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Add Contract Vendor Assets 

Preconditions – when using Generic assets:  
• Generic Equipment, Generic Personnel, and Generic Staff must have entries (maintained by 

SYSADMIN or ADMIN in Central Office);  
• Vendor Ref Data – Assets must be assigned, entries (maintained by SYSADMIN or ADMIN in 

Central Office) 

Preconditions – when using Contractor Specific Assets 
• Contractor must supply asset list to MnDOT 
• Vendor Ref Data – Assets must be assigned, entries (maintained by SYSADMIN or ADMIN in 

Central Office) 

Add Contract Vendor Assets 
Regardless of use of generic assets or Contractor specific assets, the process shown below is the same. 

In Construction Component, select Contract Vendor Assets>select your contract 

 

If you don’t have the Construction Component, your role most likely has just the Contract Vendor Assets 
component.  

Click on the action arrow for your contract. Then select Open Equipment. 
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The Equipment will open with a blank line, it is okay to click the red X to delete this. 

Click on the action arrow next to the new button, and click Select Vendor Equipment 

 

The following modal will appear: 

 

Enter an effective date and status (Active).  If you do not add Effective Date and Status on this screen, 
you will need to either use range-fill to add this information, or add it to each asset individually. 

Place your cursor in the search box and hit enter. 
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You may select individual pieces of equipment by clicking on the equipment, or you can click on All 
below the search box to select all. 

 

Be sure to click on Add to Contract Vendor after selection is made. Note, number of items selected are 
shown. 

 

After items are added, you must click save button at top of page. 
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The process is the same for Personnel and Staff. 

• Personnel – generally people who are paid hourly and show on payrolls. 
• Staff – generally people who are either salaried, or managerial in nature, don’t show on contract 

payrolls. 

 

Adhoc asset entry: 

On desired asset tab (for this example I will use Staff), click on New. 

 

A blank line will be available for use at the bottom of other assets (if applicable.) 

Enter in Staff Description (required field) and Effective date and Status (required if you want to be able 
to use on DWR. Then click on Save. 

 

There is no validation between Construction and CRL regarding personnel shown here, in DWRs, or 
payrolls. 
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