kﬁnergr.

Contents

Midwest Workbook Job Aid

What's with all the Colors? OR Why Am | So Blue?

There’s a helpful Index? Really? OR There’s a helpful Index! Really!!

What Tabs Do | Have To Do? OR Departmental Responsibility Explained for Each Tab

What Tabs Do | Do When? OR Process Steps Indicated with Each Tab

All corresponding processes can be found at the Mid west Portfolio Administrator Website at:

http://webfarmprod1new:8080/PortfolioAdmin/FRE_Proc ess Changes.htm
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Midwest Workbook Job Aid

General Info

Color Coding

The Workbook Index

Color coding has been used to make it easy to determine responsibility.

AM fields to complete are in .

SDE fields to complete are in |plue boxes|.

PM fields to complete are in [aqua boxes|.

Anything in a on any Tab is an automatic calculation and SHOULD

NOT BE TOUCHED.

The first Tab in the Workbook is the Workbook Index. It lists and describes and
links to all of the other Tabs in the Workbook.

T T — — i
=

Tabs Requiring AM Input

Tabs Requiring SDE Input

Simple Est
DCER201
Scope Statement
Change Order
Trans Station(s)
Dist Station(s)
Station RLE
Trans Line(s)
Dist Line(s)

Mtc Line(s)

Line RLE

Scope Statement
Trans Station(s)
Dist Station(s)
Station RLE
Station Material(s)
Trans Line(s)

Dist Line(s)

Mtc Line(s)

Line RLE

Line Material(s)

Approval Tab

Other Tabs (NO TOUCHING)

Funding Project 201 Approval - for AM and PM to indicate approval ONLY

Estimate Input Station — it's all formulas

Estimate Input Line — it's all formulas

Midwest Rates — it’s all rate charts and calculations
Revisions — it's an edit log for PC
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General Tab Info

Midwest Workbook Job Aid

Tab

Details/Responsibility

DCER201

AM only.

Scope Statement

If more than one scope statement is needed, AM must use the
buttons to add Tabs.

Change Order

Could be multiple Tabs depending on number of changes to
project. Follows typical Change Order Process rules.

Planning Initiated Project

Nothing to input. Just for PM and AM approval.

Trans Station(s)

Could be multiple Tabs. AM determines how many station Tabs
are required for project.

Dist Station(s)

Could be multiple Tabs. AM determines how many station Tabs
are required for project.

Station RLE

Includes Real Estate Services for AM and Labor Estimates for
SDE.

Station Material(s)

Material estimates. SDE only

Estimate Input Station

Project Controls only,

Trans Line(s)

Could be multiple Tabs. AM determines how many line Tabs are
required for project.

Dist Line(s) Could be multiple Tabs. AM determines how many line Tabs are
required for project.

Mtc Line(s) Could be multiple Tabs. AM determines how many line Tabs are
required for project.

Line RLE Includes Real Estate Services for AM and Labor Estimates for

SDE.

Line Material(s)

Material estimates. SDE only.

Estimate Input Line
MW Rates
Revision

Project Controls only.
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DCER201 Tab (AM)

Asset Management is
responsible for fields
highlighted in GREEN.

**Note: All fields are not
required, depending on
the project requirements.

Example of Automatic
Gray Box

When you select the
Business Unit Jurisdiction,
the Business Unit
automatically populates.

Example of a pop -up
comment on a field.

A red “tag” in the upper
right corner of a field
indicates that a helpful
hint/tip is attached to that
cell. Hover to display.

Midwest Workbook Job Aid

B Microsoft Excel - Midwest WB 8-06-08 XX-5.xls
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immediate Release CER’s must be sent to Project
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Funding Project tame

Task List llumber

4
5
£ Funling Project lhumber
1

| i |Requested IS Date

Project Deseription
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o [Chinge Order

Adetional Comments

1 |Projest lecessity

| 2 |c if delayed
i
4+ | Requosted Return Date [ l
15! |Plave Cursar in eelito got drop-down box.
| % [Process vl 4 Select from list [Station Right of Wy (RLE} Heeds N
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1 |[Responsibility Centar Seleet fram list HO
2 [Rogion Select from list HO
2l HO
i
- - Bulk/Common/
2 Reimbuisement Peicentage Affiliate Divtiitagon
24 | Transmission Substiton 0% Select from list Select from fist
25 |Distribution Substation 0% Select from list Select from lisk
£ Line 0% Select from izt Select from list
27 |Distribution Line 0% Select from list Select from list
2& | Transmission Line 08M 0% Select from list Select from list
| 23 |Distribution Line 05N 0% Select from list Select from list
£
il
42 |Generation Related I Ho ion Expected Station | HO
3 [Mentify Station | Selecl from List ion Epested Lines | NO
| st |Generation Risk Type | Selact from list
%
s ”
L e |
e - — To atach files “insert OBeet and Dispiag 35 Icon, Ones the
| % |Attaching Files Instructions obiect is inseried, relocate the objcot below this worksheet |
5 form area o it docsn't blosk othor data. |
40 | Asset Management Dopit Teleet Trom Tt
41 |Phone and.or Location
4z [Prepared by
43 |Date:
{45
k5
3
7 1
{42 |

Program Setup
and

Approval
Process Step:

AM enters FP # in
Workbook and
Completes the

DCER tab
Sends to SDE

Funding Project
Setup

And Approval
Process Step:

AM enters FP # in
Workbook and
Completes the

DCER tab
Sends to SDE
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Don’t Touch
Automatic

Pnulm
# Energy.
E * GRAY Fields!

Midwest Workbook Job Aid
Scope Statement Tab (AM and SDE)

The only thing Asset

Management does on this

Tab is identify the parts of the

project and add

corresponding Station and

Line Tabs as needed. °

Program Setup and
Approval Process
Step:

#in
Note: If AM doesn’t yet know
the details of the project, SDE DCER tab
may add Tabs later during Sl S
their Estimate process. In this
case, AM has no work to do
on this Tab.

*Material Tabs will be added
as well and available for SDE
to complete. °

sites, include list
of sites

*Estimate Input Tabs will also
be added for PC to complete.

® Funding Project Setup
And Approval Process

SDE is responsible for fields Step:

highlighted in BLUE.
**Note: All fields are not
required, depending on the

project requirements.
DCER tab

Example of a pop -up
comment on a field.

A red “tag” in the upper right
corner of a field indicates that
a helpful hint/tip is attached
to that cell. Hover to display.
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Change Order Tab (AM and PM)
Funding Project 201 Approval Tab (AM and PM)

Midwest Workbook Job Aid

We'll discuss these two after the individual Station and Line Tabs. Please continue to the next screen.........
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Station Tabs (AM and SDE)

Trans Station
Dist Station

Midwest Workbook Job Aid

NOTE: Trans and Dist Station Tabs
are formatted identically, so
pictured here is just the Trans

Station Tab.

To open more Station Tabs,
click on the button on Scope
Statement Tab.

No Data Entry here. This
info comes from data
entered by SDE on the
Station Material Tab.

SDE starts at the Labor and
Allocated Expenses section
(Row 68) and enters information
as usual.

NOTE FOR Engineering functions and Pools
SDE: Loading data are highlighted in
yellow.

Asset Management only

completes the top rows in the
Trans and Dist Station Tabs.

*The Asset Location or Station
Number or Name field can be

Program Setup and
Approval Process
Step:

DCER tab

1clude list
sites

completed using the Sub Ident #

links to the right of the cell.

g Project Setup
yproval Process

DCER tab

MW_Workbook JobAid.doc
Page 7 of 15

Last Save Date: 11/18/2008

Author: Tonya Mehring
Version 1.0



bﬁnergr.

Station RLE (AM and SDE)

Midwest Workbook Job Aid

Program Setup and
The Station RLE Tab Approval Process

works the same as the Step
other Station Tabs.

#in
Asset Management )
completes the top rows in TN
GREEN.

ADDITIONALLY , the Real
Estate Services Table to
the right must be
completed by Asset

.

Management .
SDE completes the Cost ® Funding Project Setup
. . And Approval Process
information as usual. ]
Step:
#in
DCER tab

.
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Station Material (SDE only)

SDE completes the
information in BLUE on
this Tab.

Midwest Workbook Job Aid

Program Setup and
Approval Process
Step:

DCER tab

sites, include list
of sites

Funding Project Setup
And Approval Process
Step:

DCER tab
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Line Tabs (AM and SDE)

Trans Line, Dist Line,

Midwest Workbook Job Aid

Mtc Line
NOTE: Trans, Dist, and Mtc Line Tabs ° Program Setup and
are formatted almost Approval Process
identically (the Mtc doesn't Step
contain a Material section), so
pictured here is just the Trans o
Line Tab. No Data Entry
here. This info DCER tab

To open more Line Tabs, click
on the button on Scope
Statement Tab.

comes from data
entered by SDE
on the Line
Material Tab.

Asset Ma nagement only
completes the top rows in the
Trans, Dist and Mtc Line Tabs.

.

*The Asset Location or Line . .
Number field can be completed Funding Project Setup
using the West Line or East And Approval Process

Line links to the right of the Step

cell. *EXCEPTION: In the Dist

Line Tab, field is a dropdown list. #in
DCER tab

SDE starts at the Labor and
Allocated Expenses section
(Row 37) and enters information
highlighted as usual.

NOTE FOR Engineering functions and Pools
SDE: Loadings are highlighted in yellow.

.
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Line RLE (AM and SDE)

Midwest Workbook Job Aid

Program Setup and

The Line RLE Tab works Approval Process
the same as the other Step:
Line Tabs. L

#in
Asset Management
completes the top rows in DCER tab

GREEN.

ADDITIONALLY , the Real
Estate Services Table to
the right must be
completed by Asset
Management .

.

SDE completes the Cost °

information as usual. Funding Project Setup

And Approval Process

(0]
—
D
o

DCER tab

.
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Line Material (SDE only)

SDE completes the
information in BLUE on
this Tab.

Midwest Workbook Job Aid

Progra m Setup and
Approval Process

()]
—
D
il

DCER tab

.

Funding Project Setup
And Approval Process

(0]
—
D
o

DCER tab

.
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Change Order Tab (AM or PM)

Midwest Workbook Job Aid o T

Funding Project Setup
To update the scope And Approval Process Step:
related to a change
order, click on the
Open Change Order ° e o seope, Schedule
Scope button on the and Costand
Scope Statement
Tab. This adds a
section called
“Change Order o
Scope Statement”
to the bottom of the
worksheet to enter °
details.

conducts PCA

minutes

and sends to SDE
to re-estimate

sends to PM with sends to PM
WB

NOTE FOR Once completed,

AM or PM:  follow Change Order T
Process found on the on v
MW PA Website.

PM reviews and
notifies PC to

setup sheets

sends to Schafer

If CO has not been AUTHORIZED,
AM enters CO#, who is
completing, descriptions, and
approvals.

AM copies values from Column F

to Column E by choosing from the

menu: Edit Copy, and then Edit

Paste Special, and then selecting

Values from the list of choices.

THIS IS CRITICAL. If CO has been AUTHORIZED, PM completes tab identically, ensuring
he is identified as the Initiator.
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= Midwest Workbook Job Aid
Planning Initiated Project Tab (AM or PM)

Funding Project Set up
And Approval Process
Step:

to start work

Tab, sends to PM

Scope, Schedule,
Cost, and list of

Program Setup and
Approval Process
Step:

sheets and

Asset Management
enters cash flow amounts
here.

AM and PM approvals ®
go here. Other approvals

as mandated by dollar

amounts.
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THE END AND YET
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