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SAAS - DCP Payment Request Guide

Access the State Aid Accounting System (SAAS) by going to the State Aid Finance Website.

m DEPARTMENT O‘F
TRANSPORTATION

State Aid Finance

Home

Home  Accounting Manual Forms & Resolutions Payment Request  Resources | SAAS Reports  Worksheet & Applications  Contact Us

What we do A fi
State Aid Finance provides support and reas or | nte re St
guidance to cities and counties for
accounting and finance, We work with Popu Iar Iinks
MnDOT's State Aid Division, Minnesota's What's new
Federal Highway Administration, Legislative e ® Welcome to the newly redesigned State Aid
Audit, and city and county accountants and e Advances Finance website! - March 10, 2017
engineers. e Apportionments
e County Resources
® DCP Processin,
Site search ® Disaster Information
o State Ald Finance Search e Funding Eligibility & Information
& Local Agency Bond Information
e State Aid Payment Request (Excel, 50 KB)
. ® Training Information
Questions?

Lock up someone in cur staff directory or

search by area. State Aid links
e State Aid for Local Transportation
e State Aid Manual
e State Aid E-Scene

Click on SAAS Reports and click on “Application” link

m DEPARTMENT OF
TRANSPORTATION

State Aid Finance

State Aid Accounting System

| Sa——
Home AccountingManual Forms & Resolutions  Payment Request Resources | SAASReports | Worksheet & Applications ~ Contact Us

State Aid Accounting System (SAAS)

Application & information

® Application
& SAAS Manual (PDF, 8 MB) - updated 3/15/10

@ SAAS Report Project Update (PowerPoint, 2 MB)

Crystal Reports installation instructions for Internet
Explorer 9

1. Make sure you have administrative rights to your computer, otherwise your IT department must
install
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SAAS - DCP Payment Request Guide

If you have never accessed the SAAS before, the system will automatically download the Crystal

Reports ActiveX component. Once the software has been installed, you should be able to access the
reports.

You will be required to type in a password to access the system. If you do not know the password
contact the State Aid Finance staff.

"?.»“‘"ES% 3 PRinnesela Pepatment of iome | Ao MNDOT | Do & | Geng Avound | sii‘
H iome out Mn/ oing Business etting un
itbj Transportation (i)

Mn/DOT Ato Z | Contact | Simple Search | Advanced Search | §8)

State Aid System
Home User Name{saasrpts
Contact Us Password|

Authentication Type|Enterprise
Troubleshooting Tips Log In
Log Off

State Aid Finance Home Page
Note: These reports may not be available every other Thursday from noon to 1 p.m. for maintenance.
Ifyou are having difficulty using the SAAS Report forms with the Google Chrome browser, try using Intemet Explorer —or- download and complete the request form and send to you DSAE.

Ifyou are having difficulty using the SAAS Report forms, it may be that your browser pop up blacker is enabled.Please read this pop up blockers document for further information.

‘e having difficulty using this form for requesting a State Aid Project Number, you may downioad and complete the SALT Request for State Aid Project Number form and send to your DSAE to make the request.

A8 2 | Gatting Areund | About MADOT | Dislaimer and legal | Deing Business | Contact MDOT | News Reom | 511 Traveler Senvics | Carasrs/Jobs [Northstar | Governar's Sta

Click on “Delegated Contract Process (DCP) Payment Request” link

S mn, PPinncsota Depintiment of e | Aoout DO | Do P 'é.;.ie
itbﬂransportatlon ° oo (ST
R

"OF TREY Mn/DOT A to Z | Contact | Simpie Search | Advanced Search | #8)

Home SAAS Web Reporting
Contact Us Reports, Payments, and Project Number Requests

‘Troubleshooting Tips State Aid County and Municipality Reports

Log Off

Federal Aid Projects and Agreement Reports

Delegated Contract Process(DCP) Payment Request e

Federal Aid Agreement Payment Request
State Aid Project Number Request

AccountantTask Force Address Reports

Enter your three digit county municipal number then press the tab key

SAAS Web Reporting

{Functional / Business View)

Delegated Contract Process Payment Request

Enter Co Muni Mumber, press tab to refresh.

Co Muni Mumbe : Enter yOUI' 3 d|g|t

ProjectNumber: CO Munl number

here, then press
the "Tab" key.

Back
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SAAS - DCP Payment Request Guide

Press the down arrow to view projects.

SAAS Web Reporting

{Functional / Business View)

Delegated Contract Process Payment Request

Enter Co Muni Mumber, press tab to refresh,

Co Muni Mumber: PreSS the dOWI‘]
_ arrow to view
Project Wurnber; | 027-090-002 1w

027080002 projects.Click on
Mext |027-030-004 | .
| a project to select.

027-090-011
027-090-013
027-535-001
Back 027-601-035 Log out of system
027-603-031
027-603-033
027-603-034
027-603-036
027-605-022
027619017
027-661-028
027-661-034
027-666-014
027-673-008
027701013
027-716-003
027-753-010
027-753-011
027-753-012

Click on a project to select then select the next button.

SAAS Web Reporting

{Functional / Business View)

Delegated Contract Process Payment Request

Enter Co Muni Mumber, press tab to refresh.

Co Muni Number:

Project Mumber: [UEEEnEE

Click the "Next"

Back button tD Log out of system
request the DCP
payment
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SAAS - DCP Payment Request Guide

Enter preparer’s first name, last name and phone number.

SAAS Web Reporting

Delegated Contract Process Payment Request

Do not use commas or dollar signs. Enter Preparerls FirSt
and Last Name

Project Number: 027-090-004

E’repared By: l:l (First, Last)][Phune MNumber: l:l:l:l]

Vouchernbr:| | (Last Voucher Nbr: 4) \{ Enter Preparer's Phone Number
Retainage Percent: |:| OR Retainage Amount: l:l

*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated l:l

*Deductions/(Dis)Incentives, not prorated - adjust appropriate category.

Liquidated Damages Amt: Prorated I:I Non-Prorated I:I

Work Completed Through Date: |5eDthDer ~ ‘ , | 2010 Vl Final voucher: []

Remarks:| ‘

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

Cat # Certified To Dt Amt Previous Notes
Certified To Dt Amt

1 ‘ ‘ $262,300.00 |

| 2 ‘ ‘ $11,538.Uu|
| Total: | | $293,838.UU‘

View Report

Enter your next Voucher Number (Last Voucher Nbr: 4)

SAAS Web Reporting

Delegated Contract Process Payment Request
Do not use commas or dollar signs.

Project Number: 027-090-004

Prepared By: l:l (First, Last) PhoPe Number: l:l:l:l
e |Enter your next Voucher Number
(\foucher Nbr: ‘ [Last Voucher Nbr: 4)]

~—— || ast voucher processed by SAF
[ ]

Retainage Percent: I:I OR Retainage Amount:
*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated l:l

*Deductions/(Dis)Incentives, not prorated - adjust appropriate category.

Liquidated Damages Amt: Prorated l:l Non-Prorated l:l

Work Completed Through Date: | September Vl, ‘2010 "l Final voucher: [J

Remarks: | |

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

Cat # Certified To Dt Amt Previous Notes
Certified To Dt Amt

2 | ‘ $11,538.uu|

| 1 | ‘ $282,300.00|

Total: ‘ | $293,838.UU|

View Report

Back Back to the menu

Page 5 of 10



SAAS - DCP Payment Request Guide

Enter “Retainage Percent” OR “Retainage Amount” (must be blank or zero for Final Request)

SAAS Web Reporting

Delegated Contract Process Payment Request
Do not use commas or dollar signs.

Project Number: 027-090-004

preparedoy:[ st tasn pronenumpen[ [ [

Voucher Nbr: l:l (Last Voucher Nbr: 4) Egtire;?;aglgaogre

Retainage Percent: ‘ ‘ OR Retainage Amount: | | Amou nt (M uSt be
“Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated I:l blank or zero for
*Deductions/(Dis)Incentives, not prorated - adjust appropriate category. FI nal Request )

Liquidated Damages Amt: Prorated l:l Non-Prorated I:l
Work Completed Through Date: Final Voucher: []

Remarks: ‘

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

Cat # Certified To Dt Amt Previous Notes
Certified To Dt Amt

1 $282,300.00
‘ 2 ‘ | $11,538.UU‘
‘ Total: | ‘ $293,838.00 |

Back Back to the menu

If applicable, enter the “Monetary Deductions/(Dis)Incentive Adjustment Amount,” if this is not

prorated adjust the appropriate category.

SAAS Web Reporting

Delegated Contract Process Payment Request
Do not use commas or dollar signs.

Project Number: 027-090-004

Prepared By: I:l (First, Last) Phone Number: I:I:I:|

Voucher Nbr: I:l (Last voucher Nbr: 4) If applicable enter
the Monetary

Retainage Percent: l:l OR Retainage Amount: l:l

Deductions/
*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated (DI.S)lnCEntIVe
“Deductions/(Dis)Incentives, not prorated - adjust appropriate category. Adjustment Amount,

if this amount is not

Liquidated Damages Amt: Prorated l:l Non-Prorated l:l prorated adjust the

Remarks: | ‘

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

Work Completed Through Date: , Final voucher: [] approprlate category.

Cat # Certified To Dt Amt Previous Notes
Certified To Dt Amt

2 | ‘ $11,538.00 |

‘ 1 | ‘ $282,3uu.uu|
‘ Total: ‘ | $293,a3s.uu‘

Back Back to the menu
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SAAS - DCP Payment Request Guide

If applicable, enter the “Liquidated Damage Amount,” the amount may be “Prorated” or “Non-

Prorated,” or both.

SAAS Web Reporting

Delegated Contract Process Payment Request
Do not use commas or dollar signs.

Project Number: 027-090-004

Prepared By: l:l (First, Last) Phone Number: l:l:l:l
Voucher Nbr: l:l (Last Voucher Nbr: 4)

Retainage Percent; l:l OR Retainage Amount: l:l
*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated l:l

*Deductions/(Dis)Incentives, not prorated - adjust appropriate category.

(L\qu\dated Damages Amt: Prorated l:l Mon-Prorated l:l
Waork Completed Through Date: Final Voucher: [

Remarks: | |

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

If applicable, enter
the Liquidated
Damages Amt, the
amount may be
Prorated or
Non-Prorated, or
both.

Certified To Dt Amt

Cat # | Certified To Dt Amt | Previous ‘ Notes

2 | | $11,53s.00‘

‘ 1 | | $292,3un.nu‘

Total: | | $293,838.00|

Back Back to the menu

Enter the “Work Completed Through Date” using the drop downs. Check the Final Voucher if this is a

final request.

SAAS Web Reporting

Delegated Contract Process Payment Request

Do not use commas or dollar signs.

Project Number: 027-090-004

Prepared By: l:l (First, Last) Phone Number; I:I:l:l
Voucher Nbr; I:l (Last voucher Nbr: 4)

Retainage Percent: I:l OR Retainage Amount: l:l
*Monetary Daductions/(Dis)Incentive Adjustment Amt: Prorated I:l

*Deductions/(Dis)Incentives, not prorated - adjust appropriate category.

Liguidated Damages Amt: Prorated I:l Non-Prorated I:l

(Wcrk Completed Through Date: ‘Semember \", |2EHU "‘ Final Voucher: [

Remarks: | |

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

Enter the Work
Completed
Through Date
using the drop
downs. Check the
Final Voucher if
this a final request.

Certified To Dt Amt

Cat # Certified To Dt Amt Previous Notes

1 $282,300.00

‘ 2 | | $11,538.DD‘

‘ Total: | | $293,838.00|

View Report

Back Back to the menu
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SAAS - DCP Payment Request Guide

Enter remarks you wish to include on the payment request (200 character limit)

SAAS Web Reporting

Delegated Contract Process Payment Request
Do not use commas or dollar signs.

Project Number: 027-090-004

Prepared By: I:l (First, Last) Phone Number: I:I:I:l
Voucher Nbr: I:l (Last Voucher Nbr: 4)

Retainage Percent: |:| OR Retainage Amount: l:l
*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated |:|

=Deductions/(Dis)Incentives, not prorated - adjust appropriate category.

Liguidated Damages Amt: Prorated l:l Non-Prorated |:|

Waork Completed Through Date: , Final voucher: [] Enter remarkS you
wish to include on

[Re'"a“s’| | the payment request
Enter all certified amounts including zero dallars. Do not use commas or dollar signs. (200 character |Imlt)

Cat # Certified To Dt Amt Previous Notes
Certified To Dt Amt

‘ 1 ‘ | $282,300.00|

2 ‘ | $11,538.00|
Total: | | $293,838.DD|

Back Back to the menu

Enter “Certified to Date Amounts” for each category. Total should equal the total certified on your

documentation. Click on “View Report” when all fields have been entered.

SAAS Web Reporting

Delegated Contract Process Payment Request
Do not use commas or dollar signs.

Project Number: 027-090-004

Prepared By: l:l (First, Last) Phone Number: l:l:l:l
Voucher Nbr: I:I {Last Voucher Nbr: 4)

Retainage Percent: I:I OR Retainage Amount: I:I
*Monetary Deductions/{Dis)Incentive Adjustment Amt: Prarated I:I

*Deductions/(Dis)Incentives, not prorated - adjust appropriate category.

Liquidated Damages Amt: Prorated I:| MNon-Prorated l:l
Waork Completed Through Date: , Final Voucher: []

Remarks: ‘ ‘

Enter all certified amounts including zero dollars. Do not use commas or dollar signs.

Cat # | Certified To Dt Amt Previous Notes
Certified To Dt Amt

1 | $282,300.00 ‘

‘ 2 | ‘ $11,538.00 ‘
‘ Total: | $293,838.00|

Enter Certified to Date Amounts for each catagory.
Total should equal the total certified on your
documentation. Click "View Report” when all fields

have been entered.
Back Back to the menu
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SAAS - DCP Payment Request Guide

The following pages show examples of a Partial and Final Payment Request. Sign and send the

request along with the supporting documentation as instructed on the Partial or Final Request.

State Aid Finance does not need the additional payment detail report pages that are printed with the

However, you need to check with your DSAE, he may require the additional

pages with your final payment request.

Partial or Final request.

See the DCP Final Payment Request Sample Packet (PDF) for guidance in preparing the final submittal

packet.
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