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1.) Getting to the Mass Update Page
Users 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. Letting Documents – Mass Update
2.) Requirements to access the Mass Update Page
Only specific Contract Admin personnel may access this page.   Approval must be granted through the Contract Admin group.
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3.) Updating Letting Date in ERMS
Steps to Change a Letting Date:

1. Enter a Contract Number, then click the Search button.

2. The search results is a list of files with the desired contract number.  All files are selected. Deselect the files as needed by clicking on the checkmark  on the left side of the screen.

3. When ready, click the ‘Update Information’ button.

4. Enter the new letting date in the text box by using the popup calendar that appears when clicking in the date box.
5. When ready to update, click the ‘Update Letting Date’ button.

6. The date will be updated and displayed on a refreshed screen.  
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Steps 2, 3
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9| 217057 CONTRACT_LETTING_DOCUMENT CONTRACT INFORMATION BOOK cis IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217568 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV 1 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217560 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV 1 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217605 CONTRACT_LETTING_DOCUMENT Q And A Form Q&A IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217606 CONTRACT_LETTING_DOCUMENT Q And A Form Q&A IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217607 CONTRACT_LETTING_DOCUMENT Q And A Form Q&A IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217608 CONTRACT_LETTING_DOCUMENT Q And A Form Q&A IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217609 CONTRACT_LETTING_DOCUMENT Q And A Form Q&A IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217650 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV 2 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217660 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV2 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217962 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV3 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217963 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV3 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217981 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV4 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217082 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV4 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 21798 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REVS IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 2179087 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REVS IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 21799 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV6 IR-30160-A Unknown CLDRELEASED | 03/11/2009
9| 217995 CONTRACT_LETTING_DOCUMENT NOTICE OF REVISIONS' REV6 IR-30160-A Unknown CLDRELEASED | 03/11/2009
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Step 4
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217986 CONTRACT_LETTING_DOCUMENT 'NOTICE OF REVISIONS s s2a2s52x Unknown CLD RELEASED | 03/11/2009
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Step 5.
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217660 'CONTRACT_LETTING_DOCUMENT 'NOTICE OF REVISIONS E; e Unknown CLD RELEASED | 03/11/2«
217962 CONTRACT_LETTING_DOCUMENT 'NOTICE OF REVISIONS' R oot m F s Unknown CLD RELEASED | 03/11/2C
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