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INTRODUCTION 
 
In order to provide a means for Final Estimates personnel to store, manage and report on data 
relating to unpaid bill claims, Engineering Support Services has developed a menu driven data 
entry and reporting system that provides easy access to current and historical State project claim 
information. 

To access the system you must have a valid LAN user id and be granted authority to access the 
system menus. Some users will be granted update authority while others will only be able to read 
the database. 

If you are a District or Turnpike Final Estimate Manager (DFEM) user, you will only have 
access to edit data that has been entered by your district. You may however report on all claim 
data. Central Office has Administration access to all data. If you need information on a claim that 
is not being maintained by your office, please contact Central Office Final Estimates Section 
Staff.  



GENERAL DEFINITIONS 
 

• Edit Icon:  
• Detail Icon:  

• Delete Icon:  

• Search Icon:  
 

  



NAVIGATION 
 

MENU 
 
The menu bar is shown on all pages. It consists of the following items. 
 
• Home 

o This will take you to the CARS home page. 
• Contracts 

o This is the starting page for all users. This page lists all contracts that have received an 
unpaid bill claim. 

• Admin 
o This page is only visible to Administrators.  

1. This page provides tools for the Admin users to manage the application. 
• Reports 

o This page provides a list of available reports. 
• Help 

o This page provides links to the user hand book. This Document. 
• Search Contract List 

o This text box allows users to search for Contracts by Contract Id, Project Id, Vendor Id, or 
Vendor Name. 

o Once the user has entered some information and ether presses the enter key or clicks the 
Icon the system will return all results where a match has been found and also highlights each 
match. 
 

 

SEARCH 
 

Search by Contract Id 
 
To search for a particular Contract you enter in the Contract Id (you can enter a partial number) into the 
text box has shown below. Once you have entered the information you can press enter or click on the 
Icon  
 
Note: Search feature will search all records. This includes contracts that may not show up on the contract 
list page due to the following filter. Date received after 01/01/2000 and with a status of Good Cause or 
Un-Resolved. 

 
 
  



Your results have been returned and the 182’s have been highlighted. 
 

 
 

Search by Project Id 
 
To search for a particular Project you enter in the Project Id (you can enter a partial number) into the text 
box has shown below. Once you have entered the information you can press enter or click the Icon  
 

 
 
Your results have been returned and the 258’s have been highlighted. 

 
 

Search by Vendor Id 
 
To search for a particular Vendor ID you enter in the Vendor Id (you can enter a partial number) into the 
text box has shown below. Once you have entered the information you can press enter or click on the 
Icon  

 
 
  



Your results have been returned and the f591’s have been highlighted. 
 

 
 

Search by Vendor Name 
 
To search for a particular Vendor Name you enter in the Vendor Name (you can enter a partial name) 
into the text box has shown below. Once you have entered the information you can press enter or click on 
the Icon  

 
 
Your results have been returned and all CONSTRUCTION’s has been highlighted. 
 

 
 
  



CONTRACTS 
 All unpaid bill claims start with a contract. In order to add an unpaid bill claim you must first select or add 
a new contract. The Contract list page is your starting point. I suggest searching for your contract first. If 
it’s not found you must add it in order to add an unpaid bill claim.  

ADD NEW CONTRACT 
 
Adding a new contract is very simple.  

• Click on the link Add Contract located top left under the label Contract List or bottom left.  
• Enter the contract Id.  

o As shown right, has you type you will be given a list of 
choices you may choose from. You may choose from the 
list or you can continue typing the contract Id. 

• Once you have selected or entered the contract Id, press enter or 
click Create. 

o The system will do a validation against what you have 
entered to ensure the contract Id is valid. This validation 
check is against Site Manager. If the contract exist in Site 
Manager and belongs to your district then it will pass 
validation. 

 Note: If you choose from the list you will always 
pass the validation. 

• You will be directed to the search results page showing the new 
contract you added. You’re ready to add an unpaid bill. 

 
 

EDIT CONTRACT 
 
Currently this is a Central Office function only. 
 
The information at the contract level comes from Site Manager and should not change unless the 
Contractor defaults on the contract and the Surety Company takes over the Contract. If this happens you 
will need to contact the Central Office and have them edit the contract to show a new Prime Contractor (in 
this case will be the Surety Company) and change the Vendor ID and Vendor Name to reflect the change 
in owner ship.  

• Click the edit icon  
• Focus will be set on Primary Vendor ID. 

o Start typing new Vendor Id. 
 As shown right, has you type you will be 

given a list of choices you may choose 
from. You may choose from the list or 
you can continue typing Vendor Id. 

• You may also choose to find the Vendor by name.  
o Start typing new Vendor Name. 

 As shown right, has you type you will be 
given a list of choices you may choose 
from. You may choose from the list or 
you can continue typing Vendor Name. 

• Provide a comment; give a reason why the Vendor 
information has changed.  

• Click Update or press Enter. 
  



VIEW CONTRACT DETAILS 
 
Due to limitations on screen size, not all contract information could be displayed on the Contract List 
page. For this reason a detailed view has been provided in order to provide the complete contract 
information. 
 

• Click on the Detail icon.  
• Once you’re done looking at  the information you may return to the Contract list by one of the 

methods below. 
o Click on the Back to List link located bottom left. 
o Click on the Contract menu item. Location top right. 

 

DELETE CONTRACT 
 
In order to delete a contract, the contract must not have any unpaid bills. The system will only show the 

delete icon  only if the unpaid bill record count is zero for both Construction and Maintenance.  
 

• Click on the delete icon.  
• You will be asked if you are sure you want to delete this record. 

o This is your last chance. If you click the Delete button the record will be deleted and 
cannot be recovered.  

• If you are sure you want to delete the record, then click on Delete or press Enter. 
 
  



UNPAID BILL 
Unpaid Bills are added to a Contract. You can have many Unpaid bills per contract.  
 

ADD UNPAID BILL 
 
The first thing you need to do is search for the contract you will be working with.  
 

• Enter e2h07 into the search text box and press enter. 
• This will result in the following view. 

 

• Select the link under the Const Unpaid Bills. 
• Select Add Unpaid Bill link. 

• Select the Project ID from the drop down. 
• Select Against Prime. 

o By selecting this 
check box the 
system populates 
both the vendor ID 
and Vendor Name 
fields.  

o  Note: Both vendor 
fields are locked for 
editing. If you want to change this information you will need to un-check the box. 

o The SSN Used check box is used to determine if the Vendor Id entered into the system is 
a Social Security Number. If so check the box. If the box is checked read only users will 
not see the vendor id. (This includes all reports). 

• Enter the amount. Oh let’s say $3500.00 
• Enter the Date received. 08/12/2012. The system will not let you enter a date in the future. If you 

do and try to save the record the system will be give you an error. 
• The Making Claim DBE check box is used to determine if the contractor making the claim is a 

DBE or not. This is used to determine if additional contacts on added to the email distribution list. 
• The Comments field can be used to record additional details you feel maybe useful. 

  



• Vendor ID – Making Claim. You can start entering an id number and the system will provide you 
with possible matches found in the vendor table. If you select one of the items from the list the 
system will fill in the Vendor ID and Name for you. This is the case for both the Id and Name 
fields. 

 
o If you select an item 

from the list while 
entering the ID. The 
system will lock the 
Vendor Name for 
editing. If you select 
an item from the list 
while entering the 
Name. The system 
will lock the Vendor 
Id for editing. 

 This is done to reduce the case where the Id and Name are not correct. 
o If at all possible select an item from the list. This will help ensure the Vendor ID and 

Name is always correct. 
• Click on Create or press enter. 

 
Note: The system sets the Status to Unresolved by default.  
 

EDIT UNPAID BILL 
 
The first thing you need to do is search for the contract you will be working with.  
 

• Enter e2h07 into the search text box and press enter. 
• This will result in the following view. 

 

• Select the link under the Const Unpaid Bills. 

• Select the Edit Icon.  
• Make the changes you need to make. The page works the same has the Create page. 
• Once you have made the changes Select Update. 

 
  



DELETE UNPAID BILL 
 
The first thing you need to do is search for the contract you will be working with.  
 

• Enter e2h07 into the search text box and press enter. 
• This will result in the following view. 

 

• Select the link under the Const Unpaid Bills. 

• Select the Delete Icon.  

o Note: If the Delete Icon   is not available, this means we still have a Status record 
associated to the Unpaid Bill record. We must delete all status records first. See Deleting 
Status. 

• You will be given one last chance to change your mind about deleting the record.  
• If you’re sure then Select Delete. 

 

 
  



STATUS 
 
The system currently allows three statuses. Resolved, Unresolved (Default), and Good Cause. When you 
add an unpaid bill claim the system will add a status of Unresolved. You can delete this status but can 
change it. You can edit the remark if you like. 

Edit Status 
 
The first thing you need to do is search for the contract you will be working with.  
 

• Enter e2h07 into the search text box and press enter. 
• This will result in the following view. 

 

• Select the link under the Const Unpaid Bills. 
• Select the link under Status column. For this example the link is Unresolved. 

• Select the Edit Icon.  
• You will notice the only items you can edit are the Status Date and remark. For this example let’s 

change the remark. 
• Enter ‘Contractor is no good’ for remark. 
• Select Update. 

 
  



Add Status 
 
The first thing you need to do is search for the contract you will be working with.  
 

• Enter e2h07 into the search text box and press enter. 
• This will result in the following view. 

 

• Select the link under the Const Unpaid Bills. 
• Select the link under Status column. For this example the link is Unresolved. 

• Select Add Status link.  
• Select Status ID from the Drop Options 

o Notice that you only have two to choose 
from. Resolved and Good Cause. Since 
the system added Unresolved by default 
you only have two other options. 

• For this example choose Resolved 
• Enter ‘Contractor has met all requirements issue is 

resolved.’ For remark. 
• Select Create 
• You were returned to the previous screen where you can see the added status. 

o Notice: The option to delete the statuses is not available. The record has been locked. 
This occurs once a resolved status has been added.  

 If you find a need to change the status on this Unpaid Bill Claim you will need to 
Contact central office and request the record to be unlocked. 

 
 

  



Delete Status 
 
The first thing you need to do is search for the contract you will be working with.  
 

• Enter e2h07 into the search text box and press enter. 
• This will result in the following view. 

 

• Select the link under the Const Unpaid Bills. 
• Select the link under Status column. For this example the link is Unresolved. 

  



ADMINISTRATION 
 
The administration page allows the admin to manage the Security groups, and Status Types. 
 

SECURITY GROUPS 
 
Security groups are broken into two categories Construction and Maintenance. If a user will manage both 
construction and maintenance contracts you should enter them into both security groups. 
 

Add User 
 

• Select Manage Security Groups on the Admin page. 
• Select the appropriate Role. 

o Construction Role will be used for this 
example 

• Select Create New. 
• Select Role Id from Drop Down.  

o You have two options 
 Admin 
 District 

• Enter a Description, User ID, 
Last Name, and First Name. 

• Select Create. 
 

Delete User 
 

• Select the Delete Icon  for the user you would like to delete. 
o You will be given one more chance to change your mind. 

• Select Delete. 
 

Edit User 
 

• Select the Edit Icon  for the user you would like to edit. 
o Make the changes needed. 

• Select Update. 
 
  



STATUS TYPES 
 
Currently there are three status types Resolved, Un-Resolved, and Good Cause.  You cannot delete a 
status type but you can change the description and/or deactivate the status type. If you deactivate a 
status type the system will no longer allow you to choose that status type when adding a new status type. 
The status type of Un-Resolved is used by the system as the default and therefore cannot be 
deactivated. 
 

Add Status Type 
 
Notice: Once you add a status type it cannot be deleted. So make sure you need this. If you add one by 
mistake you can deactivate the status to prevent its use. 
 

• From the admin Section select Manage Status Types. 
• Select Create New. 
• Provide Item Id. It must be 4 characters long. 
• Enter Description. This what the users will see on the reports. 
• Select Create. 

 

Edit Status Type 
 

• From the admin Section select Manage Status Types. 

• Select the Edit Icon for the status type you would like to edit. 
o Make the changes needed. 

 Note: you can only change the Description and the Activate status. 
• Select Update. 
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