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Background: This system was built in 2013 to provide a new way for Consultant Engineering companies
to submit their Letters of Interest (response packet). In the past, these pdf files were submitted via
email to ODOT. Issues such as file sizes being restricted by email systems caused problems for the
users, along with quota restrictions for the receiving in-box were things that we wanted to alleviate.
This new system was designed with a basic requirement in mind - the user wants to submit a response
to a solicitation in as simple a manner as possible. System authentication (logging in with appropriate
credentials) and system authorization (being able to run appropriate processes) have been built into the
design of the system to make sure the contracting community can perform the needed tasks.

In 2014, additional processing capabilities were requested to enable consultants to be able to submit
on-line invoices. In order to accommodate this, the system needed an integration point into the
department’s Contract Administration system so that the contract lines that are entered in that system
could be used to control the entries that were associated with the invoice details. And, to further
provide timely management of the taxpayer’s interests, the ability for department personnel to enter
consultant performance evaluations at specified project milestones was added. Finally, an interface
with the department’s Financial Management System was needed to pass the invoice data directly into
the claim processing system. This seamless integration ensures that duplicate data entry never occurs,
cutting down on errors that get introduced into the process from that activity.

This purpose of this guide is to focus on the issues faced by the consulting firm as the user works with
TOPS.

In order for a consulting firm to be able to work in TOPS, the user must register with the system and
create a userid. The first person to do so for the company name will become the administrator for that
company profile. Additional users can register with that company, and the administrator must grant
access to those new users to work on behalf of the company.

Also, there is a browse feature for the system where the user does NOT have to log in with a userid.
This feature will allow casual users to see the solicitation documents.

Main steps to use the system:

1) Register as a user — specify your company

2) Retrieve your temporary password from your email

3) Login and change the password

4) Verify your user account and company profile

5) Respond to Solicitation Requests

6) Enter invoice data in order to facilitate the payment process

Main steps to respond to requests:

1) Login to your account

2) Identify the correct solicitation

3) Identify the correct EC project

4) Upload your response document (PDF)
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Getting Started — Create a userid and Log in to TOPS

https://biappsrv.odot.ok.gov/apex/f?p=750:1

Click on the Contract Solicitation Response System link. If this is your initial access into the system, you
need to establish your user account.

Creating a Userid:

7] OKLAHOMA DEPARTMENT OF TRANSPORTATION

Transportation Online Professional Services

About this page

This is the portal to the Engineering Contract Solicitation site for ODOT. In order to submit 3 Letter of
Interest, you need to have an account for your Company and obtain a userid that is authorized to act on
behalf of that Company. If you already have a userid, then login and proceed to the site. If you donthave a
userid, click on the link that allows you to create one. If you are the first userid for the Company, then you will
be set as the Primary Company Account Manager and will be able to manage any other users who request
access to act on behalf of the Company. Complete all of the fields when requesting a userid, submit your
request, and check your email for additional instructions.

For those firms that have additional users trying to register to do business for the firm - you MUST enter the
company or firm name EXACTLY the same as it was entered when it was first registered (including spaces,
commas, periods, ...). If you dont, the system considers itto be a different company name and it will
generate a new company record.

Don't have a userid?

Click on this button to view the solicitations, but you can NOT submit a response via this button.
View Solicitations

Or, if you want to be able to submit a response packet, you must register with the system using this
button... | Create ANew Userid |..and then come back here and log in with your userid. You only need to
register 1time to get your userid.

Login

Username

Password

Trouble Logging In? Use one of these to email info to yourself.

Forgot My Pass
Forgot My Username!

ard!

This link brings up a page that will allow you to register as a user, and if you are the first one to specify a
company name, you will become the company profile administrator. Enter all of the fields in the
screen to set up your userid.
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The company profile administrator can be changed by the current company profile administrator or the
IT Staff at ODOT, or the Contract Administration Staff.

Step 1) Complete this form and submit your request.

Step 2) Go to your email and look for the message from this process.

Step 3) Follow the link to log in using the userid and password in the email. You will be asked to change your password.
Step 4) You can then log in and begin using the system.

Contract Administration Access Request

Company Name

First Name Middle Last Name
Street

City

Oklahoma City, Tulsa, Norman, Edmond, Moore
State

OK
Zip

include the dash if entering zip + 4
Email

Phone
Enter as 9999999999
Title

User Name / User ID (this will be your login id - please do not use spaces in the name)

Submit

After you click the submit button, the system will create your user account, and then it will send a
message to your email address that contains a temporary password. Go and retrieve that email
message and then come back to the initial screen so you can log in with your userid and that temporary
password. You will be prompted to change the password.

If your email link doesn’t work, just come back to this page in your browser and log in with your userid:

http://biappsrv.odot.ok.gov/apex/f?p=604:1
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After you change your password to one that you create, you will have to come back through the logon
process again. Once you do that, your screen should look like the one below:

OKLAHOMA DEPARTMENT OF TRANSPORTATION
4 Transportation Online Professional Services

Change Password  Logoul
Local Gvt
Home
= View Contract Solicitations General Message
® Express Upload
® View Solicitation Resulls Welcome to TOPS — ODOTs T Online F Senices system.

® View My Conlracts
® View My Task Orders
® Vigw My Supplemantal

Agregmants
® DownloadInk/ftecon Dala For questions in regards 1o TOPS, please conlact Kathy Hurst at (405) 522-7506 or Jennifer Mason at (405) 521-2708,
® View Info on New Features
My Uploaded Letters of | (Response Packet):
Authorized to act on behalf of Company Name: ICFI
Calendar Year 2015 -
—
e
No data found.

My Company Info

c°::."’ Street Address Address? Address3 City State Zip Email nc:::‘eu Primary Acct Mgr
R (=3} 11601 KNGS RD - - = MEEKER OK T4855 PWALLACE@ODOTORG  405-522.1082 27-AUG-13  PHILP WALLACE
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Getting around in the system — navigation elements

Key features that will make the user experience less frustrating begin with understanding the navigation
elements.

Your home page has a menu navigation block in the upper left corner of the screen. Links in this block
take you to various pages that help you manage your data. Each of those links will be covered in more
detail in this document. Other features are identified here so that you get an understanding of where
to look for those components that make the web site easier to work with.

A very important area is the breadcrumb region of the page. That is the portion where links appear as

you move deeper into the web site structure that will help you get back to where you started (or
anywhere along the way). Here is an image of what this region might contain:

OKLAHOMA DEPARTMENT OF TRANSPORTATION

Contract Solicitation Response System

1e > List All Solicitations > List Solicitation with itract Info > View Contract Requirements

ODOT Contacts
Cancel = -

As you can see, the current page breadcrumb entry is at the end of the string, with the greater than sign
between the entries. Each portion of the breadcrumb is a link that will take you back to a specific page
that you visited.

We also use icons that represent “edit a specific record”

. On-Demand Aerial
E%;\ January 2014 1496 AR

That icon (the pencil and paper) is typically on the left side of the screen on each record when you are
allowed to edit it. Itis the method we use to navigate to the page used for data entry.

Another icon you will see represents the “view” or “drill-down” function. This works like the edit icon,
but is used to move into a page that may not have editable fields.
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Listing of Available Solicitations

Download Solicitation
Regquirements  Response

View EC Solicitation Solicitation

p OPEN January 2014  Download 14-FEB-14
Mock
p OPEN Solicitation Download 28-SEP-25

Filter and sorting Options: Another feature you need to be aware of is the ability to filter the report
section of some of the pages so you only see specific records. That feature lives in the “gray bar” that
holds links for specific things. Any time you see this bar, you should know how to help limit the amount
of data that is being displayed:

p—

Solicitation Services Waork Type [T | DBE  Coniract Reguirements
Hame Description Description  ‘fiicidued [T TT T Goal & Tvpe Desc
& @R E The anticipated sendces will include, but are not
i On-Demand Aerial On-Demand Aerial £ | Task limited to, providing survey-grade mapping using
By senuanz01s 1sss  JEERTENGAS LIDAR Mapping LipMeanif] | | order a Agrial LIDAR (Light Detection and Ranging)
" Sensor, Inartial Motion Unit (IMU), Global Positi_.
Alfalta, Cimarron, Harper, Major  ~
mz;"ﬂ Beckham, Roger Mills, Woodware -40B OVER ELK CREEK, 0.15 MI. E. OF SH-6 IN
& January 2014 1487 Preparation of Design Survey 10 Mutiple  Blaine - ELK CITY SH-5 OVER SADLER CREEK. 1-7““’- N.
Construction Plans Blaine, Custer, Harman, Kiowa, ¥ ms m%”?’f:? ‘:.Racgﬂﬁf‘
Dol S {cosso DIAN AMLN,
Cleveland, Lincaln
B Januayz014 s FEestg B 2 1 Cralg, Creek, Mayes, Nowata, 0s | . US-75 BRIDGES AT US-75/SH-16 JCT, 0.84__
Construction Plans mld. Kay, Kingfisher, Logan, P
Preliminary i SH-9 OVER LITTLE RIVER 12.3 Ml E. OF US-77
a . S Engineering, Brigge & o o Okmulgee, Sequoyah SH-56B OVER CAPTAIN CREEK, 1.5 MINE OF
anuary F of h Osage vi” SH-66 The anticipated senvices will include the
Construction Plans

Dralirinan: US-60 OVER BNSF RR APPROX. 0.9 MI. M. OF

If you click on the column headings in that bar, a small window will open that allows you to filter the
data based on the value you select in the list. Also, you can sort the data as well as create control breaks
for the data values in this column. Once you work with this user interface a bit, it will be very easy for
you to operate.
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Your company profile

The company profile specifies which user accounts are authorized to submit files and invoices on behalf
of the company. From your home page, you can click on the edit icon for the company (if you are the

company profile manager, you will be allowed to edit the data). That will take you into a page similar to
the one shown below.

OKLAHOMA DEPARTMENT OF TRANSPORTATION

Transportation Online Professional Services

Home > Edit My Company Info

Edit My Company Info Cancel
Company Name: ICFI |
Street 11601 KINGS RD
Address
Address2
Address3
City MEEKER

State
OK

Zip 74855 include - (dash) ifzip + 4
Email PWALLACE@ODOT.ORG
Phone 4055221082 example: 9999999999 Enter as numbers ONLY.

Primary Company Profile Manager PHILIP WALLACE + The User Primary Account Manager value must be a " to appear in this list
Created Date: 27-AUG-13
Invoice Enabled: N

Users Authorized to act on behalf of My Company

. Self-Serve Authorized
User First Last 2
Edit Sims B Mame B Navia Address City State Zip Email Phone Title Company Company

Name Name
ES

DuE 07 -1 -l WALLAPE DUE DA ADEV/NICTAMNECIIMNG MET wEr wEl
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Uploading a response packet

One of the goals of the system is to make uploading a response file simple and quick. In order
to do this, you must understand ODOT’s numbering scheme for the projects. Each project has
an identifier that we call the EC number. Each EC was assigned to a specific solicitation. You
must understand that relationship exists so you can navigate to the appropriate page in the
system.

Once you know which solicitation you are working with, and which project within that
solicitation you need to submit a response file for, you can use the navigation links to help you
get to the right page.

There are 2 methods to upload your documents. The first one takes you through screens to
help you make sure you are working with the correct solicitation and the correct EC number.
Visual clues on those pages should help you be sure that you are submitting the document for
the specific project you are interested in.

Another method exists that will probably be used more often after you become familiar with
the system. That is the Express Upload option. It will be covered later in the guide.

The link for View Contract Solicitations will take you to a page that shows the Open
Solicitations. You will only be allowed to submit a response to an EC when the associated
solicitation is in an Open status. The page should appear similar to this:

Home > List All Solicitations

Important Messages

Solicitation

i Message
Mock This is a simulated EC Solicitation. t can be used by the C ing C to familiar with the functions of the system. Feel free to upload test documents as y
i ined in this ion. 0DOT training ions for the y using this ion - check the training calendar for the next session and ma

Listing of Available Solicitations

_View EC _ Solicitation _ Solicitation _Mailing _Mailing
OKahoma
| p OPEN January 2014  Download 14-FEB-14 January 2014 Kathy Hurst Room 3-C9 Department of
Transportation
Simulated Solicitation Project
Mock o for demonstrating Michelle
p OPEN Soliitation Download 28-SEP-25 and laaming he Roberts m;g:mem Room 1C-4A

system functions.

10
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Areas that we cover here are the Important Messages, the View EC Details, and the Download
link. They have been highlighted in the image for you.

Important Messages may be updated by ODOT staff to communicate urgent messages to the
contracting community. Watch this area for any updates.

The Download link will allow you to download the pdf file that contains the solicitation
document distributed by ODOT. This is the same document format that has been used in the
past, and contains a list of all of the projects (EC numbers/Tops Contract ID) that are on the
specific solicitation.

The View EC Details icon will drill down into a list of all of the TOPS Contract ID that are
represented by the solicitation. Click on this link to open that page and see the individual
projects that exist as part of that group.

This image represents a list of the TOPS Contract ID that exist on the Mock Solicitation. Notice
that the Solicitation Name and Due Date are highlighted here to get your attention. And, the
edit icon exists to allow you to provide data in some way — in this case, you will be submitting
your response file. Also, notice the TOPS Contract ID along with descriptive text to help make
sure you are responding to the correct project.

ome > List All Solicitations > List Solicitation with Contract Info

List Solicitation with Contract Info Retum fcitati

Solicitation Name: Mock Solicitation Solicitation Submission Due Date: 28-SEP-25

This is a simulated TOPS Solicitation. It can be used by the Contracting Community to become fi
test documents as your response to some of the test contract items that are contained in this sol
help with the system, and will use this solicitation for that purpose.

Simulated Solicitation for system
Description: demonstrations and learning the system Solicitation Status: OPEN
functions.

2, Mock Grade, Drain, Bridge, &
a Solicitation 2016FA PE Surface 5 05 - 6 - requirements description test mock sc
Preliminary Engineering . .
Mock - " Grade, Drain, Bridge, & ~ US-266: FROM THE MCINTOSH COL
E%\\ Salicitation O ;’:::’a“”" WETIETEIT Surface L Nz e BENNETT CREEK BRIDGE) The anti
Mock Preliminary Engineering,
@« Solicitation 9722 Preparation of Construction Intersection Modification 2 1 Okmulgee 6 - US-75: SAFETY IMPROVEMENT FRC

Dlnr

And, notice that there is a Solicitation Message area where ODOT can send out urgent
messages that pertain to just this specific solicitation.

11
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Once you have identified your specific EC Number, click on the edit icon. That will bring up the

next page:
fome > List All icitati > List icitation with Contract Info > View Contract Requirements
Wy Solicititioh Regakise [m ODOT Contacts Job Piece Detail Info
——— Contact Recon Initiation &
[ Submit ly Response Packet | s Phone T A Job Piece Descl
nostlata fond Kirk Goins 4055212695 | 2100804 | i US-270 OVER CARTER & 8 UNNAMED CR, FROM SH-270A IN SEMINOLE, EAST TO Y AT US-2708
—M 2100607 D D US-270 OVER WEWOKA CREEK & RAILROAD, FROM 4.89 MI EAST OF SH-270A IN SEMINOLE, E
2100611 |:\ ‘:\ US-270: FROM SH-270A IN SEMINOLE, EAST TO Y AT US-270B WEST OF WEWOKA
2910904 | | W US-270 OVER MAGNOLIA CREEK, 0.8 M EAST OF SH-99
1-4

Solicitation Name: Mock Solicitation
TOPS Contract ID: 9725
Services Description: Preliminary Engineering, Preparation of Construction Plans
Work Type Description: Bridge & Approaches / Grade, Drain, & Surface
# Anticipated Contracts: 3
Division: 3
County Name~ Seminole
DBE Goal %: 6
Contract Type:
Requirements Desc:

vla

Items of interest on this page include the Solicitation Name, TOPS Contract ID, Services
Description, and County Name. A text description of the project also exists that identifies
where the project is located. These elements should help you make sure that your submission
is for the correct project. And, the button that is highlighted above (Submit My Response
Packet) will take you to the page where you can specify your file that needs to be uploaded.
Click on that button.

Contract
Solicitation

Home > List All Solicitations > List Solicitation with Contract Info > View Contract Requirements > Manage My Solicitation Response Record

Edit My Solicitation Response Record . Submit |

Solicitation Status: OPEN
| User Name Submitting This Response Packet PHILIP - PHILIP WALLACE v
Authorized to act on behalf of Company Name§ ICFl v/
Solicitation Name and EC Number| Mock Solicitation - 9721 v
File Name to Submit __Bmwae.. No file selected.
My File Type that was submitted:

My File Name that was submitted:
Modified Date for My File:

Company Projectld| J |

12
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This is the page where you need to verify (again) that you are on the correct Solicitation and EC
Number.

Your name and company name should be correct at this point also. If they are not, then you
need to stop and contact ODOT to get assistance with making sure your submission is correct.

Once you are sure that everything is correct, click on the Browse button to search your PC for
the file that you want to upload. Enter that file in the dialog window that comes up, and then
you will return to this page. If your company has assigned your own project id to this project,
you can enter it in the Company Project Id column (this is optional). Finally, click on the
submit button to upload the file to the web site.

The page that returns to you should look similar to this:

Home > List All Solicitations > List Solicitation with Contract info > View Contract Requirements

Action Processed.

ODOT Contacts
My Solicitation Response Cancel

Contact

Date My Response Packet Person L
WasSubmitied KikGoins  405-521-2695

07-APR-14 01.17.11.000000 PM e

Solicitation Name: Mock Solicitation
EC Number. 9721
Senices Description: Preliminary Engi ing, Preparation of Construction Plans
Work Type Description: Grade, Drain, Bridge, & Surface
# Anficinatad Cantracte: 1

You should see the Action Processed message, and the date and time that your document was
uploaded. The Upload button no longer appears, but the Date and Time are a link that will
allow you to edit your submission again if you need to. However, the only option will be to
delete the file that is on the web site and upload another one.
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This is the page that would allow you to delete the old one, or it also will allow you to download
your file if you need to.

Contract
Solicitation

Home > List All Solicitations > List Solicitation with Contract Info > View Contract Requirements > Manage My Solicitation Response Record

Edit My Solicitation Response Record Delete
Solicitation Status: OPEN

User Name Submitting This Response Packet. PHILIP - PHILIP WALLACE

Authorized to act on behalf of Company Name ICFI v |

Solicitation Name and EC Number| Mock Solicitation - 9721 v

File Name to Submit| Browse. | Nofile selected. Download My Submitted Packet

My File Type that was submitted: applicationind.openxmiformats-officedocument presentationmi.presentation
My File Name that was submitted: EC-Solicitation.pptx
Modified Date for My File: t_i?’-aPR—H

Company Project Id: '
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Express Upload

Once you are familiar with the task of uploading your response files, you will probably want to
use the Express Upload page. You get to it by using the navigation menu on the home page.

Home > Express Upload

Express Upload ; Submit My Document

User Name Submitting This Response Packet ODOTFA - FRANK ARAMBULA - First, make sure this is your userid...
Authorized to act on behalf of Company Name ODOT FA CONSTRUCTION « Then, verify that this is your company...
Solicitation Name - Select One- = Mext, identify which solicitation you are working on...
Which TOPS Contract ID (EC or PS)7 - Select One - + Now, make sure you select which EC or PS you are submitting a response for...
File Name to Subm'rt Mo file selected. Locate your file, and then click the Submit button above.
My File Type that was submitted:
Iy File Name that was submitted:
Modified Date for My File:
Company Project Id Enter the Company's Project ID here if you have one.

Listing of My Letters of Interest that have been uploaded:

~

A

Notice on this page that you use the drop-down lists to specify the solicitation name (the
solicitation must be in the OPEN status for it to appear here) along with the EC number. You
use the browse button to search your pc for the file you want to upload, and optionally you can
enter your company project id. Once you have the data ready, click on the Submit My
Document button. This uploads your response file to the web site. You should be able to
submit 1 or more files much more quickly than going through all of the other screens — but you
need to make sure you know your solicitation name and EC number. As you upload your files,
they should appear in the report list at the bottom of the page. This gives you visual
confirmation that you have uploaded your file.

15
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Invoice Processing

On-line invoice processing is a new feature in TOPS. Each firm must have invoice processing
enabled in order to use this feature. However, in order to be authorized, you need to contact
ODOT to request the security change and provide some additional information that is needed.

Check to see if your firm has been set up for invoice processing. Do this by going into the
company record from the main menu page:

General Message

Welcome to TOPS — ODOTsTi

For questions in regards to TOPE

My Uploaded Letters of Interest (Response Packet):

Authorized to act on behalf of Company Name: ICF1

Calendar Year 2015 -
—~
7 Go Adtions |
No data found.
My Company Info
Edit :ﬂlllpl.ll" Street Address Address? Address3 O
ame
B en 11601 KNGSRD - = = M

Click the edit icon to bring up the page that allows you to manage the company profile.

16
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Your page should look similar to this example:

700 OKLAHOMA DEPARTMENT OF TRANSPORTATION
v LS
| I Transportation Online Professional Services
Home > Edit My Company Info

e = ]

Company Name:ICF1
Straet 71E 45
Address
Address2
Address3
City Oklahoma City
oK
oK
Zip 74855 include - (dash) ifzip + 4
Email PWALLACE@ODOT ORG
Phone 4055221082 example: 9999999999 Enter as numbers ONLY.
Primary Company Profila Manager PHILIP WALLACE « The User Primary Account Manager value must be a Y lo appear in this list.
CreatedDate: 27-AUG-13
Invoice Enabled: ¥

State

Users Authorized to act on behalfl of My Company

Self-Serve Authorized Primary

User First Last User Invoice
Edit Address  City State  Zip Email Company Company Account

Mame MName Name e Nams Manager Status  Entry
R PHLF2 PHLPZ WALLACE - B B ) PHLP@APEXCUSTOMDESIGNS NET  — B A Al N ACTVE N

|R PHLP  PHLP  WALLACE TIE4S OKLAHOMA CTY  OK 74855 PWALLACE@ODOT.ORG 405-522.1082 - L=5] ICFl Y ACTVE ¥

Once your firm has been set up by ODOT personnel, you will see that the data item for Invoice
Enabled gets changed to the letter Y.

17



TOPS User Guide

You can then authorize the users in your organization to be set up to enter and submit invoices
by editing one or more of their records and changing the value of the data item for Invoice
User. A value of Yes provides them with authorization to edit and submit invoices. ODOT is
not involved in establishing which users in a firm are authorized to work with the invoice data.

It is the responsibility of the consulting firm to make that determination and to control the
access to this area of the system.

Home > Edit My Company Info > Edit Authorized Users

Edit Authorized Users Cancel Apply Changes

User Name PHILIP
Mame Last WALLACE
Name First PHILIP
Name Middle D
Street T1E45
City OKLAHOMA CITY
State OK
Zip 74855 enter - (dash) ifzip + 4
Email PWALLACE@OCDOT.ORG

Phone 4055221082 enter as 9999999999 numbers ONLY
Self Registration Company Name: ICFI
Title
Primary Account Manager Yes «
Authorized to conduct business for Company ICFI -

User Status “TVE

Active, Inactive

Created Date 27-AUG-13

18
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Once the firm has been set up for invoices and your userid authorized as shown above, you
should notice a new tab on the top right side of the pages.

ANSPORTATION

1al Services

Change Password Logout

‘im Invoices |/ Local Gvt |

Clicking on this tab will bring up the invoice menu page.

Invoice Processing

® Create and Edit Invoices My Company Information
] Contract Lines
PeopleSoft
. Contract Line Status Company s.:n“ o Invoice
® TOPS User Guide Name No Enabled

IcFi -

&\_\ l-?n

Listing of All Invoices
m

A &)

No data found.

The navigation links in the upper left allow you to create invoices and view the existing contract
lines for all contracts with your firm. It is important that you start with the contract lines and
get a good understanding of what those lines contain. Also, you should notice that the system
provides you with a way to upload a company logo (on the Edit My Company page), and that
logo will be used on your firm’s invoice documents. But, you must work with ODOT to get the
logo sized correctly so that it fits in the area on the document that is reserved for the logo. This
will be part of the process of establishing the invoice processing capability with your company.

19
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An example of a contract with detail lines is shown here. The image shows that in order to
provide a unique identification of the contract line, you must be aware of the EC No,
Supplement, Task Order No, Task Order Supplement, PeopleSoft PO ID, Service Job Piece,
Component, and the vendor that is doing the work. ODOT tracks compliance with the DBE
goals using this data, so you should see confirmation that you are utilizing a sub-contractor for
a specific line.

OKLAHOMA DEPARTMENT OF TRANSPORTATION
| Transp ion Online Professional Services

nyoice Processing > List Contract Lines

EC No 14908 Key in the EC No and press enter

)
7 (8] [adens ]
= \7 ndar Doing Wo ! ming B
Jask -
EClo  Comtmctor  SMRREmSAl pgo Ouder Tyoe Component ~ Job PO PO yob  Stucture Saaack Doing
Name Mo Mo Name Pigce Mo No Bigce Work
14998  Poe and Assodiatesinc. 001 None  Mone  Environmental Study None 2476004 3459043780 Y43780 2476007  Project Specific  Prelimi Able Ci
14988  Poe and Associates Inc.  None Mone  None  Emvironmental Study  None 2476004 3459043780 Y43780 2476007  Project Specfic F Abie C:
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Compare your actual contract with the contract lines shown to make sure that your contract is
set up correctly and that you understand the detail lines that will be used for your invoice.
Once you are sure that everything is correct, you will be ready to enter invoice data against one
or more of those lines.  Use the link for Create and Edit Invoices to take you to a page that
lists all of the invoices that are in the “Entry” phase. An example of that page is shown:

20, OKLAHOMA DEPARTMENT
¥ = Transportation Online Pr

> List TOPS Invoice for Entry

About this page

This page shows invoices that are in the Entry phase. Once you submit and invoice for processing, itis no longer available here.

-

o [ co J [ Aclions | :C:Tle_;

= ¥/ Rowtext contains '1500C' [¥] %

Eﬂ‘;\\ 1500C (RS E 1500C-1 26-JAN-15 30Percent  $157,000.00 - 1500C-1 - P
nc.

$157,000.00

As you prepare your invoice, it is in the “Entry” phase. It will remain in this phase until you
submit it for processing. If you are creating a new invoice, use the Create button shown in the
image above. However, if you need to edit an existing invoice, use the edit icon on the left side
of the screen on the record you wish to edit.

The screen shown below is used to enter data associated with the invoice. You start by
selecting the EC ID from the drop-down list. It will show only the contracts that your firm has.
Enter your firm’s invoice id, the date, milestone event, amount, and comments.

The final invoice for All Contracts will need to have the “Contract Complete” selection made.
And, for project specific preliminary engineering contracts, an invoice submitted at 30%, 60%,
or 90% milestones must be identified. If you have 2 or more milestone events, then each will
be on separate invoices. If you have questions about your contract, please contact ODOT to
find out if you should identify the milestone. Just be aware that any invoice that has a
milestone event identified will trigger a performance evaluation by ODOT.
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e
nvoice Processing > List TOPS Invoice for Entry > Edit TOPS_INVOICE

Edit TOPS_INVOICE Cancel Create - Stay Here J§ "¢

ECID v

Invoice ID .
- 00C
Invoice Date Milestone Event v
Invoice Amt
Invoic
no d:
Comments

Return To Entry Comment:

Once you have all of your data entered, click on the Create — Stay Here button to save the
invoice record. You will then be presented with the ability to upload attachments that support

your invoice as well as enter the detail invoice lines that identify which contract line you are
invoicing.

Use the Create button in those regions (attachment or detail line) to bring up the page that

allows you to create that specific record. An example of creating an invoice line might look like
this page:
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Edit TOPS Invoice Detail

Supplement No

Task Order No None -
Task Order Supp No None -
Service Type 30 - Enhancement Study -
PSPOID 3459003983 ~
Vendor Doing Work Poe and Associates Inc. «
Component None -
Sernvice Job Piece 1742805 v
. - Maximum Amount for this Line:
Invoice Line Amount $73.475.00
Comments

None - Base Contract «

Contract Line Sum Amt.  $73,475.00
Pending Amount Sum: $.00 (does notinclude this line on this invoice)
Approved Amount Sum:  $.00

Tips on Data Ent

Select the following if they apply to this line:

Supplement No

Task Order No

Task Order Supp No
Senvice

PO Number

Vendor doing the work
Component

Service Job Piece

Then, when you move the cursor to the line amount,
the limit amount will be calculated and show to the
right of the line amount.

This page has a number of drop-down lists that will help you drill down to the specific contract
line that you need. Click on those drop-downs starting with the supplement number going
down the page. Do NOT skip one of the items — the values that are available below the line you
are on are controlled by the value you select. This is called cascading lists-of-values, and will
help you make sure you are pointed at the right contract line. Once you select the Service Job
Piece, the system has enough information to determine the contract line amount, how much
has been previously invoiced for that line, and the remaining balance that is available. This edit
should prevent over-billing for a contract line that could prevent your invoice from being

processed.
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Hourly Rate contract lines

Hourly Rate contract lines are specified in the contract and are billed based on the personnel
category listed in attachment B3. This attachment specifies the category and the compensation
rate per hour for that category. Invoice lines being entered against one of those contract lines
will be further broken down into the personnel category and number of hours to be billed, as
well as travel costs associated with the work. Also, there is a miscellaneous charge area that
can be used to specify certain charges. If the contract line is identified as Hourly Rate based,
the screen will expand to allow these detail charges to be entered.

Tips on Data Entry

| Cancel | | Delete | | Apply Changes |
Select the following if they app
Supplement Mo Mone - Base Contract = Sl .
upplement Mo
Task Crder Mo Maone - Task Ordar Mo
Task Order Supp Mo MNone - Task Order Supp MNo
Service Type 34 - Ervironmental Study = gEJNIidcuemher
FSROID 3459123456 - “endor doing the waork
“endor Doing Waork icfiSub Consultant! Component
Senice Job Piece
Component MNone -
Senice Job Piece 2634904 - Then, when you move the curs
g e (| Freyap the limit amount will be calculz
Invoice Line Amaount §1.797.80 g;aﬁlar;uurg CANTE el 7{AaTEs TR right af the line amaunt.

[f the contract line is identified
an Hourly Rate, you will be rec

Comments Personnel, Travel, andfor Misc
The total of those details must
on this detail line.

Contract Line Sum Amt: $5,000.00
Pending Amount Sum:  $1,56296  (does not include this line an this invaice)
Approved Amount Sum:  $.00
Service Type Category:  Hourly Rate
Sum Of HR Details:  $1,797.80

As can be seen in the image above, this line has been identified as Hourly Rate (as opposed to
Lump Sum). This will cause the screen page to expand providing the ability to enter the
category and hours, travel costs, and miscellaneous charges.

The following screen shows the page expansion area for category and travel:
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Actions ‘

Created Created

Comments Date

By

Personnel

Total Hours

Philip

[y oooe  testing i 22-APRAG
Philip
By oooes - i 22 APR15

Updated Updated W Start Date End Date

By Date T Of Work  Of Work
; . i APRAS  Z2APRAS
- . il 09.APR1S  O9-APRS

Consultant1

Category

Emviranmental
Professional

Administrative
Assistant

For Period

) $54.00

516.00

$1.416.00

$270.00

$1,686.00
1-0

HR Travel Costs

Start

Date End Date

Of Travel

Description

Comments

Updated

Of Travel

O00BA  O1-APR-15

ggaprg (Estingtravel
cost

Mileage Mileage TMU.:B_I Lodging Incidental }u(al f

Claimed Rate V808 piem  Amount  Cost ane
Cost Cost

10 §0.58 $5.80 §$1.00 §z200 §3.00 $11.80

testing the
travel cost

Created Created Updated
By Date By
Philip L AEEL

Wallace 22-APR-15

As you enter the personnel category data, you will select the timeframe being used, the
personnel category (which comes from the B3 provided in the contract), and the number of
hours. The hourly rate will be provided for you — it will be the contracted hourly rate.

Invoice Information

Date

Invoice
Date

. Invoice
EC No Invoice ID amt

000gA  O0DBA-Invoicel  21-APR-15 $2,787.80

Invaice
Line
No

Ve ndor
Name

Supp
No

Philip'Wallace dba ICFIIT Solutions LLC 1 MNone  Mone

Supp
No

Task
Order

Mone

Service

Environmental Study

Consultant

Doing
Work

icfiSub Consultant

1-1

Edit TOPS Invoice Detail Personnel Costs

Start Date Of Waork 20-APR-15 Eﬁ
Personnel Category Environmental Professional -
Total Hours For Period 12
Hourly Rate:

$1158.00

Apply Changes HR Record Sets

End Date Of Work 22-APR-15

lefiSub Consultant

icfiSub Consultant

Taotal Cost:  $1,416.00

testing

Comments

icfiSub Consultant
icfiSub Consultant
icfiSub Consultant
icfiSub Consultant

icfiSub Cansultant!

icfiSub Consultant

Consultant Name

Effective
Date
07-MA-15
02-APR-15
03-APR-15
07-MA-15
03-APR-15
07-MA-15
03-APR-15
07-mMA-14

Personnel

Category 3

Project Manager

Project Manager

Frogram Manager
Program Manager
Hydraulic Engineer
Hydraulic Engineer
Enviranmental Professional

Environmental Professional

$126.00
$125.00
$132.00
$132.00
$102.00
§102.00
§118.00
§118.00
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The travel cost page is to be used to provide details for all travel related expenses:

EC No Invoice ID Invoice  Invoice Vendor :_ni\':l;me Supp . Consultant
Date Amt Name H

u Doing
No N Wark
0006A  0006A-Inwoicel 21-APR-15  $2,797.80  PhilipWallace dba ICFIIT Solutions LLC 1 Mone MNone MNone Emiironmental Study  icfiSub Consultantt

1-1

Edit TOPS Invoice Detail Travel Cost Apply Changes

Start Date Of Travel 01-AFR-15 Eﬂ End Date Of Travel 08-APR-15 Eﬂ
Description testing travel cost
Mileage Clairned 10 Mileage Rate 58 Total Mileage Cost 5.8

Per Diem 1

Lodging Amount 2

Incidental Cost 3
Tatal Travel Cost 11.8

testing the travel cost
Comments
FHLIP en

And, the miscellaneous cost page allows you to enter charges that are not personnel or travel:

Invoice Information

Invoice Invoice Yendor nvoice
EC No Invoice ID

Consultant
. . Line Doing
Date Amt Name No N Work

000BA  000BA-lnvaice!  21-APR-14  §2,797.80  Philip¥vallace dba ICFIIT Solutions LLC 1

Mone Mane Maone Erwironmental Study  icfiSub Consultant!

1-1

Edit TOPS Invoice Detail Misc Cost Cancel Delete Apply Changes

Tatal Misc Cost 100

testing misc cost record

Comments

FHLIP en

Follow us On: U
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Once you have entered all of the detail cost lines, you must make sure the invoice line amount
matches the total of all the details. The system shows the calculated total amount, but you
have to enter the amount in the invoice line area. This ensures that you have verified that all

detail lines were entered.

Yendor

EC ID

Hame
Fhilip wWallace dba ICFI T Saldtions LLC

0o06A

Invoice ID Invoice  Invoice
Date Amt
0006A-Invoicet  21-APR-15  §2.797.80
1-1

Edit TOPS Invoice Detail sl Tips on Data Entry

Supplement Mo
Task Order Mo
Task Order Supp Mo

Mone - Base Contract =

Mong

Mone

-

Select the following if they

Supplerment Mo
Task Order Mo
Task Order Supp Mo

Service Type
FS PO ID
“endar Daoing Woark

Cormponent

34 - Ervironmental Study
3459123456
icfiSub Consultant1 -

*

*

Mong

Service Job Piece 2634904

-

Invoice Line Amount $1,797 .80

Service

PO Mumber

“endar doing the work
Cormponent

Service Job Piece

-

Then, when you mave the ¢
the limit amount will be cal

Maximum Armount for this Line: X .
right of the line armaount.

$3,437.04

Comments

Contract Line Surm Armt:
Pending Amount Sum:

$5,000.00
§1.562.96

Approved Amount Sum:  §.00
Service Type Categaory:  Hourly Rate
Sum Of HR Details:  §1,797.80

(does not include this line on this invaice)

If the contract line is identif
an Hourly Rate, you will be
Fersonnel, Travel, andfor I
The total of those details
on this detail ling.
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Enter all of your invoice lines, one at a time. As you save them, the system will provide a list on
the invoice page so you can see that they exist. Once you have all of the lines entered and the
sum of the detail lines matches the amount of the invoice, a new button will become active that
will let you Submit the invoice for processing. Make sure you have all attachments uploaded
and all detail lines entered before you click on the Submit button. Once you click it, the invoice
moves out of the “Entry” phase into the “Submitted” phase and you will no longer be able to
modify it. But, if you do fail to include something, ODOT personnel can return the invoice to
the “Entry” phase to allow you to continue working with the data and re-submit it for
processing. Also, you will notice that there is a button that will generate the invoice document
in pdf form. This allows you to create a copy of the data that you are going to submit — but
make sure you generate it prior to clicking on the submit button.

[ EEEEERRRRRAWWDRDRRDRDDRDRDRDDRDRDRDRRDRDR
Invoice Processing > List TOPS Invoice for Entry > Edit TOPS_INVOICE

Edit TOPS_INVOICE Apply Changes - Stay here

| Update - Gobackto List || Submit For Processing || Generate Invoice Document |
ECID 852 v
Invoice ID 0-177421

Invoice Date 17-FEB-15 Milestone Event v
Invoice Amt $2,500.00
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Copy an existing invoice to a new invoice

Invoices that have Hourly Rate lines can be quite tedious to enter if there are many personnel
category records. So, in order to help the user, the ability to copy an existing invoice to a new
one has been added. You must be on the main invoice page in the invoice tab to get a list of all
invoices (if the one you want to use as your source is not in the entry phase, this will be the only
place to view it). Select the invoice you want to use as the source data:

A

woice Processing

[ Create and Editinvoices | My Company Information Invoice Processing General Messages
* Vigw Confract Lines
T z CE T —
® View Contract Line Status company " ciB N Invoice oy
® View Hourly Rates Name o Enabled Logo Invoice processing is available.

® View Performance Evaluations

e i
® TOPS User Guide complete the training session.

not send any paper invoices in f

icft it solutions

| 1-1]

Listing of All Invoices

Philip
Wallace

p 0003 002 s L1 RICFL 0PRAB $375000 testimvoice  PHILP  27-APRA6  Eny -

Solutions
LLC

Then, scroll to the bottom of the page and provide the new invoice data:
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Invoice Detail Lines

0003 002 1 None None None NEPA 3459123456  None

Create a copy of this invoice

* New Invoice ID|

* New Invoice Date [06-JUN-16
* HR Start Date [06-JUN-16
* HR End Date [06-JUN-16

Create Copy Of This Invoice I

PHILIP en

Once you have done this, you must return to the page where you can edit the new invoice.

30



TOPS User Guide

Tracking the status of your invoice

TOPS invoice processing gives you a way to track your invoice as it moves through the system.
Use the invoice processing main menu page along with the “gray bar” section of the list of
invoices. Remember that the gray bar provides you with a way to query the records to find the
specific set of data you are looking for. Simply click on the column header in the bar to activate
features to assist you in your search. This is an example of looking at the invoice status
(phase):

Listing of All Invoices

P  Go_ _Actions. |

meni

& = 5%

P —
ol 661 0-2728-6013-20-0CT-04-05-NOV-04 20-0CT-04 $19.500.00 Loadedfrom EC Cost TOPS Conversion 09-FEB-15 50000 TOPS
-
g~ 852 0-2710-8910A-07-MAY-08-03-JUN-08 D7-MAY-08 5620000 LoadedfromEC Cost TOPS Conversion 0S-FEB-15  Approved 20000 TOPS
Entry
-~ . R -
g~ MNae 0-2908-5853-03-NOV-03-11-DEC-03 03-NOV-03 $185399 LoadedfromEC Cost TOPS Conversion 09-FEB-15 ~Approved 11-DEC-03 5185299 TOPS

The invoice typically moves through these phases (status):

1) Entry

2) Submitted

3) InProcess (review has started)

4) Approved (for payment processing)
5) Paid

Also, you should notice that there is an icon on the left that will let you see the details
associated with the invoice, and another one under the Docs heading. This icon will let you
view the attachments that were uploaded for the invoice.
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Contract Line Status

In order to take maximum advantage of the ability of TOPS to speed up invoice processing, it is
best to verify the contract line status before you begin working in this part of the system. As
new contracts start and all invoices are entered thru the system, the contract line balances will
be kept in sync. For older contracts, there could be significant work involved in making sure the

historical invoice claim data is correct. Users need to be familiar with the menu option for
viewing the contract line status.

7] OKLAHOMA DEPARTMENT OF TRANSPORTATIOI
Transportation Online Professional Services

" Home
Invoice Processing
. Create and Edit Invoices My Company Information Imvoice Processit
® \iew Confract Lines
® View Confract Line Status Invoice
Company Hame Supplier Compan =
® \iew Performance Evaluations Lt p“I:' Enabled Ln:o Y TOPS Inwoice Pros
® TOPS User Guide

ICF1 0000272300 Y

icﬁ it solutions

Listing of All Invoices
™
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This option uses the interactive report that provides the user a lot of search and filtering
capability. Look for the specific contract that you are managing, and then view each of the
contract lines. You can see the contract amount, invoice amount, amount approved for
payment, as well as the contract line balance. The invoice amount is a link that will show you
each invoice where the specified contract line was included.

o . "- ii. L s T T
mice Processing > View Contract Line Status

™

v | Go | Actions |

TOPS ContractiD W T

1-6
TOPS Contract 1D : 0003

Contract _ lnvoice

Amount Amount. Line

Philip
Wallace Ho
MNone MNone Mone NEPA 3459123456 2800504 None dba ICFIIT . $10,00000 §1,800.00 §0.00 §0.00 $10,000.00
Solutions: D
ue
iefiSub Lump =
None Mone  None  Survey 3459123456 2800504 MNone GOTETeT G $20,00000  $500.00 $0.00 $0.00  $20,000.00

Philio

Make sure you review each line on your contract to see that it matches what you have in your
records. The goal is to ensure that all historical invoices were entered correctly so all future
invoices can be processed with minimal problems.
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Supplemental Agreement Processing
In order to streamline the process for requesting a supplemental agreement, TOPS provides a

tab and pages that allow the consultant to enter the request. Click on the tab in the top
portion of the screen:

AHOMA DEPARTMENT OF TRANSPORTATION

Transportation Online Professional Services

‘im Invoices | SupplemenlalAgreememi
e

Use the Create button to start the process of entering the information needed to initiate the
agreement request:

vy, OKLAHON

Tran

ist Supplemental Agreement Requests

=

/,l [ Go ] [ Actions

No data found.
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The page that opens provides the data fields that are needed. Select your Contract ID from the
drop-down list, and then select all of the job piece numbers that are associated with the
request. Enter the person’s name making the request, the date, and the reason the
modification is needed. If necessary, enter any additional information in the Issues and
Comments text boxes.

OKLAHOMA DEPARTMENT OF TRANSPORTATION
Transportation Online Professional Services

/ Task Orders |

/ Emergency Reli

/ Home |/ Invoices ‘LocalGvt |/

Supplemental Agreements

_ist Supplemental Agreement Requests > Edit TOPS Supplemental Agreement Request

Edit TOPS Supplemental Agreement Request

* TOPS ContractID: (&)
Job Piece 1 - SelectOne- «
Job Piece 2 - Select Additional Job Piece if needed -
Job Piece 3 - Select Additional Job Piece if needed- «
Job Piece 4 - Select Additional Job Piece if needed- «
Job Piece 5 - Select Additional Job Piece if needed- ~

* Requested By Name
* Date Requested

* Reason Needed

Issues

Comments

Once you have entered this information, you should use the Create button to save your
request. This saves the data for the request record.
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The system provides a way for the consultant and ODOT to upload attachments that provide
further documentation about the request. In order to upload files, you must be on the edit
page for the request record. If you are on the page that shows the list of your requests, use the
edit icon on the left end of the record for your specific request:

OKLAI
ist Supplemental Agreement Requests
‘»’ov [ Go | [Actlons];

Reason

Needed
R 0003 a Pending  Philip Wallace 01-25-2017  'his text boxis where the user enters the reason

agreementis needed.



TOPS User Guide

This takes you to the edit page, and on the right side of the page is the area where you can
upload attachments. Click on the Create button to go to the page where you create the
attachment record:

UALAHUNA VEFPARIVMIENI UF IKANSFUKIAITIUN

Transportation Online Professional Services

Home Invoices Supplemental Agreements FESIELLE0]

Attachments
Cancel Apply Changes ‘R [Go] [(fAcions ]
'30/12; PROJ NOW 28005(07)) -
- No data found.
v ODOT Attachments
[:] no data found

Provide a short descriptive document type entry, and a description of what the document is.
Then browse to your file and select it via the browse button. Once you have it identified, use
the Create button to create your attachment in the system.

I ———
ist Supplemental Agreement Requests > Edit TOPS Supplemental Agreement Request > Edit Supplemer

Supplemental Request Info

TOPS Requested Date

Contract By Name Requested tcason Needed

0003 Phiip Walace 0172572017 This text box is where the user enters the reason the supplementa
Edit Supplemental Agreement Request Attachment
Type
Description

Request Attachment | Browse... | Nofile selected.
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You can upload multiple attachment documents for the request.

Once you have all of your documents in the system, you need to provide the dditional
information on the screen that identifies the various groups within the department who will
receive an email notification when you submit your request. Make sure to identify the Field
Division(s) that need to be aware of the change, along with any of the central office divisions
that should be involved. Once you have all of them selected, then you can use the Submit This
Request button to send the email messages.

Comments

Select the groups to notify for this Agreement Modification Request:

Note - by default, the contract administrator, consultant primary and secondary contacts, and any ODOT personnel who are involved with review / approval of the
existing contract sernvices will be notified of this request. To add others who should be notified of this change, use the selection list below:

Notify Field Div - Select Division- - Notify Additional Field Div - Select Additional Division to MNotify-

Project Management No Emvironmental No « Survey Division No - Traffic Engineering No «
Roadway Design No ~ Bridge Division No ~  Right-of-Way Division No ~  SAPM (Traffic Studies) No
Materials Division No ~  Maintenance Division No « Rail No ~ Transit No ~

Submit This Request J
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Solicitation Debrief Request

Companies can request debrief meeting via a feature that identifies the solicitation and
contract. In order to use this, the Primary Account Manager must edit the users authorized to
do business for the organization. There, a data value can be set to the value of “Yes” which

allows the system to display a navigation link for that specific user to access the pages to
request the meeting. The user edit page looks like this image:

me > Edit My Organization Info >Edit Authorized Users

dit Authorized Users m Apply Changes

User Name PHILIP
Name Last WALLACE

Name First PHILIP
Name Middle D
Street 4712 E 109
City MEEKER
State OK

Zip 74855 enter - (dash) if zip + 4
Email PWALLACE@ODOT.ORG
Phone 4055221082 enter as 9999999999 numbers ONLY
Self Registration Organization Name: ICFI
Title
Primary Account Manager Yes
Authorized to conduct business for Organization ICFI
ACTIVE
Active, Inactive
Invoice User Yes «
Task Order User Yes «

TOPS Debrief User Yes «
Created Date27-AUG-13

User Status

ANA ramnlianca

Note — you must establish the user authorization before the rest of the system processing is
available for the user.
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A new navigation link will become available for users who can participate in the debrief
meeting pages:

2

lome
e View Contract Solicitations Gener:
® Express Upload —
® View Solicitation Results Rem
e List Debrief Requests
® View My Contracts Welc
® View My Task Orders
e St Thel
¢ View My Supplemental
-‘:igfeemeﬂts Janu
¢ Download Init / Recon Data
¢ View Info on New Features Marc
¢ TOPS User Guide
® 2015 ACEC Presentation April
¢ Change My Password
A\ .._g e July
¢ Activate New Users
Octo

The link brings up a page that shows the request records in the system. From that page, use

the Create button to establish a new request record in the database:

m Invoices Supplemental Agreements | Task Orders | LocalGvi | TAP |/ |
me > List My Debrie! Requests
List My Debrief Request Records
2 o |[ nce:
Meeting
EC or Email
Solicitation ~ TOPS  Request Date Meeting  Company Requesied Meeting Meeting Meeting  0DOT Hotification
Name Contract  Status  Requested Preference Comments by date time room  Comments Sent CA Name

" July 2017 1913 - - In Person Enter any comments for the CA to use when they schedule the meetng
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Use the drop-down lists to select the contract you are requesting the meeting to be held.
Identify if you need an in-person meeting or if a phone meeting is sufficient. Once you get the
data entered, click on the button to create the record. Once you do this, a message is displayed
at the top of the page that instructs you to then use the Submit button to send the request to
the Contract Administrator:

‘iﬂ Invoices Supplemental Agre:

ne> List My Debrief Requests >Edit My Debrief Request
The database record has been updated. Your request may be vaiid to submit to ODOT now - if the Submit
button is visible, then the record can be submitted.
dit Contract Debrief Request | Cancel || Deiete || Apply Changes
Solicitation July 2017 -
Response EC or TOPS Contract No 1913 - Preliminary Eng: ing, Preparation of Construction Plans - Viden, Resurface & Bridge v

9 In person meeting
./ Phone

Meeting preference?
Enter any comments for the CA to use when they schedule the

mesting..
Company Comments

QDOT Comments:
Meeting Date:
Meeting Time:
Meeting Room:
Request Status:

Submit my request

You should receive an email as the request is submitted. Also, once the Contract Administrator
works the request and establishes a meeting, you will receive another email with the
information. And, the request record is updated with the pertinent data so you can use the
record itself as a way to stay informed as to the status of the request.
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Prime Contractor Payments to Subcontractors - Payment Verification

In order to allow subcontractors to verify that they have been paid according to the provisions
set forth for the subcontractor payments, a page set is available for the prime to enter the date
and amount that the subcontractor is paid.

The option to perform this task is available from the Invoice menu page:

Tors

Invoice Processing

Invoice Navigation

Create and Edit Invoices

View Contract Lines

View Contract Line Status

View Hourly Rates

View Performance Evaluations
TOPS User Guide

Invoice Training Video

Prime Payments to Subconsultants
Subcontractor Payment Records

People Soft My
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After selecting that menu option, the user is presented with a list of payment records that the
system collects and makes available. Use the search / filtering features to find the payment
record, then use the edit icon to bring up the page that allows you to enter the date the

subcontractor was paid along with the amount. Also, appropriate comments can be entered
that provides any additional documentation needed.

Tors

Invoice Processing

List Prime Payments to Subconsultants

Qv Go Actions ¥
Date Date
TOPS Prime submitted approved
Contract consultant Invoice Invoice Invoice for Date for
ID name id date amt processing paid payment
21- 12-
7 1352 -é 1873073  DEC-  $66,888.12 22-DEC-17  JAN- 23‘1'3750‘
17 18
Ine~
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Once the data is entered, use the Save (Apply changes) button to save the information.

Fors

Invoice Processing > List Prime Payments to Subconsultants

Edit Prime Detail Payment to Subconsultant Verification

TOPS Invoice Record

Date Date
Prime submitted approved
Ecid consultant Invoice Invoice Invoice for for Date Invoice
T= name id date amt processing payment paid Payment id line no
2t 23-DEC- i
1852A =— 1873073 DEC- $66,888.12 22-DEC-17 JAN- 00000000000051583518 3
E 17 17 18

Inc.

Enter the date and amount the Prime Consultant paid the Subcontractor for this TOPS Invoice Line

Prime Payment Date B
Prime payment to sub amt

Prime payment to sub comment
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Subcontractor Payment Verification

In order to allow subcontractors to verify that they have been paid according to the provisions
set forth for the subcontractor program, a page set is available for the subcontractor (or sub-
consultant) to use for the entry of the date they are paid by the prime contractor. In order to
get to this page, the user must be set up as an Subcon Entry User.

The option to perform this task is available from the Invoice menu page:

Forse

Invoice Processing

Invoice Navigation

Create and Edit Invoices

View Contract Lines

View Contract Line Status

View Hourly Rates

View Performance Evaluations
TOPS User Guide

Invoice Training Video

Prime Payments to Subconsultants

Subcontractor Payment Records

People Soft My
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After selecting that menu option, the user is presented with a list of payment records that the
system collects and makes available. Use the search / filtering features to find the payment
record, then use the edit icon to bring up the page that allows you to enter the date the

subcontractor was paid along with the amount. Also, appropriate comments can be entered
that provides any additional documentation needed.

%{ Solicitation Home m Supplemental Agree

Invoice Processing

List Subconsultant Detail Payment Verification

Q- Go  Actions ¥
Date Date
TOPS Prime Subcon submitted approve:
Contract consultant Invoice Invoice Pay Created Created Updated Updated Invoice for Date for
D name id date Date Date By Date By amt processing paid paymen
22- 10-
. Import 02-JAN-
1579 EC- 11-JAN-18 3 > §13.271 2-DEC-17 JAN
TOK D_x, JAN-1 il 3,271.41 22-DEC-17 A:\ =
17 18
<
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Once the data is entered, use the Save (Apply changes) button to save the information.

Yors

nvoice Processing > List Subconsultant Detail Payment Verification

Edit Subconsultant Detail Payment Verification

TOPS Invoice Record

Date Date
Prime submitted approved
Ecid consultant Invoice Invoice Invoice for for
T= name id date amt processing payment
e 02-JAN-
1579K 893-18 DEC- $13.271.41 22-DEC-17 18
17

Inc:

Date
paid

10-
JAN-
18

Solicitauon Home W

Invoice
Payment id line no

00000000000051581446 2

Enter the date and amount the Subcontractor was Paid for this TOPS Invoice Line

Subcon Pay Date B
Amt received by sub

Comments
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When the Prime consultant has been paid by the Department for services your firm has

performed, you will receive an email.

All Unread Search Current Mailbox [Ctri+E)

i | B @ [FROM - RECEIVED
TOPS@odot.arg Fri 2/1/2019 651 AM

TOPS sub consultant prompt payment
A new payment record was processed for an invoice where TOPS indicates your firm is a sub consultant. QDOT requires that you

Current Mailbox -

A new payment record was processed for an invoice where TOPS indicates your firm is a sub consultant. ODOT requires that you be paid within 15 days of the prime payment.

The payment information is shown below. TOPS provides you with a way to report the payment to your firm. Please use the system to enter the requested info.

Sub consultant name is: icfiSub Consultant2
Prime consultant name: Philip Wallace dba ICFIIT Solutions LLC

Contract 1D: 0003T

Invoice ID: 12345 line no: 1

Invoice Date: 2017/08/01

Payment Date: 2019/01/25

Contract service type name is: Right-of-Way Survey

Payment amount: $5.00

Amount Disallowed: £95.00

Reason disallowed: Disallowed amount for testing / training Date due to sub consultant: 2019/02/09

Use this link to log in to TOPS: https://biappsrv.odot.ok.gov/apex/f?p=750:651

If you have questions or need assistance, please contact Brad Smith at btsmith@odot.org or call 405-521-2451

Please do NOT reply to this email. It is an unmonitored email address.
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