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1 Introduction

1.1 Reference Guide Overview

1.1.1 Purpose of this Document

TxDOTCONNECT is an information technology solution to automate the delivery of TxDOT'’s transportation
programs, projects, and Right of Way. It will replace the functionality from up to 40 Engineering Operations
systems. It impacts both internal and external stakeholders to the agency. This includes individuals who use
legacy systems to input data regarding TxDOT projects, as well as those individuals that rely on that information

for decision-making purposes.

This document is a guide to navigating the Right of Way functionality within TXDOTCONNECT and performing tasks

according to security roles.

1.1.2 Reference Guide Key

This reference guide uses symbols and color to emphasize certain points. These are described below.

@ Tips

This symbol identifies tips and benefits.

1. Ordered Lists

Processes are presented with blue numbers.

0

L7 Important

This symbol indicates an important note that should be
read carefully.

e Unordered Lists
Lists are presented with bullets.

* Red Stars

Required fields are identified with a red star (*). These
fields must be completed in a new project before saving
a project.

Bold Text

Where possible, buttons and fields are identified with
images of the button or field. Otherwise, they're
identified with bold text.

1.1.3 Feature Key

TxDOTCONNECT contains several types of buttons and fields. These are described below.

Feature Example Description
) _ An interactive part of the screen that provides quick
Button ([ close | and basic functions. It is usually labeled with its
- - purpose.
] A button that allows the user to select one or more
Add from List =2 options from a Pop-Up Window.
A small box that, when selected, enables or selects
Check Box v .
a certain feature.
Date Picker = A button that allows the user to select any date
from any year.




Drop-Down Menu

A field that allows the user to select one or more
values from a predefined list. It also allows typing to
skip to a specific value.

Expand/Collapse

oe

A button that, when clicked, expands O or
collapses @ a section of a page.

An interactive part of the screen where any value

Field may be typed. Remember to follow the guidelines
for the applicable business area.
| —— An image, usually a clickable button, that
con o .
y 4 represents a specific program or entity.

Left Navigation
Menu

A menu that appears to the left of all project pages.
Click an option to display that page. The menu also
expands to show all available sections on the
selected page.

Pop-Up Window

A small screen that displays information relevant to
an area being edited or viewed. The popup window
remains on the screen until an action has been
completed.

Page

Pidd
i

The full page of detailed information displayed after
a project or page option has been selected. These
are often divided into multiple selections.

Radio Button

A small, interactive button that allows the user to
select from one of a few options.

Section

A part of a page that contains information specific
to a certain topic or area. These are clearly titled,
with the ability to expand or collapse.




1.2 Login Page

The login page is the page that appears when accessing the TXDOTCONNECT web address.

1.2.1 Signin

Internal users can sign in with their
TxDOT credentials.

1. Navigate to TXDOTCONNECT in ] DO TCONNECT
the internet browser. i

2. Enteryour TxDOT User Name in
the Username field.

3. Enteryour TxDOT Password in
the Password field.

4. Click GEINER

TxDOTCONNECT works best in Google Chrome for most purposes but will also function in Internet Explorer
11 and FireFox.

1.2.2 Forgotten Passwords

If you have issues logging in to TXDOTCONNECT, contact the help desk at (512) 302-HELP (4357) or open a
TxDOTNow ticket using the link on the screen.

<f> Requesting a password reset for the application resets the network password.

1.2.3 Idle Session Security

Timeout Session Expired *

For security purposes, once a
session in TXDOTCONNECT is idle
for 20 minutes, the system logs you =
out. .chqin-h\
S

Your session has expired due to inactivity. You will need to login again

The Session Expired message
appears.

1.2.4 Extended Session Security Logout

For security purposes, if a session in TXDOTCONNECT has lasted longer than four hours, TXDOTCONNECT will log
the user out and require the user to log back into TXDOTCONNECT, before continuing to work.



1.3 Home Page

The TxDOTCONNECT Home Page contains the Top Menu Bar and the Dashboard, which includes My Tasks and
My Group List.

TXDOTCONNELT F aliiA®
Lo Panfolics 5 Programs Fight of way | Adrmirdirative =
Dashboard
My Tasks
My Growp List
Project 1D Project Mame Form i Task Submitted By Created On AgEign

4 Dongryringhll 2079 - Venich Depninirraerol off T rircig taliis

T35 Cand 178 Shwwet + dumdim, Tersa TR - &8 Righis Resrreed

TEXAS DEPARTMENT OF TRANSPORTATION [HBCERME « Privacy § S0ty Py - ALCERSIETY

1.3.1 Top Menu Bar
The Top Menu Bar appears at the top of every page, and includes these modules:

e Click @' on any page to return to the Home Page.

e C(Click “ to search for or create a project.

e C(Click
Reference Guide.

e (Click to view Right of Way parcel information.

e Click to perform a contract inquiry. For more information, refer to the Project Information
Reference Guide.

to view Planning Targets. For more information, refer to the Project Information

e Click Il t0 manage administrative tasks such as creating organizations and payments.




Some modules in the top menu bar display additional selections when clicked.

@ Select Projects to search for a project.
See Project Search.

Project Search @ Select Non-Let to create a new Non-Let project.
CREATE PROJECT

For more information about creating other project types, see the Project
Non-Let Information Reference Guide.

@ Select Parcel Search to search for a parcel by Parcel ID, ROW Project
ID, Project ID, and other values. The parcel will open to the Parcel
Details page in the Right of Way module.

@ Select Utility Search to search for a utility by Utility ID, ROW Project ID,
Project ID and other values. The utility will open to the Utility page in
the Projects module.

@ Select Forms Search to search for a specific form by Form Type and
Form ID.

@ Select Organizations Search to search for third party organizations
that may be referenced as vendors or consultants. For more
information, see Organizations in this Reference Guide.

@ Select Create Organization to create a new third party to reference as
a vendor or consultant. For more information, see Organizations in this
Reference Guide.

@ Select Payments Search to search for existing payments. For more
information, see Payments in this Reference Guide.

@ Select Create Payment to create a payment to an organization. For
more information, see Payments in this Reference Guide

10



1.3.2 My Tasks

My Tasks contains information if a task is assigned in TXDOTCONNECT. Tasks include review and approval of
decisions for workflow items, such as Resource Requests and Payment Requests. You can review and respond to
the request within My Tasks. This section contains the fields described below.

Dashboard
My Tasks
Praject i i] Pioject Hafe Task Ll e Subsnitied By ;::‘.nrtd
[+ 0F 1 Austin-14
Field Description
Project ID The project identifier for which the request was submitted.
Click @ to expand the task and view more details and options.
ID The unique identifier for the form or request.

Click the ID to navigate to the form or request.

Project Name

The project name for which the request was submitted.
Click the Project Name to navigate to the project.

Task

The name of the task being reviewed.

District/Division

The name and number of the district or division from which the request
was submitted.

Submitted By

The person who submitted the request.

Submitted Date

The date the request was submitted.

Response Selection

® Approve
Return

Do Not Approve

Radio buttons for response selection.

@ Approve - the request will be approved and move forward in the
workflow.

@ Return - the request will be returned to the submitter to make
changes and resubmit. Note: Resource Requests do not include this
option.

@ Do Not Approve - the request will be canceled and will not move
forward in the workflow.

This field is intended for comments to clarify the response. This field is

*
Comments required if Return or Do Not Approve are selected.
Q@ Submin Click @ to submit the response and finalize the request.
D Add Resource This button only appears on Resource Requests. Click to open the

Resource Assignment window shown below.

11




1.3.2.1 Resource Assignment

Click £ rddresosce 0N @ Resource
Request to open the Resource
Assignment window.

1. Use the column headers to filter
the list of available resources.

2. Select a Resource.

3. Click @& to save the resource
and add them to the resource
request.

My Tasks X
Flarsy Do Cunt Erruad Fhone
7 - - v
My Tabed
iy Charea,
ity Swdrgia

Wiohpmad Ao

1.4 My Group List

My Group List allows supervisors and coordinators to assign tasks to individuals within their workgroup. The
individual to whom the task is assigned will then see the task in their My Tasks list.

@ If a workflow item is routed to a single individual, it will bypass the My Group list and go directly to the

individual’s My Tasks list.

This section displays the information described below.

My Group List
Task: Spec Request - ivigio v Austin @
Project i ] Profect Mame Task District/Division  Submitted By ;::"'““ Assign
A FM ] -;.ht = Aust 4 2]
Field Description
Project ID The project identifier for which the request was submitted.

ID

The unique identifier for the form or request.

Click the ID to navigate to the form or request.

Project Name

The project name for which the request was submitted.
Click the Project Name to navigate to the project.

Task

The name of the task being requested.

District/Division

The name and number of the district or division from which the request
was submitted.

Submitted By

The person who submitted the request.

Submitted Date

The date the request was submitted.

Assign Task

Click ES to select a team member to assign the request.

12




1.5 Task Assignment

Click B2 on a task in My Group List
to open the Task Assignment
window.

1. Use the column headers to filter
or sort the list of available
resources.

2. Select an individual to whom to
assign the task.

3. Click @& to complete the
assignment.

The task will disappear from the My
Group List section of the
Dashboard, and the selected
individual will now see the task in
My Tasks.

My Group List X
ame Berepann [Rakrict Imal Phans
¥ ¥ - 7
Chrm. Willoyghtyy
Farya Wiy, Dlgley-< WL 4. ger T ¥
LS e e o, na
Fonald Baten-C SLI) GT-DIA3

Eria Mgk ¢

Frakah Shiegths-{

(Gdoon Kbl ? -

Ajgrianys Chasssn-C

Ajiicys ChaevieC
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2 Tools Menu

The Tools Menu appears in the upper right corner of every page in TxDOTCONNECT and provides access to
several features in TXDOTCONNECT.

7 @B B I —

The Tools Menu consists of the
following features:

e Click # tonavigateto
www.txdot.gov.

e Click ® to access Help for any
page in TXDOTCONNECT.

e Click B to access the Reporting
feature.

e Click & to access the Bulk
Upload feature (available for
certain roles only).

e Click & to access the Profile
page.

e Click ® to Log Out of
TXxDOTCONNECT.

P g n e ] i By R T

These and other buttons in TXDOTCONNECT have Tool Tips available. Hover over them to read a reminder
of their function.

2-1 Help Page Hirlp: Pregect Detalls

The Help Page displays information e T gt o
about the sections and fields on the S
current page. Click @ to open the

et e

Help page. e 0 S R O N R s
@ Help opens in a separate oo o bt

browser window, to prevent ranane

replacing the current page. —

@ Sections and fields are
described in the order they
appear on the page in
question, not in alphabetical

order.

14



2.2 Reporting Page

The Reporting Page allows you to access and run automated reports.

Click & in the Tools menu to open o
the Reporting Page. - " e
= . DEghboard
7 OBl a @™ -
By fogup L

Frgpact & Fromc Fapre) Fom € P Seatewaed By Zrpsbed D g

2.2.1 Report Selection

Reporting
= T f e Dt it Widfind Date
Lo | owwrbdebebe  Veew R
| t : : s
o Moy e 14
. e ]
[ - o
1 et i

1. Double-click the TXDOTCONNECT folder (if it is not already open).
2. Double-click the Reports folder (if it is not already open) to display the Report Categories.

Project Reports

Engineer’s Estimate Reports
Environmental

Scheduled Reports

TPP Reports

3. Select the desired Report Category.

4. Select the desired Report Name.

5. The Report Options window will open.

15



2.2.2 Report Options

6. Select the search criteria.

. = Covmyeirg Propiet i
Depending on the report type, 2013-4-424

there may be multiple search em——

criteria available. alaiie 3 Subwctud: 1

There are several buttons on the o
Report Options window: 0013-04- 13

v Select A X Deselect All B tnvert o Badet & M Dhustaact & [

Click = =Select 210 to select all

values in the list.

Click = meselect 21 to de-select all

values in the list.

Click E rv=r2 to select all values

except the current selections.

If the list of search criteria is too El e o

long to fit in the window, click ] o )
the = symbol underneath these There are multiple criteria depending on the Report type.

buttons, then drag to resize the Make sure you complete all criteria with an asterisk (*).
list of criteria.

To review all the criteria you have selected, click

To select all but a few the Selected tab in the Report Options window.
values, click - =elect 411 then
de-select the ones that are
not needed.
n EEr i el
= Coraroing Prapsot i
® ciick ¥ generate the tRS-08-124
report based on the current Sttt teon s
criteria. ailavie) 3 Babuctad 1
esel z Q
® Click "™ toremoveall e
criteria selections. ooispon
@ Click “™ tocancel the report m——— ——— -
selection.

Once the selections are complete,

7. Click 1N,

The report will display.

ﬂ et Cansal
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2.2.3 Report Toolbar r = -
There are Several OptionS in the .-=.i LEGISLATIVE AND COUNTY DETAIL REFORT
Report Toolbar. =
I = - 1D0% Li* o PFage
e Click to export a report. This is described in o Usel=* “ - |t 700m in, zoom out, or select a
more detail below. zoom level.
e C(Click =+ = @ toundo, redo, or undo all actions. e Use [ QT[4 » | to search for terms within
e Click to open the Report Options window and the report. The arrow keys navigate through the
select criteria again. search results within the report.
e Click Back to return to the main Reporting page. e Use | Pwe 1 _ots B W | to navigate to the first,
previous, next, or last page in the report.
E The following options are available to export the report
e Portable Document Format (.pdf)
PDF This produces a formatted document that cannot be edited.
Exce e Excel Spreadsheet (.xls)
- This produces a spreadsheet that is compatible with versions of Excel
CSV prior to Excel 2007. This is not common.
RTF e Comma Separated (.csv)
L This produces a spreadsheet without formatting, which can be useful
XLSX for uploading into other software.

@ In most cases, use XLSX
for Excel reports.

Rich Text Format (.rtf)

This produces a text file with minimal formatting, that can be edited
further.

XLSX Excel Spreadsheet (.xlIsx)

This produces a spreadsheet that is compatible with versions of Excel
from Excel 2007 and after. This is much more common than .xls.

17




2.3 Bulk Upload Page

The Bulk Upload page allows internal and external surveyors users to upload geospatial data to create parcels for

Right of Way projects.
Bulk Upload
Upload Type: *ROW Project ID: *Qrganization Name:
Parcel Survey RO0005466 Surveying and Mapping Company
Browse | Geospatial Database File.zip @ Upload
Processing History
Upload Type File Name By Date of Upload
Field Description
Upload Type This field defaults to Parcel Survey for Right of Way users.

*ROW Project ID

The ROW Project ID for the Right of Way project to which the parcel should
be added.

*Organization Name

The name of the organization that performed the survey.

Browse

Click to open your computer’s file explorer and select the Geospatial
Database (GDB) file package,

@ The GDB file must be formatted as a zipped file package (.zip).

@ Upload

Click to upload the GDB file package.

Processing History

This grid displays each of the user’s past uploads with the most recent at
the top. The following information is available for each file upload.

@ Upload Type

@ File Name

@ By (the user who uploaded the file)
@ Date of Upload

18




2.4 Profile

The Profile page contains information about the user’s contact information, roles, supporting districts, and

preferences.

Prafile

Contact Informaticn

Firud Wamar [

| fnes

sl

| Expporiing Disirice|s] | Prolerences

Il Mgtifations.

Section

Description

2.4.1 Contact Information

This section contains information populated from the TxDOT Active
Directory.

2.4.2 Roles

This lists the user’s assigned security roles.

To change or add a Security Role, contact TxDOTNOW (512) 302-
HELP (4357) or open a TxDOTNow ticket.

2.4.3 Supporting District(s)

This section lists the user’s assigned district. Division staff may support
multiple districts.

2.4.4 Preferences

This section allows the user to adjust settings for Email Notifications (on
or off).

@ Don’t forget to click D t0 save changes to your preferences.
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3 Projects Module

The Project tab in the Top Menu Bar leads to the Project Search page.

fighl of Wy Administrative =

This page differs depending on whether the user is a district or a division employee.

@ District staff will see active (not all) projects in their district by default.

@ Design Coordinators, other Division Staff, MPOs and FHWA will see no projects until they perform a search.

@ External Consultants will see no projects until they perform a search and will be able to find only those
projects to which they have been invited.

There are three parts on this page: R - |
e The Project Search View : |a=
selection feature
The Search feature
The Search Results
3.1Project Search View Profect Sowrch p B B
Feature K l:.:'..—..- P
TXxDOTCONNECT allows
users to customize the
Project Search Page ensuring the
user can filter projects by the
Search Field Column Headers Users may choose from the following Preset Views:

preferred. @ Construction View for use with Construction and most other project

types.

Maintenance View for use with Maintenance Projects.

Right of Way View for use by ROW user roles.

Custom View to establish a personalized view of project criteria.
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3.2 Custom View s e~ CD (‘ceeate Project =)
In Custom View, the user can
choose the search criteria column e 3
headers displayed using the drop-
down menu displayed after 1o T A
selecting Custom View. —
1.-?::“: g Proedt 1D :
DTG Secton g
Select or deselect the check box to '-q;_
enable or disable the column
headers desired to be displayed on
the Project Search Page.
Project Tlacs
Pripedl T atenr
Lt S P Tear
Dane Crepied
RO C5J
Rim Seedind Flag
Doty Dovisn Poumpar
BN Proveer G gy
RGN Projech Slasce
MNurriser &f PRrieii
Pt At Sy Dl
3.3 Search Feature T RS RN, i o
To search for a specific project,
1. Use the Select drop-down - e U U R oy S e
menu to select search criteria.
2. Enter a search term. r
3. Click CE=D. S
The Search Results will appear.
| Pepcii.- ]
@ Up to three search criteria

can be selected, and up to
three search terms
entered.

If no projects match the search criteria, the message below will
display:

O

0 Mo projects available 1o display for your search eriteria

©

district’s name.

Not finding what you’re looking for? Remember these tips:

Is the project closed? Select Project Status in the Search Criteria and type “Closed.”
Was the project created in DCIS? Select Project Subtype in the Search Criteria and type “Legacy.’
Is the project in a different district? Select District/Division in the Search Criteria and type the

Remember: You can search by partial information - there is no need for a “wildcard” character.
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3.4 Search Results

@ Click a column header to sort search results by the data in that column. Click again to reverse the order.
@ Type into one or more of the column header fields to filter search results by the data in that column.

@ TxDOTCONNECT filters the results as you type to include only search results that contain matching data.

@ If no projects match the filter criteria, the message “No results found.” will display.

3.5 Search Results Column Headers

The current list of search column headers for Project View appears below.

Project ID

Controlling Project ID @
Control Section [ |
CsJ [ |
Project Type [ |
Project Subtype [ |
District/Division [ |

County
Let Type
Estimated Let Date

Bids Received Until Date

Major Project

Federal Project Number

State Project Number

Highway

Limits From

Limits To

Assigned To Project
Status

Project Stage
Project Classification

Let Schedule Fiscal Year
Date Created

ROW CSJ

ROW Project Status
ROW Project Stage
Number of Parcels

Full Authority Date

3.6 Select Project

@ Click a project once to highlight it.
@ Double-click a project to open it.

3.7 Create Project

If your Security Role allows you to create a project, see Create Project in the Project Development Reference

Guide for instructions.

22



4 Project Header

The Project Header appears at the top of every Project page. It contains critical, high-level project information.

A header for a Construction project and for a Maintenance project are shown below.

Construction Project Header

* Project 1D: ADO137188 Project Name: I-33 from Toll 130 1o US 195

* Project Type: Construction * Project Subtype: Roadway

* Project Stage: Initiate * Project Status: Active

* District / Division: * County: * Highway: * Control Secticn:
Austin - 14 Travis IH 35 0015-08
Letling Estimate Estimated Let Date: Controlling Project 1D: Control Section Job:
$40,000.00 0172024 0015-08-469 0015-08-469

Maintenance Project Header

* Project ID: ADD137288 Project Name: 2021 Asphalt RMC Williamson County

“Project Type: Maintenance * Project Subtype: Routine Maintenance Contract

* Project Stage: PSEE * Project Status: Active

* District / Divishon: * County: * Highway: Area Office:
Austin-14 Williamson IHOO35
Maintenance Estimate *Estimated Let Date: Controlling Project ID: Control Section Job:
£46,172.80 12/01/2021 6000-02-001 6000-01-001

The descriptions of each field are provided below.

Field Description
Project ID The unique primary identifier. This field populates the first time the project is saved.
Project Name A unigue name for the project. Recommended formats include:

@ For Construction Projects: [Highway Number] [Limit From] [Limit To]
@ For Maintenance Projects: [Fiscal Year] [Type of Work] [County]
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Project Stage

This indicates where the project is in its lifecycle. The possible values depend upon

the Project Type.
Initiate Indicates a project is in the conceptual stage. No funding is
assigned to the project.
Planning Indicates internal resources are working to develop the project
scope. No external vendors are assigned to the project.
Preliminary Indicates preliminary studies for a project have begun, including
Engineering (PE) | environmental, surveys, geotechnical studies, hydrologic/
hydraulic analysis, traffic studies, etc. Not available for
maintenance projects.
Plans, Indicates resources are working on development and approval
Specifications, & | of engineering plans, specifications and estimates in
Estimates (PS&E) | preparation for letting.

Ready to Let

Indicates the project meets agency criteria for letting process.

Letting

Indicates the project has been advertised for letting and is
progressing through the letting process.

Construction

Indicates a project has been let, awarded and is ready for
construction to begin. Not used for maintenance projects.

Execute Maintenance and Alternative Delivery projects only. Indicates a
project has been let, awarded and is ready for maintenance to
begin. Available only when an Actual Let Date is populated.

Closed Indicates deliverables and final reconciliation processes are
complete for project.

Canceled Indicates termination of a project prior to its completion.

Project Status

This indicates whether the project is currently being worked to develop or execute.

Active Indicates that the project is in progress.
Inactive Indicates the FHWA guidelines of Inactive projects.
Paused Indicates that TxDOT has temporarily stopped work on the
projects.
Closed Indicates deliverables and final reconciliation processes are
complete for project.
Canceled Indicates termination of a project prior to its completion.
Indicates a closed or canceled project that has been reopened
Reopened

to allow for additional financial reconciliation to be performed.

(‘f\) @ A Closed Status will automatically populate a Closed Stage.
" B A Canceled Status will automatically populate a Canceled Stage.
@ If you cancel a controlling project, all its subordinate projects will be canceled. If you wish to cancel
only a subordinate project, you must first disassociate it.
For more information, see Associate/Disassociate Projects.
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Project Type The types of projects that can be created in TXDOTCONNECT. The Project Type
determines the options for Project Subtype, Project Stage, Project Status, Left
Navigation Menu, and sections of the Letting Page. Options for Project Type include:

Construction
Maintenance
Non-Let

Alternative Delivery
Transfer

Feasibility Study

Project Subtype This value further defines the type of work that will be done or how the project will be
delivered. The options for this field are dependent upon the Project Type, and include:

Construction Bridge

Ferry Boat

Local Let

Public Transportation Network
Rail

Rail Safety

Roadway

Safety Rest Area

Maintenance Bridge Preventive

Emergency (requires a Certification of Emergency request)
Ferry Boat

Material Only

Routine Maintenance Contract

Safety Rest Area

State Use

Traffic Maintenance

Non-Let Bridge

Change Order

Local

Non Roadway

Public Transportation Network
Rail

Rail Safety

Right of Way

Roadway

Statewide Planning

Design Build

Design Build Maintain

Design Build Maintain Operate

Design Build Finance

Design Build Finance Operate Maintain

Alternative Delivery

Transfer Tranfer

Feasibility Study Feasibility Study
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District Name and district number of the District where the project is assigned based on
funding. When the project is created, this value defaults to the District assigned to the
project creator.

County This value will populate automatically based on the selected location. If various
locations are selected, this value must be selected from a dropdown menu.

Highway This represents the Highway designation and number requiring work within the

project.

Control Section

This identifies a particular section of highway.

Letting Estimate or

Sealed/Completed
Engineer’s Estimate or

Letting Low Bid

The most recent estimated cost of contruction on the project.

@ If the project has no Sealed or Completed Engineer’s Estimate and has not yet
been let, this displays the amount of the Letting Estimate from the Estimated
Cost page.

@ If the project has a Sealed or Completed Engineer’s Estimate, this displays the
amount of the Sealed Engineer’s Estimate (for Construction Projects) or
Completed Engineer’'s Estmate (for Maintenance Projects).

@ If the project has been let, this displays the actual Letting Low Bid amount.

Estimated Let Date

The District’s estimate for when the project will let. This may change over time.

Controlling Project ID

This is the primary Project ID if multiple projects are being grouped together for letting
purposes. This is also known as the Controlling CSJ or Contract CSJ.

Upon creation, the system defaults this field to the Control Section Job of the current
project. If the current project has been added as a subordinate to a different
controlling project, the Controlling Project ID will be the controlling project’s Control
Section Job (CSJ). Subordinate projects can be associated and disassociated from the
Letting Page of the Controlling Project.

@ Click the Controlling Project ID to navigate to the controlling project.

Control Section Job

All projects must have a Control Section Job (CSJ). The nine-digit number is
interpreted as follows:

@ Control (4 digits) - a section of highway with a defined geographic begin and end
points, usually 25 to 30 miles in length

@ Section (2 digits) - parts of the control that are shorter, logical, and practical in
length.

@ Job (3 digits) - number assigned in sequence within the limits of each control
section.

The CSJ is assigned automatically upon creating and saving a project in
TxDOTCONNECT, based on the Control Section selected on the Location page.

Exceptions are as follows:

@ Off-System projects - If the control section is Off-System (these begin with a
letter, e.g., AOXX-XX), the CSJ field becomes a drop-down menu in which you must
select the correct control section job.

@ Vvarious locations - If you select Various locations in the Highway and Control
Section fields, the CSJ field becomes a drop-down menu in which you must select
a control section. When the project is saved, the next number in sequence will be
assigned to complete the CSJ number.
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5 Left Navigation Menu (Projects)

The Left Navigation Menu (or “Left Nav”) appears to the left of every Project page. It contains a list of all pages
available for that project.Some pages only appear or are only activated for certain project types or only after
certain actions have been taken.

This Reference Guide focues only on the following pages:

Location. This page shows the specific location of the project along with other
fields related to location and asset types.

PROJECT INFORMATION

Resources. This page allows authorized users to invited additional resources to
the project, including external partners.

Right of Way. This page displays Right of Way project information and allows the
assignment of organizations, tasks, and funding agreements.

@ Estimated Cost Utilities. This page allows authorized users to enter information about utilities in
conflict, including providers and standard utility agreeements.

F  Authorization & Performance

PROJECT MAMAGEMENT

EMGINEER'S ESTIMATE

B Engineers Estimate
2%  Specifications List

#F Seal & Summary

PROGRAMS

PROFECT SERVICES

Goals: & Dbjectives

Workflow, Forms & Documents,

Project Comments

RBGHT OF WAY
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5.1 Location Page

The first page in the Left Navigation Menu shows the specific location of the project and parcels being acquired.

The Location page is arranged in
several sections; this guide
describes only the Location Map
and the Parcel List.

| PROJECT INFORMATION ]

<f Location

0 Location Map

& Right of Way

[] Access Control Lines
[ Parcels

Location Data
Control Section Data
Pavement Plan
Roadway Assets
Bridge Assets

Bridge Details

Proposed Bridge
Rail Assets

Parcel List

BB Project Details

¥ Letting

Lot s

XETEE
:

Tl

G et

Famai bugan
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5.1.1 Location Map

The Location Map tool is an interactive map on which you can view the project location.

Lacation Map

Pendineg Review, Prtuved
Created
. Changs Feguest. Charge Retomed
Az
| speatial feviewen

. Apmratsal Approeed

il Ctier

o

Pie LEsGilsies

. Cpesial Samminsisnars Phass
. Trial Phase

. AoquUIed - Judgermen

. Aeeuined | Deeed

Corsgheiod

D Grab and Pan Click and drag to pan around to the map.
\ZE] Zoom Out and In Click this to zoom out or in on the center of the map.
: Texas View Click this to zoom out and view the entire state.
'E Map View Click this to select between Satellite View or Street View.
|E Map Key Click this to display a description of map icons and parcel stage colors.

@ The ability to draw project end points and change the highway and control section are controlled by security
roles. More information on these features is provided in the Project Information Reference Guide.
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5.1.1.1 Right of Way Feature Layers

The Left Navigation Menu offers the following feature layers that can be added to the Location Map.

Access Control Select this to view boundaries and easements as red
of Location Lanes and blue lines around parcels.
Parcels Select this feature layer to view parcels in relation to
& Location Map the project, colored according to their stage:
@ Rignt of way @ Click a parcel on the map to view the Parcel
Information pop-up with information about the
< Access Control Lines parcel, described below.
¥ Parcels
Parcel Information Zoom To Click this button to automatically zoom to the parcel
shape on the map.
Parcel ID Click the Parcel ID to navigate to the Parcel Details
e B page for that parcel.
e s Part ID Click the Part ID to navigate to the Parcel Parts section
e - of the Parcel Details page for that parcel.
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5.1.2 Parcel List

The Parcel List allows you to see all associated parcels to a specific ROW project.

@ Parcel List

[<] ParcetiD RIS 1D

Action; v

Pacel S1ape Fraiced S1ge Date Dt Crealed

POOOOOSO3 05412020 5042020
B  pooooosod 05/04/2020 050472020
B poo0o0e0s O5/04/2020 05042020
O roooossz e 05,05/ 2020 0505/ 2020
O poodom Fstuined 0rS A/ 2020 005 /082020
L) rooOo0m2 Fend i e 0506/ 2020 05,/06/2020
Button/Column Description

This button allows authorized users to create new parcels through a
manual process or bulk upload.

This button allows authorized users to deactivate or reactivate one or more
parcels. The parcel must first be selected in the Parcel List below.

Parcel ID The parcel’s unique primary identifier. This ID is generated automatically
and sequentially by TXDOTCONNECT.
All Parcel IDs begin with the letter P.

ROWIS ID The identifier for legacy ROW projects migrated from the Right of Way

Information System (ROWIS).

Parcel Stage

This indicates where the parcel is in the acquisition process.

Parcel Stage Date

This indicates the date at which the parcel reached its current stage.

Date Created

This indicates the date on which the parcel entered was created.
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6 Resources Page

The Resources page is where additional Resources can be assigned to the Project.

The Resources page is arranged in
four sections; this guide describes
only the Project Managers,
Resources, and External Resource
Assignment sections.

3% Resources
Project Managers
Resources

External Resource Assignment

& Project Managers

L
¥ ) i
[Eeeee
igr M aruage
vl Marage
=
" Fas 5
Agirevs L |
City

[FEE L e

& Resouices

ResomTE Ty

& Extirnal Resource ALLnement

 Local Gowermiment

Liorrier Py iy

22232920

]

Agaitess L I

TP Coinlet
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6.1.1 Project Managers

The Project Managers section of
the Resources page lists the staff
resources assigned to the project.

To assign ROW Project Manager and
Utility Coordinator roles, use the
Resources section described below.

By iy

4
T o220

Lierris Murmiley Pl Frrad

@ The following roles may change the assigned resources in this section.

@ The assigned ROW Project Manager may be changed by a ROW Supetrvisor.
@ The assigned Utility Coordinator may be changed by a Utility Manager or Utility Program Manager.

6.1.2 Resources

The Resources section allows users
with project manager security roles
to request internal Right of Way
(ROW), Utilities, or Rail Road
resources.

& Rescurces

Bedosoe Typs
@ Rl of Wy e

@ When a user requests Right or Way or Utility resources, an RCSJ (Right of Way CSJ) will be created and
associated with the original CSJ. This will also allow applicable roles access to the Right or Way and
Utilities Pages on the Left Navigation Menu.

1. Check the box next to the desired resource.

2. Click

3. The appropriate group will receive the request and choose to approve or not approve.

@ The status of this request can be tracked on the Workflow, Forms, & Templates page.

@ Only one pending resource request is allowed for each resource type.

The Right of Way page
populates automatically with
the ROW Project ID. The
project stage date will appear
as the date created when the
Right of Way project is
created.

Once the ROW, Utility or Rail

@ resource has been requested,
there will be a Project
Manager Role line created for
that functionality on the
Resource Page. See how
these roles are assigned later
in this document.

P g Date

B e e B

e Lt T

.......
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6.1.3 External Resources Assignment

The External Resources Assignment section allows authorized users to invite external resources with user

accounts to access the project in TXDOTCONNECT.

@ External Resource Assignment

Type Resource ID Hame Phone Email Controlling Project Right of way

Right Of Way HOOO00061 Daniel Feyes Eretle Ol
Role: Senrvice Type: Organization Mame:
Surveyor Consultant Fee Appraiser ROW Suppliers Organization Example

L..'

t"lq ineér s EStimate

To assign external Right of Way resources, follow the process below:

1. Click *m
2. Select Right of Way.

The External Resources-Right of Way selection window appears.

3. Use the column headers to sort
or filter by Resource ID, Name,
Service Type, or Organization
Name.

4. Check [ the box next to the
desired resource.

5. Click Done.

6. Click Chtta.

External Resources-Right Of way

Forsour ow I Karmwe = Berace Type Cr paniz afoon Wame

hpmert B Fow Sppe st PP Susppiory rguerazsbion i

The invited resource will appear in the External Resource table and will receive an email notifying them they have

been granted access to the project.

Typs Resaurce (0 e Phwuanat Erviaal Contralng Project ACCdss

Ragiht OF Wy k00000081 Craniel Riyes Enable NI C oo
Rode: Seivice Type: Organization Name:
Surveyor Consultant Fee Appraiser ROW Suppliers Organization Example

@ @ Use the Controlling Project checkbox to grant access to all associated projects (controlling and

subordinate).

@ Those with appropriate security roles may Enable and Disable the access of external resources at any

time using the Access switch.
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@ The only external Right of Way resources available for assignment are those that have been:
1.

2.
3.

Added as supporting resources using the Create Organization feature in the Administrative
module,

Added to the ROW Project and,

Who already have access to TXxDOTCONNECT.

The table below shows the external ROW roles and the pages in TXDOTCONNECT they can access.

Role Home Page Projects Module Right of Way Module Administrative Module
Surveyor | @ Dashboard @ Project Search
Consultant ® Location None None
ROWAPS | @ Dashboard @ Project Search @ Parcel Search @ Organization Search
CensLliznt g My Tasks @ Location @ All Parcel Pages
@ My Group List @ Project Details
@ Right of Way
@ Utilities
Utility Dashboard @ Project Search None None
CensLliEnt My Tasks @ Location
My Group List @ Project Details
@ Right of Way
@ Utilities
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7 Right of Way Page

The Right of Way page displays Right of Way (ROW) information for the project. This page is only available if a ROW

Resource Request has been approved.

The Right of Way page is arranged
in six sections:

& Right of Way

Project Details

Project Estimates

Agency Funding Responsibilites
Parcels List

Organization Assignment

Assigned Tasks

B o
T B S
B g g
sl

Frarns Ciossms: [y

P | iseen ol

| Berpaiwition
gt Crpr

| Il haarity

Chapiiad

[ Fess

) Frogec Estimanes

Pl e | Dbgect o agaras

@ Organratos Assigrvmen (R

Lo e

Saste Frogect Mumbar:

B Pregmn [l e

Lvterarmed S2w Clparunn Do

P 0 Laar Upeted ce

Mty of Farcels

ol Frapect Lasraiy

Pranct Clpafogean,

[

B ey Chmamad Flade

Entorua Uik Diprarece Dty

ik Brialy for e

g Do s

B Fowl | e

dxten
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7.1.1 Project Details

The Project Details section displays details about the ROW project. It contains the Acquisition and Full Authority

subsections, described below.

@ Project Details
ROW Project 1D:

R

Federal Project Number:

ROW Project Stage:

Pre Environmental ROW/Utility Activities

Type of ROW Work:
Acquisition, Relocation, and Lilities
Financial Closeout Dale:

PeopleSolt Expended:

Project Association:

ROW CS.J: Project Classification:
0015 ROW - Right of Way v
State Project Mumbser: Short Description:

ﬁ:g!‘d of 'n.'-'[::. et
Project Stage Date: ROW Project Status:

Artive W
ROW Project End Date: Records Closeout Date:

Estimated ROW Clearance Date: Estimated Utilities Clearance Date:

WA A AT TS LR Ta A A e
il LU vl LI, rey

PeopleSaft Last Updated Date: Project Manager - ROW:

Field

Description

ROW Project ID

This is the unique identifier for the ROW project, generated by
TxDOTCONNECT when a ROW Resource Request is approved.

All ROW Project IDs begin with the letter R.

ROW CSJ

This is the unique Control Section Job (CSJ) for the ROW project, generated
by TXDOTCONNECT when a ROW Resource Request is approved.

Project Classification

This indicates if the project was created for Right of Way or for Utilities.

Federal Project Number

This is the number assigned to the

project to track Federal funds. A project cannot have both

a Federal Project Number

State Project Number

and a State Project

This is the number assigned to the
Number.

project to track State funds.

Short Description

This indicates whether the ROW project was created for Right of Way, Utility
Work, or Utility Investigation.
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ROW Project Stage

This indicates the stage of acquisition for the ROW project as a whole.
Individual parcels are tracked at the parcel level.

Pre-Environmental

Activities that can be performed prior to obtaining full authority; for
example: parcel surveys, appraisals and appraisal reviews, and preliminary
utility investigations and identification of utility conflicts.

Post-Environmental

Activities that can be performed after full authority is obtained, for
example, negotiation and eminent domain proceedings.

Activities
Completed

Acquisition of all necessary parcels is complete, and relocation of eligible
displacees and demolition of improvements can begin.

Financial Closeout

All financial transactions have been completed for the project.

Records Closeout

All records related to the project have been completed.

Project Stage Date

This indicates the last time the ROW Project Stage field was updated.

ROW Project Status

This indicates the status of the ROW project as a whole. Individual parcels
are tracked at the parcel level.

Type of ROW Work

This indicates whether the ROW Project was created for Acquisition Only,
Relocation Only, Utilities Only, or some combination of these.

ROW Project End Date

This indicats the date all parcels have been acquired.

Records Closeout Date

This indicates the date all ROW project records have been closed out.

Financial Closeout

This indicates the date all financial transactions have been closed out.

Estimated ROW Clearance Date

This is the estimated date that ROW clearance will be received. This field
can only be updated by a ROW Supervisor.

Estimated Utilities Clearance Date

This is the estimated date that utilities clearance will be received. This field
can only be updated by a ROW Supervisor or a Utility Manager.

PeopleSoft Expended

This displays the total amount of expenditures processed in PeopleSoft.

PeopleSoft Last Updated Date

This indicates the time the PeopleSoft Expended field was updated.

Project Manager - ROW

This displays the assigned ROW Project Manager from the Resources page.

Project Association

This indicates the ROW project is part of a joint bid for letting purposes.
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7.1.1.1 Acquisition

The Acquisition subsection displays summary information about the parcels and their acquisition type.

| Acquisition
Acquisition Type:

Srandard

Acquired By:

Humber of Parcels: Parcels Ready for Construction:

v Li] 0

Legal Desoriptions:

Field

Description

Acquisition Type

This indicates whether all parcels are being acquired through standard or
advanced acquisition processes, or if there is a mix.

Number of Parcels

This displays the number of active parcels created for the ROW project.

Parcels Ready for Construction

This displays the number of active parcels that have reached the stage
“Ready for Construction.”

Acquired By

This indicates the method for, or party, acquiring the parties. This field
allows multiple values to be selected.

Legal Descriptions

This displays the date legal descriptions have been obtained for all parcels.
This requirement must be indicated for each individual parcel on the Parcel
Details page, as described below.
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7.1.1.2 Full Authority Checklist

The Full Authority subsection displays the requirements for full authority and the date they are completed.

| Full Authority
Checklist

Environmental Clearance

Federal Agreement

No Fegeral Fundng

Full Autharity

Date

121272018

Field

Description

Environmental Clearance

This indicates the date Environmental Clearance is obtained for the project.
This field populates automatically from the Project Details page when
updates are received from the ECOS database.

Federal Agreement

This indicates whether agreements have been obtained for federal funding.
TxDOTCONNECT checks for information about federal funding in the Agency
Funding Agreements section, as described below. This field may only be
updated by the ROW Funding Manager.

No Federal Funding

This indicates when no Federal Funding has been provided for this project.
This field may only be updated by the ROW Funding Manager.

Full Authority

This displays the date all Full Authority requirements have been met for all
parcels on the project. This field may only be updated by the ROW Funding
Manager.
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7.1.2 Project Estimates

The Project Estimates table displays funding amounts for all ROW activities.

@ Project Estimates
ROW Activities / Object of Expense PID Project Estimate Agreement Project Estimate
District Time Sheel Costs (function 600,/blank) 601 55.000.00 50.00
Tolal £5.000.00 50.00
Column Description

ROW Activities/Object of Expense | This displays the funding line from the project’s Funding Page.

PID This displays the program ID (PID) of the funding line.
Project Estimate This displays the approved funding amount from the project’s Funding
Page. This field does not update after the Full Authority Date.
Agreement Project Estimate This displays the approved funding amount from the project’s Funding
Page. This field continues to update after the Full Authority Date
populates.

Together, the Project Estimate and Agreement Project Estimate fields allow the ROW Project Manager to
see that a project’s approved funding amount has changed after the Full Authority Date populates.
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7.1.3 Agency Funding Responsibilities

This section displays agencies who have committed to, and defines their specific funding responsibilities.

[=] Agency Funding Responsibilities

Diade ol Farst Dwmanad Loties  Date of Vonal Dwmand | s

Feature/Column

Description

= Agency Funding

This button allows authorized users to add information about agency
funding responsibilities.

Agency Name

This indicates the name of the participating agency.

Expense Category

This indicates the expense category for the funding obligation.

Participation %

This indicates the percentage of the agency’s participation.

Obligation Amount

This indicates the amount of the participating agency’s funding obligation.

Total Contribution Amount

This displays the total amount of all contributions received from the
participating agency.

Balance Amount

This indicates the balance still owed by the participating agency.
TxDOTCONNECT calculates this by subtracting the Total Contribution
Amount from the Obligation Amount.

Balance Status

This indicates whether the participating agency still has a balance due,
whether the obligation is settled, or if the obligation is overfunded.

Add Contribution (+)

This button allows ROW Project Managers to record contributions toward
an obligation.

Contribution Category

This indicates the category of the contribution toward an obligation.

Contribution Date

This indicates the date the contribution was received.

Contribution Amount

This indicates the amout of the contribution.

Date of First Notice

This indicates the date a first notice of an obligation due.

Date of First Demand Letter

This indicates the date the first demand letter was sent.

Date of Final Demand Letter

This indicates the date the final demand letter was sent.

® Remove

This button removes an obligation or a contribution.
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7.1.4 Parcel List

The Parcel List allows you to see all associated parcels to a specific ROW project.

@ Parcel List
Action: |

|=] Parced D ROWES ID Parcel Slage Parcel Slage Dabe Dabe Crealed h‘

05/042020 05042020

005,00 100500

05042020 5042020

O roooooses Mew 05052020 05/05/2020

|:| POOOOOSLT Retumned OSDE2020 05 TE 2020

[ Pocooog4e B g Reen 05/06/ 2000 G020
Button/Column Description

- This button allows authorized users to create new parcels through a
manual process or bulk upload.

e b D
| GIEdle FalLe

@ Select Bulk Upload to create a parcel by uploading a .gdb file. More
information can be found in the Bulk Upload section of this Reference
Guide.

@ Select Manual to add a parcel through manual data entry. More
information can be found below this table.

This button allows authorized users to deactivate or reactivate one or more
parcels. The parcel must first be selected in the Parcel List below.

Acton ;

Parcel ID The parcel’s unique primary identifier. This ID is generated automatically
and sequentially by TXDOTCONNECT.

All Parcel IDs begin with the letter P.

ROWIS ID The identifier for legacy ROW projects migrated from the Right of Way
Information System (ROWIS).
Parcel Stage This indicates where the parcel is in the acquisition process.
Parcel Stage Date This indicates the date at which the parcel reached its current stage.
Date Created This indicates the date on which the parcel entered was created.
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7.1.4.1 Creating a Parcel Manually

A ROW Project Manager may create parcels manually from the Parcels List section, available on both
the Location Page and the Right of Way page.

1. Click Create Parcel
2. Select Manual.

@ Parcels List Create Parcel =
Bulk Upload
A
Maral
) ParceliD ROWIS 1D Parcel Stage Parcel Stage Date Duate Criated
[J rooocosos Created 05/047 2020 050172020

The Number of Parcels window will appear.

3. Enter the number of parcels you would Number Of Parcels
like to create (up to a maximum of 300).
4. Click m Enter the number of parcels you want to create for this project
A success message will appear.
Parcel Quantity: | 10 |
5. Click G, :

D Maximurn 300

| Cancel %

The new parcel(s) populate in the Parcels List with Parcel IDs.
@ Parcel IDs are generated automatically in sequence. They are 9 digits and always begin with the letter P.
For more information about Right of Way Identifiers, watch this video.
<i> Only create parcels that are needed at the time to avoid using up Parcel IDs.
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7.1.5 Organization Assignment

This section allows authorized users to assign organizations to a ROW project from the TXDOTCONNECT

Organization database.

To add a new organization to the TXDOTCONNECT Organization database, use the Create Organization feature in
the Administrative module, described below.

@ Organization Assignment (ROW)

== Organization

Action: L

g 2 athon 0D Or ganization Mame Orgamiz ation Type gamEzation SuD-Type Slatu
EDOO11343 Bend T Ul ar Opt Azt
EOO0N 1345 [rerncitic Sl Temalition Sernce Active
EDOON1 349 Hed's Megotiaton Senvoes Supphe Nagotaton Sereo Agtve

Feature/Column Description

<4 Organization

This button allows authorized users to select an organization for
assignment to the ROW Project. The organization appears as an additional
row in the Organization Assignment grid.

@ This drop-down menu doen not currently allow any activity.

Organization ID

The organization’s unique primary identifier. This ID is generated
automatically and sequentially by TXDOTCONNECT.

All Organizations IDs begin with the letter E.

Double click the Organization ID to navigate quickly to the
organization’s page in the Administrative module.

Organization Name

The organization’s name.

Organization Type

The organization’s type. This determines the services the organization may
perform and how it may be used in TXDOTCONNECT.

Organization Sub-Type

The organization’s subtype. This further refines the services the
organization may perform and how it may be used in TxDOTCONNECT.

Status

This indicates whether the organization is active or inactive on the project.
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7.1.6 Assigned Tasks

This section allows authorized users to assign tasks to organizations.

(?) Before an organization can be assigned a task, it must first be assigned in the Organization Assignment
~" (ROW) section and the project must be saved.

Feature/Column

Description

+ Task This button allows authorized users to add a task for assignment.
Task ID The task’s unique primary identifier. This ID is generated automatically and
sequentially by TXDOTCONNECT.
All Task IDs begin with the letter K.
Parcel ID This indicates one or more parcels for which the task must be performed.
Task Category This indicates the category for the task. This selection determines the

available Task Descriptions and Service Types as well as the organizations
to whom the task may be assigned.

Task Description

This indicates the description for the task. This selection is determined by
the selected Task Category, and determines the available Service Types.

Service Type

This field populates automatically depending on the selected Task Category
and Task Description.

Resource

This allows authorized users to select the resource that will perform the
task. Only resources that meet the following requirements will be available
for selection:

@ The resource is listed as a Supporting Resource under one of the
organizations entered in the Organization Assignment table.

@ The Resource’s Service Type matches that of the tasks’ Service
Type.

Refer to the Organizations section of this guide for more information about
creating and updating Supporting Resources in the TXDOTCONNECT
Organization database.

Displacee

This is the displacee impacted by the task. This is only applicable for Third-
Party Relocation tasks.
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7.2 Utilities Page

The Utilities page displays and tracks information for both reimbursable and non-reimbursable work being

performed for a project. This page is only available if a Utility Resource Request has been approved.

The Utilities page is arranged in two
sections:

AT utilities
Dretails

Cost of Adjustment
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7.2.1 Utilities Details

The Utilities Details section contains multiple subsections described below.

7.2.1.1 Utilities Table

The Utilities Table contains all utilities records that have been added to the project. Authorized users must add a
utility record here before entering information on the rest of the page.

Feature/Column

Description

+ Utilitw This button allows authorized users to add a utility to the Utilities Table.
1. Click * Utility
The Utility List window appears, with a list of utilities already identified on
associated projects (projects that will be let together under a single
Controlling Project).

2. Sort or filter the list by Utility ID, Project ID, Control Section Job, and
ROW Control Section Job.
3. Make a selection.
@ If the utility you want to add has already been added to an
associated project, select it from the list and click €3,
@ If the utility you want to add has not already been added to an
associated project, click
The utility will appear in the Utilities Table.
Utility Type Indicates the type of utility being adjusted for the project.

Utility ID The utility adjustment’s unique primary identifier. This ID is generated
automatically and sequentially by TXDOTCONNECT once the project is
saved.

All Utility IDs begin with the letter U.
Utility Name This button allows authorized users to select the Utility organization

performing the adjustment.

Organization ID

The utility’s Organization ID. Click this link to navigate to the utility’s
organization page in the Administrative module.

Reimbursable

This checkbox indicates whether the adjustment is reimbursable.
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Joint Bid

This checkbox indicates whether the utility work is part of a joint bid.

(1> ® The project must have ROW funding with PID 502 or 503.
@ The project’s engineer’s estimate must be in District control
(not under District Office or Division review)

Checking this box has the following effects:

@ The ROW Project is added to the list of subordinate projects on the
Letting Page.

@ The Utility Category of Work becomes available on the Engineer’s
Estimate page.

@ The Joint Bid indicator on the Right of Way page is checked.

Post Letting

If the project has already let, and the need is identified to add Utilities to
the Construction Contract, a Letting Management Coordinator must
instead select the Post Letting check box for the utility. This will have the
same effect as if the Joint Bid check box was selected prior to Letting.

Amount to be Invoiced from Utility

This indicates the amount to be invoiced from the utility. This is only
applicable if Reimbursable is selected.

Total Cost of Adjustment

This displays the Total Cost of Adjustment, and is populated automatically
once the Standard Utility Agreement information is entered below.

Adjustment Completion Date

This indicates the Utility Coordinator’s best estimate of the date the utility
adjustment will be complete.

Exception to Policy

This indicates whether the adjustment is being completed as an exception
to policy.

State Participation 2125

This checkbox indicates if the utilities record is impacted by Texas Senate
Bill 1512, and enables the next two fields.

Minute Order

This allows authorized users to enter the Minute Order Number associated
with the State Participation 2125.

Approved Amount for State
Participation 2125

This allows authorized users to enter the required dollar amount for State
Participation 2125.

Remove

)
LX)

This button allows authorized users to remove a Utility record.
@ Only Utility Program Managers may remove a utility record.
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7.2.1.2 Additional Details

When a Utility is selected in the Utilities Table, the fields below display information specific to the selected utility.

ROWIS LMility NMumbser:

Associated ROW Progecis:
ROW Prajsct
[14]

Contral Section Job

*Type of Adpustrent:

Communicaticon Overhead
* Limits From (Station)
Herg

Full Authority Date :

Facility Type:
Type Quantity

Emergency Work Authorization Dute:

001510-075 ROOOOTELS

7] 50000
Parcels: + Parcel
Parcel id Slage Satus Remave
wtillity Program Manager: Review Date:
a =
Liility Joind Use Acknowledgement Dale:
]
Lrtility Installation Reguest (LNR) Approved Permils + Permits
wtility installation Permit Mumbser Ltility installation Approved Date Remave

ROW C5.J:

001 5-10-076
ROW Conliol Secticn
Jl:lb Percent
001510078 100%
Toital 100%

* Liility Status:
L LAty Identified w
* Limits To (Station): Alternate Procedune Date:

There

Estimated ROW Clearance Dale:

== Faciliy

Unit Type Remove

Emergency Work Autharization Amaunt:

Feature/Field

Description

ROWIS Utility Number

The identifier for legacy Utility projects migrated from the Right of Way
Information System (ROWIS).

Associated ROW Projects

If the utility exists on associated projects, indicate here the percentage of
the utility is located within each ROW project. Use the link below to access
the applicable job aid.

https://tntoday.dot.state.tx.us/TPD/Documents/TXDOTCONNECT/Job%20A
ids/Utility%201Ds%20with%20Multiple%20ROW%20CSJs.pdf

Type of Adjustment

This indicates the type of utility adjustment being performed. It further
refines the Utility Type selected in the Utilities Table above.
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Feature/Field

Description

Utility Status

This indicates the current status of the utility adjustment.

Limits From and Limits To

This indicates the limit of the utility adjustment, entered as stations.

Alternate Procedure Date

This indicates the date the utility record was created.

Full Authority

This displays the date all Full Authority requirements have been met for all
parcels on the project.

Estimated ROW Clearance Date

This is the estimated date that ROW clearance will be received. This field
populates from the value entered on the Right of Way page.

Facility Type

This allows authorized users to identify the facilities involved in the
adjustment. Click + Facility to add a row to the table, then select a Type,
enter a Quantity, and select a Unit Type.

Emergency Work Authorization
Date and Amount

This indicates the date and amount of an emergency work authorization, if
applicable.

Parcels

This allows authorized users to identify the specific parcels of land involved
in the adjustment. Only parcels on the current ROW project are available
for selection. Click + Parcel and select one or more parcels from the
selection window.

Utility Program Manager and
Review Date

This indicates the Utility Program Manager responsible for reviewing and
approving the utility adjustment information, and the date the review was
performed.

Utility Joint Use
Acknowledgment Date

This indicates the date of the Joint Use Acknowledgment agreement, if
applicable.

Utility Installation Request (UIR)
Approved Permits

This allows authorized users to enter permit information for the utility
installation. Click + Permits, then enter the Utility Installation Permit
Number and the date it was approved.
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7.2.1.3 Utility Status Progression Definitions

Relevant Status

When to Use

Utility Identified

Use once conflict analysis has found issue with utility

Utility Notified of Conflict

Once utility provider has been notified of the utility conflict

Emergency Work Authorization
Executed

When emergency work authorization is executed by TxDOT

Agreement sent to Utility

When the utility agreement is sent to utility for completion

Agreement Received from Utility

When the completed agreement is received by the District Utility
Coordinator from utility provider

Utility Agreement Executed

Once utility agreement has been executed by TxDOT

Adjustment in Progress

Once utility provider has begun work to move conflicting facility

Adjustment Completed

When the utility adjustment has been completed in field

Adjustment Completed - 90% paid

When the utility adjustment has been completed in field, 90%
payment made

Adjustment Completed - Final
Payment Made

When the final payment is made, no further cost related to
adjustment

Utility No Longer in Conflict

When the utility needs to be canceled or suspended; no
adjustment required

Adjustment Completed - Utility
Invoice Not Submitted (Misc Claims)

Used for miscillanious claims
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7.2.2 Cost of Adjustment

Information from the Standard Utility Agreement and Supplemental Utility Agreement (if applicable) are entered,
calculated, and summarized in the Cost of Adjustment information.

7.2.2.1 Standard Utility Agreement

The Standard Utility Agreement subsection contains the fields described below.

The Statement Covering Contract Work Included check box is selected when the ROW-U-48 Form is
required within the Utility Agreement. This indicates the utility is not adequately staffed and equipped to
perform such work with its own forces and equipment at a time convenient to and in coordination with the

associated construction.

When a Cost of Adjustment is executed, the Adjustment Completion Date column in the Utility
Details table to be auto populated with the Adjustment Completion Date in the cost of adjustment
section so that the date in both places are the same.

@ Cost of Adjustment
| Standard Utility Agreement

* Initial Cost Estimate:
5100.00

Betterment Ratio:

Estimated ROW Replacement Cost:

50.00

Adjustment Begin Dale:

Agreement Type:
& Actial Cost

Lurnp Sum

Standard Utility Agreement Amount: Execution Date:
20.00 B
Salvage Credit: Eligiblity Ratio:
50,00
Quitclaim Date:
Includes Material(s) To Be Buy America
& Compdiant
Adjustment Complelion Date:
Statement Covering Contract Work Included
&
Agreement Process: O Utility Agreement Comment

Federal LRility Process (FUP)
State Utility Process (SUP)
Local Utldity Process (LUP)

Feature/Field

Description

Initial Cost Estimate

This indicates the Utility Coordinator’s best initial estimate for the cost of
the adjustment.

Standard Utility Agreement
Amount

This indicates the actual cost amount as recorded in the Standard Utility
Agreement.

Execution Date

This indicates the date the Standard Utility Agreement is executed.

Betterment Ratio

This indicates the percentage betterment that results from the adjustment.

Salvage Credit

This indicates the value of the salvage credit that results from the
adjustment.
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Eligibility Ratio

This indicates the utility’s eligibility for reimbursement expressed as a
percentage.

Estimate ROW Replacement Cost

This indicates the costs associated with ROW replacement, if applicable.

Quitclaim Date

This indicates the date the utility quit claim to the property, if applicable.

Includes Material(s) To Be
Buy America Compliant

Check this box to indicate that compliance with Buy America guidelines.
More information can be found on TxDOT’s Buy America website.

Adjustment Begin and Completion
Dates

This indicates the dates the adjustment will begin and end as recorded in
the Standard Utility Agreement.

Statement Covering Contract Work
Included

Check this box to indicate that the Standard Utility Agreement includes a
statement covering contract work.

Agreement Type

This indicates whether the Standard Utility Agreement refers to an Actual
Cost or Lump Sum.

Agreement Process

This indicates whether the Standard Utility Agreement will follow the
Federal, State, or Local Utility Process (FUP, SUP, and LUP, respectively).

Utility Agreement Comment

This allows authorized users to enter a comment related to the Standard
Utility Agreement. Click the comment icon, type a comment in the window,
and click Done.
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7.2.2.2 Supplemental Agreements

A Supplemental Utility Agreement is only needed if changes occur to the Standard Utility Agreeement. This
subsection contains the fields described below.

| Sussierianlal gt

Includes
htniad ]

[ ] e el Dad pdrioed . Bemermasi f Ebgpiy  Eilisanes BOw = % =
s R Enpcution Daie PR Sakuage Cresn Reic b ot l:-_l:ral.u Agreersal [yne Agepemenn Proseil Commpsi  Demer
Cramiplagnt
] L] sl Cost w zute Lty INOCERL @
Feature/Field Description

<4+ Supplemental Agreement

This allows authorized users to add rows to the Supplemental Agreements
table, if applicable.

Agreement Number

The Supplemental Agreement’s unique primary identifier. This ID is
generated automatically and sequentially by TXxDOTCONNECT once the
project is saved.

All Supplemental Agreement Numbers consist of the Utility ID with a 3-digit
suffix.

Increased/Decreased Amount

Used by TxDOTCONNECT to add to or subtract from the amount of the
Standard Utility Agreement Amount in the Standard Utility Agreement
subsection.

Execution Date

Supplemental Agreements Date of execution

Betterment Ratio

The percentage of the In-Kind cost divided by Betterment Cost. Betterment
Cost is any improvement or upgrade to th existing facility at the time the
adjustment or relocation effort is made.

Salvage Credit

Eligibility Ratio

Estimated ROW Replacemnet Cost

Includes Material(s) to be Buy
America Compliant

Buy America Compliant

Agreement Type

Agreement Process

Comment
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7.2.2.3 Costs

The Costs subsection calculates and summarizes the amounts entered in the Standard Utility Agreement and, if

applicable, Supplemental Agreement subsections. It also contains the fields described below.

| Costs
Liility Cost Amount
Total Cost of Adpstment 5 106,000.00

Less Betterment Ratio (%) 50
Less Salvage Credit: $5,000.00
Apply Eligiblity Ratio (%)- 15
Total Reimbursable Amount;

Amount 1o be Invoeced Trom Uit r:.-

Total Actual Cost:

&0.00

Created by:

553,000 00

Actual Completed Date:

Created Date:

04/20/2020

Feature/Field

Description

Total Actual Cost

This indicates the final actual cost of the utility adjustment.

Actual Completed Date

This indicates the final actual date the adjustment is completed.

Created By and Created Date

This field automatically populates with the name of the individual who
created the utility record and the date it was created.
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7.2.2.4 Non-Reimbursable Utilities

On projects that are Non-Reimbursable - Utility Only, use the Type of ROW Work selection of Utilities Only
from the drop-down menu listed under ROW Project Details.

@- Only ROW PM or ROW Superuser roles may select the Utilities Only selection below.

Remember that access to the Utility Page in the Left Navigation Menu will only be provided after
a Resource has been requested. For more information, review the Resource Request Job Aid.

@ Project Details

ROW Project i ROW CE: Froject Classification:
ROGDOZ9TD 0009-1 2222 oW - Rt oof Wy w
Federal Froject Number; State Froject NumBer; Shert Descrigtion;
HH 19020172) Fight Of ‘Way v
ROW Project Stage: Project Siage Date: ROW Progect Status:
POs1 Erearoenmeeral RO IR oy ACTRIesS b ACTIhAF W
Type of ROW Work: WOW Project End Duatec ecords Closeoun Date:
v ] i
Estimated ROW Clearance Diate: Estimated LAilithes Clearance Date:
[ [
PeoplaSoft Last Updated Date: Project Manager - ROW;
Brvd Lhsriies 06710/ 2021 Margare! O'Brien

To request Utilities Only, Email ROW Applications Helpdesk and cc the ROW PM for the project.

¢ Request from Consultants will not be completed, unless the Utility Coordinator and ROW PM are
on the email sent to RAH.
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8 Right of Way Module

The Right of Way tab in the Top Menu Bar leads to the Parcel Search and Utility Search pages. It allows

authorized users to search for, view, and update Right of Way parcels.

Porticlios / Programs

8.1 Parcel Search or Utility Search

Whichever type of search you use, there are two parts on this page: the Search Feature, the Search Results.

Right of Way

Parcel Search
Parga 1 T P ekt ¥ SEECT L Q Search
Face D g R Frogect D Cs) Pafcel Tlalet L R Paicel TEape Dafe Figl Rifhority Dule
OO0 ROODOTET TR =) ] Artrw (L
Siiienihg] RO RECT = o1 Astror Bkt « Saanal (am
i ieini ROCOERCET Ee 301080 Ayt retagl Doy DAL
Utility Search
Lmty b L SeteCl e o | - m
-
Uity I0 RIS LRty bsrvitssi Preget D Ditiiet Hezhw iy Eognarily [T R RUT# Proaget 10 UikEy Mirse LRikky Statud Lty Ty
LEO00003 ek ADOaY Phae s Haslahge G038 D35-00-0 D321 Hilrerp Esery ) Gas
LID000E0d 18450 AD00 Phare UsE Hilakg L] D300 ROOOG3210 Erterprdn Tewn Utilty fg isng.. G
[ et ] [R5 a0 Fhaer S kg 1 ook ROOOD der Mo adustment = T

8.1.1 Search Feature

To search for a specific parcel or utility,

1. Use the Select drop-down menu to select search criteria. Up to three search criteria can be selected, and up

to three search terms entered.

2. Enterasearch term.

3. Click &=D.

The Search Results will appear. If no parcels or utilities match the filter criteria, the message “No projects
available to display for your search criteria.”
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8.1.2 Search Results

@ Click a column header to sort search results by the data in that column. Click again to reverse the order.
@ Type into one or more of the column header fields to filter search results by the data in that column.

@ TxDOTCONNECT filters the results as you type to include only search results that contain matching data.

8.1.2.1 Search Results Column Headers

Parcel 1D RO Pregect 1D RO CEJ (=4 Paced Blatus Farcel Stage Farced Blage Dale Full Aushonity Dabe Gty Distnct | DHwision Hegtriary et Manmse

The current list of search column headers appears below.

8.1.2.2 Parcel Search Columns

@ Parcel ID @ Parcel Status @ County

@ ROWIS Parcel ID @ Parcel Stage @ District/Division

@ ROW Project ID @ Parcel Stage Date @ Highway

@ ROWCSJ @ Full Authority Date @ Owner Name

@ csJ

8.1.2.3 Utility Search Columns

@ Utility Number @ District @ cs) @ Utility Name
@ ROWIS Utility Number @ Highway @ ROWCSJ @ Utility Status
@ Project ID @ County @ ROW Project ID @ Utility Type

8.1.2.4 Select Parcel or Utility

@ Click a parcel or utility once to highlight it.
@ Double-click a parcel or utility to open it.

Parcels open to the Parcel Details page in the Right of Way module.
Utilities open to the Utilities page in the Projects module.
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8.2 Parcel Header

The Parcel Header appears at the top of every Parcel page. It contains important high-level parcel information.
The header contains the fields described below:

ROW CS.J: 001508418
ROW Project ID; RODO0OS318 Parcel ID: FOO00000T
Parcel Slage: Acquired - Deed v Parcel Status: Active v
District: Austin-14 County: Williamson
Highway: IH 35 Gontrol Section: 001508
Field Description
ROW CSJ This is the unique Control Section Job (CSJ) for the ROW project, generated by

TxDOTCONNECT when a ROW Resource Request is approved.

ROW Project ID This is the unique identifier for the ROW project, generated by TXDOTCONNECT when
a ROW Resource Request is approved.

All ROW Project IDs begin with the letter R.

Parcel ID This is the unique identifier for the parcel, generated by TXDOTCONNECT when the
parcel is created and saved.

All Parcel IDs begin with the letter P.

Parcel Stage This allows authorized users to update the stage of the parcel to indicate where it is in
the acquisition process.

New The parcel has been created manually but no progress has yet
been made or .gdb file has been uploaded.

Created The parcel location information (.gdb file) has been uploaded
and approved but no progress has been made.

Appraised The appraisal information has been entered into
TXxDOTCONNECT on the Appraisal page.

Appraisal The appraisal reviewer has reviewed the appraisal and indicated
Reviewed whether the appraisal is recommended or not.
Appraisal TxDOT has approved the appraisal and an Appraisal Approved
Approved Date has been entered on the Appraisal page.

Initial Offer An initial offer has been sent to the property owner. The amount

and date must first be entered on the Negotiation page.

Final Offer A final offer has been sent to the property owner and the
amount and date have been entered on the Negotiation page.
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Pre-Litigation Begins on the date the E-49 package is submitted to the OAG for
the parcel and ends on the date the Petition is filed or when
settlement on the parcel is reached.

Special Begins the date the Petition is filed and ends when Objections
Commissioner are filed by either party, the date a Judgment in Absence of
Phase Objection is Filed or when settlement on the parcel is reached.
Trial Phase This phase begins when Objections are filed and ends when the

case is completed.

Acquired - Deed | It indicates that the parcel is acquired by deed from the property

owner.
Acquired - It indicates that the parcel is acquired by judgment from the
Judgment property owner. This includes a Judgment in Absence of

Objection (JAO), an Agreed Judgment or a Final Judgment.

Completed All activities on the parcel have been completed and all
payments associated with the parcel have been made.

Parcel Status

This allows an authorized user to update the current status of the parcel.

Active Indicates that the parcel acquisition is in progress.

Paused Indicates that TxDOT has temporarily stopped work on the
parcel acquisition.

Canceled Indicates termination of a parcel acquisition prior to its
completion.
Closed Indicates deliverables and final reconciliation processes are

complete for parcel acquisition.

Surplus Indicates a parcel has been designated as surplus.
District Name and district number of the District where the parcel is located. This field
populates automatically based on the district assigned to the project.
County Name of the county where the parcel is located. This field populates automatically
based on the county assigned to the project.
Highway Name and/or number of the highway where the project is located. This field populates

automatically based on the highway of the project.

Control Section

This identifies the section of highway where the project is taking place. This field
populates automatically based on the control section of the project.
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8.3 Left Navigation Menu (Right of Way)

The Left Navigation Menu (or “Left Nav”) appears to the left of every parcel page. It contains a list of all pages

available for that parcel.

Some pages are only required for certain situations.

B Farcel Details
Prarcel Details
Parcal Parkzs
Assigred Tashks

S Funding

Eg Appraisal

51 Negotiations

"  Acquisition

3 Eminent Domain

h Relocation

Demolition

Minute Order

Workflow, Forms & Documents

Comments

Field

Description

Parcel Details

Allows authorized users to capture or
reviewing initial setup data regarding the
parcel.

Funding Allows authorized users to track funding
responsibilities and activities.
Appraisal Allows authorized users to complete,

review, or approve the property appraisal.

Negotiations

Allows authorized users to enter information
related to the initial and final offer and
other agreements.

Acquisition

Allows authorized users to enter and review
approved values, final payments, and
refunds.

Eminent Domain

Allows authorized users to capture details
related to Eminent Domain proceedings.

Relocation Allows authorized users to manage
relocation of residential and non-residential
displacees.

Demolition Allows authorized users to manage

demolition information.

Minute Order

Allows authorized users to enter
Transportation Commission meeting minute
order numbers relevant to the acquisition of
a property.

Workflow, Forms &

Access to workflow data, additional forms

Documents and where documents stored in OnBase
may be accessed.
Comments Allows authorized users to enter comments

and view comments left on other pages
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8.4 Parcel Details Page

Parcel Details allows authorized users to capture initial parcel setup data.

The Parcel Details page is arranged
in three sections:

Bm Parcel Details
Parcel Datails
Parcel Parts

Assigned Tasks
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8.4.1 Parcel Details

The Parcel Details section contains the fields described below.

@ Parcel Details
ROWIS Pascel ID: ROWEPS Providers:
DO4704026-187 a
Do + Crvarver Pinysical Lecation:

O Removs 609 S Powell Parkeray {SH-5), Anra, TH 75400

Trak Internabonal, Inc ff,
Paree] Catirnated Valiae: Final Armceint Pald:

20,00 51,432262.00
[Poszeszion Date: Pozzeszion Type:

LR Fr ] ] Pogiesion s LHs Apesmen -
Ahvanced Acquisition Status: Advanced Acquisition Approval Date:

Mot Applicabie -
Azceas Rights Type: County of Record:

Parmirtad - Collin {County) - S0043 -
[Propety IDUVTax Mombsrs Title Commitment GF Mumber:

1017125 GO0 TR0 2660
Legal Descripiaon Local Agreemeni Dt aisos

Feature/Field Description

ROWIS Parcel ID

The identifier for legacy ROW parcels migrated from the Right of Way
Information System (ROWIS).

ROWAPS Providers

This allows authorized users to identify the ROWAPS provider responsible
for managing the parcel through the acquisition process. Click the resource
icon to select a ROWAPS Provider.

Owner

This allows authorized users to identify the owner of the parcel. Click
+Owner to select the owner.

Physical Location

This is a description of the physical location of the parcel (up to 100
characters).

Parcel Estimated Value

This indicates the ROW Project Manager’s best initial estimate of the
parcel’s value.

Final Amount Paid

This calculates the total amount all paid payments, including market rental
and land acquisition.

Possession Date and Type

This indicates the date of the property possession and whether it took
place through negotiation, condemnation, possession and use agreement.
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Advanced Acquisition Status and
Approval Date

This indicates the stage of advanced acquisition, if applicable, and the date
advanced acquisition is approved.

Access Rights Type

This indicates whether access rights are permitted, partially permitted,
denied, or not applicable.

County of Record

This indicates the parcel’s county of record.

Property ID/Tax Number

This indicates the property ID or tax number for the parcel.

Title Commitment/GF Number

This indicates the number for the title commitment or general file (GF).

Legal Description

This allows authorized users to indicate that legal descriptions have been
obtained for the property. This is a requirement for full authority.

Legal Description After Full
Authority

Used to indicate the legal descriptions have been obtained for the property
after the project has received full authority.

Local Agreement

This allows authorized users to indicate that agreements have been
obtained with local public agencies for acquisition of the property. This is a
requirement for full authority.

Clauses

This allows authorized users to enter clause information for the parcel
acquisition. Click the square comment icon to open the Clauses window,
type the information, and click Done.

@ Information entered for square comment icons does not populate on
the parcel comments page.
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8.4.2 Parcel Parts

The Parcel Parts section contains the features and columns described below.

L

Pt 10

@ Porcel Poets

Part Hre inteaeul Tyr

Feature/Column Description
Part ID This is the unique identifier for the parcel part, generated by
TxDOTCONNECT when the part is created and saved.
All Part IDs consist of the Parcel ID with a 3-digijt suffix.
Part Name The name for legacy ROW parcels migrated from the Right of Way
Information System (ROWIS).
Interest Type This indicates the parcel part’s type, use, or how it will be valued.

Srepsisnd Acinsge Sigpuite Fosslage Reprquired Sqpanie Foclege

Feature/Column

Description

Acreage and Acquired Acreage

This indicates the size of the parcel part in acres, both for the total parcel
part and for that which TxDOT is acquiring,

Square Footage and Acquired
Square Footage

This indicates the size of the parcel part in square feet, both for the total
parcel part and for that which TxDOT is acquiring.
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Tithe Py Haarilsir Rt Duale

+ Pt

Frcondng Sl Trrmporany Temporary
inloimalion  Descriphon  Essemend Begin Eaverrent Ersd

Feature/Column

Description

Status This allows authorized users to update the status of the parcel part. This
will almost always be “Active.”
Owner This allows authorized users to select the owner of the parcel part, if

different from the owner of the overall parcel.

Title Policy Number

This indicates the title policy number for the parcel part.

Recording Date

This indicates the recording date for the part acquisition.

Recording Information

This allows authorized users to enter recording information for the parcel
part. Click the square comment icon, type the information, and click Done.

Square comment icons do not populate on the Parcel Comments page.

Short Description

This allows authorized users to enter a short description for the parcel part.
Click the square comment icon, type the information, and click Done.

Square comment icons do not populate on the Parcel Comments page.

Temporary Easement
Begin and End

This indicates the begin and end dates for parcel parts with an interest
type of Temporary Easement.

+ Part

This allows authorized users to add parts to the parcel. Click this button to
add a row and complete the applicable fields.
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8.4.3 Assigned Tasks

The Assigned Tasks section allows authorized users to view and update the tasks assigned on the Right of Way
page. A task’s status may be updated from Assigned to Pending, Completed, or Canceled.

@ @ Tasks must be created and assigned in the Assigned Tasks section of the Right of Way page.
@ Task-specific payments can only be created for Completed tasks.
@ For Appraisal tasks, users are not able to remove/add Parcel IDs to the task on the ROW Project
Assigned Tasks Table.

@ @ You can sort and filter the tasks by each of the column headers.
@ All tasks that have been paid will display a Payment ID that functions as a hyperlink and takes the
user to the payment selected.

S Assigned Tasis

Cafegory Tk Dwiorgsion ooy Trpa Faqearg T —

8.4.4 Created By and Created Date
At the bottom of the page is displayed which user created the parcel and on what date.

Created By: Crealed Date

William Boyd 0470872020
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8.5 Funding Page

The parcel’s Funding page allows authorized users to capture to reviewing initial parcel setup data.

The _Funding page is arranged in two ® Asericy Faiiding Ressomsibiities
sections: it
€ Funding
& Activily List
Aovoart Codo
Agency Funding Responsibilities
=
Activity List
vl 1
L
gy 24
L ¥ i
s L Oy LAY L
L

PATSRANSA PrEnalEe

DEpenar Calbgary

8.5.1 Agency Funding Responsibilities

This section allows authorized users to indicate which participating agency (entered on the Right of Way page) is

particitipating at the parcel level, and what percentage.

@ Agency Funding Responsibilities
AQency Participathon Percentage

City - Austen (City) - 02100 2%

+ Agency Funding
Expénse Category

ROW ACQuismion EXpeénses

1. Click + Agency Funding.
2. Select the appropriate agency.
3. Enter the Participation Percentage.

Only those agencies that were entered in the Agency Funding Responsibilities section of the Right of Way

page will be available for selection.

8.5.2 Activity List

This section allows authorized users to select the funding source for each Right of Way activity.

@ Activity List

Accouni Code

7210 - Feas and Other Charges

Fund Indicator

RO L
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8.6 Appraisal Page

The Appraisal page allows authorized users to enter appraisal details.

The Appraisal page is arranged with the Appraisal List table at the top and the four tabs below. Authorized users
may click +Appraisal to add appraisal rows to the Appraisal List.

o

@ Before an appraisal can be added, an appraisal task must be assigned on the Right of Way page.
@ An appraisal must be added and selected before the tabs and information will display.

Appraisal List

+ Appraizal
Properly Currenl Properly
Drgandzation Manmwe Apprajser Appraisal Task Task ID X
g p p Use Highest/ Best Use
Ned's Megaotiation Services Initial Appraieal KO0000223 v l v

8.6.1 Appraisal List

The Appraisal List table at the top of the page contains the fields described below.

Ganatan Kame At

BTy DL

R )
Ay zaral Eatn Stafm
her

Comprmaricn

Appesas i OF Dale
tighet iewt Lhae

Feature/Field

Description

Organization Name

This indicates the name of the organization assigned the appraisal task.

Appraiser

This indicates the name of the resource assigned the appraisal task.

Appraisal Task

This indicates the task as displayed in the Task Assignment section of the
Right of Way page.

Task ID

This indicates the Task ID as displayed in the Task Assignment section of
the Right of Way page.

Property Current Use and
Property Highest/Best Use

These fields indicate how the property is currently being used and what the
highest value use of that property would be.

Total Compensation

This value populates from the Total Compensation calculated in the
Compensation Summary subsection of the Summary Information tab.

Appraisal Status

This allows authorized users to update the status of the appraisal.

Status Date

This indicates the date of the last update to the appraisal’s status.

Appraisal As Of Date

This indicates the date the appraisal was performed.
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8.6.2 Summary Information

The Summary Information tab displays the following information for the appraisal selected in the Appraisal List.

Sumimary infermation

Appraisal Formal:

Appraisal Usage:

e e

Appraisal Report Date: Appraisal Received Date: Cost/Unit:
i [ ] 0.00
Whole/Partial Acguisition: Date of Take: Appraisal Inveice Humber:
8
Direct Access Denial? Iz the Denial Direct Access Material?
YiEg = Mo
Approval Date: ROW Manager Approved Amount: Owner Donation Value:
Y 2 50,00 £0.00
Field Description

Appraisal Format

This indicates the specific format of the appraisal.

Appraisal Usage

This indicates how the appraisal is being used, especially if it is being used

as the basis for values.

Appraisal Report Date

This indicates the date of the appraisal report.

Appraisal Received Date

This indicates the date the appraisal was received.

Cost/Unit

This indicates the property’s cost per unit

Whole/Partial Acquisition

This indicates whether TxDOT is taking the property in whole or in part.

Date of Take

This indicates the date of the take.

Appraisal Invoice Number

This indicates the invoice number for the appraisal.

Direct Access Denial and Is the
Denial Direct Access Material?

This indicates whether the property owner is impacted by a Direct Access
Denial and whether this Denial has been deemed material and therefore

compensable.

Approval Date and
ROW Manager Approved Amount

This indicates the date and amount the appraisal was approved for.

Owner Donation Value

This indicates the value, if any, of the owner’s donation of property.

71




8.6.2.1 Compensation Summary

The Compensation Summary subsection contains amounts entered from the appraisal as well as fields that
calculate the Total Compensation amount. The calculated fields are described below.

| Compensation Summary

Parcel Values Amounts

Whaole Property 50.00

Part to be Acquired 50

Value Remainder Before Taking $0.00

Value Réemainder After Taking £0.00

Nt Damiages 50.00

Enhancements 50000

Access 50,00

Cost-To-Cure 50.0

Total Compensation 50.00
Field Description

Whole Property

The market value of the whole property. This value typically is based upon the
cost per unit value.

Part to be Acquired

Total of all part values entered on the Acquisition Interest Values tab.

Value Remainder Before Taking

The value of remainder immediately before the taking.

Value Remainder After Taking

The value of the remainder immediately after taking.

Net Damages

Amount property has decreased in value (if Value Remainder Before Taking is
greater than Value Remainder After Taking).

Enhancements Amount property has increased in value (if Value Remainder Before Taking is
less than Value Remainder After Taking).
Access The lack of any access denial or the material impairment of the direct access

on or off the remaining prperty affects the market value of remaining property
in the sum.

Cost-To-Cure

This indicates the amount the donor agrees to accept which is less than what
TxDOT offers.

Total Compensation

Sum of all positive and negative values above.
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8.6.3 Acquisition Interest Values

This tab allows authorized users to enter appraised values for each parcel part for the selected appraisal. It
contains a Parcel Parts table at the top and Improvements subsection at the bottom.

8.6.3.1 Parcel Parts

This table lists all Parcel Parts created on the Parcel Details page. It displays the Parcel Part ID, Interest Type, and

part Status. Authorized users may enter the Appraised Value or indicate if a part is Not Appraisable.

Parcel Parts
Parcel Parl ID Inlerest Type Appraised Value Mol Appraisable Slatus
POO0O0401 001 Commercial Sign Owner 50.00 Active
POOOOOA01 . 002 Feg Sampe 50,00 ACTive
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8.6.3.2 Improvements

This section lists all Improvements for a Parcel Part. There are Total Calculations for both the Appraised Value of
Improvement and Retention Value which calculates the total for each of these columns.

| ETRTYETHTR L

rpervmerd. K1 Ty

Dawrddi®y gy rgrmard Ul of Meatars Do g e Lawrben,

TR FET

Field

Description

+ Improvement

Use this to add an Improvement line.

Improvement ID

This is the unique identifier for the improvement, generated by
TxDOTCONNECT when the improvement is created and saved.

All improvement IDs begin with the letter I.

Type

This indicates the type of improvement.

Quantity

This indicates how many of the improvements are present on the property.

Measurement and Unit of Measure

This indicates the size of the improvement and its unit of measure.

Description

This allows authorized users to enter a description of the improvement.
Click the square comment icon, enter the description, then click Done.

Square comment icons do not populate on the Parcel Comments page.

Appraised Value of Improvement

This indicates the appraised value of the improvement.

@ This column shows a calculated total for all improvement lines.

Retention Value

This indicates the retention value of the improvement.

@ This column shows a calculated total for all improvement lines.
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=+ Improvemnent
Bizection
Consfruciion Type Bizection Type Clume Romere
Gravel - Mol hppkic st - 0
Chasn Link - Mot Applecalble e
‘Weorught Iren -u ot Applac b w
Field Description

Construction Type

This indicates the construction type or material used in the improvement.

Bisection Type and Clause

This indicates whether the improvement bisects any property lines. Click
the square comment icon to add a bisection clause, enter the information,
then click Done.

Square comment icons do not populate on the Parcel Comments page.

Remove

This allows authorized users to remove an improvement from a parcel part.
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8.6.4 Appraisal Review

This tab allows authorized users to enter appraisal review information for the selected appraisal. It contains the
fields described below.

Review Appraiser: Assignment Date:
(1] MMDE a0
Completion Date: Appraisal Value: Review Appraiser Recommended Value:
&
Review Status:
L Reviewer Moles
Field Description
Review Appraiser This indicates the name of the individual who is performing the review.

Click the resource icon to select from the resources identified in the Task
Assignment section of the Right of Way page.

Assignment Date This indicates the date the appraisal review assignment took place.
Completion Date This indicates the date the appraisal review is complete.

Appraisal Value This indicates the value of the appraisal being reviewed.

Review Appraiser This indicates the value being recommended by the review appraiser.

Recommended Value

Review Status This indicates whether the outcome of the appraisal review is
Recommended or Not Recommended.

Reviewer Notes This allows authorized users to enter reviewer notes. Click the square
comment icon, type the notes, and click Done.

Square comment icons do not populate on the Parcel Comments page.
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8.6.5 Comparable Sales

This tab allows authorized users to enter appraised values for information about comparable properties used for
valuation. It contains a Sales Comparison Approach subsection and a Valuation Grid.

o

Sales Comparison Approach:
Whode Part 1o be Acouired Remalnder After Land Improved

Valustion Grid <+ Sales Comparison
Grantor Grantee Date of Sale Unit Price Relativ

MNMDDIYYYY | I 50.00

8.6.5.1 Sales Comparison Approach

This subsection indicates whether the Sales Comparison Approach was Whole, Part to be Acquired, Remainder
After, Land, or Improved.

Sales Comparison Approach:

whode Part 1o be Acquined Rémainder After Land Improvied

8.6.5.2 Valuation Grid

This subection allows authorized users to add Sales Comparison information.

Wbt Grel ¥ =y
[~ Geacdidar s ol Raké Lt Picd Sildlrer Lacalaf Rink [Asred] St {Sdpabard |-éwrE} Brmcer
L
Valualion Grid
Grantor Granlee Date of Sabe Unil Price
= 50.00
Field Description

Grantor This identifies the party who sold the comparable property.

Grantee This identifies the party who purchased the comparable property.
Date of Sale This indicates the date of the comparable property’s sale.

Unit Price This indicates the unit price used in the comparable property’s sale.
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Relative Lotalion

= Sales Comparison

Size (Acres) Sire (Sguare Feel) Remove

(=)

Field

Description

Relative Location

This indicates the location of the comparable property relative to the
appraised property.

Size (Acres) and Size (Square Feet)

This indicates the size of the comparable property in acres or square feet.

Remove

®

This allows authorized users to remove a sales comparison from the
Valuation Grid.

+ Sales Comparison

This allows authorized users to add a new row to the Valuation Grid to
enter another sales comparison record.
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8.7 Negotiations Page

The Negotiations page allows authorized users to track the Initial and Final Offer, track negotiation of Possession

and Use Agreements (PUAs), Administrative Settlements, and enter Deed information.

The Negotiations page is arranged
in four sections:

=31 Megotiations

Ofier Details

Possession and Use

Agreement{PLA)

Administrative Settlement

Information
Dead Information

Commercial Skgns
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8.7.1 Offer Details

This section allows authorized users to enter and update details related to the initial and final offers.

& Offer Details
* Initial Offer Amount: *Initial Offer Date: Initial Offer Accepted?
§100,000.00 06/01 /2020 e Yes NG
Fimal Offer Amounl: Fimal Ofler Date: Final Ofler Accepled?
B Yes MO
Field Description
Initial Offer Amount This indicates the amount of the initial offer.
@ This field is only available if the Parcel Stage is set to Initial Offer.
Initial Offer Date This indicates the date the initial offer was made to the property owner.
Initial Offer Accepted? This indicates whether the initial offer was accepted by the property owner.
Final Offer Amount This indicates the amount of the final offer.
Final Offer Date This indicates the date the final offer was made to the property owner.
Final Offer Accepted? This indicates whether the final offer was accepted by the property owner.
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8.7.2 Possession and Use Agreement (PUA)

This section includes details on a Possession and Use Agreement, if applicable. For more information about PUAs,
refer to the ROW Acquisition Manual.

@ Possession and Use Agreement (PUA)
Amount in Paragraph 2 of the PUA form: Market Rental Inceéntive Amount:
# Market Rental Incentive Offer

510,000,000.00 5$3.000.00
ROW Manager Signatune Date: Agreement Effective Date:

04/ 15/2020 & 04/17/2020 &
PUA Filing Date: PUA Filing Information:

04/15/2020 i

Field Description
Amount in Paragraph 2 This includes the amount from Paragraph 2 of the PUA agreement form.

of the PUA form

Market Rental Incentive Offer This indicates whether the Market Rental Incentive amount was offered to
the property owner.

Market Rental Incentive Amount | This indicates the amount of the Market Rental Incentive.

@ @ This field is only available if the Market Rental Incentive Offer
indicator is checked.
@ This amount must be between $3,000.00 and $25,000.00.

ROW Manager Signature Date This indicates the date the PUA was signed by the ROW Manager.

Agreement Effective Date This indicates the date the PUA is effective.
PUA Filing Date This indicates the date the PUA is filed.
PUA Filing Information This field provides space for PUA filing information.
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8.7.3 Administrative Settlement Information

This section includes details on an Administrative Settlement, if applicable. An Administrative Settlement is a
settlement exceeding the appraised value of the property. It is effectively the property owner’s counteroffer when

they do not accept the initial offer.

@ Administrative Ssttlement Infarmation T T——
Fecrred [Dade Srtilemneni Proposal Rratnn Deecision Deecision Date Hestification Letier Semi Correnend Fremere
L ] Valuamoe ALes B Dol Sanen = Acoepipd 103 ] 4735300 ™
Field Description

Received Date

This indicates the date TxDOT received the administrative settlement.

Settlement Proposal

This indicates the amount of the proposed settlement.

Reason This indicates the rationale behind the property owner's administrative
settlement. More than one value may be selected here.
Decision This indicates whether TxDOT decides to accept or reject the administrative

settlement.

Decision Date

This indicates the date TxDOT reached a decision about the administrative
settlement.

Notification Letter Sent

This indicates the date of the notification letter sent by TxDOT to the
property owner regarding the decision.

Comment

This allows authorized users to enter a comment related to the
administrative settlement. Click the comment icon, enter the comment
text, then click Done.

Comments left using rounded comment icons populate on the Parcel
Comment page.

Remove

)
LX)

This allows authorized users to remove an administrative settlement
record.

+ Settlement

This allows authorized users to add a new row to the Administrative
Settlement table and enter information about another administrative
settlement.
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8.7.4 Deed Information

This section contains details about the property deed.

@ Deed Information

Amgunt:

Deed Filing information:

Deed Closing Date:

Deed Filing Date:

Deed Signature Date:

Field

Description

Amount

This indicates the amount paid for the property deed.

Deed Filing Date

This indicates the date the deed was filed.

Deed Filing Information

This allows authorized users to enter deed filing information.

Deed Closing Date

This indicates the date the deed was closed.

Deed Signature Date

This indicates the date of the signature on the deed.
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8.7.5 Commercial Signs

This section contains details about commercial signs on the property

& Commerncial Signs

A —— Payes Tor e Sinacturs

Field

Description

Permit Number

This indicates the permit number for the commercial sign.
@ This field is alphanumeric and does not accept dashes.

Payee for the Structure

This indicates the name of the payee for the commercial sign (for example,
Lamar Outdoor).

Initial Offer Amount for
Commercial Sign

This indicates the initial amount offered for the commercial sign.

Final Offer Amount for
Commercial Sign

This indicates the final amount offered for the commercial sign.

Value of Commercial Sign
Easement

This is the value amount of the easement containing the commercial sign.

Value of Commercial Sign
Leasehold

This is the value amount of the leaseholder for the commercial sign.

Vacate Date

This indicates the first date the property will be vacant.

Final Amount Paid

This indicates the final amount paid for the property acquisition.

Retention of Sign

This indicates whether or not the commercial sign will be retained.

Remove
(x)

This button removes a commercial sign.
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8.8 Acquisition Page

The Acquisition Page displays approved appraisal values and financial information about payments and refunds.

The Acquisition page is arranged in
two sections:

" Acquisition
Approved Values

Financial Information

& Aporoved Values

Vakars

LaveTerds

e peied Wik

wal Dune

@ Financial infoemation

| Paymant infarmation
Tie Voubnd

Arqared pethod

st

| Redund Paid
Refursd Riatred Dot

Brrfuarat Do TaDaoT

Torial Praded Db

PraPeat Aslgmend brered

B furd rann

L=l

Titad dvepanl Prad

§10.000.0

Testsd Bwhared Aomsdnt

5000
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8.8.1 Approved Values

This section displays all approved values from the appraisal.

@ Approved Values
Values
Land Value
Easements
I'r.pr._'_;-.-e mefts
Mel Damages
Enhancaments
InCludes ACCess Damages
Sign Values
SubTotal Value
Economic Adjustment
Approved Value

Appioval Dale

Initial

Current

$0.00
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The only editable field is the Economic Adjustment. This field allows authorized users to enter an Economic
Adjustment of up to $1,000.00 on properties of low value.




8.8.2 Financial Information

This section contains information about final payments and refunds.

8.8.2.1 Payment Information

This subsection allows authorized users to enter information about title, payments, and interest.

@ Financial Information

| Payment Information
Title Vested:

Acquired Method: Total Paid Date:
Undetermined 04150 2020 ]
Amount: Pre/Post Judgment interest: Total Amount Paid:
$10,000.00 £0.00 510,000.00
Field Description
Title Vested Allows authorized users to enter title vested information (up to 250

characters).

Acquired Method

Indicates how the property was acquired.

Total Paid Date

Indicates the date the total amount was paid to the property owner.

Amount

Indicates the amount paid to the property owner for the value of the
property.

Pre/Post Judgment Interest

Indicates the amount paid to the property owner for pre- and post-
judgment interest.

Total Amount Paid

Calculates the sum of the Amount and Pre/Post Judgment Interest fields
to display the total amount paid to the property owner.
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8.8.2.2 Refund Paid

This subsection allows authorized users to enter information about refunds due to TxDOT.

| Refund Paid
Refund Received Date:

Refund Due TeDOT: Refund interest: Total Refund Amount:
£0.00 £0.00 $0.00
Field Description

Refund Received Date

This indicates the date a refund was received by TxDOT, if applicable.

Refund Due to TxDOT

This indicates the amount of the refund due to TxDOT.

Refund Interest

This indicates the amount of any refund interest due to TxDOT.

Total Refund Amount

This field calculates the sum of the Refund Due TxDOT and Refund
Interest to display the total amount of the refund.
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8.9 Eminent Domain Page

The Eminent Domain Page contains details about litigation proceedings related to the acquisition of the parcel.

The Eminent Domain page is
arranged in three sections:

>k Eminent Domain

Summary

Spacial Commissionar's Award

Information

Litigation information

& Summary

Awsvon
Cmremrad

Fwistion Frivd Date Lin Pyrlr Filgsd Ot

Mhanar K Mriars dHiarary

@ Special Commissioner's Award Infermation

| Approinimec ]

TRt T el

| Haaring information

Wbl COfeTar balein’ | RRaTi] Cab0

Sl COMTULLISAN ABEAAL

A e Appramsl Amount

| diwrard Infermartion
Sproisl Commmivyiors Amprd A

S COMTERIAY [4pHE At

i

| Filed Objmcticrs
Dt it e F iy Db

File Gl Bmniy

D Liigation informeastion

Sy Trisl Agpeahah
L

Wirdutron rttlemeniy

TR Wl AT ARATVETY ADDRTIAR] Ao

Lepal Lrifleraris

Attty Rpasttd Aamsomnd Rttty hpperved Bovoand

Sy Tead

Jury Trisd

Trisd Date
-y appraded

By A

iy
Bty Ty

Ry ied By

U8 Form Sulwesit Dute o Ofics of ASiomey

Caamne Humber

Appesiema Dt

Spescial Commiziors Sward Cute

Tpetial oMM AR DR e Date:

BTMNS A fie Tris

e (LTE

SafTumaend Date

Dot o Jigmdeipranind

L

W e Yy

o Wipdigtion Selteme

REPREN] ST R TH e

Ll Saiement dmonnd

Hoiordicng Kbes Dt P

89




8.9.1 Summary

This section contains preparatory information for eminent domain proceedings.

@ Summary
Reason: E4% Form Submil Date to Office of Attorney
General:
Relused 1o Negotiale
04/15/2020 -]
Assigned Assistani Attorney Beneral: Cause Humbser:
o
Petition Filed Date: Lis Pendens Filed Date:
& &
Q Properly Owner
Owmer Hame Crwmeer's Allorney
a
Field Description
Reason This indicates the reason for Eminent Domain proceedings

E49 Form Submit Date to
Office of Attorney General

This indicates the date the E49 package of documentation is filed with the
Office of the Attorney General

Assigned Assistant
Attorney General

This allows authorized users to identify the Assistant Attorney General
assigned to the eminent domain case. Click the resource icon to select the
appropriate party from the TXDOTCONNECT Organization database.

Cause Number

This indicates the cause number for the eminent domain proceedings.

Petition Filed Date

This indicates the date the eminent domain petition was filed.

Lis Pendens Filed Date

This indicates the date the lis pendens was filed. Lis pendens is the formal
notice to the property owner of pending legal action.

Property Owner and
Owner’s Attorney

This displays the property owner identified on the Parcel Details page. It
allows authorized users to identify the owner’s Attorney. Click the resource
icon to select the appropriate party from the TXDOTCONNECT Organization
database.
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8.9.2 Special Commissioner’s Award Information

This section contains several subsections about the Special Commissioner phase of eminent domain proceedings.

@ For all tables, click +[Item] and complete the appropriate fields.
® Click ® Remove to remove a row from a table.

& Special Commissioner's Award Information
| Appointment + Special Commissioner

Special Commissicner Appoiniment Date Remove

| Hearing Information
Special Commissioner's Hearing Date:

MBDDAYYYY ]
Special Commilssioner Appralsals: <+ Appraizal
Appraiser Appraisal Amount Requested By Remove

| Award Information
Special Commissioner Award Amount: ESpecial Commisioner Award Date:

L2 Award InTormation Comament
80000 MBDDYYY &
Special Commissioner Deposit Amount: Special Commisioner Deposit Date:
50.00 04117/ 2020 i

| Filed Objections
Deadline to File Objections:
MM/DDAYYY [}
+ Objections

Filed By File Date owners

8.9.2.1 Appointment

This subsection allows authorized users to identify the special commissioner appointed to oversee the eminent
domain proceedings.

I A.pp'ﬂll'll.l'ﬂ‘ﬂ' + Special Commissioner

Special Commisshoner Appointment Date Remove

Click + Special Commissioner to select the appropriate party from the TXDOTCONNECT Organization database,
then enter the Appointment Date.
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8.9.2.2 Hearing Information

This subsection allows authorized users to enter details about special commissioner hearings.

| Hearing Information
Special Commissioner's Hearing Date:

MM/DD/YYYY &
Special Commissioner Appraisals: =+ Appraisal
Appraiser Appraisal Amount Requested By Remaove
$20,000.00 owner v )

Enter the Special Commissioner’s Hearing Date.
Click + Appraisal to select an appraiser from the TXDOTCONNECT Organization database. Then enter the
Appraisal Amount and the party who requested the appraisal.

8.9.2.3 Award Information

This subsection allows authorized users to enter details about the special commissioner award and deposit.

| Award Information

Special Commissioner Award Amount. Special Commisioner Award Date: Oy Aweard Information Comment
520,000.00 0e/0N 2020 i

Special Commissioner Deposil Amounl: Special Commisioner Deposil Dale:
51,000.00 0417/ 2020 &

Click Award Information Comment to open the comment window, enter a comment, and click Done.

Comments entered in rounded comment icons will populate on the Parcel Comments page.
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8.9.2.4 Filed Objections

This subsection allows authorized users to enter details about objections filed.

| Filed Objections
Deadline to File Objections:

06/21/200 i
Filed By File Date
Owimiet v 06/15/2020

=+ Dbjections

Owners

8 2]

@ The Deadline to File Objections populates automatically based on the Special Commissioner Award Date.
@ Click + Objections to indicate that objections have been filed, by whom, and when.
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8.9.3 Litigation Information

This section contains several tables for various stages of litigation.

@ For all tables, click +[Item] a

nd complete the appropriate fields.

® Click ® Remove to remove a row from a table.

@ Litigation Information

Jury Trial Appraisals

Appraiser

Mediation Settlements

Authority Request Amount

Legal Settlements

Amount Approved for Trial

Authority Approved Amount Mediation Date

+ Appraisal

Requested By Remove

+ Mediation Settlement

Mediated Settlement Amount R M

+ Legal Settlement

Autharity Request Amaunt Autharity Approved Amaunt Settlement Date Legal Settlement Amount Ry
Jury Trial =+ Jury Tria
Jury Trial Date Jury Award :::c:::: Remave
Judgments + Judgment
Judgment Type Amount Date of Judgment Recording Number Date Filed
8.9.3.1 Jury Trial Appraisals
Jury Trial Appraizals + Appraisal
Appraiser Amount Approved for Trial Requested By Remove
$0.00 . ®
Field Description
Appraiser The name of the appraiser selected to perform the appraisal for the

purposes of a jury trial.

Amount Approved for Trial

The amount approved for the jury trial.

Requested By

The party that requested the appraisal.

+ Appraisal

This allows authorized users to select an appraiser from the
TxDOTCONNECT Organization database.
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8.9.3.2 Mediation Settlements

Mediation Setilements 4= KMedialion Settlement
Authority Request Amount Authority Approved Amount Medmalion Date Mediated Settlement Amount Rermo
50,00 80 .00 BRI Y YYY =i 50.00
Field Description
Authority Request Amount This indicates the amount requested for mediation.
Authority Approved Amount This indicates the amount approved for mediation.
Mediation Date This indicates the date mediation occurs.
Mediated Settlement Amount This indicates the final amount settled upon by both parties through
mediation.
8.9.3.3 Legal Settlements
Legal Settlements <+ Legal Settlement
Authority Request Amount Authority Approved Amounl Settlement Date Legal Settlement Amount Rema
£0.00 £0.00 MM/DDYYYY ] $0.00 (=)
Field Description
Authority Request Amount This indicates the amount requested for legal settlement.
Authority Approved Amount This indicates the amount approved for legal settlement.
Settlement Date This indicates the date on which legal settlement occurs.
Legal Settlement Amount This indicates the final amount settled upon by both parties through legal
settlement.
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8.9.3.4 Jury Trial

Jury Trial <+ Jury Trial
. Jury Trial
Jury Trial Date Jury Award & Remove
Appealed
MM/DD/YYYY $0.00 ®
Field Description
Jury Trial Date This indicates the date of the jury trial.
Jury Award This indicates the amount awarded by the jury.
Jury Trial Appealed This indicates whether the jury trial is appealed.
8.9.3.5 Judgements
Judgments + Judgment
Judgment Type Armount Date of Judgment Recording Humber Date Filed
$0.00 MMDDAYYYY | i
Field Description
Judgment Type This indicates either Judgment, Agreed Judgment, or Judgment in Absence
of Objection.
Amount This indicates the amount of the judgment.
Date of Judgment This indicates the date of the judgment.

Recording Number

This indicates the recording number associated with the judgment.

Date Filed

This indicates the date the judgment is filed.
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8.10 Relocation Page

The Relocation Page allows authorized users to identify and provide details about parties requiring relocation as a
result of parcel acquisition. These parties are referred to as “Displacees.”

The Relocation page is arranged in a Summary Table at the top and three tabs below.

Summary
[ Desplaces Mame Displaces Sub-Type
EO001 1403 Ressdential Tenant
EQO0T11TTT 1 MNon-Resdenbal Tenant

Displaces Slatus

Date Required to Move

+ Displacee

Actual Move Date

8.10.1 Summary Table

The Displacee Organization needs to be added to the ROW Project

To add a Displacee to the table,
1. Click + Displacee.

2. Select a displacee from the TXDOTCONNECT Organization database.

The Organization ID, Name, and Sub-Type populates automatically based on the information available in the

TxDOTCONNECT Organization database.

3. Enter any additional information known:
@ Displacee Status
@ Date Required to Move
@ Actual Move Date
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8.10.2 Details

The Details tab contains multiple subsections that display details about relocation of the selected displacee.

Relocation Agent

Initial Offer Date:

2] 06/01/2020

Preliminary Conftact Date: 90 Day Molice Date: 30 Day Molice to Vacale:

= R =
TxDOT Possession Date:
04/17/2020

Field Description

Relocation Agent

This allows authorized users to select the Relocation Agent responsible for
overseeing the relocation of the selected displacee. Click the resource icon
to select a Relocation Agent from the TXDOTCONNECT Organization
database.

Initial Offer Date

This indicates the date the Initial Offer was made to the property owner
and populates automatically from the Negotiations Page.

Preliminary Contact Date,
90 Day Notice Date,
30 Day Notice Date

These fields indicate the dates of contact with the displacee.

TxDOT Possession Date

This indicates the date TxDOT takes possession of the property. It
populates automatically from the Negotiations page, the earliest of:

@ The PUA Agreement Effective Date, or
@ The Deed Closing Date
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8.10.2.1 Displacee Information

The Displacee Information subsection contains information about the selected displacee.

| Displacee Information
Displacee Category: Special Consideration:
v L
Occupancy Date (From): Occupancy Date (To):
VY & Yy a £ Comments

Field Description

Displacee Category This indicates the category of the displacee; for example, whether the
displacee is a business owner, non profit, or farm tenant.

Special Consideration This indicates whether the displacee requires special conideration, such as
handicap, public transportation, health services, or schools.

Occupancy Date (From) and (To) | These dates indicate the range of dates the displacee has occupied the
property.

Comments This allows authorized users to enter comments. Click the comment icon,
type the comment, and click Done.

Comments entered using rounded comment icons will populate on the
Parcel Comments page.

8.10.2.2 Appeals

The Appeals subsection indicates the dates of District Review, Division Review, and Resolution of a relocation
appeal, if applicable.

| Appeals

District Review Date: Division Review Date: Resolution Date:

o

LVDD/YYYY & MM/ DDYYYY
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8.10.3 Supplement Data Information

The Supplement Data Information tab contains information about housing or rental supplement. It is arranged in

two subsections.

If the Displacee is listed as types Residential Tenant or Residential Owner, the Supplemental Data
@ Information Tab will be grayed out and unavailable for data entry.

8.10.3.1 Housing Supplement Data

| Housing Supplement Data
Displacement Dwelling Type:

Subject Property Value S0.00

Replacemen Cost 50000

Frice Difference:

Payment Amounl

Momal Amound

Lasi Resort Amount:

InCreased Interest S0.00
AfTiSant

Inciderial Purchase

Expériig

o

¥ L Housing Supplement Comments

Appaoval Date

$0.00

50.00

£31,000090

50,00

Field

Description

Displacement Dwelling Type

This indicates the type of dwelling used during displacement.

Housing Supplement Comments

This allows authorized users to enter comments related to the housing
supplement. Click the comment icon, enter the comment, and click Done.

Comment entered using rounded comment icons will populate on the
Parcel Comments page.

Subject Property Value

This indicates the value of the subject property value.

Approval Date

This indicates the date of approval by a Relocation Specialist. Only a user
with the Relocation Specialist security role may enter this date.

Replacement Cost

This indicates the cost of replacement if the housing supplement is not
approved.

Price Difference

This field calculates the difference between the Replacement Cost and
Subject Property Value (Replacement Cost minus Subject Property value).

Payment Amount

This indicates the amount of the housing supplement payment.

@ This cannot exceed the amount in the Price Difference field.
@ This field is disabled if Price Difference is zero or negative.
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Normal Amount

This amount defaults to $31,000 and is used to calculate the Last Resort
Amount.

Last Resort Amount

@ If no value has been entered in the Payment Amount field, this is
calculated as the Price Difference minus the Normal Amount.

@ If a value has been entered in the Payment Amount field, this is
calculated as the Payment Amount minus the Normal Amount.

Increased Interest Amount

This indicates the amount of increased interest.

Incidental Purchase Expense

This indicates the amount of incidental purchases expenses.

8.10.3.2 Rental Supplement Data

Displacement Dwelling Type:

Down Payment Assistance:

Monthly Amount (Base):

Humber of Months (1)

Base Monthly Rent:

Moanthly Amaun
{Replacement):

Humber of Months (x)

Replagement Monthly
Rent:

Approval Date

Price Difference:

Payrrient Amdsunt

Hormal Amount

Last Resort Amount:

| Rental Supplement Data

O Rental Supplement Commenis

Yes ® Ho

50.00

50.00

42

50.00

MM/DDAYYY

50.00

£0.00

S7,200,00

50.00

Field

Description

Displacement Dwelling Type

This indicates the type of dwelling used during displacement.

Rental Supplement Comments

This allows authorized users to enter comments related to the rental
supplement. Click the comment icon, enter the comment, and click Done.
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Comment entered using rounded comment icons will populate on the
Parcel Comments page.

Down Payment Assistance

This indicates whether assistance is required to cover the down payment
on a rental.

Monthly Amount (Base)

This indicates the amount of monthly rent for the displacee.

Number of Months (x)

The number of months of rent to calculate (defaults to 42 months by law).

Replacement Monthly Rent

The monthly amount multiplied by the number of months.

Approval Date

This indicates the date of approval by a Relocation Specialist. Only a user
with the Relocation Specialist security role may enter this date.

Price Difference

This field calculates the difference between the Replacement Cost and
Subject Property Value (Replacement Cost minus Subject Property value).

Payment Amount

This indicates the amount of the housing supplement payment. This
cannot exceed the amount in the Price Difference field.

@ This cannot exceed the amount in the Price Difference field.

: @ This field is disabled if Price Difference is zero or negative.

Normal Amount

This amount defaults to $7,200 and is used to calculate the Last Resort
Amount.

Last Resort Amount

@ If no value has been entered in the Payment Amount field, this is
calculated as the Price Difference minus the Normal Amount.

@ If a value has been entered in the Payment Amount field, this is
calculated as the Payment Amount minus the Normal Amount.

102




8.10.4 Moving Cost

The Moving Cost tab contains information about moving costs associated with the relocation for the selected
displacee. It is arranged in several subsections.

8.10.4.1 Personal Moving Costs

& Perzanal
ArTual Dost 80.00
Slorage Cost 50.00

Relocation Condract

Cost e
Miscelaneous Cost 000
Personal Property Only Moving Cosl: 50.00

@ Enter the amounts for each cost.
@ TxDOTCONNECT calculates and displays the total in the Personal Property Only Moving Cost amount.

8.10.4.2 Residential Moving Costs

& Residential
Actual Cost 2000
Fimed Room Count Cost P Fied Room
ed Feoom Count Cos 50.00 g
Continued OCCupancy "
Confract Corst
Storage Ciost 20,00 Storage End -
Dwte
Lodging Cost £0.00
Miscellanems Cost &0 00
Residential Moving Cost: 50.0:0

@ Enter the amounts for each cost.
@ TxDOTCONNECT calculates and displays the total in the Residential Moving Cost amount.
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8.10.4.3

Non-Residential Moving Costs

@ Enter the amounts for each cost.

& Non-residential

Move Plannes

Move Plannes Expeised

ACiual Cosl

Fimed "t beu of Armdoisnt

Hegotiated Self-Move

(HEh

Cogt Extemate 1 (NSM)

Cosl Estimale 2 (NSM)

Cost Estimate 3 (NEM)

Cost Estemate 4 (NS

SeaChing Expenges

Reegtablshment
Expenses

Property

Cogl of Securing Bids

Comiract Cost

Slorage Cost

Misceallaneoirs Coat

Commedial Saging Mowve

Coast

Mon-Residential Moving Cost:

=

o

e

(4]

.00

0.00

0.00

Mo PLENMer

Approval Date

Storage End
Date

50.00

@ Only users with the Relocation Specialist security role may enter Approval Dates.
@ TxDOTCONNECT calculates and displays the total in the Non-Residential Moving Cost amount.

@ The Cost Estimate 1-4 (NSM) fields are not included in the total Non-Residential Moving Cost.
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8.10.4.4 Commercial Signs Moving Costs

© Commercial Signs

i hirs) F 1 pernied =D DO

CetpidCed Pl
Musrilet

Actusl Cost k=il
Negolisted Sell-biove S0.00
Covlract Tt 20,00
Storage Cost 3000
Miscellaneous Cost 500000
Bid Securing Cost 5000

B i by

Commercial Signs Move Cost

# Require Commencial Signs Relocalion

Replaced
Permil

Mumiier

$0.00

@ This subsection is only available when the Require Commercial Signs Relocation indicator is checked.

@ Enter the amounts for each cost.

@ TxDOTCONNECT calculates and displays the total in the Residential Moving Cost amount.
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8.11 Demolition Page

The Demolition Page contains details about improvements and other items requiring demolition.

The Demolition page is arranged in
three sections:

" .
= Demolition

Delails

Demolition Informatisn

Asbestos Review

& Dgtails
| improvements 12 be Demolinhed

mgrovemen| 1D e

| Adasicenal lema o B DarmisFeed

Tres Slrgumorrend

@ Demalition Infermation

Grganidativn

Daty Dores Compiyted

& Asbesios Review

rganization

Autpiict Abyterart Regared
& M

| & Monitoring
DL afion

eyt e

Lrwd of rasarr Cheaniity

Verdor Parformancs Comphifion Bule

Lt oF Wirasure iRy Impepvement Relare

B

e Dy fohedaied e Bt

[ ]
wale Asbruiot Bamplng Comparied

[
Burle Corvpblend

-]
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8.11.1 Details

The Details section contains the Improvements to be Demolished and Additional Items to be Demolished
subsections.

8.11.1.1 Improvements to be Demolished

| rgrerr—arrds b by fwntand ® re

_ B ¥ bl i 1y — o ¥
et B v L I " i et Besracn By Butla b e et e : o

| Improvements 1o be Demolished

Imprevement
£ of
Imprme-rm-n'l ] T'|'|:|E Measiurement Limil BAEasie I:Iuanhfgl Retalned
00000021 Canopy 400 Souare Fest 1 Yes = Mo
Field Description
Improvement ID This is the unique identifier for the improvement, generated by

TxDOTCONNECT when the improvement is created and saved on the
Appraisal Page.

All improvement IDs begin with the letter I.

Type This indicates the type of improvement.

Measurement and Unit of Measure | This indicates the size of the improvement and its unit of measure.

Quantity This indicates how many of the improvements are present on the property.

Improvement Retained This indicates whether the improvement must be retained or not.
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| lmrrrarrta b e fremepintand

et
Rrlasrad

Remdave Date
o by Displaces Dale

@

Property Release Signed

- -
& @ (=@

<+ item to be Demolished
Utilities
Connected

Biologic Species

Catéegory Bisaction
Restricions e

Comments Remave

Field

Description

+ Item to Be Demolished

This allows authorized users to add rows to the table of improvements to
be demolished. Click + Item to be Demolished and select from the list of
improvements added on the Appraisal page.

Remove By Date

This indicates the date by which the improvement must be removed from
the property.

Property Release Signed by
Displacee Date

This indicates the date the displacee signed the property release.

Utilities Connected

This indicates whether utilities are connected to the improvement.

Bioligic Species Restrictions

This indicates whether there are biologic species restrictions that must be
observed in the course of the demolition.

Category Bisection

This indicates whether the improvement bisects any property lines. This is
entered and updated on the Appraisal page.

Comments This allows authorized users to add a comment to the improvement. Click
the comment icon, enter the comment, and click Done.
Comments entered using rounded comment icons will populate on the
Parcel Comments page.
Remove This button removes an improvement.
®)
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8.11.1.2 Additional Items to be Demolished

| Additional Items to be Demolished + Item
Type Measurement Unit of Measure Quantity Comment  Remove
Trash Pil - 2 Acres . 1 O 0]
Field Description
+ Item This allows authorized users to add a row to the Additional Items to be

Demolished Table.

Type

This indicates the type of item that needs to be demolished.

Meaurement and Unit of Measure

This indicates the size of the item and its unit of measure.

Quantity

This indicates how many of the items are present on the property.

Comments

This allows authorized users to add a comment to the item. Click the
comment icon, enter the comment, and click Done.

Comments entered using rounded comment icons will populate on the
Parcel Comments page.

8.11.2 Demolition Information

The Demolition Information section contains information about the demolition vendor organization and dates.

@ Demolition Infermation

Crganization:

Date Demo Completed:

Date Demo Scheduled to Start:
= 04/23/2020 i

Vendor Performance Completion Date:

Organization

This allows authorized users to click the selection icon to select the
demolition vendor organization from the TXDOTCONNECT Organization
database.

Date Demo Scheduled to Start

This indicates the date demolition is expected to start.

Date Demo Completed

This indicates the date demolition is completed.

Vendor Performance
Completion Date

This indicates the date of the vendor’s performance completion.
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8.11.3 Asbestos Review

The Asbestos Review section contains information about the asbestos review and air monitoring.

& Asbestos Review

Crganization: Date Asbesios Sampling Completed.
22| ¥ ]
Asbestos Abatement Required
Yi&s & Mo
Field Description

Organization

This allows authorized users to click the selection icon to select the
asbestos review vendor organization from the TXDOTCONNECT
Organization database.

Date Asbestos Sampling
Completed

This indicates the date asbestos sampling is completed.

Asbestos Abatement Required

This indicates whether an asbestos abatement is required.

8.11.3.1 Air Monitoring

| Air Monitoring
Grganization:

Date Completed:

Field

Description

Organization

This allows authorized users to click the selection icon to select the air
monitoring vendor organization from the TXDOTCONNECT Organization
database.

Date Completed

This indicates the date air monitoring is completed.
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8.12 Minute Order Page

The Minute Order Page allows authorized users to enter minute order information for key events that require
approval by the Texas Tranportation Commission.

The Minute Order page contains only the Details table.

Details + Minute Order
Minute Order
H;mbr:r Minute Order Type Approved Date Parcel ID Rems
1234567 ' v os/0ns20n B « POODOO40T « POODDOSOZ « POODOOS03 - "
=1 A "
e [
sCilities A J
0 N5
...... wced A 8
@ Save Parcel

8.12.1 Details Table

To add a minute order to the table,

1. Click + Minute Order.

A new row appears in the Details table.

Enter the Minute Order Number.

Select a Minute Order Type.

Enter the Approved Date.

Select one or more parcels that are impacted by the minute order.
. Click Save Parcel.

OROEAIN

@ Clicking ) Remove will remove the minute order from all parcels at once.
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8.13 Workflow, Forms & Documents

Documents

Doosmen Type D ureendd 10 Dourment Bame Upknaded By Lig=osd Lt LR

Parcel specific documents that are attached to the parcel in TXDOTCONNECT will be displayed in the list on the
Workflow, Forms & Documents page. Documents can be filtered or searched according to the column headers.

Document Type
Document ID
Document Name
Uploaded By
Upload Date
URL/URN Link

8.14 Parcel Comments Page

The Parcel Comments allows authorized users to enter comments about the parcel. It also displays all comments
entered elsewhere in the parcel pages using the rounded comment icons.

Parcel Comments 4 Comiment

TyYp& Commanis Created By Date Créated

To add a comment to the table,
1. Click + Comment.
A new row appears in the Parcel Comments table.

2. Select a Comment Type.
3. Enter your comment text.
4. Click Save Parcel.

TxDOTCONNECT automatically captures your name and date the comment was created.
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9 Administrative Module

The Administrative Module allows authorized users to create and search for organizations and payments.

The Administration tab in the Top Menu Bar the offers the following options:

@ Forms Search
@ Organization Search - P
@ Create Organization Administrative
@ Payments Search
@ Create Specification Request Forms Search
@ Create Certifiction of Emergency
@ Create Feasibility Study . .
@ Create Payment Organization Search
@ Right of Way o
® Utilities Create Organization
@ Non-Let Right of Way . s .
ayments searc
This guide cover only the Riaht of W
Organizations and Payments g to o
functionality. PP
Y Utilities

@ Your ability to access and use each Administrative feature depends on your Security Role. You can check
your security role in your User Profile.

@ If you need to change your Security Role, contact TXxDOTNOW (512) 302-HELP (4357) for assistance or
open a TxDOTNow ticket.
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9.1 Organization Search

The Organization Search feature allows authorized users to search for, view, and update organizations that
already exists within the TXDOTCONNECT Organization database.

There are two parts on this page: the Search Feature, the Search Results.

Organization Search

Diganigatir + [ Select - S led - O, Search

Chrgass ot iD ¢ (e e aros hame CHpanirasan Trpe Crepan rafies fae Ty Presary Convaet Mars Crede Hy Crearea Daiw

EO0C 1 34 Dermoliion Dyde Soppiee Demcltazn S m Hytwr Fgking Feppen Dpnvwl Laplarie

9.1.1 Search Feature
To search for a specific organization,

1. Use the Select drop-down menu to select search criteria. Up to three search criteria can be selected, and up
to three search terms entered.

2. Entera search term.

3. Click &=D.

The Search Results will appear.

9.1.2 Search Results

@ Click a column header to sort search results by the data in that column. Click again to reverse the order.
@ Type into one or more of the column header fields to filter search results by the data in that column.

@ TxDOTCONNECT filters the results as you type to include only search results that contain matching data.

9.1.2.1 Search Results Column Headers

The current list of search column headers appears below.

@ Organization ID @ Organization Type @ TINS Number @ Created By
@ Organization Name @ Organization Sub-Type @ Primary Contact Name @ Created Date

9.1.2.2 Select Organization

@ Click an organization once to highlight it.
@ Double-click an organization to open it.
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9.2 Create Organization

Create a new organization from the Create Organization feature in the Administrative module.

To create a new organization,
1. Click the Administrative Module.

7 OB L A @

Administrative =

Forms Search

Organization Search

Create Organization
Payments SE-d-':r

Create Payment ~

2. Select Create Organization. The TINS Pop-Up box appears asking "Does this organization have a Texas
Identification Number at the time of creation?"

Does this organization have a Texas Identification Number at the time of
creation?

-/- -\-
[ No )
h. A

3. If No, Proceed to step 5.

If Yes, the user shall be required to enter the Texas Identification Number (TINS)

o All other fields on the page will be disabled except for the TINS field
e Enterthe 11 digit TINS number is entered the Retrieve PeopleSoft Data button becomes enabled

@ Organization Information

Agemy Code: Texax dentification Mumbaer:

RRRERRTR AR | Retrieve PeopleSoft Date

4. Select the Retrieve PeopleSoft Data button. The system queries PeopleSoft to see if the TINS number
already exist

115




@ Anytime the Texas ldentification Number is entered or edited, TxDOTCONNECT requires the user to
select the button. This action is required to prevent saving multiple organizations with
the same TINs number

If the TINS entered is a valid number in PeopleSoft, a message will be displayed

Confirm

An organization with this TINS already exist in TXxDOTCONMNECT:
G2ZWNMBPLW THE & E00217426

|/- -\u
[ cancel )
M .y

Select the Organization ID displayed to enter this organizations existing page or select (cancel ) to
return to the previous screen.
If the TINS entered is not a valid number in PeopleSoft, an error message will appear:

The Texas Identification Number (11111111111) entered is not active in
PeopleSoft, please enter another number or proceed with creating a new
Organization.

Ty
[\ ok /] Create New Organization

Select the Ok button to return to the page and re-enter a TINS
Select the Create New Organization button to add a new organization without TINS number

5. The Create Organization Page opens:

The Create Organization page is divided _
into the following sections:

Organization Header : -
Organization Information i

Contact Information S >

Address Pr— e [———
Certification - s e

Resources s prerees i =

Each section contains several fields, and
some are arranged in tabs or tables.
Required fields are identified with a red — cemems e .
star (*). i

These sections are described in detail
below.
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9.2.1 Organization Header

‘Drganiration I ‘Hganaration Slates Actree () Inaciiee
Organiration Mame Shoet Mam
+ Orpa o
Drganiration Typs: = drganitation Subtyps:
e Eraiske Ol Disable
Field Description

Organization ID

The organization’s unique primary identifier. This ID is generated automatically
and sequentially by TXDOTCONNECT once the organization is saved.

All Organization IDs begin with the letter E.

Organization Status

Click this to toggle an organization’s status between Active and Inactive.

Organization Name

This is the name that appears elsewhere in TXDOTCONNECT for assigned tasks,
payments, and external resources.

Short Name

This is a short name for reference.

Organization Type

This identifies how the organization interacts with TxDOT and determines how
the organization can be used elsewhere in TXDOTCONNECT.

An organization may have more than one type. Click + Organization Type.

Organization Subtype

This further refines the type of organization. An organization may have more than
one subtype. Select additional subtypes from the dropdown menu.

Enable C Disable

Click this to toggle an organization’s Type and Subtype between Enable and
Disable. This prevents that type and subtype from being used in organization
assignment and payments.

9.2.2 Organization Information

ﬁ' Organizaticn Information
Agency Code: COS Wendor Bx Texas kdentification Kamber
Field Description
Agency Code This identifies organizations with an Organization Type of City, County, State, or

Federal Government.

CBS Vendor ID

A unique identification number assigned to a contractor by the Contractor
Bidding System.

Texas ldentification Number

This code is required for organization that will receive payment.
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9.2.3 Contact Information

i e e [l Rl

* First Namae: Widdle inilal; * Last Masma:
Teddy Boopeves

Email Address: Primaty Phone: Secondary Phaone: Fas
" FVEE L Eom 5 55 4

@ Primary Contact - This is the main point of contact. It is required for all organization types.
@ Secondary Contact - This is required for Lessee and Buyer organization types
@ Signatory Authority - This is required for Supplier organization types.

9.2.4 Address Information

@ Address

To add an address for the new organization,

1. Click + Address. A new row will appear in the Address table.

2. Select an Address Type. At least one mailing address is required for all organizations.

3. Enter the Payee Mail Code, Description, Address Type, Address Lines 1 and 2, City, State, and ZIP Code and
any comments.

4. Use the State toggle to Enable or Disable the address line information when more than one line is available.

9.2.5 Certifications

@ Certification

= Cortificatian Type
Cenification Type Certification # ilid From Valid To matus

rirgtoreally Jertilized Huciness (HUF w 17545 D', 2030 1] T3 2030 =] Active ORI Inac troe
)

To add a certification to an organization,

1. Click +Certification Type.

2. Select the appropriate certification.

3. Enter the Certification #.

4. Enterthe Valid From and Valid To dates.

Authorized users can toggle the certification between Active and Inactive at any time.
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9.2.6 Supporting Resources

@ Resources I r—
I
Rt I M § e Taod Eompd AE g Pl Mup B atile
To add a supporting resource
to an organization, Resource "
1. Click +Resource. »Barvice Type:
The Resource window will =
appear. N Emaill Address:
This window contains a
Service Type selection,
Address: city lale: il

several fields for identification
and contact information, and
a table to display resources
who match the information
entered.

2. Select a Service Type.
This is required.

@ More than one service
type may be selected.

This determines the
type of tasks that can
be assigned to this
resource. For
example, appraisal
tasks may only be
assigned to a resource
with an appraisal
service type.

L b Maserer

Emal dulciess

Fiucrs Husrabes

* Bervice Type

Tille Cofmparyy

ED ADDIasta - Withesg
Coairt Cler
Jnidetermined

Court Reporter
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3. Enter at least one field of
identifying information
(for example, Name)

4. Click Search.

If any resources already exist
in the TXDOTCONNECT
database, they will appear in
the search results at the
bottom of the window.

1. Select the desired
resource.
2. Click Done.

If the desired resource is not
displayed in the search
results, or if no resources are
found, a new one must be
created.

1. Complete all contact

information fields.
2. Click Done.

The resource appears in the
Resources table.

@ @ TxDOTCONNECT automatically generates a Resource ID for new resources. All Resource IDs begin with

the letter N.

@ Once aresource is added, authorized users may toggle the resource as active or inactive. Inactive

Resource

" Eervice Type:

s s ADDrESsr

Hami: Emall Address:

Daniel LaPlante

Address: city: Stabe:

Waar K L] Erveail Addreis

APLAL Ciprnar Laignne

Fill

0

Fhesin Mumibeis

resources cannot be assigned tasks.

9.2.7 Resource Certifications

When a resource is selected in the Resources list, certifications may be added for them in the list below.

& Resources

Repcigce 10 MNam# +

| Resowrce Certifications

Resaurce Certification Number:

Saicd Tps Ermal Adreis Prooeel Murr i

Bescurce Certification Type Walid From

+ F-‘t!dlur!-ﬂlj-_-l.‘ﬂlhfﬂ-tﬁ

ey

To add a certification for a supporting resource,
1. Select the resource in the Resources table.

2. Click +Resource Certification

3. Enter the Resource Certification Number.
4. Select the Resource Certification Type. The options are determined by the resource’s Service Type.
5. Enterthe Valid From and Valid To dates.

To remove a certification, click ® Remove.
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Save Organization

Once all required fields are complete, click Save at the top or bottom of the Create Organization page.

TxDOTCONNECT automatically generates a new Organization ID.

®

If an existing organization matches the information for a new organization, TxDOTCONNECT alerts the user

that the organization already exists and asks for confirmation.

TxDOTCONNECT compares the following information to the existing organizations in the database:

Name

Address

Phone

Email

Certification Type
(organization-level)
Certification Number
(organization-level)

Confirm

Duplicate Mame: E00011122 - Rogers Electric (ROG_ELEC).

Cancel
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9.3 Payment Search

The Payment Search feature allows authorized users to search for and view payments that already exist within the
TxDOTCONNECT Organization database.

There are two parts on this page: the Search Feature, the Search Results.

Payments Search

art il (=4} P ayereri 10 B e Troe Co gy afon Mame Puprranil Armousd Paymert Slrius Service Dabe [rstrac] Srvman Cherh Nurmbey

$% 234 T 0

RO " 525 423.00 Cpes
Ry BRI BIS S900 Cpes L

ety 453252300 [

A S8 SO0 = UL LR

9.3.1 Search Feature
To search for a specific payment,

4. Use the Select drop-down menu to select search criteria. Up to three search criteria can be selected, and up to
three search terms entered.
5. Entera search term.
6. Click @3. The Search Results will appear.
@ @ Sort or filter your search results using the column headers.

@ Check the Payment Status to determine its progress through review and approval. See the payment
review workflow below for more information.

@ Click ® to display reviewer comments, with the reviewer's name and the date and time the review was
submitted.

® Click ® to cancel a payment at any time before its approval by a ROW Section Director.
@ The @ Cancel Payment button is active for all standard and handwrite payments.

The & Cancel Payment button will remain active to delete payments from the system when
payment requests have been manually canceled by finance.
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9.3.2 Search Results

@ Click a column header to sort search results by the data in that column. Click again to reverse the order.
@ Type into one or more of the column header fields to filter search results by the data in that column.

@ TxDOTCONNECT filters the results as you type to include only search results that contain matching data.

9.3.2.1 Search Results Column Headers

The current list of search column headers appears below.

Click ® to display reviewer comments, with the reviewer's name and the date and time the review was
submitted.

Click @ to cancel a payment at any time before its approval by a ROW Section Director.

® ProjectID @ PaymentID @ Payment Status @ Purchase Order Number
@ csJ @ Payment Process @ Service Date @ Created By
@ ROWCSJ @ Payment Type @ District/Division @ Created Date
@ ROW Project ID @ Organization ID @ Invoice Number @ Pending With
@ Parcel ID @ Organization Name @ Check Number @ Approved By POC
@ Utility ID @ Payment Amount @ PeopleSoft Voucher ID @ Submitted By
@ Expense Category @ Submitted Date
[ |
[ |

9.3.2.2 Select Payment

@ Click a payment once to highlight it.
@ Double-click a payment to open it.
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9.4 Payment and Voucher

The Payment and Voucher feature allows authorized users to create and submit a payment for approval. Only

users with the security role Payment Specialist may create and submit a payment.

The Payment and Voucher page is
divided into the following sections:

Payment Header
Payment Information
Voucher Information
Documents
Payment Workflow

The Payment Information section is
slightly different for Right of Way
payments and Utility payments.

g o
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e

Far b Tt T
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P e Grn

" gy
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9.4.1 Payment Header

Payment 10: Payment Type: Fright of Way
Project ID; | Organization Mame: Will's Appraisal
Control Section Job: 0015 10-075 Grganization M. EOOZ10568
District | Division: Austin - 14 Payment Amount: 5500000
PeopleSolt Voucher ID:
Field Description
Payment ID The payment’s unique primary identifier. This ID is generated automatically
and sequentially by TXDOTCONNECT once the payment is saved or
submitted.
All Payment IDs begin with the letter M.
Payment Type This indicates the type of the payment, either Right of Way, Non-Let Right
of Way, or Utility.
Project ID This allows authorized users to select the project related to the payment.

Organization Name

This indicates the name of the organization that will receive payment.

@ For task-specific payments, this populates automatically based on the
selected task. This is described below.
@ For project-level payments, this value requires user selection.

Control Section Job

This displays the control section job of the project.

Organization ID

The primary identifier of the payee organization.

Double click the Organization ID to navigate quickly to the
organization’s page in the Administrative module.

District/Division

This displays the district or division to which the project is assigned.

Payment Amount

This amount populates automatically from the payment amount entered in
the Payment Information section below.

PeopleSoft Voucher ID

This identifier populates automatically once the payment is processed in
PeopleSoft.
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9.4.2 Payment Information

The fields in the Payment Information section differ slightly depending on the Payment Type.

9.4.2.1 Payment Information: Right of Way

This section describes the Payment Information section for Right of Way payments.

@ Payment Information
ROW Pfl'l-rlfl io: ROW CEL: P Process: Advanced Relocation Payment
RODOOTE3S 001510076 Sandand o Project-leved Payment
Paymend Status: Payment Status Dabe: Submitied By Submitied Dade:
Task ID: Task Category: Task Desoription:

KOO4T 6605 [::] Appraizal Initial Appraisal
Approved By(PC): Task Status: Resource:
L Payment Mema 0 Special Handling Instructions
Parcel i
Exception W Policy: Approved By: Appeoval Date:
Experrue Categary. Expense Type:

ROW Acgquision Expense: - Appr -
Invoice Date: Invoice Mumber: Payment Amount:

G002 L] 1234567500 $500.00
Dale Received: Service Date: Fscal Year of Service:

061172021 '] 06/01/2021 B 20N
Texas Identification Numbser Payee Mail Code: Mail 1o District:
12345676501 11 1-Campany - AUS w
Check Numbsr:

- . .
Field Description

ROW Project ID

The ROW Project’s unique primary identifier. Al ROW Project IDs begin with
the letter R.

ROW CSJ

The ROW Project’s unique Control Section Job (CSJ).

Payment Process

This indicates how the payment will be processed.

@ Standard

@ Hand Write

@ Alternative Delivery
@ Miscellaneous

Payment Memo

This allows authorized users to enter a payment memo. Click the comment
icon, enter the memo, and click Done.

Special Handling Instructions

This allows details to be entered for special instructions for the payment.

Advanced Relocation Payment

This indicates whether the payment is for Advanced Relocation.

Project-level Payment

This indicates whether the payment is for the project as a whole, rather
than for a specific task. Use this for ROWAPS payments.

126




Payment Status and
Payment Status Date

This indicates the current status of the payment as it progresses through
the review and approval workflow, and the date it reached that status.

Submitted By and
Submitted Date

This indicates who submitted the payment for review and the date it was
submitted.

Task ID

This allows authorized users to select the specific task for which payment
is being made. Click the selection icon to select from a list of completed
tasks related to the the project selected in the header.

This field is disabled for project-level payments.

Task Category, Task Description,
Task Status, and Resource

These fields populate automatically based on the selected Task ID.

Approved By (PC):

This field identifies the Payment Coordinator who reviewed and approved
the payment. This field only populates once the payment has been
approved.

Parcel ID

This allows authorized users to select one or more parcels for which the
payment is being made.

This field is disabled for project-level payments.

Exception to Policy

This indicates whether the payment is an exception to policy.

Exception Comment

This allows authorized users to enter a comment about the exception to
policy. This field is only available when Yes is selected for the Exception to
Policy indicator.

Reason Code

This indicates the reason code related to the exception to policy. This field
is only available when Yes is selected for the Exception to Policy indicator.

Approved By and Approved Date

This indicates who approved the exception to policy and on what date. This
field is only available when Yes is selected for the Exception to Policy
indicator.

Expense Category and
Expense Type

These fields populate automatically based on the selected Task ID.

Invoice Date

This indicates the date of the invoice from the vendor organization.

Invoice Number

This indicates the number of the invoice from the vendor organization.

If no invoice number is available, TXDOTCONNECT will offer to populate this
field with the Payment ID when the payment is saved or submitted.

Payment Amount

This indicates the amount of the payment. This value populates in the
Payment Header.

Date Received

This indicates when the invoice was received from the vendor organization.

Service Date

This indicates when the service was performed.

Fiscal Year of Service

This indicates the fiscal year in which the service occurred. This populates
automatically based on the Service Date.
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Texas Identification Number and
Payee Mail Code

These fields populate automatically based on the selected organization.

Mail to District

This indicates the mail to district. This populates automatically based on
the project selected in the header.

Check Number

This indicates the check number of the payment. This only becomes
available once the payment is processed in PeopleSoft.

9.4.2.2 Payment Information: Utility

This section describes the Payment Information section for Utility payments.

@ Payment Information
uility WD: UOD00TRES
ROW Project 10 ROW C5J Paymenl Process: 2 Paymenil Memao
RODOOTBIS D01 5-10-006 Slandard
Payrmenl Status: Paymend Slakii Datle Submitied By: Subsitied Dale:
Open
Agpreved By(PC
Tl Expense Calegory Expense Type:
- Hility e ation [/ Adjusbmend Expensss LHikties
Exceplion 1o Policy: Approved By Appraval Date
voice Dabe Involce Mumber Paymaent Amoun
] 1234567900 510,000.00
rate Received: Service Dale Fizeal Year of Service:
i) o202 2021
Tecas idemtifation Number; Payed Mail Code Wil bo Digirict
17311738813 ALLS
Check Humber:
Field Description
Utility ID The utility adjustment’s unique primary identifier. All Utility IDs begin with

the letter U.

ROW Project ID

The ROW Project’s unique primary identifier. Al ROW Project IDs begin with
the letter R.

ROW CSJ

The ROW Project’s unique Control Section Job (CSJ).

Payment Process

This indicates how the payment will be processed.

Standard

Hand Write
Alternative Delivery
Miscellaneous Claims
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Payment Memo

This allows authorized users to enter a payment memo. Click the comment
icon, enter the memo, and click Done.

Payment Status and
Payment Status Date

This indicates the current status of the payment as it progresses through
the review and approval workflow, and the date it reached that status.

Submitted By and
Submitted Date

This indicates who submitted the payment for review and the date it was
submitted.

Approved By (PC):

This field identifies the Payment Coordinator who reviewed and approved
the payment. This field only populates once the payment has been
approved.

Task

This allows authorized users to select the category of the task for which
payment is being made.

Expense Category and
Expense Type

These fields populate automatically based on the selected Task.

Exception to Policy

This indicates whether the payment is an exception to policy.

Exception Comment

This allows authorized users to enter a comment about the exception to
policy. This field is only available when Yes is selected for the Exception to
Policy indicator.

Approved By and Approved Date

This indicates who approved the exception to policy and on what date. This
field is only available when Yes is selected for the Exception to Policy
indicator.

Invoice Date

This indicates the date of the invoice from the vendor organization.

Invoice Number

This indicates the numbere of the invoice from the vendor organization.

If no invoice number is available, TXDOTCONNECT will offer to populate this
field with the Payment ID when the payment is saved or submitted.

Payment Amount

This indicates the amount of the payment. This value populates in the
Payment Header.

Date Received

This indicates when the invoice was received from the vendor organization.

Service Date

This indicates when the service was performed.

Fiscal Year of Service

This indicates the fiscal year in which the service occurred. This populates
automatically based on the Service Date.

Texas Identification Number
and Payee Mail Code

These fields populate automatically based on the selected organization.

Mail to District

This indicates the mail to district. This populates automatically based on
the project selected in the header.

Check Number

This indicates the check number of the payment. This only becomes
availabl once the payment is processed in PeopleSoft.
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9.4.3 Voucher Information

The Voucher Information section, which includes purchase order Information, populates automatically from

PeopleSoft. Exceptions to this are described below.

& Voucher Information

Woched Typs:

Furms Ciowea:

OO0

Appragriation Yo

Fource Type [Functsn)

400

Receipt Humber

Purchase Order Dot

Recefving Business Unit

AwLEh Lire:

Youcher Ling:

Mreount (eame 35 complroller objaet)

Project Cokl Busineis Ui

601

Faymeeri Terms

NET 30

Retrievs PeopleSoft Data

Purchase Order Ling:

Beceiving bire Humbed

9 - PUIRC HASED COMNTR

Distnbation Ling;
Clyes [ APDS): Desspartmsend B
13020 140000
S Prcect 1D Aptbyity W [Fund Indicater):
14001508434

archate Orddr Butinets Unit

Pigrchage Oeder Digtribution Line Mumber

Reeiing Ship Seqistnte Bhiiedd

Purchase Grder Mumber:

Sehedule Number:

@ The Activity ID (Fund Indicator) must be selected by the Payment Coordinator according to Right of Way

division guidelines.

@ The Contract Review Specialist adds Purchase Order information during the review and approval workflow. To

complete these fields, enter the Receipt Number and click CETmTTS
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9.4.4 Documents

This section is used to store documents important to the payment

this section for retrieval.

. Documents stored in OnBase can be linked to

& Documants

Sccurared T

e L e L) Jetoaded By

N LB Link

Document Type

This indicates the type of document.

Document ID

This indicates the Document ID.

Document Name

This indicates the document or file name.

Uploaded By

This indicates the user the file was uploaded by.

Date of Upload

This indicates the date the document was uploaded.

URL/URN Link

This is the link to the document in OnBase for direct access.

9.4.5 Payment Workflow History

This section is used to store document
this section for retrieval.

s important to the payment. Documents stored in OnBase can be linked to

& Payment Workflew History

Pagrnant i0 Parprrienit Progad Subswined By Crauted On Sratus (=
M7 Siandard Kelsey Pedurri 0571 72 Pending with TSTALTT?

Srats Apprower Mamw: dpprereer Roks

Appeoral 3 i process Py Coondmnator - Cornact Specisiet

Btatua:

Approreal 5 in process

WM Apyprcreer Boke
Payrean Coondinator - Conmct Specialin

Payment ID

This indicates the Payment ID.

Payment Process

This indicates the process type. These include Standard, Hand Write, Alternative Delivery

and Miscellaneous Claims.

Submitted By

This indicated who created the payment.

Created On

This indicates the date the payment was created.

Status This indicates the current status of the payment including is actions are pending.

Workflow Actions | Use the = button to show Workflow Actions. These will display below the payment line.

Comments

This indicates any comments associated with the payment.

Cancel Use the @ butto

n to cancel the payment.

9.4.6 Save or Submit

Once the Payment Information section

is complete, click Save or Submit.

Button

Description

TxDOTCONNECT saves the payment, even if required fields are missing or
incomplete, and generates a Payment ID.

@ Submit

TxDOTCONNECT validates the payment to ensure all required fields are
complete, generates a Payment ID, and routes the payment to reviewers.
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9.5 Payment Review Workflow

Once a ROW or Utility payment is submitted, it is routed through an automated workflow to be reviewed by the
appropriate stakholders. The exact workflow depends on the payment type, but all reviewers have the same
options:

(] Approve - the payment continues to the next step in the workflow.
Return - the Payment Specialist recieves the request in My Tasks to make changes and resubmit.

© Not Approve - the Payment Specialist receives a notification and the workflow ends.

Sent to [ T Ready for Ready for
Open : Received in Program Office
£ Program Qffice &ra Payment Voucher
Payment Coordinator
ROW
Fayment Coord inator
aie, Relocation Revi
Create Route P Epcnse % - [Pk Batch File
- e - = ;
Payment Payment o TYPE Processing

ORACLE
FECHLESOFT

Payment Coord inator
Contract Speciallst

Payment
Saction
Dirgclon

Payment
Specialist

Paymant Coord inator
Utillity

PeopleSalt

The Payment Specialist creates the payment. The payment status is Open.

The Payment Specialist submits the payment for review. The payment is routed to the Payment Manager and
the status changes to Sent to Program Office.

The Payment Manager reviews the payment request. If approved, the payment is routed to the Payment
Coordinator and the status changes to Received in Program Office.

The individual reviewer reviews the payment. If approved, the payment is routed to the Payment Section
Director and the status changes to Ready for Payment.

The ROW Payment Section Director reviews the payment. If approved, the payment is added to a batch file for
processing in PeopleSoft and the status changes to Ready for Voucher.

The batch file is processed in PeopleSoft and the status changes to Vouchered - Sent to Finance.
The payment request is processed in PeopleSoft and the status changes to Paid.
Once the workflow is complete, the payment’s Check Number and Voucher Information populate in

TxDOTCONNECT. The PeopleSoft Expended field on the project’s Right of Way page also updates to
reflect the new payment.
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9.5.1 Handwrite Payment Review Workflow

Once a handwrite payment is submitted, it is routed through an automated workflow to be reviewed by the
appropriate stakholders. This process is diferent than the standard payment workflow due to the urgent nature of
handwrite payments.

Each reviewer may choose from the following options:
(] Approve - the payment continues to the next step in the workflow.
Return - the Payment Specialist recieves the request in My Tasks to make changes and resubmit.
O Not Approve - the Payment Specialist receives a notification and the workflow ends.

The workflow depends on the payment type.

Handwrite Sent o : : ] Heady for Heady for
Request Sent | _Program Office | RsOsLIr EYORiseil T | Payment | Voucher

Payment Coondinator
ROW

Payment Coordinator
Relacation

‘ Open

Review | Foute _’/‘Eﬁ;—_:ﬁ\.\

t S Tymd

Paymeant Coondinator
Contract Specialist

Paymént Coondinator
Uttillity

Review Lb Batch Flle

o e |~ | Processing

v

Payment
Section
Director

Payment
Spascialit

PeopleSolt

Division
Director

1. The Payment Specialist creates the payment. The payment status is Open.
2. The Payment Specialist submits the payment for review.

@ TxDOTCONNECT routes the handwrite payment to the ROW Division Director for immediate review and
includes an email to notify the ROW Division Director of a pending handwrite payment to process.

3. The remaining process workflow is consistent with other payments.

Once the payment is Paid, the payment’s Check Number and PS Voucher ID populate in TXDOTCONNECT.
The PeopleSoft Expended field on the project’s Right of Way page also updates to reflect the new
payment.
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