1 Yearly Update List

The Yearly Update List is produced by the 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 FAC’s.
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1.1 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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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



1.1.1 Publishing and Un-publishing Projects

1.1.1.1 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When the list is generated all of the projects have a status of “Unpublished”.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@ Note: If you are unable to publish a project that has a status of “Unpublished” it may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

Once the desired projects have been selected, click the “Publish” button located on the menu bar
(Eigure 2). A confirmation message pops up stating the number of projects to be published. Click
“OK” to continue or cancel to strop.



1.1.1.2 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

1.1.2 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.



1.1.21 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

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
1.1.2.2 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.



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.

1.1.2.3 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.

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
1.1.2.4 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.

Figure 10 Exporting YUL to Excel
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