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GETTING STARTED

HINTS AND TIPS FOR WORKING WITH A WEB APPLICATION

OTIS is a web application. It does not require any special software to use, just a network connection and
a copy of Microsoft Internet Explorer. For the most part, OTIS does work with other web browsers, like
Chrome, Firefox, or Safari, but Internet Explorer is the only browser guaranteed to be compatible with
OTIS.

As a web application, OTIS users are not required to have a connection to ITD’s network. Users can
access OTIS from anywhere via the internet, with the same level of access as if they were on ITD’s
network.

Here are some things to keep in mind as you work with OTIS in the web application environment:

DO - open multiple tabs or windows for different sections of OTIS (Home, Edit Project, Reports, etc.).

V4
DON T- open multiple sections of the same type, especially the Edit Project screen (OTIS may get

confused as to which one to update).

DO - use the controls provided within the application

V4
DON T - use the forward and back browser buttons to navigate. Any data you entered or search

results you generated may be gone when you return to them.

DO - use the CTRL-F hot-key combination to search for any text value on the current page.

V4
DON’T -be impatient. Response time for OTIS, especially for users outside of ITD’s internal

network, depends on other network traffic on your internet connections.

DO — use the export feature on OTIS reports to extract your report results to a PDF, spreadsheet, or

other file format.
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How do | get to OTIS?

There are two different web addresses for OTIS. The first is for use within ITD’s network:

http://otisweb/otis.web

Users with an ITD user name and password will be logged into OTIS automatically and taken to their
Home screen when they direct their web browser to the internal address.

The second address is for users outside of ITD’s network:

https://apps.itd.idaho.gov/Apps/OTIS.Web

Note: The outside address used to be https://otisweb.itd.idaho.gov, which is now obsolete.

Unlike the internal address, which logs users in automatically, external users must enter their email
address and OTIS password manually.

Al ITD users receive read-only access automatically, so an official account is unnecessary for them.
However, if you need write access, or need to access OTIS from the outside address, you will need an
account.

How do you obtain an OTIS account? ITD users should send an email request to ITD-OTIS@itd.idaho.gov.

External users should visit the external address and click the “Request Access” link.

Login

Email *
Privacy Policy

Password *

Request Access

Figure 1 - Logon Screen at the OTIS Internet portal

TIP: be sure to click on “Privacy Policy” to read and understand OTIS data privacy limitations.


http://otisweb/otis.web
https://otisweb.itd.idaho.gov/
mailto:ITD-OTIS@itd.idaho.gov
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After clicking on “Request Access”, the following screen displays requesting your information:

First Hame * Last Mame * ML
Organization Name *
Address *
City * State * Zip Code *
IDAHO v
Phone Number * Why do you need access? *
Email *
Confirm Email *
v |[ == |
b v,

Figure 2 - New External User Information Screen

Provide all requested information, and then click on “Submit”. Once your account is finalized, OTIS will
send you a standardized “Welcome to OTIS” email.

From: OTIS@itd.idaho.gov <OTIS@itd.idaho.gov>
Sent: Friday, April 30, 2021 9:39 AM

To: Otto Mobile <Otto.Mobile@itd.idaho.gov>

Cc: brent.hendry@itd.idaho.com; nathan.hesterman@itd.idaho.com
Subject: Welcome to OTIS
Importance: High

Your request to access the OTIS application has been granted. Enclosed are your username and password.

Username: Otto.Mobile(@itd.idaho.gov

Password{ E7P6t5Y9BS5

To access OTIS from inside the ITD network please use this link: http://otisweb/otis.web

To access OTIS from outside the ITD network please use this link: https:/apps.itd.idaho.gov/apps/otis.web

Your OTIS password is only used to access OTIS from outside of ITD's network. To change this password, log in to the outside
address, click the “My OTIS" button, scroll to the bottom of the screen, and make your changes in the Change Password section.
The password must be at least 8 characters long, must contain at least one special character (!, (@, # etc.), and is case sensitive.

For a copy of the basic OTIS user manual, please visit https://apps.itd.idaho.gov/apps/manuals/OTIS User Manual.pdf

If you have any questions about OTIS, please contact itd-otis(@itd.idaho.gov or brent.hendry@itd.idaho.gov

Thank You

Figure 3 — What the "Welcome to OTIS" email should look like
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From:

OTIS@itd.idaho.gov <OTIS@itd.idaho.gov>
lay, April 30,

As of this writing there is a bug that
OTIS

TRICKS
AHEAD

scrambles some of the information in
the welcome email. If the internal Your requestto aceess the OTIS application has been granted. Enelosed e you usermame and passwword.
address is blank, the external address Usemame: Otto Mobile(@itd idsho.gov

Password: E7TP6t5Y9BS

shows the internal address, and/or the

To access OTIS from inside the ITD network please use this lik: >
contact email addresses are missing, Toaccen OTES from ot the ITD nework lese se i nkCitisvblotis e

then please refer to Figure 3 for the correct information. oo el OIS buton sl 2012 boton o hestreon. i mate o nges e Ches Pasmordsecton

. . .. The password must be at least 8 characters long, must contain at least one special character (!, @, # etc.), and is case sensitive.
Note also that the password descrlptlon is incorrect: the For a copy of the basic OTIS user manual, please visit / td.idal JOTIS_User Manual pdf
current format permits, but no longer requires, special I you have any questions about OTIS, plase contapr >

Thank You

characters (!, @, #, etc.).
Figure 4A — What the "Welcome to OTIS" email might look like

The password included in your welcome email is only used to access OTIS via the external address. To
change the password, log in to the external address and click on the “My OTIS” button in the upper right
corner of the screen. OTIS passwords must include at least eight alpha-numeric characters, including
one capital letter, one lowercase letter, and one number. Special characters are permitted (!, @, #, etc.),
but not required.

If you access OTIS via the internal address, OTIS recognizes you automatically without a password. If you
ever get a pop-up window asking for User Name and Password, it most likely wants your ITD name and
password.

Remember: For ITD internal users, changing your OTIS password from within

My OTIS does not change your ITD password; and changing your ITD password
from within Windows will not affect your OTIS password. Have we confused you
yet??

OTIS BASICS

TRAINING GOALS

At the end of this training, OTIS users will be able to:

e Visit the OTIS external web logon page and request access;

e Access OTIS (and manually logon if necessary);

e Understand the different Alerts, To Do List, and Reports homepage areas;

e Search for specific projects by Key Number using the Go To feature;

e Search for a range of projects using Advanced Search;

e Use basic display grid features such as sorting and grouping;

e |dentify location, budget, obligation, milestone and other information for a project; and
e Run and understand basic OTIS reports.
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LOG IN TO OTIS

If inside ITD’s Network . . .

e Navigate to URL http://otisweb/otis.web
You will be passed through OTIS security and taken to your OTIS home page automatically.

If outside ITD’s network (anywhere on the Internet) . ..
e Navigate to URL https://otisweb.itd.idaho.gov/
e Login with avalid user ID / Password combination.

e If your permissions changed or you haven’t logged in recently, you may be required to read the Privacy
Policy first.

Login

Email = Otto Mobile@itd.idaho.gov

Privacy Policy

Password = ssasssses

Request Access
Announcements...

Figure 4 - OTIS Internet Logon Portal

Problems logging in...

e  Misspelling the Email address or Password will result in an “invalid credentials” warning.

e  After three incorrect passwords OTIS will lock your account. Please contact an OTIS administrator to get it
unlocked.

e If you forget your password, please contact an OTIS administrator to begin the password replacement
process. You'll receive a New Password email with a new, temporary password.

Email * otto.mobile@itd.idaho.gov Email * Otto.Mobile@itd.idaho.gov
Password * Password *
Invalid credentials. Please try again. Invalid credentials. Your account has been locked.

Figure 4A —Invalid Credentials Warning Figure 4B — Locked Account Warning


http://otisweb/otis.web
https://otisweb.itd.idaho.gov/
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HOME PAGE

Your OTIS Home page provides a personalized dashboard that shows a number of features customized for you.

Let’s take a quick tour:

1. Go To Key Number: To get information on a project, enter a valid key number in the "Go To Key
Number" field and click "Go" or press Enter.

2. To Do: Users with Edit permissions and who are responsible for tasks in OTIS have a “To Do” section on

their homepage with links to outstanding work items such as Project Change Requests and Obligations.

3. Alerts: Alist of updates on pending tasks, notices, overdue items, etc. Click the little circled “i” to read

the alert’s text. Click the title of the alert to go directly to the affected project or request. To mark an alert

as read or unread, or to delete it, click its checkbox and then the appropriate button at the bottom of the

Alerts section.

4. Reports: Assign your favorite reports to this list for easier access. The list is controlled on the My OTIS

screen.

5. My OTIS: Click on "My OTIS" to select personalized reports, change your password, etc. (Passwords can

only be changed while logged in via the external address!).

5
IS OTIS Home
e 1 l Go ToKey Number  Enter Key # Qo
Home | Reports = Advanced Search  Obligation Request = Change Reguest = Scenario  Admin v
- N\
2 ([ToDo
Name T | Description T Comment Y DateSent T
Project: GRANITE NORTH AND FRONTAGE | ¢ cten 011 New Proract Rovut f Anoraval Awaiing Publc Commentand | N
' . Dele
RDS, BONNER CO SAY 10 process stsiep DL Rew Frojsct Review [ Asprova STIP Amend, approx. 9115 —
FY18 Public Involvement Base Ready to process at step Public Involvement 09/13/2017 & Delete
Project: JCT SH 53 IC, GARWOOD RD, AND Awailing Public C tand
! snee N Ready to process at step OTI New Project Review / Approval walling Fublic Lomment an 091372017 & Delete
FRONTAGE RD STIP Amend, approx. 915
Project: CALDWELL TO KARCHER oo ¢ cten 011 New Frofact Roviu / Acoraval Awaing Public Commentand !e
; . Dele
ENVIRONMENTAL STUDY USSR Al 2 R STIP Amend, approx. 915 =
Change Request; KN 7326 Ready to process at step OTI Change Request Review / Approval 0911372017 & Delete v

1-50f5items _J

- . .
( N Current Year Spending Authority vs. Obligations
3 Alerts 4 Repcm:s ($ Amounts in Thousands)
Alert Name Spending Authority: 469 636
[0 ¢ | FY18 Draft Program - D3 Schedule YTD - By Scenario

. J

Figure 5 -

Schedule YTD - With Mafch Entities

OTIS Homepage Screen

480.828 Obligations:
} 436,338

w5
ustn
GUIDE

®

Practice Exercise: Try entering some key numbers of interest into the Go To Key Number field and click on Go.

This will send you to the Edit Project screen showing various details for your project. Don’t worry, we’ll spend

more time going over the different screens and tabs in an upcoming section.
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OTIS MENUS

Users navigate between different sections of OTIS by using the menus that appear at the top of each screen. The
exact number varies depending on user permissions, but there is a maximum of seven.

OTIS Home

Home Reports Advanced Search Obligation Request Change Request Scenario Admin *

Figure 6 — The Full Set of OTIS Navigation Menus

e Home: Jumps to the Home screen, which is described on the previous pages.

® Reports: Jumps to the Reports screen, where users can run reports on a variety of OTIS data.

e Advanced Search: Jumps to the Advanced Search screen, where users can find projects without using a
key number.

e Obligation Request Takes user to a list of active obligation requests.

e Change Request: Takes user to a list of active change requests.

e Scenario: Takes user to a list of draft transportation program scenarios.

e Admin: Takes user to a list of administrative tools.

If your navigation menus look like Figure 6A—Beware! OTIS has temporarily forgotten who you

are and dropped you into the lowest of read-only modes. Other symptoms include OTIS

OTIS
TRICKS
AHEAD

displaying your name as “System System” or the Save and other various buttons disappearing.

Fortunately this is easy to fix: Simply click on the Home menu and OTIS should reconnect your
account. If you do not want to disturb your current screen, try opening the Home page in a
different tab or window instead.

Homse Reports

Figure 6A — The Minimal Set of OTIS Navigation Menus
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ADVANCED SEARCH

The Go To Key Number search field at the top of each screen allows you to quickly retrieve information for a
project, but what if you don’t know the project’s key number? That’s where the Advanced Search screen comes in
handy. It contains nearly 20 different fields to mix and match as you try to locate your projects. For example, if you
are trying to find a bridge replacement project in District 1 that is programmed for FY2020, set Program Year to
“2020”, District to “District 1”, and Performance Program to “Bridge Restoration”, and then click “Search”.

Search:  Show Siatus: Approved Draft

Key Number Project Mame Reference Number Work Authority

Federal Aid Mumber Location Phrase Program Year Project Status Sealect...
Route City County Select. v District Select...
Segment Major Program Select... - Wark Class Select. v Performance Program | Select...
Eligible Source Select. v Project Properties Select . v
[ seacn W clexr | |

Results

Figure 7 - Advanced Search Screen

At the top of the criteria are checkboxes for “Approved” and “Draft”. In this context Draft projects are those that
haven’t been assigned key numbers yet. If your search includes a record with a blank key number, click the
Approved box and search again to get rid of it.

Key Number: If you think you know the Key Number, but aren’t sure, try entering it here first to verify it. This field
only recognizes a complete key number.

Project Name: Search for a fragment of the project’s name. For example, “bridge” will return all projects with
“bridge” anywhere in their name.

Reference Number: Search for a project’s temporary key number. It is a “begins with” search, so searching for
“ORNO0O0” will return all temporary key numbers between ORNOO0O0O and ORN0O0999, while searching for “999” will
return nothing because all reference numbers start with a prefix like ORN or ARN.

Work Authority: Search for any work authority associated with a project. Like Project Name, it will search for any
fragment you enter (“E17” will return E171000 through E179999; “151” will include both 0451510 and E151550).

Federal Aid Number: Search for any Federal aid number associated with a project. Like Project Name, it will search
for any fragment you enter.

Location Phrase: Skip this field. It is not used consistently and may be removed in the future.
Program Year: Search for the program year assigned to a project. It only recognizes years from 1990 and 2999.

Project Status: Search by the project’s current status (Development, Awarded, Closed, etc.). Pick from a drop-
down list.

Route: Search for a project’s primary route. Like Project Name, it will search for any fragment you enter (“33” will
include both SH 33 and SMA-9833). Note that projects without a specific location might use “STATE”, “LOCAL”, or
“OFFSYS” instead.
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City: Search for any city associated with a project. It will try to find any fragment you enter (“falls” will include Twin
Falls, Idaho Falls, and American Falls).

County: Search for a project’s primary county. Pick from a drop-down list.
District: Search for a project’s district. Pick from a drop-down list.

Segment: Contrary to the name, this searches for any Route ID associated with a project. It will try to find any
fragment you enter. The difference between Segment and Route ID will be covered in the Project Locations
section.

Major Program: Search by a broad measure of project funding type. For FAA funded use “Aeronautics”; for FTA
funded use “Public Transportation”. Highways projects are broken out into “Federal-Aid/State highway system”,
“Federal-Aid/Local road system”, and “State Funded Program”. Note that it is becoming increasingly common to
combine Federal and State funds on the same project.

Work Class: Search by the project’s work classification. Pick from a drop-down list.

Performance Program: Search for any of a project’s programs (projects can have more than one), active or
inactive. Pick from a drop-down list.

Eligible Source: Search for any funding source associated with a project, active or inactive. Pick from a drop-down
list.

Project Properties: Search for any project property tag associated with a project. Pick from a drop-down list.

Record Count: Whether or not to cap you search results. Choose between 300 and Unlimited.
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Once you enter your criteria and click “Search”, OTIS returns your results.

Search: Show Status: [] Approved [] Draft

Key Mumber Project Mame Reference Mumber Work Authority
Federal Aid Number Location Phraze Program “ear 2022 Project Status Select... -
Route City County Select.. v District Select... v
Segment Major Program Select.. - Work Class Select.. v Performance Pregram | Select.. -
Eligible Source Select... v | Project Properties Select... » | Record Count 300 v
Results
Drag a column header and drop it here fo group by that column
KeyMu.. Y ProjectName T Cument.. T Federal Aid# T | Location T Program.. T Total.. T ProjectSt. T
PARKS RDIC A
ﬁ AHD FRONTAGE 2022 2,450,000.00 | Draft
RDS (DESIGN e
ONLY)
REXBURG
W SIGNAL Start Step 2022 500,000.00 | Draft
INTERCONMECT
CORRIDOR
Awarded (or
E 7827 STUDY, JCT184 | End Step STP-3320(101) 2022 6,465,933.00 i)
TO EAGLE eaun:
COEUR
— D'ALENE,
w 12558 e AD12(558) 2022 2,000,000.00 | Removed
SRE BUILDING
SHSS
E 13476 INTERSECTION oy AD13(476 2022 970875300 *rdEd (or
IMPROVEMENT, | — 0~ P (476) )
EAGLE
W
PECKHAM RD, Old EMP was 110.000, but
<
« @2 3 4 5 6 7 8 9 10 . (»iim 1.-25 of300 ftems)

= =

Figure 8 - the Advanced Search Results Screen

The number of result records is capped at 300 by default, so whenever you get exactly 300, beware! There are
probably more matching records that aren’t being displayed. Either keep adding criteria until you have reduced the
number of records below 300, or switch the Record Count criteria to “Unlimited” to see everything. On the other
hand, if you have no results at all, make sure that your various criteria are not contradicting each other. For
example, searching for “1 90” and “District 4” finds nothing because | 90 only passes through District 1. Click the
“Clear” button to clear all criteria at once.

Once you find your project of interest, click the “Edit” button or the hyper-linked project name to go to the Edit
Project screen.

If you would like to save your results for future reference or analysis, click the “Export Results” button to export
them to a CSV file.

If you still have a large number of results, you may wish to filter and sort within those records. Thankfully the
“Grid” containing the search results has a number of such features.
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GRID FUNCTIONALITY

e To group the results, drag a column header to the top of the Grid (where it says “Drag a column header
and drop it here...”). You may group by more than one column at a time.

e To sort the results, click a Column name to toggle between sorting from low to high and high to low.

e To filter the results, click the Funnel Y and choose from the advanced filtering capabilities.

Results

Drag a column header and drop it here to group by that column

Current Y| Federal T

Key Work 7T

Number roiect Name T Workflow Aid Lo
Show items with value that: Step Number
_ _ |s equal to v
# Edit 13361
L 4 And v

|4 'l o * [
Is equal to

[IEY) WO TSI (] PR

with value that:

Is equal to

Is not equal to

Filter Clear

|s greater than or equal to
|s greater than
Is less than or equal to

Is less than

Figure 9 - Using Funnel Filters
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PROJECT INFORMATION IN OTIS

OTIS maintains project information broken out under a series of tabs and sub-tabs.

There are six main tabs: General, Budget, Work Authority, Obligation, History, and Documents

Two of the six main tabs—General and Budget—are further broken out into more detailed sub-tabs.

For the General tab, the sub-tabs are Project, Locations, Scope, and Milestone & Tags.

For Budget, the sub-tabs are Summary, Program Details and History.

These are the eleven tab combinations containing project information:

General / Project — summarizes the entire project record.

General / Location — describes the physical location of the project with the option of mapping it.
General / Scope — describes the intent of the project.

General / Milestone & Tags — holds the OTIS, Environmental, PSS, Right of Way, and FHWA milestones,
plus Project Properties.

Budget / Summary — summarizes the project schedule, obligations, and expenditures at a high level.
Budget / Program Details — displays detailed schedules and obligations by phase and year, along with
the share percentages.

Budget / History — records changes to scheduled costs by year, phase, and program.

Work Authority — details the work authorities associated with a project.

Obligation — summarizes obligations by year and phase, and by work authority and appropriation code;
displays obligation issue details; and allows you to inititate new obligation issues.

History — records the history of project changes by change requests and program updates.

Documents — stores files associated with a project in electronic form.
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GENERAL PROJECT INFORMATION

[Most of the following examples use Key Number 19727 to help demonstrate the project information screens.]
The General Project screen provides a quick look at how the project is defined, when it is scheduled in the
Program, and provides an overview of its Scheduled, Obligated, and Expended funds.

Key # Route Project Name * Program Year Project Status Mode: District ~ Total Cost
19727 Us 20 MYRTLE, FRONT, BROADWAY RESURFACING, BOISE 2017 Awarded (orequ  Standalone 2) 4,230,498.00

General Budget | Work Auth Obligation History Documents

Project | Locations =~ Scope | Milestone & Tags

Key# 19727 District * District 3 » Budget
Agreement Sponsor * STATE OF IDAHO (ITD) v Phase Scheduled Obligated Expended

Federal Aid # AD19(727)
Contract Year PE 16,076.00 16,076.00 16,075.12 A

WA# P1638670 Prior Program Year 5019 PC 326,000.00 326,000.00 313,256.57
Major Program * Federal-Aid, State Highway System v | | RW - -

Work Class RESRF/RESTOAREHAB y
PSS Sponsor LP - -

Grouped Project ™ & Yes @ No S Total 4,230,408.00 4,230,498.00 601,005.13

Bill Indirect * @® Yes O No
PSS M

FHWA Oversight* | Delegated . anager Roger Edwards

. New Siatus Awarded (or equiv.) b

Contract Type Design-Bid-Build v Programs
OTI Remarks Program Name & Eligible Source

Companion Projects Mon-Participating (L)(59 Local Participati

P ) FHWA AdMod 16-31 submitted 7/20/2016 on-Participating (L)(3) geal Farlicipating
Key Number | Companion Type Pavement Preservation
National Highway System

District Remark (Commerce)(100)

i

Figure 10 - General/Project Screen Showing Project Description, Status, Budget and Programs

Practice Exercise: conduct your own Advanced Search for a Key Number of your own choosing and see if

you can find the following information from the General/Project tab:

1) What is the Work Authority?

2) Which Performance Programs are associated with this project ?
3) What is the total amount of Expended PE?

4) What is the total Scheduled Cost?
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PROJECT LOCATIONS

Click on the Locations tab. The resulting screen is split into two sections: The leftmost is titled Overall Project
Location Characteristics and provides calculated values for project length, number of lanes, and geographical
distributions of the project across city, urban, county, and other boundaries.

The grid on the right titled Project Location Summary lists all the location records attached to the project. When
there are multiple locations, the one with a “Primary” value of “true” is the one used in reports.

Project | Locations | Scope & Milestone & Tags

Overall Project Location Characteristics

Project Location Summary

Total Project Length 9240 Average Project #Lanes 429980 Cost/Lane Mile 160,394.71 — Low fezh Reute 0 From ™
false 49.8452 52.0678. 02070A. . 50.159 52 546

Type™ | Hwy-Standard v MPO*  COMPASS v
false 47.9700... 49.4246. 02070D 48131 49.594

Locations ¥
true 479547 495001 02070A . | 48131 49681

County % Urbzn % City % Other Leands %

ADA 100% ) | Boise 100% ) | Boise 0% + Add | :

Figure 11 - Initial Project Location Screen

To see the actual details themselves, click on a specific location record in the Project Location Summary grid and
the corresponding details will appear below in the previously hidden middle and bottom sections.

Overall Project Location Characteristics

Project Location Summary

The middle section
combines user-
entered data with
a summary of the
details found in the
bottom section. If a
sub-category
contains multiple
values, the upper
section picks the
most
“representative”

Total Project Length 9240 Average Project #Lanes 429580 CostLane Mile 160.394.71 i o L. e R e
faise 498452 . 520678 02070A. 50159 5254
Type*  Hwy-Standard v MPO* | COMPASS v
faise 47.9700.. 49.4246.. Q2070D.. 48131 49504
Locations
tue | 47.0547.. | 495001 |02070A. | 43131 |61
% cay % Othar Lands % . - -
Low= 47.95470583 + Hign® 49.50013113 = Congress. Legis.
BMP 4813100000 EMP 4968100000 Descr.
Route * US 20 Route Type Length 1 55000000 2
FA Route NHS-28 Jurisdiction ITD District 3
#Lanes 5 : Fed. Lands Select v
Primary @ import Date 011572020 09:17:48 w
Hwy Type Otner Principal Arterial v Syslem National Highway System v FncniCis Principal Arterial (Urban)
County ADA v Urban Boise v City Boise v
—— e e o e e e o e e = e
ounties uroan
fow High Ratic County Low High Code Urban Area
725000000 | sosarco00 | aco% ADA 20000 | o000 |0 Bose

ities (L)eft, (R)ight, or (B)oth sides. Federal Lands (Indian Reservations)

fow gh Cote (FIPS) Gy Low High Code Incian Raservation

o7 25000000 | soeo100000 | 8700 Bosa

ridges RRX

fow St Rate Descrption Low Descrptin

ko zs000000 | 10000 AMERICANA BLVD:18TH £T

istricts Functional Classifications

fow igh gy Congressonsi Low High Code Functional Classiication

bz 28000000 | 000000000 ' 4125000000 | 0.00000000 o Urban Pring Arr

Federal Aid Jurisdiction (L)eft, (R)ight, of (B)oin sices.

Vighny Low rgn Federsi 463 Low rign e
020 £7.57000000 908100000 | NHS-2D 4725000000 4468100000 0 Oistict 3

Figure 12 - Project Location Details

one.

The bottom section
contains the raw
location details
imported from
ITD’s linear
referencing
system.

If the project is
addressing a bridge
or railroad
crossing, the box
next to that
feature should be
checked. In this
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particular example, the project is a resurfacing job, so it is NOT affecting the included bridge.

Route ID = 02070AUS020 Low = 47.95470583 v | High= 49.50013119 : Congress. Legis.
Segment 007351 BMP 48.13100000 EMP 49.68100000 Descr.
Route * US 20 Route Type Length| 1.55000000 .
FA Route NHS-28 Jurisdiction ITD District 3
f Lanes 5 : Fed. Lands Select... v
Primary (] Import Date 01/15/2020 09:17:48 W W
Hwy Type Other Principal Arterial v System National Highway System v Fncinl Cls Principal Arterial (Urban) v
County ADA v Urban Boise v City Boise -

Figure 12 B - Location Detail Summary
Note that the upper half identifies the location using both the newer Route ID and Low & High Measures, and the
older Segment and Beginning & Ending Milepoints. The new coordinates are used with mapping; The old
coordinates help place the project relative to the existing roadway mileposts, which haven’t yet been updated to
the new Route IDs and Measures.

The Import button is only used when entering a new location or updating an existing one. To see the location on a
map, click the Map It button, which launches the new Route Info web app. Click “OK” to continue. Depending on
your browser, you may have to click through some certificate warnings as well.

tps:// apps/gis/hg/routeinfootisprod/index html - carch..
https:/ Jgishqroutein dfindechtm @ ¢ || search
2 Edit Project - OTIS (B Route Info (Prod) = |03

File Edit View Favorites  Tools Help

3k £]Prod &]Test 2]Dev £)BdProd &) ExtTest £]RS41 & RS0 RS04 & System Frontier K BOE [E] Routelnfo Wi PathWeb () PerfHub &7 People EJb TechHub [7] Bd ltems =7 SAP [ WebOutlook & Weather 2] Batch Log

x

Updated 2/14/2020

For assistance using or question about this app
contact:

ITD GIS-Info

Figure 12 C — Route Info web app
As of this writing Route Info is not available outside of ITD’s network. We hope to address this in the near future.
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%3 Route Info (Prod) witweb A

Unfortunately, OTIS and Route Info do not talk directly to each other, so you
must transfer the location coordinates between them yourself. Copy the
Route ID and Measures from OTIS and paste them into the matching fields
on the left side of the Route Info screen:

Route and Measure

Network
Road Network

Route ID
02070AUS020 K
From Measure (miles)
47.95470583 -
To Measure (miles)
45.50013119 i
G [ on
| 1 13 =N Figure 13-A — Route Info Location for KN 19727
A ks ST o
“/-/( ; =1
o e
I\ : The Pan button centers the map on the

<. given location, but does not change the
current map scale:

s e e

3 acr]
/ ari, armin, =) fg
= Esri, HERE, Garmin, HGA, USG5, NPS | TT0

Figure 13-B — Pan View for KN 19727

-
B

The Zoom button centers the map and
zooms in as closely as possible while still
keeping the whole length visible. Note that
a green “+” marks the beginning while a red
“X” marks the ending:

AN
R

ity of Ada, Bureau of Land Mansqement, E3ri, HERE, Garmin, INCREMENT P, NGA,. A2

Figure 13-C — Zoom View for KN 19727
When done mapping, simply close the window or tab containing the Route Info app. You might want to save the
address as a favorite so you can visit it without having to go through OTIS first.

Practice Exercise: Go to a project and see if you can find the following information from the
General/Locations tab:

1) How many location records does it have?
2) Does it pass over any bridges or railroad crossings (RRX)? If so, does it address any of them?
3) Try the “Map It” button—Can you find the location using the Route Info app?
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PROJECT SCOPE

Click on the Scope sub-tab to find out more about a project’s intentions. In addition to the traditional Work Class
and Sub Class categories, this screen also displays a Public Description written in non-technical terms.

Other fields are not quite as lay-friendly, like Budget Code and GASB Type.

General Budget Work Auth Obligation History Documents

Project Locations Scope Milestons & Tags

This project will restore the pavement on US-20 from milepost 48.13 to milepest 52,12 in

Key # 18727 Public
Description * downdown Boise by milling off the old surface and inlaying 3 new one.
Federal Aid # AD18(72T)
Work Class * | RESRF/RESTO&REHAB v
WAE P163670

Sub Class(es) *
Budget Code 1030201030304050 = Primary? | Sub Class Name a T

GASB Type P - Pavement Rehabilitation & Resurfacing

Pavement Treatment Type

Select... L2
Map Received Q Yes@No T
Local 2345 Revd O Yes @ No Hlicense
Segment Y Route 4 Y| BeginMile Posta ¥ End Mile Posta T | Deficiency Y | Comment et
FFATA 0414 Rewd
SF Effective 2385 Revd O Yes@No
Strategy Select... ¥

Strategy Description

Benefit Cost Ratio
Jobs Number

Gross State Product

Figure 14 — Project Scope Screen

Practice Exercise: Gotoa project and click the Scope tab:

1) Does the Public Description make any sense to you?
2) How many Subclasses does the project have?
3) Isthe project addressing any recorded deficiencies?
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PROJECT MILESTONES AND TAGS

Click on the Milestone & Tags tab to see the various milestones and properties associated with a project.

The OTIS Milestones are generated automatically within OTIS. The Environmental Milestones are entered by ITD’s
HQ Environmental section staff. The PSS Milestones are updated from the PSS system each night. The Right of Way
Milestones are updated from the ROWDI system each night. The FHWA milestone is entered manually. Project
Properties (aka Report Tags) are also entered manually.

General Budget = Work Auth = Obligation = History Documents

Project = Locations = Scope | Milestone & Tags

OTIS Milestones PSS Milestones Project Properties ~
Initial Board Appraval Charter Approved Actual 06/28/2016 Property Name & T
PS&E Obligated 0512672017 PSE Submitted Actual 0372872017 Bill Indirect Costs on Project
Award Obligated 0712712017 Award Date Actual 081122017 .
Final Date Closeout Planned 11730r2017 =
Actual
Environmental Milestones
Environmental Decision CE-State... v Right of Way Milestones
Env Decision Date 5132016 RW Cert. Actual 11/29/2016 12-00:00 AM
Env Decision Re-evaluation | 4142017

FHWA Milestone
S el banat Bl et 11/1/2020 12:00:00 AM v

Figure 15 — Project Milestones Screen

BUDGET SUMMARY

Clicking on the Budget tab brings up the Budget/Summary screen, which focuses on a summary of the project’s
scheduled costs by year and phase, though it also includes a similar Scheduled, Obligated, and Expended grid as

General | Budgst | Work Auth | Obligation | History | Documents

Summary Program Details History

Summary Phases
Program Name Eligible Source Active Total Scheduled | Total Obligated Phase Scheduled Obligated Expended
Non-Participating  Local i i R 3 16,076.00 16,076.00 1607512 o
(Lies) Faiiiating PC 326,000.00 226,000.00 313,256 57
Pavement Nati I High RW
Preservation Sa Itona Ay E = = : ) -
ysiem
(Commerce)(100) v LP - " -
uT = s y
Elk: ot expensss cE 31,423.00 31,423.00 432414
Multiple Funding No cc 549,807.00 549.807.00
Cost Change :
cN 3,307,192.00 3,307,192.00 267,349.20
PL - 2 -
cL - - =
Total 4,230,408.00 4,230,498.00 601,005.13
Scheduled Cost
Search: Program@ Eligible Source O
Year PE PC RW Lp ut ce cc N PL cL Total
2016 10,000.00 | 286,000.00 s - . . - : - - 296,000.00
» 2017 607600  40,000.00 - - -] 342300 549807.00 2,207,192.00 - - 3,934,498.00

Figure 16 — Budget Summary Screen
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found on the General/Project tab. The Scheduled Cost grid groups by Program by default, but has the option to
group by Eligible Source as well.

BUDGET DETAILS

Clicking on the Budget/Program Details tab displays the Program Details list, the Shares list, and the Scheduled
Cost and Obligation Summary grids for each selected program. There are two programs listed for Key Number
19727, Pavement Preservation and Non-Participating. Clicking on one program or the other in the Program Details
list updates the rest of the screen with that program’s information.

General | Budget | Work Auth | Obligation History Documents

Summary | Program Details | History

Program Details

Program Name Ac. Eligible Source Shares
e
Federal 0.9266 | Cash T
Non-Participating (L)(69) = Local Participating v State of Idaho (ITD) | s G
I Total 1.0000
Program Eligible .
Name * Pavement Preserva... = & oo National Highway S...
E?.?is:ra\ A 0.00 3 Active 1%}
Demo Id

Scheduled Cost - Pavement Preservation (Commerce)(100)

Year PE PC RW LP uT CE cc CN PL Cl. Total
2016 10,000.00 | 286,000.00 - - - - - - - - | 29600000 A
2017 6,076.00 3,000.00 - - - 3142300 | 549,807.00 3,209,352.00 - - | 3,799,658.00
Total 16,076.00  289,000.00 0.00 0.00 0.00 31423.00 | 549,807.00  3,209,352.00 0.00 0.00 4,095658.00 ¥
Obligation Summary - Pavement Preservation (Commerce)(100)
Obligation Approval : ® FHWA o ITD (o] District FICR Included: O Yes ® Mo
Year PE PC RW LP uT CE cc CN PL CL Total
2016 10,000.00 | 236,000.00 - - - - - - - - | 29600000 A
2017 6,076.00 3,000.00 - - - 3142300 | 549,307.00 3,209,352.00 - - | 3,799,658.00
Total 16,076.00 | 289,000.00 0.00 0.00 0.00 31,423.00 | 549,807.00  3,209,352.00 0.00 0.00  4,095658.00 ¥

Figure 57 - Budget/Program Details screen displaying the Pavement Preservation portion of the project

Practice Exercise: Click the Budget / Program Details tab for your chosen project:

1) Are there multiple programs for this project? Are they all active?

2) What portion of the cost are the Feds paying for on that particular program? What organization is paying
the rest?

3) Has the project begun obligating any of its scheduled costs?
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BUDGET HISTORY

Clicking on the Budget/History tab reveals a record of budget changes by year, phase, and program, sorted by
Date. This grid now includes the same sorting, filtering, and grouping features as the Advance Search screen.

General Budget | Work Auth Obligation History Documents

Summary Program Details History

History

Drag a column header and drop it here to group by that column

Y¥... ¥ P.. ¥ Program T Eligible Source T Old Value T | New Value T  Key(s) T Approved... T Change Inifi... ¥ Type T

2016 B Pavement Preservation National Highway 031012016 D Hunsi Obligati " S
(Commerce)(100) System - - onna Hunsinge. .. igation Reque:

2016 | PE Pavement P aion MEIEIGEATED 03/10/2016 Dy Hunsi Obligation Request
(Commerce)(100) System - - onna Hunsinge... ligation Reque:

2016 PC Pavement Pr ation Naianal Highway 031072018 dee Ruhle@i Obligati st
(Commerce)(100) System - - Hydee Ruhle@i.. fgation Reque

2016 PC Pavement Pr ation Naional Fighway 85,000.00 03/11/2016 dee Ruhle@i Ch Request
(Commerce)(100) System - brodd = T SElals

2016 | PE Pavement P aion National Higiay 5,000.00 03112016 Hydee Ruhle@it Ch Request
(Commerce)(100) System - AR ee-FuledL. . ange Reque

T e Pavement Presenvation National Highway PR D T T -
(Commerca)(100) ST - - onna Hunsinge... igation Reque:

2016 PE Pavement Preservation National Highway 0411612016 o Hunsi Obligati <t
(Commerce)(100) System - - onna Hunsinge... igation Reque:

2016 | PC Pavement P aion MEIEIGEATED 04/18/2016 Hydee Ruhle@it Obligation Request
(Commerce)(100) System - - SR SRR e

2016 PC Pavement Pr ation Naianal Highway 85,000.00 150,000.00 0472002018 Hydee Ruhle@it Ch Request

i 1 ee Ruhle@it... ange Reque:

(Commerce)(100) System : : e e i

Figure 18 - Budget/History Screen

WORK AUTHORITY

Clicking on the Work Auth tab displays the Work Authorities grid with information on every work authority
associated with the project. New work authorities are added from this screen as well. Note that an expiration date
set in the future indicates that the Work Authority is still open.

General | Budget | \Work Auth | Obligation = History — Documents

Work Authorities
+ Add
Woork Authority Number Status Date Established Date Expired Federal Aid Number Comment
P163670 OPEN ATI2016 114112020 AD19(T27) WA# ASSIGNED # Edit @ Delete
e | e 1-10f1items

Figure 19 - Work Authority Screen

Practice Exercise: Click the Work Auth tab for your chosen project:

1) Are there multiple work authorities for this project? Are they all open?
2) When was the work authority established?
3) Does it have an expiration date?
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OBLIGATIONS

Clicking the Obligation tab displays the obligation history for a project. It is broken into three sections: The
Obligation Agreement Summary grid (#1), which shows total obligations by year and phase; the Obligation
Agreement History grid (#2), which records each obligation issue; and the Summary Project Total Obligations grid
(#3), which summarizes obligations by work authority and appropriation code

To view the line item details for a specific obligation issue, click the arrowhead next to that issue number to reveal
the Line Items grid. For more details on a specific Line Item, click the arrowhead next to it and the Obligation Item
Details section appears.

To view the remarks and workflow history for an obligation issue, click the bar titled Obligation Request Details.

The green New Issue button in the lower right corner is used to initate a new Obligation Request issue.

General Budget ‘Work Auth Obligation History Documents

1 Obligation Agreement Summary
Approval: FHWA® ITD( District O FICR Included: “es () MNo@®

Year T CC T| CE T CHN T|PC T | PE T | Total T
2016 - - - 286,000.00 10,000.00 20600000 .
2017 549,807.00 31.423.00 3,307,182.00 40,000.00 6,076.00 3,934 495.00
Total 549,507.00 31,423.00 3,307,192.00 326,000.00 16,076.00 4,230,498.00 ¥

2 Obligation Agreement History

#v T | Date Approved T | Fiscal Year T Total Amount Y | Federal T State T | Other T Match Entities T
» 9 081872017 2017 96.00 8885 7.05 -
» 8 Q72727 2017 1,442,135.00 1,279,908.87 101,387.13 60.640.00 | MISCELLANEQUS
7 052612017 207 150,000.00 135,950.00 11,010.00 -
» B 05/04/2017 2017 (4,070.0:0) (72,335.66) (5,730.34) 74,000.00 | MISCELLANEOCUS
-1 04122017 207 2,719,617.00 2,519957.1 199,619.88 -
v 4 0316207 2017 44.400.00 41,141.04 3,258.96 -
3 07221206 2016 148,715.00 137,798. 10,915.69 -
2 04/18/2016 2016 78,684.00 T2917.86 5,776.14 -
ro 1 03102016 2016 101,175.00 93,751.53 T.426.47 -

8 Summary Project Total Obligations

WAE Y T | App Code T Ratio T  Total T | Federal T  State T Other T
P163670 Z001 9266 % 150,000.00 138,950.00 11,010.00 -
P163670 Z001 0.00 % - - - -
P163670 LOSE 9266 % 96.00 88.95 705 -
P163670 Z001 9266 % 78,694.00 72,917.86 5,776.14 -
P163670 Z001 9266 % (41,070.00) (35,055.46) (3,014.54) -
P163670 Mo02 9266 % {37,000.00) (34,234 20) {2,715.80) -
P163670 LPTD 0.00 % 74,000.00 - - 74,000.00
P163670 LO50 9266 % 103,335.36 95,750.54 7,584.82 -
P163670 LOSR 9266 % 14,750.52 13,668.11 1,082.71 -
P163670 LOSE 9266 % 30,628.52 28,380.66 224816 -

Mo o 2 (M 1-10 of 18 items

+ New Issue

Figure 20 — Obligation Screen
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PROJECT HISTORY

Clicking on the History tab displays the project’s History grid, which records all project changes over time. Unlike
most OTIS grids it cannot be sorted, filtered, or grouped.

General = Budget = Work Auth |~ Obligation | History | Documents

History

Project Version | Date Approved Change Submitted On Change Submitted By Change Source Summary of Change(s)

1 10/06/2015 10/6/2015 7:41 PM System Program Update Program Update 3¢ Compare |
2 03/07/2016 712016 11:49 AM Jennifer Miller@itd.idaho.. | Change Request Wa# ASSIGNED a " 3¢ Compare |
3 03/11/2016 311/2016 3:58 AM Hydee Ruhle@itd idaho.gov | Change Request Adj budget to mat
4 04/20/2016 4192016 8:19 AM Hydee Ruhle@itd.idaho.gov | Change Request Adj budget to mat... DGT'pa'er
5 0511612016 51612016 5:45 AM Victoria JewellGuerra@itd... | Change Request Add Env Date
6 0712012016 712012016 8:09 AM Jeanetie Finch@itd.idaho.... | Change Request FHWA AdMod 16-31 ..
7 0712712016 712712016 8:05 AM Jeanstte Finch@id.idaho.... | Change Request Adjust phase budg...
8 091292016 92012016 1:41 PM System Program Update Program Update
9 0111872017 1172017 3:21 PM Donna.Hunsinger@itd.ida... | Change Request per 1414 Request.... ¢ Compare J
10 0202372017 2232017 227 PM Donna Hunsinger@itd.ida... | Change Request per 1414 Request...
1 030912017 3912017 9:23 AM Donna Hunsinger@itdida... | Change Request per 1414 Request.... " 3¢ Compare |
12 0440772017 4/4/2017 3:35 PM Victoria JewellGuerra@itd Change Request Env App; Updated .. xTrrware-

Figure 21 — Project History Screen

Clicking on the Compare button opens a new window with a summary of that record’s changes. Changes are
broken up into four categories, with the number of changed fields in parentheses. In the case of the 3/7/2016
record, only the General Information category was affected. Clicking on it expands that category to reveal that the
specific changes included...

5

i ] 4
Welcome: Brent Hendry

4; http:/ /otisweb/ ?project2=fe96354d- 3ca5-4cf7-aBB0-e6cddBEBbOdB&referrer=projecthistory - Project - Internet

I S Project Comparison oy

Dlersl el Go To Key Number: Enter Key # Q Go

Home Reports Advanced Search Ohbligation Request Change Request Scenario Admin ¥

Key Number | 19727 Project Name MYRTLE, FRONT, BROADWAY RESURFACIN | yegqr 2019 S drns

History

¥ General Information (4 changed) h

¥ Locations (0 added, 0 changed, 0 removed)
v Budget (0 changed)

v Documents (1 added, 0 removed)

. View/Add Comments .

Copyright © 2016 ldaho Transportation Department.

Figure 22 — Project Comparison popup window
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...A new Work Authority!

General Information (4 changed)

Property Name Old Walue New Walue Changed On | Changed By
MYRTLE, FRONT, BROADWAY RESURFACING, ) .
BOISE (19727) > -> Number UNASSIGNED P163670 03/07/2016 | Jeanette Finch@itd.idaho.gov
MYRTLE, FRONT, BROADWAY RESURFACING 10/6/2015 12:00:00 | 3/7/2016 12:00:00 ) .

' ' 03072016 | J tte. Finch@itd.idaho.
BOISE (19727) -> -> Established AM AM eanetie.Finch@itd.idaho.gov

/|

MYRTLE, FRONT, BRO%D"."-.AY RESURFACING, 4/30/2021 030712016 | Jeanette Finch@itd idaho gov
BOISE (19727) -> -> Expired 12:00:00 AM

MYRTLE, FRONT, BROADWAY RESURFACING,
BOISE (19727} -= -> Comment

WA# ASSIGNED | 03/07/2016 | Jeanette. Finch@itd.idaho.gov

¥ Locations (0 added, 0 changed, 0 removed)
* Budget (0 changed)
v Documents (1 added, 0 removed)

Figure 23 — Portion of Project Comparison popup window with General Information category expanded

Practice Exercise: Click the History tab for your chosen project (if it doesn’t have any records, try some

different key numbers until you find one that does):

1) Pick arecord and click the Compare button. How many categories have changes?
2) Open some of the categories with changes. What sort of fields were changed?
3) Did the change record’s “Summary of Change(s)” description adequately describe the recorded changes?
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PROJECT DOCUMENTS

Clicking on the Documents tab displays a grid showing all the files currently attached to the project.

General = Budget = Work Auth | Obligation | History | Documents

=Fvar|
Documents
Document Name & T Document Date T  Upload Date T Type T
1414 Change Project Report 08/01/2017 08/01/2017 1414 Change Project
1414 Change Project Report 03/07/2016 03/07/2016 1414 Change Project
1414 Change Project Report 04/20/2016 04/20/2016 1414 Change Project
1414 Change Project Report 072172017 072172017 1414 Change Project
1414 Change Project Report 03/09/2017 03/0%2017 1414 Change Project
1414 Change Project Report 07/20/12016 077202016 1414 Change Project
1414 Change Project Report 03/11/2016 03/11/2016 1414 Change Project
1414 Change Project Report 0711372017 071132017 1414 Change Project
1414 Change Project Report 0212372017 022372017 1414 Change Project
1414 Change Project Report @ 06/08/2017 06/08/2017 1414 Change Project
O(O@E 2 3 GO)(w 1-100f 21 tems

Figure 24 - Document Screen

To view a file, click on its record and the Document Details sub-grid appears. Click the View Doc button to open the
file. OTIS can accept nearly any kind of file type, as long as it is 4 MB or less in size.

1414 Change Project Report 02232017 021232017 1414 Change Project
1414 Change Project Report 06/06/2017 06/06/2017 1414 Change Project
O(OED 2 3 G 1-10 of 21 items
Document Details
Document Name ™ 1414 Change Project Report Upload Date  6/8/2017
Description * | 1414 Change Project Report Document Date = 06/08/2017

] Document Type * 1414 Change Project =
File Upload =
Select files...

i* 1414 Change Project Report.pdf

I O

Figure 25 - Document Details Screen

Practice Exercise: Click the Documents tab for your chosen project (if it doesn’t have any records, try some

different key numbers until you find one that does):

1) How many items are attached to your project?
2) What is the earliest Upload Date? How about the latest?
3) Try viewing a couple of the attached documents.
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OTIS REPORTS

Click on the “Reports” menu to jump to the Reports section of OTIS.

As of this writing, there are over 30 reports available or under construction (see the count at the lower right). You
may need to use the slider bar along the right side to see all the reports on a page. Navigate to other pages by
using the controls in the lower left corner. The Reports grid always shows the Name and Description columns,
though some users may see a few administrative columns as well.

Reports
Name a Y  Description T
1414 History Historical data from Project Tracking ~
1414 Report - Changed Project For current change requests

1414 Report - New Project Summary | For new draft projects
2101 Print Report 2101 Issue Print Report
Appropriation Code List All Appropriation Codes available in OTIS

Appropriation Reconciliation Report Review Carryover, Adjustments, Available, Obligations, and Balance for selected Appropriation Codes

Appropriation Transaction Detail UNDER CONSTRUCTION
Board_Program_Sheets UNDER CONSTRUCTION
Corridor Financial Plan Project/Corridor Financial Plan

District Schedule Sheets, Approved District budgets by program, fiscal year, and phase for the Approved Program.

District Schedule Sheets, Scenario District scheduled costs by program, fiscal year, and phase for Scenarios
District_Schedule_Sheets UNDER CONSTRUCTION

End Step Obligations at the End Step on selected days.

FHWA - Program to Date UNDER CONSTRUCTION; Easy version of STIP report

Grouping Code Definition

4 02 L

Figure 26 - First Page of OTIS Reports List

For an example, click on the name “2101 Print Report”. This brings up the report’s criteria screen.

Reports
Key Number | Issue Number I - View Report
Optional Note |

Figure 27 - Report Criteria Screen for 2101 Print Report

This report requires the following values:

e Key Number, and

e Obligation Issue Number.
Note that entering the Key Number and typing “Tab” or “Enter” causes the Issue Number field to fill in. If you
wanted a different Issue Number from the default, simply click on it and select the correct one from the resulting
list.

The “Optional Note” field is not required. If you choose to enter something, it will appear in the upper right corner
of the report.

After filling in the criteria, click the “View Report” button.
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In the example below, we set Key Number to“1004”, Issue Number to “5”, and Optional Note “File”.

Key Number |1CIEI4

Optional Mote | File

Figure 28 — Setting the 2101 Print Report Selection Criteria

Issue Number |5 - P543520 - DHP-NH-3271(030)

Once the criteria are set, click “View Report” to generate the report, and it will fill up the rest of the screen below

the criteria section. If you do not see a small “Loading” screen appear, OTIS probably
didn’t recognize your click—Try clicking “View Report” again. If you see the Loading
screen but no report appears, and you are using Chrome or a Chrome-based browser like
Edge, the report is probably there but invisible! Either switch back to Internet Explorer,
or take the additional step of exporting the report in order to see it.

Kay Mumber 1004 Issue Number |5 - P943820 - DHP-NH-3271(030)

Optional Not=  [File

ki 2 Find | Mext -"l,, - u:}l I

PROJECT AUTHORIZATION AND AGREEMENT

Printed on:

# Loading...

Cancel

Figure 28A — The Report

Loading Screen

2152017

File

KEY 1004 WA  Fo43320-Closed FA No. DHP-MH-3271(030)
Urbanized Hwy Type  Other Principal Arterial System Mational Highway System
District: 3 Budpet Code 1030201030204050 Location SH 55, SMITH'S FERRY TO ROUND VALLEY
Auth. ¥Yr 2012  Inventory Route Mo. 001280083250 Beg MP 082251 End MP 029.285 Length 1.044 RW Date
County  (025)WALLEY-100%
Cong. 1 FHWA Oversight Exempt- INVALID AFTER Env ReEvalustion -
District 423712 Decision
Indian Res. Federal Lands
Appr Code Calc Total Est. Cost Federal Share State Share Other Share Total This Issue  Fed Aid This
Issue
3150 9268 0.00 - - (20:0,000.00) (185,320.00)
(820 (10020} 20.00 0.00 - - (:2.500,000.00) (2.000.000.00)
Total - - (2.70:0.000.00) (2.185.320.00)
Type Code 1 Type of Work SAFETYTRAFFIC OPERATIONS
Fet Date Imp Description App. Total Federal Funds State Funds Other Funds
Typ {Local)
FC 071584 15  Contract Wor; 3150 - - -
PE D4/20MB4 15  State Forces; 3150 - - -
FC 071584 15  Contract Wor; QE20 (1ID020) - - -
Total - - -
Remarks: REVISED TO WITHDRAW COSTS BY $2.700,000.00 [FA 185,320.00 {315) AND Programs. Fed Aid Limit
$2,000,000.00 (@52]] FUNDS. ALL COSTS ARE TO BE TRANSFERRED TO DHP-NH-1568(001). "
BASED ON IT ERD ACTION 6/30/38 THIS PROJECT WAS RESTORED TO HIGHWAY LECeSkation [
DEVELOPMENT PROGRAM UNDER TEA-21 FUNDING. A NEW PROJECT NUMEER WAS High Pricrity SAFETEALU 1,439,540.00
ASSIGNED AT THAT TIME. THIS ACTION IS TO CORRECT FINANCIAL RECORDS TO BE
COMSISTANT WITH THE PROGRAM.
WORK AUTHORITY P243820 15 TO BE CLOSED
Federal Projects: The State stipulates that (1) it accepts and will comply with the agreement provisions set forth in
23 CFR 630,112, and (2) the ITD Requesting Official signature constifutes the making of the cerifications set forth in 23 CFR 830.112.
Obligation Purpose
‘Workflow Step Name Comment Create Date Created By
Reguested By 3202001 12:00:00 AM | L D Thomas, RDE
Roadway Design 32612001 12:00:00 AM  HIGHWAY
PROGRAMMING
D 8/26/2001 12:00:00 AM DEE MOFFAT
FHWA 6/27/2001 12:00:00 AM L D Thomas, RDE
FHWA OfficialTitle/Date SHAROMN SCARR / FINICIVIL RIGHTS MGR / 8/27/2001 Alternative Confracting?  es O me

To ITD - You are authorized to proceed with:

I,
K FourSmichy o FourAdebiey o s Cmnemis Sannrkanite

Figure 29 - 2101 Print Report Output

100% FA Safety?
Bill Indirect costs?

WA Po43220

Yes

DNO
Nol:l

Issue 5

Yes
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Note the thin navigation bar between the report criteria section and the report itself. Use the leftmost section to
navigate between pages of your report (#1). Use the blank box and “Find | Next” buttons (#2) to search within the
report. Click the blue floppy disk icon (#3) to save the report in one of several formats (your best bets are PDF for
later printing or viewing and CSV for exporting the raw data). Ignore the circular “Refresh” button (#4). Click the
printer icon (#5) to print the report.

IMPORTANT: The printer icon requires a certain piece of supporting software to be installed on your computer. If
the printer icon does not work for you, save the report as a PDF first, then print that instead.

1 2 3 4 5
14 4 1 of1 b Pi| I—F'“dl"ext][‘é'][{i:l@

T
¢ s |TD 02901 [Rev. 0SHE) w.17.08.11

Figure 30 — Report Navigation Bar

As you become more experienced with OTIS reports, you may wish to add the ones you use most frequently to
your OTIS Home screen. To do so, click on “MyOTIS” and check the reports you wish to include. Then click Update
Profile. Your checked reports should appear in the Home screen’s Reports section.

Favorite Reports

[[1 Schedule ¥ TD - With Match Entities

[[] Schedule ¥TD - By Scenario T | Comment
[[] Project/Corridar Funding Plan

[] Performance Metrics (PJT) I Merge

[]1STIP

[[] Scheduled vs Obligated

[C12101 Print Preview

[ STIP Ammendment Supplement

[] District_Schedule_Sheeis

[7] Appropriztion_Reconciliztion_Report
[7] Grouping Code Usage

Tl Routine Review Does this show up an

OTI Review - Obligation

[[] Obligations for Final Year End Reconciliation

[[] Performance Metrics - Dynamic (PJT)
[[] Obligation YTD é ports \

[[] Periodic Savings Balance
Name

[] Performance Metrics - Dynamic
[ Apprapriation Code List Project List Report

é{] Project List Report

[[11414 Repor - Changed Project

[[] Board_Program_Sheets

[[] Performance Metrics

[[1 Schedule ¥ TD - Approved Projects

[[]1 1414 Report - Mew Project Summary

] Appropriation_Code_Balance-Transaction
[[1 04 Balance

[[1 Program Update - Projects Removed/Cancelled
[7] 1414 History \ /

[[] Grouping Code Definition

Figure 31 - Favorite Report Selection List from My OTIS Figure 32 - Project List Report on the Home Reports list
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WRAPPING UP

PRACTICE AND QUESTIONS

At this point in the training, it is important to spend some time practicing. Be sure you are familiar with the

following topics:

e Project Lookup with GoTo Key Number and Advanced Search

e Reviewing Project Information Including Budgets, Scopes of Work, Locations, and Obligations

e  Extracting project information to exported files
e Running Reports
e  Modifying the “My OTIS” environment

This is also a great time to ask more specific questions about the areas you will be using the most.

OTIS TROUBLESHOOTING

OTIS is highly dependent on multiple ITD servers and the network connections between those servers and your

computer. Problems with these servers and/or network can slow OTIS down or even prevent it from working at all.

If OTIS is preventing you from completing your work, please contact the OTIS administrators immediately. For

users outside of ITD’s network, please email or call Brent Hendry (Brent.hendry@itd.idaho.gov, 208-334-8261) or

Colleen Wonacott (Colleen.Wonacott@itd.idaho.gov). For users on ITD’s network, use the same contact

information above, or send an email to ITD-OTIS@itd.idaho.gov.

Be sure to let the administrators know which web browser you are using, and whether or not you can access other
web pages. If you are getting an error message, or are seeing something strange, take a screenshot and email it to

the administrators. Some common error messages look like this:

Message from webpage ﬂ

,  Uncaught Error.

4B\ <IDOCTYPE HTML PUBLIC "-f/W3C//DTD HTML

T 4.01/ENThttp: /v, w3, org /TR himl4/strict. dtd ">
<HTML = <HEAD = <TITLE =5ervice Unavailable </TITLE =
<META HTTP-EQUIV="Content-Type” Content="text/html;
charset=us-asci” =< /HEAD =
=BODY »<h2=Service Unavailable </h2=
«<hr=<p=HTTP Error 503. The service is unavailable. < /fp=
</BODY =< /HTML=

Fi'N

[ o |

Figure 33 — 503 Service Unavailable (Probably due to OTIS maintenance)

Figure 34 — Internal Server Error (AKA, the White Screen)

s

Internal Server Error. [500]

<IDOCTYPE html>

<html>

<head>

<title>Sequence contains no matching element.</titie >
<meta name ="viewport” content="width=device-nidth” />
<style>
body ffont-famiy: Verdana";font-weight:normalfont-size:

Tem;calar:black;}

[}
{font-Family: Verdana"; font-neight:normal; color black;margin-top
-5pxy

b
{font-family: "Verdana“; font-weicht:bold; color black;margin-top:
~Spxy

H1{
font-family: Verdana™;font-weightinormal;font-size: 18pt;colorred

H2{
font-famly:"Verdana;font-weight:normal;font-size: 14pt; color:mar
oon

pre {font-famiy:"Consolas”, Ludda
Console”} ize:1 i
height: 14pt)

.marker {font-weight: bold; color: black;text-decoration:
none;}

version {color: gray;}

«error {margin-bottom: 10px;}

.expandable { text-decoration:Lnderine; font-neight:bold;
colormavy; aursor-hand;

@media screen and (max-width: 639px) {

pre { width: 440px; overfiow: auto; white-space: pre-arap;
word-wrap: break-word; }

@media screen and (max-width: 479px) {
pre { width: 280px; }

<Jstyle>
</head >

<body bgcolor="white">

<span><H1>Server Error in'/OTIS.Web' Appiication. <hr
width=100% size =1 color =siver»</H1>

<h2> <i>Sequence contains no matching element<fi >
</h2></spanz>

<font face="Arial, Helvetica, Geneva, SunSans-Regular,
sans-serif ">

<bi> Desaription: </bixin rhandied exception occurred
during the execution of the current web request. Please review
the stack trace for more information about the error and where it
orignated in the code.

<bra<brs

b Exception Details:
</b>System. InvalidOperationException: Sequence contains no
matching element <br><br>

<bi>Source Error:<fbx <br><br>
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/& No connection could be made because the target machine actively refused it 127.0.0.1:52532 - Internet Explorer provided by Idah -2 x|

@_“dg tip:/itdha 1apta3/OTT: O =] |+ 2 Noconnection could be mad... * A A
| Ele Edt View Favortes Toos Help | % SHconvert - Fiselect | % (} ShoreBrowser WebEx -

Server Error in '/OTIS.Web' Application. .

No connection could be made because the target machine actively refused it 127.0.0.1:52532

Description: An unhandled exception cccumed during the execution of the curmrent web request. Please review the stack trace for mere information about the errer and where it originated in the code.
Exception Details: System Net Sockets SocketException: No connection could be made because the target machine actively refused it 127.0.0.1:52532
Source Error:

An unhsndled exception was genersted during the sxecution of the current web request. Informstion regerding the origin =nd location of the exception can be identified using the exception
stack trace below.

Stack Trace:

[SocketException (@x274d): Mo connection could be made because the target machine actively refused it 127.8.8.1:52532]
System.Net.Sockets.Socket.DoConnect(EndPoint endPointSnapshot, SocketAddress socketAddress) +208
System.Net.ServicePoint.ConnectSocketInternal(Beolean connectFailure, Socket s4, Socket s6, Socket& socket, IPAddress& address, ConnectSocketState :

[WebException: Unable to connect to the remote server]
System.lNet.HttpWebRequest.GetRequestStream(TransportContext& context) +6561877
System.Net.HttpWebRequest.GetRequestStream() +13
System.ServiceModel.Channels.WebRequestHttpOutput.GetOutputStream() +55

[EndpointNotFoundException: There was no endpoint listening at http://localhost:52532//UserService.sve that could accept the message. This is often ca
System.Runtime.Remoting.Proxies.RealProxy.HandleReturnMessage(IMessage regMsg, IMessage retMsg) +18998855
System.Runtime.Remoting.Proxies.RealProxy.PrivateInvoke(MessageData& msgData, Int32 type) +336
Idaho.ITD.OTIS.Service.Contract.Data.IUserService.GetUserByEmail(String email) +0
Idaho.ITD.OTIS.Web.Controllers.LoginController.Index(LoginVienwModel loginViewModel, String returnUrl) in c:\SoftDev\Code\ADM-OTIS\Dev\Release 1.23.:
lambda_method{Closure , CeontrollerBase , Object[] ) +147
System.Web.Mvc.ActionMethodDispatcher. Execute(ControllerBase controller, Object[] parameters) +14
System.Web.Mvc.ReflectedActionDescriptor.Execute(ControllerContext controllerContext, IDictionary” 2 parameters) +193
System.Web.Mvc.ControllerActionInvoker. InvokeActionMethod(ControllerContext controllerContext, ActionDescriptor actionDescriptor, IDictionary™ 2 pari
System.Web.Mvc.Async.<>c_ DisplayClass42.<BeginInvokeSynchronousActionMethod>b_ 41() +28
System.Web.Mvc.Async.<>c_ DisplayClass8™1.<BeginSynchronous>b_ 7(IAsyncResult _) +1@

System.Web.Mvc.Async.WrappedAsyncResult™1.End() +5@
System.Web.Mvc.Async.AsyncControllerActionInveker.EndInvokeActionMethod(IAsyncResult asyncResult) +32
System.Web.Mvc.Async.<>c__DisplayClass39.<BeginInvokeActionMethodWithFilters>b_ 33() +58
System.Web.Mvc.Async.<>c__DisplayClass4f.<InvokeActionMethedFilterAsynchronously>b_ 49() +225
System.Web.Mvc.Async.<>c_ DisplayClass37.<BeginInvokeActionMethodWithFilters>b_ 36(IAsyncResult asyncResult) +1@
System.Web.Mvc.Async.WrappedAsyncResult ™ 1.End() +5@
System.Web.Mvc.Async.AsyncControllerActionInvoker.EndInvokeActionMethodWithFilters(IAsyncResult asyncResult) +34
System.Web.Mvc.Async.<>c_ DisplayClass2a.<BeginInvokeAction>b_ 20() +23

System.Web.Mvc.Async.<>c_ DisplayClass25.<BeginInvokeAction>b_ 22(IAsyncResult asyncResult) +99
System.Web.Mvc.Async.WrappedAsyncResult™1.End() +5@
System.Web.Mvc.Async.AsyncControllerActionInvoker.EndInvokeAction(IAsyncResult asyncResult) +27
System.Web.Mvc.<>c_ DisplayClassld.<BeginExecuteCore>b_ 18(IAsyncResult asyncResult) +14
System.Web.Mvc.Async.<>c_ DisplayClass4.<MakeVoidDelegate>b  3(IAsyncResult ar) +23

Figure 35 —Server Error (AKA, the Yellow Screen)

However, the most likely problem users will experience is slow response time. In some cases this is unavoidable—
some of the more complicated reports are pushing a lot of data around, so they might take a minute or two to
complete. On the other hand, opening a new tab or screen should never take more than a minute. Submitting a
change request or an obligation request should never take more than an hour to reappear on their respective lists.
If you encounter such delays there may be a problem with one of the OTIS servers, so please let the administrators
know.
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Document Change Control

Version Number Date of Issue Author(s) Brief Description of Change

2.00 9/27/2019 BH Location section updated to reflect ITD’s new Linear
Referencing System; Document Change Control section
added

2.03 1/5/2021 BH Clean up typos and oversights.

2.11 1/26/2022 BH Update external address; Clarify text; Add “OTIS TRICKS
AHEAD” sections; Add password error figures; Add
report “Loading” figure.

2.12 2/22/2022 BH Clean up OTIS TRICKS AHEAD graphic.

2.13 6/1/2022 BH Fix spelling error.

2.14 2/1/2023 BH Fix figure references.
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