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AASHTOWare Project Contract Vendor Assets
Quick Reference Guide

Contract vendor assets are the prime contractor's equipment, personnel, and staff used in performing the contract work.
This Quick Reference Guide (QRG) will describe the policies and procedures for adding equipment, personnel, and staff to your contract in AASHTOware Project Construction & Materials (AWP).

Log on to AASHTOWare Project (AWP) in the CM Project Manager role and navigate to the Contractor Vendor Assets for your contract.
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Type in the Contract ID and select Enter.  The list of approved Prime and Subcontract Vendors associated to the Contract will display below.  
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From the the Actions menu for the contractor which needs equipment added, drop down the menu and select the Open Equipment option.
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This will access the Contract Vendor Asset Summary window.  This is where the Equipment, Personnel and Staff can be added to the Contract.
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Focus on the Equipment tab, then select the Actions menu and pick Select Vendor Equipment.  Do not select the New button.
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The Select Vendor Equipment window opens.  Enter the Effective Date, the Status of Active.  The Expiration Date shall be left blank.  Begin typing into the Search bar.  Select the Equipment ID(s) you wish to add, then Add to Contract Vendor button.
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Select the Save button.
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Repeat the similar processes to add Personnel.

Focus on the Personnel tab, then select the Actions menu and pick Select Vendor Personnel.  Do not select the New button.
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The Select Vendor Personnel window opens.  Enter the Effective Date, the Status of Active.  The Expiration Date shall be left blank.  Select “Show First 10” next to the Search bar and Show Next (if necessary).  
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Select the Personnel ID’s you wish to add, then Add to Contract Vendor.
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Select the Save button.
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Repeat the similar processes to add Staff.

Focus on the Staff tab, then select the Actions menu and pick Select Vendor Staff.  Do not select the New button.
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The Select Vendor Staff window opens.  Enter the Effective Date, the Status of Active.  The Expiration Date shall be left blank.  Select “Show First 10” next to the Search bar and Show Next (if necessary).  

Select the Staff ID’s you wish to add, then Add to Contract Vendor.
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Select the Save button.
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Important:  For any of the Contractor Vendor Asset Lists (Equipment, Personnel or Staff), the choices available are populated by the AWP Site Administrators.  Should you find in any of the list choices for the contractor which are not available, the following steps are used to add an entry to the Vendor Asset Summary in AWP.

Send an email to ReDev requesting a new entry be added to the Vendor Asset Summary.  In the "Subject" line, type Vendor Asset Summary.  Include the following information in the body of the Lotus Note:

Contractor Name -- Name of the contractor/subcontractor to which you want information added

Vendor # -- Give vendor # for the contractor/subcontractor to which you want information added

Equipment -- List equipment you want added

Personnel -- List labor classification(s) you want added

Supervisor -- List name of supervisor(s) you want added

If you want to cut and paste and not have the descriptive information shown above, you can copy the following:

Contractor Name -- 

Vendor # -- 

Equipment -- 

Personnel -- 

Supervisor -- 

Note:
Once the updated vendor information has been added to Vendor Asset Summary by an AWP Site Administrator, the Project Manager must then add that vendor asset to the appropriate contract.
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