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AASHTOWare Project Emergency Contacts

Quick Reference Guide

Emergency Contacts are required on every Contract in AWP.  This information is used by Customer Service via an automated Cognos report in order to facilitate customer calls regarding projects. 

This Quick Reference Guide (QRG) will describe the policies and procedures for adding direct contact and after-hour emergency phone numbers for both the contractor and project office personnel in AASHTOware Project Construction & Materials (AWP).  This can be performed by CM Project Office Assistant, CM Project Manager and CM Resident Engineer roles.

Log on to AASHTOWare Project (AWP) in the CM Project Manager role and navigate to the Contract Progress for your contract.
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Enter the Contract ID in the Search box and double click on the Contract link:
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From the Contract Progress Summary window/Agency View tab, open the Components Action menu and select the CM Emergency Contact on Contract view from the Component Actions Menu
[image: image4.png]49, W - PUTNAM COUNTY

General Actions x
Financials |@ | Type search critera or press Enter | 4| Advanced  showng 1011 There are no actions available.
Daily Work Reports | Select Agency Views . | Views ged
. SR — Attachments
Diaries I
Name Title Entity ID -
Diary Adjustments
A CM_CA_Emergency_Contacts  CM Emergency Contacts on Coi  Contract Contract Price Adjustment Index
Payment Estimates Effective Date Expiration Date. Status. Active 'Ssues
Links
Contractors 20180913 88 ACTIVE-Acive  + Yes
Reports
Change Orders Contract Status Report
Contract Adjustments Contract Time Report
tems with Unpaid Placed Quantities
tem Adjustments
Outstanding Contract ltem List Report
Agency Views Payment Estimate for Contractor
Mix Designs Subcontract Listing

P Schedul Summary By Funding Report
T R Weekly Report of Time Charges

Weekly Report Of Time
Charges

Force Accounts
Stormwater Periods

Earth-Moving Events




The CM Emergency Contact on Contract Agency View Summary window opens.  Enter information in all of the open fields:  Name, Contract/Agency, 24-hour Contact Phone Number and Notice to Proceed Date.  Do not enter the Substantial Completion Date until the date is achieved.  This will remove the contact infromation from the statewide Cognos report.  Use the New button to add more rows to enter additional contract contacts.
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Once completed, select the Save button.
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Note:
At a minimum, it is expected that a 24-hour contact phone number will be entered for the prime contractor, and mobile numbers for the Resident Engineer and lead inspector will be entered.  The Emergency Contacts report will automatically pick up the project office number for Resident Engineer and lead inspector from the system reference tables.

(See examples below.)

The report may be accessed from the Emergency Contacts link on the Construction & Materials – Contract Administration page in SharePoint.
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The Emergency Contacts report is sorted by district and route.  
End of Quick Reference Guide
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