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

http://www.dot.state.mn.us/safinance/
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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.

Detailed instructions on downloading the ActiveX is available by clicking on the menu option
“SAAS Manual”.


http://www.dot.state.mn.us/safinance/
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Click on “SAAS Reports”. You will be required to type in a password to access the system. If

you do not know the password, contact Candy Harding, 651-366-4891, Cindy Degener, 651-366-
4850, or Joan Peters 651-366-4886.
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Welcome to the State Aid Finance System Entry Page!

Developed by Mo/DOT Office of Information Technology

Note: These reports may not be available every other Thursday from noon to 1 p.m. for maintenance.

Please eater your password for this site and click the Log On batton,

Log On
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SAAS Web Reporting

(Functional / Business View)

Reports, Payments and Project Number Requests

State Aid County and Municipality Reparts

Federal Ald Projects and Agreement Reports
—_— T — Click on this menu option to request a
elegated Conbrac ToCess " aymen Bues
- = : DCP Payment
Federal Aid Agreement Payment Request

State Aid Project Number Reguest

Accountant/Task Force Address Reports

Log out of system

B Iressnet

SAAS Web Reporting

(Functional / Business View)

Delegated Contract Process Payment Request

Enter Co Muni Mumber, press tab to refresh,

Enter your 3 digit
Co Muni number
here, then press
the "Tab" key.

Co Muni Mumbeg:

Project Murmber:

Back
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SAAS Web Reporting

(Functional / Business View)

Delegated Contract Process Payment Request

Erter Co Muni Mumber, press tab to refresh.

o Muni Number: |027 Press the down
arrow to view
projects.Click on
a project to select.

Project Mumber: |027-030-002

|027-090-011
027-000-013

027-595-001
Back 027601035 Log out of system
027-603-031
027-603-033
027-603-034
027-603-036
027-605-022
027-619-017
027-661-025
027-661-034
027-666-014
027-673-008
027-701-013
027-716-003
027-753-010
027-753-011
027-753-012

SAAS Web Reporting

(Functional / Business View)

Delegated Contract Process Payment Request

Enter Co Muni Mumber, press tab to refresh,

Ca Muni Mumber: |027

Project Mumber: [RaEEEEIRIE

Click the "Next"

Back button tO Log out of system
request the DCP
payment




DCP Payment Request Guide

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

[;repared By: l:l (First, Last,‘[l E’hone Number; l:l:l:l]

vouchernbr:| | (Last voucher Nbr: 4) \{ Enter Preparer's Phone Number
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.

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

Work Completed Through Date: | September V‘

,[2010 ¥ Final voucher: O

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: | | $293,83s.00|

View Report

Back Back to the menu

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
|Enter your next Voucher Number

Last voucher processed by SAF
L]

(Voucher Nbr: ‘ w_ast Voucher Nbr: 4,‘1]

Retainage Percent: I:l 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 Nen-Prorated l:l

Work Completed Through Date: ‘SEDlember Vl, |2010 "l 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

2 | ‘ $11,538.DD‘

| 1 | ‘ $282,SUU.UU‘

Total: | | $293,838.00|

Back Back to the menu
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SAAS Web Reporting

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

Project Number: 027-090-004

preparedoy: | J(rirst,tas phonemumben | [ [ |

Enter retainage
Voucher Nbr: l:l (Last Voucher Nbr: 4) Percentage Ogr

Retainage Percent: | |0R Retainage Amount: | ‘ Amou nt (M USt be
*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated l:l bla n k or zero for
*Deductions/(Dis)Incentives, not prorated - adjust appropriate category. Flnal Req LleSt )

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

Work Completed Through Date: |Sememtrar "‘,|2010 Vl Final Voucher: []

Remarks: | |

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

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

| 1 | | $382,300.00 ‘

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

View Report

Back Back to the menu

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:I:l
Voucher Nbr: I:I (Last voucher Nbr: 4) If applicable enter
'
) ) the Maonetary
Retainage Percent: l:l OR Retainage Amount: |:|

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

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

appropriate category.

work Completed Through Date: [ September V‘,|2010 v Final voucher: [

Remark5:| |

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

Certified To Dt Amt

| 1 | ‘ $282,3nn.nn|

Cat # | Certified To Dt Amt ‘ Previous | Notes

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

View Report

Back Back to the menu
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SAAS Web Reporting

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

Project Number: 027-090-004

Preparedy:[ ewstiast) phonemumber[ [ T ]
Voucher Nbr: l:l (Last Voucher Nbr: 4)
Retainage Percent: l:l OR Retainage Amount: l:l
If applicable, enter
*Monetary Deductions/(Dis)Incentive Adjustment Amt: Prorated l:l the quU|dated

“*Deductions/(Dis)Incentives, not prorated - adjust appropriate category. Damages Amt the
'

E_\quidated Damages Amt: Prorated l:l Non-Prorated l:l amount may be

Prorated or

Work Completed Through Date: ‘SEDtemDer *’l, |2'}1" Vl Final Voucher: [] Non-Prorated. or
s

bath.

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 | ‘ $282,3DD.00‘

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

Back Back to the menu

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

*Deductions/{Dis)Incentives, not prorated - adjust appropriate categaory.

Enter the Work
Liquidated Damages Amt: Prorated l:l Non-Prorated l:l Completed
Through Date
using the drop
| downs. Check the

(Work Completed Through Date: ‘SEDtEmDEF Vl, |2'11'] Vl Final Voucher: [J

Remarks: | _ .
Final Voucher if
Enter all certified amounts including zero dollars. Do not use commas or dollar signs. this a final request.

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

2 | ‘ $11,538.DD‘

| 1 | ‘ $282,300.00‘

Total: | | $293,S38.DD|

Back Back to the menu
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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: l:l (Last Voucher Nbr: 4)

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

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

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

Work Completed Through Date:l v -,|2010 Vl Final voucher: [J Enter remarks you
[ ‘ ‘ wish to include on
femane the payment request

Enter all certified amounts including zero dallars. Do not use commas or dollar signs. (200 character ||mlt)

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

| 1 | | $282,300.00‘

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

Back Back to the menu

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:I:l
Voucher Nbr: I:l (Last Voucher Nbr: 4)

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

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

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

[2010 (%] Final Voucher: [

Work Completed Through Date: |

Remarks: ‘ |

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

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

|
| 1 ‘ $282,300.00‘

2 ‘ $11,538.00‘
Total: | $293,838.UU|

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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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 Partial or Final request. However, you need to check with your DSAE, he may require the
additional pages with your final payment request.

See the DCP Final Payment Request Sample Packet for guidance in preparing the final submittal
packet.

http://www.dot.state.mn.us/stateaid/ProjDeliv/dcp/FinalPaymentRequestSamplePacket.pdf



http://www.dot.state.mn.us/stateaid/ProjDeliv/dcp/FinalPaymentRequestSamplePacket.pdf
http://www.dot.state.mn.us/stateaid/ProjDeliv/dcp/FinalPaymentRequestSamplePacket.pdf
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