTROL

0110 2528-8445113 FLAGGERS

TIME LIMITS 0120 2533-4980005 MOBILIZATION




Continue completing any remaining steps in Appia’s final payment process for punch lists and stockpiles. (Reminder: To get here, go to
Payments and then click on the “Issue final payment” link.) Last, follow the “Complete time limits?” link to mark Time Limits as complete.

OVERVIEW 25'C025'1 1 8

— FIM-C025(118)-55-25: Acct ID 37059, Letting Date: August 18, 2020

-
=0

QUERY ') All items are balanced.

ALL REPORTS

Balance items?

All items are completed.
e o

m ) All punch list tasks are completed.

* pany
ACTIVITIES

© All stockpiles are fully recovered.
- Final Payment

ITEMS N o
o All time limits are completed.

i Complete time limits?

MATERIALS

(E]




Clicking on the “Complete time limits?” link will bring you to the Time Limits section. Click on the blue circle with the pencil in the upper, right
corner to edit the time limits data.

L

ALL REPORTS

MATERIALS

Time Limits

Type
Working Days

Status
In Progress

Description
Working Days, Late Start Date: 09/21/20, Liquidated Damages: $1.000.00

Completed

Start Date
09/11/2020

Expected End Date
09/14/2020

Days Charged
1.5

Days Remaining
235

Original Days Allowed
250

Authorized Days Allowed
250

Liquidated Damages/Day
$0.00

Liquidated Damages To Date
$0.00

Displaying 1 time limit

infotech

Support Hours: 7:00 AM - 8:00 PM Eastern

Phene: 888 352 2439 / Email: suppori@appia net

Copyright @ 2021, Infotech®. All rights reserved.
Appia® is a registered trademark of Infotech
Terms / Privacy / DMCA




In the editing screen, click on the “Work Completed” toggle to mark it as “Yes”

EC]

QUERY

ALL REPORTS

i)

DAILY
ACTIVITIES

MATERIALS

&

STOCKPILES

. Then click the blue “Save” button in the top, right corner.

Edit

Working Days

Description

Working Days, Late Start Date: 09/21/20, Liquidated Damages: $1,000.00

Start Date
09/11/2020

Days Charged

15

Days Remaining
235

Primary Deadline?

Work Completed?

Work Completed
09/14/2020

Liquidated Damages/Day
$0.00 SUN

Total Liquidated Damages
$0.00

25

MON

26

TUE

20

27

< April

21

28

WED

>

22

29

THU

23

30

FRI

Eniz:

SAT

24




When all tasks in the “Issue final payments screen have been completed”, it will either bring up this screen again where you can select the
“Complete Final Voucher” button at the bottom....

-
=0
QUERY 1) All items are balanced.

ALL REPORTS

Balance items?

All items are completed.
o ! P

= @ Al punch list tasks are completed.

® DALY
ACTIVITIES

All stockpiles are fully recovered.
4 Final Payment °

| ITEMS
o All time limits are completed.

i. Complete time limits?

MATERIALS

or....




it will bring you to the payment screen, and a ribbon across the top will say, “This is your final payment.” Review the details in the payment and
then click on the blue “Submit for Approval” button in the top, right corner.

18-C018-076 Submit For Approval |)Actions ~
-_‘:‘6 FM-C018(76)--55-18 - 36920

QUERY

ALL REPORTS

= Edit [ save | cancer |

DAILY
ACTIVITIES

OVERVIEW SUMMARY WORK PERFORMED ATTACHMENT S

This s your final payment.

Payment Details Project Details

Payment Number Percent Complete Prime Contractor

e
m
4 100.0% INROADS, LLC.

Payment Status Item Payment Amount
Draft $0.00

MATERIALS

& Pay Period Payment Dates
* From Date * To Date Approval Date Payment Date

STOCKPILES

Then click the “Approve” button (if you have an access role that allows you to do approvals).

=S 18-C018-076 'm

= FM-C018(76)--55-18 - 36920
]

QUERY

ALL REPORTS

OVERVIEW WORK PERFORMED ATTACHMENTS

This is your final payment.

= Payment Information

DAILY
ACTMITIES i . :
Payment Details Project Details

Payment Number Percent Complete Prime Contractor
4 100.0% INROADS, LLC.

Payment Status Item Payment Amount
Pending $0.00

MATERIALS

11




The Payments screen will now show Appia’s Final Payment will a red “Final Payment” icon.

ol 18-C018-076
FM-C018(76)--55-18 - 36920
| LABs ]
=
=@
iy Payments
ﬂ End Date Status Payment ToDate % Complete No.
nuesorrs [ Aoprovy [T $1.30887 $43.629.00 4 o
o oo Approved i s25013 . QN g
v
ACTIVITIES 0410212021 Approved $4,365.00 $4,393.13 mﬁ n 2
== 02/01/2021 Approved $28.13 $2813 g% ™ 1
ITEMS Displaying all 4 payments

The last step is marking the voucher as “Paid”. This action will move your project to the “Completed” status, so it will no longer be listed with
the projects in the “Under Construction” status. Make sure everything is complete before performing this action. When ready, click on the blue
circle icon with the pencil (shown above) to edit the payment information.

W 18-C018-076

FM-C018(76)--55-18 - 36920

 LABS ]
=
=@
A Payments
ﬂ End Date Status Payment To Date % Complete No.
PR 04/07/2021 Approved [Tl $1,308.87 §43,629.00 4 (/]
m 04103/2021 Approved §37,927.00 $42,320.13 3
DAILY
ACTIVITIES 04/02/2021 Approved $4,365.00 $4,393.13 2
Ee 02/01/2021 Approved $26.13 $2813 gm =, 1

ITEMS Displaying all 4 payments




In the payment overview screen, enter the “Payment Date”, and then click the blue “Save” button to the right. Last, click the blue “Mark as
Paid” button in the top, right corner.

vl 18-C018-076 m

FM-C018(76)--55-18 - 36920

OVERVIEW WORK PERFORMED

This is your final payment.
Edit E3 e

Payment Details Project Details
Payment Number Percent Complete Prime Contractor
4 100.0% INROADS, LLC.
Payment Status Item Payment Amount
Approved $0.00
.o
ol
o'’
MATERIALS

Pay Period Payment Dates

@ * From Date * To Date Approval Date Payment Date

04/04/2021 0410712021 04/072021

STOCKPILES

Lo

A pop-up box will appear saying, “Once the payment has been marked as paid, it cannot be undone. Are you sure you want to continue?”. Click
”Ok"_

demoZ.appia.net says

Once the payment has been marked as paid, it cannot be undone. Are

n Cancel

Your project is automatically moved to “Completed” status and will be listed there now.

you sure you want to continue?

Congratulations!!! You have successfully completed a project in Appia!




12 - Contractors

(Reserve d for Contractors instructions )




This section is reserved for future instructions on the Contractors tab.




13 - Funding

(Reserved for future Funding instructions)




This section is reserved for future instructions on the Funding tab.




14 - I\/Iore Worksheets

ved for Worksheets instructions)




This section is reserved for future instructions on Worksheets.




15 - More: Project Settings




For instructions on adjusting project settings, please see the “Project Settings” section in the “Project Creation and Account Management
Instructions” located on the Doc Express and Appia website under “Post-Letting Resources”.

¥ POST-LETTING RESOURCES

FORMS AND MATERIALS
INFORMATION

DOC EXPRESS AND APPIA

INSPECTION WORKSHEETS
(EXCEL)

CONTRACT ADMINISTRATION
TRAINING INFORMATION

APPIA

B2 Appia Project Creation & Account Management Instructions

Appia User's Guide

Funding Overview Guide

Inspector Flash Guide

Manage Reference Data Worksheets

Worksheet Calculations



https://iowadot.gov/local_systems/Post-Letting-Resources/Doc-Express-and-Appia

16 - Exporting Data: Export Reports
(For Audit/Review by Local
Systems)

(Syste d.)




You can download specific reports for any given project at any time. Available reports include:
e Change Order Details
e Daily Report*
e Daily Diary
e Detailed Payment
e |tem History
e Item Quantity Summary**
e Payment Invoice
e Payment Invoice by Fund (Fund Packages Only)
e Payment Invoice (with Fund Sources)
e Time Charges
e  Worksheet History

*This export will generate a file with PDF summaries of each of the daily reports. These PDFs can be merged together if desired.

** This export will generate a file with individual PDF summaries for each bid item with all of the item posting (quantity entry) information
including any locations or remarks recorded. These PDFs can be merged together. When a project is ready for audit/review, the Local Systems
field staff may require the local agency to merge these quantity summaries and upload them to DocExpress.




To download these reports, click on “Export Data” in the left menu on the main project listing screen. Then click on “Export Reports” in the
expanded sub-menu.

Export Projects

Projects

Search for Name or

REFERENCE

DATA

&

Project ID Description Project Status

03-C003-062 Under Construction (1]

TEM MGT
STP-5-C011(71}-5E-11 - 29427 Under Construction (1]
Under Con: o
Reconstruction Bridge Deck Under Construction o
On 43Tth Street Over Trib to Soap Cr, From 314th Ave. West 0.3 Miles on N Line S22 T70 R16 Under Construction o
Letting Date 4/21/2020 Under Constr o
Gladbrook Bridge Replacement Letting Date: October 21, 2014 Under Construction o
Letting Date: 04/01/20 Under Construction 0
Description: RCB culvert replacement over Plum Creek Letting Date: February 21, 2017 Under Construction 0
Description: RCB culvert replacement over Plum Creek Letting Date: February 21, 2017 Under Construction 0

EXPORT

REPORTS Description: RCB culvert replacement over Plum Creek Letting Date: February 21, 2017 Under Construction 0
e Description: RCB culvert replacement over Plum Creek Letting Date: February 21, 2017 Under Construction 0
HELP Description: RCB culvert replacement over Plum Creek Letting Date: February 21, 2017 Under Construction ﬂ




You will be brought to this “Export Reports” screen. Select the desired project from the pull-down menu and enter the desired dates in the
“Start Date” and “End Date” boxes. Reports will only be generated for the date range covered between the start and end dates entered. In the
“Reports” column on the right side, check the box for any/all reports you want to be generated. Push “Export”.

Export Reports

MY PROJECTS EXpOf‘t RepOI’tS ’ Cancel
You can only export reports for under construction projects. ‘
* Project * Reports
BROS-C004(103)-8J-04 - 35155 - electind
Change Order Detals
* Start Date ¥ Daily Report
05/28/2020 Daily Diary

Detailed Payment
* End Date Item History
05/28/2020 # |tem Quantity Summaly
Payment Invoice
Payment Invoice By JFund (Fund Packages only)
Payment Invoice (with Fund Sources)
Time Charges

‘Worksheet Hisfry

nc.. D

ark of Infotech

cy / DMCA

The two specific exports that Local Systems staff will need for auditing/review purposes are “Daily Report” and “Item Quantity Summary”.
Once extracted the “Daily Report” reports can all be merged into one PDF and placed in the Diaries drawer in Doc Expres. The Item Quantity
Summary reports should each be named according to the item and the naming convention and uploaded to Doc Express in the “Items and
Materials” drawer as shown in the Doc Express naming convention.



https://iowadot.gov/local_systems/publications/local_jurisdictions/DocExpressLPAUsersGuideAppendix.pdf

You will be brought back to the project listing screen where a green ribbon will be displayed across the top saying the export is in progress and
that you will receive an email with a link to download.the expcrtcd reReEhs,

My Projects

Pro tip: A

Projects statuses are located here.
Find Project o Click or tap o select a different Status: Under Consiruction v 3= Advanced
status than the one showing.
Dismiss,

Under Construction

Pro tip: Description
Click or tap the star to add a project

o to your favorite projects. My Projects
will default to Faverites at next login
if a favorite is selected,

03-C003-062

Dismiss, STP-S-CO11(71)--5E-11 - 20427

36-C035-074 JSON TEST/FINANCE (ifiponed

BHM-SWAP-1827(684)--SA-82-1 12345 Reconstruction Bridge Deck

BROS-CO04({103)--8J-04 - 35155 On 437th Street Over Trib to Soap Cr. From 314th Ave. West 0.3 Miles on N Line S22 T70 R16.

BROS-CO78(111)--FF-78_Payment for Multiple Sections Letting Date 4/21/2020

[+ S + I < IR « I« A « [ < |

BROS-CO086(60)--8J-86 - 31961 Gladbrook Bridge Replacement Letting Date: October 21, 2014




The email will look like this.

Link to Download Export Reports for BROS-C004(103)--8J-04 - 35155 - Message (HTML)

File Message Help McAfee E-mail Scan Adobe PDF Q) Tell me what you want to do

TS @ E Orepy 13 CMidyear 2020 } I:j’ = fe L ) q _ M S

& - -~
Q Delete Archive O Reply All {0 —> To Manager Move m Tags Editing | Speech Zoom Insights View MyAnalytics
= —> Forward L~ v [A- . . : Headers
Delete Respond Quick Steps . Move Zoom ~
Link to Download Export Reports for BROS-C004(103)--8J-04 - 35155
Appia Service Team <noreply@appia.net>(Appia Service Team via amazonses.com) O Reply © Reply Al Forward
To @Stinn, Niki Thu 5/28/2020 1:57 PM

@ If there are problems with how this message is displayed, click here to view it in a web browser.
The actual sender of this message is different than the normal sender. Click here to learn more.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear Nicole Stinn,

The reports export started at 05/28/2020 02:57 PM EDT has completed.

Download export reports for BROS-C004(103)--8J-04 - 35155

ﬁ

Click on the link here to download the project data.




Depending on your browser, your file download may show up at the bottom like this. Click on the arrow to the right of the file name and then
“Show in folder” to view the files.

Open
Always open files of this type

Show in folder

Cancel

i appia_reports (8).zip v i appia_reports (7).zip




Alternately, once you have clicked on the link in the email, your zipped file can be found in the “Downloads” folder in your file explorer. The
“Downloads” folder can be found by typing “downloads” in your search bar.

All Apps Documents Web More * g@

Best match

(2) Automatic file downloads privacy
settings

System settings

= Automatic file downloads privacy settings
3 Downloads P y 9

System settings

‘ File folder in nstinn > System setting

Last modified: 5/15/2020, 7:47 AM

Search the web & Open
O downloads - see web results >
Folders
Downloads - in Default >
Public Downloads >
Apps (1)

O downloads|




Whichever path is taken to download the file, you should arrive here. Right click on your file and select “Extract All...”.

\ A%

Share

» LocalSystems

Secondary Roads

Appia
I Desktop

B This PC

) 3D Objects
I Desktop

= Documents
4 Downloads
J’ Music

= Pictures

View

o Cut
W Copy path

o+

g

AASHTOWare for .json fil

lowa Reference Files _ TC

@ OneDrive - lowa Departme

Extract

Compressed Folder Tools

&

i appia.zip

| appia_database.zip
i appia_project (1).zip
i appia_project.zip

i appia_reports (1).zip
i appia_reports (2).zip
i appia_reports (3).zip
i appia_reports (4).zip
i appia_reports (5).zip
i appia_reports (6).zip
s appia_reports (7).zip

Downloads

3, : -
x -I | New item

T | Easy access ~

Pin to Quick Copy Paste . ) L Move  Copy Delete Rename Mew
e [#] Paste shortcut to~ to~ - falder
Clipboard Organize Open
- v 4 ¥ » This PC » Downloads Spenknew winc o
d Extract All...
~ [ Name -
3 Quick access . Pin to Start
1. all100excel.zip
< Documents * &8 Apache_OpenOffice, © Scan for threats...
¥ Downloads + | appia (1).zip 12 Share
Secondary Roads Engi A | appia (2).zip Open with

Give access to

Restore previous versions
Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

v "

Properties

£

Open

= = = = =

appia_reports (8).zip
i appia_reports.zip

t AppiaProjects_2020-04-13-102858965.zip

& autodraw 5_20_2020.png
@0 BidderStatusForm.docx

ﬂ\ bidsummary (1).csv

i B =

3/9/2020 9:21 AM

4/13/2020 10:33 AM

5/20/2020 7:18 AM
5/27/2020 2:02 PM
1/15/2020 1:12 PM

Open ~ —]— Select all
Edit Select none
History Invert selection

Select

v U Search Downloads

Type Size
Compressed (zipped)... 28,674 KB
Application 137,992 KB
Compressed (zipped)... 61 KB
Compressed (zipped)... 61 KB
Compressed (zipped)... 62 KB
Compressed (zipped)... 19,160 KB
Compressed (zipped)... 13,566 KB
Compressed (zipped)... 9,731 KB
Compressed (zipped)... 4,252 KB
Compressed (zipped)... 4,252 KB
Compressed (zipped)... 2,270 KB
Compressed (zipped)... 3,922 KB
Compressed (zipped)... 586 KB
Compressed (zipped)... 586 KB
Compressed (zipped)... 260 KB
Compressed (zipped)... 260 KB
Compressed (zipped)... 1,111 KB
Compressed (zipped)... 4 KB
PNG File 64 KB
Microsoft Word Doc... 19 KB
Microsoft Excel Com... 1KB




This window will pop up. Browse to find the location where you would like to save your project data.

i Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

WiHighway\LocalSystems\Secondary Roads Engineer\Appia\Exports\Daily Browse...

Show extracted files when complete

| Extract Cancel

When you have selected the appropriate file in which to save your data, click “Extract”.




A new file explorer window will open showing the folder with the extracted files.

Here is a sample of the export containing the Daily Report files. Note the dates in the file names.

3 Quick access
= Documents

"r Downloads

Secondary Roads Enginee

» LocalSystems

Share View

« Highway » LocalSystems » Secondary Roads Engineer » Appia » Exports » Daily Reports BROS-C004_103

-~

v O

D Name

% Daily_Repor._01_27_2020,NS_BROS-C004_103_--8J-04_-_..
= Daily_Repcrt_01_28_2020_S_BROS-C004_103_--8J-04_-_...
L Daily_Repdrt_01_29_2020_MS_BROS-C004_103_--8J-04_-_...

o

Date modified

5/28/2020 2:02 PM
5/28/2020 2:02 PM
5/28/2020 2:02 PM
5/28/2020 2:.02 PM

Type

Size

Adobe Acrobat Docu...

Adobe Acrobat Docu...

Adobe Acrobat Docu...

Adobe Acrobat Docu...

= Daily_Repcrt_02_03_2020_NS_BROS-C004_103_--8J-04_-_...
L Daily_Repory 05_13_2020_NS_BROS-C004_103_--8J-04_-_...

5/28/2020 2:15 PM

Adobe Acrobat Docu...

68 KB
68 KB
68 KB
68 KB
86 KB

g o

Search Daily Reports_BROS-CO0.. 2

Here is a sample of the export containing the Daily Report files. Note the Item numbers in the file names.

3 Quick access
‘t Documents

¥ Downloads

Secondary Roads Enginee &
» LocalSystems

Secondary Roads

Appia
I Desktop

Share View

“ LocalSystems » Secondary Roads Engineer » Appia » Exports » Quantity Summaries BROS-C004-103

|:| Name

= Item_Quantity_Summary/0010:2101-085000...
= Item_Quantity_Summar)_0020_2102-262500...
= Iltem_Quantity_Summary 0030_2102-271007...
= Item_Quantity_Summaly_0040_2104-271002...
=X Item_Quantity_Summaly_0050_2105-842501...
= Item_Quantity_Summary_0060_2312-826005...
= Item_Quantity_Summar_0070_7401-674562...
= Item_Quantity_Summary, 0080 /2402-272000...

Date modified

5/28/2020 3:20 PM
5/28/2020 3:21 PM
5/28/2020 3:20 PM
5/28/2020 3:20 PM

Type

Adobe Acrobat Docu...
Adobe Acrobat Docu..
Adobe Acrobat Docu...
Adobe Acrobat Docu.
Adobe Acrobat Docu...
Adobe Acrobat Docu..
Adobe Acrobat Docu...

Adobe Acrobat Docu.,

L aRY)

Size

72 KB
72 KB
73 KB
73 KB
73 KB
72 KB
73 KB
72 KB

Search Quantity Summaries_BR... R

-




A sample “Daily Report” report is shown here.

Ap piaﬁ Appanoose County Secondary Roads Item Postings

BROS-C004(103)--81-04 - 35155

Section: 0001 - ITEMS FOR A 100"-0 X 24'-6 CONTINUOUS CONCRETE SLAR BRIDGE

Description On 437th Street Over Trib to Soap Cr. Fram 314th Ave. West 0.3 Miles on N Line §22 T70 R16, 0050 21022710070 Y §5.000 535:556
Report Date 05132020 EXCAVATION. CL 10. RDWY<BORROW
Contractor: CUNNINGHAM-REIS. LLC
Prime Contractor  CUNNINGHAM-REIS, LLC Funding Detail
35647 RICHLAND ROAD SR
VAN METER_ 1A Defanlt Fund Package 355 535
Status Approved 0070 2401-6745625 Ls $10.000.000 0.250 $2.500.00
Weather RMVL OF EXISTING BRIDGE
Temperature Contractor: CUNNINGHAM-REIS. LLC
Funding Details
Created By Nicale Sti 05/28/2020 03:09 PM EDT
PR IRt U en e Default Fund Package 0.250 £2,500.00
Approved By Nicole Stinn on 05/28/2020 03:14 PM EDT T g
2 item postings Total Posted Amount: $5,277.78
Remarks The contractor was on site today performing Class 10 Roadway and Borrow Excavation on the northwest comer
of the bridge. They also removed the east abutment.
Personnel
Crew #1 = CUNNINGHAM-REIS, LL.C
Waorker Type #1 (3) 10.00 hours
Warker Type #2 (1} 10.00 howrs
1 crew
Equipment
CUNNINGHAM-REIS. LLC
1 equipment
Dhaily Raport 05282020 Diaity Report 05/28:2020

BROS-CO04(103)-8.J-04 - 35155 Page 1012 BROS-C004{103)-8J-04 - 35155 Page 20l 2




A sample “Item Quantity Summary” report is shown here. Note the remarks and location information shown. This is the most similar report in
Appia to the standard DOT .xIsx “E” sheets widely used for recording quantities.

®* ®
Appla Appanoose County Secondary Roads
[tem Quantity Summary
BROS-C004(103)--87-04 - 35155

Project Description Omn 437th Street Over Trib to Soap Cr. From 314th Ave. West 0.3 Miles on N Line 822 T70
RI&.

Line Number o030

Item 2102-2710070

Descriplion EXCAVATION, CL 10. RDWY+BORROW

Unit €Y Unit Price £5.00
Original Quantity 1600000 Quantity Paid 0,000
Authorized Quantity L0000 Quantity Placed but not Paid 1444445
Total Quantity Placed L4445 Amount Paid $0.00
Quantity Remaining 155555 Amount Unpaid $7.22223

Pending Quantity 00 Authorized Amount S8.000.00

Postings

05/13/2020 Nicole Stinn Approved 5 1.444.445

05/ i HNicole Stum gy ed B58.589 585.889
Station: From 100 +0.00 To 100 + 80,00

Location: 13 RT o 93 RT
Remarks:  Southwest comer of bridge. Trregular area.

Tpeatings

Itern Quantity Summary. 05/26/2020
BROS-COD4(103)-8)-04 - 35155 Page 1of 1




17 - Help Section & Local Systems
Contact Information for
Questions and Assistance




“Help” Site

There is a very useful “Help” site provided by Infotech that can assist you in answering any questions. It is searchable and is indexed
by topic. To access the “Help”, click on the “Help” button at the bottom of the left menu bar.

B Projects
sy My Projects Pro tip: Create Project | Import Project
Projects statluses are located here.
.j Find Project o Click or tap to select a different Status: New v :T,—: Advanced
REFERENCE status than the one showing.
DATA Dismiss
New
© Project ID Description
SYSTEM MGT
06-C006-113 (imparied 06-C006-113 [+l x
rhy
19-C0O19-10- E 3 d
EXPORT DATA =T IETTING dATE 25 0
170221 031 TMC 80
36-C036-074 JSON TEST2 (iffiperied 170221 031 TMC 80
FM-CO36(77)--55-36 - 35405 [+l x]
45.C045-086_Howard County Howard County Tied Bridge Contract Letting Date: April 21, 2020 oo
82-1827-677-3 34463 where is the [+ <]




The “Help” site opens in a new browser tab and is shown here.

Contents | Search |

@ Software Navigation
My Account
Gatting Started
Reference Data
System Management
@ Classic Access
) Projects
_tj Projects
il Project Phases
\&] Favorites and Satus Filter
=] Import Projects
5] Create or Edit Project Overview
|=] Delete Project
|E] Award Bid
=] Advance to Construction
Impaort ltems
Export Data
All Reports
Sections and ltems

Time Limits

: Funding

@ Attachments

@ Links

@ Bids

@ Adjustments

@ Daily Activities
Project Materials
Stockpiles
Change Orders
Punch List
Project Payments
Projact Contractors

’ Project Warksheats

Home > Projects > Projects

e |

Projects

Projects created in the Appia service are used to guide the work starting with estimation through the finished project. When you create a project in the Appia service, you enter information
about the type of work and the location of the project, plus any percentages for business enterprises for disadvantaged, minority, or women own business.

The My Projects page displays all new projects and access to under construction and completed projects. The counter next to each heading shows how many projects you have access to in each
phase.

After the initial project information is entered in the Appia service, use the options in the Sidebar menu to complete the project.
Click one of the following topics for more information:

Project Phases

Favorites and Status Filter

Import Projects

Create or Edit Project

Search Projects

Delete Project

Advance to Construction




Local Systems Contact Information
Contact Niki Stinn and/or Tammi Bell in the lowa DOT Local Systems Bureau as shown below with any questions.

Project set-up & program usage technical assistance
Niki Stinn

Title: Secondary Roads Engineer

Email: Niki.Stinn@iowadot.us

Phone: 515-239-1064

(Messages forwarded. Leave message if unanswered.)
Days: Monday-Friday

Hours: 8:00am-4:45pm

Account set-up and management assistance

Tammi Bell

Title: e-Construction Administrator

Email: Tammi.Bell@iowadot.us

Phone: 515-239-1529

(Messages forwarded. Leave message if unanswered.)
Days: Monday-Thursday

Hours: 6:00am-4:30pm



https://iowadot.gov/local_systems/contact-us
mailto:Niki.Stinn@iowadot.us
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