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Getting Started

Please make sure you have imported the tables mentioned in the install instructions (itemlist, code table, code name, district).

Always use capital letters when entering information in Trns•port.
Menu Bar

The menu bar contains six drop-down menus. They are File, Edit, View, Utilities, Window and Help. The drop-down menus contain commands, submenus, and options that prompt for more information. When an option has a triangle pointing right ((), this indicates there is another menu. When there are three dots (…) after an option, this indicates a dialog box will appear requesting more information. 

Button Bar

The Button bar contains buttons that open windows within the SAPW module. The number of buttons appearing on the Button bar is based on the active window. If a button is grayed out, you can not use that button. When the mouse pointer touches a button, a text box appears identifying that button.

Project Setup

Projects are identified by the work order number associated with the project.  The setups to setting up a project are as follows:

[image: image13.bmp]
1. Click the Projects icon on SAPW Button Bar.

2. Verify that the project does not already exist.

3. Right-click in the middle of the window.

A drop-down menu with three options will appear on the Projects window.

	Add
	Use this option for the original project setup.

	Change
	Use this option when you want update the project.

	Delete
	Use this option when you want to permanently delete the project.


4. Select the Add option.

The SAPW Tabbed Window will appear. Enter the appropriate project information as shown below:
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5. When complete click on Page 2  tab. Enter the appropriate Project Information as shown below:
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     6. When complete click the OK button.

Category Entry

After you have completed entry of the project information and clicked OK, you will be returned to the Project Listing Window.  At this point, you will ready to setup the project category.

1. Right-click on the project you are currently working on.

2. Select the Category List option.

This will open the Project Categories window.

3. Right-click in the center of the window and select the Add option.
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The SAPW Tabbed Window will appear. Enter the appropriate project information for Page 1 & 2 as shown below:

Page 1
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4. Click the OK button when complete.

5. Close the Project Categories window.

Entering Pay Items

Below are the steps for entering line items and quantities.

1. Right-click on the project number for your project.

2. Select PES Worksheet.

Reminder: Ensure your CapsLock key is on.

3. Right-click on the Worksheet window.

4. Select Insert Row.

This adds a row to the Worksheet tab.
5. Click in the Item Number box.

6. Enter the item number.

Another Option for Entering the Item Number

1. Add a row to the Worksheet tab.

2. Click the Item button [image: image3.bmp] at the bottom of the screen.

Note: You may filter the items in this window. You can hold down the Ctrl key and select multiple items. This allows you to add more than one item at a time.

3. Select the item you need to enter.

4. Click the OK button.

If you receive the error message Field 'Item Number' contains an invalid one of two instances have occurred:

1. You have a typo error in your item number entry, correct and retype.

2. The item you have chosen has been obsoleted due to changes in business rules on payment of items. In this case, inquire about the changes and use the new appropriate pay item.
7. Click inside the Category Number box.

8. Select 0001 from the drop-down menu.

Enter all estimates for category 0001.

9. Click in the Breakdown Item Quantity field.

10. Enter the quantity needed.

Reminder: This quantity field displays the whole number and three digits right of the decimal.
Generic and Skeleton pay items require a supplemental description to fully provide all required information to describe the item. Enter your additional information in the Supplemental Description field. The Supplemental Description field can contain up to forty (40) characters. If you need to further identify the line item, use the Supplemental Description Part Two field. For additional information and formatting, please refer to the Supplemental Description Appendix in the back of this manual.

Reminder: Always type data in capital letters.

11. If you need to add a supplemental description, click inside the Supplemental Description field for the item and enter the supplemental description. (See Appendix B for the proper way to enter the supplemental description.)

12. If you need to add an additional description, click inside the Supplemental Description Part Two field for the item and enter the rest of the description.

Projects should always be sorted by Item Number in ascending order. Please refer to Sorting Data Section for further information.

Editing Line Items

In the PES Worksheet, you can edit black text on a white background. Simply click inside the field and type, delete or select the new text. For example, to change the Breakdown Item Quantity, click inside the Breakdown Item Quantity field, type the new quantity and tab to the next field. You can not change blue text on a gray background. 

Adding Multiple Entries

You are not required to enter all pay items at one time. You may enter a few pay items at a time; but you must always assign Breakdown Ids, Project Item Line Numbers and Breakdown Item Line Numbers to each pay item before saving the project.

1. Click in the first row of the Breakdown Id column.

2. Enter 001.

3. Click the Breakdown Id column header.

This selects the column.

4. Click Edit on the menu bar or through the right-click menu.

5. Highlight Range Fill.

6. Select Fill Down.

7. Click Edit on the menu bar.

8. Highlight Assign Line Numbers.

9. Select Breakdown Items.

10. Click Edit on the menu bar.

11. Highlight Assign Line Numbers.

12. Select Project Items.

13. Close the project and select the yes in the Save Data Window. 
Deleting Rows from the Worksheet

Follow the steps below to delete pay items.

1. Click the Projects icon. 

2. Right-click on the project number for your project.

3. Select PES Worksheet.

4. Right-click the row you want to delete.

5. Select Delete Highlighted Rows.

The Delete Rows dialog box will appear. Click the Yes button.

6. Close the project and select YES in the Save Data Window.

Entering Alternate Items

In certain situations, contractors are given the option of selecting from alternate items. This section covers Alternate Items. 

The Alternate Code is used to differentiate between groups of alternates and alternates within a group. The first two characters identify the alternate group and the third character identifies the alternate number.  For example, to define two Roadway items as alternates for one another, the user would enter “AA1” in the Alt Code field for one item. Then enter AA2 in the Alt Code field for the second Roadway alternate item. The fact that both codes begin with “AA” tells SAPW that a bidder should choose among them.

	Item Number Example (Single)
	Roadway Alternate Code Example

	0312000000-E
	AA1

	0315000000-E
	AA2

	Item Number Example (Group)
	Roadway Alternate Code Example

	0315000000-E

0316000000-E
	AB1

AB1

	0376000000-E

0377000000-E
	AB2

AB2


Moving Columns
You can rearrange the Worksheet columns on your workstation. In order to do this, click the column header and drag the column. As you drag the column, a line will appear to the left of the column. When you release the mouse button, the column will appear to the right of the line. 

Sorting Data

Information can be sorted in ascending or descending order within a window. 

To sort the information in the Projects window: 

1. Open the Project's window.

2. Click the Sort button [image: image4.bmp] on the tool bar.

3. Select the column to base your sort on from the Column drop-down box.

4. Select the type of sort.

Reminder: "Asc" sorts data in ascending order. "Desc" sorts data in descending order. 
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5. Click the Apply button.

	Sort Dialog Box

	
APPLY
sorts the rows in the order you specify.

	
CANCEL
returns to the list window without sorting the list window.

	
ADD
adds another row to the sort criteria.

	
INSERT
inserts another row to the sort criteria before the currently selected row.

	
DELETE
deletes the currently selected row from the sort criteria.


Projects should always be sorted by Item Number in ascending order.

Filtering Data

If you would like, you can filter on any stored field on the Pay Item List.  As an example, to filter based on the Short Description follow the steps below. 

1. Click the Items button [image: image6.bmp] at the bottom of the screen.
2. Click the Filter button on the Items dialog box.

3. Select Short Description from the Column drop-down box.

4. Select Contains from the Operator drop-down box.

5. Type the filter value in the Value box.

Reminder: Trns▪port is case sensitive. Make sure CapsLock is on.

6. Click the OK button.

Using the Advanced Filter

You can use the Advanced Filter to create or execute saved filters. 

To create a filter you can use again:

1. Click the Items button [image: image7.bmp] at the bottom of the screen.

2. Click the Filter button on the Items dialog box.

4. Click the Advance button on the Filter dialog box.
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5. Type a name for the filter in the Name box.

6. Select the column you want to base your filter on from the Column drop-down box.

7. Select the operator you want to base your filter on from the Operator drop-down box. 

	Operator
	Description

	<
	Less than the value.

	<=
	Less than or equal to the value.

	<>
	Not equal to the value.

	=
	Equal to the value.

	>
	Greater than the value.

	>=
	Greater than or equal to the value.

	Contains
	Contains the value.

	Does Not Contain
	Does not contain the value.

	Like
	Sounds like.

	Not Like
	Does not sound like.


8. Type the filter value in the Value box.

9. Click the Accept button.

10. Click the Save button.

11. Click the Apply button.

A dialog box will appear asking you if you would like to save changes. Click the Yes button to save the filter. Click the No button to run the filter one time.

Creating a Filter with Multiple Conditions

1. Click the Items button [image: image9.bmp] at the bottom of the screen.

2. Click the Filter button on the Items dialog box.

4. Click the Advance button on the Filter dialog box.

5. Type a name for the filter in the Name box.

6. Select the column you want to base your filter on from the Column drop-down box. (See figure 13 on page 15.)

7. Select the operator you want to base your filter on from the Operator drop-down box. (See the Operator Table on page 15.)

8. Type the filter value in the Value box.

9. Click the Accept button.

10. Select And or Or from the Select Where section And/Or column in the Advanced Filter window.
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11. Click the Add Row button.

Another row will appear below the selected row. If you click the Insert Row button, a row will appear above the selected row.

12. Select another column to base your filter on from the Column drop-down box. 

13. Select another operator to base your filter on from the Operator drop-down box. 

14. Type another filter value in the Value box.

15.  Click the Accept button.
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The second sort criteria will appear in the Select Where section of the Advance Filter window. If you need to add another filter criteria follow steps 11 through 15. 

16. Click the Apply button.

A dialog box will appear asking you if you would like to save changes. Click the Yes button to save the filter. Click the No button to run the filter one time.

The Items window will appear with items containing your multiple sort criteria.
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Using Saved Filters

You can use filters you have saved by following these steps.

1. Click the Items button.

2. Click the Filter button.

3. Click the Advanced button.

4. Select the filter name from the Name drop-down box.

5. Click the Apply button.

Reports

To produce the Project Verification Report 

1. Right-click on the project number for your project.

2. Select PES Worksheet.

3. Right-click and highlight Generate Worksheet Report
4. Select Project Verification.
5. Click OK in the printer dialog box.

Transferring Projects

After you have entered all pay items for a project, you must export the project worksheet information back to NCDOT. 

To Create Transfer File:

1. Open Stand-alone PES Worksheet.

2. Click the Project's icon. 

3. Right-click on the project number for your project.

4. Select PES Worksheet.

5. On the menu bar, select File.

6. Highlight Export.

7. Select Worksheet Data - CSV.

8. Type in filename (it is recommended to use the TIP in the name for identification purposes)

9. Click the Save button.

10. Close the Project and Application.

11. Forward this file along with the rest of the project to NCDOT’s Engineering Coordination Group.

Appendix - SUPPLEMENTAL DESCRIPTIONS

Below is the format for entering Supplemental Descriptions.

	PAY ITEM DESCRIPTION
	SUPPLEMENTAL DESCRIPTION EXAMPLE

	REINFORCED BRIDGE APPROACH FILL, STATION ************
	(327+38.34)

	**" PLAIN CONC PIPE CULVERTS
	(15")

	***MM PLAIN CONC PIPE CULVERTS
	(350MM)

	***" RC PIPE CULVERTS, CLASS *****
	(15", IV)

	****MM RC PIPE CULVERTS, CLASS ***
	(350MM, IV)

	**" X **" X **" RC PIPE TEES, CLASS III
	(12" X 12" X 12")

	*** X *** X ***MM RC PIPE TEES CLASS III
	(350MM X 350MM X 350MM)

	**"X  **"X  **" CS PIPE TEES, *****" THICK
	(12" X 12" X 12", 0.064")

	*** X *** X ***MM CS PIPE TEES ****MM THICK
	(350MM X 350MM X 350MM, 1.63MM)

	MILLING ASPHALT PAVEMENT, ***"DEPTH
	(1-1/2")

	MILLING ASPHALT PAVEMENT, **MMDEPTH
	(55MM)

	MILLING ASPHALT PAVEMENT, ***"TO ******" DEPTH
	(0" TO 1-1/2")

	MILLING ASPHALT PAVEMENT, *** TO ***MM DEPTH
	(0MM TO 55MM)

	FRAME WITH GRATE, DETAIL 840.*****
	(840.29)

	FRAME WITH GRATE & HOOD, STD  840.03, TYPE **
	(E)

	**"X **" CONCRETE CURB
	(8" X 12")

	*** X ***MM CONCRETE CURB
	(200MM X 450MM)

	GENERIC PAVING ITEM
	ULTRATHIN HOT MIX ASPHALT

	GUARDRAIL ANCHOR UNITS, TYPE  ************
	(M-350)

	OVERHEAD SIGN ASSEMBLY **
	(A)

	FOUNDATION CONDITIONING MATERIAL, UTILITIES CLASS ********
	(III)

	**" DI WATER PIPE, CLASS ************
	(12", IV)

	**"X**"X**" PERFORATED CS PIPETEE RISER, 0.064"THICK
	(18" X 18" X 18")

	***X***X***MM PERFORATED CS PIPE TEE RISER, 1.63MM THICK
	(450MM X 450MM X 450MM)

	PEDESTRIAN SIGNAL HEAD (**",  ** SECTION)
	(12", 3)

	PEDESTRIAN SIGNAL HEAD (***MM,** SECTION)
	(450MM, 3)

	PREFORMED INDUCTIVE LOOP (**'X**') WITH *'TAIL SECTION
	(6' X 30', 5')

	PREFORMED LOOP (***M X ***M)  WITH ***M TAIL SECTION
	(15M X 7.5M, 12M)

	COMMUNICATIONS CABLE (**FIBER)
	(3)

	REMOVAL OF EXISTING STRUCTURE AT STATION ************
	(27+38.234-L-)

	FOUNDATION EXCAVATION FOR END BENT ** AT STATION ***********
	(2, 27+38.234-L-)


