
 
 
 
 
 
 

Indiana Department of Transportation 
SPMS Version 3.x 
User Guide 
 
 
 
 
 
 
 
This guide was written for use with the Scheduling Project Management System (typically referred to as 
SPMS or SPMS.net) software version 3.x. This guide and the SPMS software described in it are 
copyrighted, with all rights reserved. This guide and the SPMS software may not be copied, except as 
otherwise provided in your software license or as expressly permitted in writing by Indiana Department of 
Transportation. All other trademarks and service marks are the property of their respective owners.  
 

Copyright © 2010 by Indiana Department of Transportation. All rights reserved. 
 
 
 

Contact 
 

Indiana Department of Transportation 
100 North Senate Avenue 

IGCN Room N801 
Indianapolis, IN 46204 

(317) 232-5533 
Administrator: April Schwering, (317) 232-5466, aschwering@indot.in.gov 

 
  

mailto:aschwering@indot.in.gov


Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 2 of 489  Author: April Schwering 
  Version: 1.0 

 

Table of Contents 
 
1. Home .................................................................................................................................................... 8 

1.1. Home ........................................................................................................................................... 8 
1.1.1. Announcements .................................................................................................................. 9 
1.1.2. Quick Search ....................................................................................................................... 9 
1.1.3. Project Messages ................................................................................................................ 9 

2. Getting Started ................................................................................................................................... 12 
2.1. Online Help Overview ................................................................................................................ 12 
2.2. SPMS Workflow ......................................................................................................................... 14 
2.3. Setting up the Web Browser ...................................................................................................... 14 
2.4. Logging in to SPMS ................................................................................................................... 18 
2.5. Understanding the Screen ......................................................................................................... 20 

2.5.1. Security ............................................................................................................................. 20 
2.5.2. Internet Explorer Compatibility View ................................................................................. 20 
2.5.3. Parts of the Screen ........................................................................................................... 21 
2.5.4. Icon List ............................................................................................................................. 22 

2.6. Navigating in SPMS ................................................................................................................... 25 
2.7. Sorting Information .................................................................................................................... 28 
2.8. Filtering Information ................................................................................................................... 29 
2.9. Viewing Details .......................................................................................................................... 32 
2.10. Exporting to Microsoft Excel ...................................................................................................... 33 

3. Projects ............................................................................................................................................... 37 
3.1. Propose Project ......................................................................................................................... 37 

3.1.1. Project Drafts .................................................................................................................... 37 
3.2. Propose a Standalone or Lead Corporate Route Project .......................................................... 38 

3.2.1. Route Selection Panel ...................................................................................................... 39 
3.2.2. Route Details Panel .......................................................................................................... 41 
3.2.3. General Information Panel ................................................................................................ 43 
3.2.4. Estimates Panel ................................................................................................................ 45 
3.2.5. Conditions Panel ............................................................................................................... 46 
3.2.6. Districts and Congressional Districts Panels .................................................................... 53 
3.2.7. Route and Reference Panel .............................................................................................. 55 
3.2.8. Project Length Panel ......................................................................................................... 56 
3.2.9. Saving a Draft of a Project ................................................................................................ 57 

3.3. Propose a Standalone or Lead Special Route Project .............................................................. 58 
3.3.1. General Information Panel ................................................................................................ 59 
3.3.2. Estimates Panel ................................................................................................................ 62 
3.3.3. Conditions Panel ............................................................................................................... 63 
3.3.4. Districts Panel ................................................................................................................... 69 
3.3.5. Congressional Districts Panel ........................................................................................... 71 
3.3.6. Route and Reference Panel .............................................................................................. 72 
3.3.7. Project Length Panel ......................................................................................................... 75 
3.3.8. Saving a Draft of a Project ................................................................................................ 79 

3.4. Propose a Sub Corporate Route Project ................................................................................... 80 
3.4.1. Route Selection Panel ...................................................................................................... 81 
3.4.2. Route Details Panel .......................................................................................................... 83 
3.4.3. General Information Panel ................................................................................................ 85 
3.4.4. Estimates Panel ................................................................................................................ 87 
3.4.5. Conditions Panel ............................................................................................................... 88 
3.4.6. Districts and Congressional Districts Panels .................................................................... 95 
3.4.7. Route and Reference Panel .............................................................................................. 97 
3.4.8. Project Length Panel ......................................................................................................... 98 
3.4.9. Saving a Draft of a Project ................................................................................................ 99 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 3 of 489  Author: April Schwering 
  Version: 1.0 

 

3.5. Propose a Sub Special Route Project ..................................................................................... 100 
3.5.1. General Information Panel .............................................................................................. 101 
3.5.2. Estimates Panel .............................................................................................................. 104 
3.5.3. Conditions Panel ............................................................................................................. 105 
3.5.4. Districts Panel ................................................................................................................. 111 
3.5.5. Congressional Districts Panel ......................................................................................... 113 
3.5.6. Route and Reference Panel ............................................................................................ 114 
3.5.7. Project Length Panel ....................................................................................................... 117 
3.5.8. Saving a Draft of a Project .............................................................................................. 121 

3.6. Project Search ......................................................................................................................... 122 
3.6.1. To Add Projects to the Des Basket ................................................................................. 124 
3.6.2. To Access the Project Maintenance Main Page ............................................................. 125 
3.6.3. To View or Print the Full Project Listing Report .............................................................. 126 

3.7. Project Maintenance ................................................................................................................ 126 
3.7.1. Project Maintenance Main Page ..................................................................................... 126 
3.7.2. Authorize Activity Schedule ............................................................................................ 128 

3.7.2.1. Authorize Active Schedule ................................................................................. 129 
3.7.2.2. Authorize Provisional Schedule ......................................................................... 136 

3.7.3. Bridge .............................................................................................................................. 143 
3.7.3.1. Adding a New Bridge ......................................................................................... 145 
3.7.3.2. Selecting an Existing Bridge for Maintenance ................................................... 148 
3.7.3.3. Selecting an Existing Bridge for Replacement ................................................... 151 

3.7.4. Change Project Status .................................................................................................... 154 
3.7.5. Conditions ....................................................................................................................... 160 

3.7.5.1. Adding a Condition ............................................................................................. 162 
3.7.5.2. Editing a Condition ............................................................................................. 164 
3.7.5.3. Deleting a Condition ........................................................................................... 166 

3.7.6. Congressional Districts ................................................................................................... 166 
3.7.7. Contract Management .................................................................................................... 170 

3.7.7.1. Adding a Contract .............................................................................................. 171 
3.7.7.2. Editing a Contract............................................................................................... 174 
3.7.7.3. Deleting a Contract ............................................................................................ 176 

3.7.8. Districts ........................................................................................................................... 176 
3.7.9. Edit Schedule .................................................................................................................. 180 

3.7.9.1. Editing an Activity ............................................................................................... 181 
3.7.9.2. Adding an Activity............................................................................................... 184 
3.7.9.3. Reassign Template ............................................................................................ 187 
3.7.9.4. Changing an Activityôs Status ............................................................................ 188 
3.7.9.5. Maintaining Contacts ......................................................................................... 190 
3.7.9.6. Maintaining Predecessors .................................................................................. 192 
3.7.9.7. Displaying the Activity Log ................................................................................. 195 
3.7.9.8. Adding an Activity Log Entry .............................................................................. 196 
3.7.9.9. Editing an Activity Log Entry .............................................................................. 200 

3.7.10. Environmental Clearance ................................................................................................ 203 
3.7.10.1. Adding a Clearance ........................................................................................... 205 
3.7.10.2. Editing a Clearance ............................................................................................ 207 
3.7.10.3. Deleting a Clearance ......................................................................................... 208 

3.7.11. Estimates ........................................................................................................................ 209 
3.7.11.1. Entering Estimate Dollar Amounts ..................................................................... 210 
3.7.11.2. Manual Locking, Unlocking, and Locking and Carrying Forward Estimate Dollars 
(Admins Only) ......................................................................................................................... 214 

3.7.12. Funding ........................................................................................................................... 216 
3.7.12.1. Adding a Project Funding Program .................................................................... 219 
3.7.12.2. Editing a Project Funding Program .................................................................... 222 
3.7.12.3. Deleting a Project Funding Program .................................................................. 223 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 4 of 489  Author: April Schwering 
  Version: 1.0 

 

3.7.12.4. Adding an Appropriation Allocation .................................................................... 223 
3.7.12.5. Editing an Appropriation Allocation .................................................................... 225 
3.7.12.6. Deleting an Appropriation Allocation .................................................................. 226 
3.7.12.7. Viewing a Purchase Order ................................................................................. 227 
3.7.12.8. Viewing a Direct Expenditure ............................................................................. 227 

3.7.13. General Maintenance ...................................................................................................... 228 
3.7.14. Permit .............................................................................................................................. 232 

3.7.14.1. Adding a Permit.................................................................................................. 234 
3.7.14.2. Editing a Permit .................................................................................................. 237 
3.7.14.3. Deleting a Permit................................................................................................ 238 
3.7.14.4. Adding a Rule 5 Permit ...................................................................................... 239 
3.7.14.5. Editing a Rule 5 Permit ...................................................................................... 242 
3.7.14.6. Deleting a Rule 5 Permit .................................................................................... 243 

3.7.15. Project Log ...................................................................................................................... 243 
3.7.15.1. Adding a Project Log Entry ................................................................................ 246 
3.7.15.2. Editing a Project Log Entry (Admins ONLY) ...................................................... 249 

3.7.16. Rail Crossings ................................................................................................................. 251 
3.7.16.1. Adding a Rail Crossing ...................................................................................... 253 
3.7.16.2. Deleting a Rail Crossing .................................................................................... 255 

3.7.17. Routes & Project Length ................................................................................................. 256 
3.7.17.1. Refreshing a Corporate Route and Project Length............................................ 256 
3.7.17.2. Changing a Special Route and Project Length .................................................. 262 
3.7.17.3. Adding an AKA Route ........................................................................................ 270 

3.7.18. Signals ............................................................................................................................ 273 
3.7.18.1. Adding a Signal .................................................................................................. 275 
3.7.18.2. Deleting a Signal ................................................................................................ 277 

3.7.19. Utilities ............................................................................................................................. 277 
3.7.19.1. Adding a Utility ................................................................................................... 280 
3.7.19.2. Deleting a Utility ................................................................................................. 282 

4. Reference Data ................................................................................................................................ 282 
4.1. AAR List ................................................................................................................................... 282 

4.1.1. Adding an AAR ................................................................................................................ 284 
4.1.2. Making an AAR Historical ............................................................................................... 285 
4.1.3. Making an AAR Active .................................................................................................... 286 

4.2. Activity Code List ..................................................................................................................... 286 
4.2.1. Adding an Activity Code .................................................................................................. 288 
4.2.2. Editing an Activity Code .................................................................................................. 290 
4.2.3. Making an Activity Code Historical .................................................................................. 291 
4.2.4. Making an Activity Code Active ....................................................................................... 292 
4.2.5. Adding an Activity Position .............................................................................................. 292 
4.2.6. Editing an Activity Position .............................................................................................. 296 
4.2.7. Deleting an Activity Position ............................................................................................ 298 

4.3. Appropriation Code List ........................................................................................................... 298 
4.3.1. Adding an Appropriation Code ........................................................................................ 300 
4.3.2. Editing an Appropriation Code ........................................................................................ 302 
4.3.3. Making an Appropriation Code Historical ....................................................................... 302 
4.3.4. Making an Appropriation Code Active............................................................................. 303 

4.4. Code Table List ........................................................................................................................ 303 
4.4.1. Adding a Code Table ...................................................................................................... 305 
4.4.2. Editing a Code Table....................................................................................................... 307 
4.4.3. Adding an Item to a Code Table ..................................................................................... 308 
4.4.4. Editing an Item in a Code Table ...................................................................................... 310 
4.4.5. Making a Code Table Historical ...................................................................................... 311 
4.4.6. Making a Code Table Active ........................................................................................... 312 
4.4.7. Making an Item in a Code Table Historical ..................................................................... 312 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 5 of 489  Author: April Schwering 
  Version: 1.0 

 

4.4.8. Making an Item in a Code Table Active .......................................................................... 313 
4.5. Corporate Bridge List ............................................................................................................... 313 

4.5.1. Adding a Corporate Bridge ............................................................................................. 315 
4.5.2. Editing a Corporate Bridge .............................................................................................. 318 
4.5.3. Making a Corporate Bridge Historical ............................................................................. 319 
4.5.4. Making a Corporate Bridge Active .................................................................................. 320 
4.5.5. Adding a Structure to a Corporate Bridge ....................................................................... 320 
4.5.6. Editing a Structure associated with a Corporate Bridge ................................................. 323 
4.5.7. Deleting a Structure associated with a Corporate Bridge ............................................... 324 
4.5.8. Adding an Inspection to a Corporate Bridge ................................................................... 325 
4.5.9. Editing an Inspection associated with a Corporate Bridge ............................................. 327 
4.5.10. Deleting an Inspection associated with a Corporate Bridge ........................................... 328 

4.6. Corporate Route List ................................................................................................................ 328 
4.6.1. Adding a Corporate Route .............................................................................................. 330 
4.6.2. Editing a Corporate Route .............................................................................................. 332 
4.6.3. Making a Corporate Route Historical .............................................................................. 333 
4.6.4. Making a Corporate Route Active ................................................................................... 334 

4.7. County List ............................................................................................................................... 334 
4.7.1. Adding a County .............................................................................................................. 336 
4.7.2. Editing a County .............................................................................................................. 337 
4.7.3. Making a County Historical ............................................................................................. 338 
4.7.4. Making a County Active .................................................................................................. 339 

4.8. District List ............................................................................................................................... 339 
4.8.1. Adding a District .............................................................................................................. 341 
4.8.2. Editing a District .............................................................................................................. 343 
4.8.3. Making a District Historical .............................................................................................. 344 
4.8.4. Making a District Active ................................................................................................... 345 

4.9. Fiscal Appropriation ................................................................................................................. 345 
4.9.1. Filtering the Fiscal Appropriation Code List .................................................................... 347 
4.9.2. Adding a Fiscal Appropriation Code ............................................................................... 347 
4.9.3. Making a Fiscal Appropriation Code Historical ............................................................... 349 
4.9.4. Making a Fiscal Appropriation Code Active .................................................................... 350 

4.10. Fiscal Budget List .................................................................................................................... 350 
4.10.1. Filtering the Fiscal Budget List ........................................................................................ 352 
4.10.2. Adding a Fiscal Budget Funding Program ...................................................................... 352 
4.10.3. Editing a Fiscal Budget Funding Program ...................................................................... 354 
4.10.4. Making a Fiscal Budget Funding Program Historical ...................................................... 355 
4.10.5. Making a Fiscal Budget Funding Program Active ........................................................... 356 

4.11. Route Type List ........................................................................................................................ 356 
4.11.1. Adding a Route Type ...................................................................................................... 358 
4.11.2. Editing a Route Type....................................................................................................... 360 
4.11.3. Making a Route Type Historical ...................................................................................... 361 
4.11.4. Making a Route Type Active ........................................................................................... 362 

4.12. Special Route List .................................................................................................................... 362 
4.12.1. Adding a Special Route .................................................................................................. 364 
4.12.2. Editing a Special Route ................................................................................................... 365 
4.12.3. Making a Special Route Historical .................................................................................. 366 
4.12.4. Making a Special Route Active ....................................................................................... 367 

4.13. Template List ........................................................................................................................... 367 
4.13.1. Adding a Template .......................................................................................................... 369 
4.13.2. Editing a Template .......................................................................................................... 370 
4.13.3. Making a Template Historical .......................................................................................... 371 
4.13.4. Making a Template Active ............................................................................................... 372 
4.13.5. Adding a Template Type ................................................................................................. 372 
4.13.6. Editing a Template Type ................................................................................................. 374 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 6 of 489  Author: April Schwering 
  Version: 1.0 

 

4.13.7. Deleting a Template Type ............................................................................................... 375 
4.13.8. Adding a Template Activity ............................................................................................. 375 
4.13.9. Editing a Template Activity .............................................................................................. 378 
4.13.10. Deleting a Template Activity ........................................................................................... 379 
4.13.11. Selecting Predecessors .................................................................................................. 379 

4.14. Template Type Code List ......................................................................................................... 380 
4.14.1. Adding a Template Type Code ....................................................................................... 382 
4.14.2. Editing a Template Type Code ....................................................................................... 383 
4.14.3. Making a Template Type Code Historical ....................................................................... 384 
4.14.4. Making a Template Type Code Active ............................................................................ 385 
4.14.5. Viewing the Template List ............................................................................................... 385 

4.15. Update Corporate Bridge ......................................................................................................... 386 
4.15.1. Assign NBI ...................................................................................................................... 388 
4.15.2. Update Corporate Bridge ................................................................................................ 389 

5. System Maintenance ........................................................................................................................ 390 
5.1. Contact List .............................................................................................................................. 390 

5.1.1. Adding a Contact ............................................................................................................. 392 
5.1.2. Editing a Contact ............................................................................................................. 393 
5.1.3. Making a Contact Historical ............................................................................................ 394 
5.1.4. Making a Contact Active ................................................................................................. 395 

5.2. Organization List ...................................................................................................................... 395 
5.2.1. Displaying or Searching for a Contact, Division, Position Type or Organization ............ 396 
5.2.2. Working with Organizations ............................................................................................ 399 
5.2.3. Adding a Child Organization ........................................................................................... 400 
5.2.4. Editing an Organization ................................................................................................... 401 
5.2.5. Making an Organization Historical .................................................................................. 402 
5.2.6. Making an Organization Active ....................................................................................... 403 
5.2.7. Viewing Contents ............................................................................................................ 403 
5.2.8. Adding Addresses ........................................................................................................... 404 
5.2.9. Editing Addresses ........................................................................................................... 406 
5.2.10. Copying Addresses ......................................................................................................... 407 
5.2.11. Making an Address Historical ......................................................................................... 408 
5.2.12. Making an Address Active .............................................................................................. 408 
5.2.13. Adding Positions ............................................................................................................. 409 
5.2.14. Assigning Contacts ......................................................................................................... 410 
5.2.15. Maintaining Position Types for a Position ....................................................................... 413 
5.2.16. Changing Position Organization ..................................................................................... 416 
5.2.17. Adding Position Addresses for a Position ....................................................................... 417 
5.2.18. Editing Position Addresses for a Position ....................................................................... 420 
5.2.19. Making a Position Address Historical.............................................................................. 421 
5.2.20. Making a Position Address Active ................................................................................... 422 
5.2.21. Viewing Position Histories ............................................................................................... 422 
5.2.22. Making a Position Historical ............................................................................................ 423 
5.2.23. Making a Position Active ................................................................................................. 423 

5.3. User List ................................................................................................................................... 424 
5.3.1. Assigning a Token to a User ........................................................................................... 425 
5.3.2. Assigning a Role to a User ............................................................................................. 426 
5.3.3. Adding a User ................................................................................................................. 427 
5.3.4. Editing a User .................................................................................................................. 429 
5.3.5. Making a User Historical ................................................................................................. 430 
5.3.6. Making a User Active ...................................................................................................... 431 

5.4. Role List ................................................................................................................................... 431 
5.4.1. Assigning a Token to a Role ........................................................................................... 432 
5.4.2. Assigning a User to a Role ............................................................................................. 433 
5.4.3. Assigning a Project to a Role .......................................................................................... 434 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 7 of 489  Author: April Schwering 
  Version: 1.0 

 

5.4.4. Adding a Role .................................................................................................................. 436 
5.4.5. Editing a Role .................................................................................................................. 438 
5.4.6. Making a Role Historical ................................................................................................. 439 
5.4.7. Making a Role Active ...................................................................................................... 440 

5.5. Assign Project Roles ................................................................................................................ 440 
5.5.1. Adding a Project Role Assignment ................................................................................. 442 
5.5.2. Deleting a Project Role Assignment ............................................................................... 444 
5.5.3. Adding Role Information to a Project Role Assignment .................................................. 444 
5.5.4. Editing Role Information associated with a Project Role ................................................ 447 
5.5.5. Deleting Role Information associated with a Project Role .............................................. 448 

5.6. Phase List ................................................................................................................................ 448 
5.6.1. Adding a Phase ............................................................................................................... 450 
5.6.2. Editing a Phase ............................................................................................................... 451 
5.6.3. Making a Phase Historical .............................................................................................. 452 
5.6.4. Making a Phase Active ................................................................................................... 452 

5.7. Stage List ................................................................................................................................. 453 
5.7.1. Adding a Stage ................................................................................................................ 454 
5.7.2. Editing a Stage ................................................................................................................ 455 
5.7.3. Making a Stage Historical ............................................................................................... 456 
5.7.4. Making a Stage Active .................................................................................................... 457 

5.8. Valid Phase/Stage List ............................................................................................................. 457 
5.9. Control Records ....................................................................................................................... 459 

5.9.1. Adding a Control Record ................................................................................................. 460 
5.9.2. Editing a Control Record ................................................................................................. 461 

6. Reports ............................................................................................................................................. 462 
6.1. Viewing Reports ....................................................................................................................... 462 

6.1.1. Selecting and Running a Report ..................................................................................... 462 
6.1.2. Full Project Listing ........................................................................................................... 464 
6.1.3. Project Activity Log.......................................................................................................... 466 
6.1.4. Project Log ...................................................................................................................... 469 
6.1.5. Ready for Contract List ï By Date Range ....................................................................... 472 
6.1.6. Ready for Contract List ï By District ............................................................................... 474 
6.1.7. Ready for Contract List ï By Single Date ....................................................................... 475 
6.1.8. Project Cost Estimate Log .............................................................................................. 477 
6.1.9. Bridge Update Maintenance ........................................................................................... 480 
6.1.10. Ready for Contract List ï By Local ................................................................................. 481 
6.1.11. Viewing, Saving and Printing a Report ........................................................................... 483 
6.1.12. Removing a Report ......................................................................................................... 483 

7. Des Basket ....................................................................................................................................... 483 
7.1. Working with the Des Basket ................................................................................................... 483 

Appendix A ï ............................................................................................................................................. 488 
 
 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 8 of 489  Author: April Schwering 
  Version: 1.0 

 

1. Home 

1.1. Home 

 
The SPMS application is used for managing Project data and resources, scheduling, estimating, and 
funding.  

 

 
 
 
Important features include:  
 

 SPMS Reports summarize data from various perspectives, including current Project activity 
schedule baseline versus actual dates and actual Project cost versus budget cost.  

 

 SPMS includes several levels of security and contains a list of Users (identified by User ID) who 
can access the program. Access to menu selections, icons, features and fields is dependent on 
a Userôs role and security level. An SPMS Administrator assigns access rights to each of the 
defined privilege categories. 

 
The SPMS Home Screen contains System Announcements, a Quick Search feature, and a list of 
Messages related to the Userôs Projects. For details on menus, icons and overall screen organization, 
refer to Understanding the Screen in the Getting Started section. 
 
 
 

 

Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section.  
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1.1.1. Announcements 

 
This section displays any system announcements. 
 

 
 

1.1.2. Quick Search 

 
To Search for a Designation Number, Corridor, or Contract Number, enter the criteria in the text box and 
click on the Search button. For example, to search for Designation #0011890, enter 0011890 in the 
Designation # text box and click Search.  
 
Click on the Advanced Search link to open the Project Search Panel to access more search options. 
Refer to Project Search in the Project section for more details.  
 

 
 

1.1.3. Project Messages 

 
This section displays messages related to the Userôs Projects. Once action is taken to correct the issue, 
the Project Message is automatically deleted by SPMS. The list must be refreshed manually by clicking 

on the Refresh  icon to the right of the Message Text column heading.  
 
Data may be sorted in ascending or descending order numerically (smallest to largest or largest to 
smallest), alphabetically (A to Z or Z to A) or by date and time (oldest to newest or newest to oldest). The 
default sort is by Message Date (descending). To re-sort the list, click on any column heading of the field 
to be sorted. 
 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 10 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 

Click on the Edit  icon to the right of a Project Message to open the Project Maintenance Main Page 
and then click on an icon to maintain the Project or view a report. 
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Only SPMS Administrators have the authority to delete Project Messages manually. To delete a 

Message, click on the Delete  icon next to the message to be removed. The Delete icon is only visible 
to Administrators.  
 
A confirmation message displays. Click on the OK button to confirm the change or click on the Cancel 
button to exit without saving any changes. 
 

 
 
The Message is removed from the list.  
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2. Getting Started 

2.1. Online Help Overview 

 
If you are new to online Help, the information below will help you understand how the system works.  
 
Online Help may be accessed from any screen in the SPMS application. When working in a specific 

SPMS screen, clicking on the Help  icon opens the Online Help topic related to that particular screen. 

For example, if working in Reports, clicking on the Help  icon opens the Reports Online Help topic. 
 

From the initial SPMS Home screen, click on the Help  icon in the SPMS Title Bar to open the Online 
Help window.  
 

 
 
The Home Help Topic displays on the right side of the Online Help window. The SPMS Help menu on 
the left side contains links to different sections of the Online Help. Click on the links to open other Online 
Help topics.  
 

 
 
Online Help Sections:  
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 Menu Description 

 Home Overview of SPMS Home page 

 Getting Started General SPMS features 

 Projects Project Proposals, Project Search, Maintenance, and Contract 
Management 

 Reference Data Sub-menu options within the Reference Data menu 

 System Maintenance Sub-menu options within the System Maintenance menu 

 Reports Overview of SPMS Reports 

 User Guide A PDF version of the Online Help for printing 

 Des Basket Overview of the Des Basket feature 

 Glossary SPMS Terms and Table and Field Definitions 

 
When maintaining a Project, the Help icon is located either on the Project Maintenance Main Pageôs 
icon bar or on the icon toolbar in the individual Project Maintenance Panels.  
 
Project Maintenance Main Page Toolbar 

 
 
 
Project Maintenance Panel Icon Toolbar 

 
 
 
To find a specific term or phrase on any Help Topic screen, use the Windows Find shortcut keys, CTRL + 
F, to open the Find dialog box as shown below. Enter the term in the text box and click on the Next button 
to find the occurrences.  
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An Online Help topic may be printed by clicking on the Printer  icon in the top right-hand corner of the 
Online Help window.  

 

2.2. SPMS Workflow 

 

2.3. Setting up the Web Browser 

 
To set User Authentication so that the User is logged on to the SPMS application automatically:  
 
Select Tools, then Internet Options from the Internet Explorer 8 browser menu. 
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Click on the Security tab to edit the Trusted Sites settings. Then click on the Custom level button to 
customize the security settings. 
 

 
 
Scroll to the User Authentication options and click in the Automatic logon with current user name and 
password radio button to select it. Click the OK button to accept the change and close this dialog box.  
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Back on the Security tab, click on the Sites button to manually add sites to this zone.  
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In the Trusted sites dialog box, enter the SPMS Website address and click the Add button. Click the 
Close button to close this dialog box. 
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2.4. Logging in to SPMS 

 
To access SPMS externally, type the following URL into the browserôs address bar:  
 
https://spms.indot.in.gov 
 

 
 
Click in the INDOT Employees or Others radio button to select. Then, enter User ID and Password into 
their text boxes. Click on the Login button to open the SPMS Home screen.  

https://spms.indot.in.gov/
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If there are any problems logging in to SPMS, click on the Email  icon to contact the SPMS 
Administrator. 
 

 
 
 
SPMS Home screen 
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2.5. Understanding the Screen 

2.5.1. Security 

 
Users are assigned Roles and Tokens giving them permissions to certain features. For example, only 
System Administrators have access to the System Maintenance menu selections. Users who do not have 
Reference table maintenance permissions are able to view the tables but the Add and Edit icons are not 
visible. Users without permissions to certain Project maintenance features see grayed-out records and 
options on those screens. 

2.5.2. Internet Explorer Compatibility View 

 
The icon to the right of the address bar in Internet Explorer 8.0 may be used to switch into Compatibility 
View, sometimes beneficial in viewing older applications. SPMS and SPMS Help are best viewed in 
Normal view (NOT Compatibility view). For example, the graphics below show the effect on the SPMS 
Help menu alignment.  
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Compatibility View Not in Compatibility View 

 

 

 

2.5.3. Parts of the Screen 

 

 
 
Icon Bar: 
 

 
Home 

 
Help 

 
Search 

 
Email SPMS Administrator/Support 

Panel Title Bar 

Icon Bar 

Menu 

Des Basket 

Panel 
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2.5.4. Icon List 

 

Hover Name Image 
File Name 
(right click/save as name) 

Action 

Activate  activate.gif 
Activates a record from Historical to 
Active 

Activity Log Report 
 

activitylogreport.gif Displays the Activity Log Report 

Add New  new.gif Displays the add panel for a record 

Add Filter  add_filter.gif Displays filter input boxes 

Apply Filter  apply_filter.gif Applies (executes) a filter 

Assign Contacts  user.gif Organization List Position tab 

Assign NBI  assign_nbi.gif Assigns an NBI Number to a Bridge 

Assign Projects  projects.gif Assigns Projects(DES) to Role ID 

Assign Roles  role.gif Panel to assign Roles to a User ID 

Assign Tokens  icnlogoff.gif Assigns Tokens to Role ID and User ID 

Assign Users  user.gif Assigns User ID to Role ID 

Authorize Active Schedule 
 

auth_act_schedule.gif 
Project Maintenance Main Page of a 
Proposed Project 

Authorize Provisional 
Schedule  

auth_prov_schedule.gif 
Project Maintenance Main Page of a 
Proposed Project 

Bridge  bridge.gif Panel with DES Bridge data 

Calendar  calendar.gif Choose date from a calendar 

Change Position 
Organization  hiearchyblue.gif Organization Panel ï Position tab 

Change Project Status 
 

status_change.gif 
Project Maintenance Main Page or Panel 
- Change a Projectôs status 

Clear  eraser.gif Clears items 

Conditions 
 

conditions.gif Panel with DES Condition data 

Congressional District 
 

congressional_districts.gif Panel with DES Congressional data 

Copy Organization Address  copyrecord.gif Organization Panel ï Address tab 

Cost Estimate Log Report 
 

costestlogreport.gif Displays the Cost Estimate Log Report 

Delete  delete.gif 
Delete items from the DES Basket or 
Panel 

DES Basket  basket.gif 
List of DES numbers frequently 
maintained 
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Hover Name Image 
File Name 
(right click/save as name) 

Action 

Des Basket (remove)  delete_basket.gif Remove Des # from Des Basket 

DES Maintenance  icnedit.gif Displays the Project Maintenance Panel 

Districts 
 

districts.gif Panel with DES District data 

Edit  icnedit.gif Displays the edit panel for a record 

Edit Schedule 
 

edit_schedule.gif Edit a Schedule 

Email SPMS Admin  mailhover.gif Email SPMS Support 

Estimates  estimates.gif 
Panel with DES Phase/Stage Estimated 
Costs 

Environmental Clearance 
 

env_clearance.gif Project Maintenance Main Page or Panel 

Excel  excel.gif Allows for exporting data to Excel 

Full Project Listing  full_project_listing.gif Displays the Full Project Listing Report 

Funding 
 

funding.gif Project Maintenance Main Page or Panel 

General Maintenance 
 

general_info.gif Project Maintenance Main Page or Panel 

Help  icnHelp.gif 
Displays the help document for a specific 
topic 

Historical  historical.gif Marks a record as historical 

Hold  hold.gif 
Changes an activityôs status to put on 
hold 

Hold Release  hold-release.gif 
Changes an activityôs status to taken off 
hold 

Home  icnHome.gif Displays the SPMS Home screen 

Inspection  inspection.gif Displays Bridge Inspection data 

Items  items.gif Displays more details on panels 

Lead Project  lead.gif Project Search ï Search Results Panel 

Lock  lock.gif Propose Project Estimates screen 

Lock Stage/Carry Forward 
Amount  lock_go.gif Propose Project Estimates screen 

Maintain Bridge  maintainbridge.gif Maintain an existing bridge 

Maintain Contacts  user.gif Edit Schedule ï Maintain Contacts 

Maintain Position List  managers.gif 
Maintain the Position list on Activity 
Codes Panel 

Maintain Position Type  role.gif 
Maintain Position Types on Organization 
List Position Panel 

Maximize  plus.gif Maximize a window 
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Hover Name Image 
File Name 
(right click/save as name) 

Action 

Minimize  minus.gif Minimize a window 

New Bridge  newbridge.gif Create a new bridge 

No Records Retrieved  warning_16.gif Propose Project Route Details screen 

Normal  normal.gif Project Search ï Search Results Panel 

Not Applicable  Notapplicable.gif 
Changes an activityôs status to not 
applicable 

PDF  pdficon_small.gif View a Report 

Permits  permits.gif Panel with DES Permit data 

Predecessor  
up-down-arrows-orange-
outline.gif 

Edit Schedule, Maintain Predecessors 

Print  icnprinter.gif Print the current window contents 

Processing, please wait  ajax-loader.gif Indicates that an action is taking place 

Project Activity Log 
 

activity_listing.gif Project Activity Log Report 

Project Log 
 

proj_log.gif Panel with DES Log Data 

Project Log Report 
 

project_log_report.gif Used for Project Log Report 

Search or Find  search.gif 
Displays the Project (DES) Search panel, 
Search 

Rail Crossing  rail_crossings.gif Panel with DES Railroad data 

Records Retrieved 
Successfully  ok_16.gif Propose Project Route  Details screen 

Refresh 
 

 

refresh.gif  
 
refresh.png 

Refresh Project Messages, Corporate 
Route Project Length (gif) 
 
Refresh Report Queue (png) 

Remove Filter  remove_filter.gif Removes filter input boxes 

Replace Bridge  replacebridge.gif Replace a bridge 

Revised  revised.gif Changes an activityôs status to revised 

Route and Project Length 
 

routes.gif Panel with DES Route data 

Select Organization  Selectorg.gif Organization List Search Results 

Signals 
 

signals.gif Panel with DES Signal data 

Standalone Project  standalone.gif Project Search ï Search Results Panel 

Sub Project  normal.gif Project Search ï Search results Panel 

Template Activity List  iconA.gif Lists the activities for the template 

Template List  datasheet.gif Displays the template list 

https://spms.dev.indot.in.gov/SPMSData/Reports/Report_138.pdf
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Hover Name Image 
File Name 
(right click/save as name) 

Action 

Template Type List  iconT.gif Lists the template types for the template 

Update Corporate Bridge  update_cbridge.gif Update bridge on Corporate Bridge List 

Unlock  unlock.gif Propose Project Estimates screen 

Utilities 
 

utilities.gif Panel with DES Utility data 

View Details  icnview.gif Displays all data fields for a record 

View Position History  items.gif Organization List, View Position History 

 
 

2.6. Navigating in SPMS 

 
 

 

Access to menu selections, icons and features is dependent on a Userôs 
role and security level. For details, refer to Understanding the Screen in the 
Getting Started section.  
 

 
Menu 
To access a menu option, hover the mouse over that item. The item changes color and the mouse pointer 

changes to a hand . If a sub-menu is available for a menu option, it automatically displays.  
 
Click on a menu option to open.  
 

 
 
When maintaining a Project, links and icons are used to open Panels from the Project Maintenance Main 
Page. For details, refer to Project Maintenance Main Page in the Project Maintenance section.  
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Panel Pages 

Use the Next  button and Previous  button to navigate to subsequent pages or use the 
dropdown to navigate to a specific page. For example, click on 2 from the dropdown to go to Page 2 of 
the List. 

 
 
The Status Bar changes depending on what Panel page is displayed. For example, the Status Bar below 
displays on Page 2 and shows Items 26 ï 50 of 53.  
 

 
 
Items on each Panel Page 
By default, Panels display 10 Items per Page. However, this may be changed.  
 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 27 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 
Click on the Items Per Page dropdown list and select 10, 25, 50 or 100 from the list.  
 

 
 
This example shows a Panel displaying 25 items per page.  
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2.7. Sorting Information 

 
Data in Panels may be sorted in ascending or descending order numerically (smallest to largest or largest 
to smallest), alphabetically (A to Z or Z to A) or by date and time (oldest to newest or newest to oldest).  
 
Click on the column heading of the field to be sorted. In the example below, the District List is sorted by 
District Number (ascending) by clicking once on the District Number column heading.  
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To re-sort (descending), click again on the column heading. 
 

 
 
 

 

By default, Panels display sorted by the first column, which is typically 
ID/Number, Code, or Year.  
 

Sorts are not saved. The next time the Panel is opened, it is sorted by the 
first column.  

 

2.8. Filtering Information 

 
Data in Panels may be filtered so only particular content displays. For example, the District List Panel 
below shows that there are 53 records. A filter may be applied so that only those Districts with a Code = 
ñCOò are shown in the list.  
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To create the Filter, click on the Add Filter  icon below the title bar. A filter opens with the left-most 
column, ñIDò, selected in the dropdown list as shown below.  
 

 
 
To change this Filter, select the new column, ñCodeò, from the dropdown menu. 
 

 
 
Then, select the operator, ñ=ò, from the dropdown menu and enter the value, ñCOò, in the text box (not 
case-sensitive).  
 

 

Operator Comparison Description 

LIKE Like Enter any character(s) or number(s) in 
the value to include in the results (no 
wildcards). For example, Funding 
Program Like ñsafetyò would return all 
records with the word ñsafetyò in their 
Funding Program names.  

= Equal to Enter the exact value to include in the 
results 

!= Not equal to Enter the exact value to not include in 
the results 
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< Less than Enter a value below which all values 
are included in the results 

> Greater than Enter a value above which all values 
are included in the results 

<= Less than or 
equal to 

Enter a value below which all values 
are included in the results, including 
the value entered 

>= Greater than 
or equal to 

Enter a value above which all values 
are included in the results, including 
the value entered 

 
 
The completed Filter is shown below.  
 

 
 

To apply the Filter, click on the Apply Filter  icon. 
 
The filtered list of 8 records is shown below. 
 

 
 

To remove the Filter, click on the Remove Filter  icon and then click on the Apply Filter  icon. The 
complete District List Panel of 53 records displays again.  
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Applying Multiple Filters 
 
To apply more than one Filter to the List, leave the first filter open, select either AND or OR from the Filter 

dropdown list, and click the Add Filter  icon.  
 

 
 

Enter the second Filter and click on the Apply Filter icon. The Filter appears below the previous one 
and the List updates to reflect all applied Filters. Repeat to add as many Filters as necessary.  
 

 
 

2.9. Viewing Details 

 
List Panels contain information about each record. More details are available by clicking on the View 

Details  icon to the right of the record.  
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The Details window displays the data from the Panel as well as other fields. The Special Route List 
example shows Route Type Code, County Code, and the User Name and Date reflecting the recordôs 
creation and latest update.  
 

Click the Print  icon to print the details.  
 

 
 

2.10. Exporting to Microsoft Excel 
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Information in Panels may be exported to Excel by clicking on the Export to Excel  icon in the title bar 
of the Panel.  
 

 
 
At the File Download dialog box, click on the Open button to view the data in Excel or click on the Save 
button to save the data in an Excel file.  
 

 
 
If saving, choose the location to store the file and click on the Save button.  
 
 

 

By default, the file is named X List where X is the name of the Panel and 
the file type is Microsoft Excel 97-2003 Worksheet. 
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The downloadôs progress displays in a dialog box, as shown below. When complete, click on the Open 
button to view the data in Excel, click on the Open Folder button to open the fileôs location, or click on the 
Close button to exit without viewing the file. 
 
 

 

Unless a Filter has been applied, every record in the list is exported. This 
may take some time to download. Instructions for Applying Filters may be 
found in the Getting Started section.  
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Whether viewing or opening from a saved file, the data displays in Microsoft Excel.  
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3. Projects 

3.1. Propose Project 

 
An SPMS Project is a collection of information associated with a transportation-related construction 
effort. The first step in the lifecycle of a typical SPMS Project is to propose the Project. In SPMS, this 
means creating a new Project record and entering the required information about the Project into the 
SPMS database. 
 
To add/propose a Project, select Propose Project from the Projects menu.  
 

 
 
 

 

 

Access to menu selections, icons, features and fields is dependent on a 
Userôs role and security level. For details, refer to Understanding the 
Screen in the Getting Started section.  
 

 
From the Propose a Project screen, a new Standalone, Lead or Sub Corporate Route or Special 
Route Project may be proposed by selecting the applicable radio buttons.  
 
Click on the links below for help regarding a specific Project Type. Note: While in the middle of proposing 

a Project, only the Help related to that Project type is available via the Help  icon.  
 
Propose a Standalone or Lead Corporate Route Project 
 
Propose a Standalone or Lead Special Route Project 
 
Propose a Sub Corporate Route Project 
 
Propose a Sub Special Route Project 
 

3.1.1. Project Drafts 

 
When proposing a Project, work is saved whenever the Next button is clicked on a screen or when the 
Save Draft link located at the top of each screen is clicked. This allows the User to continue work at a 
later time.  
 
Anytime there is a saved draft, the Propose a Project screen displays a reminder. The Click here link 
may be used to resume work. If the Start button is clicked to begin a new Project, the Draft is deleted. 
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3.2. Propose a Standalone or Lead Corporate Route Project 

 
An SPMS Project is a collection of information associated with a transportation-related construction 
effort. The first step in the lifecycle of a typical SPMS project is to propose the project. In SPMS, this 
means creating a new Project record and entering the required information about the Project into the 
SPMS database. 
 
To add/propose a Project, select Propose Project from the Projects menu.  
 

 
 

 

 

Access to menu selections, icons, features and fields is dependent on a 
Userôs role and security level. For details, refer to Understanding the 
Screen in the Getting Started section.  
 

 
To propose a new Standalone or Lead Corporate Route Project, click in the Standalone or Lead 
Project and Corporate Route radio buttons to select them. Then, click on the Start button.  
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3.2.1. Route Selection Panel 

 
In the Route Selection Panel, enter road and reference post information and click on the Next button. 
The values in the Route Type dropdown list are limited to Corporate route types. The values in the Route 
# dropdown list are automatically updated once a Route Type is selected.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
and Route Type field definitions, lengths and character/numeric 
requirements.  
 

 

 
 
If the reference post information entered is not valid for the route, the error message shown below 
displays. The data must be corrected to continue and advance beyond the Propose a Project Route 
Selection Panel. If route and reference post information was entered correctly, an SPMS Administrator 

G014.htm
tabledefs.aspx?table=croutelk
tabledefs.aspx?table=croutetypelk
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must be notified to correct the problem. Click on the Email SPMS Support  icon in the title bar for 
assistance. 
 
 

 
 
If the Corporate route reference post information crosses more than one district, an error message 
displays as shown below. The data must be corrected to continue and advance beyond the Propose a 
Project Route Selection Panel. 
 

 
 
If the Service that retrieves route data is unavailable, the error message displays as shown below. If this 
message is received, please open an IOT Help Desk ticket.  
 

 
 

To open an IOT Helpdesk ticket, click on the Helpdesk Assistant  icon and report the problem as 
shown in the screen below.  
 

http://iot.in.gov/
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SPMS will not advance to the next screen if a required field is left empty. A 
red asterisk (*) will appear to the right of the field. The cursor will blink 
inside text fields while dropdown fields will be highlighted.  
 

 
 

 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen. 
 
 

 

Work is saved when the Next button is clicked on each screen. At any 
point, work may be saved by clicking on the Save a Draft link at the top of 
each screen. For details, refer to the Saving a Draft of the Project section.  
 

 

3.2.2. Route Details Panel 

 
Available data from the official source databases are imported and displayed on the Route Details Panel 
based on the route and reference post information entered. 
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Some fields are populated from data mapping between the Source and SPMS systems. If the information 

maps correctly for these fields, a green checkmark  appears next to the field, and the Source and 
SPMS values display in side-by-side-columns. 
 
Other fields are populated from calculations based on the route and reference post information entered 

on the Route Selection Panel. If values could be determined, a green checkmark  appears next to 
each field. 
 
Information on this Panel is editable ONLY for SPMS Administrators. Therefore, it is CRITICAL to check 
every field for accuracy as it cannot be edited even when maintaining the Project.  
 

A red triangle  appears next to any field that needs attention. It is possible that the road and reference 
post information was entered incorrectly. If so, click on the Previous button to return to the Route 
Selection Panel and correct any data entry errors.  
 

However, if the errors indicated with a red triangle  are due to data not mapping correctly or data not 
found, an SPMS Administrator must be notified to correct the problem. Click on the Email SPMS Support 

 icon in the title bar for assistance. 
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Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
Details field definitions, lengths and character/numeric requirements.  
 

 

Until all required fields are reflected correctly (indicated by the green checkmark ), no further work may 
be done on this Proposal. The Next button is disabled and there is no Save Draft link at the top of the 
Panel. Click on the Previous button to enter route and reference post information again or discard this 
Project Proposal by clicking the Cancel button or navigating to another menu option. A Draft of the 
Project will not be saved.  
 
When all information on this Panel is complete and accurate, click on the Next button to continue. 
 

3.2.3. General Information Panel 

 
In the General Information Panel, select the Designed By location, Work Category, Work Type, and 
Sponsor from their dropdown lists. The values in the Designed By dropdown list are the localities in 
which the User has authority to propose a Project. This is based on the Userôs security profile.  
 
It is important to select a Designed By value first as the Work Category and Work Type dropdown lists 
are populated with valid choices based on this information. 
 
Location information is limited to 80 characters and should be specific and not repeat information 
existing in other fields. For example, the road number and city are already provided and should not be 
mentioned in the Location. Examples of acceptable Location entries are: 
 

Location Type Location Description 

Road FROM 1.40 miles W of SR5 TO 2.50 miles W of SR5 

G014.htm
tabledefs.aspx?table=project
tabledefs.aspx?table=project
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Location Type Location Description 

Bridge Bridge OVER No Named Creek, 1.35 miles N of SR14 

Single Point AT Main Street in TOWN 

Small Structure OVER Tippy Ditch, 3.5 miles S of SR124 

 
Complete optional fields as needed.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
General Information Project and General Information Designation field 
definitions, lengths and character/numeric requirements.  
 

 
 

 

G014.htm
tabledefs.aspx?table=project
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SPMS will not advance to the next screen if a required field is left empty. A 
red asterisk (*) will appear to the right of the field. The cursor will blink 
inside text fields while dropdown fields will be highlighted.  
 

 
 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.2.4. Estimates Panel  

 
In the Estimates Panel, enter dollars in the Amount column as needed. 
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Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Estimates field definitions, lengths and character/numeric requirements.  
 

 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
If no Estimate dollars are entered, an error message displays requiring that an amount greater than zero 
be entered for at least one Phase before going to the next screen. Click on the OK button and correct the 
information before clicking on the Next button again.  
 

 
 

3.2.5. Conditions Panel 

 

G014.htm
tabledefs.aspx?table=projectestimate


Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 47 of 489  Author: April Schwering 
  Version: 1.0 

 

Conditions and recommendations resulting from Project inspections are maintained in the Conditions 
Panel. If there are no inspections associated with the Project, click on the Next button to advance to the 
next screen. Condition information may be added or maintained at any time.  
 

In the Conditions Panel, click on the Add New  icon to the right of the Reviewer column heading to 
add a Condition. If this Project has no Conditions, click on the Next button to advance to the next screen.  
 

 
 
In the ADD Screen Mode, enter information as needed. It is important to select the Inspection Type first, 
then Reviewing Organization, as dropdown lists are populated with valid choices based on this 
information.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Dropdown fields have an auto-complete feature. For example, click on the Reviewing Organization 
dropdown arrow to the right of the field for a complete list of available Organizations (dependent on the 
Inspection Type choice of In-House or Consulting). Typing a letter in the dropdown field navigates to the 
first value in the list that begins with that letter. For example, typing an ñLò displays ñLand Consultantsò.  
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Date fields have two options. A date (mm/dd/yyyy) may be entered directly in the field or the Calendar 

icon may be used to find a date. Click on the Calendar  icon to display the Calendar window.  
 

 
 
Then, click on the desired date to populate the field.  
 
Click on the Save button to save the new record and return to the Conditions Panel or click on the 
Cancel button to exit without saving. If saving, click on the OK button at the confirmation message.  
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SPMS will not save the record or leave the ADD Screen Mode if a required field is left 
empty. Instead, a red asterisk (*) will appear to the right of the field and the cursor will 
blink inside the field.  
 

 
 
SPMS does not allow duplicates. If the record already exists in the database, a 
message displays.  
 

 
 

 
Once a Condition is added to the List, it can be edited or deleted.  
 
Once saved, the new Condition should be visible in the List. If not, click on the Reviewer column heading 
twice to re-sort and refresh the List or use the Filter feature to locate the new record.  
 

To edit a Condition, click on the Edit  icon next to the record to be updated. 
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Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section. 

 
In the EDIT Screen Mode, update fields as needed. 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Click on the Save button to save the record and return to the Conditions Panel or click on the Cancel 
button to exit without saving.  
 
 

 

SPMS will not save the record or leave the EDIT Screen Mode if a required 
field is left empty. Instead, a red asterisk (*) will appear to the right of the field 
and the cursor will blink inside the field.  
 

 
 

 
The changes should be visible in the List. If not, click on the any column heading to re-sort and refresh 
the List or use the Filter feature to locate the updated record. 
 

To delete a Condition, click on the Delete  icon next to the record to be removed. 
 
A confirmation message displays. Click on the OK button to confirm the deletion or click on the Cancel 
button to exit without saving any changes. 
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The Condition is removed from the list.  
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.2.6. Districts and Congressional Districts Panels  

 
Information in the Districts and Congressional Districts Panels is non-editable for Corporate Route 
Projects. It is displayed for information only.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
District and Congressional District field definitions, lengths and 
character/numeric requirements.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.2.7. Route and Reference Panel 

 
Information on the Route and Reference Panel is non-editable for Corporate Route Projects. It is 
displayed for information only.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
and Reference field definitions, lengths and character/numeric 
requirements.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.2.8. Project Length Panel  

 
Information on the Project Length Panel is non-editable for Corporate Route Projects. It is automatically 
calculated from the Projectôs reference post information and displayed for information only.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Project Length field definitions, lengths and character/numeric 
requirements.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
When all project information is complete and verified, SPMS assigns a Designation Number, adds the 
Project to the database with a status of ñProposedò and Project Proposed Date equal to the date the Des 
# is assigned. A message displays to confirm the Projectôs successful addition to the database. Click on 
the OK button to return to the Propose Project initial screen and continue working in SPMS.   
 

 
 

3.2.9. Saving a Draft of a Project  

 
A Save a Draft link is provided at the top of each screen while proposing a Project allowing the User to 
save the Proposal so work may be continued at a later time. A Draft is saved when the Next button is 
clicked or when the Save a Draft link is clicked. SPMS saves your work but does not navigate away from 
the current screen. Advance by clicking on the Next button when ready.  
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The next time the Propose a Project screen is accessed, a reminder displays that there is pending 
proposal work. Click on the Click here link to resume work. It is important to know that once the Start 
button is clicked to begin a new Project, the Draft is deleted. 
 

 
 

3.3. Propose a Standalone or Lead Special Route Project 

 
An SPMS Project is a collection of information associated with a transportation-related construction 
effort. The first step in the lifecycle of a typical SPMS project is to propose the project. In SPMS, this 
means creating a new Project record and entering the required information about the Project into the 
SPMS database. 
 
To add/propose a Project, select Propose Project from the Projects menu.  
 

 
 
 

 

 

Access to menu selections, icons, features and fields is dependent on a 
Userôs role and security level. For details, refer to Understanding the 
Screen in the Getting Started section.  
 

 
To propose a new Standalone or Lead Special Route Project, click in the Standalone or Lead Project 
and Special Route radio buttons to select them. Then, click on the Start button.  
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3.3.1. General Information Panel 

 
In the General Information Panel, select the Designed By location, Work Category, Work Type, 
Functional Class, Transportation System, Sponsor, FMIS Urban Area and FMIS Area from their 
dropdown lists. The values in the Designed By dropdown list are the localities in which the User has 
authority to propose a Project. This is based on the Userôs security profile.  
 
It is important to select a Designed By value first as the Work Category and Work Type dropdown lists 
are populated with valid choices based on this information. 
 
Location information is limited to 80 characters and should be specific and not repeat information 
existing in other fields. For example, the road number and city are already provided and should not be 
mentioned in the Location. Examples of acceptable Location entries are:  
 

Location Type Location Description 

Road FROM 1.40 miles W of SR5 TO 2.50 miles W of SR5 

Bridge Bridge OVER No Named Creek, 1.35 miles N of SR14 

Single Point AT Main Street in TOWN 

Small Structure OVER Tippy Ditch, 3.5 miles S of SR124 

 
Complete optional fields as needed.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
General Information Project and General Information Designation field 
definitions, lengths and character/numeric requirements.  
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SPMS will not advance to the next screen if a required field is left empty. A 
red asterisk (*) will appear to the right of the field. The cursor will blink 
inside text fields while dropdown fields will be highlighted.  
 

 
 

 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
 

 

Work is saved when the Next button is clicked on each screen. At any 
point, work may be saved by clicking on the Save a Draft link at the top of 
each screen. For details, refer to the Saving a Draft of the Project section.  
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3.3.2. Estimates Panel 

 
In the Estimates tab, enter dollars in the Amount column as needed. 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Estimates field definitions, lengths and character/numeric requirements.  
 

 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
If no Estimate dollars are entered, an error message displays requiring that an amount greater than zero 
be entered for at least one Phase before going to the next screen. Click on the OK button and correct the 
information before clicking on the Next button again.  
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3.3.3. Conditions Panel 

 
Conditions and recommendations resulting from Project inspections are maintained in the Conditions 
Panel. If there are no inspections associated with the Project, click on the Next button to advance to the 
next screen. Condition information may be added or maintained at any time.  
 

In the Conditions Panel, click on the Add New  icon to the right of the Reviewer column heading to 
add a Condition. If this Project has no Conditions, click on the Next button to advance to the next screen.  
 

 
 
In the ADD Screen Mode, enter information as needed. It is important to select the Inspection Type first, 
then Reviewing Organization, as dropdown lists are populated with valid choices based on this 
information.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Dropdown fields have an auto-complete feature. For example, click on the Reviewing Organization 
dropdown arrow to the right of the field for a complete list of available Organizations (dependent on the 
Inspection Type choice of In-House or Consulting). Typing a letter in the dropdown field navigates to the 
first value in the list that begins with that letter. For example, typing an ñLò displays ñLand Consultantsò.  
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Date fields have two options. A date (mm/dd/yyyy) may be entered directly in the field or the Calendar 

icon may be used to find a date. Click on the Calendar  icon to display the Calendar window.  
 

 
 
Then, click on the desired date to populate the field.  
 
Click on the Save button to save the new record and return to the Condition List Panel or click on the 
Cancel button to exit without saving. If saving, click on the OK button at the confirmation message.  
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SPMS will not save the record or leave the ADD Screen Mode if a required field is left 
empty. Instead, a red asterisk (*) will appear to the right of the field and the cursor will 
blink inside the field.  
 

 
 
SPMS does not allow duplicates. If the record already exists in the database, a 
message displays.  
 

 
 

 
Once a Condition is added to the List, it can be edited or deleted.  
 
Once saved, the new Condition should be visible in the List. If not, click on the Reviewer column heading 
twice to re-sort and refresh the List or use the Filter feature to locate the new record.  
 

To edit a Condition, click on the Edit  icon next to the record to be updated. 
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Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section. 

 
In the EDIT Screen Mode, update fields as needed. 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Click on the Save button to save the record and return to the Conditions Panel or click on the Cancel 
button to exit without saving. 
 
 

 

SPMS will not save the record or leave the EDIT Screen Mode if a required 
field is left empty. Instead, a red asterisk (*) will appear to the right of the field 
and the cursor will blink inside the field.  
 

 
 

 
The changes should be visible in the List. If not, click on the any column heading to re-sort and refresh 
the List or use the Filter feature to locate the updated record. 
 

To delete a Condition, click on the Delete  icon next to the record to be removed. 
 
A confirmation message displays. Click on the OK button to confirm the deletion or click on the Cancel 
button to exit without saving any changes. 
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The Condition is removed from the list.  
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.3.4. Districts Panel 

 
Select the Primary District from the dropdown list.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
District field definitions, lengths and character/numeric requirements.  
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The sub-districts auto-populate based on the Primary District. Place a checkmark  in the checkbox 

next to the sub-districts associated with the Project.  
 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
A Primary District must be added to the Project. An error message displays requiring that one be selected 
before going to the next screen.  
 

 
 
Click the OK button and add the District information before clicking the Next button again. 
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3.3.5. Congressional Districts Panel 

 

Place a checkmark  in the checkbox next to the Congressional Districts associated with the 
Project. (The Project may involve more than one Congressional District.) 
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Congressional District field definitions, lengths and character/numeric 
requirements.  
 

 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
A Congressional District must be selected for the Project. An error message displays requiring that one 
be selected before going to the next screen.  
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Click the OK button and add the District information before clicking the Next button again. 
 

3.3.6. Route and Reference Panel 

 
The Route and Reference Panel has a Route and a Reference section. Click on the Add Route button to 
add a route to the Project.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
and Reference field definitions, lengths and character/numeric 
requirements.  
 

 

 
 
The Add Route Panel contains two tabs, one to be used to add a route that already exists and one to be 
used to create a new route and select it for this Project.  
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1) Select Existing Route 
 
Click on the Select Existing Route tab heading. Select the Route Type and/or County 
from the dropdown list to return all existing routes of that type within the counties involved 
in the Project. Click on the green checkmark  to select the desired route from the list.  
 
To filter the list, type the name of the route (or any part of the name) into the Route 

Name text box and click on the Apply Filter  icon.  
 

 
 
SPMS populates the route information on the main Route and Reference Panel. The 
Add Route button is replaced with a Remove Route button, which may be used to clear 
the values from the screen, remove the added route from the Project and display the Add 
Route button again to add a new route.  
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2) Add and Select New Route 
 
Click on the Add and Select New Route tab heading. In the Add Screen Mode, select 
the Route Type and County from the dropdown lists. The values in each list come from 
the Special Route List. When a new Route is added, it is added to the Special Route List. 
The Route Number is automatically generated for County Roads and City Streets. For 
Various Route Types, a Route Number of VARI is automatically generated.  
 

 
 
Click on the Add button to save the route. SPMS populates the route information with an 
auto-generated route number on the main Route and Reference Panel. The Add Route 
button is replaced with a Remove Route button, which can be used to clear the values 
from the screen, remove the added route and display the Add Route button again to add 
a new route. 
 

 
 

Update the Reference Post and Traffic information as needed.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
A Route must be added to the Project. An error message displays requiring that one be added before 
going to the next screen.  
 

 
 
Click the OK button and add the Route and Reference information before clicking the Next button again. 
 

3.3.7. Project Length Panel 

 
The Project Length Panel displays the length for each County affected by the Project in miles and 

kilometers. Lengths may be added, edited, or deleted. It is important to know that no Delete  icon 
appears next to the County that the Project starts in, because that information cannot be deleted. In the 
example below, the Project begins in Adams County, which cannot be deleted as a Delete icon does not 
appear.  
 

 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Project Length field definitions, lengths and character/numeric 
requirements.  
 

 

In the Project Length Panel, click on the Add New  icon to the right of the Miles column heading to 
add a Length.  
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In the ADD Screen Mode, select the County from the dropdown list and enter the kilometers or miles in 
the text box. If the fields are left blank, SPMS fills the fields with zeroes (0).If one unit of measurement is 
entered, the other is calculated by SPMS. For example, type the number of miles into the Miles text box 
and hit the Tab key to move the cursor from the field. The number of kilometers appears in the 
Kilometers text box.  
 

 
 
Dropdown fields have an auto-complete feature. For example, click on the County dropdown arrow to the 
right of the field for a complete list of available Counties. Typing a letter in the dropdown field navigates to 
the first value in the list that begins with that letter. For example, typing a ñPò displays ñPerryò.  
 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 77 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 
 
Click on the Add button to save the new record and return to the Project Length Panel or click on the 
Cancel button to exit without saving. Once saved, the new Project Length should be visible in the List.  
 
 

 

SPMS will not save the record or leave the ADD Screen Mode if the 
required fields are empty. Instead, a red asterisk (*) will appear to the right 
of the field and the cursor will blink inside the field.  
 

 
 

 
Once a Project Length is added to the List, it can be edited or deleted.  
 

To edit a Project Length, click on the Edit  icon next to the record to be updated. 
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Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section. 

 
In the EDIT Screen Mode, update the miles and kilometers fields as needed. If the fields are left blank, 
SPMS fills the fields with zeroes (0). The County may not be edited.  
 

 
 
Click on the Cancel button to exit without saving or click on the Update button to save the record and 
return to the Project Length Panel.  
 

To delete a Project Length, click on the Delete  icon next to the record to be removed. It is important to 

know that no Delete  icon appears next to the County that the Project starts in, because that 
information cannot be deleted.  
 
A confirmation message displays. Click on the OK button to confirm the deletion or click on the Cancel 
button to exit without saving any changes. 
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The Project Length is removed from the list.  
 
When finished, click on the Finish button to continue or click on the Previous button to return to the prior 
screen.  
 
When all project information is complete and verified, SPMS assigns a Designation Number, adds the 
Project to the database with a status of ñProposedò and Project Proposed Date equal to the date the Des 
# is assigned. A message displays to confirm the Projectôs successful addition to the database. Click on 
the OK button to return to the Propose Project initial screen and continue working in SPMS.  
 

 
 

3.3.8. Saving a Draft of a Project  

 
A Save a Draft link is provided at the top of each screen while proposing a Project allowing the User to 
save the Proposal so work may be continued at a later time. A Draft is saved when the Next button is 
clicked or when the Save a Draft link is clicked. SPMS saves your work but does not navigate away from 
the current screen. Advance by clicking on the Next button when ready.  
 
The next time the Propose a Project screen is accessed, a reminder displays that there is pending 
proposal work. Click on the Click here link to resume work. It is important to know that once the Start 
button is clicked to begin a new Project, the Draft is deleted. 
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3.4. Propose a Sub Corporate Route Project 

 
An SPMS Project is a collection of information associated with a transportation-related construction 
effort. The first step in the lifecycle of a typical SPMS project is to propose the project. In SPMS, this 
means creating a new Project record and entering the required information about the Project into the 
SPMS database. 
 
To add/propose a Project, select Propose Project from the Projects menu.  
 

 
 

 

 

Access to menu selections, icons, features and fields is dependent on a 
Userôs role and security level. For details, refer to Understanding the 
Screen in the Getting Started section.  
 

 
A Standalone or Lead Project may require subsets of work to manage the Project schedule more 
efficiently. For these Projects, Sub-Projects are added as children to the parent Lead Project.  
 
Sub-Projects are proposed just as Standalone/Lead Projects but are connected to the Lead Project by 
identifying the ñOriginò Project # on the initial screen. The Origin Projectôs status must be Active or 
Provisional before a Sub-Project can be created for it.  
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To propose a new Sub Corporate Route Project, click in the Sub Project and Corporate Route radio 
buttons to select them. Enter the Origin Project # in the text box. Then, click on the Start button.  
 

 
 

3.4.1. Route Selection Panel 

 
In the Route Selection Panel, enter road and reference post information and click on the Next button. 
The values in the Route Type dropdown list are limited to Corporate route types. The values in the Route 
# dropdown list are automatically updated once a Route Type is selected.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
and Route Type field definitions, lengths and character/numeric 
requirements.  
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If the reference post information entered is not valid for the route, the error message shown below 
displays. The data must be corrected to continue and advance beyond the Propose a Project Routes 
Panel. If route and reference post information was entered correctly, an SPMS Administrator must be 

notified to correct the problem. Click on the Email SPMS Support  icon in the title bar for assistance. 
 
 

 
 
If the Corporate route reference post information crosses more than one district, an error message 
displays as shown below. The data must be corrected to continue and advance beyond the Propose a 
Project Route Selection Panel. 
 

 
 
If the Service that retrieves route data is unavailable, the error message displays as shown below. If this 
message is received, please open an IOT Help Desk ticket.  
 

 
 
 

To open an IOT Helpdesk ticket, click on the Helpdesk Assistant  icon and report the problem as 
shown in the screen below.  
 

http://iot.in.gov/
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SPMS will not advance to the next screen if a required field is left empty. A 
red asterisk (*) will appear to the right of the field. The cursor will blink 
inside text fields while dropdown fields will be highlighted.  
 

 
 

 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen. 
 
 

 

Work is saved when the Next button is clicked on each screen. At any 
point, work may be saved by clicking on the Save a Draft link at the top of 
each screen. For details, refer to the Saving a Draft of the Project section.  
 

 

3.4.2. Route Details Panel 

 
Available data from the official source databases are imported and displayed on the Route Details Panel 
based on the route and reference post information entered. 
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Some fields are populated from data mapping between the Source and SPMS systems. If the information 

maps correctly for these fields, a green checkmark  appears next to the field, and the Source and 
SPMS values display in side-by-side-columns. 
 
Other fields are populated from calculations based on the route and reference post information entered 

on the Route Selection Panel. If values could be determined, a green checkmark  appears next to 
each field. 
 
Information on this Panel is editable ONLY for SPMS Administrators. Therefore, it is CRITICAL to check 
every field for accuracy as it cannot be edited even when maintaining the Project.  
 

A red triangle  appears next to any field that needs attention. It is possible that the road and reference 
post information was entered incorrectly. If so, click on the Previous button to return to the Route 
Selection Panel and correct any data entry errors.  
 

However, if the errors indicated with a red triangle  are due to data not mapping correctly or data not 
found, an SPMS Administrator must be notified to correct the problem. Click on the Email SPMS Support 

 icon in the title bar for assistance. 
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Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
Details field definitions, lengths and character/numeric requirements.  
 

 

Until all required fields are reflected correctly (indicated by the green checkmark ), no further work may 
be done on this Proposal. The Next button is disabled and there is no Save Draft link at the top of the 
Panel. Click on the Previous button to enter route and reference post information again or discard this 
Project Proposal by clicking the Cancel button or navigating to another menu option. A Draft of the 
Project will not be saved.  
 
When all information on this Panel is complete and accurate, click on the Next button to continue. 
 

3.4.3. General Information Panel 

 
In the General Information Panel, select the Designed By location, Work Category, Work Type, and 
Sponsor from their dropdown lists. The values in the Designed By dropdown list are the localities in 
which the User has authority to propose a Project. This is based on the Userôs security profile.  
 
It is important to select a Designed By value first as the Work Category and Work Type dropdown lists 
are populated with valid choices based on this information. 
 
Location information is limited to 80 characters and should be specific and not repeat information 
existing in other fields. For example, the road number and city are already provided and should not be 
mentioned in the Location. Examples of acceptable Location entries are:  
 

Location Type Location Description 

Road FROM 1.40 miles W of SR5 TO 2.50 miles W of SR5 
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Location Type Location Description 

Bridge Bridge OVER No Named Creek, 1.35 miles N of SR14 

Single Point AT Main Street in TOWN 

Small Structure OVER Tippy Ditch, 3.5 miles S of SR124 

 
Complete optional fields as needed.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
General Information Project and General Information Designation field 
definitions, lengths and character/numeric requirements.  
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SPMS will not advance to the next screen if a required field is left empty. A 
red asterisk (*) will appear to the right of the field. The cursor will blink 
inside text fields while dropdown fields will be highlighted.  
 

 
 

 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.4.4. Estimates Panel 

 
In the Estimates Panel, enter dollars in the Amount column as needed. 
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Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Estimates field definitions, lengths and character/numeric requirements.  
 

 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
If no Estimate dollars are entered, an error message displays requiring that an amount greater than zero 
be entered for at least one Phase before going to the next screen. Click on the OK button and correct the 
information before clicking on the Next button again.  
 

 
 

3.4.5. Conditions Panel 
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Conditions and recommendations resulting from Project inspections are maintained in the Conditions 
Panel. If there are no inspections associated with the Project, click on the Next button to advance to the 
next screen. Condition information may be added or maintained at any time.  
 

In the Conditions Panel, click on the Add New  icon to the right of the Reviewer column heading to 
add a Condition. If this Project has no Conditions, click on the Next button to advance to the next screen.  
 

 
 
In the ADD Screen Mode, enter information as needed. It is important to select the Inspection Type first, 
then Reviewing Organization, as dropdown lists are populated with valid choices based on this 
information.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Dropdown fields have an auto-complete feature. For example, click on the Reviewing Organization 
dropdown arrow to the right of the field for a complete list of available Organizations (dependent on the 
Inspection Type choice of In-House or Consulting). Typing a letter in the dropdown field navigates to the 
first value in the list that begins with that letter. For example, typing an ñLò displays ñLand Consultantsò.  
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Date fields have two options. A date (mm/dd/yyyy) may be entered directly in the field or the Calendar 

icon may be used to find a date. Click on the Calendar  icon to display the Calendar window.  
 

 
 
Then, click on the desired date to populate the field.  
 
Click on the Save button to save the new record and return to the Conditions Panel or click on the 
Cancel button to exit without saving. If saving, click on the OK button at the confirmation message.  
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SPMS will not save the record or leave the ADD Screen Mode if a required field is left 
empty. Instead, a red asterisk (*) will appear to the right of the field and the cursor will 
blink inside the field.  
 

 
 
SPMS does not allow duplicates. If the record already exists in the database, a 
message displays.  
 

 
 

 
Once a Condition is added to the List, it can be edited or deleted.  
 
Once saved, the new Condition should be visible in the List. If not, click on the Reviewer column heading 
twice to re-sort and refresh the List or use the Filter feature to locate the new record.  
 

To edit a Condition, click on the Edit  icon next to the record to be updated. 
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Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section. 

 
In the EDIT Screen Mode, update fields as needed. 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
 

 

G014.htm
tabledefs.aspx?table=condition


Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 94 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 
Click on the Save button to save the record and return to the Conditions Panel or click on the Cancel 
button to exit without saving. 
 
 

 

SPMS will not save the record or leave the EDIT Screen Mode if a required 
field is left empty. Instead, a red asterisk (*) will appear to the right of the field 
and the cursor will blink inside the field.  
 

 
 

 
The changes should be visible in the List. If not, click on the any column heading to re-sort and refresh 
the List or use the Filter feature to locate the updated record.  
 

To delete a Condition, click on the Delete  icon next to the record to be removed. 
 
A confirmation message displays. Click on the OK button to confirm the deletion or click on the Cancel 
button to exit without saving any changes. 
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The Condition is removed from the list.  
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.4.6. Districts and Congressional Districts Panels 

 
Information in the Districts and Congressional Districts Panels is non-editable for Corporate Route 
Projects. It is displayed for information only.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
District and Congressional District field definitions, lengths and 
character/numeric requirements.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.4.7. Route and Reference Panel 

 
Information in the Route and Reference Panel is non-editable for Corporate Route Projects. It is 
displayed for information only.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
and Reference field definitions, lengths and character/numeric 
requirements.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.4.8. Project Length Panel 

 
Information in the Project Length Panel is non-editable for Corporate Route Projects. It is displayed for 
information only.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Project Length field definitions, lengths and character/numeric 
requirements.  
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When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
When all project information is complete and verified, SPMS assigns a Designation Number, adds the 
Project to the database with a status of ñProposedò and Project Proposed Date equal to the date the Des 
# is assigned. A message displays to confirm the Projectôs successful addition to the database. Click on 
the OK button to return to the Propose Project initial screen and continue working in SPMS.  
 

 
 

3.4.9. Saving a Draft of a Project  

 
A Save a Draft link is provided at the top of each screen while proposing a Project allowing the User to 
save the Proposal so work may be continued at a later time. A Draft is saved when the Next button is 
clicked or when the Save a Draft link is clicked. SPMS saves your work but does not navigate away from 
the current screen. Advance by clicking on the Next button when ready.  
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The next time the Propose a Project screen is accessed, a reminder displays that there is pending 
proposal work. Click on the Click here link to resume work. It is important to know that once the Start 
button is clicked to begin a new Project, the Draft is deleted. 
 

 
 

3.5. Propose a Sub Special Route Project 

 
An SPMS Project is a collection of information associated with a transportation-related construction effort. 
The first step in the lifecycle of a typical SPMS project is to propose the project. In SPMS, this means 
creating a new Project record and entering the required information about the Project into the SPMS 
database. 
 
To add/propose a Project, select Propose Project from the Projects menu.  
 

 
 
 

 

 

Access to menu selections, icons, features and fields is dependent on a 
Userôs role and security level. For details, refer to Understanding the 
Screen in the Getting Started section.  
 

 
A Standalone or Lead Project may require subsets of work to manage the Project schedule more 
efficiently. For these Projects, Sub-Projects are added as children to the parent Lead Project.  
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Sub-Projects are proposed just as Standalone/Lead Projects but are connected to the Lead Project by 
identifying the ñOriginò Project # on the initial screen. The Origin Projectôs status must be Active or 
Provisional before a Sub-Project can be created for it.  
 
To propose a new Sub Special Route Project, click in the Sub Project and Special Route radio buttons 
to select them. Enter the Origin Project # in the text box. Then, click on the Start button.  
 

 
 

3.5.1. General Information Panel 

 
In the General Information Panel, some fields are pre-populated from the Origin Project information. 
Select the Designed By location, Work Category, Work Type, and Sponsor from their dropdown lists. 
The values in the Designed By dropdown list are the localities in which the User has authority to propose 
a Project. This is based on the Userôs security profile.  
 
It is important to select a Designed By value first as the Work Category and Work Type dropdown lists 
are populated with valid choices based on this information. 
 
Location information is limited to 80 characters and should be specific and not repeat information 
existing in other fields. For example, the road number and city are already provided and should not be 
mentioned in the Location. Examples of acceptable Location entries are:  
 

Location Type Location Description 

Road FROM 1.40 miles W of SR5 TO 2.50 miles W of SR5 

Bridge Bridge OVER No Named Creek, 1.35 miles N of SR14 

Single Point AT Main Street in TOWN 

Small Structure OVER Tippy Ditch, 3.5 miles S of SR124 

 
Complete optional fields as needed.  
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Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
General Information Project and General Information Designation field 
definitions, lengths and character/numeric requirements.  
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SPMS will not advance to the next screen if a required field is left empty. A 
red asterisk (*) will appear to the right of the field. The cursor will blink 
inside text fields while dropdown fields will be highlighted.  
 

 
 

 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
 

 

Work is saved when the Next button is clicked on each screen. At any 
point, work may be saved by clicking on the Save a Draft link at the top of 
each screen. For details, refer to the Saving a Draft of the Project section.  
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3.5.2. Estimates Panel 

 
In the Estimates Panel, enter dollars in the Amount column as needed. 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Estimates field definitions, lengths and character/numeric requirements.  
 

 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
If no Estimate dollars are entered, an error message displays requiring that an amount greater than zero 
be entered for at least one Phase before going to the next screen. Click on the OK button and correct the 
information before clicking on the Next button again.  
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3.5.3. Conditions Panel 

 
Conditions and recommendations resulting from Project inspections are maintained in the Conditions 
Panel. If there are no inspections associated with the Project, click on the Next button to advance to the 
next screen. Condition information may be added or maintained at any time.  
 

In the Conditions Panel, click on the Add New  icon to the right of the Reviewer column heading to 
add a Condition. If this Project has no Conditions, click on the Next button to advance to the next screen.  
 

 
 
In the ADD Screen Mode, enter information as needed. It is important to select the Inspection Type first, 
then Reviewing Organization, as dropdown lists are populated with valid choices based on this 
information.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Dropdown fields have an auto-complete feature. For example, click on the Reviewing Organization 
dropdown arrow to the right of the field for a complete list of available Organizations (dependent on the 
Inspection Type choice of In-House or Consulting). Typing a letter in the dropdown field navigates to the 
first value in the list that begins with that letter. For example, typing an ñLò displays ñLand Consultantsò.  
 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 107 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 
Date fields have two options. A date (mm/dd/yyyy) may be entered directly in the field or the Calendar 

icon may be used to find a date. Click on the Calendar  icon to display the Calendar window.  
 

 
 
Then, click on the desired date to populate the field.  
 
Click on the Save button to save the new record and return to the Condition List Panel or click on the 
Cancel button to exit without saving. If saving, click on the OK button at the confirmation message.  
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SPMS will not save the record or leave the ADD Screen Mode if a required field is left 
empty. Instead, a red asterisk (*) will appear to the right of the field and the cursor will 
blink inside the field.  
 

 
 
SPMS does not allow duplicates. If the record already exists in the database, a 
message displays.  
 

 
 

 
Once a Condition is added to the List, it can be edited or deleted.  
 
Once saved, the new Condition should be visible in the List. If not, click on the Reviewer column heading 
twice to re-sort and refresh the List or use the Filter feature to locate the new record.  
 

To edit a Condition, click on the Edit  icon next to the record to be updated. 
 



Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 109 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 
 

 

Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section. 

 
In the EDIT Screen Mode, update fields as needed. 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Conditions field definitions, lengths and character/numeric requirements.  
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Click on the Save button to save the record and return to the Conditions Panel or click on the Cancel 
button to exit without saving. 
 
 

 

SPMS will not save the record or leave the EDIT Screen Mode if a required 
field is left empty. Instead, a red asterisk (*) will appear to the right of the field 
and the cursor will blink inside the field.  
 

 
 

 
The changes should be visible in the List. If not, click on the any column heading to re-sort and refresh 
the List or use the Filter feature to locate the updated record. 
 

To delete a Condition, click on the Delete  icon next to the record to be removed. 
 
A confirmation message displays. Click on the OK button to confirm the deletion or click on the Cancel 
button to exit without saving any changes. 
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The Condition is removed from the list.  
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 

3.5.4. Districts Panel 

 
Select the Primary District from the dropdown list.  
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
District field definitions, lengths and character/numeric requirements.  
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The sub-districts auto-populate based on the Primary District. Place a checkmark  in the checkbox 

next to the sub-districts associated with the Project.  
 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
A Primary District must be added to the Project. An error message displays requiring that one be selected 
before going to the next screen.  
 

 
 
Click the OK button and add the District information before clicking the Next button again. 
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3.5.5. Congressional Districts Panel 

 

Place a checkmark  in the checkbox next to the Congressional Districts associated with the 
Project. (The Project may involve more than one Congressional District.) 
 
 

 

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Congressional District field definitions, lengths and character/numeric 
requirements.  
 

 

 
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
 
A Congressional District must be selected for the Project. An error message displays requiring that one 
be selected before going to the next screen.  
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Click the OK button and add the District information before clicking the Next button again. 
 

3.5.6. Route and Reference Panel 

 
The Route and Reference Panel has a Route and a Reference section. Click on the Add Route button to 
add a route to the Project.  
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for Route 
and Reference field definitions, lengths and character/numeric 
requirements.  
 

 

 
 
The Add Route Panel contains two tabs, one to be used to add a route that already exists and one to be 
used to create a new route and select it for this Project.  
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1) Select Existing Route 
 
Click on the Select Existing Route tab heading. Select the Route Type and/or County 
from the dropdown list to return all existing routes of that type within the counties involved 
in the Project. Click on the green checkmark  to select the desired route from the list.  
 
To filter the list, type the name of the route (or any part of the name) into the Route 

Name text box and click on the Apply Filter  icon.  
 

 
 
SPMS populates the route information on the main Route and Reference Panel. The 
Add Route button is replaced with a Remove Route button, which may be used to clear 
the values from the screen, remove the added route from the Project and display the Add 
Route button again to add a new route.  
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2) Add and Select New Route 
 
Click on the Add and Select New Route tab heading. In the Add Screen Mode, select 
the Route Type and County from the dropdown lists. The values in each list come from 
the Special Route List. When a new Route is added, it is added to the Special Route List 
The Route Number is automatically generated for County Roads and City Streets. For 
Various Route Types, a Route Number of VARI is automatically generated.  
 

 
 
Click on the Add button to save the route. SPMS populates the route information with an 
auto-generated route number on the main Route and Reference Panel. The Add Route 
button is replaced with a Remove Route button, which can be used to clear the values 
from the screen, remove the added route and display the Add Route button again to add 
a new route. 
 

 
 

Update the Reference Post and Traffic information as needed.  
 
When finished, click on the Next button to continue or click on the Previous button to return to the prior 
screen.  
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A Route must be added to the Project. An error message displays requiring that one be added before 
going to the next screen.  
 

 
 
Click the OK button and add the Route and Reference information before clicking the Next button again. 
 

3.5.7. Project Length Panel 

 
The Project Length Panel displays the length for each County affected by the Project in miles and 

kilometers. Lengths may be added, edited, or deleted. It is important to know that no Delete  icon 
appears next to the County that the Project starts in, because that information cannot be deleted. In the 
example below, the Project begins in Adams County, which cannot be deleted as a Delete icon does not 
appear.  
 

 
 
 

 

Field values that are grayed out are auto-populated, and therefore NON-
EDITABLE. Fields with a peach background are REQUIRED. Fields with no 
background color are OPTIONAL.  
 
Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.  
 
Refer to the SPMS Table/Field Definitions in the Glossary section for 
Project Length field definitions, lengths and character/numeric 
requirements.  
 

 

In the Project Length Panel, click on the Add New  icon to the right of the Miles column heading to 
add a Length.  
 

G014.htm
tabledefs.aspx?table=countyprojectlength


Indiana Department of Transportation 

 

SPMS_User_Guide.docx  Last Save Date: 8/24/2010 
Page 118 of 489  Author: April Schwering 
  Version: 1.0 

 

 
 
In the ADD Screen Mode, select the County from the dropdown list and enter the kilometers or miles in 
the text box. If one unit of measurement is entered, the other is calculated by SPMS. For example, type 
the number of miles into the Miles text box and hit the Tab key to move the cursor from the field. The 
number of kilometers appears in the Kilometers text box.  
 

 
 
Dropdown fields have an auto-complete feature. For example, click on the County dropdown arrow to the 
right of the field for a complete list of available Counties. Typing a letter in the dropdown field navigates to 
the first value in the list that begins with that letter. For example, typing a ñPò displays ñPerryò.  
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Click on the Add button to save the new record and return to the Project Length Panel or click on the 
Cancel button to exit without saving. Once saved, the new Project Length should be visible in the List.  
 
 

 

SPMS will not save the record or leave the ADD Screen Mode if the 
required fields are empty. Instead, a red asterisk (*) will appear to the right 
of the field and the cursor will blink inside the field. 
 

 
 

 
Once a Project Length is added to the List, it can be edited or deleted.  
 

To edit a Project Length, click on the Edit  icon next to the record to be updated. 
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Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section. 

 
In the EDIT Screen Mode, update the miles and kilometers fields as needed. The County may not be 
edited.  
 

 
 
Click on the Cancel button to exit without saving or click on the Update button to save the record and 
return to the Project Length Panel.  
 

To delete a Project Length, click on the Delete  icon next to the record to be removed. It is important to 

know that no Delete  icon appears next to the County that the Project starts in, because that 
information cannot be deleted.  
 
A confirmation message displays. Click on the OK button to confirm the deletion or click on the Cancel 
button to exit without saving any changes. 
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The Project Length is removed from the list.  
 
When finished, click on the Finish button to continue or click on the Previous button to return to the prior 
screen.  
 
When all project information is complete and verified, SPMS assigns a Designation Number, adds the 
Project to the database with a status of ñProposedò and Project Proposed Date equal to the date the Des 
# is assigned. A message displays to confirm the Projectôs successful addition to the database. Click on 
the OK button to return to the Propose Project initial screen and continue working in SPMS.  
 

 
 

3.5.8. Saving a Draft of a Project  

 
A Save a Draft link is provided at the top of each screen while proposing a Project allowing the User to 
save the Proposal so work may be continued at a later time. A Draft is saved when the Next button is 
clicked or when the Save a Draft link is clicked. SPMS saves your work but does not navigate away from 
the current screen. Advance by clicking on the Next button when ready.  
 
The next time the Propose a Project screen is accessed, a reminder displays that there is pending 
proposal work. Click on the Click here link to resume work. It is important to know that once the Start 
button is clicked to begin a new Project, the Draft is deleted. 
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3.6. Project Search 

 
The Project Search feature offers a convenient way to find projects in SPMS. Returned records are 
displayed in a Search Results Panel where the User may open the Des Maintenance Panel to manage 
a Project, add a Project to their Des Basket or print a Full Project Listing Report.  
 

 

 

Access to menu selections, icons and features is dependent on a Userôs 
role and security level. For details, refer to Understanding the Screen in the 
Getting Started section.  
 

 

To search for a Project, click on the Project Search  icon on the main SPMS screen. 
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The Advanced Project Search Panel allows the User to either enter a Projectôs Designation Number 
and search for it in the database or use criteria to find a specific group of Designation Numbers.  
 

 
 
To find a Project by its Designation Number, enter it in the Designation No. text box and click on the 
Search button. Enter the first few numbers in the Designation Number to narrow down the search results. 
For example, type ñ00ò to return only those Projects beginning with ñ00ò.  
 

 
 
The Project displays in the Search Results Panel. Lead Projects display in blue text, Standalone 
Projects display in orange, and Sub Projects in black. 
 

 
 

To find Projects using criteria, click on the Maximize button to the right of a Search Criteria Panel to 

see the choices available. The Minimize  button replaces the Maximize  button so the window 
may be collapsed and another expanded.  
 
Multiple selections are allowed, but only one Panel may be open at a time. If one is maximized, 
maximizing another closes it.  
 
For example, to search for Active and Historical Projects in Congressional District 1, maximize the 
Congressional District Search Criteria Panel and place a checkmark in the checkbox next to District 1.  
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Then, maximize the Project Status Search Criteria Panel and place a checkmark in the checkbox next to 
Historical ï H (project status defaults to active so it is already checked).  
 

 
 
When finished selecting the criteria, click on the Search button to display the records in the Search 
Results Panel. 
 

 
 
 

 

Instructions for common functions such as Viewing Details, Applying Filters, 
Sorting, Showing More Items per Page, and Exporting to Microsoft Excel 
may be found in the Getting Started section.  

 
 
From the Search Panel, the User may add projects to the Des Basket, access the Project Maintenance 
Panel to manage the project or print a Full Project Listing Report.  
 

3.6.1. To Add Projects to the Des Basket 

 

Click on the Des Basket  icon to the right of the record to add the Project to the Des Basket.  
 

 
 
Clicking on the Des Basket icon in the Search Results Panel title bar adds all the Projects in the Search 
Results Panel to the Des Basket. The Des Basket holds a maximum of 200 Projects. If there are more 
than 200 Projects in the Search Results Panel, they are added to the Des Basket until the maximum is 
reached. A message displays with notification that only the first 200 Projects were added to the Des 
Basket.  
 
Designation Numbers in the Des Basket are sorted numerically in ascending order. 


























































































































































































































































































































































































































































































































































































































































































































































