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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 green boxes. 
 
SDE fields to complete are in blue boxes. 
 
PM fields to complete are in aqua boxes. 
 
Anything in a gray box 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. 

 

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  
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) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Program Setup 
and  
Approval 
Process Step: 
 

 
 
Funding Project 
Setup 
And Approval 
Process Step: 
 

 

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.  
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Scope Statement Tab (AM and SDE) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Program Setup and  
Approval Process 
Step: 
 

 
 

 
 
Funding Project Setup 
And Approval Process 
Step: 
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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.  
 
Note: If AM doesn’t yet know 
the details of the project, SDE 
may add Tabs later during 
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.  
 
*Estimate Input Tabs will also 
be added for PC to complete. 

SDE is responsible for fields 
highlighted in BLUE.  
**Note: All fields are not 
required, depending on the 
project requirements. 

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.  

Don’t Touch 
Automatic 
GRAY Fields! 
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Change Order Tab (AM and PM) 
Funding Project 201 Approval Tab (AM and PM) 
 
 
 
 
 
 
 

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 
 

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.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE FOR 
SDE: 

Engineering functions and Pools 
Loading data are highlighted in 
yellow. 

Program Setup and  
Approval Process 
Step: 
 

 
 

 
 
Funding Project Setup 
And Approval Process 
Step: 
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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 
completed using the Sub Ident #  
links to the right of the cell.  

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

No Data Entry here. This 
info comes from data 
entered by SDE on the 
Station Material Tab. 
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Station RLE (AM and SDE) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Program Setup and  
Approval Process 
Step: 
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Funding Project Setup 
And Approval Process 
Step: 
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The Station RLE Tab 
works the same as the 
other Station Tabs.  
 
Asset Management 
completes the top rows in 
GREEN.  
 
ADDITIONALLY , the Real 
Estate Services Table to 
the right must be 
completed by Asset 
Management .  

SDE completes the Cost 
information as usual.  
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Station Material (SDE only) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Program Setup and  
Approval Process 
Step: 
 

 
 

 
 
Funding Project Setup 
And Approval Process 
Step: 
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SDE completes the 
information in BLUE on 
this Tab.   
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Line Tabs (AM and SDE) 
 Trans Line, Dist Line,  

Mtc Line 
 

NOTE: Trans, Dist, and Mtc Line Tabs 
are formatted almost 
identically (the Mtc doesn’t 
contain a Material section), so 
pictured here is just the Trans 
Line Tab. 

 

 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE FOR 
SDE: 

Engineering functions and Pools 
Loadings are highlighted in yellow. 

Program Setup and  
Approval Process 
Step: 
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Funding Project Setup 
And Approval Process 
Step: 
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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 
using the West Line or East 
Line  links to the right of the 
cell. *EXCEPTION: In the Dist 
Line Tab, field is a dropdown list. 

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

No Data Entry 
here. This info 
comes from data 
entered by SDE 
on the Line 
Material Tab. 
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Line RLE (AM and SDE) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Program Setup and  
Approval Process 
Step: 
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Funding Project Setup 
And Approval Process 
Step: 
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The Line RLE Tab works 
the same as the other 
Line Tabs.  
 
Asset Management 
completes the top rows in 
GREEN.  
 
ADDITIONALLY , the Real 
Estate Services Table to 
the right must be 
completed by Asset 
Management .  

SDE completes the Cost 
information as usual.  
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Line Material (SDE only) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Progra m Setup and  
Approval Process 
Step: 
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Funding Project Setup 
And Approval Process 
Step: 
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SDE completes the 
information in BLUE on 
this Tab.   



 Midwest Workbook Job Aid 

MW_Workbook_JobAid.doc  Last Save Date: 11/18/2008 
Page 13 of 15  Author: Tonya Mehring 
  Version 1.0 

Change Order Tab (AM or PM) 
 
 
 

 

To update the scope 
related to a change 
order, click on the 
Open Change Order 
Scope  button on the 
Scope Statement 
Tab. This adds a 
section called 
“Change Order 
Scope Statement”  
to the bottom of the 
worksheet to enter 
details.  

  
NOTE FOR 
AM or PM:  

Once completed, 
follow Change Order 
Process found on the 
MW PA Website.  

 
 
 
 
 
 

Funding Project Setup  
And Approval Process Step: 
 

 
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.  

IF CO is a date change, 
don’t forget to update this! 
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Planning Initiated Project Tab (AM or PM) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Funding Project Set up 
And Approval Process 
Step:  

 
Program Setup and  
Approval Process 
Step: 

 

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………JUST THE BEGINNING 


