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Disclaimer 
These instructions are based on the following edition, version, and build of Microsoft Windows and Microsoft Office. The 

screenshots and steps contained within these instructions may differ from versions otherwise listed. However, versions 

close to the listed versions SHOULD look and function similarly. 

Edition: Windows 10 Enterprise Edition: Microsoft 365 Apps for enterprise 
Version: 20H2 Version: 16.0.15028.20152 

Build: 19042.1586   

Getting Started 

General Overview 
It is necessary to be familiar with the functions of the Excel Forms Manager plugin which is covered in the Excel Forms 

Manager User Guide before continuing with the instructions for Form 700-050-62.  

Form Entry and Selection 
When the workbook is first generated from the ribbon the only worksheet included is the Placeholder worksheet. The 

form worksheets will be generated from the task pane. For more information on this see the Task Pane section. When 

the form is generated, a worksheet for each Project containing up to three pay items is created. If there are more than 

three pay items on a Project, then an additional worksheet is created for that project. The worksheets are named using 

the Project number plus a sequential number. Each worksheet has a prepopulated header that contains the Contract 

No., Financial Project ID, State Road No., the entered Certification No., Contractor, and Estimate Cut Off Period. The 

form will also contain a row for each date in the selected cut off period for each pay item associated with the project. All 

the prepopulated fields, including the header, dates, and pay items are not editable. Only the yellow fields are editable. 

1. Once you have the worksheet(s) created, you will need to populate the editable fields. The table below 

identifies each field and its format requirements. 

Field Description & Requirements Type 

Contract No.  Automatically populated Locked 

Financial Project ID  Automatically populated Locked 

State Road No.  Automatically populated Locked 

Certification No.  Automatically populated from value entered on task pane Locked 

Contractor  Automatically populated Locked 

Period  Automatically populated from value selected on task pane Locked 

Pay Item No.  Automatically populated Locked 

Description  Automatically populated Locked 

Day of the Month  Automatically populated based on selected period Locked 

Total Today 
 Has a precision up to two decimal places 

 Value with more than two decimal places will be rounded 

 Units represented shown at top of column 

Editable 

Accrued Total 

 Running daily quantity total for the month 

 Has a precision up to two decimal places 

 Value with more than two decimal places will be rounded 

 Units represented shown at top of column 

Calculated 

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/construction/publications/handbooks/fdotexcelformsmanager/excel-forms-manager-user-guide.pdf
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/construction/publications/handbooks/fdotexcelformsmanager/excel-forms-manager-user-guide.pdf
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Min 

 Used for Pay Item 0102 14 Traffic Control Officer 

 Has precision up to two decimal places 

 Value with more than two decimal places will be rounded 

 Units represented shown at top of column 

 When value of Total Today is less than 4, Min (HR) value will be 
value required for Total Today to equal 4 per Specification 102-11.2 

Calculated 

Remarks 

 Should be clear and concise 

 Should fit within the box 

 Any text that runs over will not be displayed 

 Should be numbered to correspond to the correct column 

Editable 

 

Task Pane 
The task pane, located on the right side of the screen, allows you to perform two actions on this form. As seen below, 

you have the option to generate the form, as well as prepare the form for signing. 

Generate Form 
This will generate the form worksheet(s) that will need to be filled out and submitted to the FDOT as described earlier in 

the Form Entry and Selection section. For information on how to fill out the form refer to that section.  

Before the form can be generated, enter the following information in the Task Pane: 

1. Enter the certification number in the Certification No. field. This field will only accept a numeric value. 

2. Provide the cut off period. Click the drop-down button of the Cut Off Period control to choose from the last 11 

cut off periods.  

3. Using the Edit Dates dropdown buttons, you can edit the beginning and ending dates for the selected cut off 

period if needed. 

4. Click Generate Form. 

Prepare to Sign 
Preparing the workbook to sign will export the worksheets (forms) to a new workbook and insert a cover sheet with a 

signature block. This exported (sign-able) version of the workbook is the one that should be digitally signed and 

submitted to the FDOT. 
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NOTE: The newly created workbook will be saved to the same location as the working version. If a workbook by the 

same name exists at this location already, it will be overwritten. 

1. Click Prepare to Sign. 

a. If the workbook is saved locally, the new workbook will be created and saved with a file name consisting 

of the contract ID, form number, and appended with “(Signed)”. 

b. If the workbook is saved/synced to a cloud service such as OneDrive, a save file dialog box titled “Save 

Signed Version” will appear. Choose a location to save the file and click Save. 

2. A dialog box will be displayed stating, “Signable version of workbook was generated and saved to the same 

location as the working version.”, click OK. 

3. The newly created workbook will automatically be opened. For instructions on signing the workbook, see the 

Signing Workbook section. 

Signing Workbook 
When the exported (sign-able) version of the workbook is first generated and opened by clicking the Prepare to Sign 

button on the task pane, the Signatures pane is displayed automatically. If this workbook was closed and later opened, 

the Signatures pane may not be displayed automatically. The signature block can only be selected to sign from the 

Signatures pane. 

1. In the case the Signature pane is not displayed, there should be a yellow banner at the top that says, 

“SIGNATURES This document needs to be signed.”. On this banner click the View Signatures button, this should 

display the Signatures pane.  

2. In the Signatures pane, hover over Authorized Signer and click the drop-down button. From the popup menu 

select Sign.   
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3. On the Sign window we will need to take a few different steps. 

a. Type your name in the textbox to the right of the X or click Select Image to insert a picture of your 

signature. 

b. Next, check that the certificate that you are using to sign is the correct one. Your name should be 

displayed next to “Signing as“ and the name displayed next to ”Issued by” should be the name of the 

certificate used to issue your personal certificate. This generally includes the name of the Certificate 

Authority you purchased your certificate from, but this may vary.  

c. If the information from step b is incorrect, click Change.  

i. On the Windows Security window click More choices. 

ii. Select the correct certificate from the list. If you don’t see the correct certificate in the list, see 

the Troubleshooting section for more information. 

iii. Click OK.  

d. If the correct certificate is selected, click Sign.   
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e. Based on the security level that was chosen when the certificate was installed dictates the next step.  

i. If the certificate was installed with a low security level, the signature will just be applied. 

ii. If the certificate was installed with a medium security level, you will receive a Windows Security 

prompt asking if you want to want to allow the app to access your private key. Click Allow. 

iii. If the certificate was installed with a high security level, you will receive a Windows Security 

prompt asking you to enter the password used to protect the certificate when it was installed. 

Enter your password and click Allow. 

f. If the signature was applied successfully, you will receive a message stating “Your signature has been 

successfully saved with this document. If the document is changed, your signature will become invalid.” 

Click OK. If the the signature was unable to be applied (you clicked, Don’t Allow, on the prompt or 

entered the incorrect password) you will receive a message stating “Your signature could not be added 

to the document. If your signature requires a smart card, ensure that your card reader is installed 

correctly.”. Click OK. 

Getting Help 
You can easily access this help documentation at any time by clicking on the User Guide link on the Construction 

Downloads page or by clicking the Help dropdown and choosing Form Help from the menu. The help documentation for 

the plugin itself can also be accessed by clicking on the User Guide link on the Construction Downloads page or by 

clicking the Help button. 

Troubleshooting 
 

 I get an error when trying to create the form that says, “Data for the selected contract could not be retrieved. 

Verify you have an active internet connection.” 

This message means that there was a problem connecting to and retrieving data from the server. This could be 

due to no internet connection, or the server is unreachable for another reason. 

 

 I get an error when trying to create the form that says, “Data for the selected contract could not be retrieved. 

It may not exist, or the service may have failed.” 

This message means that the server may have failed to respond in time due to multiple requests at that time. 

 

 I get an error when trying to create the form that says, “An insufficient amount of cut off dates was 

retrieved.” 

This message means that an insufficient amount of cut off dates was retrieved from the server. This could be 

due to an incomplete cutoff date list on the server side. Contact Central Office for assistance. 

 

https://www.fdot.gov/construction/Download/DownloadPage.shtm
https://www.fdot.gov/construction/Download/DownloadPage.shtm
https://www.fdot.gov/construction/Download/DownloadPage.shtm
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 I get an error when trying to create the form that starts out with, “The following issues was encountered 

while generating the form.” followed by one or more of the following: 

o “There is no vender name on the contract.” 

This message means that there is no vender name available on the contract. 

 

o “The contract description is missing.” 

This message means that there is no description available for the contract. 

 

o "One or more projects on the contract has no pay items." 

This message means that one or more projects on the contract is missing pay items. 

 

 I get an error when trying to open/create the form that says, “This form has no contract associated with it; 

therefore, it cannot be used.” 

This message means that something went wrong when creating the form and the form is not usable. 

 

 I get a warning when trying to generate the form that says, “Please enter a certification number before 

generating the form.” 

This message means that the Certification Number field on the form task pane is blank. Enter a valid number 

into the field and try again.  

 

 Certificate is not available to choose to sign with in Microsoft Excel. 

Verify your valid digital certificate is installed on your computer. Contact your IT Department for assistance. 

Updates 
Form versions along with the date and any changes are listed below for your convenience. 

Version 1.0.0.0 - (9/18/2020) 
No updates, this is the initial version. 

Version 1.0.0.1 - (10/26/2020) 
Fixed logic issue where cutoff periods were being calculated incorrectly.  

Version 1.0.0.2 - (11/02/2020) 
Fixed logic issue where the correct number of pages was not being generated causing all pay items no to be shown. The 

decimal precision for input was also changed from 2 to 3 places. 

Version 1.0.0.3 - (11/09/2020) 
Fixed code error in Form 700-050-62 that caused incorrect, missing, or duplicated pay items when generating forms. 

Version 1.0.0.4 - (11/09/2020) 
Fixed issue that caused pay item 0102 74  8 to not be populated on the form. 

Version 1.0.0.5 - (04/21/2022) 
Allowed pay item 0102 78. Fixed issue with form being saved to OneDrive. Added more descriptive error messages. 

Version 1.0.0.6 - (07/20/2022) 
Updated form to use PrC service instead of Site Manager service. 
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Version 1.0.0.7 - (09/22/2022) 
Excluded pay item 0102  1 and fixed issue with incorrect unit types for certain pay items. 

Version 1.0.0.8 - (09/22/2022) 
Fixed issue with service not returning any pay items.  

Version 1.0.0.9 - (10/12/2022) 
Changed logic of how form handled contracts that had projects with no pay items. 

Contact Us 
If you need additional help or are experiencing issues you can email CO-SCO-SystemSection@dot.state.fl.us. 

mailto:CO-SCO-SystemSection@dot.state.fl.us
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