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Available Reports for Inspector Role 
(This list may change as new custom reports are created) 

• Contract Time Report 
• Daily Diary Report 
• DWR Report 
• Item Posting by Item 
• Items with Unpaid Placed Quantities 
• MN Contract List by Subcontractor 
• MN DWR Contractor Report 
• MN Final Documentation Submittal 
• MN Item History To Date Report 
• MN Payment Estimate 
• Month End Trucking Report– Not Available at this time 
• Outstanding Contract Item List Report – Not Available until AASHTOWare Materials is Active 
• Sample Label – Not Available until AASHTOWare Materials is Active 
• Stockpile Summary Report 
• Subcontract Listing 
• Test Results Report– Not Available until AASHTOWare Materials is Active 
• Wage Decision Modification Report 
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Available Reports for Chief Inspector Role 
(This list may change as new custom reports are created) 

• Contract Time Report 
• Daily Diary Report 
• DWR Report 
• Item Posting by Item 
• Items with Unpaid Placed Quantities 
• MN Change Order Document 
• MN Contract List By Subcontractor 
• MN DWR Contractor Report 
• MN Final Documentation Submittal 
• MN Final Overrun/Underrun 
• MN Item History To Date Report 
• MN Payment Estimate 
• MN Project Items Report 
• MN Project/Category Spending 
• Month End Trucking Report– Not Available at this time 
• Outstanding Contract Item List Report – Not Available until AASHTOWare Materials is Active 
• Payment Estimate Project Report 
• Payment Estimate Report 
• Sample Label – Not Available until AASHTOWare Materials is Active 
• Stockpile Summary Report 
• Subcontract Listing 
• Test Results Report– Not Available until AASHTOWare Materials is Active 
• Wage Decision Modification Report 
• Weekly Report of Time Charges 
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Available Reports for Project Engineer/Supervisor Role 
(This list may change as new custom reports are created) 

• Contract Time Report 
• Daily Diary Report 
• DWR Report 
• Facility Authority History Report– Not Available until AASHTOWare Materials is Active 
• Insufficient Materials Report– Not Available until AASHTOWare Materials is Active 
• Item Posting by Item 
• Items with Unpaid Placed Quantities 
• MN Certificate of Final Acceptance 
• MN Change Order Document 
• MN Contract List by Subcontractor 
• MN DWR Contractor Report 
• MN Final Documentation Submittal 
• MN Final Overrun/Underrun 
• MN Item History To Date Report 
• MN Payment Estimate 
• MN Project Items Report 
• MN Project/Category Spending 
• Outstanding Contract Item List Report – Not Available until AASHTOWare Materials is Active 
• Payment Estimate Project Report 
• Payment Estimate Report 
• Payment Estimate Summary by Project 
• Sample Label – Not Available until AASHTOWare Materials is Active 
• Source Authority History Report– Not Available until AASHTOWare Materials is Active 
• Stockpile Summary Report 
• Subcontract Listing 
• Test Results Report– Not Available until AASHTOWare Materials is Active 
• User Contract Authority History 
• Wage Decision Modification Report 
• Weekly Report of Time Charges 

  



 

AASHTOWare Reports for Construction roles  7 | P a g e  

AASHTOWARE REPORTS 

Available Reports for Office Manager Role 
(This list may change as new custom reports are created) 

• Contract Employment Data Report 
• Contract Payment Report 
• Contract Time Report 
• Contractor Vendor Employment Data Report 
• Daily Diary Report 
• DWR Report 
• Item Posting by Item 
• Items with Unpaid Placed Quantities 
• Maximum Hours a Day Exception Report, XLS 
• MN Certificate of Final Acceptance 
• MN Change Order Document 
• MN DWR Contractor Report 
• MN Final Documentation Submittal 
• MN Final Overrun/Underrun 
• MN Item History To Date Report 
• MN Payment Estimate 
• MN Project/Category Spending 
• OCR OJT Trainees by Contract 
• OJT by Contract and Trade Category Report 
• OJT Employment Information Report 
• Payment Estimate Report 
• Payroll Exception Report  
• Payroll Summary 
• Payroll Summary for Office Managers  
• Subcontract Listing 
• Subcontract Payment Report 
• User Contract Authority History 
• Wage Decision Modification Report 
• Weekly Report of Time Charges 
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How to Generate a Report 
You can generate reports from any page in the system by clicking the Actions menu on the Menu Bar 
and then clicking Generate Report. 

 

 

Select the Report you would like to generate.  A green checkmark will show the report selected. 
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Report Settings: 

Generating a report is a 5 step process.  To advance to the next step, or to go back and forth between 
steps, select the drop down arrow next to Settings on the left side of the selection modal or use the 
forward and back arrows on the right corner of the selection modal. 

 

 

Select Data: 

After selecting the report, you will have to select your data.  The system displays a Quick Find search box 
for locating the appropriate type of data for the report. Type criteria in the Quick Find search box. The 
system displays a list of all the records in the system that match your search criteria. Select the records 
you want to include in the report. If you want to select all records that match your search criteria, do not 
click the Select: All option.  Click each record individually. 
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Select Parameters: 

When you generate a report, you may need to choose parameter settings in order for the system to 
generate the report properly. Parameter options are displayed on the Generate Report component 
when you select Set Parameters from the Settings menu on the component subheader. Optionally, you 
can modify output settings by selecting Output Options from the Settings menu on the component 
subheader. 

 

Output Options: 

The following output options are available for reports: 

Report Output Type: Choose whether you want to generate the report in PDF or HTML format, or 
download the report as a PDF file. If you are using Microsoft Edge and you want the report in PDF 
format, you must download the PDF file rather than generating it directly in the web browser. 

Report Layout Source: Select the type of report layout template you want to use:  

Base Select this option to use the system's base layout for this report. 
Custom Select this option to use your agency's custom layout for this report. This is the 

default option. If you choose this option and there are no reports stored in the 
Custom component, the system uses the base layout for your report. 

Test Select this option if the report format you want to use is currently being customized 
(and therefore stored in the test area of your Web server). If you choose this option 
and there are no reports stored in the test area, the system uses your agency's 
custom layout for your report, and if no reports are stored there, then the base 
layout is used. 
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Contract Employment Data Report 
Roles: OM 

The Contract Employment Data Report summarizes the project employment data required by the 
federal government from contractors working on state projects that receive federal and non-federal aid. 

This report includes information for all the vendors working on the selected contract and includes the 
job category, total employment, total minorities, breakdown of ethnic group, apprentices, and on-the-
job trainees. You can choose to organize the resulting detail by hour count or person count. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Contract Employment Data Report 
2 of 5 Select Data Contract #, 
3 of 5 Set Parameters Start Date, End Date, Project Funding, Result Detail** 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Contract Employment Data Report 
**Result Detail: Hour Count or Person Count 
 

 

 

Contract Payment Report 
Roles: OM 

The Contract Payment Report lists all the payments that have been made for a contract, but can be 
generated before any payments have been made. Information in this report includes: payments made 
by the agency to the prime contractor; payments made by the prime contractor to subcontractors, 
suppliers and other vendors; and payments made by subcontractors to other subcontractors, suppliers 
and other vendors. The report is automatically generated and displayed during the process of signing 
contract payments in Civil Rights & Labor. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Contract Payment Report 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Contract Payment Report 
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Contract Time Report 
Roles: Insp, Chief, PE/PS, OM 
 
The Contract Time Report summarizes information about each time record in a contract. For each 
contract time record, the report presents the contract, time type and unit, rates for incentives and 
liquidated damages, time start and other applicable dates, extended total amount applied, and estimate 
charges that have been made to date. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Contract Time Report 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Contract Time Report 

 

 

Contract Vendor Employment Data Report 
Roles: OM 

The Contract Vendor Employment Data Report summarizes the project employment data required by 
the federal government from contractors working on state projects that receive federal and non-federal 
aid. 

Information in the report includes the job category, total employment, total minorities, break down of 
ethnic group, apprentices, and On The Job trainees. You can choose to organize the resulting detail by 
hour count or person count. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Contract Time Report 
2 of 5 Select Data Contract #, Vendor # and Name 
3 of 5 Set Parameters Start Date, End Date, Project Funding, Result Detail** 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Contract Vendor Employment Data Report 
**Result Detail: Hour Count or Person Count 
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Daily Diary Report 
Roles: Insp, Chief, PE/PS, OM 
 
The Daily Diary Report lists information from one or more selected daily diaries, including the date, 
weather, and location, and the name of the prime contractor and whether or not the contractor worked 
on that day. The report also provides totals for contract time, which varies depending on whether the 
main contract time is Available Time, Calendar Time, or Completion Date. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Daily Diary Report 
2 of 5 Select Data Contract #, Diary Date 
3 of 5 Set Parameters No parameters for this report 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Daily Diary Report 

 

 

DWR Report 
Roles: Insp, Chief, PE/PS, OM 
 
The DWR Report contains all the general information recorded in a single daily work report (DWR), 
including items, quantities, and force account details. Subreports can optionally be generated for 
remarks; contract times; contractor staff, personnel, and equipment; agency staff; and attachments in 
the DWR. You can generate reports for multiple DWRs created by multiple inspectors for different date 
ranges. When multiple reports are generated, each DWR is separated by a page break. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report DWR Report 
2 of 5 Select Data Contract #, DWR Date 
3 of 5 Set Parameters Show Remarks (checked) 

Show Contract times (checked) 
Show Contractor Staff (unchecked) 
Show Contractor Personnel (unchecked) 
Show Contractor Equipment (unchecked) 
Show Agency Staff (unchecked) 
Show Attachments (checked) 

4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample DWR Report 
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Item Posting by Item 
Roles: Insp, Chief, PE/PS, OM 
 
The Item Posting by Item report contains summary information for the specified contract items, as well 
as the list of all item postings within a specified time frame for a work item. The top of the report 
contains general information about the item from the contract (for example, description, quantities, and 
unit price). The remainder of the report is a listing of information from each item posting within the 
specified time frame which includes the DWR date, creator, approved quantity, quantity posted to date, 
quantity authorized for payment, quantity paid to date, pending change order quantity, pending change 
order amount, stationing, agency view information, attachments, comments, and attention flags. 
Reports can be generated for multiple work items at the same time. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Item Posting by Item 
2 of 5 Select Data Contract #, Line Items 
3 of 5 Set Parameters Start Date, End Date** 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Item Posting by Item Report 
**Leaving the date fields blank will generate the report for the entire project to date 
 
 

Items with Unpaid Placed Quantities 
Roles: Insp, Chief, PE/PS, OM 
 
The Items with Unpaid Placed Quantities report lists all of the items in a contract that have been used in 
construction and posted on a DWR, but have not yet been included in a payment estimate. The report 
includes unpaid item quantities and unpaid dollar amounts. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Items with Unpaid Placed Quantities  
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Items with Unpaid Placed Quantities Report 
 

 



 

AASHTOWare Reports for Construction roles  15 | P a g e  

AASHTOWARE REPORTS 

Maximum Hours a Day Report, XLS 
Roles: OM 

The Maximum Hours a Day Report is a custom report set up to check an employee across multiple 
contracts for a given pay period to verify payroll exceptions which identify a vendor using an employee 
on multiple payrolls.   This report shows straight time, overtime hours, contract numbers and vendors 
for an employee on a specified date. 

Selecting the Maximum Hours a Day XLS report will generate the report in an XLS format. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Maximum Hours a Day Report  
2 of 5 Select Data Contract # 
3 of 5 Set Parameters Employee Start Date, End Date, Employee First Name, Last Name 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Maximum Hours a Day Report  
 

 

MN Certificate of Final Acceptance 
Roles: Chief, PE/PS, OM 

The MN Certificate of Final Acceptance should be generated and included with the Final Estimate.  This 
report auto populates header information about the contract and includes signature blocks for the 
Contractor, MnDOT Project Engineer/Supervisor, and the MnDOT District Engineer. This document is a 
requirement for MnDOT SPEC 1516.4 and is included in the Special Contract Requirements File of the 
final package to OCIC. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Certificate of Final Acceptance  
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Certificate of Final Acceptance 
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MN Change Order Document 
Roles: Chief, PE/PS, OM 

The MN Change Order Document contains all of the information about the selected change order, 
including descriptions of the changes, contract and project line-item details for each change, and any 
recorded explanations. The document includes detailed information about item quantity increases and 
decreases, new items, time adjustments, change order dollar amounts, and approvals. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Change Order Document  
2 of 5 Select Data Contract #, CO Num 
3 of 5 Set Parameters Check if Attachments, Attachment name 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Change Order Document 

 

 

MN Contract List by Subcontractor Report 
Roles: Insp, Chief 
 
The MN Contract List by Subcontractor report lists all the subcontracts currently assigned to a selected 
vendor. For each subcontract listed, information in this report includes the Contract ID, Subcontract 
Number, Parent Subcontract Number, Subcontract Type, Work Class, Consent Date, and Total 
Subcontract Extended Amount. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Contract List by Subcontractor 
2 of 5 Select Data Vendor Short Name 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Contract List by Subcontractor Report 
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MN DWR Contractor Report 
Roles: Insp, Chief, PE/PS, OM 
 
The MN DWR Contractor Report shows, at-a-glance, which contractors were onsite (as recorded on 
DWRs) for a week.  This report can be used for payroll verification.  This report can be generate for all 
contracts, regardless of contract time type. The report includes a list of contractors on the project and 
hours worked for each day of the week. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN DWR Contractor Report 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters End Date  

(The week end date for the report is required. It must be a Saturday) 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN DWR Contractor Report 
 

 

MN Final Documentation Submittal 
Roles: PE/PS, Chief, Insp, OM 
 
The MN Final Documentation Submittal Form is a report to be included with the final package to show 
supporting documentation location.  This report can be run at any time, but the prerequisite to submit 
with the final is that documentation location for each item is entered in the Comments field of the 
Contract Item. 
 
Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Final Documentation Submittal  
2 of 5 Select Data Contract # 

3 of 5 Set Parameters 
Paper, Electronic, In ProjectWise, Path 
name, In eDIGS, DWR attachments 

4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Final Documentation Submittal Report 
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MN Final Overrun/Underrun 
Roles: Chief, PE/PS, OM 

The MN Final Overrun/Underrun report is required on Contracts designated as FAP, MAP, FFO, or SAFO 
projects.  This report indicates overruns/underruns of Major Contract Items in excess of 25% of the 
original contract quantity and lists all Change Orders on the Contract.  This report is included in the 
Miscellaneous File of the final package. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Final Overrun/Underrun 
2 of 5 Select Data Contract # 

3 of 5 Set Parameters 
No Major Contract Items or No Significant 
Overrun or Underrun of Major Items  

4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Final Overrun/Underrun Report 

 

 

MN Item History to Date Report 
Roles: Insp, Chief, PE/PS, OM 
 
The MN Item History to Date report contains detailed information about the current status of a work 
item, including the quantity posted to date, the amount paid to date, and whether the work item has 
been completed. For each contract item selected, the report lists details about the item, associated 
projects and categories, contractors, DWR item postings, payment estimates, change orders that modify 
the item, and any remaining stockpile amounts. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Item History To Date Report 
2 of 5 Select Data Contract #, Line Items 
3 of 5 Set Parameters No parameters for this report 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Item History to Date Report 
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MN Payment Estimate 
Roles: Insp, Chief, PE/PS, OM 
 
The MN Payment Estimate Report is the report submitted to MnDOT Office of Finance for processing 
payment estimates to the prime contractor.  This report lists information about a payment estimate for 
a contract project, including the voucher number, current project amount, and project percent 
complete. The report lists totals for the value of work certified to date, previous work certified to date, 
value of work certified this payment estimate, along with detailed subtotals for contract items, payment 
item adjustments, and change order items and summary. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Payment Estimate Report 
2 of 5 Select Data Contract #, Payment Estimate Number 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Payment Estimate Report 
 

 

MN Project Items Report 
Roles: Chief, PE/PS 

The MN Project Items Report is a custom report that shows the items for each Element ID/Category for 
a Contract.  The report lists the project line number, contract line number, reference ID, description, 
unit, and contract quantity for each item within each Element ID/Category. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Project Items Report 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Project Items Report  
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MN Project/Category Spending Report 
Roles: Chief, PE/PS, OM 

The MN Project Items Report is a custom report that shows the available funding information for each 
Element ID/Category on a Contract.  The report lists the value of work certified to date included on 
payment estimates, total funds encumbered, funds remaining, and percentage of the funds spent for 
each item within each Project ID/Category. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report MN Project Items Report 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample MN Project/Category Spending Report  
 

 

 

OCR OJT Trainees by Contract Report 
Roles: OM 

The OCR OJT Trainees by Contract report is a custom report to verify reimbursement of OJTs for a 
particular contract. This report selects only employees who have been approved into the OJT program.  
Information is based on certified payroll and includes straight time, overtime, total hours and labor 
classification for approved OJT employees. 

See CRL guide for OCR OJT Trainees on the Construction Office managers website for more information: 
http://ihub/construction/officemgrs/docs/crl-guide-ocr-ojt-trainee-report.pdf 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report OCR OJT Trainees by Contract Report 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters Start Date, End Date, Payroll Phase* 
4 of 5 Output Options Report will generate as XLS spreadsheet 
5 of 5 Schedule Report  

*OCR recommends selecting ALL payrolls 
**Sample report will not be shown due to sensitive employee data 

 

http://ihub/construction/officemgrs/docs/crl-guide-ocr-ojt-trainee-report.pdf
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OJT by Contract and Trade Category Report 
Roles: OM 

The OJT by Contract & Trade Category report provides information about trainees that have been 
approved on projects or to contractors, and is used to evaluate trainees' progression within the OJT 
program. Information in the report is sorted by project and the trade in which the trainee worked. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report OJT by Contract and Trade Category Report 
2 of 5 Select Data Last Name, First Name 
3 of 5 Set Parameters Hide Sensitive Data, Only Report on Approved Payrolls 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample OJT by Contract and Trade Category Report 

 

 

 

OJT Employment Information Report 
Roles: OM 

The OJT Employment Information Report presents general and work history information for an 
employee for the purpose of determining whether he or she is qualified for enrollment in an OJT 
program. The report also lists any other OJT programs in which the employee is currently enrolled. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report OJT Employment Information Report 
2 of 5 Select Data Last Name, First Name 

3 of 5 Set Parameters 
Hide Sensitive Data, Only Report on Approved Payrolls, 
Start Date, End Date 

4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample OJT Employment Information Report  
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Payment Estimate Project Report 
Roles: Chief, PE/PS 

The Payment Estimate by Project Report lists detailed payment information for the current payment 
estimate, the previous payment estimate, and the total for all payment estimates for the selected 
project. The report lists quantities and amounts paid in the estimate for line items and line item 
adjustments. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Payment Estimate Project Report 
2 of 5 Select Data Contract #, Payment Estimate #, Project # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Payment Estimate Project Report 

 

 

Payment Estimate Report 
Roles: Chief, PE/PS, OM 

The Payment Estimate Report lists information about a payment estimate for a contract, including the 
prime contractor, current contract amount, and contract percent complete. The report lists totals for 
the previous payment estimate, the current payment estimate, and all payment estimates on the 
contract, along with detailed subtotals for retainage, incentive, disincentive, liquidated damage, and 
other payment estimate amounts. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Payment Estimate Report 
2 of 5 Select Data Contract #, Payment Estimate # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Payment Estimate Report  
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Payment Estimate Summary by Project Report 
Roles: PE/PS 

The Payment Estimate Summary by Project Report lists detailed payment information for the current 
payment estimate, the previous payment estimate, and the total for all payment estimates for the 
project. The report lists quantities and amounts paid in the estimate for line items and line item 
adjustments. 

The Payment Estimate Summary by Project Report can be generated as a historical report whenever a 
payment estimate is approved, or you can generate it for a specific payment estimate as needed. 
Historical reports are generated and attached as a PDF file to a record in the  

The Payment Estimate Summary by Project Report is available from the component Actions menu on 
the Contract Progress Summary and the Contract Administration Summary. You can also generate any 
report on any page in the system by selecting Generate Report from the Actions menu on the Menu 
Bar. 

If you generate this report for a payment estimate that is not yet approved, the system automatically 
includes a "Draft" watermark on all pages of the report. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Payment Estimate Summary by Project Report 
2 of 5 Select Data Contract #, Payment Estimate # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Payment Estimate Summary by Project Report  
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Payroll Exception Report 
Roles: OM 

The Payroll Exceptions report lists any exceptions on a contractor's certified payroll that are marked by 
the agency as Vendor Notified. The report runs against only the latest modification for the selected 
payroll. You can optionally choose to include the exception comments in the report. 

This report can be supplied to a vendor to document problems with a payroll. It can also be used as the 
foundation for an ad hoc report. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Payroll Exception Report 
2 of 5 Select Data Contract #, Payroll # 
3 of 5 Set Parameters Include Exception Comments 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Payroll Exception Report  
 

 

Payroll Summary Report 
Roles: OM 

The Payroll Summary Report lists all the details of a certified payroll, including labor information, craft 
and classification codes, and a description of any attachments to the payroll. This is a two-part report 
that includes a Summary Page for the entire payroll and a summary page for each employee included in 
the payroll. You can generate the report for one or more payrolls at a time. You can generate the report 
on any page in the system by selecting Generate Report from the Actions menu on the Menu Bar. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Payroll Summary Report 
2 of 5 Select Data Contract #, Payroll # 
3 of 5 Set Parameters No parameters for this report 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Payroll Summary Report  
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Payroll Summary for Office Managers 
Roles: OM 

The Payroll Summary Report for Office Managers lists all the certified payrolls that have been submitted 
during the set date range.  It includes the payroll number, vendor information, payroll phase and 
start/end dates, employee count and days under review.  You can generate the report for one or more 
contracts at a time. You can generate the report on any page in the system by selecting Generate 
Report from the Actions menu on the Menu Bar. 

 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Payroll Summary for Office Managers 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters Begin Date, End Date, Phase Type, Order By, Sort By 

4 of 5 Output Options 
Output Type: Generate as PDF 
Report Layout Source: Test 

5 of 5 Schedule Report  
*Sample Payroll Summary for Office Managers Report  
 

 

Stockpile Summary Report 
Roles: Insp, Chief 
 
The Stockpile Summary Report lists information for a selected stockpile, including the stockpile amount, 
stockpile remaining amount, and current item recovery percentage. The report also lists information for 
each transaction recorded for a selected stockpile. 

Steps to generate report: 

Contract Progress > Construction Stockpile** 
1 of 5 Open Row Action Menu Stockpile Summary Report 
2 of 5 Select Data Auto Selected 
3 of 5 Set Parameters Auto Selected 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Stockpile Summary Report 
**Note: It is easier to run this report from the Row Action versus Global Action 
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Subcontract Listing 
Roles: Insp, Chief, PE/PS, OM 
 
The Subcontract Listing report lists all the subcontracts and subcontract items for a selected contract. 
You can generate the Subcontract Listing Report from the Contract Overview or Contract Summary 
components. You can also generate the report on any page in the system by selecting Generate Report 
from the Actions menu on the Menu Bar. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Subcontract Listing 
2 of 5 Select Data Contract # 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Subcontract Listing Report 
 

 

Subcontract Payment Report 
Roles: OM 

The Subcontract Payment Report lists payment information from the paying vendor to the payee vendor 
for the selected estimate number.  Information on this report includes prime contractor vendor ID and 
name, payee vendor ID and name, payment date and payment amount. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Subcontract Payment Report 
2 of 5 Select Data Contract #, Estimate #, Paying Vend, Payee Vend 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Subcontract Payment Report 
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User Contract Authority History Report 
Roles: OM, PE/PS 

The User Contract Authority History report lists different levels of contract authority assigned to the 
selected user. The report includes sections for global contract authority, office-wide authority, and 
contract-specific authority. For each level of contract authority assigned to the user, the report lists the 
user's access level by role, along with the status, effective date, and expiration date for the authority.  

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report User Contract Authority History Report 
2 of 5 Select Data Agency User ID (MnAD\last1fir) 
3 of 5 Set Parameters No parameters for this report. 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample User Contract Authority History Report 
 

 

Wage Decision Modification Report 
Roles: Insp, Chief, PE/PS, OM 
 
The Wage Decision Modification Report lists all the information currently on record for one or more 
wage decisions, including crafts, union identification, zone areas, counties, and job classification 
minimum wage rates. The report is typically used to validate the information entered for a wage 
decision record or to verify wages reported as payroll exceptions. 

Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Wage Decision Modification 
2 of 5 Select Data Decision # 
3 of 5 Set Parameters Code Table Sort Criteria 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Wage Decision Modification Report 
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Weekly Report of Time Charges 
Roles: Chief, PE/PS, OM 
 
The Weekly Report of Time Charges lists the number of hours charged for the selected contract time as 
recorded on DWRs during the specified week. The report lists the number of hours worked each day for 
the contract time, the reason for any delays, diary adjustments to the contract time, and which 
contractors were on site each day. 
 
Steps to generate report: 

Actions > Generate Report 
1 of 5 Select Report Weekly Report of Time Charges 
2 of 5 Select Data Contract #, Available Time (00 AT) 
3 of 5 Set Parameters Week Ending Date 
4 of 5 Output Options Generate as PDF 
5 of 5 Schedule Report  

*Sample Weekly Report of Time Charges 
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Sample Reports 
Contract Employment Data Report 
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Contract Payment Report 
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Contract Payment Report (continued) 
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Contract Time Report 
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Contract Vendor Employment Data Report 
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Daily Diary Report 
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Daily Diary Report (Continued) 
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DWR Report 
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DWR Report (Continued)  
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DWR Report (Continued)  
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Item Posting by Item Report 
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Item Posting by Item Report (Continued)  
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Items with Unpaid Placed Quantities Report 

 

  



 

AASHTOWare Reports for Construction roles  42 | P a g e  

AASHTOWARE REPORTS 

Maximum Hours a Day Exception Report 
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MN Certificate of Final Acceptance 
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MN Change Order Document 
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MN Change Order Document (continued) 
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MN Change Order Document (continued) 
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MN Contract List by Subcontractor Report 
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MN DWR Contractor Report 
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MN Final Documentation Submittal Report 
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MN Final Overrun/Underrun Report 
 

 

 



 

AASHTOWare Reports for Construction roles  51 | P a g e  

AASHTOWARE REPORTS 

MN Item History to Date Report 
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MN Item History to Date Report (Continued)  
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MN Payment Estimate Report 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 
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MN Payment Estimate Report (Continued) 

 

 

  



 

AASHTOWare Reports for Construction roles  62 | P a g e  

AASHTOWARE REPORTS 

MN Project Items Report 
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MN Project/Category Spending Report 
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OJT by Contract and Trade Category Report 
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OJT Employment Information Report 
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Payment Estimate Project Report 
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Payment Estimate Report 
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Payment Estimate Summary by Project Report 
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Payroll Estimate Summary by Project Report (Continued) 
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Payroll Estimate Summary by Project Report (Continued) 
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Payroll Estimate Summary by Project Report (Continued) 
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Payroll Exception Report 
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Payroll Summary Report 
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Payroll Summary for Office Manager Report 
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Stockpile Summary Report 
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Subcontract Listing Report 
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Subcontract Listing Report (Continued)  
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Subcontract Payment Report 
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User Contract Authority History Report 
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Wage Decision Modification Report 
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Wage Decision Modification Report (Continued) 
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Weekly Report of Time Charges 
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Weekly Report of Time Charges (continued) 
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Weekly Report of Time Charges (continued) 

 


	Available Reports for Inspector Role
	Available Reports for Chief Inspector Role
	Available Reports for Project Engineer/Supervisor Role
	Available Reports for Office Manager Role
	How to Generate a Report
	Contract Employment Data Report
	Contract Payment Report
	Contract Time Report
	Contract Vendor Employment Data Report
	Daily Diary Report
	DWR Report
	Item Posting by Item
	Items with Unpaid Placed Quantities
	Maximum Hours a Day Report, XLS
	MN Certificate of Final Acceptance
	MN Change Order Document
	MN Contract List by Subcontractor Report
	MN DWR Contractor Report
	MN Final Documentation Submittal
	MN Final Overrun/Underrun
	MN Item History to Date Report
	MN Payment Estimate
	MN Project Items Report
	MN Project/Category Spending Report
	OCR OJT Trainees by Contract Report
	OJT by Contract and Trade Category Report
	OJT Employment Information Report
	Payment Estimate Project Report
	Payment Estimate Report
	Payment Estimate Summary by Project Report
	Payroll Exception Report
	Payroll Summary Report
	Payroll Summary for Office Managers
	Stockpile Summary Report
	Subcontract Listing
	Subcontract Payment Report
	User Contract Authority History Report
	Wage Decision Modification Report
	Weekly Report of Time Charges
	Sample Reports
	Contract Employment Data Report
	Contract Payment Report
	Contract Time Report
	Contract Vendor Employment Data Report
	Daily Diary Report
	DWR Report
	Item Posting by Item Report
	Items with Unpaid Placed Quantities Report
	Maximum Hours a Day Exception Report
	MN Certificate of Final Acceptance
	MN Change Order Document
	MN Contract List by Subcontractor Report
	MN DWR Contractor Report
	MN Final Documentation Submittal Report
	MN Final Overrun/Underrun Report
	MN Item History to Date Report
	MN Payment Estimate Report
	MN Project Items Report
	MN Project/Category Spending Report
	OJT by Contract and Trade Category Report
	OJT Employment Information Report
	Payment Estimate Project Report
	Payment Estimate Report
	Payment Estimate Summary by Project Report
	Payroll Exception Report
	Payroll Summary Report
	Payroll Summary for Office Manager Report
	Stockpile Summary Report
	Subcontract Listing Report
	Subcontract Payment Report
	User Contract Authority History Report
	Wage Decision Modification Report
	Weekly Report of Time Charges


