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LIST TRANSMITTALS

From the Home page, select Transmittals from the Records and Funds dropdown
selection and click the Go button.

Right of Way Management System

& R/W Project © Construction Project
Hello DISTRICT 3 TEST USER, Welcome to the RWMS Home Page  Enter tem/Segment Number: |

Enter Parcel Numibsr: [ Lo 4

Select Business Area

General Projects/Parcels Appraisal
|Administrative Messages = | b |Projects = [Appraisals =]
Corresponderice Acguisition Litigation
[All Correspondence =] Wi |Enter Real Estate Offer/Counter Offer x| i Suit 7| &>
Relocation Business Damages Property Management
|Rslo:atinn Claims Zl G |Enter Businsss Offer/Counter Offer =& | Parce! Interest Inventary ftems e
Contracting Records and Funds R/ Cost Estimate
[Contracts ] Create RAW Invoice Transmittal FaLc) [Cost Estimate =&
RWMS People Management Gredte Conrs i Tansmital

Creata Deposit Transmittal

[Role Management pee Tiantri

Warrants
List Payable/Receivable terms Report

ILIS* will 0pen & naw browser window.

FLORIDA DEPARTMENT OF TRANSPORTATION

*Using the "Help” button opens a new browser window.

On the filter page enter the R/W project number and optionally, the parcel number, or
enter the transmittal number and click the Go button. If only the R/W project number is
entered, all r/w transmittals related to that project will be listed. If a R/W project number
and parcel number are added, only those transmittals related to that specific parcel will be
listed.

.
FLOOT
s ot
wtarmanos fpsmen

€ Dropdown Selection

Choose selection ¢riteria:  Type in Selection
R Project: 179471

Parcel: (Optional l_—_

- Or Enter -

Transmittal Numbar: l—

If the transmittal number is entered,
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Select from the following

€ Dropdown Selection

Chi laction criteria:
oose selection criter & Type in Selaction

RIW Project: —
Parcel: {Ogtional) [——
-OrEnter -

Transmittal Number: Poeessr

. . .the user is immediately taken to the View R/W Invoice Transmittal Information
page.

WHOrmEnDS Smm

District - 03 Select d

Project- 2179114 - SR 78 FROM STEEL FIELD ROAD TO WASHINGTON Coto= -

COUNTY LINE Enter Transmitial Number:
Transmittal Number - 2006-6537 D

WV Invoice Transmittal Information

Vendor/Client Number: F396000662001 Approver's Name: UNKNOWN _Seiect l Remove ]
HILLSBOURGUGH COUNTY CLERK OF C
Payee: HILLSBOROUGH COUNTY CLERK OF C1 RWMS Contact Person: BELL, R. DAVID Seiect
Street Address: ACCOUNTING
PO BOX 1110 Federal Ald Project Numhsr:
Chy, State Zip: TAMPA, FLORIDA 33601 Federal Authorization Date:
Send Warrant to Payes:  Yas © No
Flzcal Year W
Status: Created =
Status Data: om0
Vendor Invoice Number: '
Total Amount $ 50,000.00
Special Instructions or =
Information:
=

Update | Go Back 1 Delste

Creste/Add Line ftem ] List Line Rems ]
s s [ History ]

View Printable Transmittal

Navigation Note: When the user has finished viewing or working with the transmittal,
he can enter another transmittal number in the Enter Transmittal Number field and go
directly to a different transmittal.

The List Transmittals page was modified to allow transmittals to be listed by Transmittal
Number (the default) and by Payee Name, in ascending or descending (the default) order.
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Unpaid Transmittals

Right of Way Management System

District - 03 Select ity: Show Transmittals:
Project - 2179471 - SR 77 FROM NORTH BAY/BAILEY BR TO CR IGD to... ~ € Unpaid
2300 Al

Craate RIT | Create CIT J Create Deposit I Freao: i yevl

List Transmittals

Transmitial
Number

|l'.J|LL-I

lnvaice X Statos ¢ lntal
3 LW P
TT Status Date | W Contact A
03707

20031999 BAY COUNTY CLERK OF CIRCUIT CT None Yo Fs;(;" ] /2003 FUSSELL, TERESA §72.00
W Sent to

20032447 WARE OIL & SUPPLY CO INC 02 Ll reo 037132003 FUSSELL, TERESA § 200,000.00
AW Sentto PATTERSON,

2003.2500 BAY COUNTY CLERK OF THE CIRCUIT COURT None o e o0 oarmezony AT $ 96.50
RW Sent to

20032670 MORAN AND TILESTON, P.A. OB e 03492003 FUSSELL, TERESA  §8,870.00

20032677 MORAN AND TILESTON, P.A. 0112 :wv Sentto 31192003 FUSSELL, TERESA  §9,081.50
nvoice FSO
AW Sentto PATTERSON,

20032935 EMERALD COAST PROTECTIVE SERVICES, INC Nome | o e o0 o203 PETTE $ 10000

At the top of the page is a radio button for the user to select only Unpaid transmittals or
All transmittals. The default setting is Unpaid. Unpaid R/W Transmittals are those R/'W
Invoice Transmittals and R/W Contract Invoice Transmittals currently being processed
for payment, those R/W Deposit transmittals that are currently in process and those R/'W
Transmittals for which a warrant has been received in the District R/W Office but not yet
delivered to the payee.

All Transmittals

E;ﬁ, Right of Way Management System mm
District- 03 Select d Show Transmittals:
Project - 2179471 - SR 77 FROM NORTH BAY/BAILEY BR TO CR Goto... N, € Unpaid
2300 & Al

Create RIT J Create CIT | Creste Deposit I

) 307S ITTa = e (gt S5 St SR F L8 8 g — i e |
a1 WEIGEL VEASEY APPRAISERS INC 0303 R invoice  Sentto FSO 07032002  KUESTER, KATHY $ 450,00
20032 LEON CO CLERK OF COURT 0308 RWinvolce  Sentto FSO 034372002 KUESTER, KATHY  § 5000000
20034 WEIGEL VEASEY APPRAISERS INC 0301 RW Involce  Sentto FSO 0740372002 KUESTER, KATHY  § 123,300.00
20035 LEON CO CLERK OF COURT None RWinvoica  Approved 0740572002 KUESTER, KATHY $30.00
20036 WEIGEL VEASEY APPRAISERS INC 0302 RW involce  Sentto FSO U7A0372002 KUESTER, KATHY ~ § 100,000.00
20039 LEOK CO CLERK OF COURT 0107 RWinvolce  Created 080172002 KUESTER, KATHY  §51,500.00
20039 A &R SUPPLY INC. None Creditinvoice P Received 0742002 KUESTER, KATHY  $2,060.00

By selecting the All radio button, all transmittals are listed including canceled R/'W
Transmittals and R/W Transmittals for which the warrant has been delivered to the payee
or the warrant was canceled.

NOTE: R/W Deposit Transmittals are shown on the List Transmittals page as “Credit
Invoices”.
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LIST WARRANTS
From the Home page, select Warrants from the Records and Funds dropdown selection

and click the Go button.

lim" ) 3 \ Rignt of Way Management System
Sheraation Syesey
# RMWProject ¢ Construction Project

Hello DISTRICT 3 TEST USER, Welcome to the RWIMS Home Paga  Enter tem/Segment Number: |
Enter Parcel Number: r_ Lec

Select Business Area

General Projects/Parcels Appraisal
|Administrative Massages = | Wb | Projects i o J [Aopraisals ~|vad
Correspondence Acquisition Litigation
W i |Enter Real Estate Offer/Counter Offer =] ¥ Suit - oy
Relocstion Business Damages Property Management
|Relocation Claims =] [Enter Business Ofler’Counter Offer |2 [Parcel Interest Inventory tems s
Contracting Records and Funds RIW Cost Estimate
Contracts | Create RAW Invoice Transmittal =&y [Cost Estimate =] &b
RWMS People Management Grese Cotrct s Taramital

= Create Deposit Transmittal -
[Role Managememt =] 0 Transmitials =0

8" will opan a new broweer window,

The user is taken to a list of warrants for their district.

Warrants Pending Delivery

Select District View Warranis

[DISTRICT 3 - CHIPLEY =] & Pending Delivery
District- 03 € Return Due Wilfun 30 Days

oAl
Enter Warrant Number: @ .
Warrant Hambes | B Project St | Stams tate b

= _ _ Iale
CRCULT COURT 1017484 224691 1106 Picked Up By Custatian 0N2/2005 20057235 1399000 05252005
LEON COUNTY CLERK OF COURT 1131484 2197221 Multiple  Warrant Cantrol Officer 03032005 2005.7264 270000 057292005
LEON COUNTY CLERK OF COURT 1831495 2197224 0125  Wamant Control Offices 0382/2005 20057265 45000000 05797005 |
LEON COUNTY CLERK OF COURT 1031506 2197221 Muliple  Warrant Control Officer 030372005 20057293 106,659.56  DS/29/2005
CUMMINGS. HOBES 4 WALLACE.
TRUSY ACEOINT 1031505 2178954 0191 Mailed Ta Payan 03432005 20057363 1199200  DS/Z9/2005
BOUTIN BROWN REALTY
ADYISOHS, | BOUTIN BROWN 1031507 2178951 o Malled To Payas 32005 2057354 8,09500 DS/23/2005
REALTY ADVISORS, |
PRINCESS HOUSE 123 297221 None  Warmant Cantrol Officer 031172005 20057677 100.00 05032004
ELEROPLATCCOMSULTANTS  g7ps00 29Tz Mone  Wamant Control Officar w201Z008 20057588 111000 D5ASZ005

At the top of the page is a radio button for the user to select warrants Pending Delivery,
Return Due Within 30 Days or All warrants. The default setting is Pending Delivery.
Pending delivery will list those warrants received in the District R/W Office that are in
the status of Warrant Control Officer, Picked Up By Custodian, or Mailed to Payee.
The user can select a warrant from the list by clicking the Payee name. The user will be
taken to the View Warrant Information page.

Warrants may also be located by entering the warrant number in the Enter Warrant
Number box in the upper left hand corner of the page and clicking Go.
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Return Due Within 30 Days

2
o [ = L]
i Right of Way Managemenl System
A eve— .
Sslect District View Wasrants
. [DISTRICT 3 - CHIPLEY -’ € Pending Delivary
Distct- 03 @ Retum Due Within 30 Days
oAl
Enter Wamrant Number: __Gﬂ
st ttal Mgty
ELOBIANA L BROWN ANA
FLORIAMA SAURDERS 1905544 217941 0130 Warrant Control Officer 200317199 25,000.00 D8/ZS2003
SANTA ROSA CLERK 06413859 2204425 Rultple Pickad Up By Custodisn 11122003 200417294 216,15000 020172004
WEMMETH BASS & MANCY f| BASS 0318405 220425 0136 Warrant Control Officar 0106/2004 200417292 2500000 03292004
SANTA ROSA CLERK 0159639 2200425 0102 Picked Up By Custodian 08/17/2004 20058388 309,750.00  1140/2004
L0 v|
Go Back
Top of Page

FLORIDA DEPARTMENT OF TRANSPORTATION
**Using the "Halp" bution opans & new brewser windom.

Return Due Within 30 Days will show all warrants that have expiration dates within the
next 30 days that are in a status of Warrant Control Officer, Picked Up By Custodian
or Mailed to Payee.

To find a specific warrant, the user can enter the number in the field labeled Enter
Warrant Number.

All Warrants
= Salect District View Wamants
) DISTRICT 3 - CHIPLEY -| ¢ Pending Delivery
District- 03 ¢ Retum Due Wilhin 30 Days
& Al
Entar Warrant Numbar: | E] Fan l Nexl

Retn Dy

Warrant Number RV Projert | | | Status Datet Amannt

TIOTHY HEAL DEUERLING & 7R 2479401 0153 Dolivarnd To Payse 02272003

JESSE NEWELL 123783 21T G177 Dolhvared To Payee 032472003 20010 1740000 050472003
PEMSON & PADGETT TRUST 1z 20711 @134 Delivered To Payse 22003 2003424 606200  D5A172003
ACCOUNT

PENSON & PADGETT TRUST

e 1223785 2170471 0601 Delivered To Payee 02107200 2003405 232650 U5A1Z009
TMOTHY NEAL DEUFRLING & 1223800 2173471 @729 Dolivered To Payee 0272672003 20043 3000 05A4/2003
FQLEY TIMBER & LAND CO 1223786 4037891 100 Dlivered To Payes 051972003 2003216 185000 05912009
FISEL. JOE W PATA 1285461 2197401 6113 Deliversd To Payea 021872003 2003187 100924 05132009
FIXEL, JOE WPATA 1205450 2197481 G124 Delivered To Payes 021872003 2003201 2300 0543700

In addition to warrants pending delivery the All warrants will list those warrants that are
in a status of Delivered to Payee and those warrants that have been canceled and are in a
status of Financial Services Office.

To find a specific warrant, the user can enter the number in the field labeled Enter
Warrant Number.
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PRINTING R/'W TRANSMITTALS

Printing R/W Transmittals (All Types—R/W Invoice Transmittals, R/'W Contract
Invoice Transmittals, R“W Deposit Invoice Transmittals)

It is important to note that R/W Invoice Transmittals, R/W Contract Invoice Transmittals
and R/W Deposit Transmittals were all developed to print in landscape orientation.
However, each time the user wants to print a R/W Transmittal they must click on the
View Printable Transmittal button, click on the File button in the tool bar, and select
Print.

Click the Preferences button.
General | Up[ions[

Select Printer- — 5 o .

&
= ===, o= = E
Burns_2524 Burns_252B Burns_2NE90A Burns_2NE90B [ENREEI ]
on dotscop... onDOTSC... ondotscopri... ondotscopr... JSEEINEIEEE |
4 »

Status: Ready I Printtofile Preferences I

Location:
Comment: Find Printer...

Select the Basics tab.
Paper/Quality ﬂ Finishing | Effects | Basics |
|- Print Task Quick Sets: —_—

‘ IType new Quick Set name here = Save | Delete I
- Paper Options — — i
[ Use Different Paper for: | EEs=

Change the orientation from portrait to landscape.
F'apen"E!uaIity] Finishing | Effects Basics '
- Print Task Quick Sets -~ — — i h e

J Type new Quick Set hame here :] Save I Delete

i~ Orientation

| Porrait

%' Landscape

[ Mirror Image

The user will then click the Print button. This will need to be done each time a R/W
Transmittal of any type is to be printed.
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When a warrant is received, the user can click on the Record Warrant button and
proceed to record the warrant for this transmittal. Please see Section 10.7, Receive and
Record Warrants, for further information.

DELETING WARRANTS AND R/W TRANSMITTALS IN A

TERMINAL STATUS

A R/W Transmittal of any type may be deleted until such time as it has progressed to a
status of Sent to FSO, which is a terminal status for the user. The user may not delete
warrants entered into RWMS. The Central Office RWMS Security Administrator has the
authority to delete warrants and R/W Transmittals in a terminal status.

If the user has the "System Data Administrator" security profile granted them on the
"View R/W Invoice Transmittal Information" page, "View Contract Invoice Transmittal
Information" page, and "View Deposit Transmittal Information" page, a "Revert Status"
button will be displayed next to "Status". If the "Revert Status" button is clicked the
status will be reset to the preceding status in history

The following business rules will be enforced:

The "Revert Status” button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSQ" status must be deleted and recreated.

LIST PAYBALE/RECEIVABLE ITEMS REPORT

From the Home page, select List Payable/Receivable Items Report from the Records
and Funds dropdown selection and click the Go button.

The List Payable/Receivable Items Report lists all items currently available for

selection for payment on a R/W Invoice Transmittal and all items currently available for
selection for processing on a R/W Deposit Transmittal.
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Right of Way Management System

Hello DISTRICT 3 TEST USER, Welcome to the RWMS Home Page. & Raw Project © Construction Project

Entar ftermvSegment Number: r—_
::I:::: ;:f::r to the Data Refresh Request d for the Iatest Prods Enter Parcel Number: r— @
General Projects/Parcels Appraisal
[Administrative Messages | ab [Prajects =@ [Appraisals = 4p
Correspondence Acquisition Litigation
W@ [Enter Raat Estate Offar/Counter Offer = L0 Suit =D
Relocation Business Damages Property Management
[Relocation Claims =D [Enter Business Offer/Counter Cffer =] {ich [Parcel Interest Inventory tems x| 2b
Contracting Records and Funds RW Cost Estimate
[Comracts =] dh Create R/W Invoice Transmittal = [Cost Estimate =] b
RWMS People Management Greste Canirct inice Tranemits!

Role Management 'I Mo ]

Transmittals
VWarants

Create Deposit Transmittal =100

List Payable/Receivable Items

Select District:
st 03 [oE e P
[aiwWorkProducts =]
Create RIT | Craate CIT | Craale Deposit ] T o _‘___J
List Payable/Receivable ltems
278641 010 Court Onder 444002 OT Deposit $09,900.00 $69,900,00
1731/2002 Improvements $48,450.00 $48,450.00
7/3172002 Attorney $§2,993.00 $2,993.00
o121 Court Order 73172002 Land $18,900.00 $18,900.00
/1972002 Land $100.00 $100.00
9/112002 Business Damages $7,900.00 $7,900.00
9112002  Attomey $2,000.00 $2,000.00
2160031 0101 Agresment 9/12/2004 Land $185,000.00 $185,000.00
Court Order 10152002  OT Deposit $7.600.00 $7,500.00
6/152005  Land $3,800.00 $3,800.00
6/15/2005 Land $3,600.00 $3,900.00
2184511 0103 Surplus 4110/2002 Sale of Surplus Property $0.00 §.151,100.50 03187
2191581 011 Court Order 11472003  Land $27,500.00 $27,500.00
1142003  Attomey $9,075.00 $9,075.00
2197221 0105 Court Qrder 10/19/2004  Improvements $30,650.00 $30,650.00
0148 Court Order 10/202005  Expert $17,500.00 $17,500.00

This report is used to manage all items with balances remaining to be paid. The report
provides the information by district. The user can review the items on the list then click
the appropriate button--Create RIT, Create CIT or Create Deposit—and go directly to
the transmittal creation page. As an alternative, the user can click on the Work Product to
view the work product detail. From the Work Product, the user can navigate to the
transmittal area and process the payment.
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The dropdown list Work Products allows the user to filter the list by work product by

selecting an item on the list.

s pp—

Oistrict - 03

List Payable/Receivable items

Work
Product

Caiirt Otdar

Project Farcel

2178641

0121 Court Ordar

2180031 0101 Agreemant

Salect District:

|DISTRICT3-CHIPLEY hut

Work Products:

Amoum

OT Deposit

Improvements $48,450.00
Attorney $2,993.00
Land $18,900.00
Land $100.00
Business Damages $7,900.00
Attorney $2,000.00

Land $185,000.00

Balance

$48,450.00
$2,993.00
$16,900.00
$100.00
$2,900.00
$2,000.00
$185,000.00

District- 03

2180031 0101 Agrosment 922001

2197491 0600 Agreement 317/2003

2204423 0104 Agreement 412812005

0106 Agregment 5/24/2004

2205071 o Agreement 2/15/2006

2224691 0157 Agreement 3102003
4062261 0106 Agreement 12/16/2002
12/16/2002

407111 0130 Agreemont 37312003

3731/2003

Select District:

DISTRICT 3-CHIPLEY =
Work Products:

Agreements 'l

Amonnt

Land $185,000.00
Improvements $133,080.36
Attarney $1,402.89
Expert $4,794.00
Fees & Costs $500.00
Land $320,000.00
Improvements $2,000.00
Land $1,750.00
Improvaments $300.00
Land $200.00

Notes regarding work products that appear on the list:
e A work product will not be listed if the related parcel status is Complete.
e The total work product amount is compared to the transmittal line item amounts.
If there is a difference, then the work product is listed (after adjusting for canceled
transmittals and deposit transmittals).

Right of Way Management System User Manuel
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$185,000.00
$133,080.36
$1,402.69
$4,794.00
$500.00
$320,000.00
$2,000.00
$1,750.00
$300.00
$200.00
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CREATE A R/W INVOICE TRANSMITTAL - AGREEMENT

From the Home Page, select Create R/W Invoice Transmittal from the Records and

Funds dropdown selection and click the Go button.

Select Business Area

General ProjectsiParcels

[Administrative Messages = |id |Projects @
Correspondence Acquisition

W @ Eﬂer Real Estate Offer/Counter Offer = |¥egd
Relocation Business Damages

|Relocation Claims j @ | Enter Business Offer/Counter Oﬁer:] LD
Contracting Records and Funds

[Contracts  ~]<d |Create RAW Invoice Transmittal |G
RWMS People Management Creste Contract Invoice Transmittal

Tranamittals
‘Warranis
List Paysble/Receivable tems Report

|Role Management v

Craate Deposit Transmittal s i )

Appraisal
[Appraisals =Juea

Litigation

Suit pa Lo
Property Management

|Parcel Interest Inventory ttems _'_}@
RIW Cost Estimate

Cost Estimate =] L

S* will opan a new browser window.

On the filter page, include the R/W project number, and if applicable, the parcel number

and click the Go button.
Choose selsction criteria © Dropdawn Seiection
& Type in Sslaction
RIW Project: Eﬁ 121
Parcet: (Oiional) |3m
=]

NOTE: All R/W Invoice Transmittals must be associated with a parcel except for
miscellaneous payments. For miscellaneous payments the parcel number is optional.

The “Vendor Invoice Number” on the “View Line Item Information” page allows the
entry of one “Vendor Invoice Number” for each line item included on the transmittal
(CIT or RIT). However, in cases where there are more than one vendor invoice but
multiple line items, the vendor invoice number must be entered for each line item.

The “Vendor Invoice Number” field is required for line items on a CIT and optional for

line items on an RIT.

Right of Way Management System User Manual 10.2-2
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From the “Create R/W Invoice Transmittal for” dropdown box, select the type of
payment being processed: Agreements, Court Order, Relocation Claim, Protective

Rent Agreement, or Miscellaneous.

Intprrakion

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 [US 90)
Parcei - 0301

Create RAW lnvolce Tranamital for: | Agresments

5 120,000.00

Attorney $2,100.00 $2,100.00
(o 0301 Indtial FDOT RE Olfer Fes & Coats $1,200.00 § 1,200.00

Note that the gray box identifies the project and parcel—in this case, parcel 301 on

project 2204121.
From the “Create R/W Invoice Transmittal for” dropdown box select Agreements.

RWMS will then list all the line items that are in a payable status for agreements on that
specific parcel. The detailed information for each line item appearing on this screen
comes from the purchase agreement information that was previously input into RWMS.

Display of Payable Items

Payable items will be displayed if there is a remaining balance on the item, i.e., the full
amount of the item has not been used in another R/W Invoice Transmittal that has not
been cancelled, and there is an agreement or closing on the parcel. Once a parcel has
been progressed to a status of complete, payable items will no longer be displayed.

Select a Line Item to be Paid
From the list of line items available to be paid, select the first line item to be included in
the R/W Invoice Transmittal by selecting its radio button.

Districi - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (+10} TO SR 10 (US 90} |
Parcef - 0301 |
|
CFIII!W Invelca Tranemital for: m J I |
List Payable ltems For Agreements
= Offer Type | Megolation lems Expert Hams |
r 0381 | initisl FDOT RE Offar Land $ 120,000.00 § 120,000.00
(o 0381 Initlal FDOT RE Offer Attormey BRIGHAM, TOBY P. Attorney $2,100.60 $2,100.00 !
[ 0381 inRtial FDOT RE Offer Fees & Costs $ 1,200.60 $ 1,200.00

The user will select the radio button by the payable item for land to create the first line
item to be paid on the R/W Invoice Transmittal.
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Create Invoice Information
> ——— (sl ALY

District- 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 80)
Parcel - 0307 - Open

Create RiW Invoice Transmittal Information

“Vendor/Client Number: 1 | Approver's Name: UNKNOWN i

Payee: RWUIS Contact Porson: URKNOWN __J

Street Address: Federal Ald Project Number: S169001 R

Clty, State Zip: Federal Authorization Dave: 06726/2008 |

*Send Warrant w Payee: € Yes ¥ No

“Fiscal Year: 2008

*Sintus: |Croated =

*Status Dats: |

Vender Involce Number: ' :

Replaces Transmittal Numbar: {
|

* Indicates Required Fields

e | GaBack

The user is taken to the Create R/W Invoice Transmittal Information page. On this page
the user will type in the Vendor ID Number (mandatory) and click the Validate button.
RWMS will check the vendor ID number against FLAIR data and will return the
appropriate Payee Name and Address. If the name and address are correct, the user will
continue with creating the R/W Invoice Transmittal information. NOTE: RWMS
validates against a file from FLAIR that is refreshed nightly. It takes one night from the
time a new vendor is added to FLAIR until the vendor number will validate in RWMS.

In addition to the Vendor ID, the following fields are located on this page:

Send Warrant to Payee (mandatory) — this is a radio button with a choice of either Yes
or No. The default selection for Agreements is No.

Key Point: When a warrant has been related to the transmittal, this button is disabled.
Fiscal Year - (mandatory) - this is the fiscal year for the programmed funds from which
the payment is being made. Typically, this will be the current fiscal year, which is the
default setting.

Status - (mandatory) - there are two available statuses when first creating the R/'W
Invoice Transmittal information. These are: Created and Approved.

Created - the date the R/W Invoice Transmittal is created in RWMS.

Approved - the date the R/W Invoice Transmittal is approved by the DOT R/'W
employee with approval authority.

Status Date - (mandatory) - this is the date the current status is valid.
Vendor Invoice Number - this is the number as supplied on the vendor invoice. This

field would not be used for agreements or court orders. It is optional for relocation
claims, protective rent agreement payments and miscellaneous payments.
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Replaces Transmittal Number — this field is used when the District System Data
Administrator deletes a transmittal that is in a terminal status from RWMS in order to
make data entry corrections. The transmittal number of the original deleted transmittal
must be entered in this field upon recreation.

Approver's Name - (mandatory) - this field becomes mandatory in order to progress the
R/W Invoice Transmittal from Approved to Sent to FSO. All approvers must have been
given the role of Invoice Approver under RWMS People Management. (See Chapter

12, People Management, for additional information.)

RWMS Contact Person - (mandatory) - this is the person responsible for the R‘'W
Invoice Transmittal who will be contacted if there are any questions. The system will
default the name to the current user if that person has been given the role of Invoice
Contact under RWMS People Management. (See Chapter 12, People Management, for
additional information). NOTE: the Invoice Approver and the RWMS Contact
Person may not be the same person.

Federal Aid Project Number - this is a read only field which will display the federal aid
project number, if applicable, from FM.

Federal Aid Authorization Date - this is a read only field which will display the date of
federal authorization, if applicable, from FM.

Righl of Way Management System
District - 03
Promdt . Z2041Z1 - SR 281 AVALON BLVD FROM SR 8 4-101 TO SR 10 (US 90}
Parced - 05! - Open
“Vendor/Cllent Number: F [etem oo Approver's Name: UNNOWN [0 | [Rescs |
Payee: CHANOLER AD ASSOCIATES, INC. “RWMS Contact Person: FUSSELL, TERESA _Sthct
Street Addrees: 11 WEST 23RD. STREET Federal Ald Project Humber: $109 001 R
Chy, Stats 2ip: PANAMA CITY, FLORIDA 32405 Federal Authorization Dete: 612672006
*Send Warant 1o Payee: € Yas F No
*Fiscal Year: 2008
*Status: Created '] .
“Status Date: 62022007
Vendor lnvoice Number: ‘ {
Replaces Transmitial Number:
i
* Indicates Raguired Fiokds |
Continua | Go Back

When data entry is complete on this page, click the Continue button. The user is taken
to the Create Line Item Information page.
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Create Line Item Information

&m:zmm - SR 281 AVALON BLVD FROM SR § (-10) TO SR 10 (US 90}
Parcel - 0301 - Open

Transmittal Number - 2008-2958

Payee - CHANDLER AND ASSOCIATES, NG

Creata {ine lem Information

*Pald To: Parcel imerest Hokder ¥

*Paymeni Type: Land ¥

“Organization Coda: 5533030355 =] “Financial Project: [2641214301 =]
*Line kem Amount $ 120,000.00 ~Expansion Optlon: [RW - sa,su,s117 5]
“Federel Aid Participating: Yas CHo

Holdback Amount: " Yer & No

* indicates Roquired Fields

Ceate | GaBack

Key Point: The Line Item Amount cannot be greater than the remaining balance for the
related work product detail amount. The Line Item Amount can be less than the
remaining balance.

The following fields are mandatory on the Create Line Item Information page:

Paid To — (mandatory) — there are two choices for the user to select from in this
dropdown box, Parcel Interest Holder and Expert. The default setting is Parcel
Interest Holder.

Key Point: An Expert is someone who is working for the property owner, e.g., an
appraiser. The user would select Expert if the property owner has requested that fees be
paid directly to an expert. If a payment is being made to an attorney’s trust fund account
in order for funds to be disbursed, and that payment includes any monies for the property
owner, the user would select the Parcel Interest Holder.

Key Point: Since land payments are never made to an expert, RWMS will generate an
error message if the Paid To field is set to Expert and the Payment Type field is set to
Land. The error message is generic: There are no funds available for this financial
project and organization code.

Districi - 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) 7O SR 10 (US 90)
Parcet - 0301 - Open
Transmittal Number - 2008-2959
Payee - CHANDLER AND ASSOCIATES. NC
There are no Funds avaliable for this Financiel Project and Qrgenization Code.

Create Line tem Information

*Paid To: Enpert

“Paymant Type: l_:l

*Organization Code: 5033030355 | *Finencial Project: [zear21a5m =]
*Line item Amount: s m *Expanalon Opdon: E

*Federal Aid Participating: © Yes " Ho

Holdback Amount: € Yes T No

* indicates Required Fields

... | GoBack

By changing the Paid To field to Parcel Interest Holder the error message will no
longer be displayed.
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District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {I-10) TO SR 10 (US 90)
Parcel - 0301 - Open

Transmittal Number - 2008-2959

Payee - CHANDLER AND ASSOCIATES, INC

Create Line ltzm Information

“Pald To: |leo| Interest Holder .]

*Payment Type: ]Land E

*Organization Cods: [est3030355 =] “Financlat Project 204121431 7]
“Line sm Amount: s 120,000.00 “Expansion Opton: [Rw - 5A.50,5117 =]
*Federat Aid Participating: © Yes € No

Holdback Amount:  Yos @ No

* Indicates Required Fieldn

Create | GoBack :

Payment Type (mandatory) - this is the type of payment being made as selected from
the List Payable Items page.

Organization Code (mandatory) - this is a dropdown box with all the organization
codes valid for right of way payments in the district. Most districts only have one
organization code but some districts and the Turnpike Enterprise have several.

Line Item Amount (mandatory) - this amount is based on the line item selected from
the List Payable Items page. The amount may be changed when necessary, e.g., if a
holdback warrant is needed which requires a separate line item or payment is being made
to different parties which require separate r/w transmittals.

Key Point: If the full amount of the line item is not used in generating the r/w
transmittal, the balance of the line item will be displayed on the List Payable Items page
for use in creating a new line item on the same r/w transmittal or a new line item on a
separate t/w transmittal.

Federal Aid Participating (mandatory) - two radio buttons are provided with the
choices of Yes and No. The default selection is Yes. The No button would only be
selected if this specific line item could never be federally participating.

Holdback Amount — two radio buttons are provided with the choices of Yes and No.
The default selection is No. When creating a transmittal with a holdback warrant, select
Yes and insert the amount of the holdback warrant in the Line Item Amount.

Key Point: When creating line items for the regular warrant on a transmittal that will
also include a holdback warrant, make sure that the button is set to No. Then insert the
amount of the regular warrant. Additionally, on the View Agreement Information for a
transaction with a holdback warrant, the amount of the holdback warrant must be entered
in the Holdback Warrant Amount field.

Financial Project (mandatory) - a dropdown box provides all the available financial
project numbers that are valid for this specific payment, based on data in FM. In most
cases, there will only be one choice. However, if there is more than one sequence
number with authorized funds available for the project and phase, RWMS will provide all
options for the user to make a selection.
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Expansion Option (mandatory) - a dropdown box provides all the available expansion
options and their corresponding fund codes that are valid for this specific payment, based
on data in FM. In most cases, there will only be one choice. However, if there are
multiple fund types authorized for this specific payment that have different expansion
options, RWMS will provide all options for the user to make a selection, as shown in the

following example:

Create Line item Informatian
“Paid To: Parcei interest Holder =
“Payment Type: Land ¥
“Organization Code: 55033030355 7 “Finandial Projact: 22246914301 ~
“Line Hom Amount: $ 120,000.68 *Expansion Option; [Rw-Sis =]
“Federal Ald Participating: € Yes C No TR
Holdback Amount:  Yes G Ho
*Indicstes Required Fislds
Go Back

When the data entry is complete on the Create Line Item Information page, click the
Create button.

View R/W Invoice Transmittal Information

indorsuion
District - 03 Salect Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {I-10) TO SR 10 (US 80) Goto.. =
Parcel - 0301 - Open Enter Tranemiital Humber:
Transmittal Number - 2008-2959 @ |
Yiew R Invoice Traramittad nformation
Vendor/CHent Number: F531348323003 Approver's Name: UNKNOWH _Svect | Rewaio
Payoo: CHANDLER AHD ASSOCIATES, INC. RWMS Contact Person: FUSSELL, TERESA _Seect
Stroet Address; 11 WEST 23RD, STREET Federal Akd Project Humber: S10960 R
Cty, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612672006
Send Warmrant to Payee: ¢ Yes © No
Flscal Year: 2008
Statust Created |
Status Data: 0210212007 |
Vendor Invoice Mumber: 123456
Replaces Transmittal Number: 1
Total Amount $ 120,000.00 1
Special Instructions or Informatlon:  [Parcel 301 |
- |
CreateiAdd Line hem: List Lino Roms | Update | GoPack | Delets |
| thetoy | |
View Printable Tranemital
Last Updated by RWAUSO3 on 1111922007 |

The user is taken to the View R/W Invoice Transmittal Information page. In addition to
the information entered in the Create R/W Invoice Transmittal page, the following fields
are available:

Total Amount - this is a read only field that sums the line items selected for the R/'W
Invoice Transmittal.

Key Point: A R/W Invoice Transmittal status cannot be set to Sent to FSO if the total
transmittal amount is equal to $0.

Special Instructions or Information — this is a comment field that is available for
including special information about or instructions for handling or processing of the
invoice transmittal that will print on the transmittal document.
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Key Point: It is strongly recommended that the user include the related parcel number in
the Special Instructions or Information box.

Key Point: Since almost all payments are coded as federal aid participating regardless of
the actual funding on the project, if a payment is made which is truly non-federal aid
participating, it is recommended that the user put a comment in the Special Instructions

or Information box. For example: “This payment is for testimony regarding noise
damages and is not federal aid participating.”

This page also includes the following buttons:

List Line Items — by clicking this button the user is able to view the list of line items that
have been included on the R/W Invoice Transmittal.

List Line Items

il | Ty Type | WAl At { | ok Vindait
1 Land § 120,000.00 Ho View Agresmen!

Create Line Hem I : Go Back I

The List Line Items page includes the ability to view the related work product. In this
example, the work product would be an agreement.

History — by clicking this button the user is able to view the status history of the invoice
transmittal.

The District System Data Administrators can reset Transmittal Statuses to correct data
entry issues.

The following business rules will be enforced:

The "Revert Status” button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSO" status must be deleted and recreated.

History

STV FLIGITPLYY DU

District - 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 (US 90)
Transmittal Number - 2008-2959

Transmittal History

Created 0210272007

Close Window

L
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Create/Add Line Item — by clicking this button the user is able to create and add another
line item to the R/W Invoice Transmittal.

NOTE: In RWMS, separate line items are created for land, improvements, and cost to
cure/severance damages. Additionally, on an agreement, separate line items can be
created for attorney, business damage, closing costs, expert, fees and costs, and move
costs.

Create/Add Line Item

In this example, there are fees and costs and attorney fees included in the purchase
agreement that will be paid on this R/W Invoice Transmittal. In order to add these
additional line items to the R/W Invoice Transmittal, the user will click the Create/Add
Line Item button on the View R/W Invoice Transmittal Information page.

District - 03
Project - 2204121 - SR 281 AVALON BLYD FROM SR 8 (-10) TO SR 10 (US 90) Goto.. -
Parcel - 0301 - Open Enter Tramsmitial Number:
Transmittal Number - 2008-2959 Lco ] 4
View R/W invoice Transnmiittal Information |
VendoriClient Number: F551848323003 Approvers Name: UNKNOWN _Serct | Rewove |
Payeo: CHANDLER AND ASSOCIATES, INC. RWHS Contact Person: FUSSELL, TERESA _Seed
Stroet Address: 11 WEST 23RD. STREET Federal Ald Project Number: $109 001 R |
City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorlzation Date: 0612672006
Send Warrant to Payse: ¢ Yes  No
Fiscal Year: 2008
Status: Creatod ']
Status Data: fo2ro2rz007 }
Vendor Invoice Number: 123456
Replaces Transmittal Number: *
Total Amount $ 120,000.00 |
Special Instructions or formation: ‘Fxcu 301 |
- O

Croate!Add Lins tom | Listtinofems | update | GofBlack | Delste ] |

View; Printatle Transmittal

The user is taken back to the filter page.

Sete el ligm Bie foltawing

" |
Choose setectien criteria. ;TD;::;‘M Sdc::on
R/W Project: Wm |
Parce}: (Optional) ] |

I ARUR A AEFATYTRAELIT AT TR AGIAAARTATIAL

The filter page will default to the R/W project and parcel for which the R/W Invoice
Transmittal was initially created. However, since one R/W Invoice Transmittal may be
created for payments on different projects and/or parcels, the user has the option to
change the project number and parcel number. The user will then click the Go button
and will be taken back to the List Payable Items page.
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rsinet - 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10) TO SR 10 (US 90} |

Parcet - 0301
|
Add Line em for: Agreements __J _[
List Payable ltems For Agreements |
Neqoniation Itspis | Fupert Name Expett Ty 1 Amount Remitinion Rotance |
c o Initka} FOOT RE Offer Amorniy BRIGHAM, TOBY P. Aorray $ 2,100.00 4 2.100.00
c 0381 Inktial FDOT RE Offer Feea 2 Costa $1,200.00 $1.200.00 |
Go Back

The two remaining items for payment on the purchase agreement appear. The Land item
no longer appears because it is now a line item on the R/W Invoice Transmittal that the

user is in the process of preparing.

Click the radio button of the next item to be included on the R/W Invoice Transmittal.

Urstct - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 (US 90)
Parcel - 0301 -

Transmittal Number - 2008-2959

Payge - CHANDLER AND ASSOCIATES, INC

Create Line tem information

“Paid To: Parce! intsrest Holder |
*Paymem Type: IAmomey -

“Organization Code: lssmmass v “Financiel Project: m

“Line em Amount $ 2,100.00 *Expansion Optlon: [ - SA,50,514T =]

"Federal Aid Participating: @ Yes ¢ No

Holtbeck Amount: € Yes @ No |
* Indicatea Required Fields |

Croste | GoBack | |

The user is again taken to a Create Line Item Information page. NOTE: Once the Paid
To field has been selected for a R/W Invoice Transmittal it cannot be changed since all
line items on a R/W Invoice Transmittal must be payable to the same entity. All other
fields are the same as previously described. Once all selections have been made, the user
will click the Create button.

The “Vendor Invoice Number” on the “View Line Item Information” page. allows the
entry of one “Vendor Invoice Number” for each line item included on the transmittal
(CIT or RIT). However, in cases where there are more than one vendor invoice but
multiple line items. The vendor invoice number must be entered for each line item.

The “Vendor Invoice Number” field is required for line items on a CIT and optional for
line items on an RIT.

View Line Item Information

Dising - 03 Selact 3

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 ¢-10) TO SR 10 (US 90) Goto.. -

Parced - 0301 -

Transmitial Number - 2008-2959 Enter Ti ial Bumber:

Payee - CHANDLER AND ASSOCIATES, INC ""g"‘—-—- o

Line tem - 2

Paid To: Parcel Interest Holder

Payment Type: Anomoy |

Organization Code: 55033030355 Financial Project: 22041214301

Line kem Amount: H] 2,400.00 Expansion Option: W

Fedoral AW Perticipating: @ Yes C No |

Holdback Amount: Yoz @ No {

|

Comments Upaste | GoBack | Delete | |
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If there are additional line items to add to the R/W Invoice Transmittal the user will click
the Create Another button and proceed through the selection process previously
described. As a navigational note, when creating the line items, the user will note at the
upper right hand corner of the View Line Item Information page, the Enter
Transmittal Number field appears. This field allows the user to input a transmittal
number, click Go and be taken directly to the identified transmittal.

Insompon

District - 03 Select A i
Proiect - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90) Golo.. = {
Parcel - 0301 - |
Transmitial Number - 2008-2959 Enter T ial Humber:
Payee - CHANDLER AND ASSOCIATES, INC. ey Irapem . |
fLineltem -3
Paid To: Parcel Interest Holder
Paymemnt Type: Fees & cosis
Organization Code: 55033030355 Financial Project: 2204121430
Ling Hem Amount: $ 1.200.0¢ Expansion Option: RW
Federal Ald Participating: @ Yes " No
Haldhack Amount: € Yes & No
|

Comments Create Ancther Updata ] GoBack | Delete |

T Comman Exat Last Updatod by RAWMUSD3 on 11/18/2007 |

Delete Line Item

A line item may be deleted from a R/W Invoice Transmittal by clicking the Delete button
on the View Line Item Information page. If a line item is deleted, the payable item will
once again be selectable on the List Payable Items page. If there is only one line item on
a R/W Invoice Transmittal and it is deleted, the R/W Invoice Transmittal will be deleted.

Once all line items have been created, the user may view the line items by selecting Line
Item List from the Select Activity dropdown box.

vt B 9
Iberinaion
District - 03 {
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90) {
Paccel - 0301 - - |
Transmitial Numbey - 2008-2959 Transmital E Ktal Number:
Payee - CHANDLER AND ASSOCIATES, NG Tronsmizal List o T |
Line tem - 3 o
Parcol
Farcel List |
Vi Agrowran |
Pald To: Froject List
Payment Type: Foos & costs R Project |
Organization Code: 55033030355 Financial Projact: 22041214301
Line kem Amount: s 1,200.00 Expansion Option: RW
Federat Ald Participating: @ Yes € Mo |
Holdback Amount: € Yos © No |
|
Croaie Ancthe: | Updsle | GoBack | Deletm |
I Comment Exis Last Updated by RWHUSO3 on 1111872007 |
1 AOA PEDATTLIEAT N TOANSBACTATIN |

The user is taken to the List Line Items page.
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Lomnd

District - 03 Select Activity: |
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (i-10) TO SR 10 (US 90) Golo.. 7] Enter Transmital Number: ]
Pacel - 0301 - @

Transmittal Numbes - 2008-2959
Payee - CHANDLER AND ASSOCIATES. INC I

1 Land $120,000.00 NO Vhen Agesovent
1 Attorney $ 2,100.00 wo View Agreement |
] Feas & costs $ 1,200.00 NO View Agreoment

PN Go Back 1

From here the user may look at the details of a particular line item by clicking on the
corresponding line item number. The user may also choose to view the Work Product

from this Baﬁe bz clicking onView AEreement.

Dystnct - 03 Satect Activity:
Fromd - 2204121 - SR 281 AVALON BLYD FROM SR 8 §-10) TO SR 10 {(US 80) Golo. = Evrter Transmital Number:
Parosl - 0301 - — <@

Payment Type nsal Aannt I 1

If satisfied that all line items are correct, the user will choose Transmittal from the
Select Activity dropdown box.

Lestncl - U3
Proecl 2204121 - SR 281 AVALON BLYD FROM SR (10)TO SR 10 U 90 S —
Tranmrvital Nuribis - 2008-2050 ©

List Line ltems

|
|
|
P dype Tl A S P”"ii 0 b | T Wk P I ‘
|

Nunbirer i Wk Eirtet
1 fad NO Yiew Agreement
s Attorney $ 2,100.00 NO View Agreement
3 Féss §.costs $ 1,200.00 HO View Agivement

|

Top of Page

The use will be taken to the View R/W Invoice Transmittal Information page.
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View R/W Invoice Transmittal

District - 03 Salect A
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90} Goto.. hd
Parcel - 0301 - Open Enter Transmittal Number:
Transmétal Number - 2008-2959 @
View RV Invaice Transmittal information
Vendor/Client Number: F591848323003 Approver's Name: UMKNOWHN _Select | Romove l
Payoo: CHANDLER AND ASSOCIATES, INC. RWMS Contact Person: FUSSELL, TERESA _Sekd
Straet Address: 11 WEST 23RD. STREET Fedoral Ald Project Number: 5109001 R
City, State Zip: PANAMA CITY, FLORIDA 32405 Fedoral Authorization Data: 061262006
Send Warrant to Payes: © Yes & No
Flscal Year: lm
Status: Crested =
Status Date: feznizr2007
Vendor Involce Number: fiz345
Replaces Transmittal Number:
Total Amount $ 123,300.00
Special Instructions of Information:  [Parcel 301 |
E-|
Create/Add Line hem | ListLinekems | Update | GsBack | Dokte
nx | History ]
View; Printable Tmamiitil

The user may now select the View Printable Transmittal button.

View Printable Transmittal

STATE OF FIORIDA DEPARTMENT OF TRANSPORTATION Foas s
RIGHT OF WAY INVOICE TRARSHITTAL B4
NEED VARRANT ———
R-W TRANSHITTAL No. 2008-2959 TO CONPTROLLER
: Date:02-02/2007 District Ne. 03 B: I acknovledge that proper procedurss end C: ANOUNT OF WARRAMT(S):
Payable to: CHAWDLER AND ASSOCIATES, INC. policies have been adhered to and that the . 1 $ 123.300.00
IStreet: 11 WEST 23RD. STREET ancunt billed and auhnned for payment is MHo. 28
City: PANAMA CITY trus aad corzect Total $ 123.300.00
State: FLORIDA Zip: 32405 +
Send Warrant(s) to:[ ibove Address Pt Nama:
{ District R/U Manager I Othex. |
|=0a-m:
- — S ————— | -
D: Special Instructions or Informatiomn: E: CONTACT PERSON:
Parcel 301 FUSSELL. TERESA
. COST DISIRIBUTION
VENDOR IDENTIFICATION NUMBER T _FOR COMPTROLLER USE ONLY I SECTION 215.422 STATUTORY REQUIREMENTS |
F591640323003 jmor DATE GOODS OR SERVICES
— e or I RECEIVED | L) |
Auditor's Initisis - || TaTE <0005 OF SERVICES S |
it TRvores weTE | HA |
Ji B ORGOODE EO OBJECT | ANOUNT | INVOICE MUMEER e PROJECT ID ]
il == 55033030355 W 562010 | 120,000 uu| 2008-2959 o 121 | 22041214301
2z 55033030355 A sezu3z | 2 .100.00/ 2008-2959, oz 22041214301
3 55033030355 L8 562039 3008-2555" T 33041214301
I” ORIGINAL - OFFICE OF COMPTROLLER ™ COPY. DISTRICT R-¥ ORIGINATOR ™ COPY. STATE COMPTROLLER
™ COPY, COMPTROLLER - TO BE MAILED WITH VARRAWT I~ COPY, DISTRICT RECORDS AND FUNDS MANAGEMENT I” COFY. SUSPENSE FILE

NOTE: If the R/W Invoice Transmittal is printed at this time the Printed Name of the
person approving the R/W Invoice Transmittal will need to be hand written.

By closing the View Printable Transmittal Page, the user is taken back to the View R/W
Invoice Transmittal page. The following statuses are available:

Approved - the R/W Invoice Transmittal has been approved by the FDOT R/W
employee with approval authority.
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Canceled - the R/W Invoice Transmittal will not be processed. This is a terminal status
and the R/W Invoice Transmittal cannot be modified after this status is selected and the
Update button clicked.

In order to progress the status of the R/W Invoice Transmittal to Approved, first select
the approver’s name by clicking on the Select button by the Approver’s Name field.
This action takes the user to the list of people identified in RWMS with the role of
Invoice Approver (this must be someone other than the RWMS Contact Person).
Select the approver. Then select Approved from the Status drop down box, enter the
status date and click the Update button.

NOTE: If the approver has been selected in RWMS prior to printing the R/W Invoice
Transmittal, their name will print on the R/W Invoice Transmittal in the Printed Name

field.

LASHICE - U3

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 {US 90)
Parcel - 0301 - Open Enter Transmigtal Number:
Transmittal Number - 2008-2959 [ { Go ]
View R/W lnwvoice Transmittaf Information
Vendor/Clisnt Number: F591848323003 Approver's Name: DUNCAN, JOHN A, | ez Remove
Peyee: CHARDLER AND ASSQCIATES, INC. RWHS Contact Person: FUSSELL, TERESA _Seect|
Street Address: 11 WEST 23R, STREET Federal Aid Project Number: 5109001 R
Clty, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612612006
Send Yamant to Payee: € Yes © No
Fiscal Year: 'ﬁ
Santus: Appraved 7] !
Status Date: foz032007 |
|
Vendor invoice Number: 15
Replaces Transmittal Number: ' |
Total Amount $ 423,300.00 |
Spaclal Instructions or information: ’rmq 301 =
) |
Croate/Add Line flem | ListtinoRems | Updae | GoBack | Delete
View Printable Transmittal

On the View Line Item Information page, the Federal Aid Participating Yes/No radio
button is available for edit to the user with the District System Data Administrator
security profile after the related transmittal is placed in a terminal status (Sent to FSO,
etc.).

Delete R/W Invoice Transmittal

A R/W Invoice Transmittal may be deleted until such time as it is in a status of Sent to
FSO. At that point no further changes may be made to the R/W Invoice Transmittal.
Line items must be individually deleted (see Delete Line Item). When the last line item
is deleted, the R/W Invoice Transmittal will be deleted.

From the Approved status, the R/W Invoice Transmittal may be progressed to either
Sent to FSO (Financial Services Office) or Canceled. Both of these are terminal
statuses and the R/W Invoice Transmittal cannot be modified after this status is selected
and the Update button clicked.
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Key Point: When the transmittal status has been set to Sent to FSO, the agreement
detail amounts cannot be changed.

Distact - 03 Sefect Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (I-10) TO SR 10 (US 90} Galo.. _
Parcel - 0301 - Open Entes Transmiital Number: |
Transmittal Number - 2008-2059 I L
View RAY Invaice Transmiftal Information
]
VendorfCliant Number: F531848323003 Approver's Name: DUNCAN, JOHN A, Se=c I P '[ {
Payee: CHANBLER AND ASSOCIATES, INC. RWMS Contact Person: FUSSELL, TERESA _Sies |
Stroet Address: 11 WEST 23RD. STREET Federal Ald Project Number: 5109 601 R |
City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612672006
Send Wamant to Payee: T Yes © No
Flacal Yoar: 2008 \
Statua: Sent to FSO = |
Status Date: 02042007 Il
Vendor Invoice Humber: 123456
Replaces Transmitial Number: !
Total Amount $ 123.300.00 |
Special Instructions or Information:  [Parcel 301 |
4|
Crazta/Add Line Xem l List Lme Rems _[ Updata Go Back Ceolete

Record Wamant | History | {

Vievs Printable Tummmdl

Printing the R/W Invoice Transmittal

Click on the View Printable Transmittal button, click on the File button in the tool bar,
and select Print. (See Section 10.1, R/W Transmittals — General, for additional
information on printing R/W Transmittals.)

From this point, the user can click on the Record Warrant button and proceed to record
the warrant for this payment. (See Section 10.7, Receive and Record Warrants, for
further information on recording warrants.)

CREATE A R/W INVOICE TRANSMITTAL - AGREEMENT WITH
HOLDBACK WARRANT

From the Home Page, select Create R/W Invoice Transmittal from the Records and
Funds dropdown selection and click the Go button. Proceed through the process
previously described for Creating a R/W Invoice Transmittal - Agreement.

EXAMPLE: A purchase agreement includes land ($60,000), improvements ($30,000)
and cost to cure damages ($10,000) for a total of $100,000. The purchase agreement
indicates the need for a holdback warrant in the amount of $8,000. Therefore, two
warrants will be requested on one R/W Invoice Transmittal - one for delivery at closing
for $92,000 and one delivered later for the holdback amount of $8,000.
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Select a Line Item to be Paid

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 4-10) TO SR 10 {US 90}
Parcel - 0302

Create RW Irvolce Tranaminal far: [Agreemerss sl L] ]

List Payable ltems For Agreements

District - 03 l

ot tvpe T eataten e | Dot e | Expent by | Aweart L Remawing atanee |
c 0307 bellal FTOT RE Difer Land $60,000.00 $60,000.00
c 6362 inital FDOT RE Offer Improvements $30,000.00 s000000 |
- 32  iniial FDOT RE Offer Cost to Cure mndjor Sev Dmgs $10,000.00 $10,000.00

GoBack | |

Select the radio button for the line item of land.

Create Invoice Information

3&5:%121 -SR 281 AVALON BLVD FROM SR 8 {i-10} TO SR 10 (LS 90}

Parcel - 0302 - Open |
Create RIW Invoice Transmittal Information {
“Vendor/Client Number: [ [ foos Approver's Name: DUNCAN, JoHN A, [Foea] e | !
Poyoe: CHARDLER AMD ASSOCIATES, INC, “RWMS Contact Person: FUSSELL, TERESA ﬁ_‘ i
Stroet Address: 11 WEST 23RD. STREET Federal Ald Project Number: S109 001 R

City, State 2ip; PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 06/26/2006 j
*Send Warrant to Payea: C Yas & No 1
“Fiscal Yeor: 120_00 |
“Status: ICremed b4 |
*Status Dato: fomanor |
Vendor invoice Number: I ll
Replaces Transmittal Number: I {
* Indicates Requirsd Fields |

Coneoue | GoBack |

Input the information for the line item. Click the Continue button.

Create Line Item Information

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10} TO SR 10 (US 90)
Parcel - 0302 - Open

Transmittal Number - 2008-2960

Payee - CHANDLER AND ASSOCIATES, NG

Create Line #am Information

*Paid To: Parcel Interest Holder v]

“PaymencTyp: [ma 3]

“Organization Code: W *Financial Projact: rﬁ'onT_v_l
“Line hem Amount: s 60,000.00 *Expansion Opdon: [ - 34,530,517 =]
*Federal Ald Participating: & Yes © Mo

Holdback Amount: € Yes © Na

* Incicates Required Fields

Click the Create button. Then add the line item for improvements.

Right of Way Management System User Manual 102-17 12-5-2015



Drstrict - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) TO SR 10 (US 90}
Parcel - 0302 -

Transmttal Number - 2008-2960

Payee - CHANDLER AND ASSQCIATES, INC.

|
Create Line ltern {nformation {
*Paid To: Parcel Interest Holder |

*Peymem Type: ilmprovmm bl |
“Organization Cada: 55033030335 =] *FInancial Project: ZOHT14301 = .I
*Line ke Amount: $ 30,000.00 *Expansion Option: [ - sa.s0.5177 3]

*Federal Ald Participsting: @ Yas C Ho

Holdback Amount: I Yes & No

* Indicates Raquires Fields

Create | Go Back |

Click the Create button. Select the radio button for Cost to Cure and/or Severance
Damages and view the following screen.

v =

Dnstrict - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) TO SR 10 (US 903

Parced - 0302 -

Transmittal Number - 2008-2960

Payee - CHANDLER AND ASSOCIATES, INC |

Create Line ltem Information

“Pald To: Pavcel interest Holder {
“Payment Type: !Coﬂlol:m andior Sev Dmgs vl
*Organization Code: [55033030355 =] *Flnancial Project: 241214301 = l
“Line fem Amount: s 10,000.00 “Expansion Optlon: [RW_sa.su,s117 3] |
“Federal Ald Participating: & You Cho |
Holdback Amount: Yo € do !
* indicates Required Fields

Create Go Back |

This is the line item that will be adjusted for the holdback warrant. The user will
manually change the Line Item Amount from $10,000 to $2,000 (see next screen shot).
This will leave a balance of $8,000, which is the holdback amount.

iormaben

ustrict - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR B {1-10) TO SR 10 (US 90}
Parcel - 0302 -

Transmittal Numbey - 2008-2960

Payee - CHANDLER AND ASSOCIATES, INC

Create Line ltem Information

*Pald To: Parcel Interest Holder

*Payment Type: Coat to Cure and/or Sev Dmgs ~)

“Organizadon Code: 55033030355 =] “Flnancial Projact: 72001214301 ¥

‘Line hem Amount s/ 2.000.00 “Expansion Option: RW - SA,5U,5117 =]

“Federnl Ald Particpating: @ Yes © No .
Holdback Amount:  Yos & No

* Indicates Raquired Fislds

ot

Then click the Create Another button.

District - 03
Project - 2204121 - SR 281 AVALON 8LYD FROM SR 8 (-10) TO SR 10 (US 90)
Paycel - 0302

Aald Line e for: Agresiments
List Payable items For Agreements

Ofter Type [ Hegohation I Expert Ramie | Lxpert Type Amout | Kemamng Balance

e 0322 initial FOOT RE Obfer Cost to Cure andior Suy Omgs
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The List Payable Items page now shows the line item for Cost to Cure and/or Severance
Damages with the remaining balance of $8,000. Select the radio button for this item.

e g Ay
Distnct -

03 |
Project - 2204121 - SR 281 AVALON BLYD FROM SR 8 [-10) TO SR 10 (US 90) I
Parcel - 0302
Transmittal Nuum 2008-2960
Payoe - CHANDLER AND ASSOCIATES, INC I

Creats Line ltem Information |

“Paid To: Fnrocl Interest Holder |
*Payment Type: me Cure andlor Sev Dmg: >

*Organizotion Cade: [E5503030355 =] “Financial Project: [2041212301 =] !
“Line hem Ameount: *Expansion Optfon: m

*Federal Ald Pardcipatng: & Yos  No |
Holdback Amount: Yn  No

* kndicatea Required Fields

gua

On the Create Line Item Infoymation page the user will see the Line Item Amount
that corresponds fto the holdback amount. The user must change the Holdback Amount

radio button to Yes.
Then click the Create button. From the Select Activity dropdown, select Transmittal.

View R/W Invoice Transmittal Information

omston SESE
Distnct - 03 Select Activity:
Project - 2204121 - SR 261 AVALON BLVD FROM SR 8 ¢-10) TO SR 10 {US 90) Sop =
Parcel - 0302 - Open Enter Tranemistat Number: |
Transmittal Number - 2008-2960 [ co |
View R lavoice Transmuttal information
VendoriCBant Number: F391848322003 Approver’s Name: DUNCAN, JOHN A. ﬁ]m |
Payee: CHANDLER AND ASSOCIATES, INC. RWMS Contact Person: FUSSELL, TERESA _Sect |
Strest Address: 11 WEST 23RD. STREET Federal Ald Project Number: S109001 R |
City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612672006
Send Warrant to Payee: € Yes € No |
Flacal Yoar: W |
Status: [Crented 3] |
Status Dats: foarmaroer i
Wendor invoice Number: |
Replaces Transmital Humber: I |
Tote! Amount $100,000.00 |
Special instructions or Information:  [Parcel 302 =]
=
CrestovAdd Linm bem | ListLino Rems | Updats | GoBack | Dekte |

: | History | I

Wigw Prictable Tranemittal

Click the View Printable Transmittal button.
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View Printable Transmittal

_M TRANSMITTAL No. 2008-2960

A: Date:02/02-2007 District No. 03
Payable to: CHANDLER AND ASSOCIATES. INMC.
Street: 11 WEST 23RD. STREET

City: PANAMA CITY

State: FLORIDA Zip: 32405

Send Warrant(s) to: ! Above Address

I District R/¥ Managar [~ Other

D: Special Imstructions or Information:
Parcel 302

VENDOR IDENTIFICATION NUMBER

FORM $75-440:12
WIGHT OF WAY
232

STATE OF FLORIDA DEPARTHENT OF TRANSPORTATION
RIGHT OF WAY INVOICE TRANSMITTAL

NEED VARRANT
TO COMPTROLLER
B: I acknowlodge that proper procedures and [C: AMOUNT OF WARRANT(S):

policies heve heen to and that the Ho, 18 92.000.00
amount billed end submitted for paymeat iz Ho. 28 8,000.00
trus and corract Total $ 100.000.800

DURCAN. JOHN A.

E: CONTACT PERSON:
FUSSELL. TERESA

COST DISTRIBUTION

[ FOR COMPTROLLER USE ONLY _ SECTION 715.422 STATUTORY REQUIRENENTS

F591846323003 o = DATE GOODS OR SERVICES N
ALl oK DT _RECEIVED | !
Auditor's Inmitials DATE G00DS OR SERVICES' | YA {
Auditor 'z Ini | APPROVED |
DATE mvox_g RECEIVED | N/A !
BT | = e TNEE— (€7 E0B -
| ™ e | ORGCODE E0 OBJECT ANOTNT IF INVOICE NUMBER |51 FF FROJECT ID i
1| 55033030355 B 562010 .50.000.00 -.2008-2960 L0121, 22041214300
I " 55093030355 gg B&2010 36. 00060 2008-2560 (o 1% 22641214301
3 §5033030355 | HW 83610 2.000.00{ 2006-2960 io "1 27041214301
T ORIGINAL - OFFICE OF COMFTROLLER ~ coPY. DISTRICT R/¥ ORIGIHATOR I coPY. STATE COMPTROLLER |
™ COPY. COMPTROLLER — T EE MALLED VITH WARRANT I COPY. DISTRICT RECORDS AND FUNDS MANAGEMEWT [~ COPY. SUSFENSE FILE
STATE OF FLORIDA DEFARTEENT OF TRANSPORTATION l
RIGHT OF WAY INVOICE TRAMSMITTAL
R/W TRAMSMITTAL Ho. 2008-2960 |
w | BT ORGCODE E0 OBJECT AKOUNT INVOICE NUNBER 3 = PROJECT ID
I a 55033030355 | we S62010 ~ 8.000.00 2008-2960 el an 22041214301 |

Key Point: In the upper right corner of the invoice, in section C. Amount of Warrant(s),
there are two warrants—No. 1 for $92,000 (for closing) and No. 2 for $8,000 (holdback).
The holdback warrant amount must be entered on the View Real Estate Agreement
Information page when the agreement is created in RWMS. (Please see Chapter 5,

Negotiation, for further information.)

By closing the View Printable Transmittal page, the user is taken back to the View
R/W Invoice Transmittal Information page. If the user clicks the List Line Items
button, the user is taken to the following page showing the four line items on this R‘'W
Invoice Transmittal. The user can see which of the line items are associated with the
regular warrant and the holdback warrant. The user can also go directly to the Work
Product by clicking on View Agreement.

List Line ltems

E e e e e Torat A N 1 Work Froiart
1 Land § 60,000.00 NO View Agreament
2 Improvements $ 30,000.00 NO View Agregment
3 Cost to Cure and/or Sev Dmngs $ 2,000.00 NO Yiew Agreament
i Cost to Cure and/or Sev Dmgs $ 6,000.50 YES View Agreement

Bo Back

Craate Line tem

The user will now return to the View R/W Invoice Transmittal Information page and
proceed through the R/W Invoice Transmittal approval process as previously described.
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CREATE A R/W INVOICE TRANSMITTAL - RELOCATION
CLAIM

From the Home Page, select Create R/W Invoice Transmittal from the Records and
Funds dropdown selection and click the Go button.

Right of Way Managemenl System
Hello DISTRICT 3 TEST USER, Welcome to the RWMS Home Page 2§ YW Projuct 4 Gonwtiuction Fropect |
Enter em/Segment Number [204121 |
Piasme mulsr 1 e Ot Falbash Rogastt derammes by S ltwnt Fraduction refresh Sate Enter Pascel Number W‘ @ |
Genenal Projects/Parcels Appraisal
[Ramnsrraive Wessages =14 [Proects =] Appraisals |
Correspondence Acquisition Litigation
[A Conespondence =] [Enter Real Estate OfferCounter Offer =| <id ErE
Relocation Business Damages Property Management {
[Foocaton G Z]2 [Ertor Businsss OfiCouier Ofr <] () [Forcel tacest ovenary Roms =] !
Contracting Records and Funds RW Cost Estimats
[Contracts 3]G [Create RW Imoice Tracsmittal NP [CostEstimate =l |
RWMS People Managoment Reporting |
30 e —
FLORIDA DEPARTMENT OF TRANSPORTATION !

On the filter page, include the R/W project number and parcel number and click the Go
button.

Right of Way Management System

rom the folliowing

Chosse selaction criteria. ;;’;‘:’:‘“ S"';"" |
R/W Project: 2264421 |
Parcel: (Optional) fozer {

EI ANhA RENANTSICAT AE THANCRNOTATIAG

NOTE: All R/W Invoice Transmittals must be associated with a parcel except for
miscellaneous payments. For miscellaneous payments, the parcel number is optional.

From the “Create R/W Invoice Transmittal for” dropdown box, select the type of

payment being processed: Agreements, Court Order, Relocation Claim, Protective
Rent Agreement, or Miscellaneous.
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B — e = = e ]

District - 03
Project - 2204121 - SR 284 AVALON BLVD FROM SR 8 (+10) TO SR 10 (US 90}

Parcel - 0301

Cruats AW Invoice T inal for: [Bgreemants ‘:]

ist Payable ltems For Agreer
Pareel |

Fxprrt Nanwe:

currently no ?lyahh I';npio éﬂpiny.

Spluct v a o |
There are

Note that the gray box identifies the project and parcel - in this case, parcel 301 on R/'W
Project 2204121.

Select Relocation Claim from the “Create R/W Invoice Transmittal for” dropdown box.
RWMS will then list all the line items that are in a payable status for relocation claims on
that specific parcel. The detailed information for each line item appearing on this screen
comes from the relocation claim information that was previously input into RWMS. For
the following example, the user will prepare a R/W Invoice Transmittal for a relocation
claim for a move estimate with payment to be made to the move estimator.

Display of Payable Items

Payable items will be displayed if there is a remaining balance on the item, i.e., the full
amount of the item has not been used in another R/W Invoice Transmittal that has not
been canceled, or the relocation claim is not in a status of claim paid. Once a parcel has
been progressed to a status of complete, payable items will no longer be displayed.

Select a Line Item to be Paid
From the list of line items available to be paid, select the first line item to be included in
the R/W Invoice Transmittal by selecting its radio button.

Lottt

Projedt - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90} |

Parcel - 0301 |
|

Create RV Invoice Tranemitial for: [Relocation Claim vl l ' ]
e - aim Ad

List Payable t=ma For Relocation Claima

ahirys ] v | gy
© 301 SMITH, TIROTHY LEE 8 SANDRA KAY HARPER SMITH & ERNEST A. ARMSTRONG Estimates

The user will select the radio button by the payable item for Estimates to create the line
item on the R/W Invoice Transmittal.
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Create Invoice Information

g:g;g : ggm121 - SR 281 AVALON BLVD FROM SR 8 {10) TO SR 10{US 90)

Parcel - 0301 - Qpen |

|

“Vendor/Client Number: [ '_... Approver's Name: unknown | e |

Payee: RWMS Contact Person: - unkvown [ | |

Street Address: Federal Aid Project Number: S109001 R 1

City, State Zip: Federal Authorization Date: 0672612006 |

*Sand Warrant to Peyee: £ Yoz & No

*Flscal Yoor:

*Status: Creatod -

*Staws Date: r—.—— |

Vendor involce Humbar: e |

Replaces Transmittal Humber: [_—_—‘_ |

* indicates Required Fiekds J
Go Back ¢

The user is taken to the Create R/W Invoice Transmittal Information page. Here the user
will type in the Vendor ID Number (mandatory) and click the Validate button.
RWMS will check the vendor ID number against FLAIR data and will return the
appropriate Payee Name and Address. If the name and address are correct, the user will
continue with creating the invoice transmittal information. NOTE: RWMS validates
against a file from FLAIR that is refreshed nightly. It takes one night from the time a
new vendor is added to FLAIR until the vendor number will validate in RWMS.

In addition to the Vendor ID, the following fields are located on this page:

Send Warrant to Payee (mandatory) — this is a radio button with a choice of either Yes
or No. The default selection for Relocation Claims is No.

Key Point: When a warrant has been related to the transmittal, this button is disabled.

Fiscal Year - (mandatory) - this is the fiscal year for the programmed funds from which
the payment is being made. Typically, this will be the current fiscal year, which is the
default setting.

Status - (mandatory) - there are several available statuses when first creating the R/'W
Invoice Transmittal. These are: Created, Goods and Services Received, Goods and
Services Approved, Vendor Invoice Received and Approved.

Created — (optional) -the date the R/W Invoice Transmittal is created in RWMS, or if
applicable, the date goods and services are requested.

NOTE: The definition for Created is different depending upon what invoice is being
processed and whether the statuses of Vendor Invoice Received, Goods and Services
Received and Goods and Services Approved are applicable. If these statuses are not
applicable, the definition of Created is the date the R/W Invoice Transmittal is created in
RWMS. If these statuses are applicable, the definition of Created is the date goods and
services are requested.
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Key Point: Status dates may not go backwards in time.

Goods and Services Received — (optional) - The requirement for its use is dependent
upon the type of payment being processed. If this status is not selected, N/A will print on
the R/W Invoice Transmittal. However, if the status of Goods and Services Received is
selected, then the statuses of Goods and Services Approved and Vendor Invoice
Received become mandatory. The status date for Goods and Services Received will
print on the R/W Invoice Transmittal.

Goods and Services Approved — (optional) - The requirement for its use is dependent
upon the type of payment being processed. If this status is not selected, N/A will print on
the R/W Invoice Transmittal. However, if the status of Goods and Services Approved
is selected, then the statuses of Goeods and Services Received and Vendor Invoice
Received become mandatory. The status date for Goods and Services Approved will
print on the R/W Invoice Transmittal.

Vendor Invoice Received — (optional) - The requirement for its use is dependent upon
the type of payment being processed. If this status is not selected, N/A will print on the
R/W Invoice Transmittal. However, if the status of Vendor Invoice Received is
selected, then the statuses of Goods and Services Received and Goods and Services
Approved become mandatory. The status date for Vendor Invoice Received will print
on the R/W Invoice transmittal.

Approved — (mandatory) - the R/W Invoice Transmittal has been approved by the
FDOT R/W employee with approval authority.

Status Date - (mandatory) - this is the date the current status is valid.

Vendor Invoice Number - this is the number as supplied on the vendor invoice. This
field would not be used for agreements or court orders. It is optional for relocation
claims, protective rent agreement payments and miscellaneous payments.

Replaces Transmittal Number — this field is used when the District System Data
Administrator deletes a transmittal that is in a terminal status from RWMS in order to
make data entry corrections. The transmittal number of the original deleted transmittal
must be entered in this field upon recreation.

Approver's Name - (mandatory) - this field becomes mandatory in order to progress the
R/W Invoice Transmittal from Approved to Sent to FSO. All approvers must have been
given the role of Inveice Approver under RWMS People Management. (See Chapter
12, People Management, for additional information.)

RWMS Contact Person - (mandatory) - this is the person responsible for the R/'W
Invoice Transmittal who will be contacted if there are any questions. The system will
default the name to the current user if that person has been given the role of Invoice
Contact under RWMS People Management. (See Chapter 12, People Management, for
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additional information.) NOTE: the Invoice Approver and the RWMS Contact
Person may not be the same person.

Federal Aid Project Number - this is a read only field which will display the federal aid
project number, if applicable, from FM.

Federal Aid Authorization Date - this is a read only field which will display the date of
federal authorization, if applicable, from FM.

Projedi - 2204121 - SR 2861 AVALON BLVD FROM SR 8 (1-10) TO SR 10 {US 90)
Parncel - 0301 - Open

Create RiW lnvoice Transawital information

“Vendor/Client Number: F |551M323 |003 Approver’s Neme: UNKNOWN 5;;1 Remcie
Payee: CHANDLER AND ASSOCIATES, INC. *RWH S Contact Porson: PARKER, BETTY _Beect
Street Adcress: 11 WEST 23RD. STREET Faderal Ald Project Humber: S108 001 R

City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0672612006

*Send Werrant to Payee: € Yes & Ho

“Fiscal Your: f2000

“Status; Created |

*Status Date: l

Vendor Invoice Nursber:

Raeplaces Transmitial Number:

* fndicatea Reguired Fields

Continue I Go Back l

When data entry is complete on this page, click the Continue button. The user is taken
to the Create Line Item Information page.

Create Line Item Information

Distnct- 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 81-10) TO SR 10 {us 90}

Parcel - 0301 - Open

Transmittal Number - 2008-2962

Payes - CGHANDLER AND ASSOCIATES, INC |

Create Line Rem Information
*Paid To: |Pl!€i| Intmrast Hofdar -E |

*Paymemt Type: 'M"_";E

“Orgsnization Code: 55033030355 7] “Financial Project: [2200712501 3]
*Line lten Amount: $ 1,500.00 *Expenslon Option: RW. S0z
*Federal Ald Particlpating: # Yes C Ko

* Indicates Reguired Fiolds

[[Crate ] GoBxk

Key Point: The Line tem Amount cannot be greater than the remaining balance for the
related work product detail amount. The Line Item Amount can be less than the
remaining balance.

Key Point: Because certain types of payments included in relocation claims can be made
to either the parcel interest holder or the vendor, RWMS has been programmed with a
dropdown selection of Vendor and Parcel Interest Holder for the user to select. The
default is Parcel Interest Holder. In this example the payment will be made to the
Vendor.

The following fields are mandatory:
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Payment Type (mandatory) - this is the type of payment being made as selected from
the List Payable Items page.

Organization Code (mandatory) - this is a dropdown box with all the organization
codes valid for right of way payments in the district. Most districts only have one
organization code but some districts and the Turnpike Enterprise have several.

Line Item Amount (mandatory) - this amount is based on the line item selected from
the List Payable Items page. The amount may be changed when necessary, e.g., if 2
holdback warrant is needed which requires a separate line item or payment is being made
to different parties which requires separate r/w transmittals.

Key Point: If the full amount of the line item is not used in generating the R/W Invoice
Transmittal, the balance of the line item will be displayed on the List Payable Items page
for use in creating a new line item on the same R/W Invoice Transmittal or a new line
item on a separate R/W Invoice Transmittal.

Federal Aid Participating (mandatory) - two radio buttons are provided with the
choices of Yes and No. The default selection is Yes. The Neo button would only be
selected if this specific line item could never be federally participating.

Financial Project (mandatory) - a dropdown box provides all the available financial
project numbers that are valid for this specific payment, based on data in FM. In most
cases, there will only be one choice. However, if there is more than one sequence
number with authorized funds available for the project and phase, RWMS will provide all
options for the user to make a selection.

Expansion Option (mandatory) - a dropdown box provides all the available expansion
options and their corresponding fund codes that are valid for this specific payment, based
on data in FM. In most cases, there will only be one choice. However, if there are
multiple fund types authorized for this specific payment that have different expansion
options, RWMS will provide all options for the user to make a selection, as shown in the
following example:

Create Line ftem Information
*Paid To: |Pame| Interest Holder "I

*Payment Type: |Land v]
*Organization Code: [s5033030355 = *Financial Praject: 21974814301 )
*Line ltem Amount: $ 5,000.00 *Expansion Option: RC-CIGP,LF +]

“Federal Ald Participating: @ Yes © No

* Indicates Required Fislds

Go Back ]

When the data entry is complete, click the Create button.
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Viees Line iem Information
Pald To: Vendor
Payment Typa: Estimates |
Organization Code: 55033030355 Financlal Project: 22041214501
Line em Amount sl 1.500.00 Expansion Option: RW
Federal Ald Participating: £ Yes C No
Comments Update | Go Back i Delate ]
I commenn Exit Last Updated by RVAUSO3 on 1171872007 |

View R/W Invoice Transmittal Information
| Dnstrict - 03 Selsct

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90) Gol.. _
Parcel - 0301 - Open Enter Transmittsl Number:
Transmittal Number - 2008-2962 ©
View RAY Invoics Tranamittal information
VendorfCilent Humber: F531848323003 Approver's Name: UNKHOV/N _Solect | Remeve
Payee: CHANDLER AND ASSOCIATES, INC. WS Contact Person: PARKER, BETTY _Stect
Street Addram: 11 WEST 23RD. STREET Faderal Ald Profect Humber: 5103001 R
Chty, Stote Zip: PANAMA CITY, FLORIDA 32405 Federsl Authorization Date: 0672672006
Send Warrant to Payee: € Yes F No
Fiscal Year: 2008
Status: Created ¥ l
Statu Date: 0910372007 {
Vendor nvoice Number:
Repiaces Transmittal Number: !
Total Amount $1,500.00 |
Special Instructions or Information: =]
- !
Crastw/Add Line ftam | List Line ks | Update | GoBack j Colate 1
. ]
| Kirtory | {
View Printable Transmittal]

The user is taken to the View R/W Invoice Transmittal Information page. In addition to
the information entered in the Create R/W Invoice Transmittal Information page, the
following fields are available:

Total Amount - this is a read only field which displays the sum of the line items selected
for the R/W Invoice Transmittal.

Key Point: A R/W Invoice Transmittal status cannot be set to Sent to FSO if the Total
Transmittal Amount is equal to $0.

Special Instructions or Information - this is a comment field that is available for
including special information about or instructions for handling or processing of the R/'W
Invoice Transmittal that will print on the R/W Invoice Transmittal document.

Key Point: It is strongly recommended that the user include the related parcel number in
the Special Instructions or Information box

Key Point: Since almost all payments are coded as federal aid participating regardless of
the actual funding on the project, if a payment is made which is truly non federal aid
participating, it is reccommended that the user put a comment in the Special Instructions
or Information box. For example: “This payment is for testimony regarding noise
damages and is not federal aid participating.”

This page also includes the following buttons:
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Create/Add Line Item - by clicking on this button the user is able to create and add
another line item to the R/W Invoice Transmittal.

History - by clicking on this button the user is able to view the status history of the R/'W
Invoice Transmittal. Click the Close Window button to return to the R/W Invoice
Transmittal.

History
Transmittal History
Created 09/03/2007

Close Window |

List Line Items - by clicking on this button the user is able to view the list of line items
that have been included on the R/W Invoice Transmittal. Click the Go Back button to
return to the R/W Invoice Transmittal.

List Line Items

List Line ltems

Humbnr A Tatal Amount

1 Estimates $ 1,500.00
Create Line tem | Go Back ]
Top of Page

By clicking the Line Item Number the user is taken to the View Line Item Information
page.

View Line Item Information

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10) TO SR 18{US 90) |Goto.. =]
Parced - 0301 - Open |
Transmittal Number - 2008-2062 Enster Transmital .
Payee - CHANDLER AND ASSOCIATES, INC. £ Muoter: i
Line kem -1 |
i
Pald To: Vendor

Payment Type: Estimates |
Organization Code: 55033030353 Financlal Project: 22041244501 i
Line ltem Amouat: $ 1,500.00 Expansion Optian: RW

Federn! Ald Participating: @ Yos " No |

Comments Update | GoBack | Deisto
™ comments Exet Last Lipdsted by RVWRISO3 on 111202007,
i

The “Vendor Invoice Number” on the “View Line Item Information” page. allows the
entry of one “Vendor Invoice Number” for each line item included on the transmittal
(CIT or RIT). However, in cases where there are more than one vendor invoice but
multiple line items the vendor invoice number must be entered for each line item.
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The “Vendor Invoice Number” field is required for line items on a CIT and optional for
line items on an RIT.

The District System Data Administrators can now reset Transmittal Statuses to correct
data entry issues.

The following business rules will be enforced:
The "Revert Status" button is not available if the transmittal status = "Sent to FSO".

Transmittals in a "Sent to FSO" status must be deleted and recreated

Delete Line Item

A line item may be deleted from a R/W Invoice Transmittal by clicking the Delete button
on the View Line Item Information page. If a line item is deleted, the payable item will

once again be selectable on the List Payable Items page. If there is only one line item on
a R/W Invoice Transmittal and it is deleted, the R/W Invoice Transmittal will be deleted.

The user may now select the View Printable Transmittal button.

View Printable Transmittal

STATE OF FLORIDA DEPARTMENT OF TRANSPORTATION FORM $75-030-13 |
RIGHT OF WAY INVOICE TRAMSMITTAL P Y
HEED VARRANT
R/W TRANSMITTAL No. 2008-2962 TO COMPTROLLER

A+ Date:09,03,2007 ~  District Ho. 03 ) “"TIB: 1 acknowledge that proper procedures and  Cf

Payable to: CHANDLER AKD ASSOCIATES, INC. lpolicies have been adhered to snd that the  Mo. 1§ 1,500.00
Street: 11 wzsr zz-mn STREET asount billod and eubsitted for payaeat is o, 2 S

City: PANAMA C true and correct Total $ 1.500.00
State: n.onum\ le 32405 .

Send Warrant(s) to:[” Above Address [Pt Yo

I District R/V Kanager [ Othez.

"|E: CONTACT PERSON:

D §pociul _Instrm:ti;s or In!‘omti_on:
PARKER. BETTY

T CoST DISTRIBUTION

“VENDOR IDENTIFICATION WOMBER ] FOR COMPTROLLER USE ONLY SECTION 215.422 STATUTORY REQUIREMENTS I
F501848329003 DATE GOODS OR SERVICES
e HECEIVED | HZA |
DATE GOODS OR SERVICES A
APPROVED _____ | -
DATE INVOICE RECEIVED | N/A
™ | B ORGCODE E0 OBJECT AOUNT | INVOICE NUMBER S FROJECT ID !
] | 1 55033030355 TR 139518 1.500.00] 2608-2962 o 129 22041214501
]
I” ORIGINAL - OFFICE OF COMPTROLLER ™ COP?, DISTRICT R/¥ ORIGINATOR " COPY, STATE COMPTROLLER
L]
|

™ COP¥, COMPTROLLER - TO BE MAILED VITH VARRANT I~ COPY, DISTRICT RECORDS AND FUNDS MANAGEMENT [T COPY, SUSPENSE FILE

NOTE: If the invoice is printed at this time the Printed Name of the person approving
the R/W Invoice Transmittal will need to be hand written.

NOTE: Because the statuses of Goods and Services Received, Goods and Services

Approved and Vendor Invoice Received have not been entered, these fields show as
N/A on the printable R/W Invoice Transmittal.
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By closing the View Printable Transmittal Page, the user is taken back to the View R/'W
Invoice Transmittal page.

Once created, the following statuses as previously described are available: Goods and
Services Received, Goods and Services Approved, Vendor Invoice Received and
Approved. Additionally, the following status is available:

Canceled - the R/W Invoice Transmittal will not be processed. This is a terminal status
and the R/W Invoice Transmittal cannot be modified after this status is selected and the
Update button clicked.

In order to progress the status of the invoice to Approved, first select the approver’s
name by clicking on the Select button by the Approver’s Name field. This action takes
the user to the list of people identified in RWMS with the role of Inveice Approver (this
must be someone other than the RWMS Contact Person). Select the approver. Then
select Approved from the Status drop down box, enter the status date and click the
Update button.

NOTE: If the approver has been selected in RWMS prior to printing the R/W Invoice
Transmittal, their name will print on the R/W Invoice Transmittal in the Printed Name

field.

District - 03 Select Activly:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1:10) TO SR 10 (US 80} Golo... -
Parcei - 0301 - Open Ener Transmirtal Number:
Transmittal Number - 2008-2963 ©
View RAY Invoice Transnyittal information
VendosiClient Number: F591848323003 Approver's Name: UNKNOWN Remove |
Payee: CHANDLER AND ASSOCIATES, INC. RWHS Contact Person: PARKER, BETTY _Soect
Steet Address: 11 WEST 23RD. STREET Federal Ald Project Humber: $109 001 R
Ciy, Stats Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 062612006
Send Waant to Payea: @ Yoz € No
Fiscal Year: '2_0(75.
Status: Created - l {
Status Date: Josiosr2007 :
Vendor Invalca Number: 523 |
Replaces Transmittal Kumber: | !
Total Amount $1,500.00 |
Special Instructions ¢ Information: = =
. |
CreateAddtmelem | Lstimetems | Updata | GoBack | Dewts 3
| amtaey ] :
View Printatie Transtisd
et Hiekbod s TRAR 1613 o 44 AR

Delete R/W Invoice Transmittal

A R/W Invoice Transmittal may be deleted until such time as it is in a status of Sent to
FSO. At that point no further changes may be made to the R/W Invoice Transmittal.
Line items must be individually deleted (see Delete Line Item). When the last line item
is deleted, the R/W Invoice Transmittal will be deleted.

From the Approved status, the R/W Invoice Transmittal may be progressed to either
Sent to FSO (Financial Services Office) or Canceled. Both of these are terminal
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statuses and the R/W Invoice Transmittal cannot be modified after this status is selected
and the Update button clicked.

Key Point: When the transmittal status has been set to Sent to FSO, the Relocation
Clalm Detail Amounts cannot be changed.

Pm]ed 2204121 SR 281 AVALON BLVD FROM SR 8 {i-10) TO SR 10 (US 90) [Goto.. E|
Parcel - 0301 - Open Enter Tranemittal Number:

Transmitial Number - 2008-2963 [ oo |
View RiW Invoice Trunsmittal Information
VendoriClient Nurmber: F591B48323003 Approver's Namme: DUNCAN, JOHN A, Sekcl | Remcve |
Poyee: CHANDLER AND ASSOCIATES, INC. RWiAS Contact Person: PARKER, BETTY _Ssect
Street Address: 11 WEST 23RD. STREET Federat Aid Project Number: S109 00 R |
Clty, State Zip: PANAMA CITY, FLORIDA 32485 Federal Authorization Date: B6/26/2006
Send Wemant to Payes: @ Yes CHo
Fiscal Year: 2008
Siatus: [SemtoFs0 2] ’
Status Date: Imomm
Vendor Invoice Number: bn
Replaces Transminal Number: l i
Total Amount $1,500.00 }
Speclal Instructions or Information: =l

) B
CreatoiAddLinekem | ListLinefems | Updete | GoBack | Delete

NOTE: The Record Warrant button is disabled because the user stated on the R/'W
Invoice Transmittal that this warrant would be sent directly to the vendor.

View Printable Transmittal

STATE OF FLORIDA DEPARTHENT OF TRANSPORTATION
RIGHT OF WAY IHVOICE TRAMSMITTAL
NEED VARRAKT
RAW TRANSMITTAL No. 2D08-2963 TO COMPTROLLER
A: Date:09-09-/2007 District No. D3 B T acknowledge that proper procedures and (C: AMOUNT OF WARRANT(S):
[Payable to: CHANDLER AND ASSOCIATES. INC. policias have boen adhered to and that the  No. 1§ 1.500.00
Street: 11 WEST 23RD. STREET amount billed and submitted for payment iz go_ 25 |
City: PAMAMA CITY true correct {Total § 1.500.00
State: FLORIDA Zip: 32405 DUNICAN, JOHN A. |
Send Warrant(s) to: ¥ Above Address !
[ District RV Hansger I Other. l"Fm'
4 - im1: -
D: Special Instructions or Information: E: CONTACT PERSOM:
PARKER. BETTY
L
C e _COST DISTRIBUTION .
| “VERDOE IDENTIFICATION WOMBER i "FOR COMPTROLLER USE ONLY Il "EECTION 215.423 STATUTORY REQUIREHERTS
F591846323003 #IR DT J[CEATETGO0BE- ORSBERVICES 1040142007 |
— CR DT f==—=—BECRIVEL.
jAuditor’s Tnitials _ DATE °°°°5 %m“:ﬁ 10/02/2007 |
| DATE TNVOICE RECEIVED _ Tiosodszoer ||
w® | R ORGCODE | EO OBJECT | AKOUNT INVOICE NUMBER g o8 | FROJECT 1D |
| 55033030355 | B¥ | 139918 [ 1,500.00 2006-2963 o| 123 | 22041214501
I™ CRIGINAL - OFFICE OF COMPTROLLER I” COPY, DISTRICT R/¥ ORIGINATOR T COPY, STATE COMPTROLLER
I~ COPY, COKPTROLLER — TO BE MAILED VITH VARRANT [~ COPY. DISTRICT RECORDS AND FUNDS MANAGEMENT 7 COPY. SUSPENSE FILE

NOTE: Since the statuses of Goods and Services Received, Goods and Services
Approved and Vendor Invoice Received have been entered into RWMS, their
corresponding status dates now appear on the R/W Invoice Transmittal.
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NOTE: Since the warrant is being sent directly to the payee, a check mark has been
inserted into the Send Warrant to Above Address field of the printable R/W Invoice
Transmittal.

Printing the R/W Invoice Transmittal

Click on the View Printable Transmittal button, click on the File button in the tool bar,
and select Print. (See Section 10.1, R/W Transmittals — General, for additional
information on printing R/W Transmittals.)

If this payment was being made to the parcel interest holder, from this point, the user
could click on the Record Warrant button and proceed to record the warrant for this
payment. (See Section 10.7, Receive and Record Warrants, for further information on
recording warrants.)

When a warrant status is changed to “Delivered to Payee” and the warrant record is
updated, and the warrant is payment for a relocation claim, the following message will be
displayed:

"This warrant is payment for one or more relocation claims. Do you want the related
Relocation Claim Statuses to be changed from “Approved Claim” to “Payment Made”
with the following Status Date (warrant status date)? Yes/No

"If the user answers “Yes”, the related relocation claim statuses will be automatically
changed to “Payment Made” with status dates the same as the warrant “Delivered to
Payee” status date. If the user answers “No” then no change will be made to the
relocation claims but the warrant will be updated as normal.

The message will only be displayed when the following criteria are met:

1. The Warrant is related to a Right of Way Invoice Transmittal (RIT).

2. The RIT Total Amount equals the Warrant Amount.

3. The RIT has one or more line items related to relocation claims.

4. All of those relocation claims are in an Approved Claim status.

5. All of those relocation claims Approved Claim status date are less than or equal to the
warrant “Delivered to Payee” status date.

6. The sum of the Relocation Claim Total Amounts equals the Warrant Amount.
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CREATE A R/W INVOICE TRANSMITTAL - COURT ORDER

From the Home Page, select Create R/W Invoice Transmittal from the Records and
Funds dropdown selection and click the Go button.

General Projects/Parcels Appralsal
|Adminis1raﬁve Messages  =|ib iijsms | IAppminls 'I@
Correspondence Acquisition Liigation
IM Comespondance ~](&d |Enter Real Estate Offer/Counter Offer =| L Suit &P
Relocation Business Damages Property Management
| Relocation Claims e ] [Enter Business Offer/Counter Offer »|&s® [Parcel Interast Inventory iems _=J4Gs»
Contracting Records and Funds RW Cost Estimate
[Contracts = | Crests RAW Invoice Transmittal =y [Cost Estimate +]b
RWMS People Management Crasta Confract invaice Transmittal

Cruate Deposit Tranemittal
|Rnle Management =D Tranemitizls

YN 15" will opan & news browser window.

List Payable/Receivable hems Report

On the filter page, include the R/W project number, and if applicable, the parcel number
and click the Go button.

Select from the lellowing

Choose sekection criteria. ;m"“ s“l':‘”"
RW Project: (Trry '
Parcel: {Optional) W |

FLORIDA DEPARTMENT OF TRANSPCRTATION
“Lising the "Fa'p” bution cpans & e browser windsw |

NOTE: All R/W Invoice Transmittals must be associated with a parcel except for
miscellaneous payments. For miscellaneous payments the parcel number is optional.

From the “Create R/W Invoice Transmittal for” dropdown box, select the type of
payment being processed: Agreements, Court Order, Relocation Claim, Protective

Rent Agreement, or Miscellaneous.

= - v

District - 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) YO SR 10 (US 90} l
Parcel - 0308

Create RAY Invoice Trenemitial for:
L= ble

Note that the gray box identifies the project and parcel—in this case, parcel 308 on
project 2204121.
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CREATE A R/W INVOICE TRANSMITTAL - ORDER OF TAKING

From the “Create R/W Invoice Transmittal for” dropdown box select Court Order.
RWMS will then list all the line items that are in a payable status for court orders on that
specific parcel. The detailed information for the line item appearing on this screen comes

from the court order information that was previously input into RWMS.
;lP):':).:g: ggmm - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90}
Paycet- 0308

Create RAW Invaics Transmitial for: Court Order =] = I I

List Payable ltems For Court Orders

seleat | Parced Court Order Type: wu . i 11 Maary |
r L] Order of Taking OT Deposh $ 50,000.00 $50,000.00

Display of Payable Items

Payable items (line items from the court order detail) will be displayed if there is a
remaining balance on the item, i.e., the full amount of the item has not been used in
another R/W Transmittal that has not been canceled or the last updated user ID is equal to
RWCONVRT on the Court Order. Once a parcel has been progressed to a status of
complete, payable items will no longer be displayed.

Select a Line Item to be Paid

From the list of line items available to be paid, select the line item to be included in the
R/W Invoice Transmittal by selecting its radio button.

District - 03
Projed - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 {US 90}
Parcel- 0308

Craste RW Involce Tranamittal lor !l:mrl Order = _..I_.._J

List Payable ltems For Court Orders

¢ 4308  Order of Taking OT Daposht 5 :n.m.nn $ 50,000.00
Go Back

The user will select the radio button by OT Deposit to create the line item to be paid on
the R/W Invoice Transmittal.
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Create Invoice Information

Projed - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90}
Parcel - 0308 - Open

Create RiW Inveice Transmittal inforination

"Vendor/Client Number: [ il Approver's Name: unknown | T

Payee: RWMS Contact Person: unknown o | |

Streot Address: Federal Ald Project Number: S109 001 R

City, State Zip: Faderal Authorization Date: V62602006

*Send Warrant to Payea: € Yes & No

“Fiscal Year: 2000

“Seans: rc_m_"_'.l |

*Status Date: |

Vendor Involce Humber: ‘

Replaces Transmittal Humber: |
|

* Indicates Required Fislds

Go Hack

The user is taken to the Create R/W Invoice Transmittal Information page. Here the user
will type in the Vendor ID Number (mandatory) and click the Validate button.
RWMS will check the vendor ID number against FLAIR data and will return the
appropriate Payee Name and Address. If the name and address are correct, the user will
continue with creating the invoice transmittal information. NOTE: RWMS validates
against a file from FLAIR that is refreshed nightly. It takes one night from the time a
new vendor is added FLAIR until the vendor number will validate in RWMS.

In addition to the Vendor ID, the following fields are located on this page:

Send Warrant to Payee (mandatory) — This is a radio button with a choice of either
Yes or No. The default selection for Court Orders is Neo.

Key Point: When a warrant has been related to the transmittal, this button is disabled.
Fiscal Year - (mandatory) - this is the fiscal year for the programmed funds from which
the payment is being made. Typically, this will be the current fiscal year, which is the
default setting.

Status - (mandatory) - there are two available statuses when first creating the invoice
transmittal information. These are: Created and Approved.

Created - the date the r/w invoice transmittal is created in RWMS.

Approved - the date the r/w invoice transmittal is approved by the DOT R/W
employee with approval authority.

Status Date - (mandatory) - this is the date the current status is valid.
Vendor Invoice Number - this is the number as supplied on the vendor invoice. This

field would not be used for agreements or court orders. It is optional for relocation
claims, protective rent agreement payments and miscellaneous payments.
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Replaces Transmittal Number — this field is used when the District System Data
Administrator deletes a transmittal that is in a terminal status from RWMS in order to
make data entry corrections. The transmittal number of the original deleted transmittal
must be entered in this field upon recreation.

Approver's Name - (mandatory) - this field becomes mandatory in order to progress the
R/W Invoice Transmittal from Approved to Sent to FSO. All approvers must have been
given the role of Invoice Approver under RWMS People Management. (See Chapter
12, People Management, for additional information.)

RWMS Contact Person - (mandatory) - this is the person responsible for the R/'W
Invoice Transmittal who will be contacted if there are any questions. The system will
default the name to the current user if that person has been given the role of Inveice
Contact under RWMS People Management. (See Chapter 12, People Management, for
additional information). NOTE: the Invoice Approver and the Invoice Contact
Person may not be the same person.

Federal Aid Project Number - this is a read only field which will display the federal aid
project number, if applicable, from FM.

Federal Aid Authorization Date - this is a read only field which will display the date of
federal authorization, if applicable, from FM.

Right of Way Management System

A=k
Distrid - 03
Project - 2204121 - SR 267 AVALON BLVD FROM SR 8 -10) TO SR 10 (US 90) -
Parcel - 0308 - Open |

Create R/W Invoice Transmiltal Information |

“Vendor/Client Number: [F [soseoosts fora Approver's Name: UNKNOWN [Sendt] Rewove | |
Payee: BAY COUNTY CLERK CIRCUNT COURT *RWMS Contact Person: PARKER, BETTY _Seact |
Sweet Address: PO BOX 2269 Federal Ald Project Kumber: 5109001 R |
Cty, State ZIp: PANAIA CITY, FLORIDA 32402 Federal Authorization Dats: 06/26/2006

*Send Warant to Psyes: € Yos @ No

“Fiscal Yoar: 2008

Stame [Cromaz] |
*Status Date: frimmer -
Vendor Invoice Number: |l
Replaces Transmitta| Numbaer: ‘ ;
* Indicates Required Fields |

When data entry is complete on this page, click the Continue button. The user is taken
to the Create Line Item Information page.
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Create Line Item Information

Jotormreos hysmen

Enstrict - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) TO SR 10 (US 90)
Parcel - 0308 - Open

Transmitial Number - 2008-2964

Payee . BAY COUNTY CLERK CIRCGUIT COURT

Create Line tem Information
*Pald To: |

*Payment Type: OT Deposit ~

*Organization Code: [5033020355 3 “Financie! Project: 201214301 7]
“Line hem Amount: s 50,600.00 *Expansion Option: RW - SA,SU, 51T =]
“Fedaral Aid Porticipating: & Yes C Ho

Pald Through OT: € Yas @ No

* Indicates Required Fields

Creste: ] GaBa:k'

FLGRIDA DEPARTIENT OF TRANSPORTATION

Key Point: The Line Item Amount cannot be greater than the remaining balance for the
related work product detail amount. The Line Item Amount can be less than the
remaining balance.

Key Point: Because court orders can be made payable to either the Clerk of the Circuit
Court or in certain cases to an expert, RWMS has been programmed with a dropdown
selection of Clerk and Expert in the Paid To field for the user to select. The default is
Clerk. An Expert is someone who is working for the property owner, e.g., an appraiser.
The user would select Expert if the court order directs the payment of appraisal fees
directly to the appraiser. If the court order directs the payment of fees and costs to the
attorney’s trust fund account (including attorney fees) for disbursement to the experts, the
user would also select Expert. If the court order directs payment to be made to an
attorney’s trust fund account, and that payment includes any monies for the property
owner, the user would select Clerk.

Key Point: Since land payments are never made to an expert, RWMS will generate an
error message if the Paid To field is set to Expert and the Payment Type field is set to
Land. The error message is generic: There are no funds available for this financial
project and organization code.

Distmct- 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (110} TO SR 10 (US 90)
Parcei - 0308 - Open
Transmaital Number - 2008-2964
Payee - BAY COUNTY CLERK CIRCLET COURT

Thare are no Funds avaliable for this Financisl Project and Organization Coda.
Create Lins ltem Information

"Paid To: |Expent 2

By changing the Paid To field to Clerk the error message will no longer be displayed.
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“Payment Type: [_;]

“Organizatdon Code: 5033030355 “Financial Project [200z16 =]

*Line hem Amount s 50,800.00 “Expansion Opdon: r.':l

*Federsl Ald Partcipating: © Yos © No

Pald Threugh OT: © Yas & No

* Indicates Required Fields 1

. | GoBak i



Distict - 03

Prosect - 2204121 - SR 281 AVALON BLVD FROM SR & (1-10) TO SR 10 (US 90)
Parcel - 6308 - Open

Transmitial Number - 2008-2964

Fayee - BAY COUNTY CLERK CIRCUIT COLRT

Craate Line kem information
|

*Paid To: Closk =]

“Payment Type: OT Depozkt >

*Orgenization Code: 55033030355 = *Financial Project: 22041214301 >

“Line tem Amount: s| 50,000.00 *Expansion Option: RW - SA,5U,5417 =)

*Faderal Ald Participating: @ Yes " No

Paid Through OT: € Yes @ o

* Indicsies Required Fialds |

Create ] Go Back |

NOTE: The selection of Clerk or Expert does not change the Payee on the R/'W
Invoice Transmittal. The Vendor Number that is entered when creating the R‘'W
Invoice Transmittal determines the Payee. Selecting Clerk or Expert changes the
associated object code.

NOTE: Once the Paid To field has been selected for a R/W Invoice Transmittal it
cannot be changed since all line items on a R/W Invoice Transmittal must be payable to
the same entity.

The following fields are mandatory:

Payment Type (mandatory) - this is the type of payment being made as selected from
the List Payable Items page.

Organization Code (mandatory) - this is a dropdown box with all the organization
codes valid for right of way payments in the district. Most districts only have one
organization code but some districts and the Tumnpike Enterprise have several.

Line Item Amount (mandatory) - this amount is based on the line item selected from
the List Payable Items page. The amount may be changed when necessary, e.g., ifa
holdback warrant is needed for a purchase agreement, which requires a separate line item.

Key Point: If the full amount of the line item is not used in generating the R/W Invoice
Transmittal, the balance of the line item will be displayed on the List Payable Items page
for use in creating a new line item on the same r/w transmittal or a new line item on a
separate R/W Invoice Transmittal. This would not typically apply to a R/W Invoice
Transmittal for an Order of Taking deposit.

Federal Aid Participating (mandatory) - two radio buttons are provided with the
choices of Yes and No. The default selection is Yes. The No button would only be
selected if this specific line item could never be federally participating.

Paid Through O.T. - two radio buttons are provided with the choices of Yes and No.
The default selection is No. When creating a line item for an Order of Taking deposit,
the radio buttons are not accessible.
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Financial Project (mandatory) - a dropdown box provides all the available financial
project numbers that are valid for this specific payment, based on data in FM. In most
cases, there will only be one choice. However, if there is more than one sequence
number with authorized funds available for the project and phase, RWMS will provide all
options for the user to make a selection.

Expansion Option (mandatory) - a dropdown box provides all the available expansion
options and their corresponding fund codes that are valid for this specific payment, based
on data in FM. In most cases, there will only be one choice. However, if there are
multiple fund types authorized for this specific payment that have different expansion
options, RWMS will provide all options for the user to make a selection, as shown in the
following example:

District - 03

Project - 2197481 - SR 61 CRAWFORDVILLE FROM RIVERS ROAD

TO SR 363 FOUR POINTS INT

Parcel - 0108 - Open

Transmittal Number - 2003-9
Payee - LARRY K PRICE & DELENE M PRICE

Create Line ftem Information
*Pald To: |Pan:elrlntereﬂ Holder -I

*Payment Type: lLand ']

*Organization Code: [S5033030355 ~ *Financial Project: [2197a814301 7]

*Line item Amount: $ 5,000.00 *Expansion Option: [RC-QGPLF =]
" ~ (ol -

“Federal Ald Participating: Yes ¢ No W LE LER

* Indicates Required Fields

Go Back

When the data entry is complete, click the Create button.

View R/W Invoice Transmittal Information

District - 03 Select Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 (US 90) Goto.. = |
Parce! - 0308 - Open Enter Transmistal Kumber:
Transmutial Number - 2008-2084 © |
View R/W Invoice Transmittal Information ——
Vendor/Client Nurmber: F596000513014 Approver's Name: DUNCAN, JOHN A, | feest| Roncw | |
Payes: BAY COUNTY CLERK CIRCIHT COURT RWMS Contact Person: PARKER, BETTY _Stad
Suget Address: PO BOX 2269 Federal Ald Project Number: $109 001 R ]
City, Stwte Zip: PANAMA CITY, FLORIDA 32402 Faderal Authorization Date: 62612006 |
Send Warrant to Payes: € Yes  No
Fhacs) Year: Bw .
Statue: Approved ¥ I
Status Data: [rimimr '
Vender Involce Number: |
Replaces Transmittal Humber: '
Total Amount $ 50,000.00 |
Special Instructions or Information:  [Parcel 308 =

g !

Croate/Add Line ey | Listiine koms | Updete | GoBack | Demte |
Ceemiee | ey )| |
View Printable Trmsmﬁhli
Last Updsted by RWMLUS03 on 117202007 |

The user is taken to the View R/W Inveice Transmittal Information page. In addition
to the information entered in the Create Invoice page, the following fields are available:
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Total Amount - This is a read only field which displays the sum of the line items
selected for the R/W Invoice Transmittal.

Key Point: A R/W Invoice Transmittal status cannot be changed to Sent to FSO if the
Total Transmittal Amount is equal to $0.

Special Instructions or Information — this is a comment field that is available for
including special information about or instructions for handling or processing of the R/'W
Invoice Transmittal that will print on the R/W Invoice Transmittal document.

Key Point: It is strongly recommended that the user include the related parcel number(s)
in the Special Instructions or Information box.

Key Point: Since almost all payments are coded as federal aid participating regardless of
the actual funding on the project, if a payment is made which is truly non federal aid
participating, it is recommended that the user put a comment in the Special Instructions

or Information box. For example: “This payment is for testimony regarding noise
damages and is not federal aid participating.”

This page also includes the following buttons:

List Line Items — by clicking on this button the user is able to view the list of line items
that have been included on the R/W Invoice Transmittal. By clicking on the Work
Product—in this case, View Court Order—the user will be taken to the View Cturt
Order Information page. See Chapter 7, Eminent Domain, of this manual. Click the
Go Back button to return to the R/W Invoice Transmittal.

. .
List Line Items

District - 03 Select A 3
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90) Got., < Encer Tremkimttial Humber:
Parcel - 0308 - Open r—_ @ |
Transmittal Number - 2008-2964 |
Payee - BAY COUNTY CLERK CIRCUIT COURT

List Line Rems

Cresta Line Rem Go Back

History — by clicking on this button the user is able to view the status history of the R/W
Invoice Transmittal. Click the Close Window button to return to the R/W Invoice
Transmittal.
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History

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90}
Transmittat Number - 2008-2964

Transmittal History

Status | :mlur. Dater
Crentad A1z

Clgsa Window

Delete Line Item

A line item may be deleted from a R/W Invoice Transmittal by clicking the Delete button
on the View Line Item Information page. If a line item is deleted, the payable item will
once again be selectable on the List Payable Items page. If there is only one line item on
a R/W Invoice Transmittal and it is deleted, the R/W Invoice Transmittal will be deleted.

Once all line items have been created, the user may view the line items by selecting the
Line Item List from the Select Activity dropdown box.

District - 03
Project - 2204121 - SR 281 AYALON BLVD FROM SR 8 {-10) TO SR 10 (US 90}
Parcel - 0308 - Open

Transmittal Number - 2008-2964

Payee - BAY COUNTY CLERK CIRCUIT COURT

tine kem - 1

Entar Transmittal Number:

View Lino item information
Pald To:

Payment Type: OT Deposit

Organizaton Code: 55033030355 Flnancial Project: 22043214301

Line tem Amount: $ 50,000.00 Expansion Option: RW

Faderal Ald Pariclpating: @ Yes " No

Paid Through OT: © Yas @ Ho

psae | omc | ot |

1t 1 datad by FRARLEICNT am 44MOMANT

The user is taken to the List Line Items page.
e [ L

District - 03 Seloct Activity:
Project . 2204121 - SR 281 AVALON BLVD FROM SR 8 (110) TO SR 10 (US 90) Gov.. = e Tramariint Wiibae:
Parce! - 0308 - Open T o

Transmittal Number - 2008-2964
Payee - BAY COUNTY CLERK CIRCUIT COURT

List Line lems

Note that the Create Line Item button is now disabled. That is because the total of all
line items on this transmittal now equals the total amount on the associated work product
(Court Order). No more line items can be created on this transmittal.

From here the user may look at the details of a particular line item by clicking on the
corresponding line item number or may view the associated work product. If satisfied
that all line items are correct, the user will choose Transmittal from the Select Activity

Dropdown box.
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Districs - 03 : : ; :
Project - 2204121 . SR 281 AVALON BLVD FROM SR8 (110) TO 88 10 (Us 90) [Go.. = Enter Transminal Mumber:
i

Tranemitaj Nimber - 2008.2964 - J
Payes - BAY COUNTY CLERK CIRCUIT COURT ,
{
i
|
|

1 0T Deposi NO $ 50,000.06 Werw Court Oriey

i
Too of Pace |
. . N
View R/W Invoice Transmittal
Oistrict - 03 Select d |
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10} TO SR 10{US 90) Got.. = |
Parcel - 0208 - Open Enter Transmitsl Number:
Transmittal Number - 2008-2964 | w |
View R/W Invoice Transmittal information
VendoriClient Humber: F596000513014 Approver's Hame: DUNCAK, JOHN A, [Se=a] s
Payee: BAY COUNTY CLERK CIRCUIT COURT RWMS Contact Person: PARKER, BETTY _Sekct
Straat Address: PO BOX 2269 Federal Aid Project Number: S189 001 R |
City, State Zip: PANAMA CITY, FLORIDA 32402 Federal Authorization Date: 0612612006
Send Wairant to Payee: £ Yes € No |
Fiscal Year fosa ]
Status: [Approved 3
Status Date: 1170172007
Vander Involce Humber: i i
Replaces Transmittal Rumber: I |
Total Amount § 50,000.00 |
Special Instructions or Information: arcel 308 =
. !
Creste/Add tins hom | ListLmettems | Updata | GeBack | Delete
View Printable Tunlmmdl
125t tindatad by RWIISDS on 11202007 i

The user may now select the View Printable Transmittal button.
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View Printable Transmittal

STATE OF FLORIDA DEPARTMENT OF TRANSPORTATION TFORN 5305012
SGOHT OF WAY

RIGHT OF WAY INVOICE TRAMSMITTAL b
NEED VARRANT
R/W TRANSMITTAL Ho. 2008-2964 TO COMPTROLLER _____ .
A: Date:11/01,2007 District No. 03 B: 1 acknoviedge that proper procedures and (C: AMOUNT OF WARRANT(S):
|Payabls to: BAY COUNTY CLERK CIRCUIT COURT |policies bava been adhersd to and that the o. 19 50,008.00
Strest: PO BOX 2269 |ansunt billed and submitted for payment is .2
City: PANMAMA CITY |tzue and corrsct ;ruul $ 50.000.00

State: FLORIDA Zip: 32402
Send Warrant(s) to:[” Above Address
[ District RV Manager [ Other

|DUNCAN. JOHN A.
|
|r

.D: Special Instructions or Information: | £: COMTACT PERSON:
Parcel 308 PARKER, BETTY
|
. . __COST DISTRIBUTION e
VEWDOR IDENTIFICATION NUMEER I FOR COXPTROLLER USE ONLY SECTION 215,422 STATUTORY REQUIRENENTS
F596000513014 fmRor DATE GOODS_OR SERVICES | WA
14 IR DT RECEIVED |
Auditor’s Initials DATE GOODS QR SERVICES WA
= APPROVED _ | et
D Dm-: THVOICE RECELVED WA
w® | R " oReCoDE B0 OBJECT AMOUNT [ " TNVOICE NUMBER be ;'g PROJECT ID
i 56033030355 I ®_ | 562010 ! §6.000_00 20082964 __.E' T 22041214301
I” ORIGINAL — OFFICE OF COMPTROLLER I COPY, DISTRICT R-¥ ORIGINATOR T COPY, STATE COMPTROLLER

[~ COPY., COMPTROLLER — TO BE MAILED VITE VARRANT [~ COPY, DISTRICT RECORDS AND FUNDS MANAGEMENT T~ COPY, SUSPENSE FIIE

By closing the View Printable Transmittal page the user is taken back to the View R/'W
Invoice Transmittal Information page. Once created the following statuses are available:

Approved - the R/W Invoice Transmittal has been approved by the FDOT R/'W
employee with approval authority.

Canceled - the R/W Invoice Transmittal will not be processed. This is a terminal
status and the R/W Invoice Transmittal cannot be modified after this status is
selected and the Update button clicked.

In order to progress the status of the R/W Invoice Transmittal to Approved, first select
the approver’s name by clicking on the Select button by the Approver’s Name field.
This action takes the user to the list of people identified in RWMS with the role of
Invoice Approver (this must be someone other than the RWMS Contact Person).
Select the approver. Then select Approved from the Status drop down box, enter the
status date and click the Update button.

NOTE: If the approver has been selected in RWMS prior to printing the R/W Invoice
Transmittal, their name will print on the R/W Invoice Transmittal in the Printed Name
field.

The District System Data Administrators can reset Transmittal Statuses to correct data
entry issues.

The following business rules will be enforced:

The "Revert Status" button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSO" status must be deleted and recreated.

Right of Way Management System User Manual 104 -12 12-05-2015



On the View Line Item Information page, the Federal Aid Participating Yes/No radio
button is available for edit to the user with the District System Data Administrator
security profile after the related transmittal is placed in a terminal status (Sent to FSO,
etc.).

intormaton

Distict - 03 Select Activity:

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {I-10) TO SR 10 (US 90) T — |

Parcel - 0308 Enter Transmittal Number: {
@

View R Invoice Transmittal tnformation |

Vendor/Client Number: F596000513014 Approver's Name: DUNCAN, JOHN A, _Seect | [ Hees |
Payee: BAY COUNTY CLERK CIRCUIT COURT RWMS Comtact Person: PARKER, BETTY Seect
Strost Address: PO BOX 2269 Federal Ald Project Number: 5109 001 R
Chy, Stats Zip: PAMAMA CITY, FLORIDA 32402 Federal Authorization Date: 0612672006
Send Warrant to Payee: © Yes @ No
Fiscal Yoar: 2008
Status: Approved 7|
Stotus Dote: 110172007 |
—— |
Vendor involce Humber:
Repiaces Traramittal Bumber: |
Total Amount $ 50,000.00 |
Speciel instructions or Information: r.w 308 =
=
Croate/Add Line kem | List Line Aoms | Updste | GoBack | Deleta

I Hetloey | |

Lesl Ugdated by RWMUSO3 on 117202007 |

F1 DRINA NFPARTMFNT NF TRANSPORTATION

Delete R/W Invoice Transmittal

A R/W Invoice Transmittal may be deleted until such time as it is in a status of Sent to
FSO. At that point no further changes may be made to the R/W Invoice Transmittal.
Line items must be individually deleted (see Delete Line Item). When the last line item
is deleted, the R/W Invoice Transmittal will be deleted.

From the Approved status, the R/W Invoice Transmittal may be progressed to either
Sent to FSO (Financial Services Office) or Canceled. Both of these are terminal
statuses and the R/W Invoice Transmittal cannot be modified after this status is selected
and the Update button clicked.

Key Point: When the transmittal status has been set to Sent to FSO, the Court Order
Detail amounts cannot be changed.
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B - ——————————— === = e = Al B mm—m S gl e |
Districi - 03 Seloct Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 {US 90) Golo.. = |
Parcel - 0308 - Open Enter Transmittal Number:
Transmittal Number - 2008-2964 [én ) l
View RAVY tnvoice Traremittal Information
VendorfCllent Number: F555000513014 Approver's Heme: DUNCAN, JOHN A. _Select | Remcve :
Payee: BAY COUNTY CLERK CIRCUIT COURT RWMS Contact Person: PARKER, BETTY _Selecl ’
Street Address: PO BOX 2263 Federal Aid Profect Mumber: S109001R i
Chy, State Zip: PANAMA CITY, FLORIDA 32402 Federal Authorization Dats: 0672672006
Send Wamant to Payes: £ Yes © No
Flscal Year: 2008 |
Status: Sentto FSO 'I
Statin Dato! 112007 1
Vendor Invoice Humber: [
Replaces Transmittal Humber: |
Total Amoumt $ 50,600.00 l
Speclal Instructions or Information:  [Parce 308 | {
| = |
Create/Add Ling item List L'oe fems Update | Go Back ] Celste ] J
Record Yfsrant | History | |
‘View; Printable Transmitta’

Last Updated by RWRIUS03 on 117202007, L]

Printing the R/W Invoice Transmittal

Click on the View Printable Transmittal button, click on the File button in the tool bar,
and select Print. (See Section 10.1, R/W Transmittals — General, for additional
information on printing R/W Transmittals.)

From this point, the user can click the Record Warrant button and proceed to record the
warrant for this payment. Please see Section 10.7, Receive and Record Warrants, for
further information.

CREATE A R/W INVOICE TRANSMITTAL - FINAL JUDGMENT

Beginning at the Home Page, create the R/W Invoice Transmittal in the same manner as
for the R/W Invoice Transmittal for the Order of Taking.

Select a Line Item to be Paid

From the list of line items available to be paid, select the first line item to be included in
the R/W Invoice Transmittal by selecting its radio button.
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Lhsinet - O3
Praject - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10} TO SR 10 (US 903
Parcel - 01306 1

Croats AW lnivolce Transmittal for: |Court Order =] TR sl

List Payable ltems For Court Orders

Reneininng Balanee {

Comt Order Ty Connt Onbes s £ xpent Nanse Arnonnt

e 0300 Final Judgment Land § 30.000.00 §30,000.00 |
G 0303  Final Judgment Improvements $ 35,000.00 $3500000 |
0308 Final Judgment Cost to Cure andlor Sev. Dmgs $25,000.00 $25,00000 |
a 0308 Final Judgment Avomey BRIGHAM, TOBY P. Atomey $13,000.00 S13,00000 |
c 0308 Final Judgment Expert DISKIN PROPERTY RESEARCH Real Estate Appraiser $ 15,000.00 S1.00000 |
) ’ o I‘_,_I ]

GoBack | |

|

Create R/W Invoice Transmittal Information

The user is taken to the Create R/W Invoice Transmittal Information page. The
information to be entered here is same as described above for the Order of Taking.

g e e A S S =

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {110} TO SR 10 [US 90) |

Parcel - 0308 - Open |

Creats R invoice Transmiftal information '
- |

“Vendor/Client Numbes: F [eeetotsts fors Approver's Name: UNKNOWN [Seed] Remove |

Payea: BAY COUNTY CLERK CIRCUIT COURT “RWMS Contact Person: PARKER, BETTY _Seect |

Street Address: PO BOX 2269 Federal AW Project Number: S109 001 R

City, State Zip: PANAMA CITY, FLORIDA 12402 Federal Authorization Date: 061262006 |

*Send Warant to Payee: " Yor € Ha

“Fiscal Yaor: 2008

it [Eomeaz] '

*Status Date: 11/19/2007 |

Vendor Invoice Kumber: I |

Replaces Transmittal Number: l |

* Indicates Required Fields |

Continwe | Go Back {

When data entry is complete on this page, click the Continue button. The user is taken
to the Create Line Item Information page.
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Create Line Item Information

LASInGt - U

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 901
Parcel - 0308 -

Transmittal Number - 2008-2965

Payee - BAY COUNTY CLERK CIRCUIT COURT

Create Line ltem Infarmation

*Pald To: Clork =

*Payment Type: m

*Organization Code: 55033030355 7] *Financlal Projsct: 2001294301 =
“Line tem Amount: 11 30,000.00 *Expansion Option: RW . SA,5U,5117 "i
*Faderal Ald Participating: & Yes C No

Peld Through OT: € Yes © No

* Indicates Required Fields
6o Bk

Fi CRINDA RFPARTLIENT OF TRANSPORTATION

In this instance, the user selects the Yes radio button in the Paid Through OT field to
indicate that this portion of the final judgment was paid for through the Order of Taking
deposit ($50,000) previously processed in RWMS.

View R/W Invoice Transmittal Information

L R i S e e L 2
Raelh B
Districi - 03 Select Activity:

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 (US 90} Golo..
Paroe! - 0308 - Open Enter Transmittal Number:
@

Transmitial Number - 2006-2965

View Ri¥Y Invoice Transmittal Information

VendoriClient Number: F596000513014 Approver's Name:
Payee: BAY COUNTY CLERK CIRCUIT COURT RWHMS Contact Pereon: PARKER, BETTY _Sect
Street Address: PO BOX 2268 Federal Ald Project Number: 5103 001 R
Chy. Stats Zip: PANAMA CITY, FLORIDA 32402 Federal Authorization Date; 06/26/2006
Send Warrant to Payee: € Yas & No
Fiscal Yeor: 2008
Status: Created =
Status Date: 1111972007
Vendor [nvoice Humber:
Replaces Tranamittal Number:
Total Amount -
Special Instructions or Information: arca! 3 |
=
Create/Add Line tem | Lis! e Rems tpdata Go Back I Detete I
. J His{ony
View Printable Transmittal

Last iJpdated by RWMUSE3 on 11/2(:2007

The user is taken to the View R/W Inveice Transmittal Information page. Because the

user indicated the $30,000 line item was paid through the Order of Taking deposit, the

R/W Invoice Transmittal shows a Total Amount of $0.00. The user will then click the
Create/Add Line Item button.

NOTE: In RWMS, separate line items are created for land, improvements, and cost to
cure/severance damages.

The user is taken to the Filter page, where a change to the project and/or parcel number
may be made if needed, and then to the List Payable Items for Court Orders page, from
which the user will select the next item to be paid.
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District - 03
Project - 2204121 - SR 284 AVALON BLVD FROM SR 8 (-10) TO SR 10 {US 90

Paccel - 0308
Add Line fvem for: Court Order Lone | =]
[~
c 0302 Flnal Judgment Cost to Cure endior Sev. Dmgs $25,000.00 § 25,000.00
- 0308 Final Judgment Atiomey ERIGHAM, TOBY P. Attorney $13,000.00 §13,000.00
[ 0308 Final Judgment Expert DISKIN PROPERTY RESEARCH Real Estate Appraleer $15,000.00 § 15,000.00
GoPack
Top of Page

Next, the user will select the line item for Improvements.

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR & (1103 TO SR 10 {US 90)
Parcel - 0308 -

Transmitta! Number - 2008-2965

Payee - BAY COUNTY CLERK CIRCUIT COURT

“‘Pald To: Clerk

*Payment Type: improvements

*Organlzation Code: 55033030355 ¥ *Financlal Project: 201210301 =]
*Line kem Amount $ 35,000.00 “Expansion Option: RW - 5A,50,5117 5]
*Federal Aid Participating: 7 Yes ¢ No

Pald Through OT: T Yes € No

* Indicates Required Fiekds

Cum]GoBlck

The user will then change the amount of the line item to indicate that portion which was

paid through the Order of Taking deposit and set the radio button to Yes. In this case,
$20,000 was paid through the Order of Taking deposit ($50,000 de

$20,000). Then the user clicks the Create button.

“Peid To:

*Payment Type:

*Orgenizaton Code: “Financlal Project: (22051214301 =]
“Line hem Amount *Expansion Option: [RwW - sA.su,S11T 'l
*Federal Ald Perticipating:

Paild Threugh OT:

* indicates Requinss Fields

Create Line ltem {nformation

posit - $30,000 land =

d
|
|
|
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District - 03 Select Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (LIS 90} Gob. E
garcel -0308 -

ransmittal Number - 2008.2965 Enter Transmbtal Number:
Payee - BAY COUNTY CLERK CIRCUIT COURT r'—"“"— 4
Line fem - 52

View Line flem information

Paid To: Clerk
Paymant Type: Improvements
Organizatian Code: 55033030355 Financial Project: 22041214301
Line kem Amounc: 5' 20,600.00 Expansion Optlon: RW
Federal Aid Participating: “Yos CHo
Pald Through OT: @ Yes € No
Cemments | e Ancther Update | GoBack i Delste
I commarss £ Last Updated by RWIRISO3 on 11202007

FLORIDA DEP: ENT OF TRANSPORTATION

Now, the user clicks the Create Another button to return to the Filter page and then to
the List Payable Items for Court Orders page.

il |
[r——

Diginied - 03
Fropedt - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10 TO SR 10 (US 90}
Parce - G308

Ad Line kam for: Court Order Fir |_,|

List Payae ltems For Court Orders
Sotect | Parenl b Cann Oude Ly
@8 Final Judgment Imgrovements
0308  Final Judgment Cost to Cure andior Sev. Dmgs
Final Judgment Attorney BRIGHAM, TOBY P.
0308  Firel Judgment Expert DISKIN PROPERTY RESEARCH

The line,i.wm‘mnts is still included in the list with the remaining balance of

$15,000. The user will select this line item.

Caurtt Ordey ems

2 Y Bel Fa )

[
District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (i-10} TO SR 10 (US 90)
Parcel - 0308 -

Transmittat Number - 2008-2065

Payee - BAY COUNTY CLERK CIRCUM COURT

Create Line item Information

*Pskd To: Clork

*Payment Type: Improvements 'I

*Organizedon Code: 55033030355 ¥ “Flnancial Project: 20150 3]
*Line kem Amount: $ 15.000.00 *Expansion Option: RW - SA,SU,5197 =]
*Federal Ald Participedng: & Yes © No

Paid Thraugh OT: € Yoz ® Ho

“ Indicates Requirad Fisida

FLORIDA DEPARTMENT OF TRANSPORTATION

For this line item, the user indicates the remaining balance of $15,000 was not paid
through the Order of Taking Deposit. The user will continue the process of creating the
remaining line items.
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View R/W Invoice Transmittal

Create/Add Lins &tem l List Lire items

| Histery |

View Printable Transmiisl

Intoematics
District - 03 F’E“_“i"—"li
Project - 2204121 - SR 281 AVALON BLVD FROM SR B {1-10) TO SR 10 (US 90) Gobo.. z |
Parcel - 0308 - Open Enter Traneminal Number: |
Transimuitat Number - 2008-2965 ® |
Yiewy RV Invoice Transmittal information |
Vendor/Client Humber: F596008513914 Approver's Name: UNKNOWN _Stlect | Remove i
Paoyee: BAY COUNTY CLERK CIRCUT COURT RWWS Contact Person: PARKER, BETTY _Sesct
Straet Address: PO BOX 2269 Federal Aid Project Number: S108 001 R i
City, State Zip: PANAMA CITY, FLORIDA 32402 Federal Authorizetion Date: 0672672006 |
Send Warrant to Payee: € Yes & No |
Flscal Year: ﬁr !
Status: ICnmd v|
Status Date: frinsrzo7
Vendor Invoice Humber: I
Replaces Tranemittal Number: l i
Total Amount S68000.00 - ]
Special Instructions or Information: rm 308 =

|

Updsta | Go Back Dasete

The R/W Invoice Transmittal correctly displays the Total Amount of $68,000 ($118,000
final judgment - $50,000 Order of Taking Deposit = $68,000). The user may now view
the list of line items associated with this R/W Invoice Transmittal by clicking the List

Line Items button.

List Line Items

hermngn syverrs R - =
District - 03 Seloct Activ |
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) TO SR 10 (US 90} Gobo.. k| Emer Tranamka Humbor: |
Parcel - 0308 - Ga
Transmittal Numbes - 2008-2965
Payee - BAY COUNTY CLERK CIRCUT COURT |
Hurmber g Pagment Tyse Pant o O1 |
1 Impiovemants HO $ 15,000,00 Viewe Court Over
2 Cost to Cure and/or Sev Dmgs NO $ 25,000.00 View Court Order |
1 Atiomey no § 13,0000 View Courl Order |
' Expert NO $ 15,000.00 View Court Order
# Land YES $ 30,000.00 Vierw Court Order |
-*4 Improvements YES $ 20,000.60 View Court Oder j
|
Top of Page '

Line Items numbered 51 and greater indicate the amounts that were included in the court
order but the user indicated the amounts were paid through the Order of Taking Deposit.
Therefore, they are viewable in RWMS but will not be listed on the R/W Invoice

Transmittal.

The user may also click on the Work Product—in this case, the court order—and be
taken to the View Court Order page where court order details can be accessed.

The user may now select the View Printable Transmittal button.
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View Printable Transmitta
Page 1

2008-2965
District ¥No. 03

R/W TRAMSMITTAL Mo.
A: Date:11-1%9-2007

|Street: PO BOX 2269

|City: PANAMA CITY

|State: FLORIDA Zip: 32402
|Send Warrant(s) to: [ Above Address
I~ District R/V Managar [ Other

D: Special Instructions o; Information:
Parcol 308

VENDOR TDENTIFICATION WUNHER

|Payable to: BAY COUNTY CLERE CIRCUIT COURT

1

STATE OF FLORIDA DEPARTHENT OF TRANSPORTATICH
RIGHT OF WAY INVOICE TRANSMITTAL
NEED VARRANT
TO COMPTROLLER

B+ T acknovisdge that proper procodurcs and |C: AMOUNT OF WARRANT(S):
policios have been sdhered to and that the Mo, 1 $ 68.000.00

amount billed and subaitted for paymsnt is Mo, 2§

trus end correct. [Total § 68.000.00

(Priewd Heo:

LR

E: CONTACT PERSON:
PARKER, BETTY

FOR COMPTROLLER §SE OBLY

SECTION 215.422 STATUTORY REQDIREMENTS

FORM 47540012
BICHT OF WAY
R

F596000513014 o | DATE G0ODS OR SERVICES A
- — 'CK DT . RECEIVED . i
jhuditor's Initials — DATE GOODS OR SERVICES NAA
— . APPROVED o ]
- DATE INVOT H/A |
| TR I.IIN.".E ORGCODE B0 OBJECT AMOUNT INVOICE NUMBER PROJECT 1D
O 55033030355 R 562010 | 15.000 00 ~ 2008-2965 22041214301 = |
2 5 s R | se2018 I 2008-2565 22041214301 1
| [ 3 55033030355 RY | 562032 g 2008-2965 22041214301
I ORIGINAL — OFFICE CF COMPTROLLER I” coPY. DISTRICT R/W ORIGINATOR I~ COPY. STATE COMPTROLLER
" COPY, COMPTROLLER - TO BE MAILED VITH VARRAWT I~ COPY, DISTRICT RECORDS AND FUNDS MANAGEMENT I COPY, SUSPERSE FILE 1
STATE OF FLORIDA DEPARTHENT OF TRANSPORTATION :
RIGHT OF WAY IRVOICE TRANSMITTAL |
R/W TRAHSMITTAL No. 2008-2965 = = = |
= | 2L ORGCODE o | OBJECT ANOUNT INVOICE NUMBER S PROJECT ID
- EOIIDIEIE T 18,0686 20082565 R I £ TSV CETY !
{
Page 2
STATE OF FLORIDA DEPARTHENT OF TRANSPORTATION
RIGHT OF WAY INVOICE TRANSMITTAL
R/W TRANSMITTAL No. 2004-9170
[®| fg ORGCODE E0 | OBJECT AMOUNT THVOICE NUMEER |g‘ o8 | PROECT ID
7] ¢ | 55033030355 |'R" | 562033 | 15,000.00] 20049170 o] 122 [ 21794714301

Due to the number of line items on this R/W Invoice Transmittal, the document will print

as two pages.
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The user will then progress the R/W Invoice Transmittal through to the Sent to FSO
status.

District - 03 Seloct
Projpct - 2204121 - SR 281 AVALON BLVD FROM SR 8 {10} TO SR 10 (US 90) Goto... =
Patcel - 0308 - Open Enter Traneminal Humber: |
Transmittat Number - 2008-2965 [ ] |
View R/IW Invoice Transmittal Information
VendoriClient Hermber: F536000513014 Approver's Hame: DUNCAN, JOHN A, _Ssect| | Remce | i
Payes: BAY COUNTY CLERK CIRCUIT COURT RWMS Contact Person: PARKER, BETTY Sewct |
Streat Addrass: PO BOYX, 2269 Federal Al Project Number: $109001 R |
City, State Zip: PANAMA CITY, FLORIDA 32402 Federal Authorization Date: B6/26/2006 |
Send Warart to Payee: " Yes & No {
Fiscal Year: [2008
Status: Sentto FS0 vI
Status Date: 117202007
Vendor invoice Number:
Replaces Transmittal Number: l
Total Amount $68,000.00 |
Special Instructions or Information: rma 308 =l
) , I
Croato/Add Line lem | List Line toms | Updwe | GoBack | Delete
Recond Warart | Hetory | 1
View Pontable Tmsm'md] {
Last Updated by RWIUS03 on 11202007 |

Printing the R/W Invoice Transmittal
The R/W Invoice Transmittal should be printed in landscape direction, as previously
described.

From this point, the user can click on the Record Warrant button and proceed to record

the warrant for this payment. Please see Section 10.7, Receive and Record Warrants, for
further information.
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CREATE A RW INVOICE TRANSMITTAL - PROTECTIVE RENT
AGREEMENT

From the Home page, select Create R/W Invoice Transmittal from the Records and
Funds dropdown selection and click the Go button.

!?‘I’- Right of Way Management System I m
Antretion, By &

Hello DISTRICT 3 TEST USER, Welcome to the BWIIS Home Page & R Praject ¢ Construction Project

Enter tem/Sagment Number: [imm

Please refer to the Data Refrash Request dicumient by the latest Produttion
rebash date Enter Parcel Number. B3 &

Select Business Area

General ProjectsiParcels Appraisal

[Administrative Messages =l |Projects =D [Agpraisals >
Correspondence Acquisition Litigation

[All Comrespondance =] €D [Enter Real Estate Offer/Counter Offer = |Zh Suit 7| <D
Relocation Business Damages Property Management
[Relocation Claims 3o [Enter Business Offer/Counter Offer | b [Parcel Interest inventory teme = {iib
Contracting Records and Funds RIW Cost Estimate

[Contracts =] [Create RAW Invvice Transmittal & [Cost Estimate =

Croate Contract Invaice Transmittal
Craate Daposit Transmittal 2
Transmittals =&

RWMS People Management

[Role Management b3 [

On the filter page, include the R/W project number and parcel number and click the Go
button.

L e ———— i e R S UL e B

f Sefeot hom the lollowing
g ¢ Dropdovm Selection |
Choose selaction criteria. & TypeinS on
RMW Project: ﬁ'\'ﬂ
Parcel: (Optional) ’-l_ﬂ!

NOTE: All R/W Invoice Transmittals must be associated with a parcel except for
miscellaneous payments. For miscellaneous payments, the parcel number is optional.

From the dropdown box, select the type of payment being processed: Agreements,
Court Order, Relocation Claim, Protective Rent Agreement, or Miscellaneous.
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District - 03 |
Projeci - 2204121 - SR 281 AVALON BLVO FROM SR 8 (-10) TO SR 10 {US 90) ;

Parcpl - 0301

[T AL M :
ﬂlenmmmynoPlyabhwwdwhy.

Top of Page

Note that the gray box identifies the project and parcel - in this case, parcel 301 on R/'W
project 2204121.

Select Protective Rent Agreement from the “Create R/W Invoice Transmittal for”
dropdown box. RWMS will then list all the line items that are in a payable status for
protective rent agreements on that specific parcel. The detailed information for each line
item appearing on this screen comes from the protective rent agreement information that
was previously input into RWMS.

Display of Payable Items

Payable items (line items from a Protective Rent Agreement) will be displayed if there is
a remaining balance on the item that has not been used in another R/W Transmittal that
has not been canceled. Once a parcel has been set to a status of complete, payable items
will no longer be displayed.

Select a Line Item to be Paid

From the list of line items available to be paid, select the first line item to be included in
the R/W Invoice Transmittal by selecting its radio button.

R == e e === LS S

Distnct - 03
Projeci - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 (US 90) |

Parcel - 0301

Create RV lwoice for: Rent Agr

List Payabie tams For Prolociive Rent Agreements

afwet | Panes utent i
e 0301 SMITH, TIMOTHY LEE & SANDRA KAY HARPER SAHITH & ERNEST A. ARMSTRONG DT

The user will select the radio button by the payable item for Parcel Owner 301.
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Create R/W Invoice Transmittal Information Page

Srarypon
Distict - 03
Project - 2204121 - SR 281 AVALON BLYD FROM SR 8 (1-10) TO SR 10 (US 90)
Parcel - 0301 -Open
*Vendor/Client Number: I l Approver's Hame: UNKNOWN _
Payee: RWMS Contact Persan: unknowN e |
Street Addrers: Federal Ald Project Number: 5103001 R
City, State Zip: Fedaral Authorization Date: 06/26/2006
*Send Warrant o Payae: r Yes ¥ Ro 1
“Fiecal Yoar: W_
*Status: Created =
“Stawus Date: I
Vendor Invoica Number:
Repiaces Transmiua! Number: l
* Indicates Required Fields
. : I Go Back

The user is taken to the Create R/W Invoice Transmittal Information page. Here the user
will enter the Vendor ID Number (mandatory) and click the Validate button. RWMS
will check the vendor ID number against FLAIR data and will return the appropriate
Payee Name and Address. If the name and address are correct, the user will continue
with creating the invoice transmittal information. NOTE: RWMS validates against a
file from FLAIR that is refreshed nightly. It takes one night from the time a new vendor
is added in FLAIR until the vendor number will validate in RWMS.

In addition to the Vendor ID, the following fields are located on this page:
Key Point: When a warrant has been related to the transmittal, this button is disabled.

Send Warrant to Payee (mandatory) — This is a radio button with a choice of either
Yes or No. The default selection for Protective Rent Payments is No.

Fiscal Year - (mandatory) - this is the fiscal year for the programmed funds from which
the payment is being made. Typically, this will be the current fiscal year, which is the
default setting.

Status - (mandatory) - there are two available statuses when first creating the R/'W
Invoice Transmittal information. These are: Created and Approved.

Created - the date R/W Invoice Transmittal is created in RWMS.

Approved - the date the R/W Invoice Transmittal is approved by the DOT R/'W
employee with approval authority.

Status Date - (mandatory) - this is the date the current status is valid.
Vendor Invoice Number - this is the number as supplied on the vendor invoice. This

field would not be used for agreements or court orders. It is optional for relocation
claims, protective rent agreement payments and miscellaneous payments.
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Replaces Transmittal Number — this field is used when the District System Data
Administrator deletes a transmittal that was in a terminal status from RWMS in order to
make data entry corrections. The transmittal number of the original deleted transmittal
must be entered in this field upon recreation.

Approver's Name - (mandatory) - this field becomes mandatory in order to progress the
R/W Invoice Transmittal from Approved to Sent to FSO. All approvers must have been
given the role of Invoice Approver under RWMS People Management. (See Chapter
12, People Management, for additional information.)

RWMS Contact Person - (mandatory) - this is the person responsible for the R/'W
Invoice Transmittal who will be contacted if there are any questions. The system will
default the name to the current user if that person has been given the role of Inveice
Contact under RWMS People Management. (See Chapter 12, People Management, for
additional information). NOTE: the Invoice Approver and the Invoice Contact
Person may not be the same person.

Federal Aid Project Number - this is a read only field which will display the federal aid
project number, if applicable, from FM.

Federal Aid Authorization Date - this is a read only field which will display the date of
federal authorization, if applicable, from FM.

. e

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 d-10} TO SR 10 (US 90)

Paical - 0301 - Open |

Create RiW invoice Transmittat Information |

“Vandor/Clion Number: F Fowwm oo Approvers Name: UNKNOWN Ravc s

Payee: CHANDLER AND ASSOCIATES, INC. “RWMS Comact Person: PARKER, BETTY _8snct |

Street Address: 11 WEST 23RD. STREET Federal Ald Projsct Number: S 001 R |

City, State Zip: PAHAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612672006 ‘

*Send Warrant to Payee: € Yes € Ho |

*Fiacal Year: o008

*Status: [Crubd vl

*Siacus Das: IW15'2°°7 |

Vendor invoice Humber: |

Replaces Transmittal Number: l |

*indicates Required Fiekds |
Continise | Go Back 1

When data entry is complete on this page, click the Continue button. The user is taken
to the Create Line Item Information page.
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Create Line Item Information

BRI T almE IR T e el RO
Distnct - 03

Project - 2204121 - SR 281 AVALON BLYD FROM SR 8 (1-10) TO SR 10 {US 90}

Parcal - 0301 - Open

Transmittal Number - 2008-3749

Payee - CHANDUER AND ASSOCIATES, ING

Create Line [tem Information

*Payment Type: Protective Rent vt

*Organization Code: 55033030385 ~] *Flnancial Project: 2041214301 |
“Line ltem Amount: $ 450.00 “Expansion Option: [RW - 5a,50,5137 =1
*Federal Aid Participating: F Yes ¢ No

* Indicates Required Fiekls

L onws | [aBack

F1 ORINA NFPARTMANT NF TRANSPORTATION

Key Point: The Line Item Amount cannot be greater than the remaining balance for the
related work product detail amount. The Line Item Amount can be less than the
remaining balance.

The following fields are available on this page:

Payment Type (mandatory) - this is the type of payment being made as selected from
the List Payable Items page.

Organization Code (mandatory) - this is a dropdown box with all the organization
codes valid for right of way payments in the district. Most districts only have one
organization code but some districts and the Turnpike Enterprise have several.

Line Item Amount (mandatory) - this amount is based on the line item selected from
the List Payable Items page. The amount may be changed when necessary, e.g., ifa
holdback warrant is needed which requires a separate line item.

Federal Aid Participating (mandatory) - two radio buttons are provided with the
choices of Yes and No. The default selection is Yes. The No button would only be
selected if this specific line item could never be federally participating.

Financial Project (mandatory) - a dropdown box provides all the available financial
project numbers that are valid for this specific payment, based on data in FM. In most
cases, there will only be one choice. However, if there is more than one sequence
number with authorized funds available for the project and phase, RWMS will provide all
options for the user to make a selection.

Expansion Option (mandatory) - a dropdown box provides all the available expansion
options and their corresponding fund codes that are valid for this specific payment, based
on data in FM. In most cases, there will only be one choice. However, if there are
multiple fund types authorized for this specific payment that have different expansion
options, RWMS will provide all options for the user to make a selection, as shown in the
following example:
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District- 03

Project- 2197481 - SR 61 CRAWFORDVILLE FROM RIVERS ROAD
TO SR 363 FOUR POINTS INT

Parcel - 0108 - Open

Transmittal Number - 2003-9

Payee - LARRY K PRICE & DELENE M PRICE

Create Line item Information
*Paid To: Parcel Interest Holder >

<Payment Type: [Cand =]

*Organization Code: [ 55033030355 =] “Financial Project: |219m1m1 |

*Line tem Amount: s| 5,000.00 *Expansion Option: RC - CIGP,LF ~{
. & r RE - CIGP,LE

“Federal Aid Participating: Yes ¢ No AW LF LFR

* Indicates Required Fields

Go Back |

When the data entry is complete on the Create Line Item Information page, click the
Create button.

View R/W Invoice Transmittal Information

e B |
District - 03 Selact Activity:
Project - 2204121 - 5R 281 AVALON BLVD FROM SR 8 ¢-10) TO SR 10 (US 90) Gow.. =
Parcel - 0301 - Open Enser Transmittal Number:
Transrittal Number - 2008-3749
View RW Invoice Transmittal Information
Vendor/Client Number: £591848323003 Approver's Name: UNKNOWN _Select | _Remcs
Payee: CHANDLER AND ASSOCIATES, INC. RWHMS Contact Person: PARKER, BETTY _Seknt |
Sweet Address: 11 WEST 23RD. STREET Federal Ald Project Humber: 5109001 R
City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authotizetion Date: 061262006
Send Warrant to Payee: T Yes € No
Fiscal Year: 2008
Status: Crestod ¥
Status Dote: [oe0172007
Vendor Involce Number: i
Repiaces Transmittal Number: I
Total Amount § 450.90
Special or |P|tce| 30 tincridual Vismant Needed |
4
CremeAddLinebom | Listiinekems | Updse | GoBack | Dewts |
View Printatde Transmatal|
Last Updated by RYWRIS03 on 11272007

The user is taken to the View R/W Invoice Transmittal Information page. In addition to
the information entered in the Create R/W Invoice Transmittal page, the following fields
are available:

Total Amount - this is a read only field that sums the line items selected for the R/'W
Invoice Transmittal.

Key Point: A R/W Invoice Transmittal status cannot be set to Sent to FSO if the Total
Transmittal Amount is $0.

Special Instructions or Information — this is a comment field that is available for

including special information about or instructions for handling or processing of the R/'W
Invoice Transmittal that will print on the R/W Invoice Transmittal document.

Right of Way Management System User Manual 10.5-7 12-5-2015



Key Point: It is strongly recommended that the user include the related parcel number(s)
in the Special Instructions or Information box.

Key Point: Since almost all payments are coded as federal aid participating regardless of
the actual funding on the project, if a payment is made which is truly non federal aid
participating, it is recommended that the user put a comment in the Special Instructions
or Information box. For example: “This payment is for testimony regarding noise
damages and is not federal aid participating.”

The following business rules will be enforced:

The "Revert Status" button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSO" status must be deleted and recreated

On the View Line Item Information page, the Federal Aid Participating Yes/No radio
button is available for edit to the user with the District System Data Administrator after
the related transmittal is placed in a terminal status (Sent to FSO, etc.).

This page also includes the following buttons:

Create/Add Line Item — by clicking on this button the user is able to create and add
another line item to the R/W Invoice Transmittal.

History — by clicking on this button the user is able to view the status history of the R/'W
Invoice Transmittal.

History

Distnci- 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (I-10) TO SR 10 (US 90)
Transmittal Number - 2008-3749

Transmittal History

Created 080172007
Clese Window I

List Line Items — by clicking on this button the user is able to view the list of line items
that have been included on the R/W Invoice Transmittal. The user can go directly to the
Work Product by clicking on View Protective Rent Agreement.
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List Line Items

Distnct -03 Select Activity:

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {-10) TO SR 10 (US 90) Goto. < e i
Parcel - 0301 - —
Transmitial Number - 2008-3749

Payes - CHANDLER AND ASSOCIATES. INC:

List Line lenis

Delete Line Item

A line item may be deleted from a R/W Invoice Transmittal by clicking the Delete button
on the View Line Item Information page. If a line item is deleted, the payable item will
once again be selectable on the List Payable Items page. If there is only one line item on
a R/W Invoice Transmittal and it is deleted, the R/W Invoice Transmittal will be deleted.

View R/W Invoice Transmittal

District - 03 Setect Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90} Gol.. =
Parcel - 0301 - Open Enter Transmittal Number:
Transmitial Number - 2008-3749
View R'W Invoice Transniittal Informatinn
VendorClient Nember: F591848323003 Approver’s Name: UKKHOWN _Seec | Remcie
Payee: CHANDLER AND ASSOCIATES, iNC. RWHMS Contact Person: PARKER, BETTY Seect
Strset Address: 11 WEST 23RD. STREET Federal Ald Project Number: 5109001 R
CHy, Stata Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612612006
Send Waitant to Payes: € Yes € Ko
Fiscal Year: 2008
Status: Created 'l
Statura Date: 080172007
Vendor Involce Number: I
Replaces Tramsmittal Number:
Totat Amount $450.00
Speciel or |F-Erce| 301Andhidual Warrart Neaded 2
Ll
CreataAddietom |  Listtneitems | Update | GoBack | Dsiete |
| History |
View Printable Tvmswitdl
Last Updated by RWKIUSO3 on 11/27/2007

RWMS assigns Division of Financial Services new object codes and Other Cost
Accumulators (OCA) to expenditure line items on R/W Invoice transmittals based on the
object code list. The object codes for contract line items are retrieved from the
encumbrance for the contract

Expansion options used by FDOT are maintained in a separate system by the Office of
Comptroller and are retrieved by RWMS for expenditure line items. The Office of
Comptroller’s web site that includes a list of the expenditure object codes and also a tool
to lookup object codes and expansion options:

http://cosharepoint.dot.state.fl.us/sitessf OOC/DOO/FLAIRcodes/default.aspx

The user may now select the View Printable Transmittal button.
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View Printable Transmittal

R/W TRARSMITTAL Ho. 2008-3749

iA: Date:08-01/2007 District Ho. 03
Payable ta: CHANDLER AND ASSOCIATES. INC.
Street: 11 WEST 23RD. STREET

City: PAMAMA CITY

State: FLORIDA Zip: 32405

H: I acknovledge that proper
policies have

Send Warrant(s) to: [~ dbove Address Prizced Yaeme:
I District RV Manager [ Other
Signcom:
Pl:

D-: Special Iastructions or Information:
Parcel 301/Individual Varrant Needed

“VENDOR IDENTIFICATION WUKBER "FOR CONPTROLLER USE ONLY

F591848323003 |TR DT
= = [cK DT
iduditor's Tnitials _
| m | R ORGCODE E0 OBJECT ANOUNT
| $5033030355 RY | 562010 450.00;

™ ORIGINAL — OFFICE OF COXFTROLLER " COPY. DISTRICT R/W ORIGINATOR

proced:
bean adhered to and that the
ascunt billed and submitted for payment is
true and correct.

STATE OF FLORIDA DEPARTHENT OF TRANSPORTATION
RIGHT OF WAY INVOICE TRAMSMITTAL

NEED UARRANT
TO COMPTROLLER

=y
FORM 575090-13
RET GF WAY
1292

ures and |C: AMOUNT OF WARRANT(S):

0. 1§ 450.00
Ho. 2 §
Total § 450.00

[E: CONTACT PERSON:

PARKER. BETTY

"SECTION 215.422 STATUTORY REQUIRENENTS

|| DATE GOODS OR SERVICES
[ _ RECEIVED |
DATE GOGDS_OR SERVICES
| .. APPROVED ____ |
|__DATE INVOICE RECEIVED
INVOICE NUMBER S
— B

2008-3745

EOB
FCT
121

I 0OPY, STATE COMPTROLLER

I~ COPY. COMPTROLLER - TO BE MAILED VITH UARRANT [~ COPY. DISTRICT RECORDS AND FUNDS RAHAGEMEWT [~ COFY, SUSPENSE FILE

L2
N/A
N/A
PROJECT ID
22041214300

NOTE: If the R/W Invoice Transmittal is printed at this time, the Printed Name of the
person approving the R/W Invoice Transmittal will need to be hand written.

By closing the View Printable Transmittal page, the user is taken back to the View R/'W

Invoice Transmittal page.

Once created, the following statuses are available:

Approved - the R/W Invoice Transmittal has been approved by the FDOT R/'W

employee with approval authority.

Canceled - the R/W Invoice Transmittal will not be processed. This is a terminal status
and the R/W Invoice Transmittal cannot be modified after this status is selected and the

Update button clicked.

In order to progress the status of the R/W Invoice Transmittal to Approved, first select
the approver’s name by clicking on the Select button by the Approver’s Name field.
This action takes the user to the list of people identified in RWMS with the role of
Invoice Approver (this must be someone other than the RWMS Contact Person).
Select the approver. Then select Approved from the Status drop down box, enter the

status date and click the Update button.

NOTE: If the approver has been selected in RWMS prior to printing the R/W Invoice
Transmittal, their name will print on the R/W Invoice Transmittal in the Printed Name

field.
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Districi - 03 Selact A :
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (I-16) TO SR 10 (US 90) Goto.. =
Parcel - 0301 - Open Enter Tramamittat Number:
Transmittal Number - 2008-3749 q
View RV Invoice Transmittal Intormation
VendorCHent Number: F591848323003 Approver’s Namae: DUNCAN, JOHN A. _Ssact l Romove !
Payee: CHANDLER AND ASSOCIATES, IKC. RVAMS Contact Person: PARKER, BETTY Sect |
Street Address; 11 WEST 23RD. STREET Federal Ald Project Humber: 5109001 R
City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorizetion Date: 0626/2006
Send Warrant to Payee: T Yas o
Fiscal Yoar: ‘M
Status: [Rpproved =]
Staus Date: 0811672007
Vendor Invoice Numben
Replaces Transmittal Number: l
Total Amount $ 450.00
Speclal or r.mu 30 Watrant Needed S|
L
CroslotAdd Lo tem | Lmstlinsitemss | Updato | GoBack | Colete
View Printable Tranamittal
Last Updsted by RWMUSO3 cn 11/27/2007.

Delete R/W Invoice Transmittal

A R/W Invoice Transmittal may be deleted until such time as it is in a status of Sent to
FSO. At that point no further changes may be made to the R/W Invoice Transmittal.
Line items must be individually deleted (see Delete Line Item). When the last line item
is deleted, the R/W Invoice Transmittal will be deleted.

From the Approved status, the R/W Invoice Transmittal may be progressed to either
Sent to FSO (Financial Services Office) or Canceled. Both of these are terminal
statuses and the R/W Invoice Transmittal cannot be modified after this status is selected

ang ‘gllg‘Uﬁte button clicked.

District - 03 Seloct A B
Profect - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10} TO SR 10 {US 90) Goto.. _
Parcel - 0301 - Open Enter Transmittal Number:
Transmittal Number - 2008-3749 Lo
View RAW lnvoice Transmitial information
Vandor/Cllent Number: F591842323003 Approver’s Hame: DUNCAN, JOHN A, _Ssect| Rewcva i
Peayee: CHANDLER AND ASSOCIATES. IKC. RWMS Contact Person: PARKER, BETTY _Selct
Street Address: 41 WEST 23RD. STREET Federal Aid Project Rumber: 5109001 R
City, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorization Date: 0612612006
Send Warrant to Payee: C Yes © No
Fiacal Yoar: 2008
Status: Sent to FSO v
Status Date: 0871672007
Vendor Invalce Number: ]
Replaces Teansmitial Nusnber:
Total Amount $ 450.00
Special or Parcsl 30 Warrant Needed |
s
Croate’Add Line kem I Lizt Lira kemsa 1 Updste { Go Back l Delate
Record Wamart | Histery |
Viev; Printable Tmlmitdl
Last Updsted by RWMUSO3 on 11/27/2007.
FLORIDA CEPARTMEMNT OF TRANSPORTATION
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Printing the R/W Invoice Transmittal

Click on the View Printable Transmittal button, click on the File button in the tool bar,
and select Print. (See Section 10.1, R/W Transmittals — General, for additional
information on printing R/W Transmittals.)

From this point, the user can click the Record Warrant button and proceed to record the
warrant for this payment. Please see the Section 10.7, Receive and Record Warrants, for
further information.
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CREATE A R/W INVOICE TRANSMITTAL - MISCELLANEOUS
PAYMENTS

From the Home page, select Create R/'W Invoice Transmittal from the Records and
Funds dropdown selection and click the Go button.

£ RA Preject © Censtruction Project

Hello DISTRICT 3 TEST USER. Weicome fo the RWMS Home Page.
Enter kem/Segment Number 2204121

Plason sl 1 the Duty Rabest Roquast derumest B the itest Production refresh dee Ender Parcel Number: r—“w

Select Business Area

General ProjectsiParcels Appraisal

[Adriristrative Misssages =] > [Poiecs @@ [Aepamat =]
Correspondence Acquisition Litigation

[All Compspondance =] (D [Ertes Rl Entate OfwsiCounter Oier =] (LD [sn sl
Relocation Business Damages Property Management
[Retocation Clgms =]l [Erfer Business OfneiCounter Ofar =] & B
Contracting Records and Funds RM Cost Estimats

[Commetn =1 Croste RIVY invoice Transmittal 9] L) [CostEstmate =]
RWMS Poopie Management

ot I : A

FLORIDA DEPARTMENT OF TRANSPORTATION
“*Using the "Help” bution opent a new browser winocy

On the filter page, include the R/W project number. Miscellaneous payments are related
at the project level. Entering a parcel number is optional. For all other R/W Invoice
Transmittals, the parcel number is mandatory. However, if the parcel number is entered,
the miscellaneous payment will be related to the parcel

Right of Way Management System

s
Select fram the following
.  Dropdoun Sekection
Choose selection criteria # Typoin o
RIW Project: 2204121
Parcet: (Optional) o301
[=]

From the “Create R/W Invoice Transmittal for” dropdown box, select the type of
payment being processed: Agreements, Court Order, Relocation Claim, Protective
Rent Agreement, or Miscellaneous.
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B = e A
Drstnct - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 ¢-10) TO SR 10 (US 90)

Parcel - 0301

[t ]

Top of Page

Note that the gray box identifies the project - in this case 2204121 and the parcel number,
301.

Select Miscellaneous from the “Create R/W Invoice Transmittal for” dropdown box.
Because there is no work product in RWMS tied to miscellaneous payable items, RWMS
will present the Create R/W Invoice Transmittal Information page.

Create R/'W Invoice Transmittal Information

-
$R0L Right of Way Management System

District - 03

Project - 2204121 - SR 261 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90)

Parcel - 0401 . Open

“Vendor/Cllent Number: I l Approver's Neme: UNKHOWN :
Payee: RWMS Contact Persen: GRKNOWN

Street Addrers: Federal Ald Project Number: S19001 R

City, State Zip: Federat Authorization Date: 0672672066

“Send Warrant to Payes: C You © No

“Fiscal Yoar. 2008

“Srams: Crestad =

"Status Dats: I

Vendor Invalce Number:

Repiaces Transmittal Number: l

* Indicates Required Fiekis

IGoBlckI

Enter the Vendor ID Number (mandatory) and click the Validate button. RWMS will
check the vendor ID number against FLAIR data and will return the appropriate Payee
Name and address. If the name and address are correct, the user will continue with
creating the R/W Invoice Transmittal information. NOTE: RWMS validates against a
file from FLAIR that is refreshed nightly. It takes one night from the time a new vendor
is added in FLAIR until the vendor number will validate in RWMS. In addition to the
Vendor ID, the following fields are located on this page:

Send Warrant to Payee (mandatory) — This is a radio button with a choice of either
Yes or No. The default selection for Miscellaneous Payments is No.

Key Point: When a warrant has been related to the transmittal, this button is disabled.
Fiscal Year - (mandatory) - this is the fiscal year for the programmed funds from which
the payment is being made. Typically, this will be the current fiscal year, which is the
default setting.
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Status - (mandatory) - there are several available statuses when first creating the invoice
transmittal information. These are: Created, Goods and Services Received, Goods and
Services Approved, and Vendor Invoice Received.

Created - the date the goods and services are requested. This status is optional.

NOTE: The definition for Created is different for miscellaneous invoices due to the
need to capture the dates for Vendor Invoice Received, Goods and Services Received,
and Goods and Services Approved. Status dates may not go backwards in time.

Goods and Services Received — (mandatory) - the date the Department receives the
goods and services. The statuses of Goods and Services Received, Goods and Services
Approved, and Vendor Invoice Received are all mandatory, but may be entered in any
order. The status date for Goods and Services Received will print on the R/W Invoice
Transmittal.

Goods and Services Approved - (mandatory) - the date the Department approves the
goods and services. The statuses of Goods and Services Received, Goods and Services
Approved, and Vendor Invoice Received are all mandatory, but may be entered in any
order. The status date for Goods and Services Approved will print on the R/W Invoice
Transmittal.

Vendor Invoice Received - (mandatory) - the date the Department receives the vendor
invoice. The statuses of Goods and Services Received, Goods and Services Approved,
and Vendor Invoice Received are all mandatory, but may be entered in any order. The
status date for Vendor Invoice Received will print on the R/W Invoice transmittal.

Status Date - (mandatory) - this is the date the current status is valid.

Vendor Invoice Number - this is the number as supplied on the vendor invoice. This
field is not used for agreements and court orders. It is optional for relocation claims,
protective rent agreement payments and miscellaneous payments.

Vendor Invoice Number - this is the number as supplied on the vendor invoice. This
field would not be used for agreements or court orders. It is optional for relocation
claims, protective rent agreement payments and miscellaneous payments.

Replaces Transmittal Number — this field is used when the District System Data
Administrator deletes a transmittal that was in a terminal status from RWMS in order to
make data entry corrections. The transmittal number of the original deleted transmittal
must be entered in this field upon recreation.

Approver's Name - (mandatory) - this field becomes mandatory in order to progress the
R/W Invoice Transmittal from Approved to Sent to FSO. All approvers must have been
given the role of Inveice Approver under RWMS People Management. (See Chapter
12, People Management, for additional information.)
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RWMS Contact Person - (mandatory) - this is the person responsible for the R/'W
Invoice Transmittal who will be contacted if there are any questions. The system will
default the name to the current user if that person has been given the role of Invoice
Contact under RWMS People Management. (See Chapter 12, People Management, for
additional information). NOTE: the Invoice Approver and the Invoice Contact
Person may not be the same person.

Federal Aid Project Number - this is a read only field which will display the federal aid
project number, if applicable, from FM.

Federal Aid Authorization Date - this is a read only field which will display the date of
federal authorization, if applicable, from FM.

Statewide Object Code Consolidation Project

RWMS assigns Division of Financial Services new object codes and Other Cost
Accumulators (OCA) to expenditure line items on R/W Invoice transmittals based on the
object code list. The object codes for contract line items are retrieved from the
encumbrance for the contract

Expansion options used by FDOT are maintained in a separate system by the Office of
Comptroller and are retrieved by RWMS for expenditure line items. The Office of
Comptroller’s web site includes a list of the expenditure object codes and also a tool to
lookup object codes and expansion options:
http://cosharepoint.dot.state.fl.us/sites/OOC/DOO/FLAIRcodes/default.aspx

R = e e =B e
Distnct - 03
Project - 2204121 - SR 28 AVALON BLVD FROM SR 8 {L10) TO SR 10 (US 90)
Parcel - G301 - Open
Create R/W Invoice Transmittal (nformation
“Vendor/Cllent Number: F [esooests o Approver's Nama: UNKNOWN [E555] | Remcve |
Payes: BAY COUNTY CLERK CIRCUIT COURT “RWMS Comact Person; PARKER, BETTY _Sobot ]
Street Address: PO BOX 2268 Federal Ald Froject Number: SWOMIR
Clty, Stata Zip: PANAMA CITY, FLORIDA 32502 Federal Authorization Date: 065262006
*Sand Worrsnt to Payee: € Yos @ No
*Fiscal Year: 2008
*Status: Crestad .v!
*Ststus Doto: fioresn2007
Vendor invoice Number: 1234
Replaces Transmintal Number: !
* indicates Required Fields
Continue | Go Back

When data entry is complete, click the Continue button. The user is taken to the Create
Line Item Information page.
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Create Line Item Information

e R e L R S S T R L T
Irbormaton Dyysoam
Distnct - 03
Project - 2204121 . SR 281 AVALON BLVD FROM SR & {110} TO SR 10 fUS 90)
Parcel- 0301 - Open
Transevital Number - 2008-3750
Payee - BAY COUNTY CLERK CIRCUIT COURT

Create Line item lnformation
*Payment Typa: Cartifled Coples -]

*Organization Code: E"‘“ *Financial Project: 2O =
*Line item Amount: Emﬁlpo:‘_-n ing Fee “Exparsian Optdog: - 54, S S11 4
*Federal Ald Pardcipating: Eleciric Foss RAV
Natls of Uik Services Humber:  |Co0 0 o
* Indicates Required Fiskls Jury Transporiation
Waterials end Supplies [Ceme | coback |

Ads {Othet)
Ads {Property Mngmt}  |0RIDA DEPARTMENT OF TRANSPORTATION
swm [Suits) [=Lateg the “Help” Bulion cpans & New DI wirscw

Postage

Printing, Repro., Film Pracess
Process Server Fees
Recording Fees {Acquisition)
Recording fees (Surplus Prop}
Repalr and Maint. Parts

The following fields are mandatory on this page:

Payment Type (mandatory) - this is the type of payment being made as selected from
the dropdown box.

Organization Code (mandatory) - this is a dropdown box with all the organization
codes valid for right of way payments in the district. Most districts only have one
organization code but some districts and the Turnpike Enterprise have several.

Line Item Amount (mandatory) - this is the amount to be paid for the payment type
selected. The default for the line item amount is $0.00. The user must enter the line item
amount.

Federal Aid Participating (mandatory) - two radio buttons are provided with the
choices of Yes and No. The default selection is Yes. The No button would only be
selected if this specific line item could never be federally participating.

Financial Project (mandatory) - a dropdown box provides all the available financial
project numbers that are valid for this specific payment, based on data in FM. In most
cases, there will only be one choice. However, if there is more than one sequence
number with authorized funds available for the project and phase, RWMS will provide all
options for the user to make a selection.

Expansion Option (mandatory) - a dropdown box provides all the available expansion
options and their corresponding fund codes that are valid for this specific payment, based
on data in FM. In most cases, there will only be one choice. However, if there are
multiple fund types authorized for this specific payment that have different expansion
options, RWMS will provide all options for the user to make a selection, as shown in the
following example:
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Create Line ltem Information

“Pald To: m

“Payment Type: m

“Organization Code: m “Financial Project m
*Line tem Amount H ’—.’),D.T.Dﬂ- *Expansion Option: [RC_-CIW
*Federal Aid Participating:  Yes T No R TATEY

* Indicates Required Fislds

Go Back I

In this example, the user will select Clerk's fees. When the data entry is complete, click
the Create button.

e ¥ |

I

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 (US 80}
Parcel - 0301 - Open

Transmitial Number - 2008-3750

Payee - BAY COUNTY CLERK CIRCUIT COURT

Create Line tem Inforauation

“Payment Type: Il‘.‘lnh Foes -
*Drganization Code: [asimes =] *Financial Project: 22041214301 =
“Line kem Amount: H 25h.00 *Expanalon Option: |RW - SA.SU.51%7 ‘l
*Federal Ald Participeting: € Yes € No
Notice of Utliy Services Number: |
* indicates Requited Fields
Creme | GoBack
. . o .
View R/W Invoice Transmittal Information
e o
District - 03 Seloct
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {110} TO SR 10 {US 90) Goto.. 4
Parcel - 0301 - Open Enter Tranamittal Number:
Transmittal Number - 2008-3750 | o
View RAY Invoice Transmittal nformation
Vendor/Client Number: F596000513014 Approver's Name: UNKNOWH [Ssiect | Rems |
Peyee: BAY COUNTY CLERK CIRCUST COURT RWMIS Contact Pervon: PARKER, BETTY [Selesl
Swroet Addrass: PO BOX 2269 Federal Ald Project Number: 5109 001 R
City, State Zip: PANAMA CITY, FLORIDA 32402 Federal Authorization Date: 062672006
Send Warrant to Payes: € Yos € No
Fizcal Yoar: f2008
Staws: Created Ol
Stutus Date: 10032007
Vendor lnvolce Number: 1234
Replaces Transmittsl Number: '
Total Amout $250.00
Special Instructions or Information: Iﬁ“. 301. ] |
ul
Croato’Add Linekem | ListLinekems | Updats | GoBack | Deiete
: | History |
View Priatable Transmistal|
Last Ugdated by RWMUSU3 on 1172772007

The user is taken to the View R/W Invoice Transmittal Information page. In addition
to the information entered in the Create R/W Invoice Transmittal Information page,
the following fields are available:

Total Amount - this is a read only field which displays the sum of the line items selected
for the R/W Invoice Transmittal.
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Key Point: A R/W Invoice Transmittal cannot be set to Sent to FSO if the Total
Transmittal Amount is $0.

Special Instructions or Information - this is a comment field that is available for
including special information about or instructions for handling or processing of the R/'W
Invoice Transmittal that will print on the R/W Invoice Transmittal document.

Key Point: It is strongly recommended that the user include the related parcel number(s)
in the Special Instructions or Information box.

Key Point: Since almost all payments are coded as federal aid participating regardless of
the actual funding on the project, if a payment is made which is truly non federal aid
participating, it is reccommended that the user put a comment in the Special Instructions
or Information box. For example: “This payment is for testimony regarding noise
damages and is not federal aid participating.”

This page also includes the following buttons:

Create/Add Line Item - by clicking this button the user is able to create and add an
additional line item to the R/W Invoice Transmittal.

History - by clicking this button the user is able to view the status history of the R’'W
Invoice Transmittal. Click the Close Window button to return to the View R/W Invoice
Transmittal Information page.

The District System Data Administrators can reset Transmittal Statuses to correct data
entry issues.

The following business rules will be enforced:

The "Revert Status" button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSO" status must be deleted and recreated.

On the View Line Item Information page, the Federal Aid Participating Yes/No radio
button is available for edit to the user with the District System Data Administrator
security profile after the related transmittal is placed in a terminal status (Sent to FSO,
etc.).
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History

[EemEEE — —————— ——_—= = ___— = ——______— ____— ——______— -
District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (i-10) TO SR 10 (US 90)

Transmittal Number - 2008-3750

Transmittal Histary

Status Date
Created 1002007

Ctose Window I

List Line Items - by clicking this button the user is able to view the list of line items that
have been included on the R/W Invoice Transmittal. Click the Go Back button to return

to the View R/W Invoice Transmittal Information page.

List Line Items

Distnct - 03 Select A :
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 {US 20) Golo... - )
Parcel - 0301 - Open Enter Transmittal Number:

Transmitial Number - 2008-3750
Payee - BAY CQUNTY CLERK CIRCUIT COURT

Payment fype

1 Clerk's Foan

Creale Line Rem j Go Back '

Top of Fage

Miscellaneous payment items are not associated with a work product. This is shown
under the Work Product heading—None.

Delete Line Item

A line item may be deleted from a R/W Invoice Transmittal by clicking the Delete button
on the View Line Item Information page. If a line item is deleted, the payable item will
once again be selectable on the List Payable Items page. If there is only one line item on
a R/W Invoice Transmittal and it is deleted, the R/W Invoice Transmittal will be deleted.

View R/W Invoice Transmittal Information
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IR i 5 = e e e Lo
[hsinct - 03 Select :
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 §-10) TO SR 10 (US 90) Golo 2 hd
Parcel - 0301 - Open Enter Transmiital Number:
Transmittal Number - 2008-3750
View RiW Invoice Transmitta! Information
Vendor/Client Humbes: F536000513014 Approver's Name: UHKNOWN _Seiect | Remeve
Payes: BAY COUNTY CLERK CIRCUIT COURT RWHS Contact Person: PARKER, BETTY _Seict I
Streot Addresa: PO BOX 2269 Federal Ald Project Number: 5$163 001 R
Chty, State Zip: PANAMA CITY, FLORIDA 32402 Federal Authorization Date: DBI26/2006
Send Warrant to Payee: Yo F No
Flscal Year: 2008
Startus: Created -]
Status Bate: 10/03/2007
Vendor Involce Number: 24
Replaces Transmittal Mumber:
Total Amount § 250.00
Specia! lastructions or Information:  [Parcel 301, |
=
CromtoiAdd Linshem | ListLinettems | Updste | GoBack | Delets
| Moy |
View Printable Transmittsl]

If the Created status is selected, the R/W Invoice Transmittal must be progressed
through the statuses of Goods and Services Received, Goods and Services Approved,
and Vendor Invoice Received, as previously described. The status of Canceled is also
available.

Canceled - the R/W Invoice Transmittal will not be processed. This is a terminal status
and the R/W Invoice Transmittal cannot be modified after this status is selected and the
Update button clicked.

B ————————— - — = ————_—____ I

District - 03 Select :

Project - 2204121 - SR 281 AVALON BLYD FROM SR 8 (1-10) TO SR 10 (US 90) Golo.. =

Parcel - 0301 - Open Enter Transmittal Number:
Transmittal Number - 2008-3750

View R invoice Transmsitta! Information

VendoriClient Kumber: F59600513014 Approver's Hame: unknown [E=t] | Revove |
Peyee: BAY COUNTY CLERK CIRCUIT COURT RWMS Contact Persan: PARKER, BETTY [Seect
Stroet Address: PO BOX 2269 Federal Ald Project Number: $109 001 R

Chy, State Zip: PANAMA CITY, FLORIDA 32402 Foderal Authorizetion Date: 06/26/2006

Send Warrant to Payee: € Yos & No

Fiscal Your:

Status:

Status Date:

Vendor Involoe Number:

Repiaces Transmiital Humber:
Total Amount

Special Instructions or Informstion:  [Parcel 301 i |
2
CrostoiAdd Line kem | ListLinaoms | Updata | |GeBack | Delete |
—B| Hsty |
View Printatle Transmital

1 et | indotad b AN ICNT nn 11ATS0NT

Once all three statuses of Goods and Services Received, Goods and Services
Approved, and Vendor Invoice Received, and status dates have been entered, the
following statuses are available:

Approved - the R/W Invoice Transmittal has been approved by the FDOT R/W
employee with approval authority.
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Canceled - the R/W Invoice Transmittal will not be processed. This is a terminal
status and the R/W Invoice Transmittal cannot be modified after this status is

selected and the Update button clicked.

In order to progress the status of the invoice to Approved, first select the approver’s
name by clicking the Select button by the Approver’s Name field. This action takes the

user to the list of people identified in the role of Invoice Approver (this must be

someone other than the RWMS Contact Person). Select the approver. Then select
Approved from the Status drop down box, enter the status date and click the Update

button.

NOTE: If the approver has been selected in RWMS prior to printing the R/W Invoice
Transmittal, their name will print on the R/W Invoice Transmittal in the Printed Name

field.
The user may now select the View Printable Transmittal button.

View Printable Transmittal

STATE OF FLORIDA DEPARTMENT OF TRANSPORTATION

FORM 573050-12

RIGHT OF WAY INVOICE TRANSMITTAL RETOsWAY
NEED VARRANT
R/W TRANSMITTAL No. 2008-3750 TO COMPTROLLER __________
{Az Date:10/03,2007 District No. D3 B: I acknovledge that proper procedures snd |C: AMOUNT OF WARRANT(S):
|Payable to: BAY COUNTY CLERK CIRCUIT COURT policies have beon adhered to and that the  [No. 1 S 250.00
Street: PO BOX 2269 axcunt billed and submittad for paymant is ﬁg, 2s
ICity: PAMAMA CITY A - surmeet . fTotal $ 250.00
|State: FLORIDA Zip: 32402 DUNCAN, JOHH A.
/Send WarTent(s) to:I” ibove Address
" District RV Hanager [” Other. prupc
» S~ T— e ===
D: Special Instructioss or Information: E: CONTACT PERSON:
Parcal 301. PARKER. BETTY
) COST DISTRIBUTION =
[ VENDOR IDENTIFICATION NUMEER — Lm FOR_COMPTROLLER WSE ONLY Il SECTION 215.422 STATUTORY EEQUIREMENTS
F596000513014 mor DATE GOODS OR SERVICES
—_— e gl ~RECe1vED 1005/2007 |
duditor's Initial: DATE GOODS OR SERVICES
Buditors Tnitdals SPeROVED. 16-05,2007 i
| DATE INVOICE RECEIVED | 10/06-2007 |
wm| M| ORGCODE B0 OBJECT AHOUNT INVOICE NUMBER B FROJECT 1D |
[ 5033030355 T 499015 250.00] 2008-3750_ [0 122 T 22041214301
I~ ORIGINAL - OFFICE OF COMPTROLLER I” COPY. DISTRICT R/¥ ORIGINATOR I” COPY. STATE COMPTROLLER
™ COBY. CONPTROLLER - TO BE MATLED VITE VARRANT [T COPY, DISTRICT RECORDS AND FUNDS MANAGENENT I” COPY. SUSPENWSE FILE
1

Delete R/W Invoice Transmittal

A R/W Invoice Transmittal may be deleted until such time as it is in a status of Sent to
FSO. At that point no further changes may be made to the R/W Invoice Transmittal.
Line items must be individually deleted (see Delete Line Item). When the last line item

is deleted, the R/W Invoice Transmittal will be deleted.

From the Approved status, the R/W Invoice Transmittal may be progressed to either

Sent to FSO (Financial Services Office) or Canceled. Both of these are terminal

statuses and the R/W Invoice Transmittal cannot be modified after this status is selected

and the Update button clicked.
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S rym—

Salect d

Disinct - 03
Projed - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) TO SR 10 (US 9¢) Got.. =
Parcel - 0301 - Open Enter Transmkal Number:
Transmyital Number - 2008-3750
View R/W invosce Tranzmiltal Information
VendoriCllent Number: 596000513014 Approver's Name: DUNCAN, JOHH A, Seast| Sempes |
Payee: BAY COUNTY CLERK CIRCUIT COURT RWMS Contact Person: PARKER, BETTY _Ssist !
Street Addresa: PO BOX 2269 Federal Ald Project Number: S109 001 R
City, Stata 2ip: PANARA CITY, FLORIDA 32402 Federal Authorization Date: 062612006
Send Wasrant to Payee: € Yos & No
Fiscal Year: faoce
Status: lSlntln FS0 v}
Status Date: frovmsr2007
Vendor Involce Number: 924
Replaces Transmittal Number: l
Total Amount $ 250.00
Spectal tnstructlons o Information: ruw 301 g |
|
Craate:Add Live Hem ] List Live fems Update | Gc Back Cetete I
Record Warst | History |
Yiew Printable Transmitta!
Last Updated by RWMUS03 on 11/27/2007

NOTE: The Record Warrant button is now enabled because the user selected No on
the R/W Invoice Transmittal Send Warrant to Payee field indicating the warrant would
be returned to the district. If the Send Warrant to Payee field had been set to Yes, then
the Record Warrant button will remain disabled since the warrant will be sent directly
to the payee.

Printing the R/W Invoice Transmittal

Click on the View Printable Transmittal button, click on the File button in the tool bar,
and select Print. (See Section 10.1, R/W Transmittals — General, for additional
information on printing R/W Transmittals.)

From this point, the user could click the Record Warrant button and proceed to record
the warrant for this payment. Please see Section 10.7, Receive and Record Warrants, for
further information.

PURCHASING CARD TRANSACTION

In the event that a miscellaneous project payment was made through the use of a
Purchasing Card, the transaction should be entered into RWMS as a R/W Invoice
Transmittal as a Miscellaneous payment. All data entry would be the same, except as
follows:
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Send \Yarrant to Pavee - the user would always select the Yes radio button.

T e e v o R i i B T TR W O T o
Distnct - 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR E (-10) TO SR 10 {US 90)
Parcel - 0301 - Open
Creste R'W Invaice Transrittal [nformation
“VendoriCltent Number: Fo ez e Approver's Nama: UNKNOWN [Soiect] _Remeva |
Payse: SOCMTES, INC. *RWMS Contact Person: PARKER, BETTY _Seisl
Street Address: I R Fedenl Ald Project Number: SN9WTR
City, State Zip: H Faderal Authorization Date: 0612672008
*Send Warrant to Payee: @ Yes " No
*Flace) Year: 2006
“Stmtus: Created -
*Status Daro: 6215272007
Vendor involce Number:
Replates Transmittal Number:
* Indicates Required Fields
Coninue | Go Back

Special Instructions or Information, the user would note that the transaction had been
made through the use of a Purchasing Card.

orneticn bree=s
District - 03 Salect A
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 4-10) TO SR 10 (US 90) Goto.. _
Parcei - 0301 - Open Enter Transmittal Number:
Transmitial Number - 2008-3751 @
Vandor/Client Rumber: F591843323003 Approver's Name: UNKNOWN _Sect | famove
Payes: CHANDLER AND ASSOCIATES, INC. RWMS Contact Person: PARKER, BETTY _Seect
Street Address: 11 WEST 23RD. STREET Fedoral Ald Project Number: 5109001 R
Chy, State Zip: PANAMA CITY, FLORIDA 32405 Federal Authorizaton Date: 0672612006
Sand Warrant to Payee: # Yes © No
Fiscel Yoar 2008
Status: Created =l
Status Date: 02/0272007
Vendor Invoice Nurber: 124
Replaces Transmittal Number:
Total Amourst $ 500.00
Spacial Instructions or Information:  [Parcel 301. A Purchasing Card (PCard) was used for this transaction =
=
Crosto/AddLioe tom | tistlmehems | Update | GoBuck | Deiste |
== = | Haslory ]

Viev; Printable Transmite

§ oot 1 indetad i DWW IRAT nn 11797279007

Status - Created - the status date of Created in RWMS would be the same as the Order
Placed Date in FLAIR.

Status - Goods and Services Received - the status date of Goods and Services
Received in RWMS would be the same as the Goods and Services Received Date in
FLAIR.

Status - Goods and Services Approved - the status date of Goods and Services
Approved in RWMS would be the same as the Goods and Services Approved Date in
FLAIR.

Status - Vendor Invoice Received - the status date of Vendor Invoice Received in
RWMS would be the same as the Vendor Invoice Received Date in FLAIR.

Status - Approved - the status date of Approved in RWMS would be the same as the
Date Approver Processes in FLAIR.
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Status - Sent to FSO - the status date of Sent to FSO in RWMS would be the same as
the Date Approver Processes in FLAIR.

NOTE: While the R/W Invoice Transmittal would be progressed through all the statuses
to Sent to FSO, the actual paper R/W Invoice Transmittal would not be sent forward.

E-PROCUREMENT/MyFloridaMarketPlace (MFMP) Transactions

Most miscellaneous payments will be processed through RWMS. MFMP will be used
for payment for commodities.

NON RIGHT OF WAY PAYMENTS

Only payments related to the right of way process may be processed through RWMS as a
miscellaneous payment, excluding any payments that are required to be processed
through MFMP. All right of way payments are made using phase 4x funds. Payments
not related to the right of way process may not be processed through RWMS. Payments
using any phase other than a 4x phase may not be processed through RWMS.
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RECEIVE AND RECORD WARRANTS

When a warrant is received in the District R/W Office, a record of the warrant must be
created in RWMS.,

Warrant Diagram
The following diagram shows the relationship between the R/W Invoice Transmittal,
warrants and warrant logs:

Right of Way Invoice Transmittal

4

PR S

Warrant Recond Wanant Record
VWarrant ¥1 Warran: 2
Regular Warmrant Holdback Warrant
¥ K
Warrani Log Warran: Log
Warran: #1 Warrant #2
Recavad by Warrant Contral Officear Recelvad oy Warrant Control Offfcer
1 v
Warerani Log Warrant Log
Warrant #1 Warrant #2
Picked Up By Custodian Picked Uip By Custodian
3 A 4
Warrani Log Warrant Log
Warrani #1 Warrant #2
Delivered To Payee Delivered To Payes

From the home page, select Transmittals from the Records and Funds dropdown
selection and click the Go button.
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Right of Way Management System

T4T02001 10 =3

# RAY Project © Construcicn Project
Enter tern/Segment Number. 'ﬁﬂ‘l

Helo DISTRICT 3 TEST USER. Weicome to the RWMS Home Page

#1ase refe: 10 the Data Refvesh Reguerst document for tha talest Production refies: dete Enter Parcel Number, T )
General ProjectsiParceis Appraisal
[Administithe Masasges S Projects v [T
Cotrespondence Acquisition Litdgstion
[AX Conespondence kb [Enter Real Estate OferiCounter Ofler ]G Er = L
Relocation Businses Damages Property Managament
[Rilocaton Clms. =] [Enter Business CfierCounter Offer =]\ [Parcet iterest rveniory tema =140
Contracting Records and Funds RW Cost Estimate
Contracts B ) Creats RV Invoics Trenamitial =14 [CostEstimate =] G
RWMS People Management st ortrae i Tanamits
- o)

[Rote Management =l

! “aill open & new browser windew
List PayebisMecevable lems Ripo

FLORICA DEPARTMENT OF TRANSPORTATION
“aing tre Help™ butlon cpens & new browes rindoe

On the filter page insert the R/W project number, and if applicable, the parcel number
and click the Go button. For this example we will follow a purchase agreement with a
holdback warrant (R/W Project 2204121, parcel 302).

. =
—
oo Right of Way Management System
" S € Dropdown Selection
Chotse selection crteria @ Typain =
RIW Project: | T
Parcel: {Optional) 0
FOREnter:
Transmitin] Number: [
: .
List Transmittals
Diehicl - 03 Select H Show Transmittals:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 10 {US 90} [ow.. @ Unpaid L CA L ""':;
Parcel - 0302 - Open oA

List Transmittals

Stats Late RAY Conlait

6216212007

Invore Ty

008314 MARTI TRACEY COURT ED 0302 Sem tn FSO $ 100,000.00

RIW invoice BELL, R. DAVID
CratoRii | CmastsCT |  CoosleCspost | GoBack |
Top of Page

The List Transmittals page will show all transmittals for the R/W project and parcel
number selected. The user is provided a choice through the use of a radio button to show
transmittals in an Unpaid status or All transmittals. The default is Unpaid.

The user will select the Transmittal for which the warrant has been received.
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If the user enters the Transmittal Number on the filter page and clicks Go,

Feor Right of Way Management System

Szlect from the Tollowing

N € Dropdown Selection
Cheose sslection critaria: # Typain S ion
RW Project: '
Parcet: (Optional)
- OrEnter -
Transmittal Numbaer: [ro0a3Ted

FLORIDA DEPARTMENT OF TRANSPORTATION
“Using the “Teip” bubien cpens 8 cuw browses aindow.

...the user is immediately taken to the View R/W Inveice Transmittal Information
page.

o
- Select
Disfrict - 03 Gota... x
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (i-10) TO SR 10 (US 90}
Transmittal Numbes - 2008-3784 e e ey,
View R'W invoice Transmiital Intormation
VendorClient Humber: S000000001001 Approvers Nome: DUMCAN, JOHN A. Semct| Rencca
Payee: MARTIH TRACEY COURT ED RWMS Comtact Person: BELL, R. DAVID _Seict]
Sireot Address: 500 SOUTH DUVAL STREET Federal Aid Projact Number: 5109001 R
City, State Zip: TALLAHASSEE, FLORIDA 32399 Federal Authorization Date: 0672612006
Send Wairant to Payee: € Yor ¥ No
Fiscal Year: J2008
Status: ’Simto F50 =
Status Dese: fozrmarzoar
Vendor involce Number:
Replaces Tranamittal Number: l
Tetat Amount § 100,000.00
Special Instructions or Information:  [Parcel 302 with holdback wanant -
)|
CrestoiAddLinehom | Listtiveitems | Updste | GuBack | Delete
Record Warrard J Histery |
Viess Priviebia Tmamiull
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View R/W Invoice Transmittal Information

Sajact d

{strict - 03 Golo... 2
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90
Transmitial Numbes - 2008-3784 ""’[’M"‘“‘@“""
View R'W {nvoice Transmittal bnformation
Vendor/Client Number: 5000000001001 Approver's Name: DUNCAN, JOHN A, 5wt I et
Payeea: MARTIN TRACEY COURT ED RWMS Comact Person: BELL, R DAVID _Beect
Street Address: 500 SOUTH DUVAL STREET Federal Ald Project Number: S108001 R
Chty, State Zip: TALLAHASSEE, FLORIDA 32399 Federal Authorization Date: 06/26/2006
Send Warrant to Payes: € Yes & No
Fiscal Year: IM
Statua: [Sentto FSO 7]
Siawn Dave: foamarzoar
Vendor knvoice Number:
Replates Transmittal Number: I
Total Amount $ 100,000.00
Spacial inatructions or Informetion: FM 302 with hoklback wamant |
4
Create/Add Line ftem ListLino ftoms | Update | GoBack | Dewte
Recond Warrant |
View Prinlable Transmital
Last Updatad by RWMUS03 on 19/30/2007

From the View R/W Invoice Transmittal page, the user will click the Record Warrant
button.

Create Warrant Information

The Create Warrant Information page includes general information about the warrant,
such as the warrant number, type, delivery status, issue date and amount.

Orstnct - 63

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (L10) TO SR 10 {US 90}
Transmittal Number - 2008-3784

Payee - MARTIN TRACEY COURT ED

“Warrant Number “Voucher iD:

“Warram Type: @ Reguiar ¢ Holdback *lssued Date:

“Sime Wairant Control Officer :] *Rewurn Due Date:

*Status Dats: *Paid Amount: 5|
* Indicatas Required Flelds

Go bk

The following fields are available on this page:

Warrant Number - (mandatory) - this is the number printed on the warrant received
from the State Comptroller.

Warrant Type - (mandatory) - this is a radio button. Select either Regular or
Holdback. The default is Regular.

Status - (mandatory) - there are two statuses available upon creation of the warrant:
Warrant Control Officer and Picked up by Custodian. The default is Warrant
Control Officer.

Status Date - (mandatory) - this is the date the current status is valid.
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Voucher ID - (mandatory) - this is the voucher number assigned by the Comptroller's
Office.

Issued Date - (mandatory) - this is the date the warrant was issued by the State
Comptroller as printed on the warrant.

Return Due Date - (mandatory) - this is the date the warrant must be returned to the
Comptroller's Office based on procedural requirements.

Note: If the Return Due Date is extended, the user must insert the new date in this
field and Update the page.

Paid Amount - (mandatory) - this is the amount of the warrant.

Note: The Paid Amount must agree with the related amount in the transmittal. In this
example, the transmittal has $92,000 for the regular warrant and $8,000 for the holdback
warrant. Any amount other than $92,000 on the regular warrant yields the following
error message.

Microsoft Internet Explorer _ x|

¢ This Warrant Amount does not equal any of the
H Expansion Option Totals from the Invoice!

EO: RW Amount $92,000.00

The concept is the same for transmittals with different expansion options. The warrant
amount must match the related expansion option amount on the transmittal.

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90)
Transmittal Number - 2008-3784

Payee - MARTIN TRACEY COURT ED

Create Warrant information

“Warrant Number m— *Voucher 1D: ﬁ

“Warram Type: # Reguler  Holdback “tssued Data: WWW'—
*Status: [Wacrant Control Officer 3] *Rensrn Due Date: foseszoor
“Stanss Deter o007 “Pald Amount: s[ sooe
* Indicetes Required Flalds

GoBack

FLORDA DEPARTMENT OF TRANSPORTATION

When data entry is complete on the Create Warrant Information page, click the Continue
button. The user is taken to the Create Warrant Log Entry Information page.

Create Warrant Log Entry Information
In order for creation of the warrant to be complete, the user must create a warrant log

entry.
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The Warrant Log Entry Information page documents each individual who has possession
of the warrant. It includes the identification of the person who has possession of the
warrant, as well as the time and date of possession.

{rstrict - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 0-10) TO SR 10 (US 90}
Transmittel Numbes - 2008-3784

Payee - MARTIN TRACEY COURT ED

Wanant Number - 123123

Create Warramt Log Entry information

*Warant Pick Up Data: Montt] 12 Day] O3 Yead 2007 Costodian Cenfirmation: NO
“Warrant Pick Up Time: Dzl 24 A CPU User Id: RWMUSO3
*Custodian Name: DISTRICT 3 TEST USER _Assign I Paseword; l

* Indicates Required Flelds

Creats: Ge Back

The following fields are available on this page:

Warrant Pick Up Date - (mandatory) - This is the date the warrant is picked up. The
system will default to the current date. The user can change this date and is cautioned to
be sure that the actual date of pick up is entered in this field before creating the log entry.

Warrant Pick Up Time - (mandatory) - This is the time of day the warrant is picked
up. The system will default to the current time. For District 3, time is set to Central
Time. The user can change this time and is cautioned to be sure that the actual time of
pick up is entered in this field before creating the log entry.

Custodian Name - (mandatory) - this is the name of the person picking up the warrant.
If the user has been assigned the RWMS role of either Warrant Control Officer or
Warrant Custodian and that status was selected on the Create Warrant Information
page, the system will default the Custodian Name to the user with the option for
changing.

Custodian Confirmation - this is a read only field with a default of No. Once the person
picking up the warrant enters their Password, Custodian Confirmation will change to
Yes. All warrant log entries must include a custodian confirmation.

NOTE: The following warning message is generated if the custodian has not entered his
password and attempts to create an unconfirmed log entry.

Microsoft Internet Explorer T R 5’

< WARNING - This will create an unconfirmed warrant log entry,
‘_'.

Are vou sure you want to create an unconfirmed warrant log entry?

| K I Cancel i

User ID - this is a read only field based on the selected Custodian Name.
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Password - the person picking up the warrant will enter their RWMS password into this
field to confirm they have received the warrant. If confirmation is not entered the
warrant log will show the name of the person entered as having picked up the warrant,
but the status of the warrant will not change from the confirmed Custodian. All warrant
log entries must include a custodian confirmation.

Once data entry is complete, the user will click the Create button. The user is taken to
the View Warrant Log Entry Information page.

NOTE: A Warrant Log is created for each warrant and is not a single tracking log of
ALL warrants in RWMS. A list of all warrants in RWMS and their related log entries is
available as the Self-Serve Report, Warrant Log Report. See the final section of this
chapter, Self-Serve Reports for Monitoring Warrants and Warrant Logs.

View Warrant Log Entry Information

Uismct - 03 Select A :
Pregect - 2204121 - SR 281 AVALON BLVD FROM SR 8 (i-10} TO SR 10 (US 90) Goto.. = Enter Transmittal Number: Enter Warrant Number:
Transmittal Number - 2008-3784 — @ @

Payee - MARTIN TRACEY COURT ED
Warmant Number - 123123

View Warrant Log Entry information

Waeant Pick Up Date: 12032007 Custodian Confirmation: YES
Wamant Pick Up Tine: 08:24 AM User Id: RWMUS03
Cusicdian Name: DISTRICT 3 TEST USER Paswerord: /

Warrant Log Commanta:

!

Update l Go Back I

Last Updated By, RVWLUS03 On: 12/03/2007

Upon creation of the Warrant Log entry, the Warrght Log Comments field is now
available. Also, note that the custodian has confirthed the log entry.

District - 83
::)jed - 2?04121 -SR 2813?\‘!1\LON BLVD FROM SR 8 {i-10} TO SR 10 (US 90} Golo.. = Entar Transmittal Number: Enter Warrant Number:
Payee - MARTIN TRACEY COURT ED - i
Watrant Number - 123123

View Warrant Log Entry Irformation

Wairant Pick Up Date: 12002007 Custodign Confirmation: YES
Warrant Pick Up Time: 024 AR User Id: RWAIS03
Custodian Nams: DISTRICT 3 TEST USER Password:

Waimant Log Comments: =l

o | [Gom]

Last Updated By: R¥#AUS03 On: 12/03/2007

Once data entry is complete, from the Select Activity dropdown box the user may select
from the following:

Transmittal - this is the specific transmittal on which the warrant was recorded.

Transmittal List - this is a list of all transmittals on the R/W project. The user may
choose to view All transmittals or Unpaid transmittals. The default is Unpaid

transmittals.
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List Warrants - the List Warrant page provides a list of all the warrants and their status
for the R/W project and parcel selected.

Warrant Detail - the View Warrant Information page provides detailed information
including the status of this specific warrant.

In this example, two warrants were received, so the user may either select List Warrants
or Transmittal in order to create the second warrant.

Note: RWMS will not allow the creation of multiple regular warrants on one transmittal
except in the case of payments with different expansion options.

List Warrants
Project - 2204121 - SR 281 AVALON BLVO FROM SR 8 {-10) TO SR 10 (US 90
Transnuttal Number - 2008-3784 Enter T Ktal Numbs
Payee - MARTIN TRACEY COURT ED vanam .-.
Parcel - 0302 @

List Warrants

e i PR Vo
[l Warrant Comtrol Officer REGULAR TSTRICT 3 rzsr uszg 123123 $82,000.00 [

s |

Create Warran | Go Back ]

Top of Page

On the List Warrants page the user will click the Create Warrant button to create the
holdback warrant. The use must click the holdback radio button in order to create the
holdback warrant.

tormotizn Tywes S ="
Distnct - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (1-10) TO SR 1040S 90)
Transmyttal Number - 2008-3784

Payee - MARTIN TRACEY COURT ED

Creata Warrant information

“Warrant Number [ass “Voucher ID: [
“Warrant Type:  Rogular & Holdback “lsswed Date: [osozzoer
*Stans: [Warrant Control Officer =) “Return Dug Dote: [o6ssz007
*Status Data: fosozzo0r “Pald Amount: s 8w
* Indicates Required Flolda

[Continse ] 3o Back |

Once data entry is complete, click the Continue button.

uismct - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) YO SR 10 (US 90;
Transmittal Number - 2008-3784

Payee - MARTIN TRACEY COURT ED

‘Wamant Number - 456

Create Warrant Log Entry information

“Warrant Pick Up Date: Mot 12 Day] 03 Yea 2007 Custodian Conflrmation: No
“Warrant Pick Up Thme: | 9 J W FAM PR User id: RV/MUSGT
“Custodlan Name: DISTRICT 3 TEST USER _ Assign Paseword:

* Indicates Required Fields

Creste GoBack
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Enter the data on the Create Warrant Log Entry Information page, confirm the custodian
and click the Create button.

.
List Warrants
S ki LTI TTi
District - 03 Salect Activity:
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 0-10) TO SR 10 (S 90} Goto.. =
Transmittal Number - 2008-3784
Payee - MARTIN TRACEY COURT ED Enter Transmisial Rumber:
Parcel - 6302 :

Status [ate

[ Warrent Contro! Officer DISTRICT 3 TEST USER 1210 §52,000.00 552007
Q02200 Warrant Control Officer DISTRICT 3 TEST USER 56 §8,000.00 060572007
= i1 Go Back
Top of Page

The List Warrants page now shows both warrants. For the warrant to be delivered, the
warrant must be picked up by the Warrant Custodian and a new Warrant Log entry
created. Select the warrant to be delivered by clicking on the status date. The user is
taken to the View Warrant Information page.

NOTE: Because a Warrant Control Officer is not allowed to deliver warrants directly to
payees, RWMS will not allow a warrant to be put in the status of Delivered to Payee if
the last confirmed warrant log entry is Warrant Control Officer.

Warrant Picked Up By Custodian

LHIUIA = WD DTIILL MALLIVRY.

mnifoﬁﬂ ??0%%33?‘8’?'_0" BLVD FROM SR 8 {-10) TO SR 10 (US 90} Goto. Enter Transmitial "“% Enter Wormant ““":&"

Payes - MARTIN TRACEY COURT ED

Warrant Number o Voucher ID: s

Warant Type: & Reguler ¢ Holdback Issued Date: W

Status: [Warrant Control Officer =] Retun Due Date: [osmosz007

Status Date: [e2/ar2007 Paid Amount: s 92,000.00

Received Recelpt: ©Yas @ No

mu_l History ' Update I Go Back Delate ]
Ligt Warrant Logs

I Coomart Bae Last Updated By’ RWMUSG3 On. 12/03/2007

On the View Warrant Information page, the following field is available:
Received Receipt - there are two radio buttons with the choice of Yes or No.

From the View Warrant Information page, click the List Warrant Logs button. The user
is taken to the List Warrant Logs page.
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% e i Enter T ittal Humbe Enter Warrant Number:
Pro;ed 2204121 - SR 281 AVALON BLVD FROM SR 8 (-10) TO SR 10 (US 90} Goto.. Tansm T g
Transmitial Number - 784 | L co I Lco

2008-37
Payee - MARTIN TRACEY COURT £D
Waant Number - 123123
Warant Peid Amount - 92,000 00

Varrant 1 ueindy D

12720007 B221 AN DISTRICT 2 TEST USER YES
Create Wamani Log Fom II. 3
6> Back

Top of Page

The user will then click the Create Warrant Log button. The user will be taken to the
Create Warrant Log Entry Information page.

A S S T T T L L]
racomaven
District - 03 Select Activity:

Project - 2204121 - SR 281 AVALON BLYD FROM SR 8 (1-10) TO SR 10 {U& 90) Goto.. ~

Transmittal Number - 2008-3784

Payee - MARTIN TRACEY COURT ED

Vmrrant Numbes - 123123

Create Warrant Log Entry information

Warrant Plck Up Date: Wont] 12 Dyl 03 vea] 2007 Custodian Conflrmation:

*Werrani Plck Up Thme: | J 03 @AM CPM User Id: RWIT7PW
*Custodian Name; WARMATH, PAULA _Assign Password: |

* indicates Requirad Fiaida

Ceate Go Back

The user has entered Paula Warmath as the Warrant Custodian picking up the warrant,
but the confirmation has not been made. If the user clicks Create, the following error
message will appear.

Microsoft Internet Explorer ! _ﬂ

p WARNING - This will create an unconfirmed warrant log entry,
. )

Are you sure you want to create an unconfirmed warrant log entry?

| OK I Cancel i

the unconfirmed log entry will be created. If the user clicks
s entered and a confirmed log entry will be created.

If the user clicks O¥
Cancel, the password ca

wrging - 63 Salect A
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (110) TO SR 10 (US 2%
Jransmitial Number - 2008-3784
Payee - MARTIN TRACEY COURT ED

Wamant Number - 123123

= Enter Transmittal Number: Enter Wacrant Numbern:
«© @@

View Warrant Lag Entry information

Warraat Pick Up Date: 1203007 Custodian Confirmation: MO
Warrant Pick Up Time: 09:03 AN User Id: RWITTPW
Custodian Hame: WARMATH, PAULA Password:
Warrant Log Comments: =l

|

Update Go Back !

Last Updated By, RWMUS03 On: 12/03/2007

Right of Way Management System User Manual 10.7 - 11 12-5-2015




NOTE: Once a custodian has confirmed receipt of a warrant by entering the password,
RWMS will not allow any previous custodians to confirm earlier unconfirmed warrant
log entries. Users should never create subsequent log entries when the latest log entry is
in an unconfirmed status.

Microsoft Internet Explorer L _ﬂ

WARNING - The previous warrant log entry was not confirmed.

\_:/ If you continue the previous custodian will not be able to confirm the previous warrant log entry,

Do you wish to continue?

wtgmaten
Bk SR FRO! O SR 10 (U Fload i Entar T htal Number: Enter Warrant Numbe!
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {-10) Te S 90) Goto.. = ransm| i amal ber:
Transmittal Number - 2008-3764 @@ @
Payee - MARTIN TRACEY COURT ED

Wamanl Number - 123123

Wairani Paid Amount - 92,000 00

List Warrant loys
Wariau Castody Bate Custodian e Name:

\ZXAI01 3:00:30 AM | WARMATH, PAULA
12737007 3:24:21 AN DISTRICT 3 TEST USER

Custodian Conbinration

Create Warrant Log _I
Go Back

The List Warrants page indicates that Paula Warmath has current custody of Warrant
Number 123123 (regular warrant). However by clicking on the status date of that
warrant, the status of the warrant remains Warrant Control Officer and Paula Warmath
is not the Warrant Control Officer. The reason that the warrant status is still “Warrant
Control Officer” is because Paula’s log entry has not been confirmed yet.

smet - U3 Select
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {-10) TO SR 10 (US 90) [eoto m__]_ Entor Transmitta) Humber: Entar Warmnt Number:
Transmitial Number - 2008-3784 Lo <@
Payee - MARTIN TRAGEY COURT ED

Wamant Number 123i23 Voucher ID: ™ ]

“Warrant Type: & Regular ¢ Hokdback Issued Date: foaman00r

Status: [Warrant Control Officer ] Retusn Due Dote: fesosrzo0r

Status Dete: foznzrzoer Paid Amount: s[T 5200000

Recelved Recslpt: ©Yes & HNo

[ Commens | History | Updts | GoBack | Delele
List Warant Logs |

I~ Commann Exm tast Updated By: RWMUSO3 On; 12/03/2007

NOTE: Once a custodian has confirmed receipt of a warrant by entering the password,
RWMS will not allow any previous custodians to confirm earlier unconfirmed warrant
log entries is disabled for earlier custodians.

By clicking on the List Warrant Logs button the user is taken to the View Warrant Log

Entry Information page. Here the Custodian enters her password and clicks the Update
button. This changes the Custodian Confirmation field to Yes.
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District - 03 Select Activity:

Projedt - 2204121 - SR 281 AVALON BLVD FROM SR 8 {1-10) TO SR 10 (US 90) Golo... ~ . .
Transmitial 20083784 Enter Transmital Hm:;- Emrw:vmum(t;-
Payee - MARTIN TRACEY COURT ED I

Warant Number - 123123

View Warrant Log Entry information

Warrant Pick Up Date: 1200372007 Custodian Conflrmation: TES
Wairant Pick Up Time: 09:03 AM User Id: RWSTTPW
Custodian Name: WARMATH, PAULA Pasaword:
Warrant Log Comments: 1 =

A

Update | GoBack

Last Updsted By: RWMUSE3 On: 124032007

The View Warrant Information page now shows the Status as Picked Up By Custodian
with the Status Date changed to the date that confirmation was eptéred. Confirming the
log entry by entering the password caused the status of the waerant to change to Picked

Up by Custodian.

District - 03
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (H10} TO SR 10 (US 90} Enter Transmial Number: Emer Wamant Number:
Transmitial Number - 2008-3764 [ o J o ]

Payee - MARTIN TRACEY COURT ED

View Warrasmt Information

Voucher ID: [CI—
Iseused Date: 2622007
: Picked Up By Custodian = Return Due Date: fosmsizoor
Status Date: [samazoor Pald Amount: s 42,000.00
Recelved Recelpt C Yes & No
[ comments | Mty | Updsts | GoBack | Delsts
List Warrant Logs |

17 Cormmenss Exint Last Updated By: RWAMUS03 On 12/03:2007

From here, the Status of the warrant may be changed to Delivered to Payee, which is a
terminal status and the Warrant record cannot be modified after this status is selected and

the Update button clicked.

imton Sy
District - 03 Select Activity: c
Projed! - 2204121 - SR 281 AVALON BLVD FROM SR 8 (I-10) TO SR 10 {US 90) Golo... v Enter Transmittal Number: nter Varmant Number:
Teansmittal Number - 2008-3784 l w @
Payee - MARTIN TRACEY COURT ED
Wairant Number | FE7F3] Voucher ID: 456
Warrant Type: & Regular ¢ Holdback Issued Date: 0210272007
Status: Delivered To Payee = Retwm Bue Date: W
Status Dato: 1270302007 Paid Amount: s W2.000.10
Recaived Receipt: @  No
Commaents I History | Updste | GoBack | Delete
List ¥/arant Loga I
7 commans Eetnt Last Uodated Bv: RAHUSD3 On' 12/03/2097

Key Point: When the status is changed to Delivered to Payee, the user must change the
Received Receipt radio button to “Yes”. Otherwise, RWMS will display the following
warning.
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Microsoft Internet Explorer 3 _- .}ﬁj

g/ WARNING - The Warrant Status has changed to Delivered to Payee but the Received Receipt = No.

Do you wish to continue?
| oK | Cancel ]

Warrants for Relocation Claims

The Relocation Claim Status is automatically updated when a warrant for that claim is
delivered.

When a warrant status is changed to “Delivered to Payee” and the warrant record is
updated, and the warrant is payment for a relocation claim, the following message will be
displayed:

"This warrant is payment for one or more relocation claims. Do you want the related
Relocation Claim Statuses to be changed from “Approved Claim” to “Payment Made”
with the following Status Date (warrant status date)? Yes/No"

If the user answers “Yes”, the related relocation claim statuses will be automatically
changed to “Payment Made” with status dates the same as the warrant “Delivered to
Payee” status date. If the user answers “No” then no change will be made to the
relocation claims but the warrant will be updated as normal.

The message will only be displayed when the following criteria are met:

1. The Warrant is related to a Right of Way Invoice Transmittal (RIT)

2. The RIT Total Amount equals the Warrant Amount

3. The RIT has one or more line items related to relocation claims

4. All of those relocation claims are in an Approved Claim status.

5. All of those relocation claims Approved Claim status date are less than or equal to the
warrant “Delivered to Payee” status date.

6. The sum of the Relocation Claim Total Amounts equals the Warrant Amount.

Warrant History

Warrant History

 Wasews ] Viarant Status Dat
Delivered to Payes 01/22/2004
Plcked up by Custodian 0472272004
Warrant Control Officer 10/01/2003

Close Window I

By clicking the History button on the View Warrant Information page, the user is taken
to the Warrant History page. This page provides a listing of the statuses of the warrant
and their respective status dates.
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The District System Data Administrators can reset Transmittal Statuses to correct data
entry issues.

The following business rules will be enforced:

The "Revert Status"” button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSO" status must be deleted and recreated

Mailed to Payee

There is also a status of Mailed to Payee which is used when the warrant is mailed from

the R/W Office to the payee. The holdback warrant (456123) will be used in this

example.

N N e S S .. o i

[P):mg %04121 SR 281 AVALONBLVDFROM SR8 (-10) TO SR 10 (US 90) GD::AWV N Enter Transmitiat Number: Enter Warrant Number:
@ —

Transmittal Numbes - 2008-378: <@
Payee - MARTIN TRACEY COURT ED

View Warrant information

Warent Number [ Voucher 10: ez

Warrant Type:  Regular © Holdback lasuad Date: [o2r2rzo07

Status: Return Dus Date: [esmantor

Statos Date: Paid Amount: s 5,000.00

Recaived Recelpt Financial Servics Office

[ comments ] History | Update | GoBack | Belste |
 List Wacact Logs

tast Updated By: RWHLRUS03 On 12/03/2007

T Comment Bt

Upon mailing of the warrant, the status is updated to Mailed to Payee.

gt - U8 Select
Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 (10} TO SR 10 (US 90) |Go to. -] Enter Transmittal Number: Enter Warrant Number:
Transmittal Number - 2008-3784 I o ] [ o]
Payee - MARTIN TRACEY COURT £0

View Warrant information

Warrant Humber T3] Voucher ID: ez
Warrant Type: € Regular @ Holdback tssued Date: fozarmor
Status: [Matted To Payes =] Return Due Date: fosmaro0r
Starus Dote: [oasr200r Paid Amount: s 8,000.00
Recelved Recalpt: CYer @ No
Comments Histery | Updste | GoBack | Delkete
List Warrant Logs |

T~ commarn Ecnt Lest Updated By: R¥?14US03 On. 12/03/2007

When the warrant is received by the payee and the receipt acknowledgement returned to
the R/W Office, the warrant status is updated to Delivered to Payee. When the mailing
receipt is received by the District, the Received Receipt radio button is updated to Yes.
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District - 03
{Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {-10) TO SR 10 (US 90} Enter Wairant Mumber:
@

Transmittal Number - 2008-3784
Payes - MARTIN TRACEY COURT ED

View Warrant information

Warant Number 3123 Voucher ID: Fes123
Wamant Type: ¢ Regulor © Holdback lssved Date: [ozm2rz007
Status: [Defivered To Payes =] Retum Dua Data: [esiar00r
Status Date: [ezrnzmoor Pald Amount $ T.000.00
Recelved Receipt: @ Yes  bo
Comments | tistory Update | GoBack .' _ Dolete ]
List Warrard Logs

I cemmens exm Last Updsted By. RWMUS03 On: 12/03/2007

By clicking on the History button, the warrant history can be viewed.

District - 03

Project - 2204121 - SR 281 AVALON BLVD FROM SR 8 {I-10) TO SR 10 (US 90}
Transmittai Number - 2008-3784

Payee - MARTIN TRACEY COURT ED

Warrant History

Warrant Status Wasrant Status Date

Delivered to Payse 0211212007
Malied to Payee 0m7
Warrant Control Officer 02/02:2007

Close Window I

Delete Warrants and Warrant Logs

The District RWMS System Data Administrators have the authority to delete warrants
and warrant logs when necessary to make data entry corrections in RWMS. All deletions
are logged by the system and reports are routinely run against the deletion log to monitor

deletion activities.
Self-Serve Reports for Monitoring Warrants and Warrant Logs
As part of each district’s quality control process, the status of warrants and warrant logs

should be monitored by using the RWMS Self-Serve reporting application. For
information and to access the Self-Serve reporting application, go to:
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etk [ o o rryT— _woap _REQUEST_TYPE=WORPJNIT_VIEWBWORP MPY=2c gt :}Eﬁ: | “__"“__"j
Right of Way Self-Serve
Reporting System

Welcome to the Right of Way Self-Serve Reporting System

The Right of Way Self-Serve Reporting webpage allows people who have access to the intranet to run MRE (Managed Reporting Environment) reports without
having to obtain an MRE license. Many of the reports here originated as MRE reports that were found to have statewide applicebility. If you have an MRE report
that you think would be useful to people in other districts, ask the Domain Administrators to consider adding your report to this site.

The reports are grouped by tabs into the following Right of Way program areas. If you don't see & tab for the program area that you are interested in, be sure and
use the down arrow to the right of the tab sfrip to ses the next line of tabs.

Appraisal

Business Damages
Business Measures
Confracting

Cost Estimate
Eminent Domnain
Funds Managsment
Negotiation

People Management
Projects and Parcels
Property Management -
Relocation

All of the reports that are presented in the Right of Way dashboard &re maintained by the MRE Domain Administrators for the Right of Way Management System. o

R Lt el et (T T e

By selecting the Funds Management tab, the user will be able to view descriptions of
several reports.

Right of Way Self-Serve
Reporting System

These reports should be used to monitor the transmittal and warrant activities.
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CREATE A R/W CONTRACT INVOICE TRANSMITTAL

From the Home page, select Create Contract Inveice Transmittal from the Records
and Funds dropdown selection and click the Go button.

Right of Way Management System

Hello DISTRICT 3 TEST USER, Welcome fo the RWMS Home Page & raw Project © Construction Projact

Enter ttem/Segment Number: [—
:‘-::::: ;:’::' to the Data Refresh Request dacument for the latest Production . l— @
Select Business Area
General Projects/Parcels Appraigal
[Administrative Messages =]l |Projects = [Appraisals ] 4k
Correspondence Acquisition Litigation
[4l Canespondence =] (L |Enter Real Estate Offer/Counter Offer ={<i¥ Suit &
Relocation Business Damages Property Management
[Relocation Claims =D |Enter Business Offer/Counter Offer = |&sel |Parcel Interest Inventory tems x| P
Contracting Records and Funds RIW Cost Estimate
[Contracts  =]iGid |Create RAW Invaice Transmittal &> [Cost Estimate =] &2d

Create R/W Invoice Transmittal

Diw it Coind | % 7 it
Craste Deposit Transmittal
Tranamittals

Warrants

List Payable/Raceivabls terns Repan

On the filter page, enter the contract number and click the Show Task Assignments
button.

RWMS Peopls Managsment

5" will open a new browser windom.

Contract Number: W
Show Task Assignments I Go Back ]

The “Vendor Invoice Number” on the “View Line Item Information” page allows the
entry of one “Vendor Invoice Number” for each line item included on the transmittal
(CIT or RIT). However, in cases where there are more than one vendor invoice but
multiple line items the vendor invoice number must be entered for each line item.

The “Vendor Invoice Number” field is required for line items on a CIT and optional for
line items on an RIT.

RWMS will display a “Show Contract Task Assignment” dropdown box with a listing of
task assignments for the contract number selected.

Select the Contract Task Assignment
Contract Number:
Choose Contract Task Assignment:
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Key Point: Contract Task Assignments that do not have at least one related
encumbrance with a balance greater than $0 will not be listed in the “Choose Task
Assignment” list. If there are no task assignments with related encumbrance greater than
$0, the following message will be displayed.

Selectthe Contract Task Assignment

Contract Number: hdd06
There are no Task Assignments for this Contract,

Go Back ]

Select the task assignment for which the payment is being processed and click the Go
button.

Create Contract Invoice Transmittal Information

P — . ———— ™.
Disfrict - 03

Project - 2197221 - SR 263 CAP CIR NW FROM SR 10 {US 9G) TENN. 7O SR 8 10}

WEST RAMP

Create Contract invoice Transmittal Inforniation

“Vendor/Client Number. 551262947001 Approver's Name: UNIHOWR [Sema] pavss
Payee: GERSON PRESTON ROBINSON & COMPANY PA *RWMS Contact Person: UNKNOWN Samct |

Street Address: 856 T4ST STREET Federnt Ald Project Number: st a5 P

City, State Zip: MLAMI BEACH, FLORIDA 33141 Foderat Authorization Date:

*Send Warrant w Payes: @ Yes © No “Final tvolce Code: < Yes @ No

“Flscal Yoar: iﬁ Contract Humber: DMNOS

*Status: Created z Service Begin Date:

*Statuss Date: Sarvica End Data: |

“Vendor Involce Number: f Purchese Order ID:

Roplaces Transmittal Number: I Purchase Unit Code:

* Indicates Required Fields

: | G Batk

The user is taken to the Create Contract Invoice Transmittal Information page. On this
page the following fields are available:

Vendor/Client Number - (mandatory) - this is a read only field which displays the
vendor number from the encumbrance information in FLAIR.

Key Point: Occasionally a vendor’s name and number may need to be changed on a
contract that already exists in RWMS. It is important to note that even though the new
vendor’s name and number have been added in FLAIR, they are not automatically added
to RWMS. The contract in RWMS must be updated with the new vendor information in
order for a CIT to retrieve the correct vendor information.

NOTE: There is a one day delay between adding/updating FLAIR information
and that information being available for selection in RWMS.

Payee - this is a read only field which displays the name associated with the vendor
number in FLAIR.

Street Address - this is a read only field which displays the address associated with the
vendor number in FLAIR.
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City, State, Zip - this is a read only field which displays the address associated with the
vendor number in FLAIR.

Send Warrant to Payee - (mandatory) - this is a radio button with a choice of either
Yes or No. Because the majority of contract payments are sent directly to the vendor, the
default for contract payments is Yes. If the Send Warrant to Payee radio button is set to
“Yes” the Record Warrant Button remains disabled.

Fiscal Year - (mandatory) - this is the fiscal year for the encumbered funds from which
the payment is being made. The current fiscal year is the default setting.

Status - (mandatory) - there are several available statuses when first creating the
Contract Invoice Transmittal information. These are: Created, Goods and Services
Received, Goods and Services Approved and Vendor Invoice Received.

Created - the date the goods and services are requested. This status is optional.

NOTE: The definition for Created is different for Contract Invoice Transmittals
due to the need to capture the dates for Goods and Services Received, Goods
and Services Approved and Vendor Invoice Received. Status dates may not go
backwards in time.

Goods and Services Received - (mandatory) - the date the goods and services
are received by the Department. The statuses of Goods and Services Received,
Goods and Services Approved and Vendor Invoice Received are all mandatory,
but may be entered in any order. The status date for Goods and Services
Received will print on the Contract Invoice Transmittal.

Goods and Services Approved - (mandatory) - the date the goods and services
are approved by the Department. The statuses of Goods and Services Received,
Goods and Services Approved and Vendor Invoice Received are all mandatory,
but may be entered in any order. The status date for Goods and Services
Approved will print on the Contract Invoice Transmittal.

Vendor Invoice Received - (mandatory) - the date the vendor invoice is
received by the Department. The statuses of Goods and Services Received,
Goods and Services Approved and Vendor Invoice Received are all mandatory,
but may be entered in any order. The status date for Vendor Invoice Received
will print on the Contract Invoice Transmittal.

Status Date - (mandatory) - this is the date the current status is valid.

Vendor Invoice Number — (mandatory) - this is the number as supplied on the vendor
invoice.
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Replaces Transmittal Number — this field is used when the District System Data
Administrator deletes a transmittal that was in a terminal status from RWMS in order to
make data entry corrections. The transmittal number of the original deleted transmittal
must be entered in this field upon recreation.

Approver's Name - (mandatory) - this field becomes mandatory in order to progress the
Contract Invoice Transmittal from Approved to Sent to FSO. All approvers must have
been given the role of Invoice Approver under RWMS People Management. (See
Chapter 12, People Management, for additional information.)

RWMS Contact Person - (mandatory) - this is the person responsible for the Contract
Invoice Transmittal who will be contacted if there are any questions. The system will
default the name to the current user if that person has been given the role of Inveice
Contact under RWMS People Management. (See Chapter 12, People Management, for
additional information). NOTE: The Invoice Approver and the Invoice Contact
Person may not be the same person.

Federal Aid Project Number - this is a read only field which will display the federal aid
project number, if applicable, from FM.

Federal Aid Authorization Date - this is a read only field which will display the date of
federal authorization, if applicable, from FM.

Final Invoice Code - (mandatory) - this is a radio button with the choice of Yes or No.
The default is No.

NOTE: The Final Invoice Code is not currently printing on the R/W Contract
Invoice Transmittal. Until such time as this is corrected, the user should enter this
information in the Special Instructions or Information box on the R/W Contract
Invoice Transmittal and highlight it for the District Fiscal Office.

Contract Number - this is a read only field which displays the contract number
previously selected.

Service Begin Date - (optional) - this is the date services included in the vendor invoice
began.

Service End Date - (optional) - this is the date services included in the vendor invoice
ended.

Purchase Order ID - (optional) - this field is available for tracking the Purchase Order
number. (See paragraph entitled Purchase Orders at the end of this section.)

Purchase Unit Code - (optional) - the four digit code which is part of the Purchase
Order number and identifies the district.

Right of Way Management System User Manual 10.8-5 12/05/2015



e T e R R R S B BT

ﬁ?lopdd 2?97221 - SR 263 CAP CIR NW FROM SR 10 {US 90) TENN TO SR 8 (-10)

WEST RANP

Create Contract Invorce Transmittal information

“Vendor/Client Namber: F531262947001 Approver's Name: utiiown [Seet ] Romoe !
Payea: GERSON PRESTON ROBINSON & COMPANY PA “RWMS Comact Person: PARNER, BETTY ﬁl
Strest Address: 666 71ST STREET Federal Ald Project Numbar: 4461045 P

Chy, Sinte Zip: MIAM BEACH, FL 33141 Foderal Authorization Date: 0872672003

*Send Warrant 1o Payes: © Yes ¢ No “Final involce Code: < Yes € Ho

“Fiscal Year: 2000 Contract Humber: DMMIS

*Suatus: [eeoea = Service Begin Date: |

*Stams Date: ﬁ""’”‘" Service End Date: I

“Vendor Invoice Numbar: fizn Purchase Order ID: |

Replaces Transmittaf Number: Purchase Unit Code: ]

* Indicates Required Fields

Continue Gonk]

When data entry is complete, click the Continue button. The user is taken to the Create
Line Item Information page.

The District System Data Administrators can reset Transmittal Statuses to correct data
entry issues.

The following business rules will be enforced:

The "Revert Status” button is not available if the transmittal status = "Sent to FSO".
Transmittals in a "Sent to FSO" status must be deleted and recreated.

Create Line Item Information

“Paymant Type:

Cantract Related 'I

*Encumbrance Line Number: 0004 $5,767.50 ~ “Financial Project: 21972214801
“Organization Code: §5033030355 “Expansion Option: RW
“Line Hem Amount: $ 0.00

“Federal Ald Participating: @ Yos © Mo
* Indicates Required Fields

Create | Go Back

The following fields are mandatory on the Create Line Item Information page:

Payment Type (mandatory) - this is the type of payment being made; for a Contract
Invoice Transmittal, the system defaults to Contract Related. The other options for
selection in the drop down list are: Travel — Airfare, Travel — Hotel, Travel — Meals,
Travel — Mileage, Travel — Per Diem, and Travel — Other which is used for items such as
rental cars, parking fees, tolls and other allowable travel related incidental expenses.

Create Line ltern Information
*Payment Type: |Cnmran Related '.l

bkt atard
- Alrfare
Traval - Hotel
Travel - Maals
Travel - Mllaage
Trevel - Per Diem
- Other

“Encumbrance Line Number:
*Organlzation Code:
“Line tem Amount:

“Federal Ald Participating:
* Indicstes Required Fields

*FInancial Project: 21972244B01
*Expansion Option: RW

Go Back
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Each item of travel must be treated as a separate line item when creating the Contract
Invoice Transmittal.

Key Point: Although travel is not broken out in the encumbrance data in FLAIR,
it is required to be treated as separate line items (with different object codes) on
the Contract Invoice Transmittal.

Encumbrance Line Number - (mandatory) - this is a dropdown box that displays the
encumbrance line item and the current encumbrance balance from FLAIR for all existing
encumbrances for the task assignment previously selected.

Organization Code (mandatory) - this is a read only field which displays the
organization code from the encumbrance data in FLAIR.

Line Item Amount (mandatory) - this is the amount to be paid for the vendor services
from the specific encumbrance line number selected, minus any travel included in the
amount invoiced for those services. The default for the line item amount is $0.00.
Federal Aid Participating (mandatory) - two radio buttons are provided with the
choices of Yes and No. The default is Yes. The No button would only be selected if this
specific line item could never be federally participating.

Financial Project (mandatory) - this is a read only field that displays the Financial
Project number from the encumbrance data in FLAIR.

Expansion Option (mandatory) - this is a read only field that displays the Expansion
Option from the encumbrance data in FLAIR.

Enter the Contract Related line item:

Create Line Hem Information

“Payment Type: annqu Related vi

“Encumbrance Line Number: 0004 $5,767.50 <] *Financial Project: 21972214801
*Organization Code: 55033030355 *Expansion Option: RW

“Line Hom Amount: § 100).00

*Federal Ald Participating: @ Yes © Mo

* Indicates Required Fields

Go Back ]

Enter any travel expenses as separate line items:

Creste Line kem Information

“Payment Type: -~
*Encumbrancs Lina Number: m'_’mi:d “FInancial Project: 21972214801
*Organization Code: Traval - Hotel *Expansion Option: RW

Traval -

*Line item Amount:

*Federal Ald Participating:
* Indicstes Required Fialds

- Other

Creale I GoBack[
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In this case, mileage. After selecting from the drop down list and entenng the line item
amount, click the Create button.

L Bem - &
iew Line ftem Information
Payment Type: Travel - Miloage
Encumbrance Line Number: 0004 Flnancial Project: 21972214B01
Organization Code: 55033030355 Expansion Opton: RW
Line tem Amount: $ 5.0
Federal Ald Participating: & Yes © No
Comments Create Another I Update | Go Back I Delete ]
I™ commants Exist Last Updated by RWMUSO3 on 09/11/2006.

When the data entry is complete on the Create Line Item Information page, click the Go
Back button until the user is returned to the View Contract Invoice Transmittal page.

View Contract Invoice Transmittal Information

View Contract \nvaice Transmittal information
VendoriCllent Number: F591262547001 Approver's Name: UNHKNOWN Rermve
Payee: GERSON PRESTON ROBINSON & COMPANY PA RWMS Contact Person: PARKER, BETTY __I
Street Address: 666 71ST STREET Federe! Ald Project Number: UBI 5P
Chy, Stats Zip: WA BEACH, FL 33141 Federal Authorizetion Date: 88/262003
Sand Warmant to Payee: & Yes  No Final Invoico Code: ¢ Yar € No
Fhacel Year: oo0s Contract Number: DUM03
Status: Created £l Service Bagin Dato: [
Status Date: formirzor Sarvice End Date: I
Vandor Invoice Humber: [z Purchase Order ID: I
Replaces Transminal Number: I Purchase Unit Code: ]
Total Amount $ 1,375.00
Special or o ‘mk ig 20052 =

- |

CrosterAddUinehtom | UistlineRems | Update | GoBuack | Dewto |
i J Histacy ]
Vievs Primiatie Trmsm'mil
. SRR 1L 4 aown s

The following fields are now available on the View Contract Invoice Transmittal
Information page:

Total Amount - this is a read only field that displays the total amount of all line items
associated with the Contract Invoice Transmittal.

Special Instructions or Information - this is a comment field that is available for
including special information about or instructions for handling or processing of the
invoice transmittal that will print on the Contract Invoice Transmittal. NOTE: It is
recommended that the Task Assignment Number be referenced in the Special
Instructions or Information box.

This page also includes the following buttons:

Create/Add Line Item - by clicking on this button the user is able to create and add
another line item to the Contract Invoice Transmittal.
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History - by clicking this button the user is able to view the status history of the Contract
Invoice Transmittal. Click the Close Window button to return to the Contract Invoice
Transmittal.

Transmittal History

Transmittal History

Created 0710112007

Close Window i

List Line Items - by clicking on this button the user is able to view the list of line items
that have been included on the Contract Invoice Transmittal. Click the Go Back button
to return to the Contract Invoice Transmittal.

i .
List Line Items
LASTICE ~ U3 DURMA ACUYRY:
Project - 2197221 - SR 263 CAP CIR NW FROM SR 10 (US 90} TENN TOSR 8 (1-10) [Goto.. =l Enier Tranemiital Humber:
WEST RAMP r___ @

Transmitiat Number - 2008-3766
Payee - GERSON PRESTON ROBINSON & COMPANY PA

List Line Kams

Numhber

| Paymem Ty Ll Ty
1 Contract Related 1 1,000.00 Yiew Tash Asiornment
H Travel - Mileage $ 375.00 View Task Amsignment

Creato Lino htom | _GaBck |
Key Point: The List Line Items page includes the ability to view the related work
product. In this example, the work product is the task assignment. The user can click on
View Task Assignment and will be taken to that page.

Delete Line Item

A line item may be deleted from a R/W Contract Invoice Transmittal by clicking the
Delete button on the View Line Item Information page. If a line item is deleted, the
payable item will once again be selectable on the List Payable Items page. If there is
only one line item on a R/W Contract Invoice Transmittal and it is deleted, the R/'W
Contract Invoice Transmittal will be deleted.

Vandor/Cent Number: 591262947001 Approver's Name: UNKNOWN [ Sekct | Reove
Payee: GERSON PRESTON ROBINSON & COMPANY PA RWMS Contact Person: PARKER, BETTY _Sect |
Straet Address: 666 74ST STREET Faderel Ald Project Number: 461 045 P
Clty, State Zip: INARH BEACH, FL 33141 Federal Authorization Date: 08/26/2003
Send Warrant to Payee: & Yes © No Final Involce Code:  Yes @ Ko
Fiscal Yoar: Contract Number: DMNIS
Stetus: Service Begin Date: I
Status Date: Service End Date: l
Vandor Involce Number: Purchase Order ID: [
Replaces Tramsmittal HNumber: Purchase Unit Code:
Tota! Amount § 1,375.00
Special or Task Assi 2008-2 - |

|

Cromte/Add Linekem | UistLinahems | Update | GoBack [ Deiete
1 History |
View Printable Transmittal
Last Updated by RWMUSO03 on 11/2812007
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If the Created status is selected, the Contract Invoice Transmittal must be progressed
through the statuses of Goods and Services Received, Goods and Services Approved
and Vendor Invoeice Received, as previously described. The status of Canceled is also
available.

Canceled- the Contract Invoice Transmittal will not be processed. This is a
terminal status and the Contract Invoice Transmittal cannot be modified once this
status is selected and the Update button clicked.

Projedt - 2197221 - SR 263 CAP CR NW FROM SR 10 ('S B0) TENN. TO SR8 (-10)  |9o% - =
WEST RAMP Enter Transmittal Number:
Transmittal Number - 2008-3766 f [ G
View Contract lvvoice Transmittal information
Vendor/Client Humbar: F591262347001 Appraver's Name: UNKNOWN [Sswet | emee
Payee: GERSON PRESTON ROBINSON & COMPANY PA RWMS Contact Person: PARKER, BETTY _Sect
Street Address: 666 T1ST STREET Federal Ald Project Number: AU 05 P
Chy, State Zip: MIAMI BEACH, FL 33141 Federal Authorization Data: 08/2672003
Send Wamant to Payee: “ Yes C Ho Final Invoice Code: © Yes & No
Fiscal Year: Contract Number: DA280D
Status: Servica Begin Date:
Status Date: Service End Davs: l
Vendor Invoice Number: Purchase Order 1D: l
Replaces Transmktal Number: Puschase Unit Code:
Tatal Amaunt $1,375.00
Speclal or Fask P 2008-2 =
L /|
Creato/Add Line em | List Lina ems | Update | GoBack | Celets [

| dstoy |

View Printable Transmittai

Once all three statuses of Goods and Services Received, Goods and Services
Approved and Vendor Invoice Received and status dates have been entered, the
following statuses are available:

Approved - the Contract Invoice Transmittal has been approved by the FDOT
R/W employee with approval authority.

Canceled - the Contract Invoice Transmittal will not be processed. This is a
terminal status and the Contract Invoice Transmittal cannot be modified once this
status is selected and the Update button clicked.

In order to progress the status of the Contract Invoice Transmittal to Approved, first
select the approver’s name by clicking on the Select button by the Approver’s Name
field. This action takes the user to the list of people identified in the role of Invoice
Approver (this must be someone other than the RWMS Contact Person). Select the
approver. Then select Approved from the Status drop down box, enter the status date
and click the Update button.

NOTE: If the approver has been selected in RWMS prior to printing the R/W Contact
Invoice Transmittal, their name will print on the Transmittal in the Printed Name field.

Statewide Object Code Consolidation Project
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RWMS assigns Division of Financial Services new object codes and Other Cost

Accumulators (OCA) to expenditure line items on R/W Invoice transmittals based on the

object code list. The object codes for contract line items are retrieved from the
encumbrance for the contract

Expansion options used by FDOT are maintained in a separate system by the Office of
Comptroller and are retrieved by RWMS for expenditure line items. The Office of
Comptroller’s web site that includes a list of the expenditure object codes and also a tool
to lookup object codes and expansion options:
http://cosharepoint.dot.state.fl.us/sites/fOOC/DOO/FLAIRcodes/default.aspx

Key Point: The View Printable Transmittal button will be disabled if the contract
exists in CITS.

The user may now select the View Printable Transmittal button.

View Printable Transmittal

STATE OF FLORIDA DEPARTMENT OF TRANSPCRTATION '—"‘1';1-"'51_{';“"
RIGHT OF WAY CONTRACT INVOICE TRANSMITTAL il -~
NEED VARRANT
R-W TRANSHITTAL Mo. 2008-3766 TO COMPTROLLER
A: Date:07-01,2007  District No. 03 B: I acknovlsdgs that proper procsdures and (Cz AMOUNT OF WARRANI(S):
Payable ta: GERSON PRESTON ROBINSON & COMPAMY PA  policies hava besn adhered to and that the  Mo. 1 $ 1,375.00
troet: 666 71ST STREET amcunt billed and submitted for payment is No. 2 &
ity: MIAMI BEACH trus sad correct. iTotal § 1.375.00
State: FL Zip: 33141
Send Warrant(s) to:V dbove Address (Praecad Nacar:
I" District R/V Manager [ Other.
Sigracw
Taw

D_ Specinl-;n_structiona o_r ;nf_omti:;: 5 . = E_: (-EDN_TA_C_T PERSBL;:
PARKER. BETTY

Task Assignment 2008-2

~ COST DISTRIBUTION

~ VEWDOR IDENTIFICATION NOMBER FOR CONPTROLLER USE ONLY il SECTTION 215.422 STATUTORY REQUIRHNENTS
F591262947001 fmRor | DATE GOODS OR SERVICES Y |
CK DT | HECEIVED ____ |
Auditor's Initials = DATE GOODS OR SERVICES NA
APFROVED —
LATE=1AVOICE RECEIVED, HA
w| S| 2C ORGCODE E0 | OBIECT AKOUNT VENDOR INVOICE NUMBER I SR PROJECT ID
T T 6033030388 | RV | 18181 | 17000 56] i3 IR | ToMMos | 37972214801
2 | 5033030355 RV 261390 375.00 1234 0] 121 DHKO3 21972214801
I” ORIGIKAL - OFFICE OF COMPTROLLER ™ COPY, DISTRICT R¥ ORIGINATOR [ cOPY, STATE COMPTROLLER

" COPY, COMPTROLLER — TO BE MAILED YITH WARRANT I~ OOPY, DISTRICT RECORDG AND FUNDS HANAGEMENT " coPY, SUSPENSE FILE

Delete R/W Contract Invoice Transmittal
A R/W Contract Invoice Transmittal may be deleted until such time as it is in a status of

Sent to FSO. At that point no further changes may be made to the R/W Contract Invoice

Transmittal. Line items must be individually deleted (see Delete Line Item). When the
last line item is deleted, the R/W Contract Invoice Transmittal will be deleted.

From the Approved status, the Contract Invoice Transmittal may be progressed to either

Sent to FSO (Financial Services Office) or Canceled. Both of these are terminal
statuses and the Contract Invoice Transmittal cannot be modified once this status is
selected and the Update button clicked.
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VendoriClient Number: 591262547001 Approver's Name: DUNCAN, JOHN A, [Sema ] | emse |
Payes: GERSON PRESTON ROBYHSON & COMPANY PA RWWS Contact Person: PARHER, BETTY tees|
Street Addres: 666 71ST STREET Federal Aid Project Humber: U145 F
City, State Zip: MIAKI BEACH, FL 33141 Federal Authorization Date: 03/2672003
Send Warrant o Payee: @ Yos © No Fina! Involce Code: € Yos € No
Fiscal Yeor: 2008 Contract Kumber: DAY
Statun: [Vendor tnvolce Received 3] Service Begin Dats: ———
Status Date: W Service End Data: l__
Vendor Involce Number: fma— Purchase Order ID: —=1
Reptaces Transmittef Number: — Purchase Unit Code: =i
Total Amourtt §9,375.00
Special or [Task Assi 20082 &

A

CromwiaddLnetem | Listimakems | Update | GoBack | Delete |
baznie arent | History ’
View Printatie Transmittal
Last Updated by RWMUSD3 en 11728/2007.

NOTE: The Record Warrant button is disabled because the user stated on the Contract
Invoice Transmittal that this warrant would be sent directly to the vendor.

Printing the Contract Invoice Transmittal

Click on the View Printable Transmittal button, click the File button in the tool bar,
and select Print. (See Section 10.1, R/W Transmittals — General, for additional
information on printing R/W Transmittals.)

If this payment was not being sent directly to the vendor, from this point, the user could
click on the Record Warrant button and proceed to record the warrant for this payment.
Please see Section 10.7, Receive and Record Warrants, for further information.

DISTRICT-WIDE CONTRACTS

District-wide contracts must be created in RWMS, the same as any other contract. The
right of way project on which the payment will be made must also be in RWMS. If
payments are being made against a district-wide project number, that project must be
entered into RWMS as a right of way project.

Some district-wide contracts, especially environmental contracts, may have valid
encumbrances with 3x, 4x and 5x phases. In RWMS, task assignments and therefore
payments, may only be tied to encumbrances with 4x phases.

PURCHASE ORDERS

In order to track all right of way expenditures, vendor payments made through the use of
a Purchase Order must be entered into RWMS. The transaction would be entered into
RWMS as a Contract Invoice Transmittal. All data entry would be the same except that
the fields for Purchase Order Number and Purchase Unit Code would be utilized.
While the Contract Invoice Transmittal would be progressed through all the statuses to
Sent to FSO, the actual paper invoice would not be sent forward.

NOTE: Purchase Orders generated through My Florida MarketPlace (MFMP) must be
paid through MFMP and would not be entered into RWMS (see below).
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MY FLORIDA MARKETPLACE (MFMP)

The Department is in the process of transitioning all complex contracts out of the
payment component of MFMP. This includes all r/w contracts formerly included in
MFMP. R/W contracts that are transitioned out of MFMP as well as new r/w contracts
must be created in RMWS. RWMS R/W Contract Invoice Transmittals will be used to
generate payments on these contracts.

Expert Witness Contracts
The following applies to Expert Witness Contracts in MFMP:

1) Vendors providing expert witness services shall be registered in the
“myfloridamarketplace"”.

2) Any "new" contracts shall include the terms and conditions contained in Rule 60A-
1.031.

3) The vendors will be subject to the 1% transaction fee. Expert Witness services must
be pursuant to an Expert Witness Contract that is updated with the terms and conditions
required in Rule 60A-1.031 or contract with a Purchase Order in the
“myfloridamarketplace" that attaches the terms and conditions of our existing Expert
Witness Contract.

NOTE: Under no circumstances are payments to be made from two systems

(RWMS and MFMP). Once a contract is entered into RWMS all payments are to
be made through that system.
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