


Y ou will utilize the CAARS <Final> Option when you have completed your project and are

CAARS<FINAL > OPTION

preparing to submit your records and Draft Final Voucher to the Office of Contract

Administration for final review and payment. In order for the <Final> Option to function, all of
the Item Record Accounts, for every pay item on your Contract, must be finalized through the
<Certify> Option. In order to see which items have not as yet been through the <Certify> option
pressALT and V at the same time to access View Items Not Finaled off the top menu bar of
Screen 2 below. Thiswill display a menu screen with al items not yet finalized on your project.

To use the CAARS <Final> option arrow down and highlight <Final> as shown on Screen 1

below and press ENTER. Thiswill bring you to Screen 2 below

SCREEN 1 - Main Menu Screen

"= CAARS 26 EXE

Low Sp Mumbher:
Contractor H
Location
Update
Eztimate
Backsheet

Haterial

>
>
>
>
Certify >
b3

<
<
<
<
<
£

Final

<Supp. Agge.>

< Reports >
< UtIlities »

atus_Report

Contract Number: CARSOPT

Uersion 3.88 <(June 19992
Update Item Record Accounts

Reports (Partial Estimate, Changes, » Done,., Others?>

Work with Backsheets and Work Orders

Material on Hand for Contract Pay Items

Input Final Quantieszs and Document Locations

Create and Produce Final <Final Voucher, OuerAunderrunl
Work with Supplemental Agreements ~ Additional Encumbhrances
Mizcellaneous Reports not Related to Partial Estimates

Project Setup and Maintenance
ARROW 1t THEN PRESS ENTER OR <ESC> TO ERIT
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SCREEN 2 - Final Functions Screen

15 CAARS26 EXE
Nodes Jliew Items Mot Finaled

Final
Low Sp NHumber: Contract Mumher:
Contractor
Location

4 Print IRA's Print Qut Finalized IRA's
< Print Uoucher Print out Draft Final Uoucher
< 0s1l Body Explanations Write Body Item Over-linder Run Reasons
{Backsheet 00 Explanations
MISC. 00 Explanation

Print O-U Letter

Write Explanations for C.0O.s,. S.A.s and W.0.s
Write any Miscellanous OQuerslUnder Explanation
Print Over ~ Under Letter

Create Backup Create Final Backup For Central Office

R T T

Print out Final documents

it ESC to ERIT

Print Final Docs

To initiate any of the functions listed on Screen 2 above you will arrow down and highlight your
selection and press ENTER. The purpose for each function along with some instruction /
clarification is shown (In Order) below.

FINAL FUNCTIONS: - Addressed hereunder in same order asabove Screen 2

<Print IRA’s> - Thisfunction will allow you to print out all of the Finalized Item Record
Accounts for review. If an Item Record Account has not yet gone through the <Certify> option it
will print out showing a Final Quantity of 0.00 with no Final Documentation Location. By
pressing ENTER with <Print IRA’s > highlighted you will receive Screen 3 below that will give
you a choice of what specific Item Record Accounts you want to print. Make your selection and
pressENTER ... CAARS will print only the selected Item Record Accounts.

SCREEN 3 - Print Item Record Accounts Selection Menu

“& CAARS 26.EXE Note: You are not required to print the finalized Item
| Noles _Tiew Ttems Mot Finaled | Record Accounts for submittal to the Final Squad
Low Sp Number: with the final records. However, if you do print them
Contractor : we ask that you do submit them. This will save the
Location : Final Squad the task when they review your final
records. Once the Final Squad uses the Item Record
Body Items Accounts they are recycled.

Supplemental Agreement Items

Backzheet Pay Items

Work Order Pay Items

All Items
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<Print Voucher>- This function will allow you to print a Draft Final VVoucher provided all of
your Item Record Accounts have gone through the <Certify> option and are finalized. If you
attempt to use this option without first using the <Certify >option to finalize all Item Record
Accounts, you will not be allowed to create the Draft Final Voucher. You will receive a CAARS

prompt that will state. | You have not finaled al of the body items! | .... when you have satisfied
this requirement CAARS will then print the Draft Final VV oucher.

Before submitting a Draft Final VVoucher and the final records, it may be necessary for the
Engineer torunone last Partial Estimate, in order to reduce the payment due the Contractor on
the Draft Final Voucher t0 $0.00. The“NET VALUE OF THISVOUCHER” figureon the
Draft Final Voucher should always be $ 0.00 unless there is a specific or unusual reason for
withholding money due the Contractor.

The Draft Final Voucher does not need any field signatures and is submitted to the Contract
Administration office “asis’ with the final records. A copy of the Draft Final Voucher should be
reviewed by the Contractor before submitting to Contract Administration for a Finals check.

At the completion of the final review the office of Contract Administration will create the actual
Final Voucher to include any changes or corrections. The Final Voucher, along with the
CERTIFICATE OF FINAL ACCEPTANCE, isthen returned to the Engineer for signatures of
the Engineer and the Contractor. It should be noted that once al of the required signatures are
present on the Certificate of Final Acceptance, no changes can be made to the Final Voucher.
Once a Contract is closed, it becomes signed, sealed and delivered and is never reopened to
make additional payment to, or collect money owed, from the Contractor.

All 3 of the following <Final > functions deal with the Overrun / Underrun report
< O/U Body explanations > - <Backsheet O/U Explanations> <Misc. O/U Explanations>

Overrun and Underrun Reports. - The O/u Report is mandatory on all Federally funded projects
which are designated FAP or MAP. O/U reports which may be required by Construction District
Management discretion, need not be submitted with the Final records. The report shall contain
the following:

a) An explanation of the overruns/ underruns of Major Contract Items which have varied in
excess of 25% of the original contract quantity. (A Major Contract Item is defined as an item
that has a dollar value that exceeds both 5% of the original Contract value and $ 10,000 )Note:
must meet both criteria.

b) A list of all Change Orders and a brief explanation of each Change Order along with proper
sequence numbers ( Example: Change Order No. 1 provides for a change in the method of
measurement for item 2105.501 Common Excavation) (Example: This Contract has 9 Change
Orders numbered 1 through 6 ; 6A through 8) Etc.

c) A list of al Work Ordersfor Minor Extra Work along with proper sequence numbers. No
further explanation is required ( Example: This Contract has 12 Work Orders for Minor Extra
Work numbered 1 through 12.) (Continued)
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If there are no Major Contract Items (as defined above), or if none of the Maor Contract items
vary more than plus or minus 25%, an overrun / underrun report will still be required. However,
in this case a simplified version of the O/U report will contain a positive statement: “There were
no significant overruns or underruns of Major Contract Items on this Project.” OR* This
Contract contained no Major Contract Items’. In addition, this simplified version of the O/U
report will continue to require alisting of all Work Orders for Minor Extra Work, and Change
Ordersasshownin a) & b) above.

HOW TO CREATE AN O/U REPORT
<O/U Body Explanations> On the Final Functions Screen 2 above arrow down to and highlight
<O/U Body Explanations> and press ENTER.. Thiswill bring you to Screen 4 below

SCREEN 4 - Overrun / underrun letter Item Variance Explanation

"= CAARS 26 EXE

( Jignificant Pay Items 11 Body Items [iew Items
UER ~ UNDER RUN LETTER ITEM UARIANCE EXPLANATION

ITEM HUMBER: PROPOSAL LIME HUMBER:
ITEM MAME:

PROPOSAL FINAL UARIANCE UARIANCE
QUANTITY QUANTITY PERCENTAGE

FMOUEX

<SPACE> FOR OTHER CHOICES
EXPLANATION:

IT ESC TO ERIT

Pressthe ALT & Skeysto Highlight and select Elignificant Pay Items off of the top menu bar.

In following the above stated criteria, this project did not have any significant pay items (5% of
the original contract and $ 10,000 ) that varied more then plus or minus 25%. When thisisthe

case, CAARS will give you a prompt message that will state on Screen4 |No itemsto select !

By pressing ALT & A keyson Screen 4 above, you can aso print out an O/U Report that will
include HII Body Itemsif you wish. Although an O/U Report that includes All Body Itemsis

not required , some District Construction Offices do want an O/U Report of thistype. You
should check to seeif it isrequired in your District.

If you then want to create an O/U Report that includes All Body Items pressALT & A which
will bring you to the Item Selection Menu on Screen 5.
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SCREEN 5 - Item Selection Menu for Creating O/U Report

CAARS26.EXE

Hignificant Pay Items }]11 Body Items

COMMON BORROW <EU>

AGGREGATE BASE CLASS &
AGGREGATE SHOULDER CLASS 3
AGGREGATE SHOULDERIMG CLASS 5
JOINT & CRACK FILLER

iew Items

Move to the item you would like and
(ITEN NaME R TER NAE
——————————————————————— 3 ITEM HUH

UMIT

UMIT PRICE
PROPOSAL QTY
PROPOSAL AMT
FINAL QTY

COMMON BORROY <E
2105 .5601-88008

CU.¥D.
4_8580
8580, A8AA
41613 . 00068
8535 .0080
413%74.75%068

AMOUNT TO DATE

Uariance

Percent of Contract

#» Uariance

OUVER/UHDER URITTEN ? Ho
Explanation

BITUMINOUS MATERIAL FOR FOG SEAL
REMOUVE COMCRETE SLAB

CONCRETE CURB & GUTITER DESIGH Bo24
CONCRETE CURB & GUTTER DESIGH Be36
CASTING ASSEMBLIES

4'" GONCRETE WALK

45 . 9888
294755
-8.5245

< Exit >

IT ESC TO ERIT

Listed on the menu of Screen 5 above are al of the Contract Body Items that varied from the
original quantity shown in the plans. By arrowing down and highlighting each item individually
you can see that on the right hand side of the screen as you scroll or arrow down the Contract
information will show simultaneous with the item you have highlighted. If you pressENTER on
a highlighted item you will receive the Item Variance Explanation Screen 6 below..

SCREEN 6 - Item Variance Explanation

CAARS26.EXE

ignificant Pay Items il1 Body Items [iew Items
UER ~ UNDER RUN LETTER ITEM UARIANCE EXPLANATION

PROPOSAL LIME HUMBER:

FMOUEX
ITEM HUMBER:

ITEM MAME:

PROPOSAL
QUANTITY

UARIANCE
PERCENTAGE

FINAL UARIANCE

QUANTITY

<SPACE> FOR OTHER CHOICES

ormal Uariance

EXPLANATION:

< Save > <«Cancel> <DeleteX
IT ESC TO EXIT
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If you now, while you are in Screen 6 press the spacebar you will get the pull down menu that
gives you some of the commonly used explanations for the overrun or underrun. Arrow down to
the most applicable explanation and press enter and this same explanation will appear in red
letters along with an entry field for further explanation. An example of further explanation
utilizing the entry field isshown in Screen 7

SCREEN 6 -Item Variance Explanation - showing pull down explanation menu

"= CAARS 26 EXE

( Jignificant Pay Items 11 Body Items [iew Items
OUER ~ UNDER RUN LETTER ITEM UARIANCE EXPLANATION

FMOUEX

ITEM HUMBER: PROPOSAL LIME HUMBER:
ITEM MAME:

PROPOSAL FINAL UARIANCE UARIANCE
QUANTITY QUANTITY PERCENTAGE

<SPACE> FOR OTHER CHOICES
EXPLANATION:

Minor Uariance

Engineering Error

Plan Error

Plan Ambhiguity

See Change Order

See Supplemental Agreement
See Workorder

Other eletel

SCREEN 7 - Item Variance Explanation - showing explanation in entry field

"= CAARS 26 EXE

( Jignificant Pay Items 11 Body Items [iew Items
UER ~ UNDER RUN LETTER ITEM UARIANCE EXPLANATION

FMOUEX
ITEM HUMBER: PROPOSAL LIME HUMBER:

ITEM MAME:

PROPOSAL FINAL UARIANCE UARIANCE
QUANTITY QUANTITY PERCENTAGE

<SPACE> FOR OTHER CHOICES

EXPLAMATION:
o]

EXTENDED SHOULDERS APPROX. 488 FT. ON BOTH E.B AND W.B TO ACCOMODATE
INPLAGE GONMDITIONS.

< Save > <«Cancel> <DeleteX
IT ESC TO EXIT
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On the Final Functions Screen 2 above arrow down to and highlight Backsheet O/U
Explanations> and press ENTER.. Thiswill bring you to Screen 8 below... with Change Order
highlighted on the top menu bar of screen 8..press ENTER... Highlight Edit Change Order off
pull down menu ...press ENTER.... Select the Change Order you want a description of and press
ENTER ... your explanation for the Change Order will automatically appear or “ pop in” the
Explanation or Reason for SA/CO/WO area of Screen 8 (shown below) based on the original
information you entered when you created the Change Order in the <Backsheet> option. Usethe
same procedure for Work Orders (Work Order 1 & 2 shown below in Screens9 & 10.)

SCREEN 8- Backsheet O/U Explanations (Change Order)

& CAARS26.EXE
hange Order [York Order Hupplemental Agreement
Low Sp NHumber: Contract Mumher: FMOUBSEX

Contractor
Location

aa1

Ex ion oy Reason for SA-COU0
SHANGE HMETHOD OF 4 EMENT FROM TON TO CU_Y¥D (LU

ITEM 2211 .587 AGG E BASE CLASS 6

< Save > <Do Mot Save>
ARROYW 11t THEM PRESS EMTER OR <ESC> TO EXIT

SCREEN 9- Backsheet O/U Explanations (Work Order # 1)

Y& CAARS26. EXE
HENFENGT RN 'ork Order Hupp

Low Sp Mumber: Contract Number: FNOUBSEZ
Contractor B
Location

Explanation or Reason for SA/CO-UO
GRADE DITCH TO PROUVIDE PROPER DRAINAGE

T

< Save > <Do Not Savel>
ARROW 1t THEN PRESE ENTER OR <ESC> TO ERIT
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SCREEN 10- Backsheet O/U Explanations (Work Order # 2)

15 CAARSZ6.EXE | O] x|
hange Order [York Order Hupplenental Agreement

Low 5p Humber: Contract Mumber: FHOUBSEX
Contractor 8
Location

Explanation or Reason for SA-CO0AU0
RECONSTRUCT MANHOLES TO FINISHED SIDEWALK GRADE

< Save > <Do Mot Save>

ARROM 1t THEN PRESS ENTER OR <ESC> TO EXIT

<Print O/U Letter> - On Screen 2 arrow down and highlight <Print O/U Letter > pressENTER

Thiswill bring you to Screen 11 below : CAARS will then give you a prompt message:

Do you want to print the A.D.E.Signature Page ?. . . Enter (Y/N)

If the O/U Report you are writing is required to be submitted to Contract Admin. Enter Y
If the O/U Report you are writing is for District purpose only you can answer Y or N

After you have madeyour Y or N choice CAARS will proceed to print out a complete O/U

letter ready for Signature (If asignatureisneeded)

SCREEN 11 - O/U Print Screen

& CAARS 26 EXE

Mo

<
<
<

<

<
<
<

{Backsheet 0-1l Explanations

es  lliew Items Mot Finaled

Low Sp Mu| Do you want to print the A.D.E. Signature Page?...Enter <(Y-N>
Contracto
Location

Print IRA's Print Out Finalized IRA's

Print Uoucher Print out Draft Final Uoucher
0-U0 Body Explanations Write Body Item Ouer-lUnder Run Reasons

Write Explanations for C.0.z, S.A.z and W.0.s
MISC. 0sU Explanation

Print O-U Letter

Write any Miscellanous QuersUnder Explanation
Print Ouer ~ Under Letter

Create Backup Create Final Backup For Central Office

>
>
>
>
>
T
>
>

Print out Final documents

it ESC to ERIT

Print Final Docs
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< Create Backup> -Thisis where you will create the final backup 3 ¥z inch floppy disk that you
will submit to Contract Administration along with the Draft Final VVoucher and the rest of your
Final Records.

<Print Final Docs> - Thisiswhere you will print the forms you will use for your final
Documentation submittal to the Office of Contract Administration. Shown below is Screen 12
which shows the 3 required forms. Examples of the Documentation Roster and the Summary
forms are shown complete with required documentation in the Documentation Requirements
section of thismanual. The Material Certification isnot submitted with the Final and must
be addressed with the District Materials Office. (Completed Summary & Roster isillustrated on
page 163 & 164 in the Documentation Requirements section.)

SCREEN 12 - Fina Documents (Forms) to be completed and submitted with final records.

"% CAARS 26 EXE
[ Mojdes Jliew Items Mot Finaled

Print out Final documents option
Low Sp Mumher: Contract NMumber: FM_FRTDC
Contractor 3
Location

< Summary > Print Final Documentation Submittal Form

< Roster > Print Final Roster Form

{Material Cert.> Print Final Material Certification Form

it Escape Esc to exit

END <FINAL> OPTION
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