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Guidelines for revising this document 

This document is prepared using Microsoft Word. The Arial 10 point font is used. Features of 

Word can be used to automatically maintain section numbers, table and figure numbers, and 

fields for information that appears frequently throughout the document. 

In this paragraph, fields are set for the organization name, ORGNAME (for example, Florida 

Department of Transportation), the organization acronym, ORGINIT (for example, FDOT ), and 

the project or product name, PROJ (for example, PSEE Work Program Update Cycle), project 

initials, PROJINIT (in this case, Appendix 2), and product release, REL (for example 1.0.00). All 

occurrences of these strings in this document should be inserted as fields. These are currently 

set to Florida Department of Transportation, (FDOT ), PSEE Work Program Update Cycle 

(Appendix 2) 
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1 Introduction 

1.1 Background 

The PSEE Work Program Update Cycle (Appendix 2) manages the process of submitting 

construction estimates in support of the Work Program Update. It focuses on managing 

changes to estimates in support of the annual Work Program Update Cycle for Phase 52 as well 

as handling the relationships between scope, schedule and Work Program Phase 52 changes. 

1.2 Audience 

This User Guide is intended for FDOT personnel who are users and administrators of the 

Appendix 2. This Guide assumes that the user is familiar with the business rules, process and 

documents involved with the Appendix 2.  

It assumes that the user is familiar with the basic operation of desktop/laptop computer 

equipment including powering on and off, using the keyboard and mouse, establishing a 

session, navigating Microsoft  Windows1 and browsing the Internet. Instruction in these areas 

is not in the scope of this guide. 

When the guide refers to tapping on a button or link, you should tap on the screen unless 

otherwise indicated. 

This document contains hyperlinks to allow easy navigation to topics and references. Click any 

items formatted with underline and blue text to jump to the referenced location. 

 

1 Microsoft, Windows, Excel, and Internet Explorer are registered trademarks of Microsoft Corporation 
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2 Yearly Update List 

The Yearly Update List is produced by the District Estimates Office and is used to produce a list of 

projects that require an update in the FM system.  To produce this list, users must have rights to the 

module.  Rights are given by the District PSEE Administrators or the Functional Application Coordinators.  

 

Figure 1 PSEE Top Link Menu 

2.1 Generating the Yearly Update List 

Only the users with access to the Yearly Update List (YUL) module will be able to see the 

Yearly Update List tab. The list is generated based on built in logic. Please see Appendix 2 for 

the Yearly Update List logic.  

To generate the list follow the steps below. 

1. Click the “Yearly Update List” tab.  The default year will be the next fiscal year. 

2. Click the “Generate Yearly Estimate Update List” button 

3. Enter a default Due Date (a default date is required but can be changed later). 

4. Verify the Managing District is the correct District and click GO 

The Yearly Update List is generated and all of the projects requiring an update are listed.  The 

list consists of the following columns: 

 Project Number 

 Description 

 Phase 52 Amount 

 Updated Due Date 

 Status 

 Project Manager 

 Work Mix 

 FY of Letting 

 Letting Date 

 Contract Class 
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Yearly Update List menu bar 

 

 

Figure 2 Yearly Update List screen 

Sorting is available by clicking the column heading of any of the columns.  Users can also filter 

by entering a filter criteria and selecting one of the filter options as shown below.  To clear all 

filters, select the “Clear Filters” button located in the Yearly Update List menu bar (Figure 2) 

 

Figure 3 Filtering the Yearly Update List 
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2.1.1 Publishing and Un-publishing Projects 

2.1.1.1 Publishing 

When the list is generated all of the projects have a status of “Unpublished”.  Before projects are 

available for updating in WPUC they must first be published.  To publish a project(s) select it 

from the Yearly Update List. Several projects can be selected at a time by clicking in the square 

next to the project number.  Users can also select all of the projects on the page by selecting 

the square next to the Project number column heading (highlighted below).  At the bottom the 

number of projects selected is displayed. 

Note: If you are unable to publish a project that has a status of “Unpublished” it 

may be that the project has an existing change request that has not been completed. 

 

Figure 4 Publishing projects 
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Once the desired projects have been selected, click the “Publish” button located on the menu 

bar (Figure 2). A confirmation message pops up stating the number of projects to be published.  

Click “OK” to continue or cancel to strop. 

 

2.1.1.2 Unpublishing 

In the same way a project can be published, it can also be unpublished.   

Note: Only projects with a status of “Update Required” can be unpublished.   

To unpublish a project, select the desired project(s) from the list.  Multiple projects can be 

selected here also.  Once the project(s) that will be unpublished have been click the “Unpublish” 

button located on the menu bar. 

 

Figure 5 Unpublishing projects 
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2.1.2 Managing the list 

There are other functions available within the Yearly Update List.  Users can add projects that 

are not on the list as well as remove existing projects.  Another function available is the option to 

update the due date.  This date was set when the list was generated but can be updated on an 

“as needed” basis. 

2.1.2.1 Adding projects 

Users may have the need to add a project to the Yearly Update List that was not automatically 

added when the list was generated.  Projects can be added to the Yearly Update list directly 

from the module.  To add a project select “Add” from the menu bar.  Clicking this button invokes 

the search screen.  From here users can search for the project to be added to the list.   

Select the criteria to search for a specific project.  Once all of the information has been entered, 

click “search”.   

 

Figure 6 Add a project search window 
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A list of projects meeting the selected criteria will be displayed, as shown in Figure 7.  From 

here, select the projects that will be added to the YUL. Enter a new due date and click the “Add 

to Yearly Update Project List” button.  Once it is complete a confirmation message will display 

showing the number of projects that were added to the list. 

 

Figure 7 Add a project search results 

2.1.2.2 Removing projects 

To remove a project from the Yearly Update List select the project(s) from the list that are to be 

removed and click the “Remove” button from the YUL menu bar. 

Note: Only projects with a status of “Unpublished” can be removed.   

A warning message will pop up where users can click “OK” to confirm and remove the project or 

“Cancel” to void the transaction and keep the project on the list. 
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Figure 8 Remove project from YUL 

 

Once “OK” is clicked, a confirmation box will pop up 

notifying the user that the project was removed from 

the list.  It also confirms the fiscal year for which it was 

removed as well as the district. 

 

 

2.1.2.3 Updating the due date 

Before projects are published, project due dates can be updated as needed.  Due dates can be 

updated for one or more projects.  Using the filter/sorting options users can narrow down the 

project list and select the projects that need updating.  

To update the due date, select the project(s) from the list.  Like adding and removing, multiple 

projects can be selected at once.  After selecting the projects from the list, select the “Update 

Due Date” button from the YUL menu bar.   

A pop up will appear letting users know that the 

due date will be changed for the selected 

number of projects.  Click “OK” to proceed or 

“Cancel” to stop the command. 
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When “OK” is selected, a second box will appear where a new due date can be entered.  The 

date can be either manually entered or selected from the calendar by clicking the calendar icon.  

Once the desired date is entered click “OK” to complete the process.  Clicking cancel will stop 

the process and the project’s due date will stay the same as it was. 

  

Figure 9 Updating a project due date 

2.1.2.4 Exporting to Excel 

The Yearly Update list can be exported to Excel.  To export the list click the “Export Excel” 

button.  A prompt will pop up asking to save or open the file.  Select “save as” and select a 

location to save the file. Once the export is complete, the list can be opened in Excel. 
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Figure 10 Exporting YUL to Excel 
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3 Getting Started in WPUC 

3.1 WPUC Project List 

The Project Manager is responsible for updating their projects yearly. It is possible that nothing 

has changed on a project and it just needs a yearly update. However, the Project Managers 

should carefully review their projects for needed scope or critical schedule changes.  Click the 

WPUC Project List tab to access the projects that require a yearly update. 

 

The list of projects requiring an update is displayed.  The list consist of the following columns: 

 Project number- displays the FM number. 

 Project description- displays the PSEE project description. 

 Work Mix- Displays the work mix type. 

 Fiscal year of letting- Displays the fiscal year of letting. 

 Phase 52 amount- displays the current amount of the Phase 52. 

 Update due date- display’s when the update is due. 

 Reviewer- displays the current reviewer (whose court the package is in). 

 Status- displays the status of the review. 

 Step- displays in which step of the workflow the package is currently in. 

 Project Manager- displays the project manager’s name. 

 Last update- displays when the change request package was last updated 

 Letting dated- displays the project’s letting date. 

 Created- displays when the change request package was created. 

 Completed- displays when the updated was completed. 

 Federal- displays whether a project is federally funded or not. 

3.1.1 Sorting and filtering 

Sorting is available by clicking the column heading of any of the columns.  Users can also filter 

by entering a filter criteria and selecting one of the filter options as shown below.  For example, 
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to filter by a specific FY of letting, enter the desired year and select “Contains” from the filtering 

options.  This will display all of the projects with that specific letting year. This feature can be 

used in the “Project #” column to search for a specific project as well.  To clear all filters, select 

the “Clear Filters” button located above the project list columns on the right hand side. 

 

Figure 11 Filtering the project list 

The tabs along the top of the project list serve as filters as well.  Clicking on any one of the tabs 

will filter the projects by that specific area. 

 

Figure 12 Project list filtering tabs 

For example, if the Scope tab is selected, only those projects awaiting a Scope approval are 

displayed, as shown below. 

 

Figure 13 Tab filtered view 

Another filtering option available is the list checkboxes located just blow the tabs.  Selecting any 

one of them will filter by that choice.  The three available are: 

 In My Court- Projects requiring an action by the user. 

 My Projects- Projects assigned to the user. 
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 Backup Projects- Projects to which the user has been designated as a backup. 

These boxes can be selected as a combination; 

one or more can be selected at a time as shown 

here. 

3.1.2 Using Shortcut Keys 

WPUC has shortcut keys that may be used to navigate between the different tabs within the 

module using the keyboard.  Shortcut keys are marked with an underscore (_) beneath the 

designated letter. 

To use the shortcut keys, hold down the Alt key and click the desired letter.  For example to get 

to the Estimate tab hold down Alt+T.   

 

3.1.3 General WPUC Screen Information 

There are several other helpful navigational tools and features available in WPUC.  See the list 

below for details. 

 

Figure 14 WPUC Screen 

 

 
Project number and description. This is displayed when a project is selected. 

 
Use to expand the Project List grid when Change Management Window is open. 
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Allows users to customize which columns are 

displayed. Uncheck a column to remove it from the 

grid.  

 
Use the arrows to change the current Fiscal Year. 

 
Clear the filters to reset the Project List columns and clear all filters. 

 
Use the Export to Excel feature to export the Project List to an Excel worksheet. 

 

Expand the items displayed on the grid by clicking the dropdown and selecting a new 

option.  Use the arrows to change pages within the Project list. 
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4 Creating a Change Request Package 

Project Managers, as well as users with the appropriate permission levels, can initiate a change 

request from WPUC.  A submitted change request(s) is considered a package.  A package can 

contain 1 or more change requests.  Change requests can be created from the WPUC Project 

List or from the Project Details screen. 

4.1 Creating a package from WPUC 

To create a change request package from the WPUC Project List, select the project list tab.  A 

list containing all of the projects will be displayed.  (See section 3.1 for more on the WPUC 

project list.) Users can select the “My Projects” checkbox to filter by only the projects belonging 

to them.  Projects with a status of “Update Required” are ready for change request packages.  

4.1.1 Change Management Console (CMC) 

Select a project with a status of “Update Required” from the WPUC Project List. The Change 

Management Console (CMC) is displayed when the project is selected 

Hint: Remember to use the filters to easily find projects with this status. 

From the CMC screen, click “Create Change Request Package”.  This will open up the 

“Changes Proposed” section.  The Change Management Console consists of the following: 

Current Project Information- On the left side is listed all of the current project details.  If there is 

an existing scope of work or any critical dates, the buttons will be active, as shown in Figure 15.  

Clicking on either one of them will bring up the existing scope or critical dates. Current funding is 

also displayed, showing the Phase 52 (PDC) amount as well as the fiscal year.  This data is for 

information purposes and therefore is read only.   

Changes Proposed- On the right side is where information will be entered for the specific 

change request package. 

 Change Package Description- Enter a description for the package.   
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 Impacts- Here is where the user will select which change request will be created.  

Use the radio buttons to make a selection.  Users 

can select multiple impacts and create a change 

request for each.   

Note: A Scope of Work change request MUST include a Phase 52 change request 

as well.   

 

Figure 15 Change Management Console 

4.1.1.1 Phase 52 Change Request 

Select the Phase 52 radio button to create a Phase 52 change request. In the Phase 52 CR 

window users must select a Phase 52 workflow as well as a WPA workflow.  The current Phase 

52 amount as well as the fiscal year is displayed as a reference.  Enter a proposed Phase 52 

amount and fiscal year.  When the proposed funding amount is entered the system will calculate 

the difference and display the change amount.  Vice versa, the change amount can be entered 

and the funding amount will be updated.  

4.1.1.1.1 Phase 52 Workflows 

There are 3 types of workflows associated with a Phase 52 change request.  There is a front 

review, a back review and a normal review.  When a front review workflow is used, the system 

requires a back review.  In order to only conduct one review, administrators can create a 

workflow using the “normal” type.  This type does not require a back review.  It is best practice 

to name the workflows so they are easily identified. 

4.1.1.1.2 WPA Workflows 

In the same way, the system allows for multiple WPA 

Completion workflows.  This is to allow the districts the 

flexibility of creating multiple WPA Completion 

workflows in order to identify state vs. federal projects.   
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Figure 16 Phase 52 CR 

Click the “Add Document” button to add supporting documentation for the Phase 52 estimate.  A 

window will appear, allowing the user to browse for the document to be uploaded.  Once it is 

selected, enter the file name, if different than what is listed, and a short description and click 

“OK” to save it. 

Note: The change request must be saved prior to uploading a document.   

 

At this point the change request can be saved as a draft and be completed at a later time. If 

there are no other change requests that will be part of the package, it can be submitted for 

review. 
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4.1.1.2 Scope of Work change request 

Select the Scope of Work radio button to create a scope change request.  When selected, a 

new window will open up.  If the project has an existing scope, it will display on the left side.  On 

the right side the new scope details will be entered. 

Select the appropriate workflow from the dropdown.  Notice below the workflow is the Workflow 

sequence.  This is a list of all of the reviewers that are part of the approval process for this 

change request.  The reviewers are listed in sequential order. When an AD group is selected for 

the reviewer, users can click the name of the group to display its members. 

Hint: Selecting a workflow will display the name(s) of the reviewer(s). 

Next, select the reason for the CR from the dropdown.  In the “Differences” box enter details on 

what is changing, then, enter a scope summary.  Select the scope elements that are affected; 

multiple elements can be selected.  Notice that when an element is selected, a text box for that 

element appears.  Enter the details in the appropriate textbox for each element selected. 

Existing scope elements can be copied by clicking the “Copy Scope” button on the left side.  

Once the elements have been copied, users can deselect the ones that do not pertain. 

Supporting documents can be added here as well once the request has been saved.  In the 

same way as the Phase 52, select the “Add Document” button to upload a file.  Select the file to 

be uploaded, enter a name and a short description and click ok to complete the upload.   

Click “Save” when done.  If all of the changes have been entered, click “Close” to exit the scope 

window. 

 

Figure 17 Scope of Work CR 
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4.1.1.3 Critical Dates CR 

Select the Schedule radio button to create a critical dates change request.  When selected, a 

new window will open up.  If the project has an existing schedule, it will display on the left side.  

If there is no schedule available, the left side will be empty. On the right side the new schedule 

details will be entered. 

Select the appropriate workflow from the dropdown.  Notice below the workflow is the Workflow 

sequence.  This is a list of all of the reviewers that are part of the approval process for this 

change request.  The reviewers are listed in sequential order. When an AD group is selected for 

the reviewer, users can click the name of the group to display its members. 

 

Next, select the reason for the CR from the dropdown. Enter the new date(s) in the appropriate 

fields.  Dates can be manually entered or selected from the calendar pop up.  Enter a 

description for the change request and click “Save” when complete. If no other changes are 

required, click “Close” to exit the window. 
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Figure 18 Critical Schedule CR 

4.1.2 Updating a workflow 

Users with the appropriate permission level can update/modify workflows on the fly.  Workflows 

can be updated/modified when creating the change request and at any step in the approval 

process as long as the step is not complete.   

To update a workflow while creating a change request, 

the request must first be saved.  Once it is saved the 

“Modify Assignments” button is activated.  Clicking the 

button opens up the modification window, shown below in Figure 19. In the modification window 

users can rearrange the order of reviewers as well as delete or add a reviewer.   

To rearrange the order of reviewers select the desired reviewer and use the up/down arrows 

located to the right of the reviewers list.  To delete a reviewer, select their name and click the X 

to the right of the reviewers list. 

New reviewers can be added as well.  To add a reviewer select the type from the dropdown; the 

options are an individual reviewer or manager assigned.  Next select whether a specific user will 

be assigned or instead an AD group.  Type the reviewer name and select it from the list and 

click “Add Step”.  Click “Save Changes” once all changes are complete. 
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4.1.2.1 Updating from the Project List 

Workflows can also be modified from the 

WPUC Project List as well.  To update from 

the list, select the desired project from the 

list.  From the Workflows section of the 

page, select the request type that will be 

updated.    Proceed with updating the workflow as stated above in Section 4.1.2. 

 

 

Figure 19 Modifying a workflow 

4.1.3 Submitting a CR Package 

Once all of the necessary change requests have been created, the package is ready or 

submission. Click the “Submit” button to complete.  A confirmation is displayed; click “Ok” to 

commit or cancel to continue working on the package. 
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Figure 20 Submitting the CR Package 

Once “Ok” is selected, the package is 

submitted for review and a confirmation 

message is displayed.  

At this point notification emails are sent to 

the appropriate reviewers. 

 

4.2 Creating a package from PSEE Project Details 

WPUC Change Requests can also be created from the PSEE project details screen.  Project 

Managers can view all submitted change requests as well as create new ones. 

4.2.1 Adding the CR modules 

To get started, select a project from the dashboard.  From Project Details, click the Module 

Menu tab to expand it. 
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The Module Menu will open up allowing the user to select which modules to display in the 

project details screen.  To view the WPUC change requests select Critical Schedule, Scope or 

Phase 52.  Once selected, details for each of the types of change requests become available.  

 



CREATING A CHANGE REQUEST PACKAGE 

4-14 PSEE WORK PROGRAM UPDATE CYCLE USER GUIDE  

4.2.2 Viewing historical change requests 

The past change requests are all available for viewing in PSEE. Once the modules stated above 

have been added, the details for each of the types of requests is listed.  In the example below 

there have been two submitted scope change requests.  Details such as the created date, 

approved date, status and descriptions are available.   

 

Figure 21 Scope CR history 

Click the “View” link to expand the selection and view more details.  Users can also click the 

“View in WPUC” link to view the actual change request package. When selected, a new window 

will open up displaying only that package record in WPUC and that specific change request.  

 

Figure 22 Historical change request details 
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Once the user is done viewing the details of the change request they can click close to exit the 

window.  They will still be in the WPUC single package view, meaning they will be in the WPUC 

Project List but ONLY the selected project is displayed and the rest of the WPUC grid is 

unavailable.  Click close to return to the PSEE Project tab. 

 

Figure 23 WPUC single package mode 

4.2.3 Creating a change request 

Along with viewing historical data, users can create new change requests from the same 

screen.  Within each of the change requests modules there is a link for creating new requests. 
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Figure 24 Creating a new CR from PSEE 

Click the appropriate link to add a new change request. When selected, the WPUC Single 

Package view is invoked.  This means a new window will open up and only the selected project 

is listed.  When a new scope or critical schedule change request is selected, the window will 

open directly to the appropriate request. 

Enter in the details for the change request and click save and close when complete.  Once the 

CR window is closed the screen is still in the WPUC Single Package view.  From here a Phase 

52 request can be added or the package can be submitted as is.  Once the package is 

submitted, the view changes to the project list but only the selected project is displayed.  

Clicking close closes the WPUC Single Package window and the user returns to the project. 
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5 Review Process 

Once a package has been submitted, it is ready for review.  Each reviewer(s) will receive an 

email notifying them that a package has been submitted and is awaiting their review. 

Reviews happen in sequential order.  The prior review must be completed before the next 

review can happen. 

 

5.1 Reviewing a Change Request 

To begin reviewing a package go to the WPUC Project List.  The list displays all of the projects 

awaiting a yearly update.  Projects with a status of “In Review” are ready for the review process.  

Users can use the filters available to easily find projects assigned to them, (i.e., the “In my 

Court” checkbox, filter by status, etc.).  

5.1.1 Manager assigned vs. self-assigned 

While there are projects that may be directly assigned to a reviewer, there are also projects that 

are assigned to an Active Directory group or to a manager that will then assign them to a team 

member. These projects will have a status of “Pending Assignment” 

5.1.1.1 Manager assigned reviews 

For manager assigned reviews, the designated 

manager will be able to select from a dropdown of 

people.  This dropdown is populated by the different 

Active Directory groups that have already been 

established. The manager clicks on the dropdown and 

selects a reviewer from the list.  They will get a 

confirmation message asking if they are sure they 

want to assin the package.  Once they click “OK” they 

get a final confirmation that the package has been assigned.   

Scope Estimate Schedule
Work 

Program
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Managers also have the option to unassign a previously assigned reviewer. To unassign a 

package, they can click the dropdown again and select “Unassigned”.  They will receive a 

message asking them to confirm.  Once they click “OK” the project becomes available and can 

be assigned to a new reviewer. 

 

5.1.1.2 Self-assigned reviews 

Self-assigned reviews means that any 

member of the designated Active Directory 

group can “claim” that package and begin 

working on it.  To claim a package for 

review, the reviewer can click the 

dropdown and select their own name from 

the list.  They will see only their name in 

the list.  Once they have selected their 

name they will receive a confirmation asking if they are 

sure they want to claim it. Once they click “OK” the claim 

is done and that package is now theirs to be reviewed. 
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5.1.2 Scope Review 

From the WPUC Project List, users can select the “in my court” checkbox. This will only display 

projects assigned to them. 

Hint: Users can also use the tabs along the top to filter by type.  

1. To begin, select the project from the list.   Once selected the Change Management Console 

is displayed.   

2. In the “Proposed Changes” section, click the “SOW Change Request” button, (shown below 

in Figure 25), to view the proposed changes.   

 

Figure 25 Scope of Work CR Approval 

This opens the SOW CR for review.  This is read only and no changes can be made to the 

request.  Once it has been reviewed, click close to exit the window. 
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Figure 26 SOW Window 

3. Once the scope has been reviewed it can be approved, rejected, restarted or users can 

request clarification. (Restarted and request for clarification will be further explained in the 

following sections.). Click the appropriate button to complete the review. 

4. A new window will pop up where notes can be entered.  Enter any comments regarding the 

change request here. 

 

5. Once it has been approved, the next person in the process will receive an email notifying 

them that the project is awaiting their review.  The project manager will receive an FYI email 

as well.  If it is rejected, the PM will receive an email notifying them that their request has 

been rejected and the reason why. 
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5.1.3 Phase 52 (Estimate) Review 

1. To begin, select the project from the list.   Once selected the Change Management Console 

is displayed.   

2. In the “Proposed Changes” section, select the “Phase 52 Change Request” to view the 

request. Fields highlighted in green display the changes that were submitted.  Unlike the 

other change requests where everything is “read only”, the reviewer here CAN: 

a) Update the Phase 52 amount and  the Fiscal Year 
b) Upload a document.   
c) Use the “Save” button to enter/change data, save it and return to it at a later 

date. 

 

3. Once the estimate has been reviewed/updated it can be approved, rejected, restarted or 

users can request clarification. (Restarted and request for clarification will be further 

explained in the following sections.). Click the appropriate button to complete the review. 

4. A new window will pop up where notes can be entered.  Enter any comments regarding the 

change request here. 
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5. Once it has been approved, the next person in the process will receive an email notifying 

them that the project is awaiting their review.  The project manager will receive an FYI email 

as well.  If it is rejected, the PM will receive an email notifying them that their request has 

been rejected and the reason why. 

 

Figure 27 Phase 52 (Estimate) CR Approval 

5.1.4 Critical Dates (Schedule) Review 

1. To begin, select the project from the list.   Once selected the Change Management Console 

is displayed.   
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2. In the “Proposed Changes” section, click the “Critical Dates Change Request” button, 

(shown below in Figure 28), to view the proposed changes.   

 

Figure 28 Critical Dates CR Approval 

This opens the Critical Dates CR for review.  This is read only and no changes can be made to 

the request.  Once it has been reviewed, click close to exit the window. 

 

Figure 29 Critical Schedule window 

3. Once the critical dates CR has been reviewed it can be approved, rejected, restarted or 

users can request clarification. (Restarted and request for clarification will be further 

explained in the following sections.). Click the appropriate button to complete the review. 
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4. A new window will pop up where notes can be entered.  Enter any comments regarding the 

change request here. 

 

5. Once it has been approved, the next person in the process will receive an email notifying 

them that the project is awaiting their review.  The project manager will receive an FYI email 

as well.  If it is rejected, the PM will receive an email notifying them that their request has 

been rejected and the reason why. 

5.1.5 WPA Complete Review 

1. To begin, select the project from the list.   Once selected the Change Management Console 

is displayed.   

 

Figure 30 WPA Completion  
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2. This is the final step in the process. The reviewer here has different options.  To finalize the 

package select “Complete”.  There is also an option to place the package on hold. Placing a 

package on hold allows the user to finish reviewing the package and not enter it in the Work 

Program system. When the request is placed on hold, users can enter a reminder date in 

addition to notes.  When a date is entered it is displayed on the project list.  If the date is in 

the future and the status changes (approved/denied), the date is then removed.  The 

reviewer will receive a notification containing a list of the current packages that have a WPA 

hold with an expired date. The package will remain on hold until the reviewer that placed it 

on hold either completes it, rejects it or restarts it. 

 

3. Once the WPA has been reviewed, the user selects “Complete” to finalize the package. 

4. A new window will pop up where notes can be entered.  Enter any comments regarding the 

change request here. 
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5. Once it has been completed, the project manager will receive an FYI email letting them 

know that the package has been completed and is ready for the Work Program system.  If it 

is rejected or placed on hold, the PM will receive an email notifying them that their request 

has been rejected/placed on hold and the reason why. 

5.2 Requesting clarification 

Reviewers can request clarification from a project manager prior to approving the change 

request.  Request for clarification is a dialogue between the reviewer and the originator.  All 

notes entered are entered and recorded as part of the change request.  The request must be 

done prior to approving/rejecting.   

To request clarification click the “Clarify” button. A notes window pops up where the user can 

enter their question.   

 

Figure 31 request clarification 

Once the question/comments have been entered, click OK to send the clarification.  The project 

manager will receive an email notifying them of the clarification request and the status of the 

package will change to “Pending Clarification”. 
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The project manager now goes to the WPUC Project list and opens the project.  They will see a 

button that says “Clarify”.  Clicking the button opens up the comment window. 

 

Figure 32 Responding to a clarification request 

Once the response has been entered the user can click ok to complete the action.  The reviewer 

will receive an email letting them know that the PM has responded to the clarification and the 

package is once again ready for their review.  The status changes back to “In Review”. 
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All of the notes entered during the clarification requests are stored in the system and displayed 

in the CMC. 

 

Figure 33 Clarification notes history 

5.3 Restarting a package 

Reviewers have the option to restart a change request package review.  Restarting the 

package does just that, it sends it back to step one with a status of “Draft”. A package that 
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has been restarted requires that all of the reviewers complete each of their assignments 

again.  A project that has been restarted, however, does not lose any of the history, 

documents or data that had been entered.   

To restart a package, click the “”Restart” button.  A notes window pops up, allowing the user 

to enter notes as to why they are restarting the package. 

 

Figure 34 Restarting a package 

The reviewer receives a warning notifying them 

of the action.  Click “Ok” to restart the package 

or “cancel” to return to the CMM window and 

continue.  Once “Ok” is selected, the package is 

then restarted and will have to be submitted 

again to restart the review process. The project 

manager receives an email notification letting them know their package has been restarted and 

will need to be resubmitted. 
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5.3.1 Resubmitting a restarted package 

Packages that have been restarted will not lose any of the prior entered information.  Notice in 

Figure 35 that the Phase 52 amount and fiscal year and the description entered are still there.  

At this point modifications to the package can be made and submitted for review again. 

Once the necessary updates have been made, click “Submit” to resubmit the package. 

 

Figure 35 Resubmitting a restarted package 

 

5.3.2 Viewing the package history 

Everything that happens to a change request package is recorded in the history.  The history 

displays all of the reviewers, their notes, any clarification requests, and many other details of the 

package.  The history is listed at the bottom of every change request package, below the CMC. 
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Figure 36 Change request package history 

5.3.3 Viewing the workflow sequence 

Users have the ability to see the entire workflow sequence of any package.  Once a project has 

been selected the workflow details become available. 

 

Figure 37 Viewing the workflow sequence 

The active step in the workflow will be displayed in blue.  Any of the boxes that have dark text 

lets the user know that a workflow exists for that area.  If it is grayed out the user quickly knows 

there has no change request of that type submitted as part of the package. 

Clicking through each of the boxes displays the name of each person(s) that is a reviewer.  

Reviewers that have completed their task will be listed in gray, as shown below.  If there are 

multiple reviewers assigned, each one will be listed in sequential order. 
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Figure 38 Workflow sequence details 

From here users can also view the notes entered by other reviewers.  To view the notes, click 

on the name that is listed in gray and the notes entered will pop up, as shown below. The 

comment entered is displayed as well as the date and time it was entered. 

 

Figure 39 Viewing reviewer notes 
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6 Appendix 1: Definitions, acronyms and abbreviations 

 

  

Term Definition 

PSEE Project Suite Enterprise System 

WPUC Work Program Update Cycle 

YUL Yearly Update List 

CMC Change Management Console 

CR Change Request 

SOW Scope of work 
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7 Appendix 2: Yearly Update List logic  

 Fiscal Year = Current Calendar Year +1 

 Include if: 

o Funding occurs in a Fiscal Year GREATER THAN OR EQUAL TO the Fiscal 

Year identified in Fiscal Year Logic 

o Phase Group = 5  Phase Type = 2 (52) 

o Projects in Your Managing District 

o Projects in Your Geographic District 

o WP Status LESS THAN 30  

 Exclude  

o Push Button Contracts 

o Item Status 3 (Dropped/Transferred) 

o Contract Class = 8 

o Program Type = ZZ  

o Fund Codes Beginning with “*” 

o Fund Code = FCO 

 Project Containing NULL Value in PDC 
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