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Doc Express for Local Public Agencies

lowa Department of Transportation

Want to use Doc Express

DOT District Office

Contact your lowa Department of Transportation (DOT) District Office to notify them that your
County/City wants to use Doc Express for contract that will be in an upcoming letting. Provide
the necessary information to them with project number and letting date. If the contract has
already been let, the District Office will discuss with you the options to still use Doc Express.

—

What’s next

Once the District Office notifies, Tammi Bell in the Office of Local systems, and Tammi receives all the
necessary information, she will begin the process. You will receive a email from Tammi and a system
generated email from Info Tech Services, inviting you to join the lowa Local Systems group.

Additional information may be requested to provide a listing of everyone that will need access,
as they will need to create their own accounts. With the listing of names, need to include email
address, and position related to the contract.
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How to set up an account

When you receive the email, in the body of you email, click on the “Create Account” link.

NOTE: If you do not receive the
email from Tammi that was for you
to create your account, need to
check your settings in your
junk/spam and quarantine folders
for the email sent from Info Tech
Services.

From: Info Tech Service Team <noreply@infotechfl.com >

To: Buchwald, Donna [DOT]

Co

Subject: You've been invited to join Iowa Local Systems on Info Tech.

O InfoTech.

INNOVATION AT WORK

Dear Info Tech Customer,

DPlease click the link below to join Iowa Local Systems

|::> Create Account

Note: This link expires at 04/20/2015 02:36 PM UTC

The following screen will be displayed.
Complete all of the fields, and then click
the “Activate” button. Some of the
drawers will require electronically signing
a document, how you enter your name in
the “First Name” and “Last Name” fields,
is how you will have to enter your name
in the signature box. See the Signature
Process section later in this User’s Guide.

NOTE: Be sure to click on the “I have
read and agreed to” statement box.

* First Name

* Last Name

* Password

[

* Pasaword Confirmation

* Question

* Answer

s Torget your pamsweond wel pek you 10 verfy s

[ | have read and agreed to Privacy Polc

y. Terms of Use, and DMCA Polcy

I.-\-clwnle I Cancs I
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Once logged into the Doc Express program you will see the contracts and drawers that you have
been given access. If you feel you are missing contract(s) and/or drawer(s), contact Tammi at
tammi.bell@iowadot.us or 515-239-1529.

NOTE: DO NOT create the Digital ID option, this is for Contract Signing, this option is not being
used for Local Systems contracts.

Getting started

Logging In

Once your account is created, as instructed above, go to
https://docexpress.com. Click on the “Login to Doc
Express” button in the top right of the page.

Enter your Email address and password. If you )
want your email to remain in the Email field for DOQEL)(&PIG{S@S
future visits to this site, click in box to the left of o
“Remember me”. Click on the “Log In” button. |
Password
[0 Remember me
Log In Forgot your password?
Create an account

Once logged in, the contract(s) that you have access to will be displayed. If you don’t see any
contract(s) this may mean that access has not yet been given. After the award, additional
information will be added by Tammi (i.e. the Prime Contractor name and the contract items).
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The Logout option is available on all of the pages. It is available in the upper right side of the
page. Itis also available in the drop-down listing, displayed from the three horizontal lines in
the upper left side of the page. Itis always a good idea to log out of the program, but the
program will automatically log you out if you are inactive for a period of time.

NOTE: When you log out, the page you are on, is the same page you
will be on when you log back in. Example if you are on the contract
listing page that is the web page you will see after you sign in. If you
were at the “My Account” page, that is the web page you will see
when you log back in.

Remember to get to the listing of contracts, need to click on the three
horizontal lines in the upper left side of the page.

Click on “Doc Express” from the drop-down listing. This will take
you to the Contracts page.

Looking at the contract(s)

To view the list of contracts

& iotec s m

File Edit View Favorites Tools Help

9k & InfoTech Express [ Suggested Sites ~ &) Web Slice (

o Logged inl

o B

File Edit View Favorites Tools Help
{5 alnfoTe:h Express I3 Suggested Sites = a'."."eb Sl

) Doc Express’

There are two ways to view the list of
contracts.

Contracts

The flrst (System default Settlng) is the Wicks Consiucian | Hlack Hewh Gounty  Lating Usks Jul 2N g Under Kummbar 1%
list view. This has the contracts listed in | oeoorer

440044077
Henry County 511 & CUALT) Lk 4

Coder Vallay Corm  Henry County  Lafting Diate: Dec 152013 B Crdar Namier: 108

qin}
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Second option is the grid view, this has Contracts -
the contracts listed in a tile or block :
style.  [Etarmreamliesseeanlih SRR

Either view option can be selected,
located on the right hand side, by
clicking on the three horizontal lines
or the tile squares.

Contracts

The selected view option will be yellow colored. Gray colored when not selected as the view
option.

Line view OR Grid view

The same contract information is displayed in the list and grid views, just a different format.

There is no right or wrong view choice —it’s strictly a personal preference.
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Contract information

The first line will display the contract id. For example: cc-nnnn-ppp
Where:
cc - county number
nnnn - county number beginning with CO, or the four digit city number
ppp - paran number of the lead project

The county or city name and project number is displayed on the second line. If there are
multiple projects, the lead project number will be shown first. Additional projects in the
contract will be listed in their entirety following the lead project.

The following information is also shown:

e Prime Contractor,

e The county in which the project will be constructed,

e Date the contract was let,

e Bid order number of the contract, and

e All the drawers available for that particular contract to which you have access.

Marking a contract(s)

If you have access to multiple contracts but you are only Conlracs =
working with a few of them, you have the option to mark the
contract(s) as your favorite(s) and they will automatically be at
the top of your list. To do so, find the word “favorite” to the far
right of the contract id. When you click on it, it will turn yellow
so you can easily see that it has been marked as a favorite.

The favorite contracts will be listed first out of all the contracts listed.
If you no longer want a contract marked as a favorite, simply click on the word “favorite” again

and the contract will revert back to its original position in the list of contracts (by number and
then alphabetically).
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What are “Drawers”?

Drawers are designed to organize different documents/files that different users will be
submitting. A document/file can be linked to one or more drawers. Selected users have access
to drawers according to their role in the contract administration process. If you do not see a
drawer within the contract, then you do not have access to it. If you feel that you should have
access to a drawer that is not visible, contact Tammi at tammi.bell@iowadot.us or 515-239-
1529.

NOTE: it will be the user’s responsibility to open each document/file and view it to determine if
the document is correct or not. Keep this in mind as you move through the following
instructions.

The users are defined as (for further defining the roles, see I.M. 3.805):

Administering Office - The lowa DOT’s representative who is responsible for oversight of the
project. The representative may be a District Local Systems Engineer, or their designee;
or from the Office of Systems Planning.

Contracting Authority - The governmental body, board, commission, or officer having
authority to award a contract.

Contractor - The individual, firm, corporation, or joint venture contracting with the
Contracting Authority for performance of prescribed work.

Engineer - the Engineer is a Professional Engineer licensed in the State of lowa and
authorized representative of the Contracting Authority. The Engineer may act directly
or through a duly authorized representative (see Article 1101.03 of the Standard
Specifications).

FHWA - Federal Highway Administration.

Inspector - An authorized representative of the Engineer (see Article 1101.03 of the
Standard Specifications).

Person in Responsible Charge (PIRC): If the Contracting Authority uses a consultant to
perform construction inspection services, the Contracting Authority is required to have
a full time employee who is in responsible charge of the project. A consultant may not
serve as the Person in Responsible Charge for a Federal-aid project.
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Subcontractor - Any individual, firm, or corporation to whom the Contractor, with the
written consent of the Contracting Authority, sublets any part of the contract.

Agreements and Resolutions
If desired, this drawer can include the Agreements and Resolutions files for the project.

Change Orders
( Contract Modifications on lowa DOT contracts )
Change Order(s) that were created on Form 831240, Change Order for Local Public Agency
Projects, are to be placed in this drawer. This drawer will require signatures.

Contract Documents

All necessary contract documents can be placed in this drawer for easy reference (i.e.
contract, specifications, Predetermined Wage Rates, etc.). A full list of contract document
files that should be included in this drawer is available in the Appendix to this User’s Guide.
Adding or submitting contract document files to this drawer are typically done by the
Contract Administrator. Others may also have submittal privileges to this drawer and can
submit if appropriate.

Environmental
All necessary environmental documents are to be placed in this drawer for easy reference.

Estimates and Voucher

All Pay Estimates and vouchers must be placed in this drawer.

Items and Materials Documentation
( Pay Items on lowa DOT contracts )
This drawer is for documents that pertain to the contract items. At the completion of a
contract, all item forms and support forms shall be scanned (if hardcopy) or saved as pdf
files (if Excel documents) and attached to the appropriate contract item in this drawer.

This drawer also includes the files that pertain to the Material testing and Certifications for the contract
items. There are a few regularly use Material types listed at the top for every contract with many of the
other types being grouped by HMA, PCC Paving, Structures, etc. At the completion of a contract, all
item forms and support forms shall be scanned (if hardcopy) or saved as pdf files (if Excel documents)
and attached to the appropriate contract item in this drawer.

Meetings

The minutes from all meetings related to this contract should be placed in this drawer.
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Payrolls
This drawer includes payroll documentation required on contracts that include Federal-aid
funding.

Plans

This drawer includes the plan files for the contract.

Project Closeout

This drawer includes the files that are required to finalize and closeout a contract. This
drawer will require signatures.

Shop Drawings
This drawer includes the Shop Drawings files for the contract. Not all contracts require shop
drawing submittals, but if desired all shop drawings may be placed in this drawer. Shop
drawings that are required by the lowa DOT will be automatically distributed to the
appropriate lowa DOT staff.

Traffic Control

This drawer includes all documents that pertain to the traffic control on the contract,
including the Contractor’s Traffic Control Daily Diary.

Weekly Reports
This drawer includes the files all weekly reports on the progress of the contract. This
drawer will require signatures.

Working Documents
This drawer allows documents to be submitted, reviewed, modified, and resubmitted as it is
being developed. This drawer will keep a document from being available as part of a
contract until it is ready. PDF files should not be submitted to this drawer since they
cannot be edited. Anyone with access to a contract can submit documents to this drawer to
begin the review process.
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How to use the Drawers

Detail usage for the drawers, includes how to add documents, approving documents, receiving,
rejecting, resubmitting, removing, and signing. Also use the “Comment” field and adding
“Attachments”.

Drawers that do NOT require signatures

e Agreements and Resolutions
Contract Documents
Environmental

Estimates and Vouchers
Iltems and Materials Documentation
Meetings

Payrolls

Plans

Shop Drawings

Traffic Control

e Working

Drawers that DO require signatures

e Change Orders
e Project Closeout
e Weekly Reports

How to submit documents

Adding a document

Begin by selecting which drawer you want to work
under in your contract. Once in the selected drawer,
click on the “Submit Document” button option.

Submit Document
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Enter in the necessary information in all the required fields that appear (required fields have an
asterisk by the title of the field).

Several drawers have drop-down listings in the “Types” field. Multiple items can be selected if
needed. For the list of Types and the naming convention of files, see Appendix of this User’s
Guide. To add multiple Types” after making the first selection, just click in the same field again
and the listing will appear again.

In the “Attachment” field, click on the “Browse . ..” button to find the file on any drive for
which you have access. Select the document and click “Open”.

NOTE: only pdf files should be attached as they cannot be modified and is the desired format
for archiving. When not attaching a file, click on “Enter text instead of attaching a document?”
to enter text for the document in place of a file. This option may not be available in all drawers
for “Submit Document”.

If additional files are needed to support the main document, click on “Add a supporting
document?” Additional fields will appear for the “Supporting Documents” area. Multiple files
can be added. Supporting Documents can be attached either at the time of the submittal or at
any transition, but none is required.

In the “Comment” field, add any additional comments. This can be added either at the time of
the submittal or at any transition, but none is required.

When finished, click on the “Save” button option. If you don’t click on the save option, the
actions will not be processed. Do Not “Transition” after you have done the submittal option,
unless you are the person that is next according to the “Workflow” for the drawer you are
working in.

When you are working in a drawer and need to return to your

Contracts list, just click on the “Doc Express” header of the page. )
This option can be done at any time. » Doc Express

NOTE: Before moving on and performing any “Transition” of a
document(s), check the “Workflow” for the drawer you are working
in. (Detailed instructions are available on page 14).
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Open submitted documents

Under every drawer is the option to open and view @ [0 ) CO 02 s o s s o s o 50
document that has been submitted for that contract. e il s i

NOTE: The option to view a document is suggested s b
before a “Status” action is performed.

2.40 P T Recwived
24 lowa Lo::l Sy:ttms DEMO ACCOUNT - Donna Duchwald

Review the document by clicking on the name of the Ry
document in either of the two locations. v Lﬁnjvmm BEMO ACCOUNT - Tami Linn

Message box should pop-up asking if you want to “Open”, “Save”
or “Cancel” for the document title you clicked on to open for
review.

‘ COpen Save b Cancel

Payrolls

Submittals in this drawer can only be made by the Prime Contractor, after they have reviewed
and signed them (see I.M. 3.805, Attachment D, for this process). If a payroll is incorrect for any
reason, you should reject it so the submitter can correct the issue and resubmit it correctly as a
revised submittal. Itis important to review the first 3-4 payrolls received from the Contractor
and each subcontractor carefully to be sure information is complete and accurate. Once it is
apparent that wage rates used are appropriate, it is not necessary to check each line of each
payroll. However, occasional spot checks should continue to be made, paying particular
attention to new crafts listed.

Since not every payroll needs to be checked, in the Comment field there should be a comment
made stating they were checked and by whom for each payroll checked. This can be done at
the time the status is changed to Received.

It must be obvious when looking at the submittals which payrolls were checked and which were
not.

What are Transitions

Transition of documents

Documents move between users through transitions. When a transition occurs the status will
change. Depending on which email notifications you selected (See the Notification section in
this User’s Guide, page 18), you will receive an email when a document is ready for your
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signature or to perform the review. Transitions between Doc Express users occur in the order
in which the review approval is set in the drawer. Prior to selecting the transition, you should
open the document and view it to determine if the document is correct or not.

Select the drawer under the contract. Click “Transition” then the Trenaien Docament
transition dialog box will open. Click the down arrow for the “Status”
field and select a status. Enter a comment, if any. Add any additional
supporting documents, if needed. (This will not affect the original
attachment.) Sign the document, if required.

Seus

Review the document by clicking on the name of the == I‘i‘?u?fsmmDEMOACCOUNT FonsR0) (2D
document in either of the two locations. -
D1 st nemo nccomes e
NOTE: A message box may appear with the option to select 1240 PH CST Recaivad
. . . “ ” 24 lowaLocal Systems DEMO ACCOUNT - Dunna Duchwald

Open, Save, or Cancel. Click on the proper action. Click “Open
to view the document. A new window will open displaying the 54 o < i el

lowa Local Systems _DEMO ACCOUNT - Tammi Linn
document.
If you are satisfied with the document and ready to approve | co 0F  crume o i o ris sy s Fun 5126 e
it, to do this, click on the “Transition” link. If you are not lowa Local Systems _DEMO ACCOUNT
satisfied with the document, you should “Reject” it so that Transon R}
the user can resubmit (see Rejecting Documents section in e —
this User’s Guide). T o et

The “Transition Document” dialog box will appear. Click on the drop-down arrow and select
from listed options. Be sure to click “Save”.

After a document has been transitioned, the next person in the process will be notified.

If you are authorized to complete both the second-to-last step and the final step, or if the
second-to-last step is optional, you may see a check box to finalize the document.
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Who is first, second, and third

The “Workflow”

Each drawer has its own Workflow process. If you have submitted a document and you want to
know who is next to receive it or do an approval here is how you

can find out. Submit Document

After you have submitted/transitioned the document, select the
“Actions” button option. :>

From there select “Details”.

The whole Workflow process for the Drawer you are working in

will be shown.

Document Workflow Order

The Workflow Order does vary depending on the
Drawer.

L ]

L}
You may have noticed that there are “Badges” °
indicating an transition needs done but when you ®
go into the drawer and look the document has no :
transition options available for you to select. That is pleted °
because in the workflow it has not been Document Resubmissions
transitioned to your step in the process. It may be at | suws
the person before you to make the transition Rejected
option.
NOTE: The Status of the transition that has been performed will appear on the R
right side and will be in the action log. The Status title is stating who did the
last transition, it is not indicating who is next to do a transition. Rewmf:i:f
Removing a Document
If you find the need to remove a document that you have added to a contract in E=

error, as long as there haven’t been any transitions done, you can remove the LI R
. . . . Remove
document by clicking on “Actions” then selecting “Remove”.
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A message box will appear asking “Are you sure you want to remove the T =
document title?” Click on “OK” will delete the document or “Cancel” will | @ e o
stop the removal of the document. o) o)

If a transition has been done on the document, you are not able to

m Rejected
remove this document. If the Status is “Submitted” there is no o Actions - Resubmit  Actions ~
action that can be taken. The option of “Revert Transition” is
available for an “Approved” or “Rejected” document.

Message box will ask “Are you sure you want to revert the previous e ot b ]
transition?” Click on the option needed. @D -esouwre oo evnshepicun anssont
The action will be shown in the log of actions performed under the title L — |

of the document.

Resubmit

This option is available in some of the drawers. If this option is

available anyone can enter documents and begin the review process.
If an attachment needs to be added to the draft document, click on the Biowsa
“Resubmit” option. e e

Resubmit Document

Then a dialog box will appear that will allow a document to be added
at this time. A comment may also be added.

W By checking this box | am ebectronically sigeing the sttached

Click on the “Save” button when finished.

When performing a “Resubmit” option, a signature will be required (see Signature Process in
this User’s Guide).

Revert Transition (undo)

A transition can be undone; if you find that what you did it was an error.
Actions -

Select the drawer that needs this transition done.

Select “Action” button option, then select the “Revert Transition”.

A confirmation window will appear to confirm the transition, select “Ok”.
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Final Transition Transition Document )
e -

Some users will need to approve documents that are being ey =

submitted. Note if you are the last one to do any approval, —

need to be sure and check the box to indicate “Transition

document to final status of Completed?” Supporting Document

\dd a supporting document?

Sign Ui

W By checking this box and entering my name above, | am
electronically signing the attached document.

Transition document to final status of S
Completed? =

Signature Process

Some of the drawers will require a submittal to be

electronically signed. Who signs a submittal is Transition Document

dependent on the form that is submitted. Some forms - Status

will require only one signature and others will require Reseived ¥
multiple signatures. This will be accomplished by Comment

marking the check box acknowledging that you intend to
electronically sign the document. This may also require

Supporting Documents

the individual to check a box and type their name in the Add a supporting document?

fleld ShOWI’] By CheCkIng thls bOX l am eIeCtronI.ca”y -l By checking this box | am electronically signing the attached
signing the attached document”. When typing in the dactment

name, Doc Express will then verify that the name signed Sy oo |

matches the name that is registered with Doc Express.

Once the dialog box appears, select the “status” and check the box acknowledging that you
intend to electronically sign the document.

You may also be required to type your name; if so, type your name exactly as you registered
with Doc Express. Optionally, you may also enter comments or add supporting documentation.
Click Save in the pop-up.
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It is very important that when typing in the name that it = v

matches EXACTLY that of the user logged into the program. For | "ansiion Document

example, if Shannon Westwood would enter “Shannon D Mo A
Approved by| Administering Office ¥

Westwood”, “shannon Westwood”, “shannon westwood”,
none would be accepted since they do not match the name per | comment
the login. The login and signature are case sensitive. For the
signature to be official, must check the box for the following
statement “By checking this box and entering my name above, |
am electronically signing the attached document”. If the
signature is entered and this box is not checked, an error
message will appear.

Rejecting Documents

Supporting Documents

porting document?

Sign this document

W By checking this box and entering my name above, | am
electronically signing the attached document.

Transition document o final status of Save W
Completed?

You have the option of rejecting it is incorrect or not filed
properly. In some cases, you may be both the Submitter and the Receiver of the document.

You have the option until the status is “Received” to change some parts of a document no
matter who originally submitted it. For instance:
e |If the document was submitted to the wrong type in the drawer and/or should be added
to another, you can move and/or add it to the appropriate type IN THE SAME DRAWER.
e [f the title of the document is incorrect and should be changed, you can change it.
e [f the due date should be changed, you can change it.
e [f the document was submitted to the incorrect drawer, it must be rejected and then
resubmitted in the correct drawer.

To do SO’ Click on the Word ”update” just to the right Of the Co 06 Change Order for Local Public Agency Projects (Fom 831240) - sy
lowa Local Systems _DEMO ACCOUNT

type.
Transition Actions ~

Add comment / supporting document

08:13 AM CST Title Changed From C O #6 To Co 06
01 rlowaLocal Systems _DEMO ACCOUNT - Tammi Bell

The following screen will be displayed where you can change the Update
title of the document; change the due date; and the types by either .. 18
change, add to additional types, or remove types for the submittal. :
Be sure to click on the “Save” button option.

Due date

Types

If the submitted document is not correct AND there has not been a
comment made, here are the options:
e If you were NOT the submitter, reject the submittal — e

everyone with access to that drawer will automatically be
notified of the rejection (if they have that notification option set).
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e The person who submitted the document will need to remove it and re-submit it
correctly. Need to remember, this can only be done by the submitter if no comments or
transitions have occurred.

e [f you were the submitter, click on the “Remove Document” and re-submit it correctly.

Do NOT receive it if it’s incorrect!

If you want to “Receive” or “Reject” the submittal and possibly make | Transition Document
a comment during that process, click “Transition” link. “Remove” is ok

an option available only if you were the original submitter and there it
has been no comment made or transition done.

supporing Documers
Once you select either “Received” or “Rejected” then click “Save”, S
the submittal is a “done deal” — no changing it or removing it. Sl c- |

When something needs done

Badges and Number Indicators

A badge with a number in it beside a drawer reflects

the number of documents in that drawer with a Change Orders :> s
“Transition” status. For instance, if the badge has a
4 in it, there are 4 different submittals needing
transitions. This is an easy way to see what
contracts and what drawers have a need for some Working *
action to be taken. Having this badge displayed is

automatic and is not dependent on any other choices made within the program.

Contract Docs 1

Estimates & Viouchers 1

NOTE: This will be displayed whether or not the “Transition” option is for you or someone else
to “Transition” the document in that drawer.

Notifications

You have the option to be notified in real time by drawer when a document is submitted or
rejected and/or daily for either all submittals or rejections; or only for submittals or rejections
made to contracts marked as your favorites. Notifications are strictly your choice and can be
changed as you wish. You cannot opt out for one contract and opt in for another, you can limit
it to only your favorites.
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To set your notification options, click on “Preferences” at the
top right corner on the Contract page, and then click on
“Notifications”.

& =9 My Account Logout

Dashboard Preferences Help

Select your notification options. You can select as many or as
few as you want.

e Ready to be progressed — this is to receive an email when a document is ready for your
signature or for you to perform the next step. Use the down arrow to select if you want
to be notified for specific drawers or for all drawers.

o Rejected documents —to receive an email immediately when a document you
submitted is rejected.

e All submissions — to receive a daily email summary about documents that have been
submitted to contracts to which you are assigned.

e Favorite submissions — will receive a daily email summary about documents that have
been submitted to contracts to which you are assigned and have selected as favorite.

e Completed documents — this is to receive an email immediately when the final
transition of a document has been executed. Use the down arrow to determine if this
pertains to all documents or just ones on which you’ve worked.

The following picture shows that the option to receive notifications is turned off for every
drawer and contract(s).

Notifications

@ Notification preferences successfully updated
Ready to be progressed of - <:|
Email me when a document is ready to be progressed
Rejected documents. oFF
Email me when a document has been rejected

All submissions oFF
Email me daily with a kst of document submissions for all of r tracts.
Favorite submissions ) OFF
Email me daily with a list of document submiss or my faverite contracts.

o o otk i Ao s Sl o

The following picture shows that the option to receive notifications is turned on for every
drawer for “Ready to be progressed” but still turned off for the other four options.
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Notifications

° Notification preferences successfully updated.

Ready to be progressed

Email me when a document is ready to be progressed All Drawers
Rejected documents

Email me when a document has been rejected

All submissions
Email me daily with a list of document submissions for all of my contracts

Favorite submissions =
Email me daily with a list of document submissions for my favorite confracts
Completed documents

Email me when the final fransition of a document has been executed &

-

The following picture shows that the user has opted to receive notifications for some drawers,
rejected notifications, and also a summary report for only contract(s) marked as their favorite.

Notifications

@ Notification prefarences successfully updated

Ready to be progressed
At s ready to be progressed

Email me when a decumer

Rejected documents

All submissions oo
Exmasd e ey with & et of document submesseons for all of my contract:

Favorite submissions

Completed documents =
Exmasl ma whon th firal transhon of & documen! has been execaled

|

1 B

NOTE: when making your selected notification options, the message in the green color bar

states that the change was successfully updated.

There is no right or wrong — these are strictly personal preference and there are many options.

When you are done making your notification preference, click the

Doc Express heading icon to return to the listing of Contracts page. E Doc Express”

Page 20 of 27



Email Examples

Doc Express for LPA User’s Guide
January 12, 2017

The following are a few examples of what the notification emails look like.

Tammi Bell,

This is a daily summary of new documents submitted to
your Doc Express contracts.

Yesterday, 01/24/2016, the following 19 new documents were created:
|a tlantic Traini
A D Change Orders E

change order for Atlantic - Tammi Linn of lowa Local Systems _DEMO ACCOUNT - 12:30 PM
CsT

Change Order fo Local Public Ageacy Projects (Form 831240)

change order for Atlantic - Tammi Linn of lowa Local Systems DEMO ACCOUNT - 12:31 PM
CST

Change Order for Local Public Apency Projects (Form 831240)
C O #3 - Tammi Linn of Iowa Local Systems _DEMO ACCOUNT - 12:50 PM CST
Change Order for Local Public Agency Projects (Form 831240)

€ 0 #6 - TK Linn of Towa Local Systems _DEMO ACCOUNT - 12:52 PM CST

Tammi Bell,

PRACTICE atiantic

CO 02 Change Order for Local Public Agency Projects (Form 831240)
lowa Local Systems _DEMO ACCOUNT

Received
Towa Local Systems _DEMO ACCOUNT - Tammi Linn - 0204/2016 0208 PM CST

‘The submattal s ready for further review and action.

I ou do nat wish o receive natifications, please visit your Doc Express Notifications to disable them
Please do not reply to ths messag
If you hirve questions pleas contact castomes sapport +1 352-381-4400

Example of a “Daily Summary”

Tammi Bell,

PRACTICE Atlantic

Est Proposal Estimating Proposal
Towa Local Systems _DEMO ACCOUNT

Submitted
Iowa Local Systems DEMO ACCOUNT - Tamm Linn - 02/04/2016 01:55 PM CST

The submittal is ready for further review and action.

If you do not wish to receive notifications, please visit your Doc Express Notifications to disable them.
Please do not reply fo this message.
If you have questions please contact customer support +1 352-381-4400.

Example of a “Received”

Tammi Bell,

A"an“c Training Atlantic Training

Estimates  Final Voucher
Iowa Local Svstems DEMO ACCOUNT

Rejected don't think this is correct

Iowa Local Systems DEMO ACCOUNT - Tammi Bell - 01/21/2016 05:38 PM EST

If you do not wish to receive notifications, please visit your Doc Express Notifications to disable them.
Please do not reply to this message
If you have questions please contact customer support +1 352-381-4400.

Example of “Submitted”

Example of “Rejected”
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How did that happen

Activity log

This is the action that had been performed on a document in a drawer for a contract.

The screen shot shows the log of transitions for a submittal in CO 02
expanded view. This is confirmed by the gray arrow head to i i

the right. If the arrow head is pointing up (as shown), the view -
is expanded; if the arrow is pointing down, the view is O o ccomvistuss PR Moo e ﬁ
collapsed. Click on the arrow head to toggle between the

collapsed and expanded views.

M CET Received
24 nn:LacalSvs\errs DEMO ACCOUNT - Donna Buc hwald

L5 Submitted

24

lowa Local Systems DEMO ACCOUNT - T

Information that is shown is the date of the submittal or transition. Next to the date is the time
of the submittal or transition, and the status. Just below that are the comments, if any that
were made during that particular transition of the document. On the bottom line is the
company/organization/agency name followed by the person name responsible for that
transition.

The log includes the original document that was submitted and all additional supporting
documents.

When viewing the document, the signature Doc Express Document Signing History

history page will be displayed. The Doc Contract: 69-C069-052 Document: 436 - Final Payment

Express Document Signing History page Doc Eoriss Sorico. Eollowtg ar6 e sanalures hat have abeued oo far. - 10natoties usina the
automatically becomes part of the Date Electronically Signed By

document once the first signature has been o0szors | owa tocn Sysems

obtained in Doc Express. As signatures are (Signed by Engineer or designes)

obtained, the names and dates are added to

the appropriate level. (Sianedby Contacton
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At a glance

Dashboard

The Dashboard gives you an overall view of information related to your documents in each
drawer. You can see an overview, past due documents, documents ready for a transition, and
contracts ending within a set time frame.

b (=) My Account Logout
In the upper right area of the Contract page, click on the

. Dashboard Preferences  Help
“Dashboard” option.

The information that is displayed.

e Overview of contracts, documents, and supporting documents.

e Contracts Ending Soon, which should be the Late Start Date on your contract. You can
determine the number of months to include.

e Documents Past Due. This list includes only those contracts/drawers/documents where
a due date has been entered.

e Documents Ready To Be Transitioned. This includes all documents in all contracts in
your list that need some kind of action to be completed. Displayed along with the
contract information is the status of the document. Select a document to open by
clicking on the document titled in blue.

Overview Documents Past Due Decuments Ready To Be
Transitioned

10 82 3

Contracts Ending Soon I, o0

Ending wither: 6| | o 3 8 Procios ) Agoemont & Resckions | ity

=
o + Dt & Prac s ENER
— s[RI
o o st
e ot
s e
o Statan )

When you are done reviewing your Dashboard, click the Doc Express -
’ Do Express
heading icon to return to the listing of Contracts page. » c

Page 23 of 27



Doc Express for LPA User’s Guide
January 12, 2017

Due date

A due date can be placed for a document that you or anyone else submits in m
a drawer. After the submittal is saved, you can enter and/or change a due

date by either clicking on the “Edit due date” option under the “Actions” or
by clicking on “Update” by the document title. Either method will take you

Transition Actions -

to the “Update” pop-up window.

The due date can be changed as many times as needed. Each time itis L
changed that activity will be included in the log for that document. The )
due date is displayed below the title of the document when viewing the
submittals in a drawer.

Trying to find something

Filter and Search

One of the filters available allows you to display only the contracts

marked as your “favorite”. By using the filter option, the favorite <:
contracts will be displayed and the others will be hidden. To use

this filter option, click on the “star” icon.

To convert back to being able to view all of your contracts, click on i

the “paper” icon.

Filter fields are dependent on the screen you are viewing. The search field is visible on most
pages but, by default, the filter fields are hidden.

For a basic search, click in the “Search for contracts” field. Type your parameters. Click on the
“Search” button.

Page 24 of 27



Doc Express for LPA User’s Guide
January 12, 2017

RN ————

’ DocExpm" Dashboard | Preferences | Help

To expand your search options, click on the horizontal lines and then the filter fields are
displayed. You can filter on one or more fields shown at the same time. If you filter on
different types one right after the other, be sure to allow the list of submittals to refresh before
selecting the next type to filter on. This is especially important when filtering in a drawer and
selecting a type in the Document Types field.

Al Docurnint Submitiers | From Submission Date

host Recently Uipdated | X y  Withi ays  Within 1 week Wi Within 1 month

Hide Archiverd

If another search is to be performed, click on “Reset search” in red text, directly above the “X”.
To collapse the search, click on the “X”.

There are many options to finding and organizing your search and view. The followingisin a
drawer under a contract.

From Letting Date

From Start Date

From End Date
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The Subcontractors are added to the contract by the Prime Contractor and the Prime
Contractor will give access to the correct drawers. All contractors will need to have created

their accounts directly with Doc Express at www.DocExpress.com

How to update your account

Updating your account information

To get to your account information go to the “My Account”
option in the upper right side of the page. Or click on the three
horizontal lines in the upper left corner of the page and select it
from the drop-down list.

The address and phone number displayed on the right of the
page (under the blue briefcase icon) is the lowa Department of
Transportation, Office of Local Systems’ address and cannot be
changed by individual users.

‘.Ig=e_l o

lowa Local Systems

800 Lincoln Way, Ames, 1A 50010
g ¥

(515} 2301529

You have the option to change

b {8 ,

your e-mail address, security wraccounr R -
challenge question, and password & Tammi Bell \ )
at any tlme' DO thls by CIICkIng the EEEL Email tammi bell@iowadot us N o -
“Actions” button in the upper right e
side of the page and a drop down b
. . . . RRIES Phone (515) 239-1529
list will be displayed. Simply

Fax (515) 817-6567

select the one you want to change
and the appropriate page will be
displayed.

e lowa Local Systems
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To change your mobile, phone, and

My Account Cancel
fax numbers, click the “Edit” button Y _ . S

0 B i
and then make the desired changes . — —
(example shown). Again, you = et boteiopes
cannot change the business name, R e s
business phone, or address. & e e
Phone Addresad
(515) 239-1529
Fax City
© Time Zone © State
(GMT-06:00) Central Time (US & Canada) || Iowa |
* Poatal Code

Others in the lowa Local Systems group

To see others in the organization who also have access to Doc Express, go to “My Account” and
scroll to the bottom of the page. A list of users, their e-mail address, and their status (Manager
or User) is displayed. An example is shown below —

Tammi Bell

Email tammi bell@@wwadol us

Mabile
Phone {515) 239-1529
Fax {510) B17-6567

lowa Local Systems

Brian Catus
brian.catus@dot iowa.gov « User

Donna Buchwald
donna.buchwald@dot.iowa.gov ~ Manager

Douglas Heeren
douglas_heeren@dot iowa.gov - User

Gary Mauer
garym@gccourthouse.org - User

Gregg Durbin
gregg.durbin@dot.iowa.gov - User

James Boyd
james.boyd@dot.iowa.gov  User
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