


CAARS<ESTIMATE> OPTION

Before attempting to utilize the CAARS <Estimate> Option , you should review Specification
1906 “PARTIAL PAYMENTS’” and the entire Section 5-591.370 “PAYMENT PROVISIONS’
of the Contract Administration Manual.

Y ou will be using the CAARS <Estimate> option throughout your project to make periodic
partial payments to the Contractor for work performed. In accordance with Specification 1906
“Partial Payments’, at least once a month the Engineer will prepare an estimate of the value of
the work completed to date for each Contract pay item.

Original Contract Fund Encumbrance and Additional Fund Encumbrances

Work performed on Contract pay items befor e the Contract is approved can be entered into
CAARS n order to keep proper records and documentation. However, such items so entered
before Contract Approval cannot be paid for until such time as the office of Contract
Administration downloads the Original Contract encumbrance to the field, and it is entered into
the CAARS system. The Origina Contract encumbrance download will be made approximately
3 working days after the Contract is approved.

During the life of your Contract, CAARS will not produce a partial estimate voucher for
payment, if the amount of the partial payment voucher exceeds the amount of funds encumbered
to date. If thisisyour situation, you will have to make an additional encumbrance of fundsin
accordance with the Contract Administration Manual 5-591.370 before CAARS will allow you
to make a payment to the Contractor. (See sample encumbrance letter on page 40)

If you attempt to create a partial payment voucher without having sufficient funds encumbered
to make payment, CAARS will print the voucher, but will automatically print the following
message on the cover sheet.

“ThisVoucher is ***VOID*** Funds encumbered is LESS than Work Certified
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HOW TO USE THE CAARS<ESTIMATE > OPTION

Step 1 - Arrow down and highlight <Estimate> as shown on Screen # 1 below and press ENTER

SCREEN 1 - Main Menu Screen

' cAARS 26 EXE

| Nofles _Heekly Niary Construction Rtatus Report

Low Sp Number: Contract Number: CARSOPT
Contractor :
Location

————————————— VYersion 3.00 (Hay 1999)
< Update Update Item Record Accounts

Estimate Reports (Partial Estimate, Changes, % Done, Others)
Backsheet Hork with Backsheets and Hork Orders
Material Material on Hand for Contract Pay Items
Certify Input Final Quanties and Document Locations
Final Create and Produce Final (Final Youcher, Over/underrun)
<Supp. Aggr. Work with Supplemental Agreements / Additional Encumbrances
< Reports Miscellaneous Reports not Related to Partial Estimates

< UtIlities Project Setup and Maintenance
ARROY 1T THEN PRESS ENTER OR <ESC> TO EXIT

Step 2- You are now at Screen 2 below that lists <1> through <6> the various Print and View
functions within the <Estimate > Option.

SCREEN 2- <Estimate> Print and View functions

' cAARS 26 EXE

[ Nofles [Montractor Signature Block
ESTIMATE REPORT SELECTION MENU

Low Sp Number: Contract Number:
Contractor
Location
Contractor Signature Block
Print Draft Partial Estimate (No Record Update or Backup)
Print Partial Estimate For Payment (Records Updated and Backed Up)

Print Front Page of Estimate

View Front Page of Estimate

Print List of Items that have Changed

Print Selected Portions of the Estimate

To initiate any of the above functions <1> through <6> above in Screen 2 you will arrow down
and highlight your selection and press ENTER, each function then is performed automatically by
the CAARS program. In each function <1> through <6>, as you proceed through the function
you select, you will be prompted by CAARS to make certain choices by typinginay for Yesor
N for No answer. The purpose for each function <1> - <6>, along with some
instruction/clarification is as follows:

<1> Print Draft Partial Estimate (No Record Update or Backup)- This function enables you to
print out a“dry run” of your partial estimate for your own review before you actualy print the
hard copy in function <2> below.. It is recommended you use this function to assure yourself that
everything isin order before you use function <2> to actually print the voucher for payment.
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< 2> Print Partial Estimate for Payment (Records Updated and Backed Up) -
Thisiswhere you will print your hard copy Partial Estimate for payment. On Screen 2A when
you highlight on < 2 > and press ENTER you will receive prompt message # 1:

Thiswill print Partial Estimate for payment! (Continue?) Enter (Y/N) | as show below.

SCREEN 2A - <Estimate> Print and View Functions with CAARS Prompt Message #1.

Y& CAARS26.EXE
ontractor Signature Block

This will print Partial Estimate for payment? (Continue??> Enter (Y- N>

Location

Contractor Signature Block
Print Draft Partial Estimate ¢(No Record Update or Backup?
Print Partial Estimate For Payment ¢(Records Updated and Backed Up>
Print Front Page of Estimate
Uiew Front Page of Estimate
Print List of Itemz that have Changed

Print Selected Portionsz of the Estimate

ARROW 11 THEN PRESS ENTER OR <{ESC> TO EXIT

In response to the above prompt shown in Screen 2A above you will answer by pressing the Y
for Yeskey. Thiswill automatically give you another CAARS prompt message # 2
Do you want to list ITEMS that have changed ? (Y /N).| as shown below on Screen 2B:

SCREEN 2B - <Estimate> Print and View Functions with CAARS Prompt Message # 2.

"% CAARS 26 EXE M=l &3

ks  #Montractor Signature Block

=
Do you want to list ITEMS that have changed? (Y-N)> ]

Low Sp Number:
Contractor H
Location
Contractor Signature Block

Print Draft Partial Estimate (Mo Record Update or Backup?

Print Partial Estimate For Payment (Records Updated and Backed Up?

Print Front Page of Estimate

Uiew Front Page of Estimate

Print List of Items that have Changed

Print Selected Portions of the Estimate

ARROW 11 THEN PRESS ENTER OR <ESC> TO EXIT

In response to prompt # 2 above you will make your choice Y for Yesor N for No. Either way
thiswill bring you to Screen 2C below.
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SCREEN 2C - Insert Floppy Disk to Create Backup

& CAARS 26 EXE

ontractor Signature Block
ESTIMATE REPORT SELECTION MEMU

Low Sp Number: Contract Numbher:
Contractor
Location

SELECT THE DRIVE YOUR FLOPPY DISK RESIDES IN

<A <B>

Print List of Itemz that have Changed

Print Selected Portionsz of the Estimate

ARROW 11 THEN PRESS ENTER OR <{ESC> TO EXIT

At this point you insert a 3 %2inch floppy disk into your P.C. , highlight the drive that it resides
in, and press ENTER. Y ou will then receive Screen 2D with a message concerning a virus scan
that is about to be performed when you press any key. When you then press any key, the virus
scan is performed. If you have avirus ( which is very remote ) you will be notified immediately
by the CAARS program, at which time you obviously would not continue, arrow to and highlight
yes on the red warning screen 2E below and press ENTER , and then immediately contact your
MIS person for assistance. If virusis not detected you will press ENTER on the defaulted No, in
which case you will be notified on Screen 3 that a Backup has automatically been made on the
floppy disk.

& CAARS26.EXE

SCREEN 2D
A UIRUS SCAN IS ABOUT TO PERFORMED ON DRIVE "A:"

ONCE IT IS COMPLETED. CHECK TO SEE THAT THE BOTTOM LINE INDICATES THAT
"NO'" UIRUSES WERE DETECTED THEN HIT ANY KEY TO RETURN

Press any key to continue . . .
-

"% CAARS26. EXE E=

ontractor Signature Block
ESTIMATE REPORT SELECTION HEWU

Low 8p Number: Contract Number:
Eontractur H

WARNINGt t ¢
| — A UIRUS SCAN WAS JUST PERFORMED ON YOUR FLOPPY DRIVE.
DID THE SCAN TELL ¥OU THAT A UIRUS EXISTS?

SCREEN 2E <NO > <YES>

ARROW 11 THEN PRESS ENTER OR <ESC> TO EXIT
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SCREEN 3- Natification that Backup Files Have Been Created in CAARS
Press any key to continue asinstructed in Screen 3 below and you will receive the Estimate
Report Selection Menu Screen 4 below.

"% CAARS26.EXE

PROJECT BACKUP FILES ARE CREATED

Preszs any key to continue . . .

SCREEN 4- Estimate Report Selection Menu

& CAARS26.EXE

Modes #Hontractor Signature Block
ESTIMATE REPORT SELECTION MENU

Low 8p Number: Contract Number:
Contractor H
Location

Contractor Signature Block
Select Estimate Type you want and hit enter

{ Group > Body items printed with group bhreakout

{Propozal> Body items printed by Proposal line only

ze arrows to select option

U
Print List of Items that have Changed

Print Selected Portions of the Estimate

ARROW 11 THEN PRESS ENTER OR <ESC> TO EXIT

In Screen 4 above, arrow to, highlight and press ENTER on the order you want your partial
estimate printed. Y ou have a choice of either printing on a Group level or on a Proposal line
Level. After you have made your selectionsand press ENTER the Partial Estimate will be
automatically printed by CAARS.

SCREENSA, B& C below show the actual printed Partial Estimate sheets with instructions on
how to submit to the Office of Contract Administration for payment and the sheets (and Backup
Disk) you will keep in your files..
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S8TATE o F MINNESOTA
CEPLRETMENT & F TRANSPORTATION
PAATIAL ESTIMATE FUOA VOOCHER BUMHET 3
Enginser: GUS WNIHER TFEMMY SFRTIWIER COMBTRUCTION Cankcsat Ha, : CETRER:
Fhvame: 1B 35T-3637 I51% E6TH BT Vandar Bo. .
IFVER GRIVE HIE Ml SLOTE Far Period Eodiing g P PR R E ]
The LState of Minmesota Dlasrist; L] Last Mirtial Tatirmtes 37/13/L99%
Date Approwed: 06/25/ 1998 Axcunt of Contrmct: §163,354.58 Typu of Concyaor: 650
Tlmes of Work: GRADTNG, 3D, BASE & SWOULOER; CONTRETE Ced AHD SIGEMALK
Locabed in: TH Ef IN INWVER GROVE HTR. FROM JCT TH 52 70 ORK. 3. 36
GRF Scace Trunk Paderal Talua of Hork Leda Praviaum Value of Werk Faderal
MM Prodect Highuay P est Certliled Heck Cerelfled Hon  Farc
Wumbes Hoahsr KilFkasr To Cace Cartifisd This ¥Yeouc To Gace
331 BuSBO-D1ZZ ETEF 0637|168 50, 707,70 490,343, 50,00 £0_ 0D L.
[ DOLF TH 56 STKTE FUKGS +TEL.TE B, .9a 50,00 5300 ]
[T} CONTY FUNDS £2.,333.38 #1.333.30 5000 50,04 1]
ama — B 5 5 S —
£94,081,75 84, DEL. A5 64 0,00 .50
Talum of woEk cecbified this wougher - £0.00 Total WValas Work Cezelfied To Debe g9d, 0B1. 78
Valum of ReCaindgs this woucher o.on Funds: Enoumbared Ta Date E1EL, 2580.00
WET WaALUE OF THIS VOITHER : 0.8 Thia Pzoject is 5T.463 & COMPLITE

A\ - Front sheet of Partial Estimate for payment
as printed by CAARS in <Estimate> Option

LdW 8.F. MMDER AGA0- 0122

FOir WORYX COMPLETED A8 CF 40/12/19%5

ConCesst Wumber| 54192
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Certificate For Partial Payments

I hereby certify that the goods or materials cowered by this claim
have been performed, are in accordance with specifications, and are in proper
forw, kind, and guality.

1 _‘l _,..-} I
5 = L /!
Daked Tg’ffz'ﬁ; Signature _ﬁ_@ 544"@ (el
!

GUS WAGNER cject Engimeer / Supervisor

e

Thia is to certify that, to the best of my knowledge, information and belief,
the guantities and values of work certified herein is a fair estimate for the
period covered by fmended.

e SRR B .Partial Estimate Signature |
Sheet as Printed in CAARS

TO SUBMIT FOR PAYMENT:

Staple A (Front Sheet) to B ( Signature Sheet)
Send SIGNED original + 2 copiesto:

CONSTRUCTION OFFICE

CENTRAL OFFICE

MAILSTOP 650

ATT: JAN GARCIA - PARTIAL ESTIMATES

Normally you should allow at least 3 working days
for processing after partial estimateisreceivedin
Construction Office.

IMPORTANT: MAKE CERTAIN THE
CONTRACTOR RECEIVES A

e COMPLETE COPY OF ALL PARTIAL 5.7 meber asan-oia
ES-I-IMATES Fariod Ending 13 July L3349
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STATEMEHMNT oF W DRK CERTIFIEDTD

STATE OF MINNESOTA - DEPARTMENT OF TRANSPCRTATION

MAIN BODY ITEMS (Group Level Detail)

C . Statement of Work Certified as printed by

.| CAARS - (Breakdown of individual pay item

-| quantities and amounts paid for under this Partial

.| Estimate- Can be anywhere from 1 sheet to

| numerous sheets, depending on size of Contract ).

21 MIJREGKTE BASE CLASS & Tom 11.3% L. BEE. 00 30.981,.3% 001 39004
Tcbals for Proposal Line Wamber D004 Lo 3EE. 00 §3.-981.35

I MOGREGATE Sho o [
==rata 2 | 315 [nch Floppy Backup Disk w0

J Created in <Estimate> Option

L has S 3322.0% 1, B44.50 01 00046
cals £ 2 g3, 34 1]
31,601 JOINT & CRACK EILLEA [ 450.00 E34.00 001 =Y

02 BITOHINGOE HATERIAL BOE POD &

Teald IeF PEapansl Lana ek

11.50]1 EBEMCVE OCHCRETE SLAE 3, 164.00 61 oodd
TaLa.s Sar Fropomil LioSe Numbar &0 %3, 104 .00

31,501 OONCRETE CURE & FITTER DESION BE34 13530 L, 974,00 201 00ld
|
Tatals for Proposil Lice Fumioer ] 51, ¥4 .00
11.516 COMCRETE OURE & OUTTER DESTON B&lE
Totalw for Proopcaal Line Husiser

BE_ELE CRETING ANEEMELIES 0.00 o0l oo13

Tecals for Propasal Linm Husbs: [}
=01 4" CORCRETE WALK B8G. FT. 5.33 1,178.00 1, #4630 595, 00 1, 93,25 201 0013
AL 540 4~ DECRETE WALE 8Q. FT 1.35 §234_00 i, fazk.0d 525 0 1, T56.75 Sk 0aid
21.54% 4" COKCEETRE WALE a8g. FT 3.5 &05.00 1, 356,75 396 . 0 1, 333,30 201 0013
W 5.F. WUMBER E580-0L13 FOR WORK DCUMPLETES A8 OF &7/712/i593 Coaeract Numbser: 94153

Retain a complete copy ( Sheet A |, B, and all
C sheets) of each partia estimate and the
CAARS Backup Disk in your files for future
reference. The Backup Disk should have the
S.P. Number, Partial Estimate Number
and Contract Number labeled on each disk
asillustrated above.
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OTHER <Estimate> PRINT & VIEW FUNCTIONS FROM SCREEN 2 ABOVE

<3> - Print Front Page of Estimate - Thisfunction alowsyou to at any time print the front
page (Sheet A only ) at any time to get up to the minute information concerning the status of your
Contract, including among other things the Value of Work Certified to Date, Funds Encumbered
efc.

<4> - View Front Page of Estimate - Thisfunction will visually display to you the same
information as function <3> without having to print.

<5> - Print List of Items that Have Changed - Thisgivesyou alist of al the pay itemsthat have
been worked on and had quantities entered for payment since the last partial estimate was made.
Included in thislist are all backsheets and Supplemental Agreement items. This function can be
used as a checklist to make sure that you have entered all of the pay quantities that you intend to
pay for on the current partial estimate (Among other reasons). Y ou aso have the option to print
thislist when you are printing your Partial Estimate for Payment in function <2> above. When
using this function CAARS alows you to print the list without having to print the entire voucher,
which can be time consuming on alarger project.

<6> - Print Selected Portions of the Estimate - If you wish to print only a portion or portions of
your partial estimate without having to print the entire estimate ( Which again can be time
consuming on larger projects) , you can highlight function <6> on Screen 1 above and press
ENTER. Thiswill bring you to Screen 5 below where you will arrow to and highlight <Portion
of the Voucher> and pressENTER . Y ou can now arrow down to each category you want to
print and press ENTER on each one you select. When you have made your choices, you will

press ENTER with <|E|ri nt> highlighted. Y ou will then be moved to the Voucher Selection Menu

Screen 6 where you will arrow to and highlight the voucher you want to print portions of. When
you have made your selection on Screen 6 and press ENTER CAARS will print your selections.

SCREEN 5 - Portion of VVoucher Selection Menu

"% CAARS 26 EXE [_ (O] x|
HoBes #Montractor Signature Block
Low Sp Number: Contract Number: ESTPAART

Contractor
Location

< Entire Uoucher > <Portion of the Uoucherr

FROMT PAGE

ROUFP DESCRIPTIOMS

0DY ITEMS GROUP SPECIFIC

0DY ITEMS PROPOSAL LIME SPECIFIC
UPPLEMENTAL AGREEMENTS

1
al
1
}
} ACKSHEETS WITH CHAMGE ORDERS
1
1
1
1

SHEETS WITHOUT CHANGE ORDERS
ORDERS

b

ATERIAL OM HAND
ITEMS OUVER RUHMNING BY 28: OR MORE
SIGHMATURE PAGE

L
L
L
L
L
L
[
L
L
L
L

<Print > <{ Exit >
ARROW 11 THEN PRESS ENTER OR <{ESC»> TO ERIT
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SCREEN 6 - Voucher Selection Menu

“& CAARS26 EXE [_ (O] x|
ND:ES Entractur Signature Block

Uopucher List — Arrow to the Voucher you want and hit ENTER or hit Esc to ret
VOUGHER ¥[VouGHER DAIE]

a7-14-199%
87-14-199%

END <ESTIMATE> OPTION
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SAMPLE FUND ENCUMBRANCE LETTER

STATE OF MINNESOTA

DEPARTMENT OF TRANSPORTATION
Northeast Resident Office
3485 Hadley Avenue North
Oakdale MN 55128
612-779-5000 FAX 779-5170

DATE: 7/14/99

TO: Paul M. Bergman
Contract Administration Engineer

FROM: Gus Wagner @w W@(W

Project Engineer

SUBJECT: S.P.8580-122

Contract # S94192
Estimated amount of Final VOUCNET ...........eeeeeeeeeeeeeeee e $ 166,033.00
Funds ENCUMBDEred tO DaLe..........ueeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens $ 163,250.00
Additional Fundsto be Encumbered ...........ooooveeoieeeoee e $ 2,783.00

Cost Breakdown (Known and Anticipated)

Item No. ltem _ Quantity Unit Unit Price $ Amount  Group #.
- Work Order # 2 1.00 LumpSum $1,370.00 $1,370.00 01

This Project is at least 80% complete.

| request that and additional encumbrance of funds be made in the amount of $1,370.00 to cover
these overruns at the time the final estimate is certified for payment.

cc: Contract Administration
Terry Zoller - ADE -East Metro Const.
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