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Chapter One

Adding a Contractor (Admin Level Access Only)

1. Selectthe _ hyperlink located at the left bottom of the Contractor List.

Contractor List

Suspended Su
Contracor MName VendorlD AddressLine 1 City by
Const
AJAXCOMSTRUCTION INCORPORATED F590907100 1512SWATHAVE.  OCALA Yes
GENERAL ASPHALTCO. INC. F591115297 4850 NW 72 AVE MIAMI Yes
HIGDOMNWELDING &FABRICATION. | F593450448 P.OBOX183 BALDWIN Yes
LONG FENCE COMPANY INC. F530257174 42521 JOHNMOSB.  CHANTILLY

LOVETT COMSTRUCTIOMN AGENCY F222222222  Hunters Glen A Timbuckto
RANGER CONSTRUCTIOMIM S INC. F592098662 101 SANSBURY'S.  WESTPALMBEACH Yes
WHITE COMST

Add Nemnr

NCOMPANY IMNC F530619348 POBOXT90 CHIEFLAMD

2. Start typing the _ in the space provided.

Add Contractor

Fields _—

Contracor Name I *

VendorlD I

AddressLine 1 |
AddressLine 2 |
City
State —~ Select State - =|

Phone
ZipCode I

BacktoList




3. Asyou type the letters, the database is checked for existing contractor names. If one exists,
another box with available contractors pops up as shown in the screen below. If the contractor
exists in this list, you can select it and the _ will be populated with that name.

Add Contractor

Fields /

Contracor Name Iaja &

VendorID f AJAXBUILIDNG CORPORATION g™
AddressLine 1 I— AJAX CONSTRUCTION, INC.
AJAXPAVING INDUSTRIES INC(DOT

AddressLine 2 I_ AJAX PAVING INDUSTRIES OF FLORIDALLC

City |_ AJAX PAVING INDUSTRIES, INC.

State |_ AJAX-VILA, AJOINT VENTURE

Phone I

Zip Code |7
BacktoList
M,‘J_MM/

4. Once the Contractor Name has been selected, you can click on the _ button
shown in the screen above. A screen with available addresses for that contractor pops up as
shown below. If no address exists, just enter the information in the appropriate boxes.

Address list for: AJAX PAVING INDUSTRIES OF FLORIDA

ADDRES 51 /‘ﬂﬁESSI PREQ PHONE ZIP  STATE CITY  ADDRTYPE

510 GEMNE GREEMROAD 34275 FL NOKOMIS DIVC
510 GEEN GREEM PREQ 9414862600 34275 FL NOKOMIS MYFL
Backto Create

Ref Page: CW1

5. Once you select an address, the rest of the screen will populate with the information as shown
below. Make sure you press the - button shown in the screen below so the record will be
saved.



Add Contractor

Fields

Contracor Name

IA.JAX PAVING INDUSTRIES OF FLORIDA LLC

VendorlID
AddressLine1

AddressLine 2
City

State

Phone
ZipCode

|F2618?1966

I5‘IU GEMNE GREEN ROAD

|
NOKOMIS -
FLORDA ~ 1|




Edit a Contractor (Admin Level Access Only)

1. Select the contractor you want to edit from the Contractor List.

Contractor List
Add Mew Contractar
Suspended
Contracor Name City by
Const
AJAX CONSTRUCTION, INCORPORATED F590907100 1512 SW 5TH AVE.. OCALA Yes
GEMERAL ASPHALT CO., INC. F591115297 4850 NW 72 AVE AN Yes Yes
HIGDOMN WELDING & FABRICATION, | F593450448 P.OBOX183 BALDWIN Yes
LOMNG FENCE COMPANY, INC. F530257174 42521 JOHN MOSB.. CHANTILLY
LOVETT COMSTRUCTION AGEMCY F222222222 HUNTERS GLEN AV.. TIMBUCKTQ
BANGER COMSTRUCTION INDUSTRIES, INC. F592098662 101 SANSBURY'S.. WESTPALM BEACH Yes
WHITE CONSTRUCTION COMPANY, IMC F590619348 PO BOX 790 CHIEFLAMD Yes
Add Mew Contractor

2. The contractor information will be displayed. Select the _ link directly below the
information.

AJAX CONSTRUCTION, INCORPORATED ID: F590907100

Details
VIEW SUSPENSIONS(4)

AddressLine1 1512 SW 5TH AVENUE SW
Addressline2  P.0.BOX 1688 ADD SUSPENSIONS
city OCALA
State el VIEW AGREEMENT(1)
Phoi 352) 732-2404

none (352) ADD AGREEMENT
ZipCode
Modified_By
Modified_Date 112412011 2:25 P

Edit Contractaor | Add Mew Contractor | Back to Contractor List

3. Allfields can be modified with the exception of the _ & _ Once you

have completed making changes, click on the - button. To cancel the changes select the

Back'to Details button.



o

Edit Contractor

Fields

Contracor Name IA.IAX CONSTRUCTION, INCORPORATED

Vendor ID IFSBUBUTWD

AddressLine1  [1512 SW 5TH AVENUE SW

Address Line 2 |P.0. BOX 1688

City focaLA

state |[FLoRIDA =

Phone [3527322404

Zip Code 3447 é

S5973VC
12412011 2:25 PM

Modified By
Modified Dat

Back to Details




Chapter Two

Adding a Suspension/Agreement Record (Admin Level Access Only)

1. Select a contractor from the Contractor List. Choose _ or _ to

add a suspension/agreement record to the selected contractor.

AJAX CONSTRUCTION, INCORPORATED ID: F590907100 Q

Details
VIEW SUSPENSIONS(4)
Address Line 1 1512 3W 5TH AVEMNUE W
Address Line 2 P.O. BOX 1688 ADD SUSPENSIONS
City QCALA
State FL VIEW AGREEMENT(1)
Phol 352) 732-2404
ne (352) ADD AGREEMENT
ZipCode 34471
Modified_By COVSS073Ve
Modified_Date 12412011 2:25 PM

Edit Contractor | Add Mew Contractor | Back to Contractor List

2. Enter the data in the appropriate fields. The _ and _ dates

can be populated from the calendar control located on the right side of the date box or by
typing in the date in mm/dd/yy format as shown below. The month, day, and year must be
separated with a “/”. Two or four digit years will be accepted.

Add Suspension for AJAX CONSTRUCTION, INCORPORATED ,

=
Details /
Date Suspended  [3/01/11 =

T

Action Termination | T

Suspension T
pe ype (4] February [+

Action Taken o1z B =]
Su Mo Tu We Th Fr S5Sa =

Check Action Spelling

Comments ol S]] S | S =]
5 a7 5 9 10 11 Ll
12 13| 14/, 15| 16 17| 18 Check Comments Spelling

19 |20 21 22| 23 [ 24|25

26 27 23 29

Back to List




3. Asyoutypeinthe _ and _ fields the database is checked for any existing

records containing the letters/words you are typing. If any exist, they appear in a drop down
box directly below the field you are typing in.

Add Suspension for AJAX CONSTRUCTION, INCORPORATED

Details

Date Suspended  [02/01/2011 G|
Action Termination |02_#28,.f2012 3

Suspension Type | t/ ‘_.__,.--
riq| -

Action Taken
i
MO BID, NO SUB, NO SUPPLY na
Comments MO BID, NO 5UB, MO SUPPLY THIS IS A TEST. CAN YOU PLEASE HELP ME. l
=

Check Comments Spelling

Backto List

4. |If you wish to select the word(s), just highlight it by clicking on it in the drop down as shown

below.

Add Suspension for AJAX CONSTRUCTION, INCORPORATED ||

Details

Date Suspended |2,.f1_#11
Action Termination |3_.f1_#11

i
o

Suspension Type |

nd

Action Taken

NO BID, NQ SUB, NO SUPPLY
Comments MO BID, NO SUB, NO SUPPLY THIS IS A TEST. CAN YOU PLEASE HELP ME.

Check Comments Spelling

Backto List

5. The field will automatically populate with the information. If you don’t want to use the

information just continue to type.



6. Once you have entered in the _ or _ fields, you can check the spelling by
selecting the _ or _ links shown in the screen

below.

Add Suspension for AJAX CONSTRUCTION, INCORPORATED

Details
Date Suspended |2,r1,r11 T
Action Termination |3;1;1 2 T
Suspension Type |
Action Taken no bid, no suply 'LI
Check Action Spelling
Comments

Check Comments Spelling

Backto List

7. Ifthereis a spelling error, it will be underlined in red. Click on the - link and the box
becomes available to edit. Make sure you press the - button to save the record.

Add Suspension for AJAX CONSTRUCTION, INCORPORATED

Details
Date Suspended |2,r1,r11 s
Action Termination |3,f1 12 j/
Suspension Type | !
Action Taken no bid, no suply
Edit Text
Comments =]

Check Comments Spelling

Backto List




Editing a Suspension/Agreement Record (Admin Level Access Only)

1. Select a contractor from the Contractor List. Select _ to get a list of
suspensions for that contractor. The contractor shown below has 2 suspension records
associated to it.

AJAX CONSTRUCTION, INCORPORATED ID: F590907100

Details
VIEW SUSPENSION S[4)

Address Line 1 1512 SW 5TH AVEMUE SW
Address Line 2 F.0O.BOX 1688 ADD SUSPENSIONS
City OCALA
State FL VIEW AGREEMENT(1)
Phone (352) 732-2404 ADD AGREEMENT
ZipCode 34471
Modified_By CONS8973VC
Modified_Date 172412011 2:25 PM

Edit Contractor | Add Wew Contractor | Back to Contractor List

2. Select the suspension record you wish to view by clicking on the hyperlink.

Suspension List for AJAX CONSTRUCTION, INCORPORATED |

Date Suspended il il Entered Suspension Type ActionTakenTrimmed Attachments
, 12/30/2010 12:40
1243042010 Fending oM UMPAID BILL THIS IS ATEST OF THEMEW.. O
¥
) 12/30/2010 12:35 WO BID, NO SUB, NO 5
1213042010 Fending 0
PM SUPPLY.. T
12/30/2010 12:05 J
1243042010 1243002010 ol UMPAID BILL THISISATESTOF THENEW.. 0O c
i
1212812010 Fending 12/28/2010 7:25 AM UNPAID BILL | AM TESTING ALONG ACTIO.. 0

Add Mew Suspension [Back to Contractor Details

3. The details of the record will be displayed. You can then select Edit'Suspension to make
changes to the record.



AJAX CONSTRUCTION, INCORPORATED ID: F590907100

Suspension Details Add Attachment

Date Suspended 12/30/2010
Action Termination

Entered 1203002010 12:40 PM
Action By Const
Suspension Type UMPAID BILL

Action Taken THIS IS ATES THE MEW SUSFENSION APPLICATION. TWO
Comments
Modified By

Modified Date 12/30/2010 12:40 PM

Edit Suspension | Back to Suspension List

4. Make the needed changes and be sure to press the - button. If you don’t want to save the
changes press the _ button and the record will revert back to its original form.

; "~y
Edit - AJAX CONSTRUCTION, INCORPORATED ID: F3909071
Fields
Date Suspended  |12/30/2010 it
Action Termination | i
SuspensionType  [UNPAID BILL
Action Taken THIS IS & TEST OF THE NEW SUSPENSICN APPLICATICN. TWC =]
=
Check Action Spelling
Comments =]
=l
Check Comments Spelling
Modified By COWCMNEB2M]
Entered 1 1FM
Modified Date 203002010 12:40 FM
Action By Const
Back to Details




Chapter Three

Adding/Deleting an Attachment (Admin Level Access Only)

1. Once you have created a suspension/agreement, you can add attachments to the record. Click
on the _ button in the upper right hand corner of the screen.

AJAX CONSTRUCTION, INCORPORATED ID: F590907100

Suspension Details Add Attachment

Date Suspended 1213012010
Action Termination

Entered 12/30/2010 12:35 PM

Action By Const I
Suspension Type

Action Taken MO BID, MO SUB, MO SUPFLY THIS IS ATEST. CAN YOU PLEASE HELP ME.

Comments SOME COMMENTS(TESTING) TIME

Modified By COWCNOBZM

Modified Date 11512011 2:29 FM

Edit Suspension | Backto Suspension List

2. The screen shown below will appear. Click on the - button to locate the file you wish to
attach.

Upload Attachment /

Browse... | ‘

Back to Suspension

3. Highlight the file you wish to attach and press the - button.



Lock ir: | ) PDF Files x| « @&k E-

-E 2009 03 DETAIL MOT MEETIMNG MEASURE , pdf -E C
-E 2009 03 SUMMARY, pdf

-E Bid Information on Conkract T4204 . pdf

- | Bitumninous Adjustments For T4170.pdf pS
-"'L CARDO Program, pdf
-E CARD1 Program.pdf
| CARDZ Program.pdf

My Documents ) CARSMENULTXT
_ . CCTS AF Code.pdf

i_[ -"'L CCTS CPI for Reason Codes 005 & 106, pdf
— -E CCTS Data Element Types,pdf

-E CCTS Plug-In Data Currenthy in 50, pdf

KN —

File name: |CARSMENU. pdf =]

by Computer

a2z of bpe:

4. The file name will be populated in the box next to the - button. Make sure you press the
- button to attach the document to the record.

Upload Attachment/ / é

|‘L‘Lsecc addsrAConstruction  Browse.. |

Backto Suspension

5. The attachment will be displayed on the suspension record in the upper right hand corner

under the label _



AJAX CONSTRUCTION, INCORPORATED ID: F590907100 E

Suspension Details Attachments F

Date Suspended 1213012010

&
Action Termination 1. CARSMENU.pdf=s_| Delete

Entered 12/30/2010 12:35 FM o4
Action By Const Add Attachment

Suspension Type

Action Taken NO BID, NO SUB, NO SUPPLY THIS IS A TEST. GAN YOU PLEASE HELP ME.

Comments SOME COMMENTSTESTING) TIME

Modified By COWCNIB2I

Modified Date 1512011 2:29 PM

Edit Suspension | Back to Suspension List

6. To open the documents just click on the magnifying glass shown. You can also delete the

attachments on this screen by pressing the - button. You will be asked to confirm the
delete as shown below.

DeleteAttachment

Are you sure you wa#at 0 delete this?

CARSMENU. pdf

Back to Suspension Details




Chapter Four

Running Reports

1. There are 2 report options available once you have entered in data into the Suspension
application.

Reports

Suspension List, Size: Unknown - FOE

By Contractor

Flarida Department of Tra
Contact Help: Pre Qualificati
or FDOT.Senvi

2. Click on the - link and the following report will be displayed. This report contains all active
or pending suspensions found in the database. An example of the report is shown below.

Report ran: 02/116/2011 - 12:03:08
Contractors Suspension List

Contractor Name Action Taken Action Termination Date
AJAX CONSTRUCTION, INCORPORATED | AM TESTING A LONG ACTION TAKEN DIALOG TO SEE HOW IT PENDING

WORKS WITH THETHIS IS A TEST OF THE NEW SUSPENSION
APPLICATION. TWIO:NO BID, NO SUB, NO SUPPLY THIS IS A TEST.
CAN YOU PLEASE HELP ME.

GENERAL ASPHALT CO., INC. THIS IS A TEST OF THE NEW SUSPENSION APPLICATION. PENDING
HIGDOMN WELDING & FABRICATION, | NO BID, NO SUB, NO SUPPLY PENDING
BANGER CONSTRUCTION INDUSTRIES, INC. | 6 MONTH SUSPENSION 07/01/2011

3. The second report is available by pressing the _ link.



Reports

Suspension List, Sjze=tinknown - F

[

F

By Contractor

Florida Department of Tra
Contact Help: Pre Qualificati
ar FDOT.Servi

4. Ascreen will pop up that allows you to select a contractor by name. Just highlight the
contractor name that you want the report for. You can also select a - option — either

by Contractor Name or Vendor ID.
By Contractor

Contractor List

-- Select Contractor — j

- Select Contractor —

RAMGER COMSTRUCTION INDUSTRIES. INC.
AJAX COMSTRUCTION, INCORPORATED
£ OVETT CONSTRUCTION AGENCY
LOMG FENCE COMPAMNY . INC.
GEMERAL ASPHALT CO., INC.
WHITE CONSTRUCTION COMPANY, INC
HIGDON WELDIMNG & FABRICATION. |
MALLIE'S TRACTOR SERVICE

-

Sorted By:
Contractor Name: ™ Vendor Id: ©

[*F]

[

Florida Department of Transportation, State Construction Office
Contact Help: Pre Gualification Specialist or call (850) 414-4150

5. Once you have selected the contractor press the PDF link to display the report.



By Contractor

Contractor List Sorted By:
| AJAX CONSTRUCTION, INCORPORATED =] Contractor Name: ¥ Vendor Id: €

Suspension List By Contractor, Size Unknown - FDFE

Backto Reports

Florida Department of Transportation, State Construction Office
Contact Help: Pre Qualification Specialist or call (850) 414-4150

6. The report shown below is an example of the report sorted by _

Suspension List
By
Contractor
AJAX CONSTRUCTION, INCORPORATED F590907100
1512 SW 5TH AVENUE SW
P.O. BOX 1688
OCALAFL 34471
Curmrently Suspended: YES
Const Suspension Records:
Date Begin Suspension Action Taken Action
Type Termination Date

2011/03/02 THIS IS ATEST OF THE NEW SUSPENSION APPLICATION. TWO 03/02/2012
2011/03/01 NO BID 03/01/2012
2010112130 NO BID, NO SUB, NO SUPPLY THIS IS ATEST. CAN YOU PLEASE PENDING

HELF ME.
2010/12/30 UNPAID BILL THIS IS ATEST OF THE NEW SUSPENSION APPLICATION. TWO PENDING
2010/12/30 UNPAID BILL THIS IS ATEST OF THE NEW SUSPENSION APPLICATION. 12/30/2010
2010/12/28 UNPAID BILL | AM TESTING A LONG ACTION TAKEN DIALOG TO SEE HOW IT PENDING

WORKS WITH THE
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