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1. Home

1.1. Home

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

funding.

SCHEDULING PROJECT MANAGEMENT SYSTEM

Access Indiana : INDOT Intranet

Indiana Department of
iransportation

Welcome!! Karen Rutherford

| Announcements

|NU new announcements

Quick Search | =

Designation # Search
‘ ‘

Contract #: Search
‘ ‘

Corridor # Search
‘ ‘

Advanced Search

Project Messages @ =
Message =
w (R
71282010 The following have exceeded the approved project allocation: - Phase Construction in stage Propose exceeds by 100 percent -
ooot3o 1 . FPhase Construction in stage Initial exceeds by 100 percent. - Phase Construction in stage Eng Asesmnt exceeds by 100 percent. - /R
10:58:38 AM
FPhase Construction in stage Design exceeds by 100 percent.
0500904 | 47‘:2221&4 The following have exceedad the Approved Project Allocation: - Phase Construction in stage Design exceeds by 77 24 percent /ﬁ
0810444 | 7i8/2010  The following have exceeded the Approved Project Allocation: - Phase Construction Engineering in stage Eng Asesmnt exceeds by /k
25827 PM 100.00 percent.
0101145 1 Ti8/2010  The following have exceeded the Approved Project Allocation: - Phase Right of'Way Purchase in stage Land Acq exceeds by 157 89 /7(
15910 PM  percent. - Phase Construction in stage Design exceeds by 46.76 percent.
0a00107 | 1:’5’?521&4 The following have exceeded the Approved Project Allocation: - Phase Construction in stage Design exceeds by 17.02 percent. f}(
7ra2010 i . "
0900730 | 14724 PM The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. /7(
782010 1 . "
04900723 | 14693 PM The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. /7(
The following have exceeded the Approved Project Allocation: - Phase Right of Way Purchase in stage Propose exceeds by 10000
0000265 | Tia/2010 percent - Phase Right of \Way Purchase in stage Initial exceeds by 100.00 percent - Phase Utilities PE in stage Initial exceeds by fk
14534 PM  100.00 percent. - Phase Construction in stage Propose exceeds by 100.00 percent. - Phase Construction in stage Initial exceeds by
100.00 percent.
a0 1 . "
0902163 | 14408 PM The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 10000 percent /7(

Important features include:

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

e 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 Usero6s role and security

defined privilege categories.

evel

An SPMS Admi

The SPMS Home Screen contains System Announcements, a Quick Search feature, and a list of

Messagesr el ated to the Userd6s Projects.

refer to Understanding the Screen in the Getting Started section.

For det ai |

Instructions for common functions such as Viewing Details, Applying Filters,

-
[
N Sorting, Showing More ltems 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.

Announcements

The system will be taking down at 5:00 tonight for =erver maintenance. Please be logged off by then

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.

Quick Search
Designation #: Search
Contract #: Search
Corridor #: Search
Advanced Search

1.1.3. Project Messages

This section displays messages related to the Userds
the Project Message is automatically deleted by SPMS. The list must be refreshed manually by clicking

on the Refresh K 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.
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Project Messages

0100130

0500904

0s10444

0101145

0go0107

0900730

0900729

0900266

0902163

0900774

; Message . =

712912010
10:58:38 AM

7raiz010
4:46:16 PM
782010
2:58:27 PM
2010
1:59:10 PM
7raiz010
1:55:36 PM
7iaiz010
1:47:24 P
7raiz010
1:46:33 PM

7iaiz010
1:45:34 PM

782010
1:44:09 PM

2010
1:43:29 PM

Showing 1-10 of 1686

The following have exceeded the approved project allocation: - Phase Construction in stage Propose exceeds by 100 percent. -
FPhase Construction in stage Initial exceeds by 100 percent. - Phase Construction in stage Eng Asesmnt exceeds by 100 percent. - /x
Phase Construction in stage Design exceeds by 100 percent.

The following have exceeded the Approved Project Allocation: - Phase Construction in stage Design exceeds by 77.24 percent. /X

The following have exceeded the Approved Project Allocation: - Phase Construction Engineering in stage Eng Asesmnt exceeds by /k
100.00 percent.

The following have exceeded the Approved Project Allocation: - Phase Right of Way Purchase in stage Land Acg exceeds by 157.89 /x
percent. - Phase Construction in stage Design exceeds by 46.76 percent.

The following hawve exceeded the Approved Project Allocation: - Phase Construction in stage Design exceeds by 17.02 percent. /x
The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. /x
The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. /x

The following have exceeded the Approved Project Allocation: - Phase Right of Way Purchase in stage Propose exceeds by 100.00

percent. - Phase Right of Way Purchase in stage Initial exceeds by 100.00 percent. - Phase Utilities PE in stage Initial exceeds by /x
100.00 percent. - Phase Construction in stage Propose exceeds by 100.00 percent. - Phase Construction in stage Initial exceeds by

100.00 percent.

The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. /W

The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. /x

tems Per Page BURES Progs PREAS Next

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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El]1451l] Project Maintenance - Main

Header B8

Des: 0014510 Origin: 0014510 Contract: R - 33330 Status: Active
Pgm Magr: Shrader, Liza Proj Mgr: Powers, James Designed By: LaForte District Structure # 08332
Road: US & Work Type: Cther Intersection Improvement Sponsor: Indiana Department of Transportation

Location: at CR 2000

& &

General Maintenance

General Information

D
Ii Conditions
¥

Districts Congressional Districts

Routes & Project Length @ Emvironmental Clearance

S Ji S

® @ P w

Bridge Rail Crossings Signals
L} Permit Utilities Project Log

Cost Maintenance

$

Estimates ‘ ‘%‘ Funding ‘ ‘ j‘ Cost Estimate Log Report ‘

Schedule Maintenance

‘ '-3‘ Edit Schedule ‘

Status Maintenance

‘ﬁ‘ Change Project Status ‘

Reports

‘ j‘ Full Project Listin ‘ ‘ ﬂ‘ Project Log ‘ ‘ A” Project Activity Log ‘

Only SPMS Administrators have the authority to delete Project Messages manually. To delete a

Message, click on the Delete 7 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.

X

Message from webpage

\ ? ) Are wou sure you wank to delete this record?

[ Ok ] [ Cancel

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 &2 icon opens the Reports Online Help topic.

From the initial SPMS Home screen, click on the Help 7 icon in the SPMS Title Bar to open the Online
Help window.

& PlEH

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.

SCHEDULING PROJECT MANAGEMENT SYSTEM

Home

SPMS HELP

Announcements
@ Home

P Getting Started
b_ Projects
B Reference Data

Quick Search

o

o

Project Messages

o

o

lb System Maintenance
lb Reports

b User Guide

b Des Basket

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

o m

o

{ndiana Dopartment of
Transportation

o

m Glossary

— - = -
5 -Fh 160 pasart -
i | THANE - Tos s 10 parem - A
ove Crarts P
i st Comiussn LEETTER R
i | e

g L WIH e

AL S
e

= y 19000
o Py o xcansi

o

Irmpaortant features include:

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 P a g 6
icon bar or on the icon toolbar in the individual Project Maintenance Panels.

Project Maintenance Main Page Toolbar

El]1451l] Project Maintenance - Main

Header

Des: 0014510 Origin: 0014510 Contract: R - 33330 Status: Active
Pgm Mgr: Shrader, Lisa Proj Mgr: Powers, James De=igned By: LaPorte District Structure # 06332
Road: US 6 Work Type: Cther Intersection Improvement Sponsor: Indiana Department of Transportation
Location: at CR 2000

L. f

2|

Project Maintenance Panel Icon Toolbar

EI]1451I] Project Maintenance - General Information

Header

Des: 0014510 Origin: 0014510 Contract: R - 33330 Status: Active
Pgm Mar: Shrader, Lisa Proj Mgr: Powers, James Designed By: LaPorte District Structure % 065332
Road: US B Work Type: Cther Intersection Improvement Sponsor: Indizna Department of Transportation

OPD268FRe 708 [S@ ol 24 slad

Save Cancel

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.

SPMS_User_Guide.docx Last Save Date: 8/24/2010
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Find X
|

Find: |

[ Match whale ward anly []Match caze
Highlight all matches

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.

/= INDOT Intranet - Windows Internet Explorer provided by State of India

A |§, inkraret
File Edit ‘View Fawaorites Help
: x Co 3[3 Delete Browsing Histary, Chrl+-Shift+Del
InPrivate Browsing Ckrl+5hift+P
-\1',5 £ | Code Table Feopen Last Browsing Session
< Favorites @ INDOT Intr InPrivate Filkering Ckrl4-Shift+F
: 2 InPrivate Filtering Settings
SmartScreen Filker k
Manage Add-ons
Compatibilicy View Settings
Busine Windows Update i
Emplo  Developer Tools Fiz
Windows Messenger
INDOT Diagnose Conneckion Prablems. ..
i | e
SPMS_User_Guide.docx Last Save Date: 8/24/2010
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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.

Internet Options

General | JEecurity |F‘rivac~;.-' Content || Connections | Programs | Advanced

Select a zone to view or change security settings,

@ €« v O

Inkernet Local intranet  Trusted sites Restricted
sikes

Trusted sites =
f Sites

) This zone conkains websites that wou
a4 krust nok to damage your compuker or
wour Files,
You hawve websites in this zone,

Security level for this zone

Custom
Zuskom setkings.
- To change the settings, click Cuskam lewel,
- To use the recommended settings, click Default level,

[ Custom level... ][ Default level ]

[ Reset all zones to default lewvel ]

nﬁ- Some sethings are managed by wour syskem administrator,

[ oK ] [ Cancel

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.

SPMS_User_Guide.docx Last Save Date: 8/24/2010
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X]

Security Settings - Trusted Sites Zone

Setkings

() Disable
(%) Enable

=0 | Enable %55 filker
() Disable
(%) Enable

0| Seripting of Java applets
() Disable
(%) Enable
O Prormpk

E_!‘ User Authentication

5’_!‘ Lagon
() Anonymous logon
() Aukomatic logon only in Intranet zone
{(®) Aukomatic logon with current user name and password
() Prompt For user name and password

¢ | >

*Takes effect after vou restart Internet Explarer

[

£l

Reset cuskom settings

Reset to: |L|:|w {default) V| [ Reset... ]

[ Ok l [ Cancel ]

Back on the Security tab, click on the Sites button to manually add sites to this zone.
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Internet Options

meneral | ecurity |F‘rivacy Content || Connections | Programs | &dvanced

Select a zone to view or change security settings,

@ €@ v O

Inkernet Local intranet  Trusted sites Restricted
sites

Trusted sites
. . . Sikes
J This zone contains websites that wou

krust nok b0 damage your compuker or
wour files,
Wou have websites in this zone,

Security level For this zone

Custom
Zuskom setkings.,
- To change the settings, click Cuskom level,
- To use the recommended settings, click Default level,

[ Custom level... ][ Default level ]

[ Reset all zones to default level ]

nﬁ- Some sethings are managed by wour syskem administrator,

[ Ik ] [ Cancel Apply

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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Trusted sites

X

You can add and remove websites from this zone, &l websites in
Wl this zone will use the zone's security settings.,

Add this website to the zone:
| http: iipms.indot.in.goy | [ add ]

ebsites:

Files/f* state.in.us
htkpe [, i Qo
htkp: ffintranet.indok, skake,in.us

Femove

[ Jrequire server verification (https:) Far all sikes in this zane

Close

2.4. Logging into SPMS

To access SPMS externally, type the following URL

https://spms.indot.in.gov

T U T T S — - —

— =l =
G' . = et o [ o
e D Ve Peewies  Tock el

g PertE |y M Fld B B et e 8 e o Gy ® Bpsld s Cms Pume Saleys Tk il @

8 b Smparted of et et

hcwns imlana DO

¥ E Indiana Department of
-_’*‘"‘y E ] ransportation

SompunG PRomCT MAMAGEMENT STETIM

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.
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# spums - Login

' INDOT Employees & Others

User D

Password

Login

If you have any questions or comments regarding this web
application, please contact =3

If there are any problems logging in to SPMS, click on the Email @ icon to contact the SPMS
Administrator.

& spMs - Login

' InuDoT Employees & Others

User D test

Password

Login

* Imvalid UserlD or Passwaord, Please contact SPLS Adminstrator

If you have any gquestions or comments regarding this web
application, please contact Eﬁ

|Conkact SPMS Administrakor |

SPMS Home screen
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Access Indiana : INDOT Intranet

Indiana Department of
Transportation

SCHEDULING PROJECT MANAGEMENT SYSTEM Welcome! Karen Rutherford

| Announcements ‘ 3 ‘

|N0 hew announcements ‘

Quick Search | -

Designation # ‘ ‘ Search

Contract #: ‘ ‘ Search

Corridar #: ‘ ‘ Search

Adwanced Search

Project Messages @ | =

Message ] -
- = N )

71202010 The following have exceeded the approved project allocation: - Phase Construction in stage Propose exceeds by 100 percent. -

mootzo FPhase Construction in stage Initial exceeds by 100 percent. - Phase Construction in stage Eng Asesmnt exceeds by 100 percent. - /ﬁ
10:58:38 AM
Fhase Construction in stage Desian exceeds by 100 percent.
0500904 1 47;?123?“4 The following have exceeded the Approved Project Allocation: - Phase Construction in stage Design exceeds by 77.24 percent. /ﬁ
0810448 | 7i8/2010  The following have exceeded the Approved Project Allocation: - Phase Construction Engineering in stage Eng Asesmnt exceeds by fﬁ'
25827 PM 100.00 percent.
o145 | Ti8/2010  The following have exceeded the Approved Project Allocation: - Phase Right of Way Purchase in stage Land Acg exceeds by 157,89 /ﬁ
15910 PM  percent - Phase Construction in stage Design exceeds by 46.76 percent.
0apo0107 1 12?521’__&4 The following have exceeded the Approved Project Allocation: - Phase Construction in stage Design exceeds by 17.02 percent /ﬁ
0300730 | I 7;?%31?['“4 The following have exceedad the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 10000 percent fﬁ
0900728 | I ZE@?PDM The following have exceedad the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 10000 percent fﬁ

The following have exceeded the Approved Project Allocation: - Phase Right of Way Purchase in stage Propose exceeds by 100.00
0900266 | Tigrz010 percent. - Phase Right of YWay Purchase in stage Initial exceeds by 100.00 percent. - Phase Wilities PE in stage Initial exceeds by /ﬁ
14534 PM 100.00 percent. - Phase Construction in stage Propose exceeds by 100.00 percent. - Phase Construction in stage Initial exceeds by
100.00 percent.

0902163 | WTA’E%SLUM The following have exceeded the Approved Project Allocation: - Phase Construction in stage Initial exceeds by 100.00 percent. fﬁ

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.

|%%| 4| X

Compatibility Yiew; websites designed for older browsers will often look better,
and problems such as ouk-of-place menus, images, or text will be corrected,

*3 o
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Compatibility View

SPMS HELP

Home

2 ) Getting Started
= B Projects
£ b Reference Data
-+ b;) System Maintenance
L+ b Reports
2 B user Guide
|+ P_D Des Basket

2 B Glossary

2.5.3.

Not in Compatibility View

B+ B

L+

SPMS HELP

Home
i Getting Started
i Projects
i Reference Data
i System Maintenance
i Reporis
i User Guide
i Des Basket

i Glossary

Parts of the Screen

Access Indiana

INDOT Intranet

Indiana Departme
Transportat

Welcome!® Karen Rutherford

SCHEDULING PROJECT MANAGEMENT SYSTEM

TS

Icon Bar:

@ Home
ﬁ Search

Help

2

Indiana Department of Transportation

Email SPMS Administrator/Support

corporate Route List  PAaN€l [ITle Bar Panel | -
Filter: ﬁ- ?’
NE::: :r Route Type Section County RB;?::ICE R(;aff[:;ﬂ "gl‘:l.:: - Status | Status Date =+
Number
1 State Road 1 Allen 137 13 Active 07i01/1998 W/ﬂ
1 State Road 1 Dearbarn 1] i} Active 0710111993 éd‘/ﬂ
1 State Road 1 Dekalb 169 54 Active 07011990 & AR
1 State Road 1 Fayette 36 51 Active 0710111999 @d‘/ﬂ
1 State Road 1 Franklin 18 31 Active 07011199 & 4R
1 State Road 1 Jay 24 a4 active | 0701808 &0 AR
1 Etate Road 1 Randalph bl a3 active | 070111999 &0 AR
1 Etate Road 1 Steuben 191 52 active | 07011899 6 AR
1 State Road 1 Wayhe i1 45 Active 07i01/1998 W/‘ﬂ
1 Stats Road 1 Wialls 12 a3 active | 070111888 60 AR
Showing 1-10 of 1070 kems Per Page EUEEES Prey i bl Next
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2.5.4. Icon List
File Name :
RIDLEENCIE Image (right click/save as name) LG
Activate P activate.gif Activates a record from Historical to

Active

Activity Log Report

activitylogreport.gif

Displays the Activity Log Report

A
Add New If,:',:l new.gif Displays the add panel for a record
Add Filter ‘{ﬂ. add_filter.gif Displays filter input boxes
Apply Filter "{ﬂr apply_filter.gif Applies (executes) a filter
Assign Contacts g‘} 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

L ]

peo (D0 B2 B |

o

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 i Position tab

Change Project Status

status_change.qif

Project Maintenance Main Page or Panel
-Change a Projectos

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.qgif

Organization Panel i 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

@ ﬁm"'{\g’_@ju%‘dg}uﬁ‘;?;

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

%@H E«J»a & |l -ig%u%@

general_info.qgif

Project Maintenance Main Page or Panel

Displays the help document for a specific

g? i i !
Help 5 icnHelp.gif topic
Historical i) historical.gif Marks a record as historical
- . Changes an activity
Hold i hold.gif hold
Hold Release A hold-release.gif ﬁona nges an activity
Home %‘ icnHome.gif Displays the SPMS Home screen
Inspection = inspection.gif Displays Bridge Inspection data
ltems 22| items.qgif Displays more details on panels
Lead Project [ lead.gif Project Search i Search Results Panel
Lock =] lock.gif Propose Project Estimates screen
;OCk Stage/Carry Forward = lock_go.gif Propose Project Estimates screen
mount
Maintain Bridge I maintainbridge.gif Maintain an existing bridge
Maintain Contacts &2 user.gif Edit Schedule i Maintain Contacts
N . . o : Maintain the Position list on Activity
Maintain Position List i managers.gif Codes Panel
- - : Maintain Position Types on Organization
Maintain Position Type @ role.qgif List Position Panel
Maximize + plus.gif Maximize a window
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File Name

RIDUET NETE lEes (right click/save as name) O

Minimize minus.gif Minimize a window

New Bridge MY newbridge.gif Create a new bridge

No Records Retrieved A warning_16.gif Propose Project Route Details screen
Normal N normal.gif Project Search i Search Results Panel
Not Applicable ﬁ} Notapplicable.gif gpgli?:artl)lg es an activity
PDF 'ﬂ pdficon_small.gif View a Report

Permits |_,? permits.gif Panel with DES Permit data
Predecessor gﬁ;ltijrc])(\a/\.lgi-farrows—orange— 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.qif

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.qif

Removes filter input boxes

Replace Bridge

replacebridge.gif

Replace a bridge

Revised

revised.gif

Changesanact i vi tyds st

a

Route and Project Length

routes.gif

Panel with DES Route data

Select Organization

Selectorg.gif

Organization List Search Results

Signals

@ g e @0 < ® vk |@Bk

signals.gif

Panel with DES Signal data

Standalone Project

standalone.qgif

Project Search i Search Results Panel

Sub Project

normal.gif

Project Search i Search results Panel

Template Activity List

B C

iconA.gif

Lists the activities for the template

Template List

datasheet.gif

Displays the template list
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File Name :

RIDUET NETE lEes (right click/save as name) AL
Template Type List A iconT.gif Lists the template types for the template
Update Corporate Bridge g 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 22| items.gif Organization List, View Position History

2.6. Navigating in SPMS

I" Access to menu selections, icons al

N 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 8 . If a sub-menu is available for a menu option, it automatically displays.

Click on a menu option to open.

FProjects

Fropose FProject

Reference Data Contract Management

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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El]1451l] Project Maintenance - Main

Header 28
Des: 0014510 Origin: 0014510 Contract: R - 33330 Status: Active

Pgm Magr: Shrader, Liza Proj Mgr: Powers, James Designed By: LaForte District Structure # 08332

Road: US & Work Type: Cther Intersection Improvement Sponsor: Indiana Department of Transportation

Location: at CR 2000

& &

General Maintenance

General Information

D
I& Conditions
¥

Districts Congressional Districts

Routes & Project Length @ Emvironmental Clearance

R\ @l e
® @ P

Bridge Rail Crossings Signals
@ Permit \D; Utilities Project Log

Cost Maintenance

$

Estimates ‘ ‘%‘ Funding ‘ ‘ j‘ Cost Estimate Log Report ‘

Schedule Maintenance

‘ '-3‘ Edit Schedule ‘

Status Maintenance

‘ﬁ‘ Change Project Status ‘

‘ j‘ Full Project Listin ‘ ‘ ﬂ‘ Project Log ‘ ‘ A” Project Activity Log ‘
Panel Pages

Use the Next szl 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

1

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 1 50 of 53.

Showing 11-20 of 202 ltems Per Page Prev Mext ‘

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

Filter: m?ﬁﬁ'

T T T
B10  Crawfordsville Active 07iteas & 4
20 1] 1 611 Terre Haute Sub Active 07171999 636'/ ﬂ‘
an ci c2 612 Crawfardsyille Sub Active 07011999 & 4
40 co c3 613 Fowler Sub Active 07t 989 & 7
&0 co 4 614  Frankfort Sub Active 07ite9e & 7 4
B0 co Ch 615  Cloverdale Sub Active 0701999 & A
7o 1] Ch 616 Weedershurg Sub Active 07151999 S’J‘fﬂ‘
a0 co cH 999 Crawfordsville Multiple Sub Artive 07171999 6’6‘/ ﬂ‘
an FO FO 620 FortWayne A2 Active 071999 & A
100 Fo F1 621 ‘Warsaw Sub Active nzmif1 998 &
Showing 1-10 of 53 items Per Page FRIIES Prew BEES Next

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

Items Per Page

This example shows a Panel displaying 25 items per page.
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District List L=
Fitter: [anp v ] % W
D T T
B10  Crawfordsville Active oriiaes &
20 co [ 611 Terre Haute Sub Artive 0711999 ﬁlcl"f 'ﬁ
30 ci (o¥] 612 Crawfordswille Sub Active 07i01iaan & 7 47
40 ci c3 613 Fowler Sub Active oriiaes & 4
a0 ca o 614 Frankfort Sub Active 0770141999 &l"/'ﬁ
B0 ci ch 615  Cloverdals Sub Active o7io1iann & 7 47
o zo CEB 616 Weedersburg Sub Active 7m0 994 ﬁl"/-ﬂ
a0 co =] 9499 Crawfordsyille Multiple Sub Artive 0711999 ﬁlcl"/ 'ﬂ
80 Fo FO 620 FortWayne A2 Active 0770141399 &l"/‘ﬂ
100 FO F1 621 ‘Warsaw Sub Active orimiees & 4
110 Fa F2 622 Elkhart Sub Active 077011999 ﬂ’d"/'ﬁ
120 Fo F3 623 FortWayhe Sub Active oriiaes & 4
130 Fa F4 624 Angola Sub Active 0770141999 &l"/'ﬁ
140 Fa Fa 625 ‘Wahash Sub Active 077011999 ﬂ’d"/'ﬁ
150 FO FG 626  Blufiton Sub Active o7iiaes &
160 Fa Fa 999 FtWwayne Multiple Sub Active 077011999 &l"/'ﬁ
170 Gi e] 630 Gresnfield B2 Active 07i01iaan & 7 47
180 Gi &1 631 Indianapolis Sub Active oriiaes & 4
190 G0 G2 632 Greenfield Sub Active 0770141999 &l"/'ﬁ
200 G0 33 633 Cambridge City Sub Active 0770141999 ﬁd"/'ﬁ
210 GO G4 634 Anderson Sub Histaorical 07119494 ﬁlcl"ﬂ
220 G0 34 G35 Tipton Suhb Active 077011999 &l"/'ﬁ
230 Gi Gh 636  Albany Sub Active o7io1iann & 7 4
240 G0 G4 999 Greenfield Multiple Sub Active a7/01/19499 lfcl"/'ﬂ
250 La LD G40 LaForte Al Active 0770141999 &l"/'ﬁ

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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District List

= |-

20
30
40
50
B0
70
50
100
110

co
co
co
co
co
co
Fo
Fo
Fa

Showing 1-10 of 53

1
c2
c3
c4
ch
CH
Fo
F1
F2

610
611
612
613
614
615
616
620
621
622

Crawfordsyille
Terre Haute Sub
Crawfordsyille Sub
Faowder Sub
Frankfort Sub
Claverdale Sub
Weedershurg Sub
FartWayne
Warsaw Sub

Elkhart Sub

AZ

Code | SubCode| District District Name Status Date
Humber Area

Active
Active
Active
Active
Active
Active
Active
Active
Active

Artive

items Per Page FOIIED Pres FEES Next

Filter: AND L E-E’

o/t ass 69 2 |
ormirass 6 2 |
o7t a9s 6 2 |
oTmira9s &0 2
o7/miraes € 2 4
o711 asa 6 7 A
o7in1rasa 6" 7 4
07i0iMaoe & 7
07i01Maog &
ofminags 69 2

To re-sort (descending), click again on the column heading.

160
240
330
410
430
500
a17
510
519

Fo
G0
Lo
30
v
Z0
Z0
TO
0

Showing 1-10 of 53

F4
G4
L9
34
Wa
Z0
1

T0
YT

998
495
998
998
535
998
495
670
al:x

Crawfordsville Multiple Sub
Ftwayne Multiple Sub
Greenfield Multiple Sub
LaPaorte Multiple Suhb
Seyrmour Multiple Sub
Yincennes Multiple Sub
Multiple Districts

Multiple Sub

Toll Road

Tell City Sub

District List | =
Filter: [anD v | W W

Code Sub Code LIEGIE District Hame Status Date
Humber nrea

Artive
Active
Active
Active
Active
Active
Active
Artive
Active

Artive

Items Per Page Presy Next

070111988 6" 7 4
o7/ ess &
o7/ asy & 4R
0711998 &
o7 ees &
07/111988 & 4t
0711998 &
OB/26i2002 6" 7 4
o7/ ess &
O7r32000 6 AR

:

2.8.

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.

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 =

fi C Oare shown in the list.
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District List EE
Fitter: [ars_v] % W

R T T
610 Crawfordsville Active 07/minean  dd 7

20 ] C1 611 Terre Haute Sub Altive O7/01/11 599 ﬁlcf'/ﬂ‘
a0 el o2 612 Crawfordsville Sub Active 07011989 & 7
40 ol c3 613 Fowler Sub Active 07/mieae & 2
&0 ol C4 G614  Frankfort Sub Active 07/m11889 a7 41
Bl el oh 615 Cloverdale Sub Active o7/miiean  éd
7o (1] CE G16 Yeedersburg Sub Altive O7/01/11 599 ﬁlcf'/ﬂ‘
a0 Fo FiI 620 FortWayne A2 Active ofimness & 7 A
100 Fo F1 621 Warsaw Sub Active 0711899 & 2
110 Fo F2 622  Elkhart Sub Active 07/m11eas a7 4

To create the Filter, click on the Add Filter ﬁ- icon below the title bar. A filter opens with the left-most

col umn, il Do, sel

ected

in

D v[ukE ¥

&

To change this Filter, select the new column,i Cod e 0,

[ w |

Sub Code
District Mumber
District Mame
FHwA, Ares
Status

Status Date

Then, select the operator,
case-sensitive).

ffrend the dropdown menu and enter the value, fi

t he

from t

dropdown | ist as

he dropdown

C Qin the text box (not

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 fsafe
records with the W
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

SPMS_User_Guide.docx
Page 30 of 489

Last Save Date: 8/24/2010
Author: April Schwering
Version: 1.0

shown

menu.



Indiana Department of Transportation

< 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 Enter a value below which all values
equal to are included in the results, including
the value entered
>= Greater than Enter a value above which all values
or equal to are included in the results, including
the value entered

The completed Filter is shown below.

| Code

v][-_~lco %

To apply the Filter, click on the Apply Filter W icon.

The filtered list of 8 records is shown below.

20 ;o
an co
40 co
a0 co
&0 ;o
7a co
an co

1
2
z3
c4
341
[94:]
[932]

610
611
612
613
614
614
B16
994

Crawfordsville

Terre Haute Suhb
Crawfordsville Sub

Fowler Sub

Frankfort Sub

Cloverdale Sub
Yeedershurg Suhb
Crawfardsyille Multiple Sub

Active
Active
Active
Active
Active
Active
Active

Active

District List | -
Fitter: [an0 v W W
[Code v|[= ¥]leo

Area

0701719589
0701719499
07r01/19499
0701/194949
0701719589
0701719499
07r01/19499
0701719499

Showing 1-8 of 8 items Per Page FUIIES Pres FEED West

6 7
6 7
6 7
6 7 R
6 7
6 7
6 7
6 7

To remove the Filter, click on the Remove Filter ﬁ icon and then click on the Apply Filter ﬁ’ icon. The
complete District List Panel of 53 records displays again.
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District List | =
Fitter: [anp v ] % W
R R A
B10  Crawfordsville Active oriniMean & 4

20 co [ G611 Terre Haute Sub Active 071199y ﬁlcl"/ ﬂ‘
30 ol o2 612 Crawfordsyille Sub Active o7riotiess 69 2
40 ol o3 B13  Fowler Sub Active o7intitess 69 4
a0 ol C4 614  Frankfort Sub Active 071 a9e 69 2
il ol ol 615 Cloverdale Sub Active oritiess 6 7 A
70 ol ol 616  Veedershurg Sub Active o7in1iess 69 4
a0 zo z9 989 Crawfordsville Multiple Sub Active 077011999 &l"/ ﬂ‘
i Fi Fi 620 FortWayne A2 Active o7iotiess 69 7
100 F F1 621 Warsaw Sub Active 07i1iess 69 4

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 W icon.

Filter: %W

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

[Code V|- ~]co Tk

[District Mumber v |[okE +] & Tk

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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Special Route List CEEES

Fitter: mﬁ?}

T S N 7Y )

City Straet 5t Joseph Active  DOM&z000 6 A
1000 County Road 1 Adarms Histarical County Road Historical  0F/01/18949 ﬁd‘ﬂ
1000 County Road 1 Allen Historical County Road Historical  0F/01/19899 S’d‘ﬂ
1000 County Road 1 Bartholormew Histarical County Road Historical  0F/01/18949 S’d‘ﬂ
1000 County Road 1 Benton Histarical County Road Historical  0F/01/1899 S’d‘ﬂ
1000 County Road 1 Blackford Historical County Road Historical  0F/01/19949 S’d‘ﬂ
1000 County Road 1 Boone Histarical County Road Historical  0F/01/19949 S’d‘ﬂ
1000 County Road 1 Browen Historical County Road Historical  0F/01/1999 S’d‘ﬂ
1000 County Road 1 Carroll Histarical County Road Historical — 0F/01/19949 6’d‘ﬂ
1000 County Road 1 Cass Historical County Road Historical  0F/01/19949 6’d‘ﬂ

Showing 1-10 of 2074 Items Per Page pii]

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 t he User Name and Date ref
creation and latest update.

Click the Print &l icon to print the details.

Special Route List = X

Route Humhber 1

Route Type Code B4

Route Type City Street
Section 1

County Coide il

County St Joseph

Route Hame 933

Status Active

Status Date Q2502000 2:18:40 P

Created By

Created On TIZE2070 9:33:03 AR
Updated By

Updated On TI2EM2010 9:33:03 A

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 El icon in the title bar
of the Panel.

District List EIR
Fitter: [anD v ] & W
D N
B10  Crawfordswille Active 07itiess & |
20 ol ol 611  Terre Haute Sub Active 07011999 6 7 4R
an o] o2 612 Crawfordsyille Sub Active 07itiess & |
40 o] o3 613 Fowler Sub Active 07i0tiees & A
500 o] of | 14  Frankior Sub Active 07/tiess & |
i o] o5 615  Cloverdale Sub Active 07i0tiees & A
7o co CE B16 Yeedershurg Sub Artive O7m1r1 999 ﬁlcf‘/ﬂ‘
a0 co cy 9499 Crawfordsville Multiple Suhb Active a7 99y S’d‘f ﬂ‘
a1 Fil Fil 620 FortWayne A2 Active 07i1iess & |
100 Fo F1 621  Warsaw Sub Active or/minagy & 2 4R

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.

File Download [‘5—<|

Do you want to open or save thiz hle?

@ Mame: Diskrict List,xls
TEH

Type: Microsoft Office Excel 97-2003 Worksheet, 14,3KE

From: spms.dev.indot.in.gov

Open ] [ Save ] [ Cancel

harm your camputer. 1 vau do nat trust the zource, do nat open or

|g| YW'hile files from the Internet can be useful, zome files can potentially
= zave thiz file. What's the risk?

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

i" By default, the file is named X List where X is the name of the Panel and
N the file type is Microsoft Excel 97-2003 Worksheet.
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Save i | @' Desktop

iy [BM';.H Documents
L@ t;l My Camputer
My Recent % My Mebwork Places
Documents |75 Office 2007 Training

&

Deszkiop
My Documents

o

by Computer

q
MyMetwork  Saveastype: | Miciosoft Office Excel 37-2003 Workshest |

File name: [ZIi:s:tri-::t Lizt wlz

The downl oadds progress displays in a dialo@pebox, as s
button to view the data in Excel, click on the Open Folderbut t on t o open the fileds | o«
Close button to exit without viewing the file.

i" Unless a Filter has been applied, every record in the list is exported. This

N may take some time to download. Instructions for Applying Filters may be

— found in the Getting Started section.
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Dovnload complete

Dovwnlaad Camplete

Districk20Lisk, xls From spms,dey.indok.in, goy

| SmartScreen Filter checked thiz download and did not repart any
threats. Beport ah uhzafe download.

Downloaded:
Download ko
Transfer rate;

14.3kE in 1 sec
C:\Documents and Setk,, A\District Lisk, xls
14.3KB/Sear

[ ] Cloze thiz dialog box when download completes

Open

] [ Open Faolder ] [

Cloze

Whether viewing or opening from a saved file, the data displays in Microsoft Excel.

Dﬂ\ o= EEaQ) - District Listxls - Microsoft Excel - O X
—a Home Insert Page Layout Formulas Data Reviewr e 'g’) - B2 X
‘_j ‘*“ Calibri =l -|lAr ATl =i ceneral ° :E;g ;ﬁ;.”z‘ '_—;a: j:l[::;' g: %? \ﬁ
Paste =] % = % 9 "(.'u'g ;O_g. Conditional  Format Cell e Sort & Find &

- Formatting = a3 Table = Styles = || (o Format = | 02~ Fijter = Select~
Clipboard ™= Font F] Alignment {F] Humber = Styles Cells Editing
| a1 - f« | DISTRICT_ID
2 R = D E F G H 'i'
1 |DISTRICT_ID |DISTRICT CODE |DISTRICT_SUB_CODE |DISTRICT _MUMBER [DISTRICT _MAME DISTRICT_STATUS |DISTRICT_STATUS_DATE [FHWA AREA [CRE
2 10]e0 0 s10|crawfordswille N 7/1/1999 0:00|B1
3 20|c0 1 611|Terre Haute Sub N 7/1,/1999 0:00
4 30|C0 C2 612 |Crawfaordsville Sub Y 74171999 0:00
g an|co 3 613 |Fowler Sub s 741,/1999 0:00
3 50|co 4 el4|Frankfort Sub 2, 74141999 0:00
7 0|0 5 615|Cloverdale Sub 2, 74141999 0:00 3
g F0|C0 [a(3 616 |Weedershurg Sub A 74171999 0:00
El 20|C0 9 999 | Crawfordsville Multiple Sub A& 74171999 0:00

10 90|F0 FO £20|Fart Wayne A 7/1,/1999 0:00|42

11 100(F0 F1 621 YWarsaw Sub A 7/1,/1999 0:00

12 110(F0 F2 622 |Elkhart Sub A 7/1,/1999 0:00

13 120(F0 F3 623 |Fort Wayne Sub A 7/1,/1999 0:00 [

14 130|F0 F4 £24|angola Sub A 7/1,/1999 0:00

15 140|F0 FS 525 [Wahash Sub A 71,1999 0:00

16 150(F0 F& 526 |Bluffton Sub A 71,1999 0:00

17 1a0|F0 F9 999 |Ft Wayne Multiple Sub A 7/1/1999 0:00

1a 170|G0 Go 530|Greenfield A 7/1/1999 0:00|B2

19 180|G0 Gl 631 |Indianapolis Sub A 7/1/1999 0:00

20 190|G0 G2 632|Greenfield Sub A 7/1/1999 0:00

21 200|G0 G3 633|Cambridge City Sub A 7/1/1999 0:00

22 21060 G4 634|Andersan Sub H 7/1/1999 0:00

23 220|G0 G5 635 |Tipton Sub A 7/1/1999 0:00

24 230|G0 GE 636 |albany Sub A 7/1/1999 0:00

25 240|G0 G9 399|Greenfield Multiple Sub £ 7/1/19939 0:00

26 250|L0 L0 6d0(LaPorte A 7/1/1999 0;00|A1

W4 » W | District List /%3 o i T m _ i B

Ready Hml 100% (=) v (Hs

SPMS_User_Guide.docx

Page 36 of 489

Last Save Date: 8/24/2010
Author: April Schwering
Version: 1.0




Indiana Department of Transportation

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.

Horme

Frojects

g Access to menu selections, icons, features and fields is dependent on a
N Us er 6s Beouritg leval.rFdr details, refer to Understanding the
Pl 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 &2 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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Propose A Project

(%) Stand Alone or Lead Project
) Sub Project

® Corporate Route
O Special Route

Start

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.

FProjects

Fropose Project

User 6s rol e and s ecurrtotUnderdtamding the For
Screen in the Getting Started section.

lﬁ_ Access to menu selections, icons, features and fields is dependent on a
4

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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Propose A Project

(& Stand Alone or Lead Project
C Sub Project

® Corporate Route
O Special Route

Start

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.

|ﬁ- Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.
4

Refer to the SPMS Table/Field Definitions in the Glossary section for Route
and Route Type field definitions, lengths and character/numeric
requirements.

Save Draft
Propose A Project - Route Selection Panel
Route Type | w
T
From Ref. Post +
To Ref. Post +
Previous Hext

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

assistance.

Message

ﬂ

Invalid Reference Post entries for Route

oK

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.

Message

< NMultiple districts retrieved. Projects with a Corporate route must only span 1
district. Please adjust the reference post values and try again.

oK

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.

Message

B Web Service is unavailable.
Please submit an |OT Helpdesk ticket referencing this error message and
'SPMS" as the application name.

OK

To open an IOT Helpdesk ticket, click on the Helpdesk Assistant k&
shown in the screen below.

icon and report the problem as
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@] 10T Helpdesk Assistant Ver 2.5.1.9 M=
problem General Info
| General lzsue w | Computer Mame
|5F'MS application - Web Service not available | IP* Addresss{es)
LoginlD
| was proposing a project and received the following error

Telephone Nurmber

| |
| |
| |

message: Web Service not available. PeopleSaft 1D | |
| |
| |
|

Addhess
o —
Attachment [optional Hardware Info
| | | Browse | SereenShot FE blzgs] | |
PC Seral Nurber | |
Add Printer

) Search by Location
(%) Search by Agency

&dd Printer |

B SPMS will not advance to the next screen if a required field is left empty. A
N red asterisk (*) will appear to the right of the field. The cursor will blink
— inside text fields while dropdown fields will be highlighted.

Routo Tpe :

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

I* Work is saved when the Next button is clicked on each screen. At any
N point, work may be saved by clicking on the Save a Draft link at the top of
Pl 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 v 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 v 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 A 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 A\ 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

Iﬁl icon in the title bar for assistance.

Save Draft
Propose A Project - Route Details Panel

Parameter

Route 164 \/SuccessfuISnurce extraction

Ref Post Frarm 10+ 14 .&Aﬁentinn is needed

Bef Post To 14+ Zth;?:teuzugft?r]citstr;zgsgms suppart group bvselectmgthe@

Field Source SPMS Result

Functional Class il | | v

FMIS Area 0 | | v

FhIS Urban Area | | v

Planning Area | | v

Transportation System 7 | | v

City Boundary | V| v

County 8z 82 - Wanderburgh v

District 420 420 -Yincennes v

Sub District EYARSVILLE 440 - Evansyille Suh v

Congressional District na Q& - District & v
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Field Value Result
Praject Length 2.85 Miles v
ARDT Caunt 28106 v
ARDT Year 2007 v
Mumber of Lanes 4 v
Start Langitude a7 28" 11" v
Start Latitude 38" 0'59" v
Mid Longitude B7° 28' 26" v
Mid Latitude age 7' ag v
End Langitude 87" 28 33 v
End Latitude ag" 419" v
Previous Next

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.

>
'N Refer to the SPMS Table/Field Definitions in the Glossary section for Route
i | Details field definitions, lengths and character/numeric requirements.

Until all required fields are reflected correctly (indicated by the green checkmark v ), 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.

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
SPMS_User_Guide.docx Last Save Date: 8/24/2010
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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.

Save Draft

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.

Propose A Project - General Information Panel

Status:

Design

Dtl:

Work Type:

Standard:
Small Struct

General Information

Contract Prefix:

Group Categony:

Planning Area:

Transportation

System:

Designed By:

Sponsor:

Work Categong

City Boundany:

FMIS Urban Area:

Functional Class:

FMIS Area:

Program Class:

FHWAR Oversight:

Alloweed Percent Owver
Allocation:

Program Manager:

Project Manager:

District Rank: Corridor 1D:

Project Type:

Suspended
Counter:

v| Priority Year:

Statewide

AN Statewide Rank: Year:

Asset Rank: Asset Group:
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|
Project Dates Detour Required: ey
Project;
Status: oamzraotn Relinguishment Significant Prj.
Rod: Det.:
Proposed: Sion:
e :
) Required: ) FTA: bt
Authorized: Lighti
Signs Reaired: g,
General Maint: Required:
ietiand Design Units:
Location:
Coordinates Land Acguisition Desighars
Start Latitude: || || | | Le: | v]
. DS: | v
Start Longitude: I I |
| TR | v]
Mid Latitude: || || | EA: | ]
Mid Longitude: || || | | FD: | b |
End Latitudes I I |
End Longitude: | | | | | |
Capitalization o
GASB-34 Capitalization: Lead Project. |
Capitalizatiun:l:l%
Construction and Engineering: |:| %
Special Fund Category; | v
Previous Next
b SPMS will not advance to the next screen if a required field is left empty. A

|
N red asterisk (*) will appear to the right of the field. The cursor will blink
— inside text fields while dropdown fields will be highlighted.

Designed By: | v *

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.

-

IN 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.

Save Draft

Propose A Project - Estimates Panel

Phase
Code

PE1  Preliminary Engineering 1 $0.00
PE2  Preliminary Engineering 2 $0.00
RwW1  Right of Way Purchase $0.00
RwW2  Right of Way Services $0.00
ut1  Liilities PE $0.00
Utz  Ltilities CH $0.00
RR1  Railroad PE $0.00
RR2Z  Railroad CN $0.00

CH Construction $0.00

CE Construction Engineering $0.00
RQP  Relinquishment Payment $0.00
WZP  WrkZone Patrol & Enforcement $0.00

Previous Hext

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.

Message

" Total Estimate amount must be greater than zero(0).

oK

3.2.5. 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 'fu}' 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.

Save Draft
Propose A Project - Conditions Panel
Conditons @ -
Inspection Date Inspection Type Reviewing Organization
Showing 1-10f 1 ltems Per Page Prrag Mt

Previous Next

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.

-

'N 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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Inspection Date

Inspection Type

Reviewing
Organization

Reviewer

Existing Condition

Recommendation

Screen Mode: ADD

* Thiz color background fields are mandstary

08/02/2010 ]
v
v
v

Save Cancel

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

fi

r st v al

ue

n

t he

st

t hat

begins

w LanchConshtantso |

etter.
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Reviewing

Green 3 Inc. (102457) rs
H. Stewvart Kline & Azzoc, (100766)

HISTORNKCAL COMSULTAMTAZOMNTRACTOR (102154

HMTE Carporation (100E513)

Halstead Architects (102492

Hannum, Wadle & Cline (100533)

Hanzon Engineers, Inc. (1 00509)

Hawvkins Environmental & Butler, Fairman and Seufert, Inc (10:
Heritage Environmental Services, LLC (100505

Holloweay Associates, P.C. (100545

Howvard J. Barth & Assoc, Inc. (100775

Hurzt-Rozche Enginestz of IM., Inc. (1008107

I&E, Inc. (1007 75]

[HO%E (102434

Info Tech (102423

Infrastructure Services, Inc (1071248

J. Muller International (1007 458

J.&. Barker Engineering (1024007

AL HME Indiana, LLC (100802

Jacobi, Toombs & Lanz, Inc. (1007ET)

Jacobs Pannicke Architects (102923

Jacobs, Edward and Kelcey (1100748)

Janz=sen & Spaans Engineeting, Inc. (100792

Johnzon, Depp & GQuizenberry, P2 .C (100815

K. M. Traylor & Azsociates (100529

Keller, katter & Allen (100528)

Ken Herceg & Associates, Inc. (100754

Kloeker Engineering, P.C. (100797

Kramer & Azsociates (100527

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.

A July, 2010 3
0 Mo Tu We Th Fr Sa
7o o o3 1 23
4 5 & F & 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28| 29| 30 3
1 2 3 4 &5 & 7

Today: July 29, 2010

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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Message

» Hew item has been added successtulhy.

OK

N

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.

Messane

» Record already exists

OK

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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Save Draft

Propose A Project - Conditions Panel

Conditons -
Inspection Date Inspection Type Reviewing Organization
Showing 1-1 of 1 ttems Per Page Pray et

Previous Next

i* Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

=
'N 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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Screen Mode: EDIT

Inspection Date

Inspection Type |C.:,,-,3um,-,g W |

Reviewing
GTrETTE T | charlier, Clark & Linard, PC (101017) v|

Reviewer |Hendry, Franzizks b |

condition

Existing Condition

recammendation

Recommendation

Save Cancel

* Thiz color background fields are mandatory

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.

i‘ SPMS will not save the record or leave the EDIT Screen Mode if a required

N 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 F o 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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Message from webpage E|

\g/ Are wou sure you wank to delete this record?

[ Ok l [ Cancel

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.
|ﬁ- 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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Save Draft

Propose A Project - Districts Panel

Prirmary District |vn - Vincennes

Select| District ID 80| AluSins
Lol Suh Codle

450 Vo V3
430 V0 W1
440 Vo V2
460 Vo V4
470 Vo V5
480 Vo V6
490 Vo Vo
515 Vo V7

Dijsrict &

663
661
662
664
665
666
999
667

S Disirict Harme
Evansville Sub
Linton Sub
Dale Sub
Paoli Sub
Branchville Sub
Vincennes Sub
Yincennes Multiple Sub

Tell City Sub

Previous

Hext
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Save Draft

Propose A Project - Congressional Districts Panel

Congressinnel Distict Haims

Previous Hext

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.
ii]— Refer to the SPMS Table/Field Definitions in the Glossary section for Route
4

and Reference field definitions, lengths and character/numeric
requirements.
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Save Draft

Propose A Project - Route and Reference Panel

Start County “Yanderburgh

Route Type Interstate

Number of Lanes [

| Traffic
|

ADT Count l:l
[ o1 vear

Previous Next

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
from t he Pr ojoranddsplayeddor ieformeatiomenlypost i nf or mat

calcul at ed

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.

Iﬁ Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.
d

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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Save Draft

Propose i Project - Project Length Panel

Project Length

Yanderhurgh 6.163 3.852

Previous Finish

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 AProposedOo an
# is assigned. A message displays to confimthe Project 6 s successful addition to tF
the OK button to return to the Propose Project initial screen and continue working in SPMS.

Message

»

Hew project has been created successfully. Des # 1005660

oK

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.

Propose A Project

There is proposal work pending. Click here to resume using the draft you previoushy sawed.
{(Note: Previoushy saved draft will be deleted if you click on “Start” below.)

(%) Stand Alone or Lead Project
C Sub Project

® Corporate Route
O Special Route

To propose a Stand Alone, Lead or Sub Project from the beginning, select the options below and click Start.

Start

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.

FProjects

Fropose Project

erm Maintenance

Reports

Llzer Guide

|" Access to menu selections, icons, features and fields is dependent on a
N Userds role and secur i Uyerdtamdingthe For

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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Propose A Project

(¥ Stand Alone or Lead Project
O Sub Project

2] Corporate Route
i@}'ﬁpecial Route

Start

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

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.

|ﬁ 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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Save Draft

Propose A Project - General Information Panel

General Information

Contract Prefix: Group Categony:

Transportation

Planning Area: System:

Designed By: Sponsor:

Work Categong City Boundany:

Work Type: FMIS Urban Area:

Functional Class: |Rural - FMIS Area:

Program Class: | v FHWA Oversight:

Allowed Percent Over I:l
Allocation:

Program Manager: v|

Project Manager: v

Status: District Rank: Corridor 1D:

Suspended

Project Type: Counter:

Statewide

Design
Standard: Year:
Small Struct
Dl

Statewide Rank:

Priority Year:

Asset Rank: Asset Group:
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|
Project Dates Detour Required: ey
Project;
Status: oamzraotn Relinguishment Significant Prj.
Rod: Det.:
Proposed: Sion:
e :
) Required: ) FTA: bt
Authorized: Lighti
Signs Reaired: g,
General Maint: Required:
ietiand Design Units:
Location:
Coordinates Land Acguisition Desighars
Start Latitude: || || | | Le: | v]
. DS: | v
Start Longitude: I I |
| TR | v]
Mid Latitude: || || | EA: | ]
Mid Longitude: || || | | FD: | b |
End Latitudes I I |
End Longitude: | | | | | |
Capitalization o
GASB-34 Capitalization: Lead Project. |
Capitalizatiun:l:l%
Construction and Engineering: |:| %
Special Fund Category; | v
Previous Next
b SPMS will not advance to the next screen if a required field is left empty. A

|
N red asterisk (*) will appear to the right of the field. The cursor will blink
— inside text fields while dropdown fields will be highlighted.

Designed By: | v *

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

i" Work is saved when the Next button is clicked on each screen. At any
N 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.
-
IN 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.

Save Drart
Propose A Project - Estimates Panel

Phase
Code

PE1  Preliminary Engineering 1 $0.00
PE2  Preliminary Engineering 2 $0.00
RwW1 Right of Way Purchase $0.00
RuWW2?  Right of Way Services $0.00
uT1  Liilities PE $0.00
Utz  LUtilities CH $0.00
RR1  Railroad PE $0.00
RR2Z  Railroad CH $0.00

CH Construction $0.00

CE Construction Engineering $0.00
RQP  Relinquishment Payment $0.00
WZP WrkZone Patrol & Enforcement $0.00

Previous Hext

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.

Message

-

Total Estimate amount must be greater than zero(0).

oK
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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 'f}' 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.

Save Draft
Propose A Project - Conditions Panel
Conditons =] -
Inspection Date Inspection Type Reviewing Organization

Showing 1-10f 1 Items Per Page Pray e

Previous Next

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.

-
'N 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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Inspection Date

Inspection Type

Reviewing
Organization

Reviewer

Existing Condition

Recommendation

Screen Mode: ADD

* Thiz color background fields are mandstary

08/02/2010 ]
v
v
v

Save Cancel

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

fi

r st v al

ue

n

t he

st

t hat

begins

wi

inchConshtantso |

etter.

SPMS_User_Guide.docx
Page 64 of 489

Last Save Date: 8/24/2010
Author: April Schwering
Version: 1.0



Indiana Department of Transportation

Reviewing

Green 3 Inc. (102457) rs
H. Stewvart Kline & Azzoc, (100766)

HISTORNKCAL COMSULTAMTAZOMNTRACTOR (102154

HMTE Carporation (100E513)

Halstead Architects (102492

Hannum, Wadle & Cline (100533)

Hanzon Engineers, Inc. (1 00509)

Hawvkins Environmental & Butler, Fairman and Seufert, Inc (10:
Heritage Environmental Services, LLC (100505

Holloweay Associates, P.C. (100545

Howvard J. Barth & Assoc, Inc. (100775

Hurzt-Rozche Enginestz of IM., Inc. (1008107

I&E, Inc. (1007 75]

[HO%E (102434

Info Tech (102423

Infrastructure Services, Inc (1071248

J. Muller International (1007 458

J.&. Barker Engineering (1024007

AL HME Indiana, LLC (100802

Jacobi, Toombs & Lanz, Inc. (1007ET)

Jacobs Pannicke Architects (102923

Jacobs, Edward and Kelcey (1100748)

Janz=sen & Spaans Engineeting, Inc. (100792

Johnzon, Depp & GQuizenberry, P2 .C (100815

K. M. Traylor & Azsociates (100529

Keller, katter & Allen (100528)

Ken Herceg & Associates, Inc. (100754

Kloeker Engineering, P.C. (100797

Kramer & Azsociates (100527

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.

A July, 2010 3
0 Mo Tu We Th Fr Sa
7o o o3 1 23
4 5 & F & 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28| 29| 30 3
1 2 3 4 &5 & 7

Today: July 29, 2010

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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Message

» Hew item has been added successtulhy.

OK

N

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.

Messane

» Record already exists

OK

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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Save Draft

Propose A Project - Conditions Panel

Conditons -
Inspection Date Inspection Type Reviewing Organization
Showing 1-1 of 1 ttems Per Page Pray et

Previous Next

i* Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

=
'N 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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Screen Mode: EDIT

Inspection Date

Inspection Type |C.:,,-,3um,-,g W |

Reviewing
GTrETTE T | charlier, Clark & Linard, PC (101017) v|

Reviewer |Hendry, Franzizks b |

condition

Existing Condition

recammendation

Recommendation

Save Cancel

* Thiz color background fields are mandatory

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.

i‘ SPMS will not save the record or leave the EDIT Screen Mode if a required

N 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 F o 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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Message from webpage E|

\‘\_’/I Are wou sure you wank to delete this record?

[ Ok l [ Cancel

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.
-
'N Refer to the SPMS Table/Field Definitions in the Glossary section for
Fmdf| District field definitions, lengths and character/numeric requirements.

Save Draft
Propose A Project - Districts Panel

Frimary District | v|

M District Code |District Sub Code M Sub District Name

Previous Next
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The sub-districts auto-populate based on the Primary District. Place a checkmark ¥ in the checkbox
I next to the sub-districts associated with the Project.

Sawe Draft
Propose A Project - Districts Panel

Primary District |CEI - Crawfordsyille

v
District p | DIStrict | District |y, it Sub District Name
Code Sub Code
20 Co c1 611

[F] Terre Haute Sub

i 30 co c2 612  Crawfordsville Sub

i 40 co C3 613  Fowler Sub

F 50 Co c4 614 Frankfort Sub

i 60 co c5 615  Cloverdale Sub

F 70 co C6 616 Veedershury Sub

F] 80 co co 000 Crawfordsville Multiple Sub

Previous Mext

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.

S |
Message

ﬂ Primary District must be selected.

oK

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 I 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.
iﬁ Refer to the SPMS Table/Field Definitions in the Glossary section for
d

Congressional District field definitions, lengths and character/numeric
requirements.

Save Draft

Propose A Project - Congressional Districts Panel

Congressional Districts
m Congressional District Name
o1

District 1
02 District 2

03 District 3

04 District 4

05 District 5

06 District 6

07 District 7

0g District 8

09 District 9

10 District 10

a9 Multiple Districts

| I

Previous Hext

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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| T e |
Message

» Congressional District must be selected.

OK

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.
'ﬁ Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.
e Refer to the SPMS Table/Field Definitions in the Glossary section for Route
and Reference field definitions, lengths and character/numeric
requirements.

Save Draft
Propose A Project - Route and Reference Panel

Route

Section Start County

Route # Route Type

Route Name Humber of Lanes

Reference Traffic

| - | | ADT Count |:|
|+ | DS

Add Route

Previous Hext

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.

Select Existing Route || Add & Select New Route |

Route Type | ¥ |

County | v |

Route Name | | W

RowoTwe | Rowor | Comy | Secon | RoutoNomo | |
City Streat 1 St Joseph 1 933 o
County Road 100 Adams 1 Warious County Roads v
County Road 100 Allen 1 Warious County Roads o
County Road 100 Bartholamew 1 Warious County Roads v
County Road 100 Bentan 1 Warious County Roads o
County Road 100 Blackfard 1 Warious County Roads v
County Road 1001 Boone 1 Warious County Roads o
County Road 1001 Brawwt 1 Warious County Roads v
County Road 1001 Zarroll 1 Warious County Roads o
County Road 1001 Cass 1 Warious County Roads v
Showing 1-10 of 1898 Items Per Page Preg FIED Mext

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.

Save Draft
Propose 4 Project - Route and Reference Panel
Start County Allen
Route Type County Road
Humber of Lanes
| Traffic
[ 207 count [ ]
[ ~o1 vear
Rermove Foute
Previous Next
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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.

Select Existing Route || Add & Select Mew Route |

Screen Mode: ADD

Route Type " |

Route Number I:l

County v |

Route Name |

Add Cancel

* Thiz color background fields are mandstory

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.

Save Draft

Propose & Project - Route and Reference Panel

Route

Section Start County Grant

Route Type County Road

Route #

Route Name Number of Lanes

| Traffic

|+ | [ ]
|+ [ #o1 vear

Remove Route

Previous Mext

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.

Message

9 Please select a valid route

oK

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.

m—
Grant 0.000 0.000 & 7
5 Blackford 234.000 146.250 da 7 P

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.

ii]'" 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 '{IF icon to the right of the Miles column heading to
add a Length.
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Save Draft
Propose A Project - Project Length Panel
Project Length
27 Grant 0.000 0.000 ta
5 Blackford 234.000 146.250 & / ®
Previous Finish

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.

Screen Mode: ADD

County

Kilometers

Miles

Add Cancel

* Thiz color background fields are mandatory

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 begin®empd.th that | ett
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Bartholomesy
Boone
Cass
Clark
Clinton
Cramwyford
Dearborn
Decatur
Dekalb
Fayette
Fourtsin
Hendricks
Henty
Howward
Jackson
Jay
Jefferson
John=zon
Hmio
Hosciuska
LaParte
Lawwrence
Mat=shall
honroe
hontgomery
Morgan

|[>

Pike
Paorter d

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.

I* SPMS will not save the record or leave the ADD Screen Mode if the

N required fields are empty. Instead, a red asterisk (*) will appear to the right
— of the field and the cursor will blink inside the field.

R 3

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.

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



Indiana Department of Transportation

Save Draft

Propose & Project - Project Length Panel

Project Length

27 Grant 0.000 0.000 g
5 Blackford 234.000 146.250 ga" 7 K

Previous Finish

i"t . Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

Screen Mode: EDIT

County | crant

Kilometers

P ]
s E

Update Cancel

* Thiz color background fields are mandatory

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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Message from webpage E|
\_?r) #fre you sure you want ko delete this record?
[ Ok l [ Cancel

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 AProposedo an:

# is assigned. A message displays to confimthe Project 6 s successful addition to tF
the OK button to return to the Propose Project initial screen and continue working in SPMS.

Message

»

Hew project has been created successfully. Des # 1005660

oK

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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Propose A Project

There is proposal work pending. Click here to resume using the draft you previoushy saved.
(Note: Previoushy saved draft will be deleted if you click on “Start™ below.)

To propose a Stand Alone, Lead or Sub Project from the beginning, select the options helow and click Start.

(& Stand Alone or Lead Project
C Sub Project

® Corporate Route
O Special Route

Start

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.

FProjects

Fropose Praoject

IN Access to menu selections, icons, features and fields is dependent on a

User6s role and secur i tUnderdtamding the For
Pl 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 AOrigind Project # on t bhAetiveari ti al
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.

Propose A Project

O Stand Alone or Lead Project
() Sub Project

® Corporate Route
) Special Route

Start

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.

Iﬁ 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.

Sawve Draft
Propose A Project - Route Selection Panel

Route Type | "

e

From Ref. Post +

To Ref. Post +

Previous Mext
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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.

Message

»

Invalid Reference Post entries for Route

oK

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.

Message

<3 Multiple districts retrieved. Projects with a Corporate route must only span 1
district, Please adjust the reference post values and try again.

oK

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.

Message

3 Web Service is unavailable.
Please submit an |0OT Helpdesk ticket referencing this error message and
'SPMS" as the application name.

OK

To open an IOT Helpdesk ticket, click on the Helpdesk Assistant K&
shown in the screen below.

icon and report the problem as
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@] 10T Helpdesk Assistant Ver 2.5.1.9 M=
problem General Info
| General lzsue w | Computer Mame
|5F'MS application - Web Service not available | IP* Addresss{es)
LoginlD
| was proposing a project and received the following error

Telephone Nurmber

| |
| |
| |

message: Web Service not available. PeopleSaft 1D | |
| |
| |
|

Addhess
o —
Attachment [optional Hardware Info
| | | Browse | SereenShot FE blzgs] | |
PC Seral Nurber | |
Add Printer

) Search by Location
(%) Search by Agency

&dd Printer |

B SPMS will not advance to the next screen if a required field is left empty. A
N redasterisk () will appear to the right of the field. The cursor will blink
— inside text fields while dropdown fields will be highlighted.

Routo Tpe :

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

I* Work is saved when the Next button is clicked on each screen. At any
N point, work may be saved by clicking on the Save a Draft link at the top of
Pl 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 v 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 v 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 A 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 A\ 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

Iﬁl icon in the title bar for assistance.

Save Draft
Propose A Project - Route Details Panel

Parameter
Raoute -164 \/Successful Source extraction
Ref Post From 10+ 14 A\ attention is needed

Flease contact the SPMS support group by selecting the Iil

SE s o at the top ofthis page.

Field Source SPMS Result

Functional Class il | | v

FMIS Area 0 | | v

FhIS Urban Area | | v

Planning Area | | v

Transportation System 7 | | v

City Boundary | V| v

County 8z 82 - Wanderburgh v

District 420 420 -Yincennes v

Sub District EYARSVILLE 440 - Evansyille Suh v

Congressional District na Q& - District & v
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Field Value Result
Praject Length 2.85 Miles v
ARDT Caunt 28106 v
ARDT Year 2007 v
Mumber of Lanes 4 v
Start Langitude a7 28" 11" v
Start Latitude 38" 0'59" v
Mid Longitude B7° 28' 26" v
Mid Latitude age 7' ag v
End Langitude 87" 28 33 v
End Latitude ag" 419" v
Previous Next

Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.

>
'N Refer to the SPMS Table/Field Definitions in the Glossary section for Route
i | Details field definitions, lengths and character/numeric requirements.

Until all required fields are reflected correctly (indicated by the green checkmark v ), 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.

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.

iﬁ— 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.

Save Draft
Propose A Project - General Information Panel
General Information
Contract Prefix: Group Categony: bt |
Planning Area: Transportation |
System:
Designed By: Sponsor: - |
Work Categony: City Boundans |
Work Type: FMIS Urban Area: |
Functional Class: FMIS Area: |
Program Class: FHWA Oversight: bt |
Alloweed Percent Owver
Allocation:
Program Manager:
Project Manager:
Status: District Rank: Corridor 1D: hd
. . Suspended o o |:|
Project Type: Counter: Priority Year:
Design Statewide I:l
Standard: Year:
g:]au S Asset Rank: Asset Group: v
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|
Project Dates Detour Required: ey
Project;
Status: oamzraotn Relinguishment Significant Prj.
Rod: Det.:
Proposed: Sion:
e :
) Required: ) FTA: bt
Authorized: Lighti
Signs Reaired: g,
General Maint: Required:
ietiand Design Units:
Location:
Coordinates Land Acguisition Desighars
Start Latitude: || || | | Le: | v]
. DS: | v
Start Longitude: I I |
| TR | v]
Mid Latitude: || || | EA: | ]
Mid Longitude: || || | | FD: | b |
End Latitudes I I |
End Longitude: | | | | | |
Capitalization o
GASB-34 Capitalization: Lead Project. |
Capitalizatiun:l:l%
Construction and Engineering: |:| %
Special Fund Category; | v
Previous Next
b SPMS will not advance to the next screen if a required field is left empty. A

|
NN red asterisk () will appear to the right of the field. The cursor will blink
— inside text fields while dropdown fields will be highlighted.

Designed By: | v *

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.

SPMS_User_Guide.docx Last Save Date: 8/24/2010
Page 87 of 489 Author: April Schwering
Version: 1.0



Indiana Department of Transportation

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.

-

IN 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.

Save Draft

Propose A Project - Estimates Panel

Phase
Code

PE1  Preliminary Engineering 1 $0.00
PE2  Preliminary Engineering 2 $0.00
RwW1  Right of Way Purchase $0.00
RwW2  Right of Way Services $0.00
ut1  Liilities PE $0.00
Utz  Ltilities CH $0.00
RR1  Railroad PE $0.00
RR2Z  Railroad CN $0.00

CH Construction $0.00

CE Construction Engineering $0.00
RQP  Relinquishment Payment $0.00
WZP  WrkZone Patrol & Enforcement $0.00

Previous Hext

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.

Message

" Total Estimate amount must be greater than zero(0).

oK

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 'fu}' 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.

Save Draft
Propose A Project - Conditions Panel
Conditons @ -
Inspection Date Inspection Type Reviewing Organization
Showing 1-10f 1 ltems Per Page Prrag Mt

Previous Next

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.

-

'N 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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Inspection Date

Inspection Type

Reviewing
Organization

Reviewer

Existing Condition

Recommendation

Screen Mode: ADD

* Thiz color background fields are mandstary

08/02/2010 ]
v
v
v

Save Cancel

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

fi

r st v al

ue

n

t he

st

t hat

begins

wi

inchConshtantso |

etter.
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Reviewing

Green 3 Inc. (102457) rs
H. Stewvart Kline & Azzoc, (100766)

HISTORNKCAL COMSULTAMTAZOMNTRACTOR (102154

HMTE Carporation (100E513)

Halstead Architects (102492

Hannum, Wadle & Cline (100533)

Hanzon Engineers, Inc. (1 00509)

Hawvkins Environmental & Butler, Fairman and Seufert, Inc (10:
Heritage Environmental Services, LLC (100505

Holloweay Associates, P.C. (100545

Howvard J. Barth & Assoc, Inc. (100775

Hurzt-Rozche Enginestz of IM., Inc. (1008107

I&E, Inc. (1007 75]

[HO%E (102434

Info Tech (102423

Infrastructure Services, Inc (1071248

J. Muller International (1007 458

J.&. Barker Engineering (1024007

AL HME Indiana, LLC (100802

Jacobi, Toombs & Lanz, Inc. (1007ET)

Jacobs Pannicke Architects (102923

Jacobs, Edward and Kelcey (1100748)

Janz=sen & Spaans Engineeting, Inc. (100792

Johnzon, Depp & GQuizenberry, P2 .C (100815

K. M. Traylor & Azsociates (100529

Keller, katter & Allen (100528)

Ken Herceg & Associates, Inc. (100754

Kloeker Engineering, P.C. (100797

Kramer & Azsociates (100527

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.

A July, 2010 3
0 Mo Tu We Th Fr Sa
7o o o3 1 23
4 5 & F & 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28| 29| 30 3
1 2 3 4 &5 & 7

Today: July 29, 2010

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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Message

» Hew item has been added successtulhy.

OK

N

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.

Messane

» Record already exists

OK

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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Save Draft

Propose A Project - Conditions Panel

Conditons -
Inspection Date Inspection Type Reviewing Organization
Showing 1-1 of 1 ttems Per Page Pray et

Previous Next

i* Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

=
'N 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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Screen Mode: EDIT

Inspection Date

Inspection Type |C.:,,-,3um,-,g W |

Reviewing
GTrETTE T | charlier, Clark & Linard, PC (101017) v|

Reviewer |Hendry, Franzizks b |

condition

Existing Condition

recammendation

Recommendation

Save Cancel

* Thiz color background fields are mandatory

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.

i‘ SPMS will not save the record or leave the EDIT Screen Mode if a required

N 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 F o 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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Message from webpage E|

\g/ Are wou sure you wank to delete this record?

[ Ok l [ Cancel

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.
|ﬁ- 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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Save Draft

Propose A Project - Districts Panel

Prirmary District |vn - Vincennes

Select| District ID 80| AluSins
Lol Suh Codle

450 Vo V3
430 V0 W1
440 Vo V2
460 Vo V4
470 Vo V5
480 Vo V6
490 Vo Vo
515 Vo V7

Dijsrict &

663
661
662
664
665
666
999
667

S Disirict Harme
Evansville Sub
Linton Sub
Dale Sub
Paoli Sub
Branchville Sub
Vincennes Sub
Yincennes Multiple Sub

Tell City Sub

Previous

Hext
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Save Draft

Propose A Project - Congressional Districts Panel

Congressinnel Distict Haims

Previous Hext

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.
ii]— Refer to the SPMS Table/Field Definitions in the Glossary section for Route
4

and Reference field definitions, lengths and character/numeric
requirements.
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Save Draft

Propose A Project - Route and Reference Panel

Number of Lanes [

Previous Next

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.

iﬁ— Refer to the SPMS Table/Field Definitions in the Glossary section for
4

Project Length field definitions, lengths and character/numeric
requirements.
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Save Draft

Propose i Project - Project Length Panel

Project Length

Yanderhurgh 6.163 3.852

Previous Finish

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 st ateeqaliofthedatPtheoDeo sedod an
# 1s assigned. A message displays to confirm the Proje
the OK button to return to the Propose Project initial screen and continue working in SPMS.

Message

»

Hew project has been created successfully. Des # 1005660

oK

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.

Propose A Project

There is proposal work pending. Click here to resume using the draft you previoushy sawed.
{(Note: Previoushy saved draft will be deleted if you click on “Start” below.)

To propose a Stand Alone, Lead or Sub Project from the beginning, select the options below and click Start.

(%) Stand Alone or Lead Project
C Sub Project

® Corporate Route
O Special Route

Start

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.

FProjects

Fropose Project

erm Maintenance

Reports

Llzer Guide

IN Access to menu selections, icons, features and fields is dependent on a

User6s role and secur i tUnderdtamding the For
— 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 AOrigindo Project # on t hAetiveari ti al

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.

Propose A Project

(' Stand Alone or Lead Project

(3 Sub Project

O Corporate Route
E@:Epecial Route

Start

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 Userds security

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 EROM 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.

iﬁ' 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.

Save Draft

Propose A Project - General Information Panel

General Information

Contract Prefix: Group Categony: v]

Transportation
System: |

Planning Area:

Designed By: Sponsor: - |

Work Categong City Boundany: |

Work Type:

FMIS Urban Area: i |

Functional Class: FurEl e FMIS Area: |

Program Class: v FHWA Oversight: v]

Allowed Percent Over I:l
Allocation:

Program Manager: v|

Project Manager: v

Status: District Rank: Corridor 1D: hd

Suspended

Project Type: Counter:

Priority Year:

Statewide

Design
Standard: Year:
Small Struct
Dl

Statewide Rank:

Asset Rank: Asset Group: w
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|
Project Dates Detour Required: ey
Project;
Status: oamzraotn Relinguishment Significant Prj.
Rod: Det.:
Proposed: Sion:
e :
) Required: ) FTA: bt
Authorized: Lighti
Signs Reaired: g,
General Maint: Required:
ietiand Design Units:
Location:
Coordinates Land Acguisition Desighars
Start Latitude: || || | | Le: | v]
. DS: | v
Start Longitude: I I |
| TR | v]
Mid Latitude: || || | EA: | ]
Mid Longitude: || || | | FD: | b |
End Latitudes I I |
End Longitude: | | | | | |
Capitalization o
GASB-34 Capitalization: Lead Project. |
Capitalizatiun:l:l%
Construction and Engineering: |:| %
Special Fund Category; | v
Previous Next
b SPMS will not advance to the next screen if a required field is left empty. A

|
NN red asterisk () will appear to the right of the field. The cursor will blink
— inside text fields while dropdown fields will be highlighted.

Designed By: | v *

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

i" Work is saved when the Next button is clicked on each screen. At any
N 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.
-
IN 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.

Save Drart
Propose A Project - Estimates Panel

Phase
Code

PE1  Preliminary Engineering 1 $0.00
PE2  Preliminary Engineering 2 $0.00
RwW1 Right of Way Purchase $0.00
RuWW2?  Right of Way Services $0.00
uT1  Liilities PE $0.00
Utz  LUtilities CH $0.00
RR1  Railroad PE $0.00
RR2Z  Railroad CH $0.00

CH Construction $0.00

CE Construction Engineering $0.00
RQP  Relinquishment Payment $0.00
WZP WrkZone Patrol & Enforcement $0.00

Previous Hext

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.

Message

-

Total Estimate amount must be greater than zero(0).

oK
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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 'f}' 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.

Save Draft
Propose A Project - Conditions Panel
Conditons =] -
Inspection Date Inspection Type Reviewing Organization

Showing 1-10f 1 Items Per Page Pray e

Previous Next

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.

-
'N 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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Inspection Date

Inspection Type

Reviewing
Organization

Reviewer

Existing Condition

Recommendation

Screen Mode: ADD

* Thiz color background fields are mandstary

08/02/2010 ]
v
v
v

Save Cancel

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

fi

r st v al

ue

n

t he

st

t hat

begins

wi

inchConshtantso |

etter.
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Reviewing

Green 3 Inc. (102457) rs
H. Stewvart Kline & Azzoc, (100766)

HISTORNKCAL COMSULTAMTAZOMNTRACTOR (102154

HMTE Carporation (100E513)

Halstead Architects (102492

Hannum, Wadle & Cline (100533)

Hanzon Engineers, Inc. (1 00509)

Hawvkins Environmental & Butler, Fairman and Seufert, Inc (10:
Heritage Environmental Services, LLC (100505

Holloweay Associates, P.C. (100545

Howvard J. Barth & Assoc, Inc. (100775

Hurzt-Rozche Enginestz of IM., Inc. (1008107

I&E, Inc. (1007 75]

[HO%E (102434

Info Tech (102423

Infrastructure Services, Inc (1071248

J. Muller International (1007 458

J.&. Barker Engineering (1024007

AL HME Indiana, LLC (100802

Jacobi, Toombs & Lanz, Inc. (1007ET)

Jacobs Pannicke Architects (102923

Jacobs, Edward and Kelcey (1100748)

Janz=sen & Spaans Engineeting, Inc. (100792

Johnzon, Depp & GQuizenberry, P2 .C (100815

K. M. Traylor & Azsociates (100529

Keller, katter & Allen (100528)

Ken Herceg & Associates, Inc. (100754

Kloeker Engineering, P.C. (100797

Kramer & Azsociates (100527

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.

A July, 2010 3
0 Mo Tu We Th Fr Sa
7o o o3 1 23
4 5 & F & 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28| 29| 30 3
1 2 3 4 &5 & 7

Today: July 29, 2010

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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Message

» Hew item has been added successtulhy.

OK

N

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.

Messane

» Record already exists

OK

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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Save Draft

Propose A Project - Conditions Panel

Conditons -
Inspection Date Inspection Type Reviewing Organization
Showing 1-1 of 1 ttems Per Page Pray et

Previous Next

i* Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

=
'N 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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Screen Mode: EDIT

Inspection Date

Inspection Type |C.:,,-,3um,-,g W |

Reviewing
GTrETTE T | charlier, Clark & Linard, PC (101017) v|

Reviewer |Hendry, Franzizks b |

condition

Existing Condition

recammendation

Recommendation

Save Cancel

* Thiz color background fields are mandatory

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.

i‘ SPMS will not save the record or leave the EDIT Screen Mode if a required

N 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 F o 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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Message from webpage E|

\‘\_’/I Are wou sure you wank to delete this record?

[ Ok l [ Cancel

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.
-
'N Refer to the SPMS Table/Field Definitions in the Glossary section for
Fmdf| District field definitions, lengths and character/numeric requirements.

Save Draft
Propose A Project - Districts Panel

Frimary District | v|

M District Code |District Sub Code M Sub District Name

Previous Next
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The sub-districts auto-populate based on the Primary District. Place a checkmark ¥ in the checkbox
I next to the sub-districts associated with the Project.

Sawe Draft
Propose A Project - Districts Panel

Primary District |CEI - Crawfordsyille

v
District p | DIStrict | District |y, it Sub District Name
Code Sub Code
20 Co c1 611

[F] Terre Haute Sub

i 30 co c2 612  Crawfordsville Sub

i 40 co C3 613  Fowler Sub

F 50 Co c4 614 Frankfort Sub

i 60 co c5 615  Cloverdale Sub

F 70 co C6 616 Veedershury Sub

F] 80 co co 000 Crawfordsville Multiple Sub

Previous Mext

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.

S |
Message

ﬂ Primary District must be selected.

oK

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 I 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.
iﬁ Refer to the SPMS Table/Field Definitions in the Glossary section for
d

Congressional District field definitions, lengths and character/numeric
requirements.

Save Draft

Propose A Project - Congressional Districts Panel

Congressional Districts
m Congressional District Name
o1

District 1
02 District 2

03 District 3

04 District 4

05 District 5

06 District 6

07 District 7

0g District 8

09 District 9

10 District 10

a9 Multiple Districts

| I

Previous Hext

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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| T e |
Message

» Congressional District must be selected.

OK

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.
'ﬁ Refer to the SPMS Terms in the Glossary section for the SPMS dictionary.
e Refer to the SPMS Table/Field Definitions in the Glossary section for Route
and Reference field definitions, lengths and character/numeric
requirements.

Save Draft
Propose A Project - Route and Reference Panel

Route

Section Start County

Route # Route Type

Route Name Humber of Lanes

Reference Traffic

| - | | ADT Count |:|
|+ | DS

Add Route

Previous Hext

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.

Select Existing Route || Add & Select New Route |

Route Type | ¥ |

County | v |

Route Name | | W

RowoTwe | Rowor | Comy | Secon | RoutoNomo | |
City Streat 1 St Joseph 1 933 o
County Road 100 Adams 1 Warious County Roads v
County Road 100 Allen 1 Warious County Roads o
County Road 100 Bartholamew 1 Warious County Roads v
County Road 100 Bentan 1 Warious County Roads o
County Road 100 Blackfard 1 Warious County Roads v
County Road 1001 Boone 1 Warious County Roads o
County Road 1001 Brawwt 1 Warious County Roads v
County Road 1001 Zarroll 1 Warious County Roads o
County Road 1001 Cass 1 Warious County Roads v
Showing 1-10 of 1898 Items Per Page Preg FIED Mext

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.

Save Draft
Propose 4 Project - Route and Reference Panel
Start County Allen
Route Type County Road
Humber of Lanes
| Traffic
[ 207 count [ ]
[ ~o1 vear
Rermove Foute
Previous Next
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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.

select Existing Route || Add & Select Mew Route |

Screen Mode: ADD

Route Type

v]

Route Number

County v |

Section

Route Name |

Add Cancel

* Thiz color background fields are mandstory

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.

Save Draft

Propose & Project - Route and Reference Panel

Route

Section

Route #

Route Name

Start County
Route Type

Number of Lanes

| Traffic

ADT Count

ADT Year

Grant

County Road

]

Remove Route

Previous Mext

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.

Message

9 Please select a valid route

oK

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.

Project Length

27 Grant 0.000 0.000 &a &
5 Blackford 234.000 146.250 & 7 W

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.

ii]" 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 'f}' icon to the right of the Miles column heading to
add a Length.
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Sawe Draft
Propose A Project - Project Length Panel

Project Length

6" 7

27 Grant 0.000 0.000
5 Blackford 234.000 146.250 g 7 W

Previous Finish

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.

Screen Mode: ADD

County

Kilometers

Miles

Add Cancel

* Thiz color background fields are mandatory

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. Forexampl e, typing a ®RPo0 di spl ays
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Bartholomesy
Boone
Cass
Clark
Clinton
Cramwyford
Dearborn
Decatur
Dekalb
Fayette
Fourtsin
Hendricks
Henty
Howward
Jackson
Jay
Jefferson
John=zon
Hmio
Hosciuska
LaParte
Lawwrence
Mat=shall
honroe
hontgomery
Morgan

|[>

Pike
Paorter b

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

|
N required fields are empty. Instead, a red asterisk (*) will appear to the right
Pl of the field and the cursor will blink inside the field.

C— 9°

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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Save Draft

Propose & Project - Project Length Panel

Project Length

27 Grant 0.000 0.000 g
5 Blackford 234.000 146.250 ga" 7 K

Previous Finish

i"t . Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

Screen Mode: EDIT

County | crant

Kilometers

P ]
s E

Update Cancel

* Thiz color background fields are mandatory

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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Message from webpage E|
\_?r) #fre you sure you want ko delete this record?
[ Ok l [ Cancel

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 AProposedo an:

# is assigned. A message displays to confimthe Project 6 s successful addition to tF
the OK button to return to the Propose Project initial screen and continue working in SPMS.

Message

»

Hew project has been created successfully. Des # 1005660

oK

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.

SPMS_User_Guide.docx Last Save Date: 8/24/2010
Page 121 of 489 Author: April Schwering
Version: 1.0



Indiana Department of Transportation

Propose A Project

There is proposal work pending. Click here to resume using the draft you previoushy saved.
(Note: Previoushy saved draft will be deleted if you click on “Start™ below.)

To propose a Stand Alone, Lead or Sub Project from the beginning, select the options helow and click Start.

(& Stand Alone or Lead Project
C Sub Project

® Corporate Route
O Special Route

Start

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.

B Access to menu selections, icons al
N 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 ﬁ icon on the main SPMS screen.

& AP 82 ®  SCHEDULING PROJECT MANAGEMENT SYSTEM

Announcements

Mo new announcements

Quick Search ‘ -
Designation #; | | Search
Contract # | | Search
Corridor #: | | Search
Advanced Search
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The Advanced Project Search Panelal | ows t he User to either enter a Pro
and search for it in the database or use criteria to find a specific group of Designation Numbers.

Bridge Structure
Congressional District
Courty

Designed By

District

hanagement

Project Status [Active ]
Program Class

Route

Sponsor

Wark Type

More Figlds

+ = e = e

| Search Result (0)

®
=

Project Types: = BLead Project - Standalone Project = O Sub Project

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 A000 to return only those Projects b

Designation No: (0300136 Search Clear All

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

Search Result (1) (28 [=l| -
| 0900136 30843  New Bridge, Other State Bridge over CR 900N (SB)(Segment 1 - Phase B) 7§

Showing 1-1 of 1 ltems Per Page Pres FREY Hest

To find Projects using criteria, click on the Maximize 'F 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.

Congressional District [District 1] -

‘] pistrict1 [ District 2 [ District 4 [ District 6 [ District 8 [ mutiple Districts
O pistrict 10 [ pistrict 3 O pistrict 5 O pistrict 7 O District
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Then, maximize the Project Status Search Criteria Panel and place a checkmark in the checkbox next to
Historical i H (project status defaults to active so it is already checked).

Project Status [Historical - H|] =

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

Ry Instructions for common functions such as Viewing Details, Applying Filters,
N 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.

Search Resuit (1) (dn (=] =

| 0800136 30843 Mew Bridge, Other State Bridge aver CR 900K {SB)Segment 1 - Phase B)

Showing 1-1 of 1 tems Per Page Pree FEEA West

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.

SPMS_User_Guide.docx Last Save Date: 8/24/2010
Page 124 of 489 Author: April Schwering
Version: 1.0







































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































