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AASHTOWare Project Milestones

Quick Reference Guide

This quick reference guide is intended to instruct the user in the creation of a milestone as well as making estimate contract adjustments for incentives and/or disincentives (which both require a JSP to utilize).

Milestones are defined as incentives and/or disincentives for significant points in the development of a contract.  They are contractual time limits that are in addition to the overall contract completion date.  For example, the contract will always have a contract completion date specified in the Contract Liquidated Damages JSP; however, it is common for the JSP to also include a calendar day (or date) limit for each project within the contract.  These project-specific time limits should be entered as milestones (one per project), specific guidance for when is detailed below.  The contract may also contain other unique milestones that require entry into AWP.  These are usually placed in the Liquidated Damages and/or Savings Specified JSP (e.g. time limits for road or bridge closures).
Project Time Milestones (one per project)
Completion time shall be recorded in AWP for each project in the contract that has a project-specific time limit specified in the Contract Liquidated Damages JSP.  Important - wait until work begins before setting up a milestone since the actual start date is a required entry.  Once a contractor officially begins work on a project that includes a Calendar Days limit, the RE or PM will need to set up a Calendar Time milestone.  
First determine which event will occur first, the expiration of calendar days, or the completion date.  If the calendar days would expire first, create a Calendar Time milestone using the contractual number of calendar days allowed.  
For example:

Contract Completion Date:  Nov. 1

Calendar Days allowed:  30

Work Begins Date:  September 15
Set up Calendar Time Milestone with 30 Calendar Days allowed

If the specified completion date would occur prior to the expiration of calendar days, create a Completion Date milestone using the contract completion date (unless there is only one job in the contract, in which case you don’t need to create a milestone). 
For example:

Contract Completion Date:  Nov. 1

Calendar Days allowed:  30

Work Begins Date:  Oct. 15 (i.e. only 17 days until the completion date)
Set up Completion Date Milestone with November 1 as the Completion Date

If the JSP specifies a project Completion Date rather than Calendar Days, set up a Completion Date milestone (unless there is only one job in the contract, in which case you don’t need to create a milestone).  
If the JSP specifies Work Days (this is rare), set up an Available Time milestone.  
Do not set any of the milestones to auto-calculate liquidated damages as this will be done manually, when necessary.  
The project milestone will represent the count of time for both Road User Costs (RUC) and Contract Administration concurrently.  If, in accordance with Sec 108.8.1.2, the RE determines RUC near the end of the project should be waived on one or more of the counted days, that waiver will be noted in the RE diary and the calculated adjustment of liquidated damages will be shown in a Documentation Record and saved to eProjects. 
Once work begins, the RE will enter the date the contractor officially started work on the project as the Start Time (Work Begins Date), and the number of calendar days allowed or completion date, whichever is applicable.  

When all work is complete on a project, including corrections (exceptions may remain), the RE will enter the Actual Completion date (Work Complete Date).
If the contract time limit has been exceeded, liquidated damages for both Road User Costs (RUC) and Contract Administration Costs (CAC) should be manually calculated and charged as contract adjustments.  Please Reference the Contract Adjustment QRG for entering these adjustment types.  But remember – CAC damages can never be charged on more than one project in a contract for the same calendar day.  If a project is late simultaneously with one or more projects, charge the CAC to the late project at 100%.  
If any LDs for RUC are waived by the RE due to all work being “significantly complete” (see 108.8.1.2 for definition of “significantly complete”), then the RE should document that fact in the diary and not include the waived days in the calculation of LDs for RUC.   LDs for CAC are not waived for this purpose.  A Documentation Record should be issued to show any calculations that were made to determine liquidated damages.
A user must have either Construction Project Manager or Construction Resident Engineer access to create a Milestone.  
Creating a Milestone

Log on to AASHTOWare Project (AWP) in the CM Project Manager or CM Resident Engineer role.
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Select the Contract Administration link:
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Enter the Contract ID in the Search field, then double-click on the contract link:
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Select Contract Times from the left hand links:
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The Contract Times window has 3 different types of Contract Times:

· Informational (specific contract dates); 
· Site Times (Main Contract Time which can only be adjusted by Change Order AND  Milestones) 
· Recurring Times (used by Site Administrators).

Milestones are located in the Site Times section.  There are 3 different types of Milestones which can be used:

· Milestone – Available Time – Used for Working Day Milestones set up in the contract giving the contractor specific working days to complete the milestone once the work begins.  Once work begins on an Available Time milestone, each day must be charged (either a 1 (Full Day) or 0 (No Charge)) Diary – Contract Times.  Use this type of milestone when weekends and/or holidays are excluded.
· Milestone – Completion Date – Used for Milestones which describe a specific Date for which the work must be completed, including weekends and holidays.  Diary time charges are not required.
· Milestone – Calendar Time – Used for Milestones which give a certain numer of consecutive calendar days to complete the work, including weekends and holidays.  Diary time charges are not required.
Select the Site Times button.  A new window will open  - select the Show first 10 link to choose the type of Milestone to enter.  Pick the Milestone Type, then Add to Contract Times.  The 3 sections below will describe how to add the different Milesone Types:

Available Time Milestones:
Select the CM 01 AT  Milestone - Available Time type, then Add to Contract Times:
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Once added select the Save Button and acknowledge the informational message:
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Drop down the Actions Menu and select Open:
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Below is information regarding the informational and editible fields in this window:
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Time ID:  System code for the Milestone Type.
Time Description:  System description of the Milestone.  Enter the specific Milestone description after the system added description.  For example, add “JSP E –Working Days, J2P0485”.
Time Type:  Details the Milestone Type.
Agency Type:  N/A with any MoDOT Milestones.
Comments:   Add any specific comments pertaining to the milestone here.
Original Number of Time Units:  Auto-populated from the Units and Dates tab.
Record Source:  AASHTOWare module used to create the Contract Time (for Milestones, this will be the Construction module).
Default:  Indicates if the contract time transitioned into Construction & Materials from Preconstruction and is default on all contracts.
Contract Claim Number:  Unique identifier assigned by system for Contract Claims.  MoDOT is not using this feature at this time.

Project Number:  Type in the full project number for the milestone.
Main Contract Time:  Indicates if the contract time represents the final completion date or the total amount of time available for completion of the contract.  Leave this box unchecked for Milestones.
Required For:  Defaults to Neither – do not make any changes.
Chargeable:  Indicator which allows the Milestone to be charged.  Check this for Available Time Milestones.
Status:  Drop-down list of information regarding how many working days are charged to the Milestone.  Auto-populated with data after estimate generation.  Includes Current Time Units Charged on Diaries; Current Time Units Charged on Approved Estimates and Percent Complete.
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Effective Date:  The date the record becomes effective.  Enter the date of the Notice to Proceed.
Expiration Date:  The date the record expires.  Leave blank.
Status:  Drop down list indicating the status.  For set up, select Active.
Active:  Indicator of the status of the Milestone based on the values of the Effective Date, Expiration Date and Status fields
Note:  When you save at this point, the system will throw an error – it is because additional information for these types of Milestones are needed in the Unit and Dates tab.  Acknowledge the error and select the Unit and Dates link.
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Below is information regarding the informational and editible fields in this window:
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Start Time:  Add the date and time the milestone began.
Stop Time:  Date and time the milestone is scheduled to be complete.  After this date and time, the sysem no longer assesses time or charges to this milestone.
Actual Completion:  Enter the date and time the milestone was completed, after it has been completed and any and all adjustments have been made.  Note:  If this is added prior to any adjustments, you will not be able to make any incentive/disincentive payments associated to the milestone.  You will need to enter the date to clear any estimate time exceptions.  
Estimate Processing Complete:  The date when all automated processing (including estimate processing) was completed for this milestone
Time Unit:  Drop down list – for Available Time milestones, Select either Days or Hours
Original Number of Time Units:  Enter the total number of units allowed for completion of the milestone.
Adjusted Number of Time Units:  Any adjustment made during the life of this contract to the number of time units (days or hours) required for the contractor to complete the work.
Current Number of Time Units:  The original number of time units required on this contract plus any adjusted time units.
Pending Change Order Number of Time Units: The number of time units (days or hours) specified for completion of a contract time, pending approval of associated change orders.
Road User Cost Per Time Unit:  The dollar value assigned for a contract that was bid on a Cost Plus Time basis. This value applies only to the Main Contract Time record and represents the cost of the inconvenience the construction project will bring to the community.  MoDOT is not implementing this feature at this time.
Save the changes and move to the Rates and Cap Amount.  This is where the Incentive and/or Disincentive Rates are entered, as well as any maximum amount of disincentive/incentive payments are set.
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Calculate Liquidated Damage or Disincentive:  Indicator to automatically calculate the Liquidated Damages for the Disincentive.  Do not check this box – auto calculation will not be used with AWP.
Liquidated Damages/Disincentive Rate:  Leave blank. Liquidated Damages will be calculated and charged manually.
Liquidated Damages/Disincentive Time Unit:  Leave blank. Liquidated Damages will be calculated and charged manually.
Liquidated Damages/Disincentive Cap Amount:  Leave blank. Liquidated Damages will be calculated and charged manually.
Total Liquidated Damages/Disincentive Amount Applied:  Calculated field – total number of time units charged on approved estimates exceeding the scehduled completion date for the contract time multiplied by the amount to be charged for each time unit that a contractor exceeds the allowed time for a Contract Time.  
Calculate Incentive:  Indicator to automatically calculate the Incentive amount, if applicable.  Do not check this box – auto calculation will not be used with AWP.
Incentive Rate:  Enter the dollar amount for each unit of the incentive.
Incentive Time Unit:  Select the time unit for the Incentive  – will be the same as the unit used in the Units and Dates tab.
Incentive Cap Amount:  Enter a dollar amount of maximum amount of Incentive Payments that can be made – if any.  If none, leave blank.
Total Incentive Amount Applied:  Calculated field – total number of time units charged on approved estimate before the scheduled completion date for the contract time multiplied by the amount to be charge dor each time unit that a contractor is below the allowed time.
Select SAVE to complete entering the Completion Date Milestone.  

Suspend/Resume Events:
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This feature will not be implemented by MoDOT at this time.  Additional time granted due to delays on the project would be addressed by a change order to the milestone.
Completion Date Milestones:
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Once added, select the Save Button and acknowledge the informational message:
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Drop down the Actions Menu for the Milestone, and select Open:
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Below is information regarding the informational and editible fields in this window:
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Time ID:  System code for the Milestone Type. 
Time Description:  System description of the Milestone.  Enter the specific Milestone description after the system added description.  For example, add “JSP B – Completion Date, J2P0485”, “JSP D –Bridge A-8159 Open to Traffic Date”, etc.
Time Type:  Details the Milestone Type.
Agency Type:  N/A with any MoDOT Milestones.
Comments:   Add any specific comments pertaining to the milestone here.
Original Completion:  The date on which the milestone is to be complete.
Record Source:  AASHTOWare module used to create the Contract Time (for Milestones, this will be the Construction module).
Default:  Indicates if the contract time transitioned into Construction & Materials from Preconstruction and is default on all contracts.
Contract Claim Number:  Unique identifier assigned by system for Contract Claims.  MoDOT is not using this feature at this time.
Project Number:  Type in the full project number for the milestone.
Main Contract Time:  Indicates if the contract time represents the final completion date or the total amount of time available for completion of the contract.  Leave this box unchecked for Milestones.
Required For:  Defaults to Neither – do not make any changes.
Chargeable:  Indicator which allows the Milestone to be charged.  Leave blank for Completion Date/Calendar day Milestones.  Only use this for Available Time Milestones.
Percent Complete:  The percentage of the contract time that has been completed, based on its current time scheduled and the charges processed for the contract time, or the time that has passed since the start of the contract time. The calculation to determine this percentage depends on the time type.
Effective Date:  The date the record becomes effective.
Expiration Date:  The date the record expires.  Leave blank.
Status:  Drop down list indicating the status.  For set up, select Active.
Active:  Indicator of the status of the Milestone based on the values of the Effective Date, Expiration Date and Status fields.
Note:  When you save at this point, the system will throw an error – it is because additional information for these types of Milestones are needed in the Unit and Dates tab.  Acknowledge the error and select the Unit and Dates link.
Below is information regarding the informational and editible fields in this window:
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Start Time:  Add the date and time the milestone began
Original Completion:  Date and time the milestone is scheduled to be complete
Current Completion:  The current date on which the contract time is scheduled to be complete. For Completion Date milestones, the date is the same as the Original Completion Date unless adjusted by approved time adjustments on change orders.  The system updates the Current Completion Date when time adjustments are approved.
Pending Change Completion:  The date on which the milestone is scheduled to be complete, pending approval of associated change orders.
Actual Completion:  Enter the date and time the milestone was completed, after it has been completed and any and all adjustments have been made.  Note:  If this is added prior to any adjustments, you will not be able to make any incentive/disincentive payments associated to the milestone.  You will need to enter the date to clear any estimate time exceptions.   
Estimate Processing Complete:  The date when all automated processing (including estimate processing) was completed for this milestone
Time Unit:  Drop down list – for Completion Date milestones, select Days
Original Number of Time Units:  Calculated by the system
Adjusted Number of Time Units:  Any adjustment made during the life of this contract to the number of time units (days or hours) required for the contractor to complete the work
Current Number of Time Units:  The original number of time units required on this contract plus any adjusted time units
Pending Change Order Number of Time Units: The number of time units (days or hours) specified for completion of a contract time, pending approval of associated change orders
Save the changes and move to the Rates and Cap Amount.  This is where the Incentive and/or Disincentive Rates are entered, as well as any maximum amount of disincentive/incentive payments are set.
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Calculate Liquidated Damage or Disincentive:  Indicator to automatically calculate the Liquidated Damages for the Disincentive.  Do not check this box – auto calculation will not be used with AWP.
Liquidated Damages/Disincentive Rate:  Leave blank. Liquidated Damages will be calculated and charged manually.
Liquidated Damages/Disincentive Time Unit:  Leave blank. Liquidated Damages will be calculated and charged manually.
Liquidated Damages/Disincentive Cap Amount:  Leave blank. Liquidated Damages will be calculated and charged manually.
Total Liquidated Damages/Disincentive Amount Applied:  Calculated field – total number of time units charged on approved estimates exceeding thescheduled completion date for the contract time multiplied by the amount to be charged for each time unit that a contractor exceeds the allowed time for a Contract Time.  
Calculate Incentive:  Indicator to automatically calculate the Incentive amount, if applicable.  Do not check this box – auto calculation will not be used with AWP.
Incentive Rate:  Enter the dollar amount for each unit of the incentive.
Incentive Time Unit:  Select the time unit for the Incentive  – will be the same as the unit used in the Units and Dates tab.
Incentive Cap Amount:  Enter a dollar amount of maximum amount of Incentive Payments that can be made – if any.  If none, leave blank.
Total Incentive Amount Applied:  Calculated field – total number of time units charged on approved estimate before the scheduled completion date for the contract time multiplied by the amount to be charge for each time unit that a contractor is below the allowed time.
Select SAVE to complete entering the Completion Date Milestone.  

Calendar Time Milestones:
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Once added select the Save Button and acknowledge the informational message:
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Drop down the Actions Menu for the Milestone, and select Open:
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Below is information regarding the informational and editible fields in this window:
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Time ID:  System code for the Milestone Type. 
Time Description:  System description of the Milestone.  Enter the specific Milestone description after the system added description.  For example, add “JSP B - Calendar Days, J2P0485”, “JSP G – Ramp 4 Closure”, etc.
Time Type:  Details the Milestone Type.
Agency Type:  N/A with any MoDOT Milestones.
Comments:   Add any specific comments pertaining to the milestone here.
Original Number of Time Units:  The original number of time units for the contractor to complete the work.  Automaticallly populated from the Units and Dates tab.
Record Source:  AASHTOWare module used to create the Contract Time (for Milestones, this will be the Construction module).
Default:  Indicates if the contract time transitioned into Construction & Materials from Preconstruction and is default on all contracts.
Contract Claim Number:  Unique identifier assigned by system for Contract Claims.  MoDOT is not using this feature at this time.

Project Number:  Type in the full project number for the milestone.
Main Contract Time:  Indicates if the contract time represents the final completion date or the total amount of time available for completion of the contract.  Leave this box unchecked for Milestones.
Required For:  Defaults to Neither – do not make any changes.
Chargeable:  Indicator which allows the Milestone to be charged.  Leave blank for Completion Date/Calendar day Milestones.  Only use this for Available Time Milestones.
Percent Complete:  The percentage of the contract time that has been completed, based on its current time scheduled and the charges processed for the contract time, or the time that has passed since the start of the contract time. The calculation to determine this percentage depends on the time type.
Effective Date:  The date the record becomes effective.
Expiration Date:  The date the record expires.  Leave blank.
Status:  Drop down list indicating the status.  For set up, select Active.
Active:  Indicator of the status of the Milestone based on the values of the Effective Date, Expiration Date and Status fields
Note:  When you save at this point, the system will throw an error – it is because additional information for these types of Milestones are needed in the Unit and Dates tab.  Acknowledge the error and select the Unit and Dates tab.
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Below is information regarding the informational and editible fields in this window:
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Start Time:  Add the date and time the milestone began.
Original Completion:  Auto calculated when Original Number of Time Units is populated.
Current Completion:  Auto calculated.  Current date plus an approved change order time adjustments to the date.
Pending Change Completion:  The date on which the milestone is scheduled to be complete, pending approval of associated change orders.
Actual Completion:  Enter the date and time the milestone was completed, after it has been completed and any and all adjustments have been made.  Note:  If this is added prior to any adjustments, you will not be able to make any incentive/disincentive payments associated to the milestone.  You will need to enter the date to clear any estimate time exceptions.   
Estimate Processing Complete:  The date when all automated processing (including estimate processing) was completed for this milestone.
Time Unit:  Drop down list – for Calendar Time milestones, select Days.
Original Number of Time Units:  Enter the number of calendar days the contractor is given to complete the milestone.
Adjusted Number of Time Units:  Any adjustment made during the life of this contract to the number of time units (days or hours) required for the contractor to complete the work.
Current Number of Time Units:  The original number of time units required on this contract plus any adjusted time units.
Pending Change Order Number of Time Units: The number of time units (days or hours) specified for completion of a contract time, pending approval of associated change orders.
Road User Cost Per Time Unit:  The dollar value assigned for a contract that was bid on a Cost Plus Time basis. This value applies only to the Main Contract Time record and represents the cost of the inconvenience the construction project will bring to the community.  MoDOT is not implementing this feature at this time.
Save the changes and move to the Rates and Cap Amount.  This is where the Incentive and/or Disincentive Rates are entered, as well as any maximum amount of disincentive/incentive payments are set.
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Calculate Liquidated Damage or Disincentive:  Indicator to automatically calculate the Liquidated Damages for the Disincentive.  Do not check this box – auto calculation will not be used with AWP.

Liquidated Damages/Disincentive Rate:  Leave blank. Liquidated Damages will be calculated and charged manually.
Liquidated Damages/Disincentive Time Unit:  Leave blank. Liquidated Damages will be calculated and charged manually.
Liquidated Damages/Disincentive Cap Amount:  Leave blank. Liquidated Damages will be calculated and charged manually.
Total Liquidated Damages/Disincentive Amount Applied:  Calculated field – total number of time units charged on approved estimates exceeding the scheduled completion date for the contract time multiplied by the amount to be charged for each time unit that a contractor exceeds the allowed time for a Contract Time.  
Calculate Incentive:  Indicator to automatically calculate the Incentive amount, if applicable.  Do not check this box – auto calculation will not be used with AWP.
Incentive Rate:  Enter the dollar amount for each unit of the incentive.
Incentive Time Unit:  Select the time unit for the Incentive  – will be the same as the unit used in the Units and Dates tab.
Incentive Cap Amount:  Enter a dollar amount of maximum amount of Incentive Payments that can be made – if any.  If none, leave blank.
Total Incentive Amount Applied:  Calculated field – total number of time units charged on approved estimate before the scheduled completion date for the contract time multiplied by the amount to be charge for each time unit that a contractor is below the allowed time.
Select SAVE to complete entering the Completion Date Milestone.  

Reoccurring Milestones
MoDOT is not utilizing this feature at this time.
Charging Time for an “Available Time” Milestone
Once work begins on an Available Time milestone, each day must be charged - either a Full Day (1) or No Charge – (0).  This is done in the Diary section of AWP in the Contract Times Link.  Please refer to the QRG – Daily Diary and the Contract Times section regarding charging time to the Diary for Available Time Milestones.
Deleting a Milestone

You cannot change any of these Milestone fields -  the Time Unit, Original Number of Time Units and Road User Cost Per Time Unit after the Milestone has been processed by a payment estimate.  In addition, you cannot delete the Milestone once it has an associated record – such as an estimate adjustment or change order, or if the Actual Completion date has been populated.  Until such time – the Milestone can be deleted by those with Resident Engineer Authority from the Actions Menu of the Contract Times tab of the Contract Administration window.
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Be sure the role is Resident Engineer.  Select Delete from the Actions menu, then Save.
Milestone Adjustments
Incentives and Disincentives are applied to a milestone during the estimate process.  Modification is limited to the incenitves or disincentives that are associated with a pending estimate.  All milestone time adjustements must be made by change order.  Refer to the  3ChangeOrderTimeExtension QRG for instructions.
An estimate must be generated to apply the Contract Adjustment.  Refer to the Estimates QRG regarding estimate generation.

Once an estimate has been generated, navigate to the Contract Payment Estimate Summary – Contract Adjustments tab and Select the New button for User-Generated Contract Adjustments:
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In the Type drop-down list, select either Incentive (to add money for the Milestone) or Disincentive (to take money away).  Note:  Road User Costs are applied as an “Other” Adjustment – with the additional type of “Road User Cost”.  Reference the Contract Adjustments QRG for furtther infomormation regarding how to create the adjustment types and apply the percentage to the correct project for those contracts with projects let in combination.
Enter the Amount of the Incentive (positive) or Disincentive (add a negative sign to the amount).
In the Comments – add the reason for the adjustment.

Focus in the Time ID/Description Field and start typing in CM.  A list of Milestones will appear – double-click to select the correct Milestone for this adjustment.  When complete, select Save.

All remaining fields will populate based on the set up of the Milestone from the Contract Adminstration – Contract Time tab.  This will include the Rate, Unit of Time and Time Units.
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End of Quick Reference Guide
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