Contract Document Workflow
By John Dosch

Last Updated 04/22/2014
1.) Getting to the Contract Document Workflow Links




02
2.) Workflow Layout








07
3.) Initial Submission Routes







09
4.) Security By State








12
5.) Transition Descriptions







14
a. CLD Create ( Contract Manager Review




14
b. Contract Manager Review ( Ready to Print




16
c. Contract Manager Review  ( CLD Create




18
d. Ready to Print ( CLD Released





20
e. Ready to Print ( CLD Create






23
1.) Getting to the Contract Letting Document Workflow Links
In order to get to the links for the Contract Document Workflow users will need to go through ITAP.  Here are the steps to get to ITAP.

1.) Open Internet Explorer and wait for the ERIN (Employee Resource Internal News) website to open.  Once it is open, click on the “ITAP” link.
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This will take you to the ITAP page.
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In order to get to the Contract Document Workflow links, the user must use the following chain of applications.

1. INDOT Applications

2. ERMS

3. Letting Documents

4. Contract Letting Document Workflow

After going through this chain of clicks, the user will find themselves at the links for the Contract Letting Document Workflow.
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The three links are broken out as follows.

· UCM URL – Will take the user to the UCM website
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· BPM URL – Will take the user to the BPM workspace
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· File Upload URL – Will take the user to MFUT (Multiple File Upload Tool)
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2.) Workflow Layout
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Presented in the above figure is a diagram of the Contract Letting Document Workflow.  A few key points about the diagram follow.

· The numbers on each of the transitions says who is capable of making the transition and corresponds to the following list :

Add a document
The following roles can add documents:

· CLDContractManager
· CLDPublisher

· CLDTechnicalWriter 

Transitions BPM

1. CLD CREATE ( CONTRACT MANAGER REVIEW

Done by Roles

· CLDContractManager
· CLDPublisher

· CLDTechnicalWriter
2. CONTRACT MANAGER REVIEW ( READY TO PRINT

Done by Role

· CLDContractManager
3. CONTRACT MANAGER REVIEW ( CLD CREATE

Done by Role

· CLDContractManager
4. READY TO PRINT ( CLD RELEASED

Done by Roles

· CLDContractManager
· CS Review Specialist

· CLDPublisher

3. READY TO PRINT ( CLD CREATE

Done by Roles

· CLDContractManager
· CLDCSReviewSpecialist
· CLDPublisher

Transition UCM – this is done as an ‘update’ to a document.
4. CLD RELEASED ( CLD ARCHIVES

3.) Initial Submission
CLDContractManager, CLDPublisher abd CLDTechnicalWriter are the three roles allowed to submitdocuments to the Contract Letting Document Workflow.    When submitting files, users will go through the UCM interface. below
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To start the check in process, click on the “New Check-In” dropdown and choose the option for “Contract Letting Documents.
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This will bring up the form for checking in a new document.
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From here, fill out the required fields (marked in red) and select your file.  Then click on the “Check In” button to submit the file.  This initial check-in form will only have one Status of ‘CLD CREATE’ available.
4.) Security By State
	STATE
	ROLE
	READ
	WRITE
	DELETE

	CLD CREATE
	CLDContractManager
	Y
	Y
	 N

	 
	CLDEstimator
	Y
	Y
	 N

	 
	CLDTechnicalWriter
	Y
	Y
	 N

	 
	CLDCSReviewSpecialist
	Y
	Y
	 Y

	 
	 
	 
	 
	 

	STATE
	ROLE
	READ
	WRITE
	DELETE

	CONTRACT MANAGER REVIEW
	CLDContractManager
	Y
	Y
	 Y

	 
	CLDEstimator
	Y
	Y
	 N

	 
	CLDTechnicalWriter
	Y
	Y
	 N

	 
	CLDPublisher
	Y
	N
	N

	STATE
	ROLE
	READ
	WRITE
	DELETE

	READY TO PRINT
	CLDContractManager
	 Y
	 Y
	 Y

	 
	CLDCSReviewSpecialist
	 Y
	 Y
	 N

	 
	CLDEstimator
	 Y
	 Y
	 N

	 
	CLDTechnicalWriter
	Y
	Y
	 N

	 
	CLDPublisher
	 Y
	 N
	N

	 
	 
	 
	 
	 


	STATE
	ROLE
	READ
	WRITE
	DELETE

	CLD RELEASED
	CLDContractManager
	 Y
	 Y
	 N

	 
	CLDCSReviewSpecialist
	Y
	Y
	 Y

	 
	CLDTechnicalWriter
	Y
	N
	 N

	 
	CLDPublisher
	 Y
	 N
	N

	 
	CLDEstimator
	Y
	N
	 N

	 
	GENERAL USERS
	Y
	N
	N

	 
	 
	 
	 
	 

	STATE
	ROLE
	READ
	WRITE
	DELETE

	CLD ARCHIVES
	Contract Manager
	Y
	 Y
	 N

	 
	CLDEstimator
	Y
	N
	 N

	 
	CLDPublisher
	 Y
	 N
	N

	 
	CLDTechnicalWriter
	Y
	N
	 N

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	STATE
	ROLE
	READ
	WRITE
	DELETE

	PRINTED
	CLDContractManager
	 Y
	 Y
	 N

	 
	CLDTechnicalWriter
	Y
	Y
	 Y

	 
	CLDPublisher
	 Y
	 Y
	N


5.) Transition Descriptions
Following are descriptions of the transitions that are available in the Contract Letting Document Workflow.

5.a) CLD Create ( Contract Manager Review:

The roles that can perform this transition are Contract Manager, Estimator, and Technical Writer.  In order to start this transition, the user needs to click on the “BPM URL” link in ITAP.
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Once the user is in BPM, they should select the view titled “CLD Create.”  This will provide them with a list of all the files in the “CLD Create” state.
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Select the file(s) that need to be transitioned, and then click on the “Actions” dropdown to select the destination for the files. To select multiple files, use ctl click.
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The top of the “Actions” dropdown will show the possible destinations for the file.  For the Contract Letting Documents Workflow, the only option is “Contract Manager Review”.  Click on this to send the document(s) to “Contract Manager Review” (above).
5.b) CONTRACT MANAGER REVIEW ( READY TO PRINT OR

        CONTRACT MANAGER REVIEW ( CLD CREATE


The roles that can enact this transition are the CLDContractManager.  In order to start this transaction, the user needs to click on the “BPM URL” link in ITAP.
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Once the user is in BPM, they should select the view titled “CLD Contract Manager Review.”  This will provide them with a list of all the files in the “Contract Manager Review” state.
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Select the file(s) that need to be transitioned, and then click on the “Actions” dropdown to select the destination for the files.
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The top of the “Actions” dropdown will show the possible destinations for the file.  There are two possible states to choose:  Ready to Print and CLD Create. 
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5.c ) READY TO PRINT ( CLD RELEASED

READY TO PRINT ( CLD CREATE


The roles that can enact this transition are CLDContractManager, Contract Manager, and Technical Writer.  In order to start this transaction, the user needs to click on the “BPM URL” link in ITAP.
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Once the user is in BPM, they should select the view titled “CLD Ready to Print  This will provide them with a list of all the files in the “CLD Ready to Print” status.
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Select the file(s) that need to be transitioned, and then click on the “Actions” dropdown to select the destination for the files.
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The top of the “Actions” dropdown will show the possible destinations for the file.  For the Contract Letting Document Workflow, the options are “Released” and “CLD Create”.  
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5.d) CLD Released (CLD ARCHIVES

The role that can enact this transition is the CS Review Specialist.  This is performed in the UCM interface, not the BPM one.
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Once the user is in UCM, search for the desired document.  Click on the Search menu, select Contract Letting Documents.
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Enter the search criteria.  You can also set the ‘results per page’ at the bottom of the screen.   Then click the “search” button.  
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Select the file that needs to be transitioned by clicking on the ‘i’ icon and wait for the Content Information page to open in the panel below.  To view the files, just click on the ID column link.
[image: image25.png]Search Form —> Search Results

O page[1x]of2 ©

o Tt oate - | author Actons
INDOTDEV 1545275 | test 4214 Toers. L=16)
INDOTDEV 1545265 | tes. 42114 TKoers. L=16)
INDOTDEV 1545253 | ProjectFinanceFieArchivesCoverSheet 41714 Toers. L=16)
INDOTDEV 1545182 | test 4/10/14 Toers. L=16)
INDOTDEV 1545174 | test 4/10/14 Thoers [5[6]
INDOTDEV 1545164 | test 4914 TKoers. L=16)
INDOTDEV 1544367 | 534w5 7/14 TKoers. L=16)
INDOTDEV 1544957 | test 417114 Toers [5[6]
INDOTDEV 1544835 | n 32814 Toers. L=16)
INDOTDEV 1544834 | n 32814 Toers. L=16)
INDOTDEV 1544832 | n 32814 Toers. L=16)
INDOTDEV 1544824 | r 32814 Toers. L=16)
INDOTDEV 1544820 | dd 32814 Toers. L=16)
INDOTDEV 1544818 | dd 32814 Toers. L=16)
INDOTDEV 1544809 |5 32814 Toers. L=16)
INDOTDEV 1544807 |5 32814 Toers. L=16)
OOV 002143 | st /14 TRowrs [=16)
OOV 002142 | estsss /14 TRowrs [=16)
OOV 002131 | st /14 TRowrs [=16)
ooy 210 | dd /14 TRowrs [=16)

© page[1x]of2 ©





[image: image26.png]Content Information

~ Content Actons.

~ Emal

Links

INDOTDEV_1545275
2

CONTRACT LETTING DOCUMENT
test

TKoers

OLD RELEASED

OLD RELEASED
contract_letting_document.

123

2222224

Crawfordsvile
Qand A Form
4/26/14 12:00 AM

contract_letting_document.
CLD/RELEASED

Released
‘Application/unknown

Web Location: - https://I0 TECMDOBVVY.state.in.us:16201/cs/aroups/contract letting_documen

Native File: RE iobs

released/documents/contract_lettin

nta1/~edis

indotdev 1545275

Revison Release Date

Expration Date

status.

2 218090 A

Delete

4/22/149:48 AM

Delete

Folder Path

There is no folder path to this document.





From the document’s Content Information page, click on the “Content Actions” dropdown and select the “Update” option.
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This will bring the user to the Update screen.  From here, the user should change the “CLD Status” value of the document to “CLD ARCHIVES.”
[image: image28.png]QC) = [E] s fotecnptson: 16200/ dciidcseniceGET_DOC_PAGERActan=GetTenplateagePage STANDARD _QUERY_PAGEScpTriggerao-conract letng_docmentacgDileyabel=contact 2] B3] 42 ] [ cooge |2

Fle Edt View Favortes Took Hep

S ravontes | - | @8 Search for Conct et x | € assUpdste ool | @iusers
ORACLE" INDOT

rch  vNew Checkn

Erentap

Search for Contract Letting Documents quick help
PR~ seadhroms |

_search | Reset | save|

Full-Text Search
Enter search terms
Metadata Search
contentio [5arts =]
Author [Srs =]
Tite [Ss =]
cuo status [ 5] o Serecion
Document Type [Matches =]
Lettingoate. From =
Contract Number [Starts =
District [Matches =] [READY TO PRINT
DES Humber [Starts =
County [Matches =] No Selection
Route Number [Vatches  [¥] No Selection
Location [Srs =]
Revisionbate From = To =
Project Number [Starts =]
Beginning Reference Post [Sars 5]
Ending Reference Post [Starts. =
Comments [Sars =]
structure [Sas 7]
Security Group [Matches v [contract_letting_docume [contract_leting_document |
profile [Marches =1 lcontract leffing_dncume’ [contract lettina_document ~1

4 sl g





Then click on the “Submit Update” button.  This button is at the bottom of the screen.
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