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1.  Introduction to the Construction Measurement 
& Payment System Application 

CM&P Application Overview 
At any given time, the South Dakota Department of Transportation (DOT) has hundreds of construction, 
renovation, and repair contracts across the state.  Each contract can be comprised of multiple projects and 
their specific pay items.  The result is a complex array of tiered components, project specifications, material 
requirements, schedules and deadlines, and financial information.  Tight control must be maintained over 
each contract to ensure that contract and quality objectives are met. 

The CM&P System was designed and developed to assist DOT personnel in managing all of this 
information.  The program organizes and arranges complex contract information into an easy-to-
use windows environment.  From the time that field measurements and observations are made, 
DOT personnel have instant access to detailed information about contracts and projects across the 
state. 

The CM&P System is designed for the end user.  Each user has a logon and password that allows 
him or her to record information in various parts of the program, thereby ensuring information 
integrity.  Recording this information is made easy through windows and controls that relate to 
specific user and job responsibilities.  All calculations are performed automatically, and detailed 
reports can be viewed and printed. 

The CM&P System marks a landmark in contract management for the South Dakota DOT.  The 
value of the system spans professions, divisions, and personnel locations.  Detailed information at 
all levels, from the general contract to specific pay items, can now be viewed and easily 
maintained. 

The CM&P System integrates project needs and requirements with DOT processes and 
procedures.  Employees (Recorders) at each site input information about such things as material 
deliveries, weather conditions, and contractor problems.  State personnel who oversee each project 
have instant access to this recorded information so they can make timely decisions, payments, and 
inquiries.  The intricacies and complexities of DOT contract management are now contained in an 
easy-to-use software application. 

The Construction Measurement & Payment (CM&P) System was developed for use by SD DOT 
construction and central office personnel.  The CM&P System allows SD DOT personnel to remotely 
record material deliveries, contractor working status, weather observations at job sites, initiate contract 
change orders (CCO’s), pay estimates, and contract issues.  However, the most beneficial aspect of the 
CM&P System is that all necessary information will be available to all SD DOT personnel (depending on 
security level) across the state within hours of entry.  This enables management to solve problems as 
quickly as possible, as well as allowing for more accurate project tracking.  Also highly beneficial to SD 
DOT personnel, each piece of information will be handled (keyed in) only once—currently the same 
information must be written or typed onto many forms.  This will free up time for people to do more 
important tasks. 
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CM&P System User Guide Introduction 
The Construction Measurement & Payment (CM&P) System User Guide is a training and reference manual 
covering the functions of the CM&P System.  The material in this manual is tutorial in nature and contains 
step-by step instruction how to: 

• Use mobile applications 

• Logon 

• Find the desired work for completion 

• Use the functions within the following main windows: 

Manage Contract                       Work Authorization 

Record Work                       Biweekly Progress Report 

Pay Estimate                       Contract Weather Day 

Contract Change Order                       Contract Conflict 

Contract Issue                       Visual Inspection 

• Use functions within the following administration windows: 

Management Notification Window                Categorize Contract Change Items Window 

Finance Notification Window                        User Maintenance Window 

Finals Engineer Notification Window            Subcontract Maintenance Window 

Subcontract Maintenance  

• Use change request and problem report functions 

• Generate reports 

• Use the Online Help System 

 

This basic procedural manual is only part of the CM&P instruction and information available to DOT 
personnel.  CM&P windows and functions are more extensively explained in the Online Help available 
through the menu path: Help, Help Topics or through any Help Button. 
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3. CM&P Manual Conventions 
 

The manual is intended for DOT personnel who use the CM&P System. 

 

 

 

The CM&P System consists of a series of screens called windows and panels.  To assist you in 
identifying the different screen components, this manual uses the following style conventions: 

 

Menu paths are shown as they appear on the screen, but in bold. 

Follow menu path Reports, Record Work, Install Item Summary. 

The names of windows and panels or tabs are shown as they appear on the screen. 

Record Work Window 

Manage Contract Identifying Tab 

Data fields and checkboxes are shown exactly as they appear on the screen, but in bold. 

Project field 

Closed checkbox 

Terminal keys, Toolbar buttons, and screen buttons are shown exactly as they appear on the keyboard, but 
in bold, with their icons when appropriate. 

Enter                                        Click on the Record Work Button  

Tab                                           Click on the Save Button 

F5 

If two or more keys must be pressed simultaneously, they are shown with a plus sign (+). 

Shift + Tab 
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Starting Point 
All instructions within the CM&P System assume users have selected a contract and are currently viewing 
the Frame Window shown below. 
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  Application Navigation 
Construction Measurement & Payment (CM&P) designers have made it easy to access windows 
and accomplish tasks throughout the CM&P System.  There are five basic methods: menus, 
mouse, shortcut keys, toolbar and command buttons, and the Tab key. 

Menu Bar 

Always available at the top of the screen, the menu bar provides an organized way of accessing common 
commands and options through its menu items.  The F10 key will make the Menu Bar active.  When the 
Menu Bar is active, Menu items can be chosen by either using the arrow keys to highlight the Menu item 
and pressing Enter (or single clicking), or pressing Alt and the underlined letter in its name. 

Mouse 

The mouse enables users to easily move the cursor between data fields and command options.  The buttons 
on the mouse activate and deactivate options, and allow users to select the necessary information and 
commands with a touch of a finger. 

Shortcut Keys 

These are combinations of two keys—Alt and the underlined letter in the command name.  The 
combination of these two keys executes the task. 

Toolbar Buttons 

A row of icons shown at the top of the screen, beneath the title and menu bars.  By clicking on a 
toolbar button, users can open a new window or perform a task. 

  Buttons throughout the CM&P System have three modes—unavailable , available , 

and selected --which indicate the current status of the button.  Selected buttons are active.  
They are displayed in a three-dimensional, color view to resemble physical buttons that have been 
depressed.  Available buttons also display as three-dimensional but resemble buttons that have not 
been depressed.  Unavailable buttons display as "shaded out," with no color being visible. 

Tab Key 

Using the Tab key, users can move directly from one entry field on the screen to the next in a pre-
set order.  The Tab order will cycle around the screen through entry fields, checkboxes (click or 
push the space bar to check one), and function keys (click or push the Enter key to activate one), 
so users can keep tabbing to reach a previous field or choice again. 

  To return to the entry field immediately previous to the current one (Tab Backwards), use 
Shift + Tab. 
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What’s a Window? 
A “window” is a graphical means of displaying and viewing data.  The Construction Management & 
Payment (CM&P) uses windows to provide requested information.  All windows share at least a few 
common characteristics that provide a sense of familiarity as users move throughout the CM&P System.  
Other important window features are title bars, scrollbars, the format popup menu, tree (panel) and list 
(panel). 
 

Title Bar 

The title bar is the navy blue bar across the top of a window or wizard, often containing other 
identifying information in addition to the title.  The title bar can be used to move a window or 
wizard around on the screen, by clicking down on it and dragging it before releasing the mouse 
button. 

Scrollbar 

An important feature of many windows is the scrollbar.  There are two types of scrollbars: vertical 
and horizontal.  Users are automatically provided scrollbars when the information to be displayed 
requires more space than the window allows.  There are two ways to use a scrollbar.  Click on the 
arrow indicating the desired direction for more information.  Drag the scrollbar toward the arrow 
indicating the desired direction for more information. 

Format Popup Menu 

Users can customize certain characteristics of the interface to their individual needs and likes.  
Such customization is accomplished with the Format popup menu (shown below).  This menu is 
obtained by right clicking the mouse anywhere on the blank portion of the Frame toolbar (Frame 
Bar). 

 

  WARNING: Do not remove the checkmark next to the Frame Bar option. 
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Tree  

The hierarchical display of information seen in the left panel of windows such as the Record Work 
Window and Pay Estimate Window.  The tree enables users to instantly view and recognize the 
hierarchical relationships that exist between elements such as pay estimates and pay items.  The 
tree is ordered from the most general level, or “branch,” to the most specific. 

List 

The panel located to the right of a tree.  Lists provide users with detailed information about the 
item or branch selected in the tree. 

 

 

What’s a Button? 
Buttons are located on toolbars and serve as graphical shortcuts to different parts or actions within the 
CM&P System.  They enable users to begin certain tasks (e.g., installing an item) without selecting a menu 
and then locating the desired option. 

Buttons throughout the CM&P System are “smart,” that is, they show when various options are available 
and when they are not.  Regardless of their locations, buttons—both toolbar and command buttons (those 
located directly on windows)—are activated by a single click of the mouse.  Command buttons can also be 
activated by pressing Alt and the underlined letter of the button name. 

A button has three “modes”—unavailable , available , and selected —which indicate the 
current status of the button. 

  ToolTips are always available when the cursor is hovered over a button, regardless of the current 
status of the button. 
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Construction Measurement & Payment Toolbar 
The Construction Measurement & Payment Frame Window Toolbar appears below the menu bar when 
CM&P opens and its buttons perform the functions explained below. 
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 Data Entry Tips 

 WARNING: To avoid losing data, use either the Apply, Save, or OK Button (as appropriate) 
to save work in the CM&P System whenever pausing in the entry task. 

As users enter necessary data into the CM&P System, knowledge about the application’s data 
entry methods can be useful, especially should mistaken keystrokes or other errors occur.  

Movement within CM&P Windows 

The CM&P System allows users to Tab (using the Tab key) from field to field to enter their data.  
This is a convenient way to be sure that all fields will be filled.  The Tab key will cycle around 
through all the fields displayed as well as any checkboxes, radio buttons, and window function 
buttons.  This allows users to keyboard most of the time, since pressing the Enter key while a 
checkbox, radio button, or function button is selected is the same as clicking on any of them with 
the mouse. 

  To Tab backwards (returning to the previous field) press Shift + Tab. 

 

Mistaken Entry Removal 

There are several ways to remove inappropriate entries.  Users may use the Backspace key, the 
Delete key, or they may highlight the entry and type over it. 

  Use the arrow keys to move onto either side of the decimal point if a field retains a decimal 
point after an error is removed from it. 

 

CM&P Keystroke Commands 

Users who are familiar with Windows Keystrokes may choose to employ keystrokes for functions 
in CM&P.  As in standard Windows procedures, users can call any option available through the 
frame menu bar by pressing Alt + the underlined letter of the desired menu item to highlight the 
item.  Then, they can either press Alt + the underlined letter of the desired option in the menu 
item’s drop-down listing, or tab through the options with the arrow keys, pressing Enter when 
they have highlighted their choice. 

Other Keystrokes available in CM&P are: 

F5 = Refresh  

Shift + F2 = Select a Contract  

Ctrl + P = Print  
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About Construction Measurement and Payment Help Menu Item 
Option 

An informational window is displayed for users following the menu path: Help, About 
Construction Measurement and Payment.  The About Construction Measurement and Payment 
Window displays the current version of the open application, the name of the person presently 
logged on, his or her access privileges, and the database that the application is currently using.  

 

Printer Setup 
The Printer Setup Window is displayed for users following the menu path: File, Printer Setup.  
This window displays the printer(s) currently associated with the application.  The Setup Button 

 on this window enables users to edit the print properties of an associated printer. 
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Getting Windows Out of the Way 
In the CM&P System, it may happen that users will open two or more windows at the same time.  
Seeing several at once can be accomplished by resizing and/or by dragging them.  It may be that 
the window management options available in the Window Menu item are handiest, or minimizing 
any windows not currently in use. 

 

Resize a Window 
To resize a window (larger or smaller), perform the following steps. 

 

1. Position the cursor on an edge (top, bottom, side) or corner of the window. 

The cursor changes to a double-headed arrow as shown below. 

  

2. Press and hold the left mouse button while moving the mouse to the desired location. 

The window edge or corner moves with the cursor as shown below. 

  

3. Release the mouse button. 

The window remains the new size. 
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Drag a Window 
To drag a window to a new location on the screen, perform the following steps. 

 

1. Position the cursor anywhere on the window title bar as shown below. 

  

2. Press and hold the left mouse button while moving the mouse to the desired location. 

The window moves with the cursor as shown below. 

  

3. Release the mouse button. 

The window remains in the new location. 
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Window Menu 
Tile 

When the Tile Window Menu option is selected, currently open windows (assuming more than 
one window is open) are arranged side by side. 

 

 

Layer 

When the Layer Window Menu option is selected, windows are displayed directly “on top of” or 
over previously displayed windows. 

 

Notice that the Open Windows Listing includes another window which cannot presently be seen in 
this display mode. 
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Cascade 
When the Cascade Window Menu option is selected, windows are offset by 
approximately one quarter of an inch.  This allows users to view the heading 
information on all currently open windows. 

 

 

Open Windows Listing 

This area of the Window Menu item dropdown (shown outlined below) contains a listing of all the 
windows currently open in the application.   

  

The checkmark indicates the window that is now active (or on top in the Layer display mode).  
Clicking on any other window listed will activate that window. 
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Minimize Windows  

 The information in a minimized window is not saved until the Save, Apply, or OK Button is 
used. 

 

The Minimize Window Button  located in the upper right-hand corner of the window allows 
users to shrink the window on screen without closing it (as shown below) so that they can move 

easily between it and another window.  Using the Resize Button  still visible next to the title 
bar will return the window to the larger size. 
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4. Problem Reports and Change Requests 
Create a Problem Report 

To create a problem report, perform the following steps. 

 

1. Select the Problem Reports option from the Help menu on the Frame Menu Bar. 

The Problem Reports Window appears as shown below. 

 

2. Click on the Create a Problem Report Button  on the Problem Reports Toolbar. 

The Create a New Problem Report Window appears as shown below with information supplied for 
the Submitted By and Email Address fields.  

 

3. Review and edit this supplied information as needed. 

4. Enter information by choosing from the dropdown listings for the Application and Severity of Work 
fields. 

5. Enter information in the Problem Title and Description fields as completely and accurately as 
possible.  Include any ID numbers indicating where the trouble was encountered (pay item, install 
item, etc.).  Give an account of events preceding the problem with any significant details. 

6. Click on the OK Button  located at the bottom of the window. 
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Edit a Problem Report 
To edit a problem report, perform the following steps. 

 

1. Select the Problem Reports option from the Help menu on the Frame Menu Bar.  

The Problem Reports Window appears as shown below. 

 

2. Locate the desired problem report, sorting the window’s information display by clicking on the title of 
the desired sorting column as necessary. 

3. Click on the desired problem report and click on the Edit Problem Report Button  on the 
Problem Reports Toolbar. 

OR Double click on the desired problem report. 

The Edit Problem Report Window appears as shown below. 

 

4. Edit the problem report as desired. 

5. Click on the OK Button  located at the bottom of the window. 
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View a Problem Report 
To view a problem report, perform the following steps. 

 

1. Select the Problem Reports option from the Help menu on the Frame Menu Bar.  

The Problem Reports Window appears as shown below. 

 

2. Locate the desired problem report, sorting the window’s information display by clicking on the title 
of the desired sorting column as necessary. 

3. Click on the desired problem report and click on the Edit Problem Report Button  on the 
Problem Reports Toolbar. 

OR   Double click on the desired problem report. 

The Edit Problem Report Window appears as shown below. 

 

4. View the problem report information as desired. 

5. Click on the Cancel Button  located at the bottom of the window. 
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Problem Report Processing Procedure 
When a problem is entered in the Problem Report Window’s listing, CM&P Production Support 
first determines whether the CM&P System has a problem or if the difficulty is something that 
CM&P training and/or a further Help Topic explanation would remove. 

If a problem is found to exist in the CM&P System, these steps are followed. 

 

1. The problem is assigned a priority range (High = 1 through Low = 5). 

2. The developers determine the length of time needed to fix the problem. 

3. Problems will be handled as they are received—but also based on the degree of severity.  (For 
example, something making the Record Work Window completely unavailable would be fixed before 
something allowing a report to print an extra blank page—even if the second error had been reported 
before the first.) 

4. Any problem that requires considerable development time will be brought to the attention of the DOT 
Steering Team and the DOT Project Manager.  They have the final say as to when a problem gets fixed 
and their decision will be heavily based on the severity of the problem. 

5. Once problems are fixed, the fix will be moved to production at the earliest possible time. 

6. The person listed as reporting the problem in the Problem Report Window will be notified upon 
completion and implementation. 

7. If the fix effects all CM&P users, notification about the modification and appropriate instructions will 
be issued. 

 

 



Change Request Procedures 

CM&P System User Guide                           Department of Transportation          4.5 

Version  2.000      04/08/02                                   State of  South Dakota 

Create a Change Request 
To create a change request, perform the following steps. 

 

1. Follow the menu path: Help, Change Requests.  

The Change Requests Window appears as shown below. 

 

2. Click on the Create a Change Request Button  on the Change Requests Toolbar. 

The Create a Change Request Window appears as shown below with information supplied for the 
Submitted By and Email Address fields. 

 

3. Review and edit this supplied information as needed. 

4. Enter information by choosing form the dropdown listings for the Application and Severity of Work 
fields. 

5. Enter information in the Change Title, Business Reason, and Description fields as completely and 
accurately as possible. 

6. Click on the OK Button  located at the bottom of the window. 
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Edit a Change Request 
To edit a change request, perform the following steps. 

 

1. Select the Change Requests option from the Help menu on the Frame Menu Bar.  

The Change Requests Window appears as shown below. 

 

2. Locate the desired change request, sorting the window’s information display by clicking on the title of 
the desired sorting column as necessary. 

3. Click on the desired change request and then click on the Edit a Change Request Button  on the 
Change Requests Toolbar. 

OR Double click on the desired change request. 

The Edit Change Request Window appears as shown below.  

 

4. Edit the change request as desired. 

5. Click on the OK Button  located at the bottom of the window. 
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View a Change Request 
To view a change request, perform the following steps. 

 

1. Select the Change Requests option from the Help menu on the Frame Menu Bar.  

The Change Requests Window appears as shown below. 

 

2. Locate the desired change request, sorting the window’s information display by clicking on the title of 
the desired sorting column as necessary. 

3. Click on the desired change request and then click on the Edit a Change Request Button  on the 
Change Requests Toolbar.   

OR  Double click on the desired change request. 

The Edit a Change Request Window appears as shown below.   

 

4. View the change request information as desired. 

5. Click on the Cancel Button  located at the bottom of the window. 
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Change Request Processing Procedure 
When a suggestion is entered in the Change Request Window’s listing, developers first determine whether 
the CM&P System would be improved by the suggested change or if CM&P already has a similar feature. 

If an improving change is found to have been suggested for the CM&P System, these steps are followed in 
a Project Change Log as shown below: 

1. The change is assigned a priority range (High = 1 through Low = 5). 

2. The developers determine the length of time needed to modify the system. 

3. Change requests will be handled as they are received—but also based on the degree of necessity.  (For 
example, a change improving a CM&P function that everyone uses, like the Select a Contract Window, 
would be completed before a change improving a CM&P function that is less used—even if the second 
change had been requested before the first.) 

4. Any change that requires considerable development time will be brought to the attention of the DOT 
Steering Team and the DOT Project Manager.  They have the final say as to when a modification is 
made and their decision will be heavily based on the necessity of the change. 

5. Once changes are made, they will be moved to production at the earliest possible time. 

6. The person listed as requesting the change in the Change Request Window will be notified that it has 
been made. 

7. If the change effects all CM&P users, then everyone will be notified and instructed how to handle the 
modification. 
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Email Screen Shots 
Users may encounter difficulties that can’t be easily explained in a Problem Report Description field.  
There are times when "a picture is worth a thousand words," especially if the user can explain the actions 
that led up to the picture when sending it to the Helpdesk.  

To email a screen shot with notes, perform the following steps: 

 

1. Decide whether any Error Message is covering up any important part of the screen.  If one is, use the 
mouse to drag it to some less important area. 

2. Press the Print Scrn SysRq Button at the top right of the computer keyboard. 

3. Open Microsoft Outlook .  (This is the state email system.) 

4. Open a new message window by clicking on the New Message Button on the toolbar  or pressing 
Ctrl + N. 

5. Enter the email address: i.e. Hedman.Jan@state.sd.us in the To field as in the example below. 

6. Enter a short description in the Subject field as in the example below. 

  

7. Move the cursor to the message area of the window.  Then, paste the screen shot into the Email 

message area by clicking on Edit on the menu bar and choosing the Paste Button  on its drop-
down option list or by pressing Ctrl + V. 
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8. Type in a description of the problem, including: 

a) Contract/PCEMS Number 

b) Bid Item, Pay Estimate, CCO, Biweekly Progress Report, Contract Issue Spec/Dev, or Work 
Authorization Number(s) involved (if applicable) 

c) Record Work, Contract Weather Day, or other Dates involved (if applicable) 

d) The steps that led to the problem as far as is known. 

  Multiple screen shots and notes may be entered in the same message before emailing it to the 
CM&P Helpdesk. 

9. Press the Send Button  on the toolbar or press Ctrl + Enter. 
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5. Mobile CM&P Functions 
Mobile System Logon 
Although this process is not part of the CM&P System, for users’ convenience these basic instructions are 
included here.  BIT is responsible for the functions described in these instructions. 

  If problems or changes are encountered in the remote connection process, contact the BIT Help Desk. 

To logon to the Mobile CM&P System, perform the following steps. 

 

1. Attach the laptop computer to the telephone line. 

2. Start the computer. 

A choice of hardware profiles appears. 

3. Select (highlight) Network as the hardware profile. 

The Logon Information Window appears. 

4. Enter the desired information in the User Name and Password fields. 

The current desktop appears. 

5. Click on the DAS icon  (or on the Dial-Up Networking icon ) on the desktop. 

OR 

From the taskbar’s Start Button , follow the menu path: Programs, Accessories, Dial-Up 
Networking. 

OR 

Click on the My Computer icon  on the desktop, then click on the Dial-Up Networking icon 

 in the My Computer Window. 
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The Dial-up Networking Window appears as shown below. 

 

6. Check the information in the Phonebook entry to dial field.  If necessary, select (highlight) a different 
choice from the dropdown list. 

7. If dialing from a building that requires a preliminary number to get an outside line, enter the 
appropriate preliminary number, followed by a comma, in front of the number in the Phone number 
preview field. 

8. Click on the Dial Button . 

The Connect Window appears as shown below. 

 

9. Enter the desired information in the User Name and Password fields. 
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10. Check that the Domain field contains the correct information and click on the Enter Button. 

A message appears allowing users to cancel the dial-up procedure if desired as shown below. 

 

The current desktop appears. 

11. Click on the Mobile CM&P icon  on the desktop. 

OR 

From the taskbar’s Start Button , follow the menu path: Programs, Mobile CM&P, Mobile 
CM&P.  

The Construction Measurement & Payment Login Window appears. 

 

12. Enter the desired user name in the Login: field. 

13. Enter the desired password in the Password: field. 

14. Click on the OK Button .   

The Construction Management and Payment Window appears beneath the Frame Toolbar.  All CM&P 
functions are accessed from this window. 

  At the end of the session, if using the telephone line, users MUST hang up according to the correct 
procedure. 
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Mobile System Hang Up Procedure 
Although this process is not part of the CM&P System, for users’ convenience these basic instructions are 
included here.  BIT is responsible for the functions described in these instructions. 

  If problems or changes are encountered in the remote hang up process, contact the BIT Help Desk. 

 

  Once a week before hanging up, users may like to synch up with the Mobile CMS Synchronizer to 
update the application. 

To hang up the modem, perform the following steps. 

 

1. Locate the Dial-Up Modem picture  in the lower right hand corner of the screen (next to the 
clock). 

2. Double-click on the Dial-Up Modem picture. 

The Dial-Up Networking Monitor Window appears as shown below. 

 

 



Mobile CM&P Procedures 

CM&P System User Guide                           Department of Transportation          5.5 

Version  2.000      04/08/02                                   State of  South Dakota 

3.  Click on the Hang up Button , then on the OK Button . 

A disconnect message appears as in the example below.   

  

4. Click on the Yes Button . 
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Replication Procedure 

  This procedure only becomes available to users if the correct database is logged onto, which occurs 
automatically for laptop computers. 

To replicate data for a laptop computer after logging on remotely, perform the following steps. 

 

1. Close any open windows. 

2. Follow the menu path: Tools, Replicate Data. 

The replication process starts as seen in the example below. 

 

3. Wait for a message indicating that replication is completed. 

4. Once a week at some time during the mobile session, or at the end of the mobile session, use the 
Mobile CMS Synchronizer to update the application. 

  Replicated information becomes available after the top of the hour.  It is best to replicate near the 
end of the hour. 
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Use the Mobile CMS Synchronizer 
To use the Mobile CMS Synchronizer, the laptop computer must be connected through the telephone line 
or network drop. 

To use the Mobile CMS Synchronizer, perform the following steps. 

 

1. Click on the Mobile CMS Synchronizer icon  on the desktop. 

OR 

From the taskbar’s Start Button  follow the menu path: Programs, Mobile Contract 
Manager, Mobile CMS Synchronizer. 

The Synch Status Window appears, as shown below, and the synchronization process begins.  
(Depending on how often this is done, it may take half an hour or longer.) 

 

  It is recommended that the Mobile CMS Synchronizer be used once a week. 
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Download Procedure with Contract Manager Application 
 

At the beginning of a project, the project needs to be downloaded onto the laptop that will be used remotely 
to record contract data.  This procedure is accomplished with the Contract Manager Application.  To add a 
contract to a laptop, perform the following steps: 

 

1. Double click on the Mobile Contract Manager Icon  on the desktop. 

The Mobile Contract Manager Logon Window displays as shown below. 

  

2. Enter the appropriate data in the User ID and Password fields. 

3. Click on the OK Button . 

The Mobile Contract Manager Window displays as shown below. 
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4. Find the desired contract to add, either geographically as in the Select a Contract Window, or by 
sorting the list panel according to any of the informational columns by clicking on that column’s title. 

5. Select (highlight) the desired contract to add. 

6. Click on the Assign Button .  

7. Repeat steps 4-6 as desired to add further contracts. 

8. Click on the Start Button . 

The Contract Manager application performs a download of the selected contract(s) displaying message 
boxes as appropriate.  (Click on the OK Button  for each.) 

9. When the Process Completed Successfully message box is displayed as in the example below, click on 
the OK Button  to exit the Contract Manager application. 
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Contract Deletion Procedure with Contract Manager Application 

 

At the end of a project, the project needs to be deleted from the laptop that was used remotely to record 
contract data.  This procedure is accomplished with the Contract Manager Application.  To delete a 
contract to a laptop, perform the following steps: 

 

1. Double click on the Mobile Contract Manager Icon  on the desktop. 

The Mobile Contract Manager Logon Window displays as shown below. 

  

2. Enter the appropriate data in the User ID and Password fields. 

3. Click on the OK Button . 

The Mobile Contract Manager Window displays as shown below. 
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4. Find the desired contract to delete (sorting the list panel according to any of the informational columns 
by clicking on that column’s title, if necessary). 

5. Select (highlight) the desired contract to delete. 

6. Click on the Unassign Button .  

7. Repeat steps 4-6 as desired to delete further contracts. 

8. Click on the Start Button . 

The Contract Manager application performs a deletion of the selected contract(s) displaying message 
boxes as appropriate.  (Click on the OK Button  for each.) 

10. When the Process Completed Successfully message box is displayed as in the example below, click on 
the OK Button  to exit the Contract Manager application. 
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6. Application Entry Functions 
 

System Logon 
To logon to the Construction Management and Payment (CM&P) System, perform the following steps. 

 

1. From the current desktop, click on the CM&P Icon . 

The Construction Measurement & Payment Login Window displays as shown below. 

  

2. Enter the desired user name in the Login: field. 

3. Enter the desired password in the Password: field. 

4. Click on the OK Button .   

The Construction Management and Payment Window appears beneath the Frame bar toolbar.  All 
CM&P system functions are accessed from this window. 

 

 

 

Logoff Procedure 
To logoff of the CM&P system, perform the following steps: 

 

1. Save all work. 

2. Click on the Exit Button  or click on the Close Button  in the upper right corner to close the 
Construction Management and Payment Window. 



CM&P System User Guide 

6.2       Department of Transportation                             CM&P System User Guide 

                State of South Dakota                                       Version  2.000      04/08/02 

 

Change Password Procedure 
To change a password on the CM&P system, perform the following steps. 

 

1. From the current desktop, click on the CM&P Icon . 

2. The Construction Measurement & Payment Login Window appears as shown below. 

 

3. Click on the Change Password Button . 

The Change Password Window appears as shown below. 

 

4. Enter the old password in the Old Password: field. 

5. Enter the new password in the first New Password: field. 

6. Enter the new password in the second New Password: field. 

7. Click on the OK Button  to complete the procedure. 
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7. Locate Desired Work Procedures 
Select Contract Procedure 
To select a contract on the CM&P system, perform the following steps. 

 

1. Click on the Select a Contract Button  on the Frame toolbar. 

The Select a Contract Window appears as shown below. 

 

2. Use the Contract Status radio buttons to specify the type of contract (Open, Closed, Final, or All) to 
be displayed in the window. 

3. If necessary, use the View Prime Contractor checkbox to display the names of the prime contractors 
associated with the displayed contracts.  Marking this checkbox causes CM&P to display the 
designated contracts along with their prime contractor information in the list panel as shown in the 
example below. 
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4. Click on the appropriate Region (or double click on a region to display that region’s areas, then click 
on the appropriate Area). 

The contracts for the selected Region or Area are displayed in the list panel as in the example 
below.

 

5. Locate the desired contract. 

6. Once the desired contract is located in the list panel, click on the desired contract. 

7. Click on the OK Button  located at the bottom of the window. 

The CM&P System accesses the selected contract, the Select a Contract Window closes, and the user 
may begin work with the CM&P System. 

  For steps 2-5, using the search panel will also locate the desired contract.  Refer to Search for a 
Contract for more information if desired. 
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Search for a Contract 
Users can locate a particular contract in the CM&P System through the use of the Search For section of the 
Select a Contract Window.  This search utility, located in the lower right portion of the Select a Contract 
Window, enables users to search for a contract based on Contract ID, PCEMS Nbr, or Project Nbr.  The 
steps below detail the process of searching for a contract. 

  

1. Click on the Select a Contract Button . 

2. The Select a Contract Window appears. 

3. Select the criteria (i.e., Contract ID, PCEMS Nbr ) to be searched. 

In the blank field, enter the value that is to be found. 

4. Click on the Search Button . 

The CM&P System performs a search for the information requested and displays any result(s) 
in the list panel. 

5. Click on the desired contract. 

6. Click on the OK Button  located at the bottom of the window. 

The CM&P System accesses the selected contract, the Select a Contract Window closes, and the user 
may begin work with the CM&P System. 
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8. Manage Contract Window  
The Manage Contract Window is reached through the Manage Contract Button  on the Frame bar 
Toolbar or through the menu path: Goto, Manage Contract.  Within this window, users can set up a 
contract and edit contract information.  Using buttons on the Manage Contract Toolbar shown below, 
users can add, edit, or delete a project.  They can edit or close pay items.  They can edit subcontractor 
data, manage contract days, set up contract phases and create a contract log entry.  
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Identifying Tab  

 

The Contract Identification field contains the number assigned to the contract and cannot be 
edited. 

The Contract Description field contains information that displays in the Select a Contract 
Window and helps users locate their contracts more quickly.  Enter information from the DOT 123 
or a useful description. 

The Main PC & Project Number field contains the PCEMS (Pre-construction Engineering 
Management System) number and the project number for the main project within the contract.  
Enter information from the DOT 123. 

The Project Engineer field contains the name of the project engineer assigned to and responsible 
for the contract and is filled by the area office. 

The Responsible Area field contains the area office that is responsible for the contract.  For 
informal contracts, the field enters this information from the DOT 123. 

The First Party field contains the name of the entity that receives support or assistance from the 
Department of Transportation.  For informal contracts, the field enters this information from the 
DOT 123. 

The Measure Unit field contains the unit of measure that is to be used on the contract.  For 
informal contracts, the field enters this information based on the bid item numbers from the DOT 
123. 

The Federal Oversight? checkbox is marked when the contract receives federal oversight.  For 
informal contracts, either the field or central office enters this information from the DOT 123.  
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Checking the Calculate Excise Tax on Final? checkbox will cause CM&P to automatically 
calculate excise tax and add it as a line item for the final CCO (and any supplemental CCO’s).  It 
is checked by default.  Users who don’t want the final or supplemental CCO’s to have excise tax 
added as a line item should click on the checkbox, thus removing the checkmark. 

  Selections of Stockpile or Work in Progress for the Project Type field on the Add New 
Contract Project Tab will cause CM&P to automatically uncheck the Calculate Excise Tax on 
Final? checkbox.  However, users who want the excise tax calculated and added as a line item on 
the final and any supplemental CCO’s for these types of contracts may then go back and over-ride 
it (rechecking the checkbox). 

The Letting Date field contains the date the contract was let.  For informal contracts, the field 
enters this information from the DOT 123. 

The Award Date field contains the date that the contract was awarded to the contractor.  For 
informal contracts, the field enters this information from the Notice to Proceed Letter. 

The Original Completion field contains the date that work on a completion date contract is to be 
finished.  For informal contracts, the field enters this information from the DOT 123. 

The Original Work Days field contains the number of working days called for in a working day 
contract.  For informal contracts, the field enters this information from the DOT 123. 

The Original Amount field contains the dollar amount agreed upon in the contract.  For informal 
contracts, the field enters this information from the DOT 123. 

The Liquidated Damages per Day field contains the dollar amount that is to be used when 
computing liquidated damages for the contract.  The area office enters this information from the 
spec book or the special provisions. 

The Actual DBE (Disadvantaged Business Entities) Percentage field contains the percentage of 
the contract that is actually comprised of DBE's.  This information is entered by the central office. 

The Planned DBE (Disadvantaged Business Entities) Percentage field contains the original 
percentage of the contract that is designated for DBE's.  This information is entered by the central 
office. 

The Work Description field contains a description of the work location and the work that is to be 
performed as called for in the contract.  For informal contracts, the field enters this information 
from the DOT 123. 
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Checklist Tab  

 

The Notice to Proceed field contains the date that work on the contract is scheduled to begin and 
is entered by the project engineer from the carbon copy received when the contractor was sent the 
original by operations support. 

The DOT 209 – Authorization Signature field contains the date the project engineer received the 
DOT 209 (usually at the pre-con meeting) and is entered by the project engineer. 

The Work Started field contains the date that the contractor begins work on the contract (which 
should match the date of the first WPR) and is filled by the project engineer.  

The Work Completed field contains the date that the contractor completes work on the contract 
(which should match the date of the last WPR) and is filled by the project engineer. 

The DOT 246A – Area Engineer Letter to Contractor field contains the date that the area 
engineer sent the DOT 246A Letter to the contractor and is filled by the project engineer.  

The DOT 246B – Area Acceptance Letter field contains the date that the Area Acceptance Letter 
was sent to the Region and is filled by the project engineer. 

The DOT 246C – Region Acceptance Letter field contains the date that the region engineer sent 
the Region Acceptance Letter to the contractor and is filled by the region engineer. 

The Contractor Requirements Met? checkbox is checked by finance when the contractor meets 
the contract requirements. 

The Interest Begins field contains a date calculated by the CM&P System to be 120 days after the 
Region Acceptance Letter date.  
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The Final Voucher Processed field contains the date the state submits the request to cut the check 
for final payment and is filled by finance. 

The Step P Letter field contains the date the state sent the Step P Letter for contracts whose main 
project is participating and is filled by operations support. 

The FHWA47 Required? checkbox must be checked for contracts requiring federal oversight and 
may be checked for other contracts as needed and is checked by the project engineer or operations 
support based on review of the published FHWA47 requirements. 

The FHWA47 – Statement of Material/Labor field must contain the date of the FHWA47 - 
Statement of Material/Labor for any contract with a checkmark in the FHWA47 Required? 
checkbox.  This field is filled by the project engineer once the form is received from the contractor 
at the conclusion of the project. 

The DOT 289 Date Received field contains the date the project engineer received the DOT 289 
for Actual DBE Participation and is filled by the project engineer. 

The Final CCO Approved field contains the date the final contract change order was approved 
and is filled automatically when the Approved? checkbox is marked on the Change Order 
Maintenance Window. 

The Final Pay Estimate Approved field contains the date the final pay estimate was approved 
and is filled automatically when the Approved? checkbox is marked on the Pay Estimate 
Maintenance Window. 

The DOT 19 – Region Material Certification Letter field contains the date of the Region 
Material Certification Letter and can be filled by either the region materials engineer or the project 
engineer. 

The DOT 20 – Project Materials Summary Letter field contains the date of the Project 
Materials Summary Letter and can be filled by either the certifications engineer or the project 
engineer. 

The DOT 21 – Material Certification Received field contains the date of the Final Materials 
Certification Letter certifying both the materials (as incorporated in the project) and the 
construction operations (as controlled by sampling and testing.)  This field is filled by the project 
engineer when the carbon copy is received. 

The Corp 404 Required? checkbox is marked when a Corp 404 Letter is required in the contract 
proposal and is filled by either the field or operations support. 

The Corp 404 Letter field must contain the date of the Corp 404 Letter when the Corp 404 
Required? checkbox is marked and is filled by either the field or operations support. 

The Final? checkbox is marked by finance when a contract is finalled. 

The Closed? checkbox is marked by finance when the contract is closed. 

The Contract Closed field contains the date that the contract was closed and is filled by finance. 

The Agreement Description field allows users to enter general notes or particulars of the contract 
agreement for reference. 
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Contractor Tab  

 

The Contractor Information fields contain the mailing information (name, address, city, state, 
and zip code) of the contractor awarded the contract. 

The Vendor Number field contains the contractor's vendor number. 

The EEO #1393 (Employment Reports)? checkbox is marked when the contractor is required by 
law to file Equal Employment Opportunity  #1391 reports. 

The EEO #7 (Notice to Employees)? checkbox is marked when the contractor is required by law 
to send Equal Employment Opportunity  #7 letters to employees. 

The Contacts field contains information about contacts on the staff of the prime contractor as well 
as contacts on the staff of the subcontractors involved in the contract work. 
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Projects Tab  

 

This tab displays the projects associated with the current contract.  Selecting (highlighting) a 
project on this tab and using the Enter key will open the Project Maintenance Window.  Double 
clicking on a project will also open this window. 

The Project Number field contains the identifying number for the project, comprised of multiple 
character combinations that indicate such information as prefix, highway number, route number, 
and agreement number. 

The Control Number field contains the PCEMS (Pre-Construction Engineering Management 
System) numbers for any projects displayed. 

The Description field contains specific work location descriptions for projects displayed for the 
contract. 

The Contractor field contains the names of the contractors awarded the projects displayed.  
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Summary Tab 

 

The Original Amount field contains the original dollar amount of the contract and cannot be 
edited here.  To change this information, refer to the Identifying Tab of the Manage Contract 
Window. 

The CCO Total Increase field contains the total dollar amount of contract price increases 
calculated by the CM&P System from information entered in Contract Change Orders and cannot 
be edited.  

The CCO Total Decrease field contains the total dollar amount of decreases in contract price 
calculated by the CM&P System from information entered in contract change orders and cannot be 
edited. 

The CCO Net Change field contains the overall dollar amount of change in contract price 
calculated by the CM&P System from information entered in contract change orders and cannot be 
edited. 

The Total Contract Amount field contains the total dollar amount of the contract calculated by 
the CM&P System from information entered and cannot be edited. 

The Total Deduction of Liquidated Damages field contains the total dollar amount of deductions 
made for liquidated damages and cannot be edited. 

The Total Deductions for Royalty to Date field contains the total dollar amount of royalty 
deductions made and cannot be edited. 



 Manage Contract Window 

CM&P System User Guide                           Department of Transportation          8.9 

Version  2.000      04/08/02                                   State of  South Dakota 

The Letting Date field contains the date the contract was let and cannot be edited here.  To 
change this information, refer to the Identifying Tab of the Manage Contract Window. 

The Award Date field contains the date on which the contractor was awarded the contract and 
cannot be edited here.  To change this information, refer to the Identifying Tab of the Manage 
Contract Window. 

The Work Completed field contains the date on which the contract work was done and cannot be 
edited here.  To change this information, refer to the Checklist Tab of the Manage Contract 
Window. 

The Contract Closed field contains the date that the contract was officially closed and cannot be 
edited here.  To change this information, refer to the Checklist Tab of the Manage Contract 
Window. 

The Original Completion field contains the date the work is contracted to be finished and cannot 
be edited here.  To change this information, refer to the Identifying Tab of the Manage Contract 
Window. 

The New Completion field contains the revised completion date for the contract and cannot be 
edited.
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Set up a Contract 
Before the CM&P System can be used on a contract, some key information--including the name of 
the assigned project engineer, federal participation and oversight, a contract day range and even 
possibly contract phases--must be entered.  

 

Enter the Name of the Assigned Project Engineer 

Users may be asked to assign a project engineer through the Management Notification 
Window, if this field has not been filled. 

To enter the name of the assigned project engineer, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Identifying Tab of the Manage Contract Window appears below the Manage Contract Toolbar as 
shown below. 

 

2. Select (highlight) the desired name in the Project Engineer field’s dropdown list. 

3. Click on the Save Button .
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Indicate Whether the Contract Will Involve Federal Oversight 
To indicate whether the contract will involve federal oversight, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Identifying Tab of the Manage Contract Window appears below the Manage Contract Toolbar as 
shown below. 

 

2. Click on the Federal Oversight? checkbox to indicate that federal oversight will be involved on this 
contract. 

OR 

To indicate that federal oversight will not be involved on this contract, leave the checkbox empty or 
deselect the checkbox by clicking on it a second time. 

3. Click on the Save Button . 
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Indicate Whether a Project Will Involve Federal Participation 
To indicate whether a project will involve federal participation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Identifying Tab of the Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Projects Tab. 

The Projects Tab of the Manage Contract Window appears below the Manage Contract Toolbar. 

3. Locate the desired project. 

4. Select (highlight) the desired project and click on the Edit/View Projects Button  on the Manage 
Contract Toolbar. 

OR 

Double click on the desired project. 

The Project Maintenance Window appears as shown below. 
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5. Click on the Federal Participation checkbox to indicate that the current contract will involve federal 
participation. 

OR 

To indicate that federal participation will not be involved on this contract, leave the checkbox empty or 
deselect the checkbox by clicking on it a second time. 

6. Click on the Save Button . 

7. Repeat steps 3-6 for other projects within the contract as desired. 
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Specify a Contract Day Range 
To specify a contract day range, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Identifying Tab of the Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Manage Contract Days Button  on the Manage Contract Toolbar. 

The Manage Contract Days Window appears as shown below. 

 

3. Select (highlight) the desired dates from the dropdown calendars in the Begin Date and End Date 
fields. 

4. Click on the OK Button . 

  These two dates define the group of dates available to technicians when entering information in 
the Contract Weather Day Window. 
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Set up Contract Phases 

  Contract phase setups are required for assessing working days by phase and interim 
completion dates. 

To set up contract phases, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Window 
Toolbar. 

2. Click on the Manage Contract Phases Button . 

The Contract Phase Maintenance Window appears as shown below. 

 

3. Click on the Add Button  at the bottom of the window. 

4. Enter the desired numbers in the Phase Number and Work Days field. 

5. Enter the desired information in the Description field. 

6. Click on the Save Button . 

7. Click on the Close Button . 



CM&P System User Guide 

8.16       Department of Transportation                             CM&P System User Guide 

                State of South Dakota                                         Version  2.000      04/08/02 

 

Project Procedures  
For information about editing a project, refer to Edit Contract Information.  

 

Add a Project 
To add a project to a contract, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window and toolbar appear. 

2. Click on the Edit-View Project Button . 

The Project Maintenance Window appears. 

3. Click on the Add Button  at the bottom of the window. 

This clears the contents of the window and allows the input of new information as shown below. 

 

4. Enter the new project number in the Project Number field. 

5. Enter the PCEMS number in the PC Number field. 

6. Select the appropriate project type from the Project Type field’s drop-down list. 

7. Select the Federal Participation checkbox if there will be federal participation in the new project. 

8. Enter the length of the new project in the Length field. 
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9. Select the appropriate improvement type from the Improvement Type field’s drop-down list 

10. Select which items will display in the Record Work Window tree panel from the three radio button 
choices: Participating, Non-Participating, or Both. 

11. Select the Third Party to be Billed? checkbox if a county or city ought to be billed by the DOT for 
something for which the DOT has already paid during the contract. 

12. Enter the new project’s account number in the Account Project Number field. 

13. Enter the new project’s prefix in the Prefix field.  

14. Enter the new project’s route number in the Route field.  

15. Enter the new project’s agreement number in the Agree field. 

16. Enter the new project’s control reference number in the Control Ref field. 

17. Enter the new project’s reporting unit in the Reporting Unit field. 

18. Enter the new project’s function in the Function field.  

19. Enter the new project’s beginning milepost in the Begin Milepost Reporting Unit field as appropriate 
(usually for maintenance projects). 

20. Enter the new project’s ending milepost in the End Milepost field as appropriate (usually for 
maintenance projects). 

21. Enter a description of the new project in the Description field. 

22. Click on the Save Button  at the bottom of the window. 

23. Repeat steps 3-22 as desired for additional contract projects. 

24. Click on the Close Button  at the bottom of the window. 
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Associate Counties with a Project 
To associate counties with a project, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window and toolbar appear. 

2. Click on the Edit/View Project Button . 

The Project Maintenance Window appears. 

3. Click on the Counties Button . 

Counties are displayed in either or both of the Assigned and Unassigned fields in the Project County 
Maintenance Window as shown below. 

 

4. Select (highlight) the desired county in the Unassigned Counties field. 

5. Click on the Assign Button . 

The highlighted county appears in the Assigned Counties field. 

  This process can be reversed, highlighting an assigned county and using the Unassign Button, to 
correct mistaken entries. 

6. Repeat steps 4-5 as needed for other counties effected by the project. 

7. Click on the Save Button  at the bottom of the window. 

8. Click on the Close Button  at the bottom of the window. 
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Delete a Project 

  Users cannot delete any project for which item installations have been recorded. 

To delete a project, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window and toolbar appear. 

2. Select the Projects Tab. 

The Manage Contract Window Projects Tab appears.  All of the projects for the selected contract are 
displayed. 

3. Double click on the desired project. 

The Project Maintenance Window appears as shown below. 

 

All of the applicable project information is displayed in the various fields. 

4. Verify that this is the desired project to delete. 

5. Click on the Delete Button  at the bottom of the window. 
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CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

6. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used 
after clicking on the Yes Button  to save the information as deleted. 

7. Click on the Save Button  at the bottom of the window. 

The deletion just made is now recorded. 

8. Click on the Close Button  at the bottom of the window. 
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Pay Item Procedures 
For information about editing a pay item, refer to Edit Contract Information.  

 

Close Pay Items 
Users may choose to close item installations individually (referring to Close an Item Installation.)  
Or, they may choose to authorize and close item installations both at once (referring to Authorize 
and Close Item Installations.)  But there are times when it is best to close many item installations 
as they are grouped into pay items from the Close Pay Items and/or Edit Pay Items Window. 

To close pay items from the Close Pay Items and/or Edit Pay Items Window, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Toolbar. 

2. Click on the Close Pay Items Button . 

The Close Pay Items and/or Edit Pay Items Window appears, displaying all recorded pay items for the 
contract. 

 

3. Locate the desired pay item(s) to close. 

  Closing a pay item indicates that there is no activity left to be completed for this item of work.  All 
installations have been authorized.  The pay item is completely paid for.  Also, there are no 
adjustments to be made by contract change order for this pay item.  Consequently all quantities are in 
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balance and this pay item is completed from a field standpoint and will not prevent the contract from 
being finalled. 

4. Click in the Closed column for each pay item to close. 

A checkmark appears in each checkbox selected. 

OR 

Click on the Close All Pay Items Button . 

A checkmark appears in every checkbox. 

5. Verify that the correct pay items are marked as closed. 

  To deselect a marked checkbox, click in it again. 

6. Click on the Save Button  at the bottom of the window. 

  A contract pay item can only be closed if all of the following are equal: Current Contract Qty, 
Authorized Qty from item installations, Requested Qty from pay estimates, and Actual Pay Qty from 
pay estimates.  If unable to close a pay item, users are presented with a warning message directing 
them to the Final CCO Report to determine the reason.  However, keep in mind that item installations 
which were authorized individually in the Item Installation Window must be closed individually in that 
window as well. 

7. Click on the Close Button  at the bottom of the window. 
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Delete a Pay Item 

  Any pay item that has item installations cannot be deleted.  Any pay item that has been associated 
with either a contract change order or a pay estimate cannot be modified or deleted. 

To delete a pay item from the CM&P System, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Button . 

The Manage Contract Window’s Identifying Tab appears below the Manage Contract Toolbar. 

2. Click on the Close Pay Items Button {bmc close pay items button.shg. 

The Close Pay Items and/or Edit Pay Items Window appears as shown below. 

 

3. Locate the desired pay item. 

4. Select (highlight) the desired pay item and click on the Edit Button . 

OR 

Double click on the desired pay item. 
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The Pay Item Maintenance Window appears as shown below. 

 

5. Verify that this is the desired pay item to delete. 

6. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

7. Click on the Yes Button . 

At this point, the information has not yet been deleted.  The Save Button  must be used 

after clicking on the Yes Button  to save the information as deleted. 

8. Click on the Save Button  at the bottom of the window. 

The deletion just made is now recorded. 

9. Click on the Close Button  at the bottom of the window. 

10. Click on the Save Button . 

11. Repeat steps 3-10 as desired for other pay items. 
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Contract Days 
For information about editing the contract day range, refer to Edit Contract Information.  

 

View the Contract Day Range 

  Users may also discover the contract day range by clicking on the All Contract Days radio 
button choice available in the tree panel on the left-hand side of the Contract Weather Day 
Window. 

To view the contract working day range for a contract, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Button . 

The Identifying Tab of the Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Manage Contract Days Button  on the Manage Contract Toolbar. 

The Manage Contract Days Window appears as shown below. 

 

3. View the desired date(s) in the Begin Date and/or End Date fields. 

4. Click on the Cancel Button . 
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Phase Days  
For information about editing phase days, refer to Edit Contract Information.  

 

Add an Additional Contract Phase 
To add an additional phase to a contract, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Window 
Toolbar. 

2. Click on the Manage Contract Phases Button . 

The Contract Phase Maintenance Window appears as shown below. 

 

3. Click on the Add Button  at the bottom of the window. 

4. Enter the desired numbers in the Phase Number and Work Days field. 

5. Enter the desired information in the Description field. 

6. Click on the Save Button . 

7. Repeat steps 3-6 for any additional contract phases desired. 

8. Click on the Close Button . 
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 View Contract Phase Information 
To view contract phase information, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Toolbar. 

2. Click on the Manage Contract Phases Button . 

The Contract Phase Maintenance Window appears as shown below. 

 

3. View the contract phase information. 

4. Click on the Close Button  at the bottom of the window. 
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Delete a Contract Phase 
To delete a contract phase, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Window 
Toolbar. 

2. Click on the Manage Contract Phases Button . 

The Contract Phase Maintenance Window appears as shown below. 

 

3. Click in any desired field within the contract phase to delete. 

Verify that this is the desired contract phase to delete. 

4. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 
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5. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used 
after clicking on the Yes Button  to save the information as deleted. 

6. Click on the Save Button . 

The deletion just made is now recorded. 

7. Click on the Close Button .  
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  Contract Logs  
For information about editing a contract log, refer to Edit Contract Information.  

 

  Create a Contract Log Entry 
To create a contract log entry, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar appear. 

2. Click on the Manage Contract Log Button .  

The Contract Log Window appears with any earlier log entries listed chronologically.  If no previous 
entries have been made, the window is blank. 

3. Click on the Add Button . 

A new contract log appears above any previous entries, with information automatically supplied for its 
Logged By and Logged Date fields as shown below. 

 

  This entry will be recorded at the end of the chronological list of log entries once the window has 
been closed. 

4. Enter the information to be logged in the Description field. 

5. Click on the Save Button .  

6. Click on the Close Button . 
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 Delete a Contract Log Entry 

  Users may delete only their own log entries. 

To delete a contract log entry, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar appear. 

2. Click on the Manage Contract Log Button .  

The Contract Log Window appears with any earlier log entries as shown below.  (The user’s log 
entries will display with white fields because they are editable for the user.) 

 

3. Locate the desired contract log entry, scrolling through the chronological list if necessary. 

4. Verify that this is the desired log entry to delete. 

5. Click on the Delete Button . 
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CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

6. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used 
after clicking on the Yes Button  to save the information as deleted. 

7. Click on the Save Button . 

The deletion just made is now recorded. 

8. Click on the Close Button . 
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View the Contract Log 
All users who can open the Manage Contract Window can view contract log entries. 

To view the contract log, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar appear. 

2. Click on the Manage Contract Log Button .  

The Contract Log Window appears with any log entries listed chronologically as shown below.  (If no 
entries have been made, the window is blank.) 

 

 

3. Scroll through and view the log entries. 

4. Click on the Close Button . 



CM&P System User Guide 

8.34       Department of Transportation                              CM&P System User Guide 

                State of South Dakota                                          Version  2.000      04/08/02 

 

Edit Contract Information 
To edit contract information, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window Identifying Tab appears below the Manage Contract Toolbar. 

2. Edit any desired information on the Identifying Tab. 

3. Click on (and edit information for) any other desired tabs. 

Refer to Update the Closed Date, Update the Voucher Processed Date, or Mark a Contract as Finalled 
if necessary. 

4. Click on the Edit-View Project Button  to edit any desired information for the contract’s projects. 

Refer to Edit a Project if necessary. 

5. Click on the Close Pay Items Button  to edit any desired information for the contract’s pay items. 

Refer to Edit Pay Items if necessary. 

6. Click on the Edit-View Subcontractor Button  to edit EEO information for the contract’s 
subcontractors. 

Refer to Edit or Enter Subcontract EEO Information if necessary. 

7. Click on the Manage Contract Days Button  to edit information for the contract’s days. 

Refer to Edit Contract Days if necessary. 

8. Click on the Contract Phases Button  to edit information for the contract’s phases. 

Refer to Edit Contract Phase Days if necessary. 

9. Click on the Contract Log Button  to edit individual entries for the contract’s log. 

Refer to Edit a Contract Log Entry if necessary. 

10. Click on the Save Button  at the bottom of the window. 

11. Click on the Close Button  at the bottom of the window. 
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Update the Closed Date 
To update the Contract Closed field, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Window 
Toolbar. 

2. Click on the Checklist Tab. 

The Manage Contract Window's Checklist Tab appears as shown below. 

 

3. (The Closed? checkbox must be marked to make the Contract Closed field editable.)  Enter the 
desired date in the Contract Closed field (two-digit month /two-digit day/four-digit year format). 

OR 

Select (highlight) the date on the dropdown calendar by clicking on the down arrow next to the 
Contract Closed field. 

4. Click on the Save Button . 

The changes just made are recorded. 

5. Click on the Close Button . 
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Update the Final Voucher Processed Date 
To update the Final Voucher Processed field, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab displays below the Manage Contract Window 
Toolbar. 

2. Click on the Checklist Tab. 

The Manage Contract Window's Checklist Tab displays as shown below. 

 

3. Enter the final voucher processed date (two-digit month /two-digit day/four-digit year format) in the 
Final Voucher Processed field. 

OR 

Select (highlight) the date on the dropdown calendar by clicking on the down arrow next to the Final 
Voucher Processed field. 

4. Click on the Save Button . 

The changes just made are recorded. 

5. Click on the Close Button . 
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Mark a Contract as Finalled 

  To ensure that the final CCO and the final pay estimate go smoothly, it is helpful to view the 
Final CCO Report and the Close Contract Report. 

It is important to understand that the finalling instructions given here will final the contract 
specifically from the perspective of the field personnel.  The Financial Representative will still be 
responsible for actually closing the contract. 

To final a contract, perform the following steps. 

1. Create the Final Contract Change Order, (referring to those instructions if necessary.) 

2. Create the Final Pay Estimate, (referring to those instructions if necessary.) 

3. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window displays below the Manage Contract Toolbar. 

4. Click on the Checklist Tab. 

The Manage Contract Window Checklist Tab displays as shown below. 

 

5. Click on the Final? checkbox. 

A checkmark now appears in the checkbox. 

6. Click on the Save Button  and then on the Close Button . 
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Edit a Project 
To edit a project, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Edit-View Project Button . 

The Project Maintenance Window appears as shown below. 

 

3. Edit the desired information displayed in the window. 

4. Click on the Save Button  at the bottom of the window. 

5. Click on the Close Button  at the bottom of the window. 

  From this window, users may also edit county information for the project, by clicking on the 
Counties Button . 
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Edit Project County Information 
To edit project county information, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Edit-View Project Button . 

The Project Maintenance Window appears. 

3. Click on the Counties Button . 

The Project County Maintenance Window appears as shown below. 

 

4. Locate and select (highlight) the desired county. 

5. Click on the Assign Button  or Unassign Button  as appropriate. 

6. Click on the Save Button  at the bottom of the window. 

7. Repeat steps 4-6 for other counties as desired. 

8. Click on the Close Button  at the bottom of the window. 
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Edit Pay Items 

  The quantity of a pay item can only be modified through a contract change order.  Any pay 
item that has been associated with either a contract change order or a pay estimate cannot be 
modified. 

To edit a pay item, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button .   

The Manage Contract Window's Identifying Tab appears below the Manage Contract Toolbar. 

2. Click on the Close Pay Items Button . 

The Close Pay Items and/or Edit Pay Items Window appears as shown below. 

 

3. Locate the desired pay item. 

4. Select (highlight) the desired pay item and click on the Edit Button . 

OR 

Double click on the desired pay item. 
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The Pay Item Maintenance Window appears as shown below. 

 

5. Edit the pay item as desired. 

6. Click on the Save Button . 

7. Repeat steps 3-6 as desired for other pay items. 

8. Click on the Close Button . 



CM&P System User Guide 

8.42       Department of Transportation                              CM&P System User Guide 

                State of South Dakota                                          Version  2.000      04/08/02 

 

Edit or Enter Subcontractor EEO Information 
To edit or enter subcontractor EEO information, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window Identifying Tab displays below the Manage Contract Toolbar. 

2. Click on the Subcontractor Button . 

The Edit Subcontractor(s) Window displays as shown below. 

 

3. Click on the EEO #1391 (Employment Rpts) checkboxes as appropriate to specify if the 
subcontractors must file EEO #1391 reports. 

4. Click on the EEO #7 (Notice to Employees) checkboxes as appropriate to specify if the 
subcontractors must file EEO #7 letters. 

5. Click on the Save Button . 

6. Click on the Print Button  if desired to print the subcontractor on your default printer. 

7. Click on the Close Button . 
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Edit Contract Days 
To edit the contract working day range on the CM&P System, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Contract Button .   

The Identifying Tab of the Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Manage Contract Days Button  on the Manage Contract Toolbar. 

The Manage Contract Days Window appears as shown below. 

 

3. Edit the desired date(s) using the dropdown calendars in the Begin Date and/or End Date fields. 

4. Click on the OK Button . 

  These two dates define the group of dates available to technicians when entering information in 
the Contract Weather Day Window. 
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Edit Contract Phase Days 

  Contract phase setups are required for assessing working days by phase and interim 
completion dates. 

To edit contract phases, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Window 
Toolbar. 

2. Click on the Manage Contract Phases Button . 

The Contract Phase Maintenance Window appears as shown below. 

 

3. Edit the desired information, using the dropdown calendars for the Work Started and Work 
Completed fields as appropriate. 

4. Click on the Save Button . 

5. Click on the Close Button . 
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Edit a Contract Log Entry 
To edit a contract log entry, perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar appear. 

2. Click on the Manage Contract Log Button .  

The Contract Log Window appears with any earlier log entries as shown below.  (The user’s log 
entries will display with white fields because they are editable for the user.) 

 

3. Locate the desired contract log entry, scrolling through the chronological list if necessary. 

4. Edit the information logged in the Description field as desired. 

5. Click on the Save Button .  

6. Click on the Close Button . 

  Users may edit only their own log entries. 
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Create an Informal Contract 
Informally let contracts with standard bid items and a PCEMS number may be created in the 
CM&P System by engineering supervisors. 

To create an informal contract, perform the following steps. 

 

1. Close any open CM&P windows (including the Select a Contract Window). 

2. Follow the menu path: File, New Contract. 

The Add New Contract Window appears as shown below. 

 

3. On the Contract Tab, enter descriptive information in the Contract Description and Work 
Description fields. 

4. Select the desired information from the dropdown listings for the Responsible Area, Measure Unit, 
Letting Date, Award Date, and Original Completion fields. 

5. Mark the Federal Oversight? and Calculate Excise Tax on Final? checkboxes if appropriate. 

6. Enter the appropriate information in the Original Work Days and Original Amount fields. 

7. Click on the Project Tab. 
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The Add New Contract Window Project Tab displays as shown below. 

 

8. Enter the appropriate information in the Main Project #, Main PC#, and Account Project # fields. 

9. Select the desired information from the dropdown listings for the Project Type and Improvement 
Type fields. 

10. Mark the Federal Participation checkbox if appropriate. 

11. Mark the Participating, Non-participating, or Both radio button if appropriate. 

12. Mark the Third Party to be Billed? checkbox if appropriate. 

13. Enter the appropriate information in the Length and Description fields. 

14. Click on the Contractor Tab. 

The Add New Contract Window Contractor Tab displays as shown below. 
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15. Mark either the New or Existing radio button as appropriate. 

If the New radio button is selected, contractor information fields become available for entries.  
However, if the Existing radio button is selected, only the Name field dropdown list is available for a 
choice of contractors already entered into the CM&P System. 

16. Enter contractor information for a new contractor. 

OR 

Select the appropriate existing contractor from the dropdown list. 

17. Click on the Save Button .  (If required information is missing, the system will prompt for 
the needed information.) 

18. Click on the Close Button . 

CM&P assigns a contract id number to the new contract and displays the Manage Contract Window for 
the new contract. 

19. Click on the Project Button  to edit the Main Project information, associate Counties information, 
and add any other minor project. 

20. Click on the Pay Items Button  to add contract line items.  (Repeat this procedure for any added 
projects.) 

21. Click on the Days Button  to specify a contract working day range so that work can be recorded 
for the contract in the field. 

22. Contact Teresa Rupe in Finance by email or phone (773-5615) to have the appropriate accounting 
information entered. 

This will generate Pay Estimate #1 and Mobilization will be paid as though it came from Bid Letting.  
The first Pay Estimate from the field for contract items of work should then be Pay Estimate #2. 

  WARNING: If users fail to notify Finance about an informally let contract, they will be unable to 
pay the contractor. 

 

  To change any information about the informal contract’s contractor, use the Contractor Window 
from the menu path: Administration, Maintain Code Tables, Contractor. 
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Add Pay Items to a New Contract 

  Refer to the help topic Resume Adding Pay Items to an Informal Contract if returning to this 
process after closing the Close Pay Items and/or Edit Pay Items Window. 

To add pay items to a new contract, perform the following steps. 

 

1. If necessary, from the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar. 

2. Click on the Close Pay Items Button . 

The Close Pay Items and/or Edit Pay Items Window appears and displays as empty. 

The Pay Item Maintenance Window appears and displays as empty as well. 

3. Click on the Add Button . 

The Select Bid Item Window appears and displays as empty. 

4. In the Select pay item from panel, mark the Standard Bid Item Catalog radio button. 

The Select a Standard Bid Item Group field appears above the list panel on the right side of the 
window as shown below. 

 

5. Use the Select a Standard Bid Item Group field’s dropdown list to select (highlight) the desired 
group of bid items from which to select a bid item. 
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6. Locate the item to be added, using the Find bid item using panel’s search function if necessary. 

7. Select (highlight) the desired item and click on the OK Button . 

OR 

Double click on the desired item. 

The Pay Item Maintenance Window appears, with line number, SBI number, item description, and unit 
of measurement already supplied as shown below. 

 

8. Using either N or P, indicate whether Federal Participation is to be expected for this item. 

9. Enter the desired amount in the Unit Price field. 

10. Enter the desired amount in the Original Quantity field. 

  The pay item as entered must be unique in its combination of SBI #, Federal Participation 
indication, and Unit Price. 

11. Click on the Save Button  at the bottom of the window. 

12. To add another pay item to the contract at this time, repeat steps 3-11. 

13. Click on the Close Button  at the bottom of the window. 
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Resume Adding Pay Items to an Informal Contract 

  Always add pay items to a contract through the CCO process, unless entering information for 
an informal contract. 

To resume adding pay items to an informal contract, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window appears below the Manage Contract Toolbar appear. 

2. Click on the Close Pay Items Button . 

The Close Pay Items and/or Edit Pay Items Window appears, displaying all recorded pay items for the 
contract. 

3. Select (highlight) any pay item listed and click on the Edit Button . 

OR 

Double click on any pay item listed. 

The Pay Item Maintenance Window appears.  If the pay item selected has been associated with a CCO 
or pay estimate, a Processing Error message (which will need to be OKed) will also appear as shown 
below. 

 

 

4. Click on the Add Button . 
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The Select Bid Item Window appears as shown below. 

 

5. In the Select pay item from panel, choose and mark the radio button for the group of pay items within 
which the new pay item will be found.  

6. Locate the item to be added, using the Find bid item using panel’s search function if necessary. 

7. Select (highlight) the desired item and click on the OK Button. 

OR 

Double click on the desired item. 

The Pay Item Maintenance Window appears, with line number, SBI number, item description, and unit 
of measurement already supplied. 

 

8. Using either N or P, indicate whether Federal Participation is to be expected for this item. 

9. Enter the desired amount in the Unit Price field. 
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10. Enter the desired amount in the Original Quantity field. 

  The pay item as entered must be unique in its combination of SBI #, Federal Participation 
indication, and Unit Price. 

11. Click on the Save Button  at the bottom of the window. 

12. To add another pay item to the contract at this time, repeat steps 4-11. 

13. Click on the Close Button  at the bottom of the window. 
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Edit Contractor Information on an Informal Contract 

 No contractor information from other contracts can be affected by users.  Prime contractors 
on a formally let project cannot be modified. 

To edit contractor information on an informally let contract, perform the following steps: 

 

1. Follow the menu path: Administration, Maintain Code Tables, Contractor. 

The Contractor Window appears as shown below. 

 

2. Click on the Modify Button . 

The fields within the Contractor Window become white, as shown below, indicating that data can be 
entered. 

 

3. Locate the desired contractor record, specifying a sort if necessary. 

4. Click inside the desired field. 

5. Edit the desired information. 

6. Click on the Save Button . 

7. Click on the Close Button .
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9. Record Work 
The Record Work Window is reached through the Record Work Button  on the Frame bar 
Toolbar or through the menu path: Goto, Record Work.  Within this window, users can record 
work within the CM&P System.  Using buttons on the Record Work Toolbar shown below, users 
can add, edit, or delete item installations.  They can also authorize item installations partially, 
individually, consecutively, or en masse.  
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Record Work Window 
When first opened, the Record Work Window displays current contract, installed, authorized, and 
paid quantities for each pay item as in the example below.  This allows users to view the status of 
item installations for the contract overall. 

 

 

The Record Work Window also allows users to view individual item installation information as 
shown in the drilled down and annotated example below. 
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Item Installations 
Create an Item Installation 

To install a quantity of a pay item on the CM&P system, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

4. Click on the Item Installation Button .  

The Item Installation Window appears as shown below. 

 

5. Enter the install quantity in the Install Qty field. 

6. Change the dates in the Measured Date and/or Accomplished Date fields (if necessary) by selecting 
the appropriate date(s) from the fields’ drop-down lists. 



CM&P System User Guide 

9.4       Department of Transportation                             CM&P System User Guide 

                State of South Dakota                                       Version  2.000      04/08/02 

 

7. Change the name in the Recorder field (if necessary) by selecting the appropriate name from the 
field’s drop-down list. 

8. Enter the source document (if any) in the Source Doc field. 

9. Enter any station number(s) or other descriptive information in the Location Description field.  This 
information is used to identify the individual item installs as listed in the Record Work Window and 
the Authorize Item Installs Window. 

10. Enter any comment(s) concerning the new item in the Comment field. 

11. Click on the Save Button  at the bottom of the window. 

12. If recording another installation of the same pay item is desired at this time, click on the Add Button 
 and repeat steps 5-11. 

13. Click on the Close Button  at the bottom of the window. 

 

  If recording another installation of a different pay item is desired at this time, refer to Record 
an Additional Item Installation. 
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Record an Additional Item Installation 
When an item installation is completed, to complete another for a different pay item, perform the 
following steps. 

 

1. Return to the Record Work Window. 

2. Select the desired pay item in the tree panel. 

3. Click on the Item Installation Button .  

The Item Installation Window appears as shown below. 

 

5. Enter the install quantity in the Install Qty field. 

6. Change the dates in the Measured Date and/or Accomplished Date fields (if necessary) by selecting 
the appropriate date(s) from the fields’ drop-down lists. 

7. Change the name in the Recorder field (if necessary) by selecting the appropriate name from the 
field’s drop-down list. 

8. Enter the source document (if any) in the Source Doc field. 
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9. Enter any station number(s) or other descriptive information in the Location Description field.  This 
information is used to identify the individual item installs as listed in the Record Work Window and 
the Authorize Item Installs Window. 

10. Enter any comment(s) concerning the new item in the Comment field. 

11. Click on the Save Button  at the bottom of the window. 

12. If recording another installation of the same pay item is desired at this time, click on the Add Button 
 and repeat steps 5-11. 

13. Click on the Close Button  at the bottom of the window. 

14. Repeat steps 1-13 as desired for further different additional item installations. 
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Edit an Item Installation 
To edit an item installation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

The item installs recorded for that pay item appear in the list panel. 

4. Select the desired item installation in the list panel. 

5. Click on the Item Installation Button .  

The Item Installation Window appears with the item installation’s recorded information as shown 
below. 

 

5. Edit the information displayed as desired. 
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6. Enter any comment(s) concerning the changed item in the Comment field if necessary. 

7. Click on the Save Button  at the bottom of the window. 

8. Click on the Close Button  at the bottom of the window. 
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Delete an Item Installation 
The need to delete an item installation is rare, but it is occasionally necessary.  To delete an item 
installation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

The item installs recorded for that pay item appear in the list panel. 

4. Select the desired item installation in the list panel. 

5. Click on the Item Installation Button .  

The Item Installation Window appears with the item installation’s recorded information as shown 
below. 

 

6. Verify that this is the desired item installation to delete. 
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7. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

8. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used 
after clicking on the Yes Button  to save the information as deleted. 

9. Click on the Save Button  at the bottom of the window. 

The deletion just made is now recorded. 

10. Click on the Close Button  at the bottom of the window. 
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Close an Item Installation 

  Closing an item installation indicates agreement with the quantity in the item installation. 

Users may choose to close many item installations as they are grouped into pay items at once 
(refer to Close Pay Items), or to authorize and close item installs both at once (refer to Authorize 
and Close Item Installations), but there are times when it is best to close item installations 
individually from the Item Installation Window. 

To close an item installation from the Item Installation Window, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

The item installs recorded for that pay item appear in the list panel. 

4. Select the desired item installation in the list panel. 

5. Click on the Item Installation Button .  
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The Item Installation Window appears with the item installation’s recorded information as shown 
below. 

 

6. Click on the Closed checkbox 

A checkmark appears in the checkbox. 

7. Enter any comment(s) concerning the closed item in the Comment field if necessary. 

8. Click on the Save Button  at the bottom of the window. 

9. Click on the Close Button  at the bottom of the window. 

CM&P returns to the Record Work Window.  A checkmark appears in the Closed column of the item 
installation that was just closed. 

 

  If users manually authorize item installations, they must manually close them. 

 

  Recorders cannot make changes after authorization and closing. 
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Reopen an Item Installation 
To reopen an item installation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

The item installs recorded for that pay item appear in the list panel. 

4. Select the desired item installation in the list panel. 

5. Click on the Item Installation Button .  

The Item Installation Window appears with the item installation’s recorded information as shown 
below. 
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6. Click on the Closed checkbox. 

The checkmark disappears from the checkbox. 

7. Enter any comment(s) concerning the reopened item in the Comment field if necessary. 

8. Click on the Save Button  at the bottom of the window. 

9. Click on the Close Button  at the bottom of the window. 

CM&P returns to the Record Work Window.  The checkmark disappears from the Closed column of 
the item installation that was just reopened. 
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Authorizations 
Authorize a Partial Quantity on an Item Installation 

To authorize a partial quantity on an item installation in the Item Installation Window, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

The item installs recorded for that pay item appear in the list panel. 

4. Select the desired item installation in the list panel. 

5. Click on the Item Installation Button .  

The Item Installation Window appears with the item installation’s recorded information as shown 
below. 
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6. Enter the quantity to authorize in the Authorize Qty field. 

7. Enter any comment(s) concerning the authorized item in the Comment field if necessary. 

8. Click on the Closed checkbox if a closed status is desired for the item installation at this time. 

A checkmark appears in the Closed checkbox. 

9. Click on the Save Button  at the bottom of the window. 

10. Click on the Close Button  at the bottom of the window. 

 

  If users manually authorize item installations, they must manually close them when appropriate. 

 

  Recorders cannot make changes after item installations are closed. 
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Authorize the Entire Quantity on an Item Installation 
Users may simultaneously close and authorize the entire quantity on item installations from the 
Authorize Item Installs Window, or they may authorize the entire quantity on item installations 
(without necessarily closing them) from the Item Installation Window. 

To authorize the entire quantity on an item installation from the Item Installation Window, 
perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

The project’s pay items display below the project folder in the tree panel. 

3. Select the desired pay item in the tree panel. 

The item installs recorded for that pay item appear in the list panel. 

4. Select the desired item installation in the list panel. 

5. Click on the Item Installation Button .  

The Item Installation Window appears with the item installation’s recorded information. 

 

6. Enter the same amount in the Authorize Qty field as appears in the Install Qty field. 

7. Enter any comment(s) concerning the authorized item in the Comment field if necessary. 
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8. Click on the Closed checkbox if a closed status is desired for the item installation at this time. 

A checkmark appears in the Closed checkbox. 

9. Click on the Save Button  at the bottom of the window. 

10. Click on the Close Button  at the bottom of the window. 

 

  If users manually authorize item installations, they must manually close them when appropriate. 

 

  Recorders cannot make changes after item installations are closed. 
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Authorize and Close Item Installations 
Users may choose to close many item installations (as they are grouped into pay items) at once 
from the Close Pay Items and/or Edit Pay Items Window, or to authorize a partial or entire 
quantity of an item installation in the Item Installation Window, but there are times when it is best 
to authorize and close item installations both at once from the Authorize Item Installs Window. 

To authorize and close item installations through the Authorize Item Installs Window, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Record Work Button . 

The Record Work Window appears below the Record Work Toolbar. 

2. Select (highlight) the desired project in the tree panel if more than one is included in the contract. 

3. Select the first desired line item containing an installation (marked with a plus sign to the left of the 
line number). 

4. Click on the Authorize Item Install Button .   

The Authorize Item Installs Window appears as shown below.  If the pay item selected requires 
authorization (or marking as Closed), any install(s) recorded for it will appear in the lower panel of the 
window.  If it does not require authorization, no item installations will appear (even if they have been 
recorded) and users should use the scrollbar to advance to the next item requiring attention. 
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5. Examine the installation(s) recorded for the line item displayed to determine whether any partial 
authorizations are necessary. 

  If an installation should be authorized merely in part, double clicking on that installation opens the 
Item Installation Window for it.  From this window users can authorize a partial installation, then 
return to the still open Authorize Item Installs Window. 

6. If no partial installations are required, to authorize only one of a list of item installations recorded for 
the line item displayed in the top panel of the window, select (highlight) it and then click on the 
Authorize Button .  

OR 

To authorize every installation recorded for the line item displayed in the top panel of the window, 
click on the Select All Button  and then click on the Authorize Button .  

7. Verify that the amounts in the Authorized Qty column in the lower panel are correct. 

  The authorization can be reversed (with the Reset Button  at the bottom of the window) 
anytime before clicking on the Save Button  at the bottom of the window. 

8. Click on the Save Button . 

9. Use the Authorize Item Installs Window’s scrollbar to advance to the next contract line item requiring 
authorization or closing. 

10. Repeat steps 5-9 as desired for other contract line items requiring authorization. 

11. Click on the Close Button . 

  By using this window to authorize an entire quantity, the item installations are automatically 
closed.  Moving to the Item Installation Window to authorize partial quantities will not close the item 
installation. 

 

  Recorders cannot make changes after item installations are closed. 
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10. Pay Estimates 
The Pay Estimate Window is reached through the Pay Estimate Button  on the Frame bar 
Toolbar or through the menu path: Goto, Pay Estimate.  Within this window, users can create pay 
estimates within the CM&P System.  Using buttons on the Pay Estimate Toolbar shown below, 
users can add, edit, or delete pay estimate items.  They can authorize pay estimate items partially, 
individually, or en masse.  They can also create, edit, or delete stockpiles and/or price adjustments. 
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  Pay Estimate Window 
When first opened, the Pay Estimate Window displays the item descriptions, units, unit prices, 
requested pay quantities, and paid quantities for the line items included on the current pay estimate 
as shown below. 

 

 

 

Selecting (highlighting) a desired pay estimate item in the tree panel causes the Pay Estimate 
Window to display as shown in the drilled down and annotated example below. 
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Pay Estimates 
Create a Pay Estimate 

  A new pay estimate is automatically created each time an approval date is recorded for the 
preceding pay estimate, until the Final Pay Estimate is approved.  At that point, an additional pay 
estimate would become a Supplemental Pay Estimate. 

To enter information into a new pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the most recent pay estimate in the tree panel if necessary. 

3. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

4. Click on the Final? checkbox if this is the last pay estimate and it can be finalled. 

5. Verify that the date supplied in the Period Ending field is the correct period ending date for the pay 
estimate.  If necessary, use the field’s dropdown calendar to select the correct date. 

6. If necessary (and possible at this time), enter the number of assessed days in the Liq Damage Days 
field. 

7. Verify that the amount supplied in the Liq Damages Per Day Amount field is correct.  If necessary, 
enter the correct amount. 
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8. If necessary (and possible at this time), enter the royalty payment amount for the current period in the 
Royalty This Period field. 

9. Click on the Save Button . 

10. Click on the Close Button . 

  A new pay estimate contains no pay estimate items.  Users must create its pay estimate items or 
use the Pay for All Button to generate them.  

  Users cannot delete a pay estimate.  However, because contractors receive payment throughout the 
contract, there is no need to delete a pay estimate.  
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Edit a Pay Estimate 

  Pay estimates may be edited only before they are approved. 

To edit a pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

3. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

4. Edit the information as desired. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 

  Users cannot delete a pay estimate.  However, because contractors receive payment throughout the 
contract, there is no need to delete a pay estimate.  
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Mark a Pay Estimate as Prepared 
To mark a pay estimate as prepared, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

The associated pay estimate items are displayed in the right panel. 

3. Verify that all the pay estimate items are complete and correct as listed.   

4. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

5. Verify that the information displayed is correct. 

6. Enter royalty deductions and/or liquidated damage days to be assessed if desired. 

7. Click on the Prepared? checkbox. 

The Prepared By and On fields are completed automatically.   

8. Click on the Save Button  at the bottom of the window. 

9. Click on the Close Button  at the bottom of the window. 

  The Prepared? checkbox must be marked before the Approved? checkbox can be marked, but it 
can be clicked on and the mark removed as long as the Approved? checkbox has not yet been marked. 
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Approve a Pay Estimate 
To approve a pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

The pay estimate items associated with the pay estimate selected are displayed in the right panel. 

3. Verify that all the pay estimate items are correct as listed.  If necessary, edit pay estimate items for the 
pay estimate. 

4. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

5. Verify that the information displayed is correct. 

6. Enter or edit royalty deductions and/or liquidated damage days to be assessed if desired. 

7. Click on the Approved? checkbox. 

The Approved By, On, and Approval Logged By fields are all completed automatically.  The name 
of the person currently logged on is automatically entered in the Approved By and Approval Logged 
By fields.  The Approved By field can be changed (click on the downward-pointing arrow in the field, 
and select the appropriate name from the resulting dropdown list); the Approval Logged By field 
cannot be changed.  The On field contains the date on which the approval was made.  The current date 
is automatically entered in this field.  However, this field can be changed in the same way as the 
Approved By field. 

8. Click on the Save Button  at the bottom of the window. 
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9. Click on the Close Button  at the bottom of the window. 

  The Prepared? checkbox must be marked before the Approved? checkbox can be marked.  Also, 
if this pay estimate is marked Final or Supplemental, there must be a corresponding Final or 
Supplemental CCO that has already been approved before the Approved? checkbox can be marked. 

 

  Once the final pay estimate is approved, any other pay estimate for the contract must be created 
manually as a supplemental pay estimate. 
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Add Liquidated Damages 
A contractor is financially penalized for each day that a contract goes beyond the end date 
specified in the contract.  The amount for which the contractor is to be penalized -- the liquidated 
damage amount -- is defined at the beginning of a contract using the Identifying Tab in the 
Manage Contract Window.  Liquidated damages are assessed in the Pay Estimate Maintenance 
Window and can be done while creating, editing, preparing or approving a pay estimate. 

To add liquidated damages to a pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

3. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

4. Enter the desired number of days in the Liquidated Damage Days field. 

CM&P automatically displays the liquidated damages as shown above. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 
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Add Royalty Deductions 
When a contractor uses material from a landowner's property, the contractor has the option of 
having the state pay the landowner for the material.  This material is, of course, the responsibility 
of the contractor, so the payment made by the state is withheld from the payments made to the 
contractor.  This is termed a royalty deduction and is handled using the Pay Estimate Maintenance 
Window while creating, editing, preparing or approving a pay estimate. 

To add royalty deductions to a pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

3. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

4. Enter the desired amount in the Royalty to Date field. 

CM&P automatically displays the royalty to date. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 

 



Pay Estimates 

CM&P System User Guide                          Department of Transportation        10.11 

Version  2.000      04/08/02                                  State of  South Dakota 

Create a Final Pay Estimate 
To create a final pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the most recent pay estimate in the tree panel if necessary. 

3. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

4. Click on the Final? checkbox. 

5. Verify that the date supplied in the Period Ending field is the correct period ending date for the pay 
estimate.  If necessary, use the field’s dropdown calendar to select the correct date. 

6. If necessary (and possible at this time), enter the number of assessed days in the Liquidated Damage 
Days field. 

7. Verify that the amount supplied in the Liquidated Damages Per Day Amount field is correct.  If 
necessary, enter the correct amount. 

8. If necessary (and possible at this time), enter the royalty payment amount for the current period in the 
Royalty This Period field. 

9. Click on the Save Button . 
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10. Click on the Close Button . 

  Only the expected last pay estimate of a contract needs to be or can be finalled. 

 

  Because this pay estimate is marked Final, there must be a corresponding Final CCO that has 
already been approved before the Approved? checkbox here can be marked.  Also, once the final pay 
estimate is approved, any other pay estimate for the contract must be created manually as a 
supplemental pay estimate. 
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Create a Supplemental Pay Estimate 
To create a supplemental pay estimate, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the most recent pay estimate in the tree panel if necessary. 

3. Click on the Pay Estimate Maintenance Button . 

The Pay Estimate Maintenance Window appears as shown below. 

 

4. Click on the Add Supplemental Button . 

The Final? checkbox is replaced by a field marked Supplemental, while the rest of the appropriate 
fields become blank and available for entries.  

5. Verify that the date supplied in the Period Ending field is the correct period ending date for the pay 
estimate.  If necessary, use the field’s dropdown calendar to select the correct date. 

6. If necessary (and possible at this time), enter the number of assessed days in the Liquidated Damage 
Days field. 

7. Verify that the amount supplied in the Liquidated Damages Per Day Amount field is correct.  If 
necessary, enter the correct amount.  (Even though the field is gray, an entry can be made on a 
supplemental pay estimate.) 

8. If necessary (and possible at this time), enter the royalty payment amount for the current period in the 
Royalty This Period field. 

9. Click on the Save Button . 
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10. Click on the Close Button . 

  Because this pay estimate is marked Supplemental, there must be a corresponding 
Supplemental CCO that has already been approved before the Approved? checkbox here can be 
marked.
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Pay for All Process 
The Pay for All Button allows users to quickly create the items in a pay estimate.  If users choose 
to use this process, a pay estimate item will be created for every contract pay item for which 
authorized install quantities exist that have not had pay requests made for them.  The quantity for 
each new pay estimate item will be the difference between its Authorized Install Quantity and 
any Requested Pay Quantity.  

  Any pay estimate items that already exist for the pay estimate before using the pay for all 
process will not be effected by it.  Quantities automatically generated by using the Pay for All 
Button may still be changed (or the pay estimate items deleted all together) in the Pay Estimate 
Item Maintenance Window. 

To use the pay for all process, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Click on the Pay for All Button . 

CM&P displays a warning message as in the example below.  Clicking on the No Button  causes 
CM&P to return to the previous window, disregarding the pay for all command.  Clicking on the Yes 
Button  enters the pay for all command into the CM&P System. 

  

3. Click on the Yes Button . 

A pay estimate item is created and displayed in the list panel for every contract pay item for which 
authorized install quantities exist that have not had pay requests made for them.  The quantity for each 
new pay estimate item is the difference between its Authorized Install Quantity and any Requested 
Pay Quantity.  Any pre-existing pay estimate items for the pay estimate are also displayed. 

4. Review the pay estimate items displayed in the list panel.  If necessary, adjust pay estimate item 
quantities or delete inappropriate pay estimate items in the Pay Estimate Item Maintenance Window.
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Pay Estimate Items 
Create a Pay Estimate Item 

To create a pay estimate item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Click on the desired pay estimate in the tree panel. 

3. Click on the Pay Estimate Item Button . 

The Select Contract Pay Item Window appears.  This window displays all of the pay items associated 
with the selected contract as shown below. 

 

4. Locate the desired pay item, using the scrollbar if necessary. 

5. Select (highlight) the desired pay item. 

6. Click on the OK Button  at the bottom of the window. 



Pay Estimate Items Procedures 

CM&P System User Guide                          Department of Transportation          10.17 

Version  2.000      04/08/02                                   State of  South Dakota 

The Pay Estimate Item Maintenance Window appears as shown below. 

 

7. Enter the requested pay quantity in the Requested Pay Quantity field. 

 Users may request any desired pay quantity, but the actual pay quantity can be at most 120% of the 
current contract quantity of the pay item.  Request quantities over 120% are placed in the contract pay 
item withhold quantity.  This record of the quantity originally requested when a contract change order 
is created allows the system to automatically pay for what couldn't be paid for previously because of an 
insufficient contract quantity. 

OR 

Click on the Calculate Requested Pay Quantity Button . 

The number now displayed in the field is the quantity of authorized installed units that have not been 
paid for to date.  (That is, the authorized install quantity minus the requested pay quantity for the pay 
item.) 

8. Click on the Save Button . 

9. Click on the Add Button  and repeat steps 4-8 as desired for other pay estimate items. 

  Clicking on the Add Button will bring up the Select Contract Pay Item Window, allowing users to 
choose the next item in the contract for which to pay.  Clicking on the Add Button subsequent times 
will reposition users in the window at the last contract pay item selected. 

10. Click on the Close Button .  

  Adding a new pay estimate item to a prepared pay estimate will automatically clear the prepared 
status of the pay estimate.  Also, adding a new pay estimate item to the current pay estimate will also 
automatically clear the prepared status of any unapproved final or supplemental contract change order. 
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Edit a Pay Estimate Item 
To edit a pay estimate item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

1. Locate the desired pay estimate in the tree panel. 

2. Select (highlight) the desired pay estimate. 

The associated pay estimate items display in the list panel on the right. 

OR 

Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate. 

3. Locate the desired pay estimate item in the tree or list panel. 

4. Select (highlight) the desired pay estimate item. 

5. Click on the Pay Estimate Item Button . 

The Pay Estimate Item Maintenance Window appears as shown below. 

 

6. Edit the information in the Requested Pay Quantity field as desired. 

7. If information about any stockpile(s) was recorded for the pay estimate item, changes to any balance 
quantity can be made in the Reduce Stockpile Quantity field(s) as desired. 
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  Users cannot enter a positive value in the Reduce Stockpile Qty field that is greater than the 
Balance Qty of the stockpile.  On the other hand, users can enter any negative quantity in the 
Reduce Stockpile Qty field, which in turn will increase the Balance Qty of the stockpile.  
Entering a quantity in the Reduce Stockpile Qty field will create a stockpile entry for this pay 
estimate item with a quantity opposite to the value entered. 

8. Click on the Save Button . 

9. Click on the Close Button .  

  The numbers displayed in the Authorized Qty, Requested Pay Qty, and Paid Qty columns 
are cumulative. 
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Delete a Pay Estimate Item 

  Pay estimate items which have stockpiles or price adjustments associated with them cannot be 
deleted.  Users must first delete the stockpiles or cancel the price adjustments. 

To delete a pay estimate item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Locate the desired pay estimate in the tree panel. 

3. Select (highlight) the desired pay estimate. 

The associated pay estimate items display in the list panel on the right. 

OR 

Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate. 

4. Locate the desired pay estimate item in the tree or list panel. 

5. Select (highlight) the desired pay estimate item. 

6. Click on the Pay Estimate Item Button . 

The Pay Estimate Item Maintenance Window appears as shown below. 

 

7. Verify that this is the desired pay estimate item to delete. 

8. Click on the Delete Button  at the bottom of the window. 
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CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

9. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Yes Button  to save the information as deleted. 

10. Click on the Save Button . 

The deletion just made is now recorded. 

11. Click on the Close Button . 
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View a Pay Estimate Item 
To view a pay estimate item, perform the following steps. 

 

1. Click on the Pay Estimate Button . 

2. Click on the pay estimate in the tree panel that contains the desired pay estimate item. 

The pay estimate items that correspond to the selected pay estimate appear in the right panel. 

3. Click on the appropriate pay estimate item. 

4. Click on the Pay Estimate Item Button . 

The Pay Estimate Item Maintenance Window appears as shown below. 

  

5. View the desired information. 

6. Click on the Close Button  at the bottom of the window. 

  The numbers displayed in the Authorized Qty, Requested Pay Qty, and Paid Qty columns 
are cumulative. 



Price Adjustment Procedures 

CM&P System User Guide                          Department of Transportation          10.23 

Version  2.000      04/08/02                                   State of  South Dakota 

Price Adjustments 
Create a Price Adjustment 

To create a price adjustment, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

3. A. If the pay estimate item for which a price adjustment is to be made has not yet been added to the 

pay estimate, click on the Price Adjustment Button . 

The Select Contract Pay Item Window appears as shown below. 

 

3.A.1.  Locate and select (highlight) the desired pay estimate item, then click on the OK Button 
. 
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The Price Adjustment Maintenance Window appears as shown below. 

 

3.A.2.  Skip to step7. 

OR 

3. B. If the pay estimate item for which a price adjustment is to be made has already been added to the 
pay estimate, click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

4. Locate the desired pay estimate item. 

5. Select (highlight) the desired pay estimate item in the tree panel. 

6. Click on the Price Adjustment Button . 

The Price Adjustment Maintenance Window appears as shown below. 

 

7. Select the desired method for making the price adjustment, Lump Sum or Percent. 

8. If the Lump Sum radio button was selected, enter the desired price adjustment amount in the Amount 
field. 

OR 

If the Percent radio button was selected, enter the desired price adjustment percentage in the percent 
field AND enter the desired quantity to receive the percentage price adjustment in the Quantity field. 

  Users cannot specify a price adjustment greater than the original contract quantity for the 
pay item. 
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9. Select the desired type of price adjustment from the Type field’s dropdown listing: Estimate, Actual, 
or Back Out, but not Zeroed Out. 

10. If Actual was selected for the Type field, the Approval Date and Approved By fields are 
automatically filled.  Edit these fields with their dropdown calendars as necessary. 

  If users select Back Out for the Type field on a price adjustment for an approved pay 
estimate, an offsetting price adjustment is automatically created in the current open pay estimate 
with Back Out in its Type field.  At the same time, the original price adjustment's Type field is 
changed to Zeroed Out.  Refer to Cancel a Price Adjustment if necessary. 

11. Select the desired project from the Project field’s dropdown listing. 

12. Enter a descriptive title for the price adjustment in the Reason field. 

  The description entered here will display on the Pay Estimate Report as well as identify the 
price adjustment in various CM&P windows. 

13. Enter more specific information in the Detailed Explanation field. 

14. Click on the Save Button . 

15. Click on the Add Button  and repeat steps 7-14 for any additional price adjustments to the 
pay item as desired. 

16. Click on the Close Button .  
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Edit a Price Adjustment 

  A price adjustment for an unapproved pay estimate cannot be changed to Back Out or 
Zeroed Out type.  Instead, to remove the price adjustment amount for the pay estimate, users 
must delete the price adjustment. 

To edit a price adjustment, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Locate the desired pay estimate in the tree panel. 

3. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

4. Locate the desired pay estimate item. 

5. Select (highlight) the desired pay estimate item in the tree panel. 
The list panel displays the price adjustments associated with the selected pay estimate item. 

6. Click on the Price Adjustment Button . 

OR 

Double click on the desired price adjustment in the list panel. 
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The Price Adjustment Maintenance Window appears as shown below.   

 

7. Edit the price adjustment as desired. 

  If users select Back Out for the Type field on a price adjustment for an approved pay 
estimate, an offsetting price adjustment is automatically created in the current open pay estimate 
with Back Out in its Type field.  At the same time, the original price adjustment's Type field is 
changed to Zeroed Out.  Refer to Cancel a Price Adjustment if necessary. 

  If a price adjustment for an unapproved pay estimate is currently assigned to a contract 
change order, changing the price adjustment from Actual to another type will unassign it from the 
contract change order. 

8. Click on the Save Button . 

9. Click on the Close Button .  
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Add an Additional Price Adjustment 
To add an additional price adjustment for a pay item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

3. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

4. Locate the desired pay estimate item. 

5. Select (highlight) the desired pay estimate item in the tree panel. 

6. Click on the Price Adjustment Button . 

The Price Adjustment Maintenance Window appears with any price adjustments already made to the 
pay item as shown below. 

 

7. Click on the Add Button . 
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A new price adjustment appears above the earlier price adjustment(s) as shown below. 

 

8. Select the desired method for making the price adjustment, Lump Sum or Percent. 

9. If the Lump Sum radio button was selected, enter the desired price adjustment amount in the Amount 
field. 

OR 

If the Percent radio button was selected, enter the desired price adjustment percentage in the percent 
field AND enter the desired quantity to receive the percentage price adjustment in the Quantity field. 

  Users cannot specify a price adjustment greater than the original contract quantity for the 
pay item. 

10. Select the desired type of price adjustment from the Type field’s dropdown listing: Estimate, Actual, 
or Back Out, but not Zeroed Out. 

11. If Actual was selected for the Type field, the Approval Date and Approved By fields are 
automatically filled.  Edit these fields with their dropdown calendars as necessary. 

  If users select Back Out for the Type field on a price adjustment for an approved pay 
estimate, an offsetting price adjustment is automatically created in the current open pay estimate 
with Back Out in its Type field.  At the same time, the original price adjustment's Type field is 
changed to Zeroed Out.  Refer to Cancel a Price Adjustment if necessary. 

12. Select the desired project from the Project field’s dropdown listing. 
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13. Enter a descriptive title for the price adjustment in the Reason field. 

  The description entered here will display on the Pay Estimate Report as well as identify the 
price adjustment in various CM&P windows. 

14. Enter more specific information in the Detailed Explanation field. 

15. Click on the Save Button . 

16. Click on the Add Button  and repeat steps 8-15 for any additional price adjustments to the 
pay item as desired. 

17. Click on the Close Button .  
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Cancel a Price Adjustment 

  Price adjustments on an unapproved pay estimate cannot be cancelled by backing out.  Instead 
they must be deleted. 

To cancel a price adjustment, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Locate the desired pay estimate in the tree panel. 

3. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  Items with 
stockpiles and/or price adjustments display with a plus sign to their left.  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

4. Locate the desired pay estimate item. 

5. Select (highlight) the desired pay estimate item in the tree panel. 

The list panel displays the price adjustments associated with the selected pay estimate item. 

6. Click on the Price Adjustment Button . 

OR 

Double click on the desired price adjustment. 
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The Price Adjustment Maintenance Window appears as shown below. 

 

7. Select Back Out from the dropdown listing for the Type field. 

An offsetting price adjustment is automatically created in the current open pay estimate with Back Out 
in its Type field.  At the same time, the original price adjustment's Type field is changed to Zeroed 
Out. 

8. Click on the Save Button . 

9. Click on the Close Button .  

  The Zeroed Out type cannot be chosen by users.  This type is automatically generated by the 
system when users back out an estimated or actual price adjustment on an approved pay estimate. 
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Delete a Price Adjustment 
To delete a price adjustment, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Locate the desired pay estimate in the tree panel. 

3. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

4. Locate the desired pay estimate item. 

5. Select (highlight) the desired pay estimate item in the tree panel. 

The list panel displays the price adjustments associated with the selected pay estimate item. 

6. Select (highlight) the desired price adjustment and click on the Price Adjustment Button . 

OR 

Double click on the desired price adjustment. 



CM&P System User Guide 

10.34       Department of Transportation                             CM&P System User Guide 

                State of South Dakota                                           Version  2.000      04/08/02 

 

The Price Adjustment Maintenance Window appears as shown below. 

 

7. Verify that this is the price adjustment to delete. 

8. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

9. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Yes Button  to save the information as deleted. 

10. Click on the Save Button . 

The deletion just made is now recorded. 

11. Click on the Close Button . 
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View the Price Adjustment History of a Pay Item 
To view the price adjustment history of a pay item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button .  

The Pay Estimate Window appears. 

2. Click on the desired pay estimate in the left panel. 

3. Click on the Price Adjustment Button . 

The Select Contract Pay Item Window appears.  This window contains all of the pay estimate items in 
the selected pay estimate. 

4. Click on the desired pay item. 

The Price Adjustment Maintenance Window appears as shown below. 

 

5. Click on the History Button  at the bottom of the window. 
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The Price Adjustment History Window appears as shown below.  This window shows all of the price 
adjustments made to the selected pay item. 

 

6. View the price adjustment history of the pay item. 

7. Click on the Close Button . 
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View a Price Adjustment 
To view a price adjustment, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Locate the desired pay estimate in the tree panel. 

3. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

4. Locate the desired pay estimate item. 

5. Select (highlight) the desired pay estimate item in the tree panel. 

The list panel displays the price adjustments associated with the selected pay estimate item. 

6. Click on the Price Adjustment Button . 

OR 

Double click on the desired price adjustment in the list panel. 
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The Price Adjustment Maintenance Window appears as shown below. 

 

7. View the price adjustment(s) displayed as desired. 

8. Click on the Close Button .  
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Stockpile 
Create a Stockpile 

To create a stockpile, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Select (highlight) the desired pay estimate in the tree panel. 

Any pay estimate items associated with the pay estimate display in the list panel. 

3. If the stockpile will be for a pay estimate item already associated with the pay estimate, select 

(highlight) the desired pay estimate item in the list panel and click on the Stockpile Button . 

The Stockpile Maintenance Window appears as shown below. 

 

Click on the Add Button  and skip to step 8. 

4. If no pay estimate item has been associated with the pay estimate for the stockpiled item, click on the 

Stockpile Button  while only the desired pay estimate is selected (highlighted). 
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The Select Contract Pay Item Window appears as shown below.  This window displays all of the pay 
items associated with the selected contract. 

 

5. Locate the desired pay item, using the scrollbar if necessary. 

6. Select (highlight) the desired pay item. 

7. Click on the OK Button  at the bottom of the window. 

The Stockpile Maintenance Window appears as shown below. 

 

8. Enter a specific description of the stockpiled material in the Material Description field so that each 
particular stockpile can be identified. 

9. Enter the unit price of the stockpiled material in the Unit Price field. 
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  The sum of the unit prices in the Unit Price column cannot exceed the unit price shown in the 
upper panel. 

10. Enter the number of units of the item to be added to the stockpile in the Adjust Balance Quantity 
field. 

  Users can not enter a value into the Adjust Balance Quantity field which would cause the 
amount in the Balance Quantity field to be greater than the current contract quantity for the 
contract pay item. 

11. Click on the Save Button .  

The Balance Quantity field displays the balance quantity of the stockpiled material and the Adjust 
Balance Quantity field again becomes available for entry. 

  To correct a mistaken entry, in the Adjust Balance Quantity field EITHER enter the amount 
necessary to increase the Balance Quantity to the desired amount OR enter the negative amount 
necessary to decrease the Balance Quantity to the desired amount.  (The Save Button must be clicked 
on before the changes will occur.) 

12. Click on the Add Button  and repeat steps 8-11 to add any new stockpiles for the pay item 
as desired. 

13. Click on the Close Button . 
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Edit a Stockpile 
To edit a stockpile, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

3. Locate the desired pay estimate item. 

4. Select (highlight) the desired pay estimate item in the tree panel. 

The list panel displays the stockpile(s) associated with the selected pay estimate item. 

5. Click on the Stockpile Button . 

OR 

Double click on the desired stockpile in the list panel. 

The Stockpile Maintenance Window appears as shown below.  This window contains the information 
that was recorded about the stockpile(s) for the pay item selected. 

 

6. Edit the information as desired, keeping in mind the following notes. 

  The sum of the unit prices in the Unit Price column cannot exceed the unit price shown in the 
upper panel. 
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  Users can not enter a value into the Adjust Balance Quantity field which would cause the 
amount in the Balance Quantity field to be greater than the current contract quantity for the 
contract pay item. 

7. Click on the Save Button .  

The Balance Quantity field displays the balance quantity of the stockpiled material and the Adjust 
Balance Quantity field again becomes available for entry. 

  To correct a mistaken entry, in the Adjust Balance Quantity field EITHER enter the amount 
necessary to increase the Balance Quantity to the desired amount OR enter the negative amount 
necessary to decrease the Balance Quantity to the desired amount.  (The Save Button must be 
clicked on before the changes will occur.) 

8. Click on the Add Button  to add any new stockpiles for the pay item.  Refer to steps 8-11 of 
Create a Stockpile if necessary. 

9. Click on the Close Button . 

  Stockpiles within approved pay estimates cannot be edited or deleted. 
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Delete a Stockpile  

  WARNING: CM&P displays no Deletion Confirmation Window when deleting stockpiles. 

To delete a stockpile, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Pay Estimate Button . 

The Pay Estimate Window appears below the Pay Estimate Toolbar. 

2. Click on the plus sign to the left of the desired pay estimate. 

The associated pay estimate items appear in the tree panel below the pay estimate.  (Items with 
stockpiles and/or price adjustments display with a plus sign to their left.)  Specific information about 
each pay estimate item appears in the list panel to aid in identifying the desired pay estimate item. 

3. Locate the desired pay estimate item. 

4. Select (highlight) the desired pay estimate item in the tree panel. 

The list panel displays the stockpile(s) associated with the selected pay estimate item. 

5. Click on the Stockpile Button . 

OR 

Double click on the desired stockpile in the list panel. 

The Stockpile Maintenance Window appears as shown below.  This window contains the information 
that was recorded about the stockpile(s) for the pay item selected. 

 

6. Click on the specific stockpile to be deleted. 

7. Verify that this is the stockpile to delete. 

8. Click on the Delete Button  at the bottom of the window.  
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  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Delete Button  to save the information as deleted. 

9. Click on the Save Button . 

The deletion just made is now recorded. 

10. Click on the Close Button . 

  Stockpiles within approved pay estimates cannot be edited or deleted. 
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11. Contract Change Orders 
The Contract Change Order Window is reached through the Contract Change Order Button  
on the Frame bar Toolbar or through the menu path: Goto, Contract Change Order.  Within this 
window, users can create change orders within the CM&P System.  Using buttons on the Contract 
Change Order Toolbar shown below, users can create, edit, or delete contract change orders as 
well as their associated change items, change reasons, and change instructions.  They can also 
assign or add price adjustments to contract change orders.  
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Contract Change Order Window 
When first opened, the Contract Change Order Window displays reasons, instructions, and change 
items (along with their descriptive information) for the most recent contract change order as in the 
example below.  

 

 

The Contract Change Order Window also allows users to view individual change item information 
as shown in the drilled down and annotated example below. 
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Contract Change Orders 
Create a Contract Change Order 

  Unlike pay estimates, when a contract change order is approved, no additional change order is 
created by CM&P.  Users must create new contract change orders as they are needed. 

To create a change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the contract in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Select the Final? checkbox if this is the last change order and it can be finalized. 

5. Select the desired date from the New Contract Completion Date field’s drop-down list if appropriate. 

6. Enter the desired number in the Additional Working Days field if days have been added to the 
contract. 
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7. Enter a description of how the additional working days were calculated or a statement that no days 
were added in the Working Day Calculation Description field. 

8. Enter a title for the new change order in the Short Description field. 

  The short description entered here will identify the change order in the Management 
Notification Window. 

9. Enter a longer explanation of the new change order in the Long Description field. 

10. Click on the County Approval Required checkbox if the new change order requires county approval. 

11. Click on the City Approval Required checkbox if the new change order requires city approval. 

12. Click on the Save Button  at the bottom of the window. 

13. Click on the Close Button  at the bottom of the window.  
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Edit a Contract Change Order 
To edit a change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Edit the information in the window as desired.  Users may also mark CCO’s as requiring city or county 
approval, prepared, reviewed, approved, final review requested, final review completed, final CCO 
received, or they may enter sent to and/or received from contractor dates. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window.  
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 Create a Final Contract Change Order 
To create a final contract change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Change Order Button . 

The CCO Window and toolbar appear. 

2. Click on the desired CCO in the tree panel on the left. 

3. Click on the Change Order Button . 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the Final? checkbox to create a checkmark in the checkbox. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 

CM&P returns to the CCO Window.  An F now appears next to the number of the final CCO in the 
tree panel. 



Contract Change Order Window 

CM&P System User Guide                          Department of Transportation          11.7 

Version  2.000      04/08/02                                   State of  South Dakota 

Create a Supplemental Contract Change Order 
To create a supplemental contract change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Change Order Button . 

The CCO Window and toolbar appear. 

2. Click on the final CCO or most recent supplemental CCO (in the right panel). 

3. Click on the Change Order Button . 

The Change Order Maintenance Window appears with the information recorded for the selected CCO. 

 

4. Click on the Add Button  at the bottom of the window. 
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The Change Order Maintenance Window appears as shown below, already marked as a Supplemental 
CCO. 

 

5. Complete the desired information. 

6. Click on the Save Button  at the bottom of the window. 

7. Click on the Close Button  at the bottom of the window. 

CM&P returns to the CCO Window.  An S now appears next to the number of the supplemental CCO 
in the tree panel. 
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Delete a Contract Change Order 

  Only the most recently created CCO can be deleted.  Users must delete all change items, 
change reasons, and change instructions from a CCO before deleting the CCO. 

To delete a contract change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Verify that this is the desired CCO to delete. 

5. Click on the Delete Button  at the bottom of the window. 
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CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

6. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Yes Button  to save the information as deleted. 

7. Click on the Save Button  at the bottom of the window. 

The deletion just made is now recorded. 

8. Click on the Close Button  at the bottom of the window.  
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Mark a Contract Change Order as Final CCO Received 
To mark a contract change order as having had the final CCO received, perform the following 
steps. 

 

1. From the CM&P Frame Toolbar, click on the Change Order Button . 

The CCO Window and toolbar appear. 

2. Click on the appropriate CCO in the tree panel on the left. 

3. Click on the Change Order Button . 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the Final CCO Received? checkbox. 

A checkmark appears in the box.  

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 
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Mark a Contract Change Order as Requiring City or County Approval 
To mark a contract change order as requiring city or county approval, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Change Order Button . 

The CCO Window and toolbar appear. 

2. Click on the appropriate CCO in the tree panel on the left. 

3. Click on the Change Order Button . 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the County Approval Required checkbox and/or the City Approval Required checkbox. 

A checkmark appears in the box(es). 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 
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Enter Contractor Dates for a Contract Change Order 
To enter sent to or received from contractor dates for a contract change order, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Change Order Button . 

The CCO Window and toolbar appear. 

2. Click on the appropriate CCO in the tree panel on the left. 

3. Click on the Change Order Button . 

The Change Order Maintenance Window appears as shown below. 

 

4. Enter or select the appropriate date(s) from the dropdown calendar(s) in the Sent to Contractor Date 
and/or the Received from Contractor Date field(s). 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 
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Mark a Contract Change Order as Prepared 
To mark a contract change order as prepared, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the Prepared? checkbox. 

A checkmark appears in the box.  Information is also automatically entered in the Prepared By and 
On fields to the right of the checked box.  Users can edit the information in the On field (by clicking 
on the downward-pointing arrow next to the field and selecting the proper information from the 
resulting dropdown calendar).  However, the information in the Prepared By field cannot be changed. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window.  
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Approve a Contract Change Order 

  CCO’s cannot be approved through the Mobile CM&P Application.  Users must be logged 
onto the Desktop Application to perform this function. 

 

To approve a contract change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

  Users cannot mark a CCO as approved until it has been marked prepared.  Also, users cannot 
approve a CCO if another, lower-numbered CCO has not yet been approved. 

4. Click on the Approved? checkbox. 
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A checkmark appears in the checkbox. 

Information is also automatically entered in the Approved By, On, and Approval Logged By fields to 
the right of the checked box.  Users can edit the information in the Approved By and On fields (by 
clicking on the downward-pointing arrow next to the field and selecting the proper information from 
the resulting dropdown list and calendar, respectively).  However, the information in the Approval 
Logged By field cannot be changed. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window.  
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Price Adjustments 
Assign a Price Adjustment to a Contract Change Order 

  To final a contract, all Actual price adjustments (created in the Pay Estimate section of 
CM&P) must be assigned to a contract change order. 

To assign a price adjustment to a contract change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Assign Price Adjustment Button  on the Contract Change Order Toolbar. 

The Assign Price Adjustments to CCO's Window appears as shown below. 

 

4. Select (highlight) the desired price adjustment in the Unassigned Price Adjustments panel and click 
on the Assign Button . 

The price adjustment moves to the Assigned Price Adjustments panel. 

OR 

Double click on the desired price adjustment in the Unassigned Price Adjustments panel. 
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The price adjustment moves to the Assigned Price Adjustments panel. 

  To correct a mistakenly assigned price adjustment, highlight the price adjustment in the 
Assigned Price Adjustments panel and click on the Unassign Button OR double click on the 
price adjustment.  CM&P moves the price adjustment back to the Unassigned Price Adjustments 
panel. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 

 Price adjustments assigned to a CCO display on the DOT 220B Report. 



Price Adjustment Procedures 

CM&P System User Guide                          Department of Transportation          11.19 

Version  2.000      04/08/02                                  State of  South Dakota 

 

Unassign a Price Adjustment from a Contract Change Order 

  To final a contract, all Actual price adjustments (created in the Pay Estimate section of 
CM&P) must be assigned to a CCO. 

To unassign a price adjustment from a contract change order, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Assign Price Adjustment Button  on the Contract Change Order Toolbar. 

The Assign Price Adjustments to CCO's Window appears as shown below. 

 

4. Select (highlight) the desired price adjustment in the Assigned Price Adjustments panel and click on 
the Unassign Button . 

The price adjustment moves to the Unassigned Price Adjustments panel. 

OR 

Double click on the desired price adjustment in the Assigned Price Adjustments panel. 

The price adjustment moves to the Unassigned Price Adjustments panel. 
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  To correct a mistakenly unassigned price adjustment, highlight the price adjustment in the 
Unassigned Price Adjustments panel and click on the Assign Button OR double click on the 
price adjustment.  CM&P moves the price adjustment back to the Assigned Price Adjustments 
panel. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 

 Price adjustments assigned to a CCO display on the DOT 220B Report. 
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Contract Change Item 
Create a Contract Change Item 

To create a new change item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Locate the desired change order in the tree panel. 

3. Select (highlight) the desired change order and click on the Change Item Button. . 

The Select Bid Item Window appears as shown below. 

 

4. In the Select pay item from panel, mark the desired radio button.  Use the Existing Contract Pay 
Items radio button for a current contract item that must be changed.  (Proceed to step 5.) 

OR 

Use the Standard Bid Item Catalog radio button for an item that must be added to the contract. 
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If the Standard Bid Item Catalog radio button was selected, the Select a Standard Bid Item Group 
field appears above the list panel on the right side of the window as in the example shown below. 

 

Then use the Select a Standard Bid Item Group field’s dropdown list to select (highlight) the desired 
group of bid items from which to select a bid item. 

5. Locate the item to be added, using the Find bid item using panel’s search function if necessary. 

6. Select (highlight) the desired item and click on the OK Button . 

OR 

Double click on the desired item. 

The Change Item Maintenance Window appears as shown below. 
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7. If the item is being added to the contract, select N or P for the Federal Participation field and enter 
the desired amount in the Unit Price field. 

8. If desired, click on the Haul Road checkbox to indicate that the change item involves a haul road. 

9. Enter the desired amount in the Change Quantity field. 

10. Enter the desired information in the Supporting Documentation Description field. 

11. Select the appropriate Specification Type: No Spec if no testing or spec requirements exist for the 
item, Standard if the specifications to be used are listed in the Spec Book, or Modified if standard 
specification should be adjusted.  If the Modified radio button choice is made, enter information about 
the adjustments in the Specification Description field. 

12. Click on the Save Button . 

13. Click on the Add Button  and repeat steps 4-11 for other change items as desired. 

14. Click on the Close Button . 

 

  The Haul Road checkbox allows payment on the item before CCO approval. 
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Edit a Contract Change Item 
To edit a contract change item, perform the following steps. 

 

2. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

3. Locate the desired change order in the tree panel. 

4. Click on the desired change order. 

OR 

Click on the plus sign to the left of the desired change order. 

The associated change instructions, change reasons, and any unassigned change items appear below 
the change order. 

5. Locate the desired change instruction , change reason , or unassigned change item  in the 
tree panel. 

6. Click on the desired change instruction or change reason. 

For change instructions and change reasons, the associated change items  display in the list panel 
on the right. 

Then select (highlight) the desired change item in the list panel. 

OR 

Select (highlight) the desired unassigned change item in the tree panel. 

7. Click on the Change Item Button . 

OR 

If the desired change item is in the list panel, double click on the change item. 
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The Change Item Maintenance Window appears as shown below. 

 

8. Edit the desired information. 

9. Click on the Save Button . 

10. Click on the Close Button . 
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Delete a Contract Change Item 
To delete a contract change item, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Locate the desired change order in the tree panel. 

3. Click on the desired change order. 

OR 

Click on the plus sign to the left of the desired change order. 

The associated change instructions, change reasons, and any unassigned change items appear below 
the change order. 

4. Locate the desired change instruction , change reason , or unassigned change item  in the 
tree panel. 

5. Click on the desired change instruction or change reason. 

For change instructions and change reasons, the associated change items  display in the list panel 
on the right. 

Then select (highlight) the desired change item in the list panel. 

OR 

Select (highlight) the desired unassigned change item in the tree panel. 

6. Click on the Change Item Button . 

OR 

If the desired change item is in the list panel, double click on the change item. 
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The Change Item Maintenance Window appears as shown below. 

 

7. Verify that this is the change item to delete. 

8. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

9. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Yes Button to save the information as deleted. 

10. Click on the Save Button . 

The deletion just made is now recorded. 

11. Click on the Close Button .
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Contract Change Instruction 
Create a Contract Change Instruction 

To create a contract change instruction, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Instruction Button . 

The Change Instruction Detail Window's Detail Tab appears as shown below. 

 

4. Enter a title for the change instruction in the Short Instruction field. 

  The information entered in the Short Instruction field will identify the change instruction in 
the tree panel of the Contract Change Order Window. 

5. Enter a detailed description of the change instruction in the Detailed Instruction field. 

 The information entered in the Detailed Instruction field displays on the DOT 220A Report. 

6. Click on the Assign Tab. 
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The Change Instruction Detail Window's Assign Tab appears as shown below. 

 

7. Locate a desired existing change item to be assigned to this change instruction. 

  If no change items are currently available, they must be created or unassigned from a different 
change instruction. 

8. Select (highlight) the desired change item in the Unassigned Change Items panel and click on the 
Assign Button . 

The change item moves to the Assigned Change Items for Instruction: [ ] panel. 

OR 

Double click on the desired change item in the Unassigned Change Items panel. 

The change item moves to the Assigned Change Items for Instruction: [ ] panel. 

  To correct a mistakenly assigned change item, highlight the change item in the Assigned 
Change Items for Instruction: [ ] panel and click on the Unassign Button OR double click on 
the change item.  CM&P moves the change item back to the Unassigned Change Items panel. 

9. Repeat steps 7-8 for other change items as desired. 

10. Click on the Save Button . 

11. Click on the Close Button . 
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Edit a Contract Change Instruction 
To edit a contract change instruction, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order display below 
it. 

3. Select (highlight) the desired change instruction. 

4. Click on the Change Instruction Button . 

The Change Instruction Detail Window's Detail Tab appears. 

5. Edit the information in the window as desired, changing to the Assign Tab if necessary. 

6. Click on the Save Button . 

7. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change instruction subsequently displayed in the list 
panel on the right. 
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Assign a Contract Change Item to a Change Instruction 
To assign a contract change item to a contract change instruction, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order display below 
it. 

3. Select (highlight) the desired change instruction. 

  If no desirable change instruction is currently available, one must be created.  Refer to Create 
a Contract Change Item if necessary. 

4. Click on the Change Instruction Button . 

The Change Instruction Detail Window's Detail Tab appears. 

5. Click on the Assign Tab. 

The Change Instruction Detail Window's Assign Tab appears as shown below. 

 

6. Locate the desired existing change item to be assigned to this change instruction. 
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  If no change items are currently available, they must be created or unassigned from a different 
change instruction.  Refer to Create a Contract Change Item or Unassign a Contract Change Item from 
a Change Instruction if necessary. 

7. Select (highlight) the desired change item in the Unassigned Change Items panel and click on the 
Assign Button . 

The change item moves to the Assigned Change Items for Instruction: [ ] panel. 

OR 

Double click on the desired change item in the Unassigned Change Items panel. 

The change item moves to the Assigned Change Items for Instruction: [ ] panel. 

  To correct a mistakenly assigned change item, highlight the change item in the Assigned Change 
Items for Instruction: [ ] panel and click on the Unassign Button OR double click on the change 
item.  CM&P moves the change item back to the Unassigned Change Items panel. 

8. Repeat steps 7-8 for other change items as desired. 

9. Click on the Save Button . 

10. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change instruction subsequently displayed in the list 
panel on the right. 
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Unassign a Contract Change Item from a Change Instruction 
To unassign a contract change item from a contract change instruction, perform the following 
steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order display below 
it. 

3. Select (highlight) the desired change instruction. 

4. Click on the Change Instruction Button . 

The Change Instruction Detail Window's Detail Tab appears. 

5. Click on the Assign Tab. 

The Change Instruction Detail Window's Assign Tab appears as shown below. 
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6. Locate the desired existing change item to be unassigned from this change instruction. 

7. Select (highlight) the desired change item in the Assigned Change Items for Instruction: [ ] panel 
and click on the Unassign Button . 

The change item moves to the Unassigned Change Items panel. 

OR 

Double click on the desired change item in the Assigned Change Items for Instruction: [ ] panel. 

The change item moves to the Unassigned Change Items panel. 

  To correct a mistakenly unassigned change item, highlight the change item in the Unassigned 
Change Items panel and click on the Assign Button OR double click on the change item.  CM&P 
moves the change item to the Assigned Change Items for Instruction: [ ] panel. 

8. Repeat steps 7-8 for other change items as desired. 

9. Click on the Save Button . 

10. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change instruction subsequently displayed in the list 
panel on the right. 
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Delete a Contract Change Instruction 
To delete a contract change instruction, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order 
display below it. 

3. Select (highlight) the desired change instruction. 

4. Click on the Change Instruction Button . 

The Change Instruction Detail Window's Detail Tab appears as shown below. 

 

5. Verify that this is the change instruction to delete. 

6. Click on the Delete Button  at the bottom of the window. 
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CM&P displays a Deletion Confirmation Window as in the examples below.  Clicking on the No 
Button  or Cancel Button  causes CM&P to return to the previous window, 
disregarding the deletion command.  Clicking on the Yes Button  or OK Button  
enters the deletion command into the CM&P System. 

   

7. Click on the Yes Button  or OK Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Yes Button  or OK Button  to save the information as 
deleted. 

8. Click on the Save Button . 

The deletion just made is now recorded. 

9. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change instruction subsequently displayed in the list 
panel on the right. 
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Contract Change Reason 
Create a Contract Change Reason 

To create a contract change reason, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Reason Button . 

The Change Reason Detail Window's Detail Tab appears as shown below. 

 

4. Enter a title for the change reason in the Short Reason field. 

  The information entered in the Short Reason field will identify the change reason in the tree 
panel of the Contract Change Order Window. 

5. Enter a detailed description of the change reason in the Detailed Reason field. 

 The information entered in the Detailed Reason field displays on the DOT 220B Report. 

6. Click on the Assign Tab. 
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The Change Reason Detail Window's Assign Tab appears as shown below. 

 

7. Locate a desired existing change item to be assigned to this change reason. 

  If no change items are currently available, they must be created.  Refer to Create a Contract 
Change Item. 

8. Select (highlight) the desired change item in the Unassigned Change panel and click on the Assign 
Button . 

The change item moves to the Assigned Change Items for Reason: [ ] panel. 

OR 

Double click on the desired change item in the Unassigned Change panel. 

The change item moves to the Assigned Change Items for Reason: [ ] panel. 

  To correct a mistakenly assigned change item, highlight the change item in the Assigned 
Change Items for Reason: [ ] panel and click on the Unassign Button OR double click on the 
change item.  CM&P moves the change item back to the Unassigned Change panel. 

9. Repeat steps 7-8 for other change items as desired. 

10. Click on the Save Button . 

11. Click on the Close Button . 
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Edit a Contract Change Reason 
To edit a contract change reason, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order display below 
it. 

3. Select (highlight) the desired change reason. 

4. Click on the Change Reason Button . 

The Change Reason Detail Window's Detail Tab appears. 

5. Edit the information in the window as desired, changing to the Assign Tab if necessary. 

6. Click on the Save Button . 

7. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change reason subsequently displayed in the list panel on 
the right. 
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Assign a Contract Change Item to a Change Reason 
To assign a contract change item to a contract change reason, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order display below 
it. 

3. Select (highlight) the desired change reason. 

  If no desirable change reason is currently available, one must be created.  Refer to Create a 
Contract Change Item if necessary. 

4. Click on the Change Reason Button . 

The Change Reason Detail Window's Detail Tab appears. 

5. Click on the Assign Tab. 

The Change Reason Detail Window's Assign Tab appears as shown below. 
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6. Locate the desired existing change item to be assigned to this change reason. 

  If no change items are currently available, they must be created or unassigned from a different 
change reason.  Refer to Create a Contract Change Item or to Unassign a Contract Change Item 
from a Change Reason if necessary. 

7. Select (highlight) the desired change item in the Unassigned Change panel and click on the Assign 
Button . 

The change item moves to the Assigned Change Items for Reason: [ ] panel. 

OR 

Double click on the desired change item in the Unassigned Change panel. 

The change item moves to the Assigned Change Items for Reason: [ ] panel. 

  To correct a mistakenly assigned change item, highlight the change item in the Assigned 
Change Items for Reason: [ ] panel and click on the Unassign Button OR double click on the 
change item.  CM&P moves the change item back to the Unassigned Change panel. 

8. Repeat steps 6-7 for other change items as desired. 

9. Click on the Save Button . 

10. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change reason subsequently displayed in the list panel on 
the right. 
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Unassign a Contract Change Item from a Change Reason 
To unassign a contract change item from a contract change reason, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order display below 
it. 

3. Select (highlight) the desired change reason. 

4. Click on the Change Reason Button . 

The Change Reason Detail Window's Detail Tab appears. 

5. Click on the Assign Tab. 

The Change Reason Detail Window's Assign Tab appears as shown below. 

 

6. Locate the desired existing change item to be unassigned from this change reason. 
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7. Select (highlight) the desired change item in the Assigned Change Items for Reason: [ ] panel and 
click on the Unassign Button . 

The change item moves to the Unassigned Change panel. 

OR 

Double click on the desired change item in the Assigned Change Items for Reason: [ ] panel. 

The change item moves to the Unassigned Change panel. 

  To correct a mistakenly unassigned change item, highlight the change item in the Unassigned 
Change panel and click on the Assign Button OR double click on the change item.  CM&P 
moves the change item to the Assigned Change Items for Reason: [ ] panel. 

8. Repeat steps 6-7 for other change items as desired. 

9. Click on the Save Button . 

10. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change reason subsequently displayed in the list panel on 
the right. 
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Delete a Contract Change Reason 
To delete a contract change reason, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Click on the plus sign to the left of the desired contract change order in the tree panel. 

OR 

Double click on the desired contract change order in the tree panel. 

All of the change items, reasons, and instructions that relate to the selected change order 
display below it. 

3. Select (highlight) the desired change reason. 

4. Click on the Change Reason Button . 

The Change Reason Detail Window's Detail Tab appears as shown below. 

 

5. Verify that this is the change reason to delete. 

6. Click on the Delete Button  at the bottom of the window. 
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CM&P displays a Deletion Confirmation Window as in the examples below.  Clicking on the No 
Button  or Cancel Button  causes CM&P to return to the previous window, 
disregarding the deletion command.  Clicking on the Yes Button  or OK Button  
enters the deletion command into the CM&P System. 

   

7. Click on the Yes Button  or OK Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be 
used after clicking on the Yes Button  or OK Button  to save the information as 
deleted. 

8. Click on the Save Button . 

The deletion just made is now recorded. 

9. Click on the Close Button . 

 For steps 2-3, users may also select (highlight) the desired contract change order in the tree 
panel, then select (highlight) the desired change reason subsequently displayed in the list panel on 
the right. 
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Contract Change Order Review Procedures 
Mark a Contract Change Order as Reviewed 

To mark a contract change order as reviewed, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the Reviewed? checkbox. 

A checkmark appears in the box.  Information is also automatically entered in the Reviewed By and 
On fields to the right of the checked box.  Users can edit the information in the On field (by clicking 
on the downward-pointing arrow next to the field and selecting the proper information from the 
resulting dropdown calendar).  However, the information in the Reviewed By field cannot be changed. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window.  
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Mark a Contract Change Order as Final Review Requested 
To mark a contract change order as having had the final review requested, perform the following 
steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the Final Review Requested? checkbox. 

A checkmark appears in the box.  Information is also automatically entered in the Requested By and 
On fields to the right of the checked box.  Users can edit the information in the On field (by clicking 
on the downward-pointing arrow next to the field and selecting the proper information from the 
resulting dropdown calendar).  However, the information in the Requested By field cannot be 
changed. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window.  
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Mark a Contract Change Order as Final Review Completed 
To mark a contract change order as having had the final review completed, perform the following 
steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Change Order Button .  

The Contract Change Order Window appears below the Contract Change Order Toolbar. 

2. Select (highlight) the desired contract change order in the tree panel. 

3. Click on the Change Order Button  on the Contract Change Order Toolbar. 

The Change Order Maintenance Window appears as shown below. 

 

4. Click on the Final Review Completed? checkbox. 

A checkmark appears in the box.  Information is also automatically entered in the Completed By and 
On fields to the right of the checked box.  Users can edit the information in the On field (by clicking 
on the downward-pointing arrow next to the field and selecting the proper information from the 
resulting dropdown calendar).  However, the information in the Completed By field cannot be 
changed. 

5. Click on the Save Button  at the bottom of the window. 

6. Click on the Close Button  at the bottom of the window. 
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12. Contract Issues 
Contract Issue Window 

The Contract Issue – Specification Deviation Window is reached through the Contract Issue 

Button  on the Frame bar Toolbar or through the menu path: Goto, Issue/Spec Dev.  Using 
buttons on the Contract Issues Toolbar shown below, users can create or delete a contract issue, as 
well as group or split out DOT 18’s.  From this window, they can also edit a contract issue or 
resolve a contract issue. 
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Issue Tab  

 

The Issue Number field contains the identifying number of the issue and is supplied 
automatically by the CM&P System, but users may change this number as desired. 

The Issue Status field allows users to designate a status from the dropdown choices.  Issue status 
information will appear in the Management Notification Window. 

The Brief Description field contains a description of the issue that will be displayed to identify 
the issue in the Contract Issue-Spec Dev Window's tree panel.  If the issue is a failed material test 
result, the CM&P System will automatically supply the information, but users may change this to 
allow for the issue to be more easily identified. 

The Deviation Status field allows users to designate a status from the dropdown choices.   

The Work Involved field allows users to record work involved in the failing test. 

The Deviation Material field contains the failing material supplied by the CM&P System. 

The Issue Description field contains information about the issue supplied automatically by the 
CM&P System, but users may change this to more accurately describe the issue. 

The DOT-18 File # field allows users to designate where the DOT-18 is to be filed if printed. 

The Logged Date field contains the date (supplied by the CM&P System) that the issue was 
entered into the CM&P System. 

The Logged By field contains the name of the person entering the contract issue and is filled 
automatically by the CM&P System. 
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Deviation Test Results Tab 

 

The Failing Test Results field contains information automatically supplied from the MS&T 
System about the material that deviated from specifications, including the test, test date, test 
results, and the specifications not met. 

The Corrective Test Results field contains information automatically supplied from the MS&T 
System about the test performed after failing material was discovered, including the test, test date, 
test results, and the specifications for the test. 

The Determination field allows users to enter an explanation of the deviation and their 
determination of it. 

The Area/Field Action Taken field allows users to enter information about how the material 
deviation was handled by DOT personnel. 
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Resolution Tab 

 

Once an issue is marked as Resolved in the Issue Status field on the Issue tab of the Contract 
Issue/Spec Dev Window, the Resolution Date field becomes available for entry of the resolution 
date.  Users may also select the desired date from the field’s dropdown calendar. 

In the Resolution Description field, enter information about the resolution. 

The Claim Amount field contains the amount of the financial discrepancy between the DOT and 
the other party. 

The Claim Submit Date field contains the date on which the claim was submitted for the contract 
issue or material specification deviation.  
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Contract Issues 
Create a Contract Issue 

To create a contract issue unrelated to a specification deviation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the Add Button . 

A CM&P prompt box appears as shown below. 

  

3. Click on the No Button . 

The Issue Tab appears as shown below. 

 

4. Select the appropriate issue status from the Issue Status field’s drop-down list. 

5. Enter a recognizable description of the new contract issue in the Brief Description field.  (This 
description functions as the name of the issue in the tree panel.) 

6. Enter a description of the new contract issue in the Issue Description field. 

7. Click on the Save Button . 

8. Repeat steps 2-7 for any additional contract issues if desired. 

9. Click on the Close Button . 
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Edit a Contract Issue  
To edit a contract issue/specification deviation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the desired contract issue in the left panel. 

The information about the selected contract issue appears in the appropriate fields in the right 
panel’s tabs as shown below. 

 

3. Edit the desired information on the various tabs in the right panel. 

4. Click on the Save Button . 

5. Click on the Close Button . 
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View a Contract Issue 
To view a contract issue/specification deviation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the desired contract issue in the left panel. 

The information about the selected contract issue appears in the appropriate fields in the right panel’s 
tabs as shown below. 

 

3. View the desired information in the right panel, clicking on the various tabs as needed. 

4. Click on the Close Button . 
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Delete a Contract Issue 
To delete a contract issue not created from a material specification deviation, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the desired contract issue in the left panel. 

The information about the selected contract issue appears in the appropriate fields in the right panel’s 
tabs. 

3. Verify that this is the desired contract issue to delete. 

4. Click on the Delete Button  above the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button causes CM&P to return to the previous window, disregarding the deletion command.  Clicking 
on the Yes Button enters the deletion command into the CM&P System. 

  

5. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used 
after clicking on the Yes Button  to save the information as deleted. 

6. Click on the Save Button . 

The deletion just made is now recorded. 

7. Click on the Close Button . 
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Resolve a Contract Issue 
To resolve a contract issue/specification deviation, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the desired contract issue in the left panel. 

The information about the selected contract issue appears in the appropriate fields in the right panel’s 
tabs as shown below. 

 

3. Select the appropriate deviation status from the Deviation Status field’s drop-down list: Resolved. 

4. Click on the Resolution Tab. 
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The Resolution Tab displays as shown below. 

 

5. Enter the resolution date in the Resolution Date field either by typing the information (two-digit 
month, two-digit day, two-digit year format) or by selecting the appropriate date from the dropdown 
calendar. 

6. Enter the dollar amount of the resolution (if applicable) in the Claim Amount field.  

7. Enter the date the claim was submitted (if applicable) in the Claim Submit Date field either by typing 
the information (two-digit month, two-digit day, two-digit year format) or by selecting the appropriate 
date from the dropdown calendar.  

8. Enter a detailed description of the resolution in the Resolution Description field. 

9. Click on the Save Button . 

10. Repeat steps 2-9 as desired to resolve other contract issues for the contract. 

11. Click on the Close Button . 

  A contract issue created from a material specification deviation cannot be deleted.  It must be 
resolved. 
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 Spec Dev Contract Issues  
Create a Specification Deviation Contract Issue 

To create a Specification Deviation Contract Issue, perform the following steps. 

 

1. In MS&T, enter a failing test.  On the Test Results Panel, click on the Prepared checkbox. 

MS&T will give a failing test message as shown below. 

 

2. Click on the Yes Button  to create a specification deviation contract issue in CM&P. 

3. Click on the Finish Button  or the Apply Button  to save the failed test as having 
a specification deviation contract issue. 

4. At some point after the MS&T application is closed, open the CM&P application. 

5. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar.  Contract Issues are listed in the 
tree panel on the left.  The Spec Dev already created from the MS&T prompt appears in the list 
temporarily titled with DOT-18: and the MS&T sample’s field number. 

6. In the tree panel, select (highlight) the contract issue created in MS&T. 
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The Issue tab appears for the selected contract issue as shown below. 

 

7. Choose the desired Issue Status from the field’s dropdown listing. 

8. Change the information in the Brief Description field as desired to change the name of the contract 
issue in the tree panel.   

  If this is left with the MS&T field number as supplied by CM&P, any future changes to the field 
number in MS&T will not be reflected here.  

9. Enter the desired number in the DOT-18 File # field.  This information will aid in filing a printed 
DOT-18 Report. 

10. Choose the desired Deviation Status from the field’s dropdown list. 

11. Enter the desired information in the Work Involved field.  This information will be included in the 
DOT-18 Report. 

12. Review and/or edit the information supplied in the Issue Description field.  This information will be 
included in the Contract Issue Report. 

13. Click on the Deviation Test Results Tab. 
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The Deviation Test Results Tab displays as shown below. 

 

14. Enter the desired information in the Determination and Area/Field Action Taken fields.  This 
information is displayed on the DOT 18 Report. 

15. If any claim information is to be recorded, click on the Resolution Tab. 

The Resolution Tab displays as shown below. 

 

16. Enter the desired amount in the Claim Amount field and the appropriate date in the Claim Submit 
Date field. 

17. Click on the Save Button . 

18. Click on the Close Window Button . 
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Combine Individual DOT 18’s into a Group DOT 18  
To combine individual DOT 18’s into a group DOT 18 for the Report of Specification Deviation 
(DOT 18) perform the following steps. 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the Group DOT 18’s Button . 

The Group multiple DOT-18’s into a single DOT-18 Window appears as shown below. 

 

3. In the left panel, select (highlight) the contract issue which will contain all of the combined DOT-18’s 
when the process is finished.  This contract issue will provide the issue description for all of the 
included DOT-18’s, but each of their test results will appear separately in the listing on its Deviation 
Test Results tab. 



Spec Dev Contract Issue Functions 

CM&P System User Guide                            Department of Transportation          12.15 

Version  2.000      04/08/02                                  State of  South Dakota 

 

DOT-18’s available for combining with the selected DOT-18 appear in the right panel as shown below. 

 

4. In the right panel, select (highlight) the desired issue(s) to include with the specified DOT-18. 

5. Click on the OK Button . 

The window closes.  CM&P returns to the Contract Issue/Spec Dev Window with the specified DOT-
18 selected (highlighted). 

6. If desired, click on the Deviation Test Results tab to verify that the correct DOT-18’s have been 
combined with the specified DOT-18. 

7. If desired, follow the menu path: Reports, Report of Specification Deviation (DOT 18) to view 
and/or print the DOT 18 report for the grouping just made. 
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Split Individual DOT 18’s from a Group DOT 18 
To split individual DOT-18’s from a group DOT-18, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the Split a DOT-18 Button . 

The Split a single DOT-18 into multiple DOT-18’s Window appears as shown below. 

 

3. In the left panel, select (highlight) the contract issue that contains all of the DOT-18’s to be split out.  
This contract issue will provide the issue description for all of the included DOT-18’s as they are split 
out from the group, but their issue descriptions can be changed as desired. 
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DOT-18’s available for splitting off from the selected DOT-18 appear in the right panel as shown 
below. 

 

4. In the right panel, select (highlight) the desired issue(s) to remove from the specified DOT-18. 

  The original DOT-18 should not be selected to be split off from itself.  CM&P will not allow all 
DOT-18’s to be removed from the grouping. 

5. Click on the OK Button . 

The window closes.  CM&P returns to the Contract Issue/Spec Dev Window with the specified DOT-
18 selected (highlighted) and the split out DOT-18’s listed and numbered at the top of the column as 
now being the most recently created. 

6. If desired, click on the Deviation Test Results tab to verify the removal of the other DOT-18(’s) from 
the specified DOT-18. 

7. If desired, follow the menu path: Reports, Report of Specification Deviation (DOT 18) to view 
and/or print the DOT 18 report for the DOT 18 just reduced. 

  Users may choose at this point to renumber and/or rename the split out DOT-18’s by making 
changes to their Issue Number and/or Brief Description fields. 
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 View Deviation Test Results 
To view the deviation test results for a specification deviation contract issue, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Issue Button . 

The Contract Issue Window displays below the Contract Issue toolbar. 

2. Click on the desired contract issue in the left panel. 

The information about the selected contract issue appears in the appropriate fields in the right 
panel’s tabs as shown below. 

 

3. Click on the Deviation Test Results tab. 
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The Deviation Test Results tab appears as shown below. 

 

4. View the deviation test results. 

5. Click on the Close Button . 
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13. Work Authorization 
Work Authorization Window 

The Work Authorization Window is reached through the Work Authorization Button  on the 
Frame bar Toolbar or through the menu path: Goto, Work Authorization.  Using the buttons on 
the toolbar below, users can create a work authorization or delete a work authorization.  From this 
window, they can also edit work authorizations.  
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The Work Authorization Window also allows users to select and view individual work 
authorizations for the contract as shown in the drilled down and annotated example below.  

 

The Work Authorization Number field contains the identifying number of the work 
authorization and is supplied automatically by the CM&P System. 

The Created Date field contains the date (supplied by the CM&P System) that the CM&P System 
generated and numbered the work authorization. 

The Status field offers users a dropdown choice of options to define the status of the work 
authorization, including Open, Accepted, and Dropped. 

The Brief Description field contains a description of the work authorization that will be displayed 
to identify the work authorization in the Work Authorization Window's tree panel. 

The Authorized By (DOT) field contains the name of the person who authorized the new work 
authorization selected from the field's dropdown listing of DOT employees. 

The (Authorized) On field contains the date on which the authorization occurred. 

The Accepted By (Contractor) field contains the name of the person who accepted the new work 
authorization. 

The (Accepted) On field contains the date on which contractor acceptance of the work 
authorization occurred. 

The Work Description field contains a description of the authorized work that is to be performed. 
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Create a Work Authorization 
To create a work authorization, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Work Authorization Button . 

The Work Authorization Window displays below the Work Authorization Toolbar. 

2. Click on the Add Button .  

A new work authorization is created with a CM&P generated identification number and the created 
date already specified as shown below. 

 

3. Select the appropriate issue status from the Status field’s drop-down list. 

4. Enter a brief description of the new work authorization in the Brief Description field. 

  The information entered into the Brief Description field is the work authorization "name," which 
will be displayed in the tree panel on the left when the work authorization is saved. 

5. Select the name of the person who authorized the new work authorization from the Authorized By 
(DOT) field’s drop-down list. 

6. Select the appropriate authorization date from the (Authorized) On field’s drop-down list. 

7. Select the name of the contractor who accepted the new work authorization from the Accepted By 
(Contractor) field’s drop-down list. 

8. Select the appropriate accepted date from the Accepted By (Contractor) On field’s drop-down list. 

9. Enter a description of the new work authorization in the Work Description field. 

10. Click on the Save Button  to save the new work authorization. 
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11. Click on the Print Button  to print the new work authorization on your default printer if desired. 

12. Click on the Close Button . 

 

 

  Edit a Work Authorization 
To edit a work authorization, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Work Authorization Button . 

The Work Authorization Window displays below the Work Authorization Toolbar. 

2. Click on the desired work authorization from the tree panel. 

The work authorization is displayed in the right panel as shown below. 

 

3. Enter the desired changes. 

4. Click on the Save Button  to save the edited work authorization. 

5. Click on the Print Button  to print the edited work authorization on your default printer if desired. 

6. Click on the Close Button . 
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Add an Additional Work Authorization 
To create an additional work authorization, a work authorization must first be created.  To create 
both work authorizations, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Work Authorization Button . 

The Work Authorization Window displays below the Work Authorization Toolbar. 

2. Click on the Add Button . 

A new work authorization is created with a CM&P generated identification number and the created 
date already specified as shown below. 

 

3. Select the appropriate issue status from the Status field’s drop-down list. 

4. Enter a brief description of the new work authorization in the Brief Description field. 

  The information users include in the Brief Description field is the work authorization "name," 
which will be displayed in the tree panel on the left when the work authorization is saved. 

5. Select the name of the person who authorized the new work authorization from the Authorized By 
(DOT) field’s drop-down list. 

6. Select the appropriate authorization date from the (Authorized) On field’s drop-down list. 

7. Select the name of the contractor who accepted the new work authorization from the Accepted By 
(Contractor) field’s drop-down list. 

8. Select the appropriate accepted date from the Accepted By (Contractor) On field’s drop-down list. 

9. Enter a description of the new work authorization in the Work Description field. 

10. Click on the Save Button  to save the new work authorization. 
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11. Click on the Print Button  to print the new work authorization on your default printer if desired. 

12. To create the second or any additional work authorizations, repeat steps 2-11. 

13. Click on the Close Button . 
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Delete a Work Authorization 
To delete a work authorization, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Work Authorization Button . 

The Work Authorization Window displays below the Work Authorization Toolbar. 

2. Click on the desired work authorization from the tree panel. 

The work authorization is displayed in the right panel as shown below. 

 

3. Verify that this is the desired work authorization to delete. 

4. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

5. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used after 
clicking on the Yes Button  to save the information as deleted. 
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6. Click on the Save Button . 

The deletion just made is now recorded. 

7. Click on the Close Button  or click on the Add Button  to create another work authorization. 
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14. Biweekly Progress Reports  
Biweekly Progress Report Window 

The Biweekly Progress Report Window is reached through the Biweekly Progress Report 

Button  on the Frame bar Toolbar or through the menu path: Goto, Biweekly Progress 
Report.  From this window, users can record assessed days and penalty days.  They can also 
report on work in progress as well as record weather, contractor, and contract phase information.  
Using buttons on the Biweekly Progress Report Toolbar shown below, users can create a biweekly 
progress report, edit a biweekly progress report, or delete a biweekly progress report. 
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Detail Tab  

 

 

The Original Amount field contains the dollar amount agreed upon in the contract.  

The Original Completion field contains the date that work on a completion date contract is to be 
finished.   

The Original Work Days field contains the number of days originally contracted to finish the 
work and cannot be edited here.  To change this information, refer to the Identifying Tab of the 
Manage Contract Window. 

The Type of Work field contains a description of work called for in the contract. 

The Prime Contractor field contains the name of the contractor to whom the contract was 
awarded. 

The Work Started Date field contains the date that contract work began and cannot be edited 
here.  To change this information, refer to the Checklist Tab of the Manage Contract Window. 

The Report Number field contains the number of the Progress Report currently displayed for the 
contract selected. 

The Final? checkbox must be marked if the progress report currently displayed records the last 
work that will be completed. 

The Percent Complete field contains the CM&P System's calculation of the amount of contracted 
work that has already been done.  This is computed as the amount of work paid for, up to and 
including the period ending date of the WPR, divided by the original contract amount. 

The Period Beginning Date field contains the beginning date of the report period, which must be 
a Sunday. 
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The Period Ending Date field contains the ending date of the report period (which must be the 
second Saturday following the Period Beginning Date). 

The Work Suspended Date field contains the date that the state specified that the contracted work 
should be stopped (usually because of weather). 

The Work Resumed Date field contains the date that the state specified the contracted work 
should begin again. 

The PCEMS (Pre-Construction Engineering Management) Number field contains the 
identifying PCEMS number for the contract and cannot be edited here.  To change this 
information, refer to the Project Maintenance Window in the Manage Contract Function. 

The Main Project Number field contains the identifying number for the contract's main project.  

The County field contains the name of the county where the contract work is to be done. 

  If information for this field has not been specified in the Project Maintenance Window, the 
upper half of the Biweekly Progress Report Window Detail tab will display blank. 

The Field Work Completed Date field contains the date that the last work was recorded for the 
contract and cannot be edited. 

The Working Days This Period field contains the number of days on which work was done 
during the report period. 

The Working Days to Date field contains the number of days that work toward the completion of 
the contract has been recorded as happening.  

The Prepared? checkbox is marked to indicate completed preparation.  Then, the CM&P System 
automatically supplies information in the Prepared By and On fields. 

The Prepared By field contains the name of the person who marked the Prepared? checkbox 
according to the logon identification the CM&P System received. 

The (Prepared) On field contains the date that the Prepared? checkbox was marked. 

The Approved? checkbox must be marked to indicate approval. Then, the CM&P System 
automatically supplies information in the Approved By and On fields.  

The (Approved) On field contains the date that the Approved? checkbox was marked. 
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Comments Tab  

 

The General Comments field allows users to enter any information believed to be important to 
the current biweekly progress report. 

The Revision Comments field allows users to enter updates about comments previously made in 
the General Comments field. 

 

Work in Progress Tab  

 

The Work in Progress This Period field allows users to specify and elaborate on the work that is 
currently being performed on the contract. 
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Weather Tab  

  

The days listed in the Contract Day column are retrieved from the date range entered on the 
Manage Contract Window Detail Tab. 

The Weather Description and Comments column offers users the opportunity to restate and 
refine the recorded weather observations. 

The Weather as recorded by technician panel displays contract days specified on the Manage 
Contract Window Detail Tab along with the weather information and comments recorded by the 
technician in the field to be included as desired in the upper panel.  The system obtains this 
information when the technician performs the replication process.  The user double clicks on the 
desired row to transfer it up into the Weather Description and Comments field where it may be 
edited as desired. 
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Contract Day Worked Tab  

 

Assessed and Penalty Day Panel 

The days listed in the Contract Day column are retrieved from the date range entered on the 
Manage Contract Window Detail Tab. 

Users may indicate assessed day quantities in whole and half days of working days in the contract 
using the Assessed Day Quantity field’s dropdown choices. 

Users may indicate penalty day quantities in whole and half days of working days using the 
Penalty Day Quantity field’s dropdown choices. 

The Assessed Days To Date field contains the number of days accessed up to this point in the 
contract. 

The Penalty Days To Date field contains the number of  penalty days recorded up to this point in 
the contract. 

The Original Completion Date field contains the date that work on a completion date contract is 
to be finished.   

The Original Work Day Count field contains the number of working days called for in a 
working day contract.   

The Period Totals field contains the number of days for which assessments or penalties were 
recorded during the report period. 
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Contract Day Worked Tab (continued) 

 

Contractor Working Day Panel 

The days listed in the Contract Day column are retrieved from the date range entered on the 
Manage Contract Window Detail Tab. 

The prime contractor is listed first and in capital letters for each contract day. 

The subcontractors are listed alphabetically after the prime contractor for each contract day. 

The Working Indicator column allows users to indicate (by choosing Y or N) whether or not the 
(sub)contractor performed work on the date selected in the upper panel.  If uncertain whether work 
was done on the date, choose ?. 

The Exempt Indicator checkbox allows users to indicate whether a contractor or subcontractor is 
exempt from the Davis-Bacon Act (and therefore not required to pay prevailing wage rates or 
submit certified payrolls).  This information must be recorded for Labor Compliance.  For specific 
information about exempt status, refer to the SDDOT Labor Compliance Manual for Contractors.  
Basically, there are two ways for contractors to achieve exemption.  The first is by working one 
half a mile or more off-site of the project (such as truckers or material suppliers).  The second is 
by having workers not categorized as laborers (such as architects or engineers, timekeepers, 
inspectors, watchmen or guards, or people performing administrative or executive duties). 
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Contract Phase Day Worked Tab  

 

The days listed in the Contract Day column are retrieved from the date range entered on the 
Manage Contract Window Detail Tab. 

The Phase Number field contains the identifying number of the phase as entered in the Contract 
Phase Maintenance Window. 

The Phase Worked field allows users to indicate (by choosing either Y or N) whether or not work 
for the phase was done on the date.  If uncertain whether work for the phase was done on the date, 
choose ?. 

Users may indicate assessed day quantities in whole and half days of working days in the contract 
using the Assessed Day Quantity field’s dropdown choices. 

Users may indicate penalty day quantities in whole and half days of working days using the 
Penalty Day Quantity field’s dropdown choices. 

The Work Started Date field contains the date that the phase work was begun as entered in the 
Contract Phase Maintenance Window. 

The Original Work Day Count field contains the number of days originally contracted to finish 
the work and cannot be edited here.  To change this information, refer to the Identifying Tab of 
the Manage Contract Window. 

The Assessed Days To Date field contains the number of days accessed up to this point in the 
contract. 

The Phase Description area contains the information about the phase as entered in the Contract 
Phase Maintenance Window. 
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Biweekly Progress Reports 
Create a Biweekly Progress Report 

  A WPR cannot be added and saved if the current contract is no longer open. 

To create a biweekly progress report, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Biweekly Progress Report Button . 

The Biweekly Progress Report Window displays below the Biweekly Progress Report Toolbar.  When 
the window initially opens, all of the tabs contain information about the most recently saved biweekly 
progress report. 

2. Click on the Add Button . 

A new, consecutively numbered biweekly progress report appears under the contract in the tree panel.  
A newly numbered Detail Tab appears in the list (right) panel as shown below. 

 

3. Mark the Final? checkbox next to the Report Number field if this is to be the last biweekly progress 
report. 

4. Check the Period Beginning Date and Period End Date fields as filled automatically by CM&P.  If 
necessary, edit them with their dropdown calendars. 

5. Enter dates in the Work Suspended Date and/or Work Resumed Date fields as appropriate. 

6. Click on the Comments Tab. 
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The Biweekly Progress Report Comments Tab appears as shown below. 

 

7. Enter general and revision comments as desired. 

8. Click on the Spelling Button  to verify the spelling of the information contained on the 
Comments tab if desired. 

9. Click on the Work in Progress Tab. 

The Biweekly Progress Report Work in Progress Tab appears as shown below. 

 

10. Enter a summary with specifics about the work, contractors, and subcontractors involved in the work 
currently being conducted. 

11. Click on the Spelling Button  to verify the spelling of the information contained on the Work In 
Progress tab if desired. 
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12. Click on the Weather Tab. 

The Biweekly Progress Report Weather Tab appears as shown below. 

 

13. Use the recorders’ information to complete the daily weather descriptions. 

14. Click on the Contract Day Worked Tab. 

The Biweekly Progress Report Contract Day Worked Tab appears as shown below. 

 

15. Assess and/or penalize the contractor as appropriate for each contract day within this progress report. 

16. If this contract has been divided into phases, click on the Contract Phase Day Worked Tab. 
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The Biweekly Progress Report Contract Phase Day Worked Tab appears as shown below. 

 

17. Assess and/or penalize the contractor as appropriate for each contract phase day within this progress 
report. 

  If this is a phase contract, the user should specify whether or not any phase work was done on each 
contract day.  The valid entries are either Y or N. 

18. When satisfied that the biweekly progress report is complete, mark the Prepared? checkbox on the 
Detail Tab. 

19. The Prepared By and On fields are automatically filled. 

20. Click on the Save Button . 

21. Click on the Close Button . 

  Changing the selected Contract Day date on any of these tabs--Contract Day Worked Tab, 
Contract Phase Day Worked Tab, or Weather Tab--will also change the selected day on the other 
two tabs.  
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Edit a Biweekly Progress Report 
To edit a biweekly progress report, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Biweekly Progress Report Button . 

The Biweekly Progress Report Window and toolbar appear. 

2. Click on the desired biweekly progress report in the tree panel. 

The Biweekly Progress Report Window Detail Tab for the selected biweekly progress report is 
displayed as shown below. 

 

3. Click on the appropriate tab(s), and edit the desired information.  Refer to Create a Biweekly Progress 
Report for more specific information, if necessary. 

4. Click on the Spelling Button  to verify the spelling of the information contained on the 
Comments and Work In Progress tabs if desired. 

  Changing the selected Contract Day date on any of these tabs--Contract Day Worked Tab, 
Contract Phase Day Worked Tab, or Weather Tab--will also change the selected day on the other 
two tabs.  

5. Click on the Save Button . 

6. Click on the Close Button . 
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Delete a Biweekly Progress Report 

  An approved WPR cannot be deleted. 

To delete a biweekly progress report, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Biweekly Progress Report Button . 

The Biweekly Progress Report Window displays below the Biweekly Progress Report Toolbar.  When 
the window initially opens, all of the tabs contain information about the most recently saved biweekly 
progress report. 

2. Click on the desired biweekly progress report in the tree panel to delete. 

The Biweekly Progress Report Window Detail tab for the selected biweekly progress report displays as 
shown below. 

 

3. Verify that the appropriate biweekly progress report has been selected. 

4. Click on the Delete Button . 
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CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

5. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used after 
clicking on the Yes Button  to save the information as deleted. 

6. Click on the Save Button . 

The deletion just made is now recorded. 

7. Click on the Close Button . 
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Mark a Biweekly Progress Report as Prepared 
To mark a biweekly progress report as prepared, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Biweekly Progress Report Button . 

The Biweekly Progress Report Window and toolbar appear. 

2. Click on the desired biweekly progress report in the tree panel. 

The Biweekly Progress Report Window Detail tab for the selected biweekly progress report displays as 
shown below. 

 

3. Click on the Prepared? checkbox. 

A checkmark appears in the checkbox.  Information is also automatically entered in the Prepared By, 
and On fields to the right of the checked box. 

4. Click on the Save Button . 

5. Click on the Close Button . 
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Approve a Biweekly Progress Report 
To approve a biweekly progress report, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Biweekly Progress Report Button . 

The Biweekly Progress Report Window and toolbar appear. 

2. Click on the desired biweekly progress report in the tree panel. 

The Biweekly Progress Report Window Detail tab for the selected biweekly progress report displays as 
shown below. 

 

3. Click on the Approved? checkbox. 

A checkmark appears in the checkbox.  Information is also automatically entered in the Approved By, 
and On fields to the right of the checked box. 

4. Click on the Save Button . 

5. Click on the Close Button . 
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15. Contract Weather Day 
Contract Weather Day Window 

The Contract Weather Day Window is reached through the Contract Weather Day Button  
on the Frame bar Toolbar or through the menu path: Goto, Contract Weather.  From this 
window, users can record information about who worked, which phase work was performed, and 
the weather.  Using buttons on the Contract Weather Day Toolbar shown below, they can save 
contract weather day information or close the window.  
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The Weather and Comments field allows users to enter information for the day highlighted in 
the tree panel.  Users may type in this field, or select and paste in options from the Paste Weather 
field by double clicking on them. 

Users may select to view only fifteen days at a time in the tree panel (with the Fifteen Day View 
radio button), or they may select to view every day within the contract period in the tree panel 
(with the All Contract Days radio button). 

The specific contract days selected with the radio button choice above are displayed in the 
Contract Weather Day Window's tree panel.  Once a day is selected (highlighted) in the tree panel, 
any information entered in the right-hand list panel is recorded for that day.  (The information is 
not saved, however, until the Save Button is used.) 

The Paste Weather field lists typical weather terms alphabetically for users to quickly select and 
paste into the Weather and Comments field, by double-clicking on the desired term. 

Enter a value or use the arrow buttons to select a value for the High Temperature recorded for 
the day. 

Enter a value or use the arrow buttons to select a value for the Low Temperature recorded for the 
day. 

Enter a value or use the arrow buttons to select a value for the High Wind Velocity recorded for 
the day. 

Enter a value or use the arrow buttons to select a value for the Low Wind Velocity recorded for 
the day. 

The Prime Worked panel allows users to indicate by entering the appropriate character (or by 
clicking on the box to select the appropriate character) whether the prime contractor was working 
(Y), not working (N), or it is unknown whether work was performed or not (?). 
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The Subcontractor Worked panel allows users to indicate by entering the appropriate character 
(or by clicking on the box to select the appropriate character) whether each subcontractor listed 
was working (Y), not working (N), or it is unknown whether work was performed or not (?). 

The Phase Description panel allows users to indicate by entering the appropriate character (or by 
clicking on the box to select the appropriate character) whether phase work was performed (Y), 
not performed (N), or it is unknown whether phase work was performed or not (?). 

The title bar of the Contract Weather Day Window list panel displays the contract day selected 
(highlighted) in the tree panel.  This allows users to double check which day's weather, contractor, 
and phase information they are entering.   
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Record Contract Weather Day Information 
To record contract weather day information in the Contract Weather Day Window, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Weather Day Button . 

The Contract Weather Day Window appears below the Contract Weather Day Toolbar as shown 
below. 

 

2. Select between the radio button choices of Fifteen Day View or All Contract Days to limit or expand 
the number of days available. 

3. Select (highlight) the desired day in the tree panel. 

The selected day’s contract weather day information displays in the list panel. 

4. Enter the appropriate information in the Weather and Comments field. 

OR 

Select words from the Paste Weather field’s alphabetical listing and double click them into the 
Weather and Comments field. 

5. Enter the appropriate temperatures in the High and Low Temperature fields. 

OR 

Use the Up and/or Down Arrow Buttons to select the appropriate temperatures in the High and Low 
Temperature fields. 
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6. Click on the Save Button . 

7. To record information for another contract day at this time, click on the desired day in the tree panel 
and repeat steps 4-6. 

8. Refer to Record Contractor and Subcontract Working Day Information and/or Record Phase Day 
Working Information if desired at this time. 

9. Click on the Close Button . 
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Record Contractor and Subcontractor Working Day Information 
To record contractor and subcontractor working day information in the Contract Weather Day 
Window, perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Weather Day Button . 

The Contract Weather Day Window appears below the Contract Weather Day Toolbar. 

2. Select between the radio button choices of Fifteen Day View or All Contract Days to limit or expand 
the number of days available. 

3. Select (highlight) the desired day in the tree panel. 

The selected day’s contract working day information displays in the list panel as shown below. 

 

4. Enter the appropriate character in each Contractors Working box. 

OR 

Click on each Contractors Working box until the appropriate character appears. 

  N indicates the (sub)contractor was not working.  Y indicates that the (sub)contractor was 
working.  ? indicates that whether the (sub)contractor was working or not is unknown. 

5. Enter the appropriate character in each Subcontractors Working box. 

OR 

Click on each Subcontractors Working box until the appropriate character appears. 
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6. Click on the Save Button . 

7. To record information for another contract day at this time, click on the desired day in the tree panel 
and repeat steps 4-6. 

8. Refer to Record Contract Weather Day Information and/or Record Phase Day Working Information if 
desired at this time. 

9. Click on the Close Button . 
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Record Phase Day Working Information 
To record phase day working information in the Contract Weather Day Window, perform the 
following steps. 

 

1. From the CM&P Frame Toolbar, click on the Contract Weather Day Button . 

The Contract Weather Day Window appears below the Contract Weather Day Toolbar. 

2. Select between the radio button choices of Fifteen Day View or All Contract Days to limit or expand 
the number of days available. 

3. Select (highlight) the desired day in the tree panel. 

The selected day’s contract working day information displays in the list panel as shown below. 

 

4. If appropriate to the contract, enter the appropriate character in each Contract Phase box. 

OR 

Click on each Contract Phase box until the appropriate character appears. 

  N indicates the phase was not in progress.  Y indicates that the phase was in progress.  ? indicates 
that whether the phase was in progress or not is unknown. 

5. Click on the Save Button . 

6. To record information for another contract day at this time, click on the desired day in the tree panel 
and repeat steps 4-5. 
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7. Refer to Record Contractor and Subcontract Working Day Information and/or Record Contract 
Weather Day Information if desired at this time. 

8. Click on the Close Button . 
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16. Contract Conflict 
Contract Conflict Resolution 

 

When field recorders replicate their information, the information is first compared with existing 
parameters for each item installation characteristic being saved.  If a conflict exists between 
information the field recorder submits and information that exists in the system database, the 
conflict is set aside for review and resolution.  To resolve a contract conflict, perform the 
following steps: 

 

1. From the CM&P Frame Toolbar, click on the Conflicts Button .  

The Item Installation Resolution Window appears as shown below. 

 

2. Highlight the conflicting item that is correct and click on the Resolve Button . 
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17. Visual Inspection 
Visual Inspection Window 

The Visual Inspection Window is reached through the Visual Inspection Button  on the 
Frame bar Toolbar or through the menu path: Goto, Visual Inspection.  From this window, users 
can create, edit, delete, approve, or add an additional visual inspection.  Using buttons on the 
Visual Inspection Toolbar shown below, they can add or delete visual inspections. 

 

 

Once a visual inspection in the tree panel is selected, the Visual Inspection Window displays as 
shown in the drilled down and annotated example below. 
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Create a Visual Inspection 
To create a visual inspection (DOT 25), perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Create a Visual Inspection Button . 

The Visual Inspection Window displays below the Visual Inspection Toolbar as shown below. 

  

2. Click on the plus sign  to the left of the desired material group. 

OR double click on the desired material group. 

The visual inspection requirement type(s) for the material group display. 

3. Click on the desired visual inspection requirement type. 

The visual inspections already entered for the selected requirement type display in the list panel.  If no 
visual inspections have been entered, the panel displays blank. 

4. Click on the Add Button . 
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A new visual inspection displays at the top of the list panel as shown below. 

 

5. Select the appropriate date from the Inspected Date field’s drop-down list. 

6. Enter a description of the new visual inspection in the Inspection Description field.  

7. Click on the Save Button . 

8. Click on the Close Button . 
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Edit a Visual Inspection 
To edit a visual inspection (DOT 25), perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Create a Visual Inspection Button . 

The Visual Inspection Window displays below the Visual Inspection Toolbar. 

2. Click on the plus sign  to the left of the desired material group. 

OR double click on the desired material group. 

The visual inspection requirement type(s) for the material group display. 

3. Click on the desired visual inspection requirement type. 

The visual inspections already entered for the selected requirement type display in the list panel as 
shown below. 

 

4. Locate the desired visual inspection for editing. 

5. Edit the desired information in the visual inspection. 

6. Click on the Save Button . 

7. Click on the Close Button . 
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Delete a Visual Inspection 
To delete a visual inspection (DOT 25), perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Create a Visual Inspection Button . 

The Visual Inspection Window displays below the Visual Inspection Toolbar. 

2. Click on the plus sign  to the left of the desired material group. 

OR double click on the desired material group. 

The visual inspection requirement type(s) for the material group display. 

3. Click on the desired visual inspection requirement type. 

The visual inspections already entered for the selected requirement type display in the list panel as 
shown below. 

 

4. Locate the desired visual inspection for deletion. 

5. Verify that this is the desired contract issue to delete. 

6. Click on the Delete Button  above the window. 
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CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button causes CM&P to return to the previous window, disregarding the deletion command.  Clicking 
on the Yes Button enters the deletion command into the CM&P System. 

  

7. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used after 
clicking on the Yes Button  to save the information as deleted. 

 

8. Click on the Save Button . 

The deletion just made is now recorded. 

9. Click on the Close Button . 
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Add an Additional Visual Inspection 
To add an additional visual inspection (DOT 25), perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Create a Visual Inspection Button . 

The Visual Inspection Window displays below the Visual Inspection Toolbar. 

2. Click on the plus sign  to the left of the desired material group. 

OR  

Double click on the desired material group. 

The visual inspection requirement type(s) for the material group display. 

3. Click on the desired visual inspection requirement type. 

The visual inspections already entered for the selected requirement type display in the list 
panel.  If no visual inspections have been entered, the panel displays blank. 

4. Click on the Add Button . 

A new visual inspection displays at the top of the list panel as shown below. 

 

5. Select the appropriate date from the Inspected Date field’s drop-down list. 

6. Enter a description of the new visual inspection in the Inspection Description field.  

7. Click on the Save Button . 
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8. Repeat steps 4-7 as desired for additional visual inspections of the same requirement type for the same 
material group. 

9. Click on the Close Button . 
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Approve a Visual Inspection 
To approve a visual inspection (DOT 25), perform the following steps. 

 

1. From the CM&P Frame Toolbar, click on the Create a Visual Inspection Button . 

The Visual Inspection Window displays below the Visual Inspection Toolbar. 

2. Click on the plus sign  to the left of the desired material group. 

OR  

Double click on the desired material group. 

The visual inspection requirement type(s) for the material group display. 

3. Click on the desired visual inspection requirement type. 

The visual inspections already entered for the selected requirement type display in the list panel as 
shown below. 

 

4. Locate the desired visual inspection for approval. 

5. Click on the Approved checkbox to display a checkmark in it. 

6. Click on the Save Button . 

7. Click on the Close Button . 
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18. Final a Contract 
Two tasks must be performed before finaling a contract, the final CCO and the final pay estimate.  
To ensure that these go smoothly, it is helpful to view the Final CCO Report and the Close 
Contract Report. 

After creating a final CCO and a final pay estimate, perform the following steps to final the 
contract. 

 

1. From the CM&P Frame Toolbar, click on the Manage Contract Button . 

The Manage Contract Window's Identifying Tab appears below the Manage Contract Toolbar. 

2. Click on the Checklist Tab. 

The Manage Contract Window's Checklist Tab appears as shown below. 

 

3. Click on the Final? checkbox. 

A checkmark now appears in the checkbox. 

4. Click on the Save Button . 

5. Click on the Close Window Button . 
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19. Reports 
Generate a Report 

To generate and view or print a report, select the appropriate report from the Reports menu item, 
and (if necessary) supply the report parameters.  The reports that are available to users in the 
CM&P System are automatically generated by the application.  Other than setting the parameters 
in the specific report parameters window, users do not have to input or extract any information to 
compile the data for each report.  The Reports Toolbar (shown below) appears below the Frame 
Window Toolbar to aid users in viewing report information of interest to them.  

 

  Reports can be viewed on screen and do not have to be printed.  Printing should be reserved 
for times when a paper copy is needed. 
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Sort Report Information 
Report information can only be sorted if the Sort Button  is available.  To sort the 
information presented in a report, perform the following steps: 

 

1. Navigate through the Menu bar’s Reports menu item and its dropdown menus, selecting and 
generating the report desired.  

2. Click on the Sort Button  on the Report Toolbar.  

The Specify Sort Columns Window appears as shown below.  Source columns are listed on 
the left.  Sort columns will be selected on the right. 

 

3. Select the column to sort by.  Click on the desired selection and drag it into the sort columns panel on 
the right. 

4. An Ascending checkbox will appear next to the chosen sort column as shown below.  If this is left 
checked, the reordering of the report information will proceed alphabetically or numerically according 
to entries in the column selected.  If the Ascending checkbox is deselected, the reordering of the report 
information will begin with "z" entries or the highest number in the column selected. 

 

5. Click on the OK Button . 

The report information is reordered according to the sort specified. 

  Users can resort the same report with different criteria by repeating step 2, dragging back their 
original sort columns choice, then completing steps 3-5. 
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Filter Report Information 

 Report information can only be filtered if the Filter Button  is available.  To 
filter the information presented in a report, perform the following steps: 

 

1. Navigate through the Menu bar’s Reports menu item and its dropdown menus, selecting and 
generating the report desired.  

2. Click on the Filter Button  on the Report Toolbar.   

The Filter Data Window appears as shown below. 

 

3. For a numerical or alphabetical filter, select the first part of the filter expression from the Columns 
Tab and click on the Operations Tab.  (For a word specific filter, refer to the instructions for the Text 
Wizard.) 
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The Operations Tab appears as shown below.  The operations available are always for a logical 
search. 

 

4. Select the operation to perform upon the data found in the field specified from the Columns Tab, 
double click it into the filter expression panel above, and click on the Values Tab.   

 Users may return to the Operations Tab after establishing a value for the filter expression to 
expand the size of the filter expression by adding further operations to be performed, using and, not, 
or or. 

The Values Tab appears as shown below.  Values appropriate to the field chosen from the Columns 
Tab are displayed.  A choice of any column field containing numbers or amounts will result in an 
offering of values, numbers, or amounts specific to the contract selected.  Other column fields require 
textual values. 
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5. Select a value to complete the filter expression and double click it into the filter expression panel 
above. 

6. Verify that the expression is valid by clicking on the Verify Button . 

  If CM&P indicates that the filter expression is invalid, repeat and correct steps 3-5. 

7. To generate a filtered report with the valid filter expression, click on the OK Button . 

 Users can re-filter the same report with different criteria by repeating steps 2-7. 
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Text Wizard in Filter Report Information 
 

A Text Wizard Button is available in the Filter Data Window, allowing users to filter reports for 
specific words, letters, or numbers in a particular column.  To filter data for report generation 
using the Text Wizard, perform the following steps. 

 

1. Navigate through the Menu bar’s Reports menu item and its dropdown menus, selecting and 
generating the report desired.  

2. Click on the Filter Button . 

The Filter Data Window appears as shown below. 

 

3. Click on the Text Wizard Button . 



Report Functions 

CM&P System User Guide                          Department of Transportation          19.7 

Version  2.000      04/08/02                                   State of  South Dakota 

 

The Text Wizard Window appears as shown below. 

 

4. Select (highlight) a column by which to filter the displayed report information. 

5. Click on the Next Button . 

The next Text Wizard Window appears as shown below. 

 

6. Select the radio button appropriate to the type of matching desired for filtering the data (Starts with, 
Ends With, or Contains). 

7. Click on the Next Button . 
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The final Text Wizard Window appears as shown below. 

   

8. In the field provided, type the words, parts of words, letters, or numerals that must (according to your 
previous choice) begin, end, or be contained in the text recorded in the column the data is to be filtered 
by. 

 This field is case sensitive, if the words or letters are upper case or capitalized in the report, they 
must be entered as upper case here. 

9. Click on the Finish Button  to return to the Filter Data Window. 

The Filter Data Window appears with the filter expression created by the Text Wizard already in the 
upper panel as shown below. 
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10. Verify that the expression is valid by clicking on the Verify Button . 

11. To generate a new report with the filter expression, click on the OK Button . 

 Users can filter the same report again using different criteria by repeating steps 2-11. 
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Manage Contract Reports 
Contract Detail Report 

 

The Contract Detail Report is reached through the menu path: Reports, Manage Contract, 
Contract Detail.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report, modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report lists the contract number, type of work, 
contractor, dates from the Manage Contract Window tabs, original contract amount, final estimate 
amount, net increase, liquidated damages, and royalty deductions.  The report opens directly for 

the currently selected contract as shown below.  Clicking on the Report Parameters Button  
allows users to select any contract’s Contract Detail Report to view.  The information in this report 

can be filtered and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Contract Summary Report 
The Contract Summary Report is reached through the menu path: Reports, Manage Contract, 
Contract Summary.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, printing 
the report, or selecting another report of the same type.  This report provides overview information 
about the specified contract(s).  The report opens with the Contract Issue Report Parameters 
Window, allowing users to specify the status, contractors, and/or regions of contracts to display.  
Once generated, the report displays as shown below.  Clicking on the Report Parameters Button 

 allows users to select another Contract Summary Report to view.  The information in this 

report can be filtered and/or sorted using the Filter Button  and the Sort Button . 

  If users do not specify a contractor — by leaving the Contractor field blank — the report will 
show all of the contractors. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Req for Final Pay (DOT-224) Report 
The Request for Final Pay Report is reached through the menu path: Reports, Manage Contract, 
Req For Final Pay (DOT-224).  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report, which is 
addressed to the Division of Finance (upper left corner), contains summary information about the 
selected contract (e.g., key dates, PCEMS No., project number, financial totals).  The report opens 
directly from the currently selected contract as shown below.  Clicking on the Report Parameters 

Button  allows users to select another Request for Final Pay Report to view. 

 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Close Contract Report 
The Close Contract Report is reached through the menu path: Reports, Manage Contract, Close 
Contract.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report, modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report lists open WPR’s, open Work 
Authorizations, and open Issues, as well as any required items missing from the Manage Contract 
Window’s Checklist Tab.  This report is useful to reference when users are in the process of 
closing a contract.  The report opens directly from the currently selected contract as shown below. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Contract Letting Report 
The Contract Letting Report is reached through the menu path: Reports, Manage Contract, 
Contract Letting.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users 
in navigating within the report, modifying the information displayed in the report, printing the 
report, or selecting another report of the same type.  This report provides information about the 
specified contract(s).  The report opens with the Contract Letting Report Parameters Window, 
allowing users to specify the letting date of contracts to display.  Once generated, the report 

displays as shown below.  Clicking on the Report Parameters Button  allows users to select 
another Contract Letting Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Contract Log Report 
The Contract Log Report is reached through the menu path: Reports, Manage Contract, 
Contract Log.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report, modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report lists pertinent contract information which 
could not be recorded elsewhere in CM&P.  The report opens directly for the currently selected 

contract as shown below.  Clicking on the Report Parameters Button  allows users to select 
any contract’s Contract Log Report to view. 

 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Informal Contract Expenditures Report 
The Informal Contract Expenditures Report is reached through the menu path: Reports, Manage 
Contract, Informal Contract Expenditures.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report lists 
expenditures for informal contracts by region, giving expenditures and balances.  The report opens 
with the Fiscal Year Expenditures Parameters Window, allowing users to specify the fiscal year of 
contracts to display.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select another Informal Contract Expenditures Report to 
view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Maintenance Concrete Asphalt Expenditures Report 
The Maintenance Concrete Asphalt Expenditures Report is reached through the menu path: 
Reports, Manage Contract, Maintenance Concrete Asphalt Expenditures.  The Reports 
toolbar displays beneath the Frame Window Toolbar to aid users in navigating within the report, 
modifying the information displayed in the report, printing the report, or selecting another report 
of the same type.  This report lists concrete maintenance asphalt expenditures by region and 
installed tons, giving expenditures and balances.  The report opens with the Fiscal Year 
Expenditures Parameters Window, allowing users to specify the fiscal year of contracts to display.  
Once generated, the report displays as shown below.  Clicking on the Report Parameters Button 

 allows users to select another Maintenance Concrete Asphalt Expenditures Report to view. 

 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Area and Region Status Report 
The Area and Region Status Report is reached through the menu path: Reports, Manage 
Contract, Area and Region Status.  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report lists contracts 
by DOT personnel assignment, as well as by contractor, in addition to identifying numbers as it 
displays the contract status information specified.  The report opens with the Area and Region 
Status Report Parameters Window, allowing users to specify the region or area and beginning and 
ending dates of contracts to display, as well as which contract information to include (i.e. CCO’s, 
Pay Estimates, and/or WPR’s.)  Once generated, the report displays as shown below.  Clicking on 

the Report Parameters Button  allows users to select another Area and Region Status Report 
to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Final Voucher Needed Report 
The Final Voucher Needed Report is reached through the menu path: Reports, Manage Contract, 
Final Voucher Needed.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, printing 
the report, or selecting another report of the same type.  This report lists identifying numbers and 
dates from the Manage Contract Window tabs for all contracts requiring Final Vouchers.  The 
report opens directly from the currently selected contract as shown below.  The information in this 

report can be filtered and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Needs for Final Voucher Report 
The Needs for Final Voucher Report is reached through the menu path: Reports, Manage 
Contract, Needs for Final Voucher.  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report lists 
identifying numbers and important dates for all contracts requiring Final Vouchers, specifying 
which items required for the Final Voucher are still missing.  The report opens directly from the 
currently selected contract as shown below.  The information in this report can be filtered and/or 

sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Contracts for Step P Processing Report 
The Contracts for Step P Processing Report is reached through the menu path: Reports, Manage 
Contract, Contracts for Step P Processing.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report lists 
identifying numbers and important dates for all contracts requiring Step P Processing, specifying 
which items required for Step P Processing are still missing.  The report opens directly from the 
currently selected contract as shown below.  The information in this report can be filtered and/or 

sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Third Party Billing Report 
The Third Party Billing Report is reached through the menu path: Reports, Manage Contract, 
Third Party Billing.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, or printing 
the report.  This report displays contract IDs and prime contractors for contracts according to 
PCEMS and project numbers.  The report opens directly from the currently selected contract as 
shown below.  The information in this report can be filtered and/or sorted using the Filter Button 

 and the Sort Button . 

 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

   The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Closed Contracts Report 
 

The Closed Contracts Report is reached through the menu path: Reports, Manage Contract, 
Closed Contracts.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users 
in navigating within the report, modifying the information displayed in the report, or printing the 
report.  This report displays contract IDs, closed dates and prime contractors for contracts 
according to PCEMS and project numbers.  The report opens directly from the currently selected 
contract as shown below.  The information in this report can be filtered and/or sorted using the 

Filter Button  and the Sort Button . 

 

   Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

   The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 

 



CM&P System User Guide 

19.24       Department of Transportation                             CM&P System User Guide 

                State of South Dakota                                           Version  2.000      04/08/02 

 

Record Work Reports 
Install Item Summary Report 

The Install Item Summary Report is reached through the menu path: Reports, Record Work, 
Install Item Summary.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, printing 
the report, or selecting another report of the same type.  This report provides summary information 
about pay items on the selected contract.  The report opens directly for the currently selected 

contract as shown below.  Clicking on the Report Parameters Button  allows users to select 
any contract’s Install Item Summary Report to view.  The information in this report can be filtered 

and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Install Item Detail Report 
The Install Item Detail Report is reached through the menu path: Reports, Record Work, Item 
Install Detail.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report, modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report displays all of the information recorded 
for each pay item, including the date of each recording, the recorder, and the location of the 
recording.  The overview information presented in the summary report is also shown in the 
detailed report.  The report opens with the Install Item Detail Report Parameters Window, 
allowing users to specify the contract ID, number of pay items selected, and which work to 
display.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select any contract’s Install Item Detail Report to view.  

The information in this report can be filtered and/or sorted using the Filter Button  and the 

Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Pay Estimate Reports 
Pay Estimate Report 

The Pay Estimate Report is reached through the menu path: Reports, Pay Estimate, Pay 
Estimate.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report, modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report provides overview information about the 
specified pay estimate.  The report opens with the Pay Estimate Report Parameters Window, 
allowing users to specify the contract ID and pay estimate number of the contract to display.  Once 

generated, the report displays as shown below.  Clicking on the Report Parameters Button  
allows users to select another Pay Estimate Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Construction Payment Status Report 
The Construction Payment Status Report is reached through the menu path: Reports, Pay 
Estimate, Construction Payment Status.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report displays 
contract amounts, payments to date, percentage complete, prime contractors, and work types for 
contracts according to PCEMS numbers.  The report opens directly for the currently selected 
contract as shown below.  The report opens directly for the currently selected contract as shown 

below.  The information in this report can be filtered and/or sorted using the Filter Button  

and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Progress Summary Report 
The Progress Summary Report is reached through the menu path: Reports, Biweekly Progress 
Reports, Progress Summary Report.  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report provides 
overview information about the specified contract(s).  The report also lists the prime contractor 
and the name of the engineer managing the contract, as well as breaks down the Projects listing the 
job description and the Counties involved.  Pay Estimate information is also included including 
Period Beginning and Ending Dates, Percent Complete and Liquidated Damages.  The report 
opens with the Contract Summary Report Parameters Window, allowing users to specify the 
status, contractors, and/or regions of contracts to display.  Once generated, the report displays as 

shown below.  Clicking on the Report Parameters Button  allows users to select another 
Progress Summary Report to view.  The information in this report can be filtered and/or sorted 

using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 

  



CM&P Reports 

CM&P System User Guide                          Department of Transportation          19.29 

Version  2.000      04/08/02                                   State of  South Dakota 

 

Contract Change Order Reports 
Cost Summary by Category Report 

The Cost Summary by Category Report is reached through the menu path: Reports, Contract 
Change Order, Cost Summary By Category.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report provides 
cost and category (e.g. Design Changes, Value Engineering, etc.) information about the specified 
contract(s).  The report opens with the CCO Cost Summary By Category Report Parameters 
Window, allowing users to specify the categories, preparation dates, and/or regions of contracts to 
display.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select another Cost Summary By Category Report to 

view.  The information in this report can be filtered and/or sorted using the Filter Button  and 

the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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CCO 220A Report 
The CCO 220A Report is reached through the menu path: Reports, Contract Change Order, 
CCO 220A.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report displays all of the information currently 
recorded for the specified CCO.  The bottom of the report contains four to six signature blocks — 
the most being: Contractor Acceptance, Area Recommend, Region Engineer Recommend, 
Division Director Recommend, Transportation Secretary Approval, and Division Administrator of 
the Federal Highway Administration.  By signing, each person indicates his or her approval of the 
information presented on the report.  The report opens with the CCO Report Parameters Window, 
allowing users to specify the contract and change order number of the desired CCO 220A Report 
to display.  Once generated, the report displays as shown below.  (However, the word "DRAFT" 
would appear on this report for an unprepared CCO).  Clicking on the Report Parameters Button 

 allows users to select another CCO 220A Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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CCO 220B Report 
The CCO 220B Report is reached through the menu path: Reports, Contract Change Order, 
CCO 220B.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in 
navigating within the report, modifying the information displayed in the report, printing the report, 
or selecting another report of the same type.  This report displays all of the information currently 
recorded for the specified CCO by line item, change quantity, and change amount.  The report 
opens with the CCO Report Parameters Window, allowing users to specify the contract and 
change order number of the desired CCO 220B Report to display.  Once generated, the report 
displays as shown below.  (However, the word "DRAFT" would appear on this report for an 

unprepared CCO).  Clicking on the Report Parameters Button  allows users to select another 
CCO 220B Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Approved CCO Changes Report 
The Approved CCO Changes Report is reached through the menu path: Reports, Contract 
Change Order, Approved CCO Changes.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report provides 
information about approved Contract Change Orders by region and area, and 
includes the original contract amount, current contract amount, percentage 
change, amount of increases, amount of decreases and the total amount of change 
for every contract.  The report also displays the region totals at the end of each 
section and the grand totals on the last page.  The report opens with the CCO Changes By 
Year Report Parameters Window, allowing users to specify the year (by number and fiscal status) 
of the desired Approved CCO Changes Report to display.  Once generated, the report displays as 

shown below.  Clicking on the Report Parameters Button  allows users to select another 
Approved CCO Changes Report to view.  The information in this report can be sorted using the 

Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Final CCO Report 
The Final CCO Report is reached through the menu path: Reports, Contract Change Order, 
Final CCO Report.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, printing 
the report, or selecting another report of the same type.  This report displays all of the information 
regarding the status of elements (such as CCO's, pay estimates, etc.) for the currently selected 
contract.  It will notify users when price adjustments exist that are not assigned to a Contract 
Change Order.  This report is often referred to as a way of determining the elements that need to 
be completed before a contract can be finalled.  The report opens directly for the currently selected 
contract as shown below. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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CCO Needs Report 
The CCO Needs Report is reached through the menu path: Reports, Contract Change Order, 
CCO Needs Report.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, printing 
the report, or selecting another report of the same type.  This report displays all of the recorded 
information for the pay items specified.  The report opens with the CCO Needs Report Parameters 
Window, allowing users to specify which contract pay items to display.  Once generated, the 

report displays as shown below.  Clicking on the Report Parameters Button  allows users to 
select another CCO Needs Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Contract Issue Reports 
Contract Issue Report 

The Contract Issue Report is reached through the menu path: Reports, Contract Issue, Contract 
Issue.  The Reports toolbar displays beneath the Frame Window Toolbar to aid users in navigating 
within the report, modifying the information displayed in the report, printing the report, or 
selecting another report of the same type.  This report displays all of the recorded information for 
each contract issue that is currently associated with the contract specified.  The report opens with 
the Contract Issue Report Parameters Window, allowing users to specify the contract ID and Issue 
Number of the desired Contract Issue Report to display.  Once generated, the report displays as 

shown below.  Clicking on the Report Parameters Button  allows users to select another 
Contract Issue Report to view.  The information in this report can be filtered  and/or sorted using 

the Filter Button  and the Sort Button . 

  Since the Contract Issue Report opens to the Contract Issue Report Parameters Window with 
contract and issue number fields to be specified, users may check for issues in a contract without 
actually generating this report.  Clicking on the pull-down options arrow for the issue number field 
and receiving an empty issue number selection field indicates that the contract selected has no 
issues.  

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Contract Issue Summary Report 
The Contract Summary Report is reached through the menu path: Reports, Contract Issue, 
Contract Issue Summary.  The Reports toolbar displays beneath the Frame Window Toolbar to 
aid users in navigating within the report, modifying the information displayed in the report, 
printing the report, or selecting another report of the same type.  This report provides information 
about each issue associated with the contract, including the issue status and recorder, its 
resolution, and claim amount, as well as dates for: its recording, closing, and claim filing.  The 
report opens with the Contract Issue Summary Report Parameters Window, allowing users to 
specify the issue status and contract ID of the Contract Issue Summary Report to display.  Once 

generated, the report displays as shown below.  Clicking on the Report Parameters Button  
allows users to select another Contract Issue Summary Report to view.  The information in this 

report can be filtered and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Report of Specification Deviation (DOT 18) 
The Report of Specification Deviation (DOT 18) is reached through the menu path: Reports, 
Contract Issue, Report of Specification Deviation.  The Reports toolbar displays beneath the 
Frame Window Toolbar to aid users in navigating within the report, modifying the information 
displayed in the report, printing the report, or selecting another report of the same type.  This 
report provides information about a specification deviation for the contract, including the failing 
sample’s field number, test date, test results, and specification, as well as any corrective action 
tests and/or action(s) taken.  The report opens with the Specification Deviation Parameters 
Window, allowing users to specify the issue number and contract ID of the Specification 
Deviation to display.  Once generated, the report displays as shown below.  Clicking on the 

Report Parameters Button  allows users to select another Report of Specification Deviation 
(DOT 18) to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Work Authorization Reports 
Work Authorization Report 

The Work Authorization Report is reached through the menu path: Reports, Work 
Authorization, Work Authorization.  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report provides a 
description of extra work ordered for a contract.  The headings within it include the Project 
Number, PCEMS Number, County, Type of Work and the name of the Contractor.  The body of 
the report contains work authorization information.  The bottom of the report contains the 
Accepted Date and Accepted By information as well as the Authorized Date and Authorized By 
information.  The report opens with the Work Authorization Report Parameters Window, allowing 
users to specify the contract ID and work authorization number of the Work Authorization Report 
to display.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select another Work Authorization Report to view.   

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Biweekly Progress Reports Reports 
Biweekly Progress Reports Report 

The Biweekly Progress Reports Report is reached through the menu path: Reports, Biweekly 
Progress Reports, Biweekly Progress Reports.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report displays 
all of the recorded information for the Biweekly Progress Report specified.  The bottom of the 
Biweekly Progress Reports Report contains a list of personnel and agencies who are to receive a 
carbon copy of the printed report (including the region engineer, the FHWA, the region materials 
engineer, the construction engineer, the bridge engineer, and a copy for the file).  There are also 
signature blocks for the persons who prepared and approved the report.  The report opens with the 
Biweekly Progress Report Parameters Window, allowing users to specify the contract and report 
number of the desired Biweekly Progress Reports Report to display.  Once generated, the report 

displays as shown below.  Clicking on the Report Parameters Button  allows users to select 
another Biweekly Progress Reports Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Multi Biweekly Progress Reports 
The Multi-Biweekly Progress Reports Report is reached through the menu path: Reports, 
Biweekly Progress Reports, Multi Biweekly Progress Reports.  The Reports toolbar displays 
beneath the Frame Window Toolbar to aid users in navigating within the report, modifying the 
information displayed in the report, printing the report, or selecting another report of the same 
type.  This report displays all of the recorded information for the Biweekly Progress Reports 
specified.  The bottom of each Biweekly Progress Reports Report contains a list of personnel and 
agencies who are to receive a carbon copy of the printed report (including the region engineer, the 
FHWA, the region materials engineer, the construction engineer, the bridge engineer, and a copy 
for the file).  There are also signature blocks for the persons who prepared and approved the 
reports.  The report opens with the WPR Contractor Working Report Parameters Window, 
allowing users to specify the area or region and begin and end dates of the desired Multi Biweekly 
Progress Reports Report to display.  Once generated, the report displays as shown below 
(succeeding Biweekly Reports are layered behind it).  Clicking on the Report Parameters Button 

 allows users to select another Multi Biweekly Progress Reports Report to view. 

 The Beginning and End dates selected in the WPR Contractor Working Report Parameters 
Window must be within two weeks of each other. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Approved Biweekly Progress Reports Report 
The Approved Biweekly Progress Reports Report is reached through the menu path: Reports, 
Biweekly Progress Reports, Approved Biweekly Progress Reports.  The Reports toolbar 
displays beneath the Frame Window Toolbar to aid users in navigating within the report, 
modifying the information displayed in the report, printing the report, or selecting another report 
of the same type.  This report provides a description of specified contracted work done, 
categorized by PCEMS number, Project number, WPR number, weeks covered, work begin and 
complete dates, percent complete, contractors and if the contractor was working during that time 
frame.  The report opens with the WPR Contractor Working Report Parameters Window, allowing 
users to specify the begin date and end date of the desired Approved Biweekly Progress Reports 
Report to display.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select another Approved Biweekly Progress Reports 
Report to view. 

  Any dates selected in the WPR Contractor Working Report Parameters Window must be or 
include a Saturday for an Approved Biweekly Progress Report to be generated.  

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) 
can then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the 
arrow keys to move over and/or down. 
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Contract Weather Report 
The Contract Weather Report is reached through the menu path: Reports, Biweekly Progress 
Reports, Weather Report.  The Reports toolbar displays beneath the Frame Window Toolbar to 
aid users in navigating within the report, modifying the information displayed in the report, 
printing the report, or selecting another report of the same type.  This report provides overview 
information about the weather recorded for the specified contract between the specified dates.  The 
report opens with the Contract Weather Report Parameters Window, allowing users to specify the 
contract as well as beginning and end dates for the Contract Weather Report to display.  Once 

generated, the report displays as shown below.  Clicking on the Report Parameters Button  
allows users to select another Contract Weather Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Working Day Cover Letter Report 
The Working Day Letter Report is reached through the menu path: Reports, Biweekly Progress 
Reports, Working Day Cover Letter.  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report provides the 
standard cover letter for the specified biweekly progress report.  The report opens with the 
Working Day Letter Report Parameters Window, allowing users to specify the contract and report 
to display.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select another Working Day Letter Report. 

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Biweekly Day Count Report 
The Biweekly Day Count Report is reached through the menu path: Reports, Biweekly Progress 
Reports, Biweekly Day Count.  The Reports toolbar displays beneath the Frame Window 
Toolbar to aid users in navigating within the report, modifying the information displayed in the 
report, printing the report, or selecting another report of the same type.  This report provides 
information about the weather, the working days assessed, the penalty days assessed, and the 
contract phase as recorded in the specified biweekly progress report.  The report opens with the 
Biweekly Day Count Report Parameters Window, allowing users to specify the contract and report 
number for the Biweekly Day Count Report to display.  Once generated, the report displays as 

shown below.  Clicking on the Report Parameters Button  allows users to select another 
Biweekly Day Count Report to view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary.  

  The Reports menu can also be accessed by typing Alt + R.  The specific report option(s) can 
then be selected by typing the underlined letter(s) in the appropriate name(s) or by using the arrow 
keys to move over and/or down. 
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Subcontractor Reports 
Subcontractor Sublets 

The Subcontractor Sublets Report is reached through the menu path: Reports, Subcontractor, 
Subcontractor Sublets.  The Reports toolbar displays beneath the Frame Window Toolbar to aid 
users in navigating within the report, modifying the information displayed in the report, printing 
the report, or selecting another report of the same type.  The Subcontractor Sublets Report 
contains a listing of all work being sublet by the subcontractor specified in the Subcontractor 
Sublet Report Parameters Window’s subcontractor field.  This report contains each contract’s 
Contract Number, Sublet Percent, Main Project Number, Main PCEMS Number, Original 
Contract Amount, Area Office and Contract Status.  The report opens with the Subcontractor 
Sublet Report Parameters Window, allowing users to specify the subcontractor to display.  Once 

generated, the report displays as shown below.  Clicking on the Report Parameters Button  
allows users to select another Subcontractor Sublets Report to view.  The information in this 

report can be filtered and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 

 

  



CM&P System User Guide 

19.48       Department of Transportation                              CM&P System User Guide 

                State of South Dakota                                            Version  2.000      04/08/02 

 

Subcontractor Mailing Labels 
The Subcontractor Mailing Labels Report is reached through the menu path: Reports, 
Subcontractor, Subcontractor Mailing Labels.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report provides 
a label printout containing contractors and their addresses.  The report opens with the 
Subcontractor Mailing Labels Parameters Window, allowing users to specify the states to include 
in the report.  Once generated, the report displays as shown below.  Clicking on the Report 

Parameters Button  allows users to select another Subcontractor Mailing Labels Report to 
view. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Standard Bid Item Reports 
Standard Bid Item Payment Categories 

The Standard Bid Item Payment Categories Report is reached through the menu path: Reports, 
Standard Bid Item, SBI Payment Categories.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report lists the 
Standard Bid Item Payment Categories and contains breakdowns of the SBI numbers within each 
category.  The report opens directly as shown below.  The information in this report can be filtered 

and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Standard Bid Items Exceptions Report 
The Standard Bid Items Exceptions Report is reached through the menu path: Reports, Standard 
Bid Item, SBI Exceptions.  The Reports toolbar displays beneath the Frame Window Toolbar to 
aid users in navigating within the report, modifying the information displayed in the report, 
printing the report, or selecting another report of the same type.  This report lists the Standard Bid 
Item numbers not fitting into any payment categories that have been used on contracts, along with 
their project and PCEMS numbers.  The report opens directly as shown below.  The information in 

this report can be filtered and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Percentage of Contract Amount by Payment Category Report 
The Percentage of Contract Amount by Payment Category Report is reached through the menu 
path: Reports, Standard Bid Item, Pct of Contract Amount by Payment Category.  The 
Reports toolbar displays beneath the Frame Window Toolbar to aid users in navigating within the 
report, modifying the information displayed in the report, printing the report, or selecting another 
report of the same type.  This report lists the project, PCEMS, and Control Reference numbers for 
all contracts currently in CM&P, then the ten categories’ percentage amounts of each contract’s 
totals, as well as estimated and calculated totals.  The report opens directly as shown below.  The 

information in this report can be filtered and/or sorted using the Filter Button  and the Sort 

Button .  This information can be sorted specifically by project number, PCEMS number, 
control reference number, or original contract amount. 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 

 

 

 

 

 



CM&P System User Guide 

19.52       Department of Transportation                             CM&P System User Guide 

                State of South Dakota                                         Version  2.000      04/08/02 

 

Visual Inspection Reports 
Summary of Requirements for Visual Inspection Report 

The Summary of Requirements for Visual Inspections Report is reached through the menu path: 
Reports, Visual Inspection, Visual Inspection Requirements.  The Reports toolbar displays 
beneath the Frame Window Toolbar to aid users in navigating within the report, modifying the 
information displayed in the report, printing the report, or selecting another report of the same 
type.  This report lists the identifying information and numbers for the contract and project(s), the 
type of work, the contractor, the engineer, and the location in the header.  Then it displays each 
material requiring a visual inspection, their quantities, and their requirement status.  The report 
opens directly for the currently selected contract as shown below.  Clicking on the Report 

Parameters Button  allows users to select any contract’s Visual Inspections Summary Report 

to view.  The information in this report can be filtered and/or sorted using the Filter Button  

and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 

 

 



CM&P Reports 

CM&P System User Guide                           Department of Transportation          19.53 

Version  2.000      04/08/02                                     State of  South Dakota 

 

Visual Inspections Summary Report 
The Visual Inspections Summary Report is reached through the menu path: Reports, Visual 
Inspection, Visual Inspection Summary.  The Reports toolbar displays beneath the Frame 
Window Toolbar to aid users in navigating within the report, modifying the information displayed 
in the report, printing the report, or selecting another report of the same type.  This report lists the 
contract number, type of work, contractor, engineer, location, letting date, length and area in the 
header.  Then it displays each material requiring a visual inspection, their quantities and 
requirement status.  The report opens directly for the currently selected contract as shown below.  

Clicking on the Report Parameters Button  allows users to select any contract’s Visual 
Inspections Summary Report to view.  The information in this report can be filtered and/or sorted 

using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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Record of Visual Inspection and Field Measurements (DOT - 25) 
The Record of Visual Inspection and Field Measurements Report is reached through the menu 
path: Reports, Visual Inspection, Record of Visual Inspection (DOT – 25).  The Reports 
toolbar displays beneath the Frame Window Toolbar to aid users in navigating within the report, 
modifying the information displayed in the report, printing the report, or selecting another report 
of the same type.  This report lists the project, county, PCEMS number, inspector, area engineer, 
and material in the header.  Then it displays the visual inspection’s date and recorded information.  
The report opens with the Visual Inspection Parms (Parameters) Window, allowing users to 
specify the contract and the material to include in the report.  Once generated, the report displays 

as shown below.  Clicking on the Report Parameters Button  allows users to select any 
contract’s Record of Visual Inspection Report to view.  The information in this report can be 

filtered and/or sorted using the Filter Button  and the Sort Button . 

  Users can view report information on the screen.  Printing should be reserved for instances 
when a paper copy is necessary. 

  The Reports menu can also be accessed by simultaneously typing  ALT + R.  The specific 
report option(s) can then be selected by typing the underlined letter(s) in the appropriate name(s) 
or by using the arrow keys to move over and/or down. 
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20. Administration Windows 
Beyond the windows easily accessed by the CM&P Toolbar, there are many windows and functions that 
are available to administrative personnel or through the Administration menu item.  These include the 
Management Notification Window, the Finance Notification Window, and the Finals Engineer Notification 
Window, as well as various subcontract and maintenance functions. 

 

Management Notification Window Functions 
From the Management Notification Window, management personnel may directly access unapproved pay 
estimates, CCO’s and WPR’s across contracts to individually approve them, as well as directly access 
unassigned projects to assign them to project engineers.  Other management functions available from the 
Management Notification Window include viewing remote users who haven’t replicated recently, and 
viewing and accessing contract issues and specification deviations. 

 

  Review Remote Users Late for Replication 
To review remote users late for replication through the Management Notification Window, perform the 
following steps. 

 

1.  (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears, displaying the Remote Users Tab. 

 

2. Review the desired remote user information. 

3. Click on the Close Button . 
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Assign a Project Engineer to a Contract through the Management 
Notification Window 

To assign a project engineer to a contract through the Management Notification Window, perform 
the following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears. 

2. Click on the Contract Tab. 

The Management Notification Window Contract Tab appears as shown below. 

 

3. Locate and double click on the desired contract. 

OR  

Select (highlight) the desired contract and click on the Edit Button .  
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The Manage Contract Window Identifying Tab for the selected contract appears as shown below. 

 

4. Select (highlight) the appropriate name from the Project Engineer field’s dropdown list. 

5. Click on the Save Button . 

6. Click on the Close Button . 

The Manage Contract Window Identifying Tab is closed, and CM&P returns to the Management 
Notification Window. 

7. Repeat steps 3 – 6 as desired for other contracts. 
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Approve Pay Estimates through the Management Notification 
Window 

To approve pay estimates through the Management Notification Window, perform the following 
steps. 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears. 

2. Click on the Pay Estimate Tab. 

The Management Notification Window Pay Estimate Tab appears as shown below. 

 

3. Locate and double click on the desired pay estimate. 

OR  

Select (highlight) the desired pay estimate and click on the Edit Button .  
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The Pay Estimate Maintenance Window appears as shown below. 

 

4. Click on the Approved? checkbox. 

5. Choose the appropriate information from the dropdown options for the Approved By and On fields. 

The name of the person currently logged on is automatically entered in the Approval Logged By field. 

  The Prepared? field must be completed before approval information can be entered. 

6. Click on the Save Button  at the bottom of the window. 

7. Click on the Close Button  at the bottom of the window. 

CM&P returns to the Management Notification Window. 

8. Repeat steps 3 – 7 as desired for other pay estimates. 
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Approve CCO's through the Management Notification Window 

  CCO’s cannot be approved through the Mobile CM&P Application.  Users must be logged 
onto the Desktop Application to perform this function. 

To approve contract change orders through the Management Notification Window, perform the 
following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears. 

2. Click on the CCO Tab. 

The Management Notification Window CCO Tab appears as shown below. 

 

3. Locate and double click on the desired contract change order. 

OR  

Select (highlight) the desired contract change order and click on the Edit Button .  
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The Change Order Maintenance Window appears as shown below.  The window contains the 
information recorded for the CCO selected. 

 

4. Click in the Approved? checkbox. 

A checkmark appears in the checkbox.  Information is also automatically entered in the Approved By, 
On, and Approval Logged By fields to the right of the checked box.  Users can edit the information in 
the Approved By and On fields (by clicking on the downward-pointing arrow next to the field and 
selecting the proper information from the resulting dropdown list and calendar, respectively), but the 
information in the Approval Logged By field cannot be changed.  The system obtains the name to put 
in this field from the name of the person who is currently logged on to the system. 

  Users cannot mark a CCO as approved until it has been marked prepared.  ALSO, users cannot 
approve a CCO if another, lower-numbered CCO has not yet been approved. 

5. Click on the Save Button  at the bottom of the window. 

6.  Click on the Close Button  at the bottom of the window. 

The Change Order Maintenance Window is closed, and CM&P returns to the Management 
Notification Window. 

7. Repeat steps 3 – 6 as desired for other contract change orders. 
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Approve WPR's through the Management Notification Window 
To approve biweekly progress reports through the Management Notification Window, perform the 
following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears. 

2. Click on the WPR Tab. 

The Management Notification Window WPR Tab appears as shown below. 

 

3. Locate and double click on the desired biweekly progress report. 

OR  

Select (highlight) the desired biweekly progress report and click on the Edit Button . 
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The Biweekly Progress Report Window appears as shown below.  The window contains the 
information recorded for the WPR selected. 

 

4. Click on the Approved? checkbox. 

A checkmark appears in the checkbox.  Information is also automatically entered in the Approved By, 
and On fields to the right of the checked box. 

5. Click on the Save Button . 

6. Click on the Close Button . 

The Biweekly Progress Report Window is closed, and CM&P returns to the Management Notification 
Window. 

7. Repeat steps 3 – 6 as desired for other biweekly progress reports. 
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Unapprove WPR's through the Management Notification Window 
To unapprove biweekly progress reports through the Management Notification Window, perform 
the following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears. 

2. Click on the WPR Tab. 

The Management Notification Window WPR Tab appears as shown below. 

 

3. Click on the Show only recently approved checkbox. 
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The Management Notification Window WPR Tab now appears as shown below. 

 

4. Locate and double click on the desired biweekly progress report. 

OR  

Select (highlight) the desired biweekly progress report and click on the Edit Button . 

The Biweekly Progress Report Window appears as shown below.  The window contains the 
information recorded for the WPR selected. 

 

5. Click on the Approved? checkbox. 

The checkmark disappears from the checkbox.  Information in the Approved By, and On fields to the 
right of the checked box is also automatically erased. 
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6. Click on the Save Button . 

7. Repeat steps 3 – 6 as desired for other biweekly progress reports. 

8. Click on the Close Button . 

The Biweekly Progress Report Window is closed, and CM&P returns to the Management Notification 
Window. 
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Review All Contract Issues and Specification Deviations 
To review all contract issues and specification deviations through the Management Notification 
Window, perform the following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Management Notification. 

The Management Notification Window appears. 

2. Click on the Issue/Spec Dev Tab. 

The Management Notification Window Issue/Spec Dev Tab appears as shown below. 

 

3. Locate and double click on the desired issue. 

OR 

Select (highlight) the desired issue and click on the Edit Button . 
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The Contract Issue - Specification Deviation Window's Issue Tab for the selected issue appears as 
shown below. 

 

4. Review and/or edit the issue as appropriate. 

5. If changes have been made, click on the Save Button . 

6. Click on the Close Button . 

The Contract Issue – Specification Deviation Window Issue Tab is closed, and CM&P returns to the 
Management Notification Window. 

7. Repeat steps 3 – 6 as desired for other issues. 
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Review All Conflicts in Contract Data 
To review all conflicts in contract data through the Management Notification Window, perform 
the following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Management 
Notification Window displays automatically as appropriate to user group,) from the Administration 
menu item, select Management Notification. 

The Management Notification Window appears. 

2. Click on the Conflicts Tab. 

The Management Notification Window Conflicts Tab appears as shown below. 

 

3. Locate and double click on the desired conflict. 

OR 

Select (highlight) the desired conflict and click on the Edit Button .  
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The Item Installation Resolution Window for the selected contract appears as shown below. 

 

4. Select (highlight) the correct data. 

5. Click on the Resolve Button . 

6. Click on the Close Button . 

The Item Installation Resolution Window is closed, and CM&P returns to the Management 
Notification Window. 

7. Repeat steps 3 – 6 as desired for other contracts. 
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Finance Notification Window Functions 
The Finance Notification Window appears automatically for Financial Representatives, or can be 
reached through the menu path: Administration, Finance Notification.  It allows users to quickly 
recognize projects that have no type specification and to edit their project information directly.  To 
edit a project from the Finance Notification Window, perform the following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Finance  Notification 
Window displays automatically as appropriate to user group,) follow the menu path: Administration, 
Finance Notification. 

The Finance Notification Window appears as shown below. 

 

2. Locate and double click on the desired project. 

OR 

Select (highlight) the desired project and click on the Edit Button . 

The Project Maintenance Window appears as shown below. 
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3. Select the desired type information from the Project Type field’s dropdown listing. 

4. Click on the Save Button  at the bottom of the window. 

5. Click on the Close Button  at the bottom of the window. 

CM&P returns to the Finance Notification Window. 

6. Repeat steps 2-5 for other projects as desired. 
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Finals Engineer Notification Window Functions 
The Finals Engineer Notification Window is reached through the menu path: Goto, Finals 
Engineer Notification and appears automatically for Finals Engineers at logon to provide them 
with an at-a-glance summary of final and supplemental CCO’s to review across all contracts.  
From the Finals Engineer Notification Window, users can reach the Change Order Maintenance 
Window for each listed change order to mark it as Final Review completed.  To mark contract 
change orders as final review completed through the Finals Engineer Notification Window, 
perform the following steps. 

 

1. (If attempting this procedure at some other instance than initial logon when the Finals Engineer 
Notification Window displays automatically as appropriate to user group,) follow the menu path: 
Administration, Finals Engineer Notification. 

The Finals Engineer Notification Window appears as shown below. 

 

2. Using the sorting functions available as necessary, locate and double click on the desired contract 
change order. 

OR  

Select (highlight) the desired contract change order and click on the Edit Button . 
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The Change Order Maintenance Window appears as shown below.  The window contains the 
information recorded for the CCO selected. 

 

3. Click on the Final Review Completed? checkbox. 

A checkmark appears in the box.  Information is also automatically entered in the Completed By and 
On fields to the right of the checked box.  Users can edit the information in the On field (by clicking 
on the downward-pointing arrow next to the field and selecting the proper information from the 
resulting dropdown calendar).  However, the information in the Completed By field cannot be 
changed. 

4. Click on the Save Button  at the bottom of the window. 

5. Click on the Close Button  at the bottom of the window. 

The Change Order Maintenance Window is closed, and CM&P returns to the Finals Engineer 
Notification Window. 

6. Repeat steps 2 – 5 as desired for other contract change orders. 
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Subcontract Functions 
Associate a Subcontractor with a Contract 

To associate a subcontractor with a contract, perform the following steps. 

 

1. Select and open the desired contract. 

2. Follow the menu path: Administration, Subcontract. 

The Subcontract Maintenance Window for the contract appears.  

 

3. Click on the Add Button . 

A new entry line appears at the top of the window. 

4. Select the desired subcontractor from the master subcontractor list available through the downward 
arrow to the right of the highlighted (blue) text field. 

5. Select the applicable subcontractor from the dropdown list. 

6. Enter the appropriate value in the Sublet % field. 

7. Click on the Save Button  at the bottom of the window. 

8. Repeat steps 3-7 as desired to add any additional subcontractor(s). 

9. Click on the Close Button  at the bottom of the window. 

  Users may receive warning messages in such instances as exceeding the general guideline limit of 
50% of the contract as subcontracted work.  However, CM&P will record such an entry. 
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Edit Subcontractor Sublet Information 
To edit subcontractor sublet information, perform the following steps. 

 

1. Follow the menu path: Administration, Subcontract. 

The Subcontract Maintenance Window for the current contract appears as shown below.  

 

2. Enter the appropriate value(s) in any desired Sublet % field(s). 

3. Click on the Save Button  at the bottom of the window. 

4. Click on the Close Button  at the bottom of the window. 

 

  Users may receive warning messages in such instances as exceeding the general guideline limit of 
50% of the contract as subcontracted work.  However, CM&P will record such an entry. 
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Delete a Subcontractor-Contract Association 
To delete a subcontractor-contract association, perform the following steps. 

 

1. Select and open the applicable contract. 

2. Follow the menu path: Administration, Subcontract. 

The Subcontract Maintenance Window for the current contract appears.  

 

3. Select the desired subcontractor. 

4. Verify that this is the desired subcontractor-contract association to delete. 

5. Click on the Delete Button  at the bottom of the window. 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

6. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used 
after clicking on the Yes Button  to save the information as deleted. 

7. Click on the Save Button at the bottom of the window. 

8. Click on the Close Button  at the bottom of the window. 
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Categorize Contract Change Items 
The Categorize Contract Change Items Window is reached through the menu path: 
Administration, Categorize CCO Items.  This window allows users to categorize CCO items.   

To assign contract change items to the appropriate categories, perform the following steps. 

 

1. Follow the menu path: Administration, Categorize CCO Items. 

The Categorize Contract Change Items Window appears as shown below. 

 

2. Examine the uncategorized change items listed in the bottom panel and select (highlight) one to 
categorize. 

3. In the Category panel, locate the appropriate category for the uncategorized change item selected, 
using the scrollbar as needed. 

4. Select (highlight) the change category to which the unassigned change item should be assigned. 

The Categorized Change Items panel displays the change items already assigned to the 
selected change category. 
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5. Click on the desired change item in the Uncategorized Change Items panel. 

The Amount To Assign field becomes available for entry. 

  Partial quantities of a contract change item can be assigned to multiple categories. 

6. Enter the desired amount for assignment to the selected category in the Amount To Assign field. 

7. Click on the Assign Button . 

The change item (to the amount assigned) appears in the Categorized Change Items panel.  If a 
partial quantity was assigned, the remaining amount will continue as a change item in the 
Uncategorized Change Items panel. 

  An error in assignment can be corrected by selecting the desired pay item and using the Unassign 
Button to return it to the Uncategorized Change Items panel. 

8. Repeat steps 2-7 as desired to assign other change items to categories. 

9. Use the Select Contract Button  to repeat the categorization of change items in a different 
contract if desired. 

10. Click on the Close Button . 
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Maintain User Information 
User Maintenance Window 

The User Maintenance Window is reached through the menu path Administration, Users, 
Maintain Users.  From this window, Engineering Supervisors can adjust, add, or delete user 
information using the buttons on the User Maintenance Window Toolbar shown below. 
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When first opened, the User Maintenance Window displays beneath the User Maintenance 

Window Toolbar as gray and uneditable.  Clicking on the Modify Button  causes the window 
to become active as in the example below.  Because so much information is available, users may 
choose to filter or sort the listing in order to more easily find the user(s) they wish to view or edit. 
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Specify a Sort 
Users may specify a sort in several Administration windows in addition to the Maintain Users 
Window: the Subcontractor Maintenance Window, the Contractor Maintenance Window, the 
Change Category Maintenance Window, the County Maintenance Window, the State Table 
Maintenance Window, and the Standard Bid Items Window.  Some reports also allow users to sort 
the information they contain. 

To specify a sort, perform the following steps.  

1. Click on the Sort Button  on the toolbar. 

The Specify Sort Columns Window displays as shown below. 

 

2. Click on an option in the Source Columns panel and hold the mouse button down. 

3. With the mouse button still depressed, drag the selection into the Sort Columns panel at the right, then 
release the button.   

CM&P displays a checkbox entitled Ascending with a checkmark in it next to the chosen sort column.  
Leaving the checkmark will cause CM&P to display the list alphabetically or numerically from zero 
starting at the top of the screen when the OK Button is clicked on; removing it (i.e., clicking on the 
Ascending checkbox) will cause CM&P to display the list in the opposite order. 

4. Repeat steps 2 and 3 with any other columns desired for sorting. 

5. When the desired sort parameters are set, click on the OK Button . 

 Users can re-sort with different criteria by repeating steps 1-5. 
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Filter Information 
Users may filter information in the Standard Bid Items Window as well as in the Maintain Users 
Window. 

To filter information, perform the following steps: 

 

1. Click on the Filter Button  on the toolbar. 

The Filter Data Window appears as shown below. 

 

2. For a numerical or alphabetical filter, select the first part of the filter expression from the Columns 
Tab and click on the Operations Tab.  (For a word specific filter, refer to the Text Wizard as for 
filtering report information.) 
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The Operations Tab appears as shown below.  The operations available are always for a logical 
search.   

 

3. Select the operation to perform upon the data found in the field specified from the Columns Tab, 
double click it into the filter expression panel above, and click on the Values Tab.   

 Users may return to the Operations Tab after establishing a value for the filter expression, to 
expand the size of the filter expression by adding further operations to be performed, using and, not, 
or or. 

The Values Tab appears as shown below.  Values appropriate to the field chosen from the Columns 
Tab are displayed.  A choice of any column field containing numbers or amounts will result in an 
offering of values, numbers, or amounts specific to the contract selected.  Other column fields require 
textual values.   
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4. Select a value to complete the filter expression and double click it into the filter expression panel 
above. 

5. Verify that the expression is valid by clicking on the Verify Button . 

  If CM&P indicates that the filter expression is invalid, repeat and correct steps 3-5. 

6. To generate a filtered list with the valid filter expression, click on the OK Button . 

 Users can re-filter with different criteria by repeating steps 2-7. 
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Modify User Information 
To make changes to a user ID, perform the following steps. 

 

1. From the CM&P Menu Bar, follow the menu path Administration, Users, Maintain Users.   

The User Maintenance Window appears. 

2. Click on the Modify Button . 

The User Maintenance Window becomes active as shown below. 

 

3. Locate the appropriate user ID, using the Filter Button  and/or Sort Button  to filter and sort 
the list as needed. 

4. Make changes to the appropriate data fields for the user ID. 

5. Click on the Save Button . 

6. Click on the Close Button . 
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Insert a User 
To insert a user into the CM&P System, perform the following steps. 

 

1. From the Administration menu, select Users, Maintain Users. 

The User Maintenance Window and toolbar appear. 

2. Click on the Modify Button . 

The User Maintenance Window becomes editable as shown below. 

 

3. Click on the Insert Button . 

An empty row appears immediately above the row containing the cursor as shown below. 



CM&P System User Guide 

20.34       Department of Transportation                              CM&P System User Guide 

                State of South Dakota                                            Version  2.000      04/08/02 

 

 

4. Input the desired information into each field, using the dropdown listings as appropriate. 

5. Verify the accuracy of the new information. 

6. Click on the Save Button . 

7. Click on the Close Button .  
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Delete a User 

  Because employees who are to be deleted might still be recorded as part of a process (e.g., 
having recorded an installation, approved a pay estimate), simply deleting the employee can have 
severe ramifications on the system.  Instead, mark the employee as "Inactive" in the Maintain 
Users Window.  This prevents additional entries from being made with the employee’s user name 
and password, but does not remove him or her from the system. 

If the removal of the employee from the system is desired, perform the following steps: 

 

1. From the Administration menu, select Users, Maintain Users. 

The User Maintenance Window and toolbar appear. 

2. Locate the desired user ID, using the Filter Button  and/or Sort Button  to filter and sort the 
list as needed. 

2. Verify that this is the desired user to delete. 

3. Click on the Modify Button . 

4. Click in any field located on the desired user row. 

5. Click on the Delete Button . 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 

  

6. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used after 
clicking on the Yes Button  to save the information as deleted. 

7. Click on the Save Button . 

The deletion just made is now recorded. 

8. Click on the Close Button . 
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Assign Contracts to Users 
To assign contracts to DOT Consultants, perform the following steps. 

 

1. Follow the menu path: Administration, Users, Assign Contracts to Users. 

The Assign Contracts to DOT Consultants Window appears as shown below. 

 

2. Select the appropriate user name from the User field’s dropdown list of DOT Consultants. 

3. Select (highlight) the appropriate contract from the Available Contracts panel and click on the Assign 
Button .  If necessary to find the desired contract, sort the contract information in the panel 
according to any of the column titles by clicking on the desired heading. 

  To deselect a contract from the selected DOT Consultant’s Assigned Contracts panel, select 
(highlight) the appropriate contract and click on the Unassign Button. 

4. Click on the Save Button . 

5. Click on the Close Button . 
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Unassign Contracts from Users 
To unassign contracts from DOT Consultants, perform the following steps. 

 

1. Follow the menu path: Administration, Users, Assign Contracts to Users. 

The Assign Contracts to DOT Consultants Window appears as shown below. 

 

2. Select the appropriate user name from the User field’s dropdown list of DOT Consultants. 

3. Select (highlight) the appropriate contract from the Assigned Contracts panel and click on the 
Unassign Button .  If necessary to find the desired contract, sort the contract information in 
the panel according to any of the column titles by clicking on the desired heading. 

  To assign a contract from the selected DOT Consultant’s Available Contracts panel, select 
(highlight) the appropriate contract and click on the Assign Button. 

4. Click on the Save Button . 

5. Click on the Close Button . 
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Maintain Subcontractor Information 
Add a Subcontractor to the Master Subcontractor List 

  A subcontractor cannot be added until the prime contractor submits a DOT 202 to the Central 
Office.  Also, adding a subcontractor to the master subcontractor list does not indicate DOT 
approval for the subcontractor to perform work.  It merely makes the subcontractor known to the 
CM&P System. 

To add a subcontractor to the master subcontractor list, perform the following steps. 

 

1. Follow the menu path: Maintain Code Tables, Subcontractor. 

The Subcontractor Maintenance Window appears below the Subcontractor Maintenance Window 
toolbar. 

2. Click on the Modify Button . 

The fields within the Subcontractor Maintenance Window panels become white as shown below, 
indicating that data can be entered. 

 

3. Click on the Insert Button . 

The previously displayed information is shifted down, and a blank panel is added. 

  Once changes in the subcontractor list have been saved, the information is re-alphabetized. 

4. Enter the desired information related to the new subcontractor. 
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5. Click on the Save Button . 

6. Click on the Close Button . 

  After entering or editing subcontractor information, users may avoid any accidental changes by 

clicking on the View Button .  The view option displays the information as it was entered.  The 
list will not be re-ordered by selecting this feature. 
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Delete a Subcontractor from the Master Subcontractor List 

  The CM&P System will not allow users to delete a subcontractor currently assigned to a 
contract. 

To delete a subcontractor from the master subcontractor list, perform the following steps. 

 

1. Follow the menu path: Maintain Code Tables, Subcontractor. 

The Subcontractor Maintenance Window appears below the Subcontractor Maintenance Window 
toolbar. 

2. Click on the Modify Button . 

 

3. Locate the desired subcontractor record.  Refer to Specify a Sort if necessary. 

4. Click in any field in the desired subcontractor panel to delete. 

5. Verify that this is the desired subcontractor to delete. 

6. Click on the Delete Button . 

CM&P displays a Deletion Confirmation Window as in the example below.  Clicking on the No 
Button  causes CM&P to return to the previous window, disregarding the deletion command.  
Clicking on the Yes Button  enters the deletion command into the CM&P System. 
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7. Click on the Yes Button . 

  At this point, the information has not yet been deleted.  The Save Button  must be used after 
clicking on the Yes Button  to save the information as deleted. 

8. Click on the Save Button . 

The deletion just made is now recorded. 

9. Click on the Close Button . 
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Edit the Master Subcontractor List 
To edit the master subcontractor list, perform the following steps. 

 

1. Follow the menu path: Administration, Maintain Code Tables, Subcontractor. 

The Subcontractor Maintenance Window appears below the Subcontractor Maintenance Window 
toolbar. 

2. Click on the Modify Button . 

The fields within the Subcontractor Maintenance Window become white, indicating that data can be 
entered. 

 

3. Locate the desired subcontractor record.  Refer to Specify a Sort if necessary. 

4. Use the vertical scroll bar on the right side of the window to scroll up or down to find the desired 
subcontract record to change. 

5. Click inside the desired field. 

6. Edit the desired information. 

Most of the fields can simply be selected and changed.  However, note that the State field is a 
dropdown list.  To enter information in this field, first click on it.  A dropdown list displays an 
alphabetical list of the states.  A vertical scroll bar to the right of the list allows users to scroll toward 
the beginning or end of the list to locate the desired state name.  Click on the name to display it in the 
field. 
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7. Click on the Save Button . 

8. Click on the Close Button . 

  After entering or editing subcontractor information, users may avoid any accidental changes by 

clicking on the View Button .  The view option displays the information as it was entered.  The 
list will not be re-ordered by selecting this feature. 
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View the Master Subcontractor List 
To view the master subcontractor list, perform the following steps. 

 

1. Follow the menu path: Administration, Maintain Code Tables, Subcontractor. 

The Subcontractor Maintenance Window appears below the Subcontractor Maintenance Window 
toolbar as shown below. 

 

2. Locate the desired subcontractor record.  Refer to Specify a Sort if necessary. 

3. Use the vertical scroll bar on the right side of the window to scroll up or down to find the desired 
subcontract record to view. 

4. View the desired information. 

5. Click on the Close Button . 
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Miscellaneous Maintain Code Tables Windows 
 

Contractor Window and Toolbar 
The Contractor Window is reached through the menu path: Administration, Maintain Code 
Tables, Contractor.  

 

 

 No contractor information from other contracts can be affected by users in this window.  Prime 
contractors on a formally let project cannot be modified. 
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CCO Change Category Maintenance Window and Toolbar 
The CCO Change Category Maintenance Window is reached through the menu path: 
Administration, Maintain Code Tables, CCO Change Category.  

 

 



Maintain Code Tables Windows 

CM&P System User Guide                            Department of Transportation          20.47 

Version  2.000      04/08/02                                     State of  South Dakota 

 

County Maintenance Window and Toolbar 
The County Maintenance Window is reached through the menu path: Administration, Maintain 
Code Tables, County.  
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Organizational Unit Maintenance Window and Toolbar 
The Organizational Unit Maintenance Window is reached through the menu path: 
Administration, Maintain Code Tables, Organizational Unit.  
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State Table Maintenance Window and Toolbar 
The State Table Maintenance Window is reached through the menu path: Administration, 
Maintain Code Tables, State.  
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Standard Bid Items Maintenance Window and Toolbar 
The Standard Bid Items Maintenance Window is reached through the menu path: Administration, 
Maintain Code Tables, Standard Bid Items.  
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Standard Bid Item Pay Categories Maintenance Window and Toolbar 
The Standard Bid Item Pay Categories Maintenance Window is reached through the menu path: 
Administration, Maintain Code Tables, Contractor.  
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21. Using the Online Help 
Users needing specific help for a CM&P Window or those whose CM&P System User Guide 
manual is out of reach may use the CM&P Online Help.  This function is reached through the 

Help Button  or  on many windows or through the menu path: Help, Help 
Contents.  The Help Window allows users to search for information about the application in three 
different ways: in a table of contents, in an index, and in a full text search.  It also allows users to 
browse through related topics, make notes to themselves, and find help topics they looked at 
earlier.  

Within Help Windows, users are often instructed to click on provided examples of CM&P 
windows for further help, but green text is also an indicator of further help available as shown 
below. 
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Search the Help Window Contents Tab 
 To search the Help Window Contents Tab, perform the following steps. 

 

1. Click on the Help Button available on the window  or toolbar . 

OR 

Follow the menu path: Help, Help Contents. 

The Help Window appears, displaying either the help topic assigned to the specific window from 
which it was called or the default help topic as shown in the example below. 

 

2. If the Help Topics tabs are not visible on the left side of the window, click on the Help Topics Button 
 on the Help Window Toolbar. 
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The Help Topics tabs appear on the left side of the window displaying the Contents Tab as shown 
below.  (Clicking on the Help Topics Button again will hide the tabs and allow a better view of the 
current help topic and its examples.) 

 

3. Scan down the listing of books for your general area of interest.  Click on the desired book or on the 
plus sign in front of it. 

The book will open and display its pages and (in some cases) its subordinate books as in the example 
below. 

4. Double-click on a page’s help topic to look at it. 



CM&P System User Guide 

21.4       Department of Transportation                             CM&P System User Guide 

                     State of South Dakota                                      Version  2.000      04/08/02 

 

The help topic selected is displayed on the right side of the Help Window.  In this example, on the 
Contents Tab, the book Pay Estimate is opened, then within it the book Price Adjustment is opened 
to the Edit a Price Adjustment page. 

 

5. Click on the Help Topics Button to hide the tabs on the left and display the complete width of the help 
topic. 

6. Use the scrollbar to view the complete length of the help topic. 

7. Use the Browse Buttons on the Help Toolbar to move forward and backward to other related help 
topics. 

8. Use the Bookmark menu item to add the topic to the bookmark list if desired.  

  Once a topic is added to the bookmark list, clicking on the Bookmark menu item will allow users 
to select that topic and jump directly to it.  The keystroke is Alt + M. 

9. Use the Edit menu item to copy the help topic into another file or to annotate the topic for future 
reference if desired. 

   Annotating a topic creates a paperclip symbol  in the upper left corner of the help topic display.  
When the paperclip is clicked on, any notes recorded about the instructions or the CM&P function they 
are associated with are displayed for reading, editing, or deletion. 
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Search the Help Window Index Tab 
 To search the Help Window Index Tab, perform the following steps. 

1. Click on the Help Button available on the window  or toolbar . 

OR 

Follow the menu path: Help, Help Contents. 

The Help Window appears, displaying either the help topic assigned to the specific window from 
which it was called or the default help topic as shown in the example below. 

 

2. If the Help Topics tabs are not visible on the left side of the window, click on the Help Topics Button 
 on the Help Window Toolbar. 
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The Help Topics tabs appear on the left side of the window and display the Contents Tab as shown 
below.  (Clicking on the Help Topics Button again will hide the tabs and allow a better view of the 
current help topic and its pictures.) 

 

3. Click on the Index Tab. 
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The Index Tab displays as in the example below. 

 

4. Enter the desired index term in the highlighted field. 

The list below the entry field changes to display index entries alphabetically close to the desired term. 

5. Find and click on the desired term within the list, scrolling to locate it if necessary. 
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If more than one help topic is associated with the selected term, a dropdown of choices becomes 
available to click on to display their help topics as shown below. 

 

 

OR 
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If there is only one help topic associated with the term, the topic is displayed in the help window as 
shown below. 

  

6. Click on the Help Topics Button to hide the tabs on the left and display the complete width of the help 
topic. 

7. Use the scrollbar to view the complete length of the help topic. 

8. Use the Browse Buttons on the Help Toolbar to move forward and backward to other related help 
topics. 

9. Use the Bookmark menu item to add the topic to the bookmark list if desired.  

  Once a topic is added to the bookmark list, clicking on the Bookmark menu item will allow users 
to select that topic and jump directly to it.  The keystroke is Alt + M. 

10. Use the Edit menu item to copy the help topic into another file or to annotate the topic for future 
reference if desired. 

  Annotating a topic creates a paperclip symbol  in the upper left corner of the help topic display.  
When the paperclip is clicked on, any notes recorded about the instructions or the CM&P function they 
are associated with are displayed for reading, editing, or deletion. 
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Search the Help Window Search Tab 
 To search the Help Window Search Tab, perform the following steps. 

1. Click on the Help Button available on the window  or toolbar . 

OR 

Follow the menu path: Help, Help Contents. 

The Help Window appears, displaying either the help topic assigned to the specific window from 
which it was called or the default help topic as shown in the example below. 

 

2. If the Help Topics tabs are not visible on the left side of the window, click on the Help Topics Button 
 on the Help Window Toolbar. 
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The Help Topics tabs appear on the left side of the window and display the Contents Tab as shown 
below.  (Clicking on the Help Topics Button again will hide the tabs and allow a better view of the 
current help topic and its pictures.) 

 

3. Click on the Search Tab. 

If the search option has not been used before, a short wizard may appear as in the example below. 

   

Click on the Next Button and the Finish Button. 
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The Search Tab displays as in the example below. 

 

4. Enter the desired search term in the highlighted field. 

The matching list to narrow the search changes to display search entries alphabetically close to the 
desired term. 

5. Find and click on the desired term within the matching list to narrow the search, scrolling to locate it 
if necessary. 
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The available topics associated with the search term appear in the topics to display field as shown 
below. 

 

6. Click on the desired topic to display. 

The topic displays in the help window as shown below. 

 

7. Click on the Help Topics Button to hide the tabs on the left and display the complete width of the help 
topic. 

8. Use the scrollbar to view the complete length of the help topic. 
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9. Use the Browse Buttons on the Help Toolbar to move forward and backward to other related help 
topics. 

10. Use the Bookmark menu item to add the topic to the bookmark list if desired.  

  Once a topic is added to the bookmark list, clicking on the Bookmark menu item will allow users 
to select that topic and jump directly to it.  The keystroke is Alt + M. 

11. Use the Edit menu item to copy the help topic into another file or to annotate the topic for future 
reference if desired. 

  Annotating a topic creates a paperclip symbol  in the upper left corner of the help topic display.  
When the paperclip is clicked on, any notes recorded about the instructions or the CM&P function they 
are associated with are displayed for reading, editing, or deletion. 



Online Help 

CM&P System User Guide                            Department of Transportation          21.15 

Version  2.000      04/08/02                                     State of  South Dakota 

 

Help Topics Bookmarks 
A help topic must first be on the bookmark list before it can be found through the Bookmark menu item.  
For information on defining, deleting, and accessing bookmarked topics, refer to the instructions below. 

 

Define a Bookmark Function 
 To bookmark a help topic for later reference, perform the following steps. 

1. Open the desired help topic in the Help Window. 

2. Follow the menu path: Bookmark, Define. 

The Bookmark Define Window appears, displaying the title of the current help topic as shown below. 

 

3. If this is the desired help topic to bookmark, click on the OK Button . 

The help topic is added to the alphabetical list of marked topics in the lower window. 

4. Repeat steps 1-3 as desired for other help topics. 

 

 

Delete a Bookmark Function 
To remove a topic from the bookmark listing, perform the following steps. 

1. Open the Help Window from the menu path: Help, Help Contents OR from a Help Button. 

2. Follow the menu path: Bookmark, Define. 
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The Bookmark Define Window appears as shown below. 

 

3. Click on the desired help topic to delete, highlighting it. 

4. Click on the Delete Button . 

The help topic is removed from the bookmark list. 

5. Repeat steps 2-4 as desired for other help topics. 

 

 

  Use the Bookmark Function to Find a Help Topic 
 To find a help topic previously added to the bookmark listing, perform the following steps. 

 

1. Open the Help Window from the menu path: Help, Help Contents OR from a Help Button. 

2. Hover the mouse over the Bookmark menu item. 

All help topics on the alphabetical bookmark list appear as shown below. 

 

3. Click on the desired help topic to view. 

The help topic is instantly displayed. 

4. Repeat steps 2-3 as desired for other help topics. 



Online Help 

CM&P System User Guide                                Department of Transportation 21.17 

Version  2.000      04/08/02                                    State of  South Dakota               

 

Use the Help Topic History Function 
  Help topics viewed at times other than the present help session will not be available, unless 

bookmarked.  Refer to Use the Bookmark Function for bookmarked help topics. 

To use the help topic history function, perform the following steps. 

1. Open the Help Window from the menu path: Help, Help Contents OR from a Help Button. 

2. Follow the menu path: Options, Display History Window. 

The Windows Help History Window displays, listing (in reverse order) the windows viewed since the 
Online Help was called, as shown below.  

 

3. Locate and click on the desired help topic, using the scrollbar and/or arrow keys if necessary. 

The help topic is instantly displayed. 
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Keep Notes within a Help Topic 
A help topic may be used to store users’ personal notes about how to perform a CM&P function.  For 
information on entering, deleting, and accessing your own notes within help topics, refer to the instructions 
below. 

 

  Annotate a Help Topic 
 To annotate a help topic, perform the following steps. 

 

1. Open the desired help topic in the Help Window. 

2. Follow the menu path: Edit, Annotate. 

The Annotate Window appears as shown below. 

 

3. Enter any notes desired. 

4. Click on the Save Button . 

A paperclip appears in the upper left corner of the help topic as shown below.  Whenever the help topic 
is called, this paperclip will display as an icon available to access the notes recorded-until the user 
notes are deleted. 
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Delete an Annotation from a Help Topic 
 To delete old notes from a help topic, perform the following steps. 

 

1. Open the desired help topic in the Help Window. 

It opens as shown below with a paperclip in the upper left corner. 

 

2. Click on the paperclip  OR follow the menu path: Edit, Annotate. 

The Annotate Window appears as shown below. 

 

3. Click on the Delete Button . 

The annotation is removed. 
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Read and/or Edit Annotations in a Help Topic 
 To read or edit notes added to a help topic in the past, perform the following steps. 

 

1. Open the desired help topic in the Help Window. 

It opens as shown below with a paperclip in the upper left corner. 

 

2. Click on the paperclip  OR follow the menu path: Edit, Annotate. 

The Annotate Window appears as shown below. 

 

3. Read and/or edit any notes as desired. 

4. Click on the Save Button  to save any changes made OR click on the Cancel Button 
 if no changes were made. 
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Add Button 

  The  Add Button clears  it does not delete  the information in the 
currently active window and allows users to enter information about a new item. 

Add Supplemental Button 

  The Add a Supplemental Pay Estimate Button allows users to 
generate a pay estimate after a final pay estimate is approved.  This is used in cases where a final 
pay estimate does not contain all pay items, as additional issues have occurred since the final pay 
estimate.  A supplemental pay estimate would be created only if a supplemental CCO had been 
created 

Apply Button 

  The Apply Button commands CM&P to record all of the work performed 
since the last OK, save or apply command was performed. 

Assessed Day 

An assessed day is one that is deducted from the total number of contract days.  

Assign Button 

  Use the Assign Button to move highlighted items from one field to the other. 

Assign Price Adjustment Button 

  The Assign Price Adjustment Button opens the Assign Price Adjustments to 
CCO’s Window, allowing users to move pay estimates’ actual price adjustments into association 
with the Contract Change Order. 

Authorize Button 

  Clicking on the Authorize Button causes all the currently selected 
(highlighted) item installations to be authorized at the same quantity as they were installed. 

Authorize All Button 

  The Authorize All Button allows users to authorize all item installations or pay 
estimates for a contract (depending on which window is open).  

Authorize Item Installs Button 

  The Authorize Item Installs Button opens the Authorize Item Installation Window 
(a pay item must first be selected).  This enables users to authorize the item installation(s) that 
have been recorded for a particular pay item. 
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Authorized Quantity 

The quantity that a manager has authorized for a recorded installation.  This amount may 
be equal to or less than the amount recorded by the technician. 

Authorize an Installation 

The process through which the manager "checks off" on all measurements and does or 
does not accept them.  The manager authorizes the amount deemed appropriate, which could be 
less than the technician recorded. 

Back Button 

  The Back Button on the Help Window allows users to display the previous 
Help Topic.  By repeatedly clicking the Back Button, users can return to the first Help Topic 
called when opening the Help file.  The keystroke is Alt +B. 

Backing Out  

The process used to cancel a price adjustment after the respective pay estimate has been 
approved. 

Bid Item  

Each task or material that the contractor bids to perform work on. 

Bid Letting 

The contract bidding system that determines the lowest bidder, to whom the contract is 
awarded. 

Biweekly Progress Report Button 

  The Biweekly Progress Report Button allows users to access the Biweekly 
Progress Report Window, within which they can create, edit, and delete biweekly progress reports. 

Browse Buttons 

  The Forward and Backward Browse Buttons allow users to move 
through a sequence of related help topics.  When the end of a group of help topics is reached, users 
can Browse the other direction or choose another topic from the Help Topics panel.  

Cancel Button 

  The Cancel Button allows users to stop the CM&P System from acting on 
the command or information that they have entered.  The window will usually close when this 
button is clicked, but users can re-open it as it was at their last save command. 

Change Instruction Button 

  The Change Instruction Button allows users to enter the details about how a 
contract change order is to be completed. 
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Change Item Button 

  The Change Item Button accesses the Change Item Maintenance Window, from 
which users can create, edit, and delete a change item. 

Change Order Button 

  The Change Order Button allows users to enter information about a correction to a 
contract.  A Change Order in some way alters the cost or schedule involved in a contract.  This 
button opens the Change Order Maintenance Window, in which users can create, edit, and delete a 
change order. 

Change Reason Button 

  The Change Reason Button opens the Change Reason Window, in which users can 
create, edit, and delete change reason(s). 

Claim  

A financial discrepancy between the DOT and a contractor.  Claims usually occur when 
the DOT is willing to pay less on an item installation than the contractor believes to be fair, in 
which case the claim ends in litigation. 

Click 

A computer term meaning to click on the button on the mouse once. 

Close a Pay Item 

All pay items must be closed before a contract can be finalled.  Before a pay item can be 
closed, the authorized quantity must be equal to the contract and paid quantities. 

Close All Pay Items Button 

  The Close All Pay Items Button allows users to simultaneously mark 
every open pay item in the contract as closed. 

Close Pay Items Button 

  The Close Pay Items Button opens the Close Pay Items and Edit Pay Items 
Window, within which users may close pay items.  By doing so, users are verifying that all 
scheduled item installations have been performed. 

Close Window Button 

    The Close Button allows users to close the window by clicking on it.   

 Any information changes in the window will not be saved unless the Save, Apply, or OK 
Buttons have been used before the Close Button. 
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Conflicts Button 

  The Conflicts Button opens the Item Installation Resolution Window.  This 
window allows users to resolve any conflicts encountered for the contract selected. 

Contract Change Order (CCO)  

A contract change order (CCO) lets users add additional work or materials to a contract 
after the initial contract is signed.  The CCO can have the effect of changing specifications and/or 
the total dollar amount of the contract. 

Contact Change Instruction 

A contract change instruction is the information that will be sent to the contractor 
explaining how the change item(s) listed should be accomplished.  By creating a contract change 
instruction, users essentially create a category into which change items will be assigned.  For 
example, if change instructions entitled Adjust Pipe Qty and Perform Misc. Work are created, 
users would then specify which change items should be classified under the Adjust Pipe Qty 
instruction and which change items should be classified under the Perform Misc. Work 
instruction. 

Contract Change Reason 

A contract change reason is the recorded explanation for a contract change.  By creating 
a contract change reason, users essentially create a category into which change items will be 
assigned.  For example, if change reasons entitled Additional Structure and Minor Variations 
are created, users would then specify which change items should be classified under the 
Additional Structure reason and which change items should be classified under the Minor 
Variations reason. 

Contract Days Button 

  The (Manage) Contract Days Button opens the Contract Days Window.  This 
window enables project management to establish the first and last calendar dates that are to 
involve work on the contract.  It is important to realize that the dates entered here are used to 
provide (via the handheld replication process) the technician(s) on the contract with the dates to 
record weather and other observations.  It is also important to understand that the dates entered 
here should be broad enough to encompass any possible schedule delays, etc.  There is no problem 
if the technician(s) have excess dates at the end of the contract, but there is a problem if 
management does not make the date range broad enough.  The technician(s) is left in the field with 
no way of recording observations (because CM&P runs out of dates for which to do so). 

Contract ID Number 

The Contract Identification Number uniquely identifies a contract within the SD DOT. 

Contract Issue 

A formal record that a problem has been encountered at a construction location.  By 
creating a contract issue, DOT personnel make an official record that a particular problem exists 
for the contract.  This record plays an important role in the life of the contract because the CM&P 
System will not allow a contract to be finalled if any issues exist (i.e., if they have not been 
resolved). 
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Contract Issue Button 

  The Contract Issue Button allows users to record an issue that occurs at the site 
and affects the work being done on the contract.  It is important that such issues be recorded (and 
properly resolved) so that problems can be promptly resolved so as not to impact contract schedule 
and cost. 

Contract Log Button 

  The (Manage) Contract Log Button opens the Contract Log Window, in which 
users can record important information about the contract. 

Contract Pay Item  

An item bid as part of the contract. 

Contract Phases Button 

  The (Manage) Contract Phases Button opens the Contract Phases Window.  This 
window is used by contract management to divide a contract into several measurable groups based 
on date ranges.  Dividing a contract into smaller time intervals enables management to more 
accurately set timelines for various tasks. 

Contract Weather Day Button 

  The Contract Weather Day Button opens the Contract Weather Day Window 
where users can record and edit weather and contractor working day information. 

Counties Button 

  The Counties Button opens the Project County Maintenance Window, 
allowing users to add or delete counties for the project.  Multiple counties can be assigned or 
unassigned at once by using the Shift or Ctrl keys to select multiple entries and then clicking on 
either the Assign or Unassign Buttons. 

 Each project must have at least one county assigned to it for the CM&P System to function 
correctly. 

Create a New Change Request Button 

  The Create a New Change Request Button opens the Create a New Change 
Request Window, allowing users to enter information about a change request into the CM&P 
System. 

Create a New Problem Report Button 

  The Create a New Problem Report Button opens the Create a New Problem 
Report Window, allowing users to enter information about a problem into the CM&P System. 
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Create a Visual Inspection Button 

  The Create a Visual Inspection Button opens a new visual inspection in the list 
panel of the Visual Inspection Window, allowing users to enter information about a visual 
inspection into the CM&P System. 

Delete Button 

  The Delete Button allows users to permanently remove information, deleting 
the data displayed in the window. 

Delete Supplemental Button 

The Delete a Supplemental Pay Estimate Button allows users to remove a pay estimate 
that was created after a final pay estimate is approved.  This option is useful for starting over if a 
large mistake was made in a Supplemental Pay Estimate. 

Double Click  

Clicking the appropriate mouse button twice. 

Edit Change Request Button 

  The Edit Change Request Button opens the Edit Change Request Window, 
allowing users to edit change request information. 

Edit Problem Report Button 

  The Edit Problem Report Button opens the Edit Problem Report Window, 
allowing users to edit problem report information. 

Edit View Projects Button 

  The Edit/View Project Button allows users to add, change, and delete projects 
associated with each contract. 

Edit View Subcontractors Button 

  The Edit/View Subcontractor Button allows the Project Engineer to view the 
percentage of the work that has been sublet to each subcontractor and to determine if he/she has 
the necessary Equal Employment Opportunity (EEO) information from each subcontractor. 

Exit Button 

  The Exit Button allows users to exit the CM&P System.  When this button is 
selected, all windows in the application will be closed, and users will be returned to the Windows 
desktop (or any other open application). 
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Filter Button 

  The Filter Button enables users to arrange information according to desired 
parameters.  For instance, a window that consists of five columns can be filtered for only the 
desired information. 

Final CCO 

The last CCO intended to be developed during a contract.  Any final quantities to adjust 
or final items to be added are included in this CCO. 

Final Pay Estimate 

The last pay estimate developed during a contract.  Any items remaining to be paid for 
are included here. 

Force Account Item of Work 

When the DOT and contractor cannot agree on the price of an item, the DOT tracks the 
work on an hourly basis.  Payment is then calculated "by hand," and the dollar amount is entered. 

Group DOT 18’s Button 

  The Group DOT 18’s Button allows users to create a single DOT 18 from multiple 
DOT 18’s. 

Haul Road Items  

Line numbers in the 900's that can be paid for in any quantity immediately.  If additional 
900 items are needed, they require a CCO but can be paid for before the CCO has been approved. 

Help Button 

   The Help Button allows users to retrieve help from the application's 
electronic help file regarding questions or difficulties.  If the specific information required is not 
supplied immediately, try searching the Contents, Index, or Search Tabs of the Help Topics 
panel displayed to the left of the main Help panel. 

Help Topics Button 

  Clicking the Help Topics Button in the Help Window allows users to display 
or hide the Help Topics Panel to the left of the Help Topic currently displayed.  The keystroke is 
Alt+T. 

History Button 

  The History Button opens the Price Adjustment History Window, where 
users can review every adjustment made to the selected pay item throughout the contract. 
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Insert Button 

  The Insert Button inserts a row into an information window.  This is necessary 
when performing such actions as adding a new user to the CM&P System. 

Item Installation  

A piece of recorded work; a single recorded measurement. 

Item Installation Button 

  The Item Installation Button allows users to record item installations and site 
observations that are specific to an individual item installation. 

Jump 

Any word underlined by a solid green line is a jump.  Jumps move users from one CM&P 
help topic to another as soon as the users click on the underlined word(s). 

  To return from a jump, click on the Back Button located at the top of the Help Window. 

Liquidated Damage  

Contractors are financially penalized for each day that their contracts go beyond the 
contract end dates specified.  The amount of the penalty -- the liquidated damage amount -- is 
defined at the beginning of a contract using the Identifying Tab in the Manage Contract Window.  
Damages are dictated by the dollar size of the contract.  A table specifies the exact damage rates to 
use.  Liquidated damages are assessed in the Pay Estimate Maintenance Window. 

Manage Contract Button 

  The Manage Contract Button allows users to access administrative-type 
information about a contract.  This is also where management will go to set up a contract 
following bid award. 

Materials Certification 

Official certification that the materials used on a job have been tested and are certified as 
adequate by the DOT materials engineer. 

Menu 

A means of displaying and selecting commands and functions. 

Menu Bar 

  Located at the top of the window, 
below the title bar, this bar contains several menu items. 
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Minimize Window Button 

  Located in the upper right-hand corner of the window, the Minimize Window 
Button allows users to shrink a window on screen without closing it, so that they can move easily 
between it and another window.   

  A minimized window's information is not saved until users click on the Save, Apply, or OK 
Button. 

Modify Button 

  The Modify Button causes the cells within the window to turn white, indicating that 
the information can be changed.  To prevent inadvertent changes or deletions, it is recommended 
that users use the View Button after making all of the desired entries.  The View Button returns 
the cells in the window to gray, which prevents changes from being made. 

OK Button 

  The OK Button functions the same way as the Enter Button for the CM&P 
System, telling the system to accept the work or command entered. 

Pay Estimate  

A pay estimate is generated every two weeks and includes pay items specifying the work 
that should be paid for. 

Pay Estimate Button 

  The Pay Estimate Button on the Pay Estimate Window Toolbar opens the Pay 
Estimate Maintenance Window. 

Pay Estimate Button 

  The Pay Estimate Button opens the Pay Estimate Window, within which users can 
create and edit pay estimates. 

Pay Estimate Item Button 

  The Pay Estimate Item Button opens the Pay Estimate Item Maintenance Window, 
within which users can create, edit, and delete pay estimate items. 

Pay Item  

An individual element of work that is to be performed during the contract and which 
CM&P entries allow to be tracked. 
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PCEMS Number 

The Pre-Construction Engineering Management System (PCEMS) Number is a four-digit 
control number manually assigned by the Planning Department.  This number also uniquely 
identifies a contract within the SD DOT. 

Penalty Day 

A penalty day is recorded for each day that work is performed beyond the established 
contract date. 

Popup 

Any word underlined by a dotted green line is a popup.  A popup displays a brief 
description or definition of the underlined word.  Clicking again anywhere on the screen will close 
the popup. 

  A popup does not change which help topic users are viewing.  It merely layers another 
(usually smaller) window over the top of the first. 

Price Adjustment  

A positive or negative adjustment made to a pay estimate item to account for incentive 
pay, material deviations, or specification deviations. 

Price Adjustment Button 

  The Price Adjustment Button allows users to access the Price Adjustment 
Maintenance Window, in which they can create, edit, and delete price adjustments. 

Print Button 

   The Print Button allows users to print the material currently shown on 
the screen. 

 This will print the entire screen.  Users may like to reposition the window before printing so 
that more items are visible. 

Project 

Each contract is subdivided into units of work called projects.  Each project has a 
number assigned to it. 

Project Number 

A Project Number is comprised of multiple character combinations that indicate such 
information as prefix, highway number, route number, and agreement number and is used to 
identify each DOT project. 
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Record Work Button 

  The Record Work Button opens the Record Work Window, which enables users to 
create, edit, and delete recorded measurements. 

Refresh F5 

Selecting the Refresh menu option causes the CM&P System to recreate the screen with 
the most recently entered data included.  The shortcut key for this option is F5.  

Report Parameters Button 

  The Reports Parameters Button allows users to specify the desired parameters 
(i.e., which information to be included in the report.) 

Resize Window Button 

  Located in the upper right hand corner of the window, the Resize Window Button 
(both appearances are shown here) allows users to increase or decrease the size of the window. 

Royalty 

If the DOT pays a landowner for material used on a contract, the cost of such materials is 
subsequently withheld from the contractor. 

Save Button 

   The Save Button records all of the work performed since the last save 
command was performed.  Users are encouraged to save information frequently to prevent losing 
data.  Only saving changes or additions before closing the window will allow the changes to enter 
the CM&P System. 

Scrollbar 

  Using the scrollbar or its 
arrows will move to the data or information that does not currently display on the screen.  

Search Button 

  Once the desired type of number is specified, and the desired number entered 
in the Search For panel Value field, clicking on the Search Button  will begin the search. 

Select All Button 

  The Select All Button allows users to select all item installations listed for a 
contract line item. 

Select Contract Button 

  The Select Contract Button allows users to return to the Select Contract Window. 
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Sort Button 

  The Sort Button allows users to view information sorted and arranged according to 
the desired parameter(s), for example alphabetical, numerical, or some other order. 

Spelling Button 

  The Spelling Button allows users to check the spelling of the entered text for errors 
before saving it. 

Split a DOT 18 Button 

  The Split a DOT 18 Button allows users to create multiple DOT 18’s from a single 
DOT 18. 

Stockpile  

Materials delivered to the job site for use on a contract.  The DOT may pay the price of 
the stockpiled materials before the contractor uses the materials in the job. 

Stockpile Button 

  The Stockpile Button allows users to access the Stockpile Maintenance Window, in 
which they can create, edit, or delete a stockpile. 

Supplemental CCO  

A CCO that is generated after the final CCO is approved.  This is used in instances where 
an approved final CCO exists but additional changes are still necessary. 

Supplemental Pay Estimate  

A pay estimate that is generated after a final pay estimate is approved.  This is used in 
cases where a final pay estimate does not contain all pay items, as additional issues have occurred 
since the final pay estimate.  A supplemental pay estimate would be created only if a supplemental 
CCO had been created. 

Text Wizard Button 

  The Text Wizard Button in the Filter Data Window opens the Text Wizard 
Window within which users can specify letters, numbers, or words that must appear in filtered 
data. 

Toolbar  

  A row of icons shown at the top of the screen, beneath the title and 
menu bars.  By clicking on an icon, users can open a new window or perform a task. 

Unassign Button 

  Use the Uassign Button to move highlighted items back from one field to the 
other. 
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Verify Button 

  The Verify Button on the Filter Data Window allows users to check their 
filter expressions before attempting to use them to control the data included in a report. 

View Button 

  The View Button allows users to prevent unintentional changes from being made to 
the currently active window.  By selecting the View Button, users are instructing the application 
to protect the displayed information from changes until the Modify Button is selected. 

Visual Inspection Button 

 The Visual Inspection Button opens the Visual Inspection Window, allowing users 
to enter or edit visual inspections for pay items in the contract. 

Work Authorization  

An authorization for contractors, allowing them to add work or materials.  Work 
authorizations enable the contractor to begin work before a CCO is approved.  This is done to 
"speed up" the work process.  A work authorization is followed by a CCO. 

Work Authorization Button 

  The Work Authorization Button opens the Work Authorization Window, in which 
users can create, edit, and delete work authorizations. 

Zero Out  

Used when there is a need to delete a price adjustment and its associated pay estimate 
item when the pay estimate has been approved.  Rather than deleting the price adjustment, zeroing 
out produces another price adjustment to balance the original.  The result is a zero balance.  This is 
automatically created by the system. 
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