Entering Estimates into Primavera for use by FACTS

Staff Responsibilities

PD

Project Manager


Oversight of all P3e activities


Responsible for all PD milestone and activity updates


Responsible for Project codes Assigned to PM

Estimate Updates in P3e 

Work with construction on revisions to increase estimate for contingency increase

Project Supervisor

Attest to complete information

Finance

Earle Timpson

Approve allotments in FACTS

Stephanie Johnson

Process all PNR

Approve allotments in FACTS

Bev Swiger

FACTS authorization approvals

Responsible for Project codes Assigned to Fin

Construction

Assistant Director

Increase the estimate for contingency increases

Estimator

Work with the PM to determine contingency increase for plan revisions




Set up allotments for contingency increases

New Project Creation

To create a new project the PM has to copy the proper template to the area under their name. The template fields are then modified to reflect the appropriate project information. 

1. Open the General Tab at the project level:

· Enter the New Project Id and Project Name

· Project Id is to be in the format FY-99999

FY = fiscal year, example 2004 = 04

99999 = sequential number

2. Change the status from what-if to active

3. Assign the responsible manager

· When you get the pop-up that asks if you want to make that person the responsible manger for ALL WBS elements, answer NO!

4. Open the Dates Tab at the project level

· Change the project start date to the date project is to begin, if known.

5. Open the Notebook Tab at the project level

· Enter project description: This description needs to be clear and concise. The language used needs to match similar projects. The PM should reference other projects so consistency can be maintained. 

· Enter project justification: The justification should be concise. If it is an HSIP project, the justification should reference the HSIP study year and the location. This should be no more than a few sentences.

· Add any pictures associated with the project using the CTP Picture notebook topics (up to 4 pictures).

6. Open the Codes Tab at the project level

· When entering a new project it is very important that all the codes at the project level are properly filled out. Many of these codes are populated by MEAP. Once a project is created using on of the standard templates then your next step is to map the project in MEAP. If you can only define your project with a polygon then a section the highest order roadway within that polygon should be mapped so MEAP can populate the project codes. Attached is a list of codes that should automatically be populated by MEAP. The other codes need to be populated by the appropriate section.

· At the end of this document is a reference guide for entering project codes and the codes that are automatically populated by MEAP are identified.

Once all the information is populated for the project you will need to do a finance number request. This procedure is captured in the following link. 

http://irm01/divisions/finance/policies_procedures/FACTS NEW BUSINESS PROCESS FOR PNR_PI_MOD.pdf
When making the funding request the PM should copy Bob Perrine on the e-mail so that the primavera information can be verified.

A.   Procedure for Entering Estimates during Design

The PD project manager will maintain the project estimates through each project milestone. This means that the estimate will be entered into each major milestone phase. There will only be 4 cost estimate numbers entered on each milestone up through semi-final plans. These are PD, PE, RW and CONST. All data gathering and evaluation including environmental work and archaeology will be included under the PE phase. (Or in some cases the PD phase). These entries should match the estimate numbers for the CTP estimate form. If there is no change the estimate from one milestone to the next the same numbers will be re-entered into the current milestone to maintain the project cost history. When the project enters the final plan stage there will be a need to break the estimate out into more detail. The estimate lines will include the appropriate support sections. If work for a support section needs to advance sooner than the rest of the contract then the detailed estimate needs to be broken out prior to the work being funded. This may include advanced utility relocations or long lead traffic items.

The estimate data will be entered under the PD Milestones under the appropriate milestone activity.

MPD01 - Project Initiation Complete

MPD04 – Preliminary Plans Complete

MPD06 – Semi-Final Construction Plans Complete

MPD13 – Final Construction Plans Complete

There are 5 columns of data that have to be filled out for each estimate. The following are the standards that should be used when filling in this data.

1. Expense Item – This field is key-in only. The standard is to enter the type of estimate (CTP, Prelim, Semi-final, Final and PS&E) and then the phase of the estimate (PD, PE, RW, CON). We will only be using these 4 selections for estimate information up through semi-final plans. When the project moves to final plans there will be additional estimate lines. These include Traffic, Utility, Contingency and CE.

2. Cost Account – This field is a drop down, select the phase for which you are entering the estimate. We will only be using 4 selections for estimate information up through semi- final plans. These are PRD, PE, RWEST and CON. These numbers will match the CTP estimate form. The PRD should use the estimate from Part I of the estimate form. For projects with only a PE phase Part I and Part II should be combined into PE.

When the project moves to final plans the more detailed estimate will need to be entered. This estimate will have the breakdown of the support sections and include the following:

CON

CE

CNT

TRFC

UTL

ENV – (This should be included in the PE and be complete but in some cases there may be a need for an environmental estimate.)

3. Expense Category - is a drop down, select the appropriate estimate type (CTP Estimate, Prelim Estimate, Semi-final Estimate, Final Estimate, Award Value). This should match the information proved under the Expense Item key-in column. When entering in the PS&E estimate you should use the “Final Estimate” value

4. Budgeted Cost - enter the amount of the estimate for that phase. For all phases up though final plans this value should come from the CTP estimate form. PE should include all activities from all the support sections and the CON should include all traffic, utility, CE and Contingency costs.

5. Document Number  - This field is a four-digit number representing the fiscal year of the first spend for a particular phase. This field is REQUIRED in order for FACTS to read the estimate numbers

B.   Procedure for Contingency Increases for Construction Projects

1. Construction will prepare a “paper request” with normal support documentation

2. Send to Project Manager, and copy Finance (Earle Timpson, Bev Swiger & Stephanie Johnson), for approval (if all signatures not provided at this point, still continue with sending an unsigned copy to Earle, Bev, and Stephanie). Construction Assistant Director will increase the “Construction $” estimate in P3E, entering the revised estimate as an expense under the Notice To Proceed Milestone (MCN02), and coded as “CON”.  Also enter a note under the notebook tab in “Funding Comments” briefly describing the action you are requesting.  Include the date and your name with the note. You should also note if PDC approval or STIP amendments are required in the notebook tab. The awarded Construction $ estimate should be shown in the Award Construction Contract Milestone (MCA05) under Contract Administration.  The Construction Assistant Director will also send an email to Finance when the Construction $ estimate in P3E has been revised.  

3. Finance Section will increase the contract “Authorization” and email the Construction District Estimator when the request is ready to be entered into the FACTS system as an increase to the contract “Allotment”.

4. Construction will procure remaining DelDOT approvals on “paper copies”.  Send to Finance Section per current procedure.  Note on the paper copy when the updated estimate was entered into P3E.

5. Following receipt of all necessary approvals, the Construction Estimator will enter all required data in the FACTS system encumberance “allotment” to reflect the Contingency approval.

C.   Procedure for Setting Up Funds for Consultant Inspection

1. When a Contract is advertised, The Project Manager (Road and/or Bridge)     needs to be sure that a CE estimate is included and entered in P3E in the Final Construction Plans Complete Milestone (MPD13).
2. When preparing the recommendation to award, the Project Manager will ask the Construction if they anticipate using Consultant inspection.  If so, Construction will provide an estimated inspection cost and the Agreement number.  This info will be so noted on the recommendation to award.  If available, the actual construction inspection budget submittal should be given to the Project Manager as an attachment for the Recommendation to Award.  This will allow Finance to load the CE money at the same time as the construction award value is loaded into FACTS.

3. Construction will also send a copy of the estimate to the Consultant Control Coordinator for review and eventual formal Notice to Proceed to the Consultant.  If the project is FHWA participating, Construction will include a description of the project for establishment of a DBE Goal.

4. Upon contract award, the requested inspection funds can immediately be Authorized and Allotted by Finance under the appropriate contract number and coded to the proper Consultant Agreement.  Finance will include the Consultant Inspection cost in the estimated CE expense shown under the Award Construction Contract Milestone (MCA05).  Construction will perform the actual Encumberance “allotment” in FACTS for the Consultant Inspection dollars.  The Consultant Control Coordinator should also be notified by Construction when the encumberance “allotment” is entered in FACTS.

5. Upon acceptable review of the estimate and a check of the FACTS system to be sure the proper funds are available, the Consultant Control Coordinator will issue a Notice to Proceed to the applicable Consultant.

D.   Procedure for Increasing Funds to an Existing Consultant Inspection Task

1. Construction will receive and review a paper copy estimate of additional work from the Consultant, along with the reasons for the increase.  Copies will be sent to the Consultant Control Coordinator.  

2. The CE estimate in P3E will need to be revised to reflect the increase.  The Construction Assistant Director will enter a revised estimate for CE expense to reflect the addition to the inspection costs as an expense under the Notice to Proceed Milestone (MCN02).  They will also enter a note under the notebook tab in “Funding Comments” briefly describing the requested action.  The date and name of the person entering the data should be included with the note.  The initial CE estimate can be found under Contract Admin Milestone MCA05 (Award Construction Contract).  The Construction Assistant Director will also send an email to Finance when the CE estimate in P3E has been revised.  

3. Finance will Authorize the funds and notify Construction by email when this is done.

4. Construction will then increase the Allotment and Encumberance in the FACTS system.  The Consultant Control Coordinator will be notified when the dollars are encumbered.

5. Upon acceptable review of the estimate and a check of the FACTS system to be sure the proper funds are available, the Consultant Control Coordinator will issue a revised Notice to Proceed to the applicable Consultant.

FACTS

All staff should have a view only for the FACTS system. This system is very useful form tacking and managing the fiscal components of the project development. The best way to navigate through the FACTS system is to use the Project Lookup and key in the finance number for a particular project. This will filter all the data as you view the different fiscal information.

What information is available in FACTS?

Estimates:

This view allows the PM to see the latest estimates that have been entered into Primavera and also view the status. If there is a green check next to the estimate it has not not been accepted by Finance. 

This view also allows the PM to view the Federal aspects of the estimate including; participating/non-participating, Federal obligation funding code and federal obligation fiscal year and also the history of estimate approvals.

Authorizations

This view allows the PM to see the spend limit for a particular phase of the project. This is what we are authorized to spend on a particular project in a particular phase. Project authorizations are populated from the Estimate data that is entered into Primavera. These estimates should match the estimate data in the CTP that are approved as part of the Bond Bill. Authorizations can be accumulated as a result of Bond Bill passage. This creates prior year authorizations and current year authorizations. In order to set up money for a specific task there must be authorization available. If the authorization is exceeded by a task proposal then the authorization needs to be increased. To increase the authorization the estimate in Primavera needs to be increased and a request for approval needs to be sent to Bev Swiger in Finance. This increase may require a PDC action or a STIP action depending on the amount of the increase. 
Allotments

This view allows the PM to see the status of any funding requests that have been made. This information replaces the old FS-1. The requests are initially input by Transportation Solutions Finance Section and then are acted on by other sections. We can search the information by agreement number or finance number. The status column tells you where your request is in the process. The BU is Transportation Solutions Finance Unit. The typical status lines you will see are ultimately that your request accepted by BACIS. Once the funds are loaded into BACIS then the NTP can be issued. For new agreements Contract Administration will be monitoring this activity to ensure the timely issuance of the NTP.

PO/CE

This view allows the PM to see if the PO or CE (encumbrances) has been set up.  Similar to the allotment process, once the status is ‘Accepted by BACIS’, payments can be processed against the encumbrance.

PV

This view allows the PM to see if an invoice has been processed and paid.

Project Code Reference Guide

The project codes are required information that is used for reporting, both internally and to the FHWA.   The PM is responsible for the entry of the project codes since they ‘own’ the project and have the appropriate rights / security to update this information.   In some cases the PM may need to contact Finance or other sections (Environmental Studies) to determine what the values for some codes should be.

1. The PM is responsible for entering these codes.

· FIN Project Type 

· FIN CTP Classification -  Finance can provide this information to PM

· FIN GASB34 – Finance can provide this information to the PM

· Project Budget Type

· Project County 

· Project Phase   

· DelDOT Project Status  

· FIN Federal Project Indicator (if known) 

· Safety Only Flag

· Lane Widening

· FIN Team Lead *

· Improvement Type

· PM NEPA Class -  Environmental Studies can provide this information *

· PM Public Involvement Type *

· Project Category

· Project Manager

· If this is a TE Project then:

· TE Co-Sponsor 1

· TE Co-Sponsor 2

· TE Project Type

· TE Sponsor

2. The project codes below are filled in when the location information is entered in MEAP as long as the location is defined as a road or a bridge.  If the location is entered as a polygon, or a point, or a drawn line, then this information will need to be entered in Primavera manually by the project manager.   Or you can map a section of a road in the highest order road that is part of the project and the information below will be filled in.

· Federal-Aid System

· Functional System

· Rural / Urban Flag

· Urban Code 

· Toll Road Flag

· Multiple Locations

· Scenic Byway Project

· Maintenance District (1 & 2)

· Senatorial District (1 thru 5)

· Representative District (1 thru 5)

3. These codes, if not know when the project is created are to be updated as the information becomes known by the PM.

· Design Consultant

· Design Exceptions

· FIN Team Lead – This should be filled in by Finance when the finance number is assigned.

· PM NEPA Class

· PM Public Involvement Type

· Construction Region
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