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INTRODUCTION

Welcome to FormsPLUS

FormsPLUS is a breakthrough product that meets the basic needs within local and regional
agencies to generate and track project related forms. Currently, each agency must develop their
own method of completing and tracking these forms. Developed by the Caltrans Division of
Local Assistance (DLA), FormsPLUS was designed to streamline and standardize this process,
and to provide agencies with a turnkey alternative to reinventing form management from scratch.
FormsPLUS is a helpful tool to assist local and regional agencies achieve their highest priorities
of project delivery and compliance with rules, regulations, and procedures.

What is FormsPLUS

FormsPLUS is a forms management application that allows the completion and the tracking of
over 120 forms contained in the Local Assistance Procedures Manual (LAPM) and the Local
Assistance Program Guidelines (LAPG) that are necessary to secure state funded and federal
aided transportation projects.

While FormsPLUS is primarily a forms management database, it also stores project information
and can be used to track the status of forms submitted to Caltrans DLA.

Why Use FormsPLUS

FormsPLUS helps perform two key activities:
(1) Complete the forms required for transportation projects and
(2) Track the status of forms during project delivery.

Designed to be user-friendly, form completion is accomplished with the utilization of convenient
features such as auto-calculations and global fields, drop-down lists, and check boxes. Tracking
features in FormsPLUS allow for the tracking of forms during the life cycle of the project by
providing multiple reporting options, the ability to provide status updates in the approval
process, and the capability to perform several search criteria to assist in locating existing project
forms. FormsPLUS has an integrated help system to provide answers to form related questions
essential for correct completion, as well as a FormsPLUS integrated help manual to assist in
answering application related questions.

Important Information

Changes in legislation and procedures that govern the funding of transportation projects may
affect the applicability of some forms used in FormsPLUS if an updated version of FormsPLUS
is not available. However, please note that new changes to legislation and procedures that
govern the funding of transportation projects will not affect the applicability or usefulness of all
the project related forms used in FormsPLUS found in the Local Assistance Procedures Manual
and Local Assistance Program Guidelines.
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If there is a question regarding the applicability of a form, please use the following link
http://www.dot.ca.gov/ha/LocalPrograms/FormsPLUS/ to check for updated forms (in the Local
Assistance Procedures Manual and Local Assistance Program Guidelines) that may not yet be
incorporated into FormsPLUS.

Technical Support

Please visit our website at http://www.dot.ca.gov/hag/LocalPrograms/FormsPLUS for information
about FormsPLUS releases, a list of frequently asked questions (FAQs) and other information
regarding FormsPLUS. If you are unable to find the answers to your technical questions in the
FAQ section, please email us at FormsPlus@dot.ca.gov.

What FormsPLUS Is Not Designed To Do

= FormsPLUS does not transmit forms to Caltrans electronically neither to other parties.

= FormsPLUS does not replace the need to print and submit hard copy forms with original
signatures in order to initiate the project funding process.

= FormsPLUS only tracks project forms as found in the Local Assistance Procedures Manual
and Local Assistance Program Guidelines.

= FormsPLUS only tracks project forms using most current format. Users should also save old
forms in PDF.

System Requirements

FormsPLUS is a standalone database developed in FileMaker Pro for Intel-based PC’s using the

Microsoft Windows operating system. It is not necessary to have FileMaker installed on your

computer in order to use FormsPLUS; you must have the following minimum equipment and

software to run the application:

= 1GBof RAM

= Hard disk with a minimum of 4GB of free space

= Microsoft Windows 7 or higher version

= Internet Explorer 7.0 or higher version

= Adobe Acrobat Reader 6.0 or higher version
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INSTALLATION INSTRUCTION

Installation for New User

DLA provides downloading for FormsPLUS. Zipped file FormsPLUS1.0v1.zip is posted at
DLA website
www.dot.ca.gov/hag/LocalPrograms/FormsPLUS/download.htm

1. Use right mouse to click zipped file and choose “extract files”. A small window will pop up
(see figure below)

Extract @
Bxtract ta:
C\FormeFPLUSY - |
Path mode: Password
| Full pathnames - |

Ovenwrite mode: Show Password

|O1.rer'.r~'rite without prompt - |

oK ] | Cancel | | Help

a. Extract to—type driver name and folder name “C:\FormsPLUS\” or “F:\FormsPLUS” if
user wants to install FormsPLUS on server “F:”.

b. Choose Path mode as “Full pathnames”.

c. Choose Overwrite mode as “Ask before overwrite” for existing users or “Overwrite

without prompt” for new users. If user choose “Ask before overwrite”, a question will be
asked on whether to replace existing files. Choose to replace “Yes to All” to replace all
files.

d. Then, click button “OK” to start extract files to folder “FormsPLUS”.

2. Build a short cut for FormsPLUS. Go to folder “C:/FormsPLUS/current”. Find file
“FormsPLUS.exe” and use right mouse to choose “Create shortcut”. A shortcut of
FormsPLUS.exe will be created. Move the shortcut to desktop.

3. Click “Register” when prompted by FormsPLUS to register the software, or go to website
www.dot.ca.gov/hg/LocalPrograms/FormsPLUS/REG.htm and fill online registration form.
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Installation for Existing User
This is the first edition of FormsPLUS. Please check the following website for new update.

http://www.dot.ca.gov/ha/LocalPrograms/FormsPLUS/download.htm

Is a user had installed a previous/current version of FormsPLUS, user have to make a backup
before installation.

1. Backup:

There are two options for users to backup existing forms before installing new update.

a) User can copy all files with extension name “frm” (such as EX_m03a.frm, a form for
LAPM Ex 3a) in folder “C:FormsPLUS/current” to folder “C:FormsPLUS/backup”.

b) This option is only available for FormsPLUS 1.0v2 and backup process takes long time!
Click icon “Home”, then “Backup” button (see screen shot below). The existing forms
will be saved into folder “backup” for update. Users can double check whether the
existing forms are saved by checking the files in the folder “C\FormsPLUS\backup”. If
there is no file in the folder, please contact FormsPLUS@dot.ca.gov.

FormsPLUS

Version 1.0v2
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Installation and Import data from existing forms

a) Follow the same instruction on page 3 for installation.
b) Import Existing forms

-
3

_ SN EL R

Details

After installation of FormsPLUS, choose “Import” to import existing forms.
i <l

Forms

Exit

FormsPLUS

Version

State of California, Department of Transportation
Division of Local i D

January 30, 2014

Message

Choose Mot Import’ for new user, Existing users please choose

‘Import’ (existing user needs to make sure the provious version of
FormsPLUS is saved before dick 'import’).

\ =
In case user choose “Not Import” when open FormsPLUS, user can still import the forms
by click “Import” Icon:

FormsPLUS

Version 1.0v2
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In case there is any problem with importing forms, please contact FormsPLUS@dot.ca.gov.
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LICENSE AGREEMENT

PLEASE READ THIS LICENSE CAREFULLY BEFORE USING THIS SOFTWARE.
BY USING THIS SOFTWARE, YOU AGREE TO BECOME BOUND BY THE TERMS
OF THIS LICENSE. IF YOU DO NOT AGREE TO THE TERMS OF THIS LICENSE,
DO NOT USE THIS SOFTWARE.

The enclosed "FormsPLUS" electronic forms database ("'Software") is licensed, not sold, to you
by the Caltrans Division of Local Assistance for use only under the terms of this License, and
Caltrans reserves any rights not expressly granted to you. You own the media on which the
Software is recorded or fixed, but Caltrans retains ownership of the Software itself.

1. License. This License allows you to:

(@) Use any number of copies of the Software on an unlimited number of computers within
your organization. To “use” the Software means that the Software is either loaded in the
temporary memory (i.e., RAM) of a computer or installed on the permanent memory of
a computer (i.e., hard disk, etc.). To be “within your organization” means that the
computer on which the software is loaded or stored is under the ownership, lease, or
responsibility of the organization to which the Software has been distributed.

(b) Make any number of copies of the Software in machine-readable form for distribution
within your organization. As an express condition of this License, you must reproduce
with each copy this license agreement and all of the files included with the original copy
supplied by Caltrans.

2. Restrictions. Any attempt to MODIFY, ADAPT, TRANSLATE, OR CREATE
DERIVATIVE WORKS BASED UPON THE SOFTWARE OR ANY PART THEREOF
cannot be supported by Caltrans or the Division of Local Assistance. Although you may
retain the software for use within your organization, Caltrans will not provide technical
support after any such modification.

3. Termination. This License is effective until terminated. This License will terminate
immediately without notice from Caltrans or judicial resolution if you fail to comply with
any provision of this License.

4. Passwords. The Software licensed to you contains features, which are protected by certain
passwords. You are not authorized to enter, remove or change such passwords, unless
provided the password and given specific permission from Caltrans Division of Local
Assistance to use it.

5. Export Law Assurances. You agree that neither the Software nor any direct product thereof
is being or will be shipped, transferred or re-exported, directly or indirectly, into any country
prohibited by the United States Export Administration Act and the regulations there under or
will be used for any purpose prohibited by the Act.
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6. Limited Warranty. Caltrans EXPRESSLY DISCLAIMS ALL WARRANTIES, EITHER
EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE WITH REGARD TO THE SOFTWARE AND ACCOMPANYING WRITTEN
MATERIALS. BECAUSE SOME JURISDICTIONS DO NOT ALLOW THE
EXCLUSION OR LIMITATION OF IMPLIED WARRANTIES, THE ABOVE
LIMITATION MAY NOT APPLY TO YOU.

7. Limitation of Remedies and Damages. In no event will Caltrans, or any of its licensors,
directors, officers, employees or affiliates be liable to you for any consequential, incidental,
indirect or special damages whatsoever (including, without limitation, damages for loss of
business profits, business interruption, loss of business information and the like), whether
foreseeable or unforeseeable, arising out of the use of or inability to use the Software or
accompanying written materials, regardless of the basis of the claim and even if Caltrans or a
Caltrans representative has been advised of the possibility of such damage.

8. General. This License will be construed under the laws of the State of California, except for
that body of law dealing with conflicts of law. If any provision of this License shall be held
by a court of competent jurisdiction to be contrary to law, that provision will be enforced to
the maximum extent permissible, and the remaining provisions of this License will remain in
full force and effect. If the Software is supplied to the United States Government, the
Software is classified as “restricted computer software” as defined in clause 52.227-19 of the
FAR. The United States Government’s rights to the Software are as provided in clause
52.227-19 of the FAR.
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REGISTRATION

In order to stay informed of the latest releases of FormsPLUS, it is recommended that you
register your software with Caltrans. You will be prompted the first time you start the
application to register your copy of FormsPLUS. You may register by one of the following
means:

a. Click “Register” when prompted by FormsPLUS to register your software or
b. Go to www.dot.ca.gov/hg/LocalPrograms/FormsPLUS/REG.htm and fill online registration
form.

If you had already registered before, you do not need to register again to avoid confusion.
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SCREEN SELECTIONS

1. Home Screen

The Home screen is the initial screen displayed when FormsPLUS is first launched (see figure
1). The Home screen contains navigation buttons that link to the Projects, Details, and Forms
screen. You may return to the Home screen by clicking on the Caltrans logo located in the upper
left corner of the Projects, Details, and Forms screen.

The Home screen also contains a navigation button called “System Settings™. This button allows
for the modification of Adobe Acrobat user preferences, as well as performs system backups
(refer to the ““System Settings’ section for more specific details).

Project Screen Form Screen Import Screen Exit FormsPLUS

Home Screen Details Screen Backup screen Update not available

FormsPLUS

Version 1.0v2

Figure 1
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Command Bar
The “command bar” (see figure 2) at the top of the screen is shared by the Projects, Details, and

Forms views. It contains the main controls for navigating through FormsPLUS. Note that, in
the Projects view, the Projects button is grayed out to show that it is not available.

Command Bar

Project Screen Forms Screen Create Report Help System
Home Screen Details Screen Find Mode Delete Project Exit FormsPLUS
& ¢ =4 = . .

&% | Ev| Gy & A -

Home Details Farms Find Report Delete Help Exit &

T
Project Number: | {TO BE DETERMINED) 0 e e Status: | ACTIVE . coneE
Project Bar T T T
Project Number Display Create New Project Project Status Display Change Project Status
Figure 2

Project Bar
The “project bar” is located below the “command bar”. The “project bar” displays the project
number of the current project record selected, the “project bar” is where new projects are created,

and the “project bar” displays the current status of a project as well as a “change status” option to
update the project status.

2. Projects Screen

The Projects screen (see figure 3) is where new projects are created, and a listing of all projects
entered into FormsPLUS is provided.

How Projects Are Listed

Projects entered are listed by project number, project location, and type of work. By default,
projects are listed in the order that they were created, with the most recent project listed at the
top.

Note: A project must be created before you are able to work with project related forms.
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oV FormsPLUS - [PROJECTS] =151
Systern  Window  Help =18 =
| a3 e | @
= . 3 . - [ Y [ - —_
A | 2 i / -
Formg Find Report Dielete Project Help Exit e
" N\ HEW ) CHANGE |
Froject Mumbar: ﬁ. PROJECT Status: | STATUS
Project Mumber Froject Localion Tipe of Work
Show *
Al @ s | -
1 |4!|I|=;'_i| Eramse =] 4 [ * r
For Help, press FL | Jhum
Figure 3

Projects Status Designation

Projects may be designated as “ACTIVE” or “INACTIVE” for tracking/managing forms and
developing reports.

The project status is represented by an indicator on the right of the Projects screen. Active
projects display a green indicator and inactive project display a gray indicator.

How to Search/Sort Projects

You may sort projects by project number, location, or type of work by clicking on the
corresponding column heading. You can also search for a project by clicking on the “Find”
button, and enter a keyword in any available field.

In addition to the standard alphanumeric characters, special characters and operators may be
entered in any field to limit your search to a particular range of values. These operators include
> =<, and ..., where the comparison operators behave according to convention, and the ‘...’
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operator indicates a range of values (e.g. 1/1/2000 ... 3/15/2000). If any matching projects are
found, a message will be displayed on the “record bar” at the bottom of the screen indicating the
total number of project records found, and the number of project records -currently

entered/maintained.

3. Details Screen

The Details screen (see figure 4) is used to store your agency’s information, select a Caltrans
district, and to enter more detailed information for the project.

Insert your agency logo

Enter agency information here

Select a Caltrans district

oY FormsPLUS - [PROJICTS] -8 x|
_ File Edt Wiew Indert Format Records System  Window Help =
sy ieel-aesn 2 ss 26|
a] ¢ = A ] (Bl [~
- =] | *
Home Pjojects Forms Find Report Delete Project Help Exit =
Praject Mumher: @ EE\'D"JECT Status: ‘ o g?ixﬁg
Local Agency Information v 0 Caltrans Distyct Information O
v Agency: | District# I:l
Address: Address:
DELETE ) )
AGENCY City: City:
State: ZIP Code State: CA ZIPCode: Eferans
County: DLAE:
Locode: Fhone:
Project Data i)
Locatar (Dist-Cty-Rie-Ph-Agey):
PPMNO: Project ID:
Expenditure Authorization (EA): Project Name:
Project Location: Type of ork:
Praject Limits: ‘Waork Description:
A Project Manager 0
A Name:; | Tille:
CONTACE ppopg; Fa: email;
Show
Q e | TS W A
All e |
00| Sl | Browse + (] G|
For Help, prefs F1 KILM

Delete contact from list

Select or add project manager information

Local agency project identifiers

Figure 4
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What the “i”” Button Represents

By clicking on any of the blue “i” buttons, a dialog box will display with a brief description of
the corresponding field(s).

Entering Agency Information

Project information can be different for each project created in FormsPLUS. You can choose an
agency from the “Agency” drop-down list, or create an agency entry by choosing “Other” and
entering the agency’s name. You must enter one attribute for a new agency to be added and
saved to the drop-down list. It is important to note that the information entered in the Details
screen carries over into other related fields throughout the project.

Clicking in the agency logo field will allow an image file to be selected for display along with
the other agency information.

Selecting a District

Caltrans district numbers are also stored in the Details screen. The Caltrans district number
defaults to that of the last project created. The district information is selected from a drop-down
menu and is current as of the FormsPLUS release date, but this information is prone to change
over time. It is the responsibility of your agency to ensure that district information is current
before you submit any form to Caltrans.

Entering Project Manager Information

The Details screen is the only place in FormsPLUS where you can designate or change the
project manager for a particular project. The name that you select here will appear in the
signature field on all forms created for this project. Project managers are selected from an
internally stored contact list. You can add a contact by selecting “Other...” from the list, which
appears when you click or enter the project manager name field (see figure 5). Related
information (i.e. title, telephone number, etc.) can be entered for a new contact and is stored in
the system for later use.

Project Manager 0
DELETE Marme: |Jane Doe Title: Assistant Engineer
LT Phone: | (816) 555-1234 Fax: (916) 555-1200 email: | jdoeg@eityofsac.gov

Figure 5
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Deleting a Displayed Contact

To remove a displayed contact from the drop-down list, click the “Delete Contact” button to the
left of the project manager fields, and click “OK” in the displayed warning dialog to confirm
your intention to delete the contact.

How to Search/Sort Projects

As in the Projects screen, you may search for a project in the Details screen by clicking on the
“Find” button, and entering a keyword in any available field. In addition to the standard
alphanumeric characters, special characters and operators may be entered in any field to limit
your search to a particular range of values. These operators include >,=,<, and ..., where the
comparison operators behave according to convention, and the “...” operator indicates a range of
values (e.g. 1/1/2000 ... 3/15/2000). If any matching projects are found, a message will be
displayed on the “record bar” at the bottom of the screen indicating the total number of project
records found, and the number of project records currently entered/maintained.

How Records are Displayed

Unlike the Projects view, in which a list of projects is displayed, the Details screen displays only
one project record at a time. You may navigate between projects after performing a “Find” by
using the arrow buttons on the record bar. This makes the record bar especially useful in the
Details screen (see figure 6).

Use the arrow buttons to navigate between project records in the found set
| Click “Show All" to display all project. | First Previous Next Last
sfow ) wiewns: 1012 Projects Found T T« IC» [ »m | ﬂ

Figure 6

4. Forms Screen

The Forms screen (see figure 7) provides a menu of forms contained in the Local Assistance
Procedures Manual and the Local Assistance Program Guidelines to select from when creating a
new form.

Page 15



FormsPLUS User Manual & Tutorial

Caltrans Division of Local Assistance

Click the button to the left of
the desired exhibit in the
“New” list to create a form

#* FileMaker Pro - [PROJECTS.fp5]

Select a manual and chapter

; Edit “iew |nsert Format Records Scripts  Window Help
Hofne Frojects Details Report Delete Help Exit P, ,««“‘j
T
/
| . Y NEW CHANGE
Prdect Number. | {TO BE DETERMINED) Cr) EDIEET statuf | ACTIVE d\smus
Project Location:  Canpitol Mall Bouleyard
Froject |D:
ype of'Work: Median Unarade roject Mame:
delect Marual LOCAL ASSISTANCE PROCEDURES MANUAL Chapter: E O
L4 Exhihit Title Fage
T 3-A Request for Authorization to Proceed with Preliminary Engineering 7 A
T 3-B Request for Authorization to Proceed with Right of YWay 319
T 3-C Request for Authorization to Proceed with Construction 3+
T 3-D Request for Authorization and Transfer of Funds to the FTA 3-23
T 3E Request for Authorization - Project Prefix Checklist 3-25
T 3-F Finance Letter 3-27
T 3G Request for Authorization - Data Sheets 2-29
T 3L Request for Authorization to Proceed with Utility Relocation 389 7]
EDm| Created Exhihit Title Status
A oo 3F Finance Letter NOT REVIEWED |~
A 9572001 3C Reguest for Autharization to Proceed with Construction NOT REVIEWED
i Gr7iz2001 3-A Reqguest for Autharization to Proceed with Preliminary Engineering NOT REVIEWED
s 71 o
o) N S 7 S Y. 4
100/ jd|= | Browse <] ’
FarHeld, press F1 Uk
| P— - B [Rp———

_ Figure 7
Click the button to the left of the

desired form in the “Existing” list to
edit a previously created form

How to Select a Caltrans Manual

Navigate between project
records using the arrow buttons
at the bottom of the screen

You can select/change manuals by clicking first in the “Select Manual” field and then from the
drop-down menu. To select the chapter from the corresponding selected manual, click on the

“Chapter” field to select the chapter from the drop-down

menu. The list of displayed forms is

determined by the selected manual and then by the selected chapter (see figure 7).
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How to Create/Add a New Form

After you have selected the corresponding manual and chapter, click the button to the left of the
desired form in the “New” list to create a new form for the displayed project. The selected form
provides fields where you will be able to enter form specific information.

Using the Help Feature to Complete a Form

While many features have been added to facilitate form completion, it is assumed that the user
has working knowledge of Caltrans procedures, and has the appropriate manual(s) available for
reference. You can view the relevant manual chapter by clicking on the “?” (or Help) button in
the command bar when viewing a form.

The Command Bar

A new form will appear on the screen for you to complete after selecting the “New” button from
the list of desired forms corresponding to the selected manual and chapter. The command bar
associated with creating or editing a form is slightly different from the command bar found in the
Projects, Forms, or Details screens (see figure 8). This command bar contains a “Duplicate”
and “Print” function that is not available in the other screens.

“ EE:J Prajects ’:-:%\ Details | i;z Forms ‘ @ Duplicate ;E.: Print ﬁ Delete | "-;"
FProject Mumber: | STPLH-1234{006) Project Location: | Yarious Locations
A . : : 0 TRACK 0
Reviewed: Sent: Completed: 3 D0 NOT TRACK

Figure 8

The “Duplicate” button takes you to the Form Duplicator tool, where you can make a copy of
the currently viewed form within the same project. (see Form Duplicator under the
“FormsPLUS Tools” section)

How to Edit a Form

The Forms screen contains a list of all existing forms for the selected/displayed project. To edit
an existing form, click the “Edit” button to the left of the desired record in the “Existing” list.
To delete an existing form from the list, you must first select the “Edit” button to the left of
the desired record in the “Existing” list, and then click the delete button.

@ WARNING: Do not attempt to delete a form using the delete button in the Forms
screen, doing so will delete the entire project selected/viewed!
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How to Print a From

In order to print a form you must have that form open. After opening the specified form, select
the “Print” button located in the command bar to print the form. When the “Print” button has
been selected a preview of the current form will be displayed allowing you to preview the form
before printing. By clicking on the rolodex located in the upper left side of the screen (see
figure 9) you will be allowed to navigate between the pages of the form. After you have
finished previewing the form, click on the “Continue” button located on the left side of the
screen to print the form. After printing the form you may either exit the application by clinking
on the “Exit” button located on the command bar, or return to the Forms screen by selecting the
“Forms” button located on the command bar.

& FileMaker Pro - [EX_006.fp5]

Eile Edit ‘iew Inset Formaf Becords Scripts  Window  Help

PRINT
Use the _vl
rolo_de>: to |-| Local Assictance Procedmss Mamal EMHIEIT 34
navigate =t December 15, 2000
between >
pages of = REQUEST FOR AUTHORIZATION
the form I_ 1 TO PROCEED WITH PRELIMINARY ENGINEERING (PE)
?Pages To: Fn Eraer Dite: ding 15, 2001
District Local Assistance Brginesr Troject Famber: STPL-1234(001)
Caltrare, Office of Local Secictance ; i i i
703 B Strest Project Location: MMain Street and Fifth Axneroae
.0, Box 911
Mirysville, G4 95901
Type of Work: Rosderay Beawfuring and Repair
Drear Bery Bramer:
%lgrlitinue” Script: T order to begin reimburedble preliminary sngiesring for the sbowve project, we request that you securs Federal

arthorimation and oblizate fimde for thic wori, the anomts reqaected do hot s2eceed the Federa] fimde proaided to thic

to display _- sy i the spproved Feders]l TIFederel Statewide TIP (FETIF).
the print

dialog and Agtached are the follovring doonrerts that are Tequired to athorize this phace of vz
proceed Request for Avthorizstion Packaze
with

[0 rompleted Broject Brefix Checklist (Ehibit 3-E)
O Completed Finarwce Letter (Exhibit 3-F)
O Completed Dta Sheets (Exbubit 3051
Field Review Foom (Fshibit 7-E)
O Completed Field Review fomm, ar
O Twrill oot be preparing the fived desigh ot this thwe. Dol tranewd the Field Peyior Foon at g Later date.

1Ty

printing

Figure 9

Note: If you have submitted form letters to Caltrans in the past, you will notice that
FormsPLUS forms do not have instructions to print on local agency letterhead. Due to
the standardized nature of electronic forms, this policy has changed. All form letters
submitted to Caltrans may now be attached to a local agency transmittal letter.
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How to Delete a From

The “Delete” button associated with the selected form will delete the currently viewed form, and
remove it from the displayed project’s list.

@ Note: This is the only place in FormsPLUS where you can delete individual forms.

How to Use the Help Button

The Help button “?” in the selected form gives you the option to get help using FormsPLUS or
you have the option to go to the specific section of the Local Assistance publication that relates
to the current form you are populating. In either case, the Adobe Acrobat Reader is launched
and the table of contents for the relevant Local Assistance publication manual is displayed, or the
table of contents for the FormsPLUS User Manual/Tutorial is displayed.

You must have Adobe Acrobat Reader 4.0x (or later) installed to use the online help
feature. The Reader can be obtained on the following Adobe website:
http://www.adobe.com/products/acrobat/readstep2.html

Form Tracking Information

“Form Tracking Information” can be entered upon the creation of a new form or changed by
selecting a form previously created. By using the “Sent”, “Reviewed”, and “Completed” date
fields, you can track individual forms as they are completed by your agency and sent to Caltrans
for approval. These dates are used to update the status of forms displayed in the Forms screen,
and are used in the FormsPLUS reporting options (see Report Generator under the
“FormsPLUS Tools” section).

By default, every newly created form is flagged for tracking. Once the form has been completed
and has been reviewed by the project manager (or the designated authority within your agency) a
date should be entered in the “Reviewed” field. When the form is sent to Caltrans, the form
should have a date entered in the “Sent” field. Finally, after receiving confirmation that Caltrans
has approved the form (or approved the corresponding project phase) the form should have a
date entered in the “Completed” field.

Tracking dates must be entered in chronological order. If the dates have not been entered in
chronological order, FormsPLUS will display a warning message and will not allow you to
continue until you have entered the dates in chronological order.

If a form is designated as “Do Not Track”, it will NOT appear on any reports created with the
Report Generator and the words “NOT TRACKED” will appear behind the form status. For
example, you may want to use this feature of FormsPLUS to retain a historical record of
submitted forms.
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How to Return to the Form Screen

You can return to the Forms screen by clicking the Forms button from all other screens. When
the Forms button is clicked from another screen, you are taken to the current project
viewed/selected, as indicated in the project number display. Once in the Forms screen, you may
navigate between projects by using the arrow buttons on the record bar at the bottom of the
screen (see figure 6).

5. Backup

Click the “Backup” button to make a copy of all FormsPLUS files in the directory (default:
C:\FormsPLUS\backup).

In the event that FormsPLUS data is corrupted due to hardware, operating system, or other
unforeseen errors, these files will provide a complete backup.

Users are required to back up all forms before updating to new version. There are two ways
backup.
a) Click the button “Backup” to back up all existing forms (see .
b) Users can also back up all forms by copy all FRM files from folder
“C:\FormsPLUS\current” to folder “C:\FormsPLUS\backup”. Because some of these
forms are not used by users, it may cause the problem if user use “Import” function.

Projects  Details Foms  Backup import Update Exit

FormsPLUS

Version 1.0v2
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6. Import
User can click the “Import” button to import existing forms from the folder
“C:\FormsPLUS\backup”.

In the event that FormsPLUS data is corrupted due to hardware, operating system, or other
unforeseen errors, this function will allow users to import lost forms.

Users can also use this function to import forms if users did not choose importing forms when
first open FormsPLUS after installation.

{g W E e % S |

Projects  Detalls foms  Backup import Updats Exit

FormsPLUS

Version 1.0v2

7. Update
This function is not available now. We intend to simplify the update process for users through
this function.
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FORMSPLUS TOOLS

FormsPLUS contains tools that can be used to manage forms created. These tools include the
Report Generator and the Form Duplicator.

1. Report Generator

The Report Generator is used to view or print a listing of forms according to a provided
selection criteria. Forms are grouped on the report by project number and tracking status (“All
Status”, “Not Reviewed”, “Reviewed”, “Sent” or “Completed”).

Create a Report

To create a report in the Report Generator select the “Report” button located on the Projects,
Details, or Forms screen on the command bar.

Select the “Preview Only” option or the “Print” option located on the Report Generator before
creating the report. If the “Preview Only” option is selected when creating the report you will
not be able to print. The “Preview Only” option only enables you to view the report on your
screen after you have created it.

After selecting the “Preview Only” option or the “Print” option, create the report in the Report
Generator by answering the displayed questions (see figure 10).

Printing a Report

To print a report you have created or about to create, select the “Print” option located on the
Report Generator, and then select the “Continue” button on the left side of the screen that
appears after you create the report.

@ WARNING: If you do not select the “Continue” button located on the left side of
the screen after you create the report, you will not be able to return to
the Report Generator screen or access the command bar. If the
“Continue” button is not selected and you choose to close the
application window, you will be kicked out of FormsPLUS. You must
select “Continue” and let FormsPLUS print your report before you
are allowed to return to the Report Generator screen or access the
command bar.
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#¥ FileMaker Pro - [REGISTRY fp5]

File Edit “iew Inset Format Becords Scripts  Window Help

E

FormsPLUS Report Generator

= & ? R
Home Projects Details Farms Help Exit B
T

How would you like to select projects to include in this

report?

o

S
T TR

/VO PREVIEW ONLY @ PRINT

by Status =

by Project Number =

[ Reset | O

100 ][] Browse. ] </

FarHelp, press F1

Select “Preview Only” if you
would like to view the report
on screen, or “Print” to
generate a hard copy

Figure 10

Pl
L

[ oM

Click the “Reset” button
to create a report based
on a new set of criteria
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2. Form Duplicator

The Form Duplicator is used to make a copy of any previously completed project form within
FormsPLUS. When duplicating a form the following information will appear on the duplicated
form: agency information, district information, project number, project data, type of work,
project location, project limits, project manager information. This information is transferred
from the ““Details” screen and pertains to the project form you select.

Duplicate a Form

To duplicate a form you must select one that has been previously populated. After the desired
form displays on your screen, select “Duplicate” located in the command bar, and then click on
the “Duplicate” button to the right of the project form you wish to duplicate (see figure 11).

Click the “Duplicate”
button on the row of the
desired project form

Click “Cancel” to abort
duplication

#¥ FileMaker Pro - [PROJECTS fp5]

File  EHit “iew Insert Format Becords Scripts  Window Help =15 x|
i, ||
@ Form Duplicator L.
-
\ e
Cancel | 3-A Requestfor Autharization to Proceed with Preliminary Engineering \ 0
m Click the "Duplicate’ button in the row of the project where you would like this form to be duplicated, or '‘Cancel’ to return to the exhibit view: \
FProject Mumhber Project Location Type of vwork 5
P | (TO BE DETERMINELD) Capital Mall Boulevard Median Upgrade Duplicate
@ STPLH-1234{008) Warious Locations Traffic Sign Upgrade Duplicate
P | STPL-1234{001) Main Street and Fifth Avenue Roadway Resurfacing and Repair Duplicate
o | v |
100 |]|= | Brawse <[] C
For Help, press F1 UM
Figure 11
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TUTORIALL: CREATING A NEW PROJECT

How to Create a New Project

1. Before you can work with any forms, you must create a project to contain them. To do this,
go to the Projects screen by clicking on “Projects” in the command bar (see figure 13).

a. After clicking on “Projects” in the command bar the Projects screen is displayed (see
figure 14).

gy 5 ) = L=l Se — i > -

Home Details Forms Find Report Delete Help Exit

Figure 13

¥ FileMaker Pro - [PROJECTS.fp5] 2 i i -1&] |
File Edt Yiew Insert Format Records System  ‘Window Help _|5|1|
DS -8y imels bEgek Posr| D)
Y R E |
] i 3 B -
v | I " 2 | B
Details Faorms Find Report Delete Help Exit A
Proputhurer | o sas| oL
Project Mumhber Project Location Type of Wark
Show *
Al v L
100l ] Bromwse [ 4] C
For Help, press F1 l_ LM
Figure 14
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2. To create a new project, click “New Project” in the project bar. A new record will appear
for you to enter the project number, location, and type of work (see figure 15).

Project Number: | 12345678 @ Sl Status: | ACTIVE
Project Mumber Project Lacation Type of Wark
W 12345678 Sacramento Paving
Figure 15

Enter Project Specific Information

1. To enter more detailed project information, go to the Details screen as shown in (see figure
16).

¥ FileMaker Pro - [PROJECTS.fp5] e ;Iilll
File Edt ‘iew Insert Format Records System  ‘Window Help =181x

DE- 8% smels are B T

.@-@@@F?lk @-

Hame Frojects Forms Find Report Delete Help Exit
; : HEW : CHANGE
R | @ PROJECT StatL'S'| . STATUS

District# El

Address: | Address:
INSERT &
AGENCYLOGO cw iy

HERE State: ZIP Code: . State: ZIPCode Mw

DLAE; |

Agency:

Local Agency Information 0 ‘ Caltrans District Information 0

Locatar (Dist-Chy-Rte-PM-Agoy):

PPMNO: Project ID:
Expenditure Authorization (EA): Project Mame:
Praoject Location: Type of Wark:

Project Limits: ‘Wark Description: |
|
i
Project Manager ﬁ‘
|
|
|

DELETE Marme: | Title:
L Phone: Fax: email: _

|
| >

Al L/
| 100] Ll ] Browse vlﬂ
For Help, press F1 ’_ ’W ’_

Figure 16
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2. Enter your agency’s information and logo in the “Local Agency Information” area located in
the upper left-hand side of the Details screen (see figure 17).

a. You must enter at least the agency’s name for the agency to be saved to the database for

future use.
b. You can create/store multiple agencies by clicking on the “Agency field” and selecting
“Other”.
c. The next time you create a project, FormsPLUS will choose the agency entered as the
default.
LD(:—EI" Age;lcar LR Lt "3‘
A Ency | |
Aaddress: |
INSERT
AGENMNCY L OGO it |
HERE State: : FIFP Code:
Coudnty:
Locode:

Figure 17

3. Specify the district in which the project is located in the “Caltrans District Information” area
from the drop-down menu (see figure 18).

a. The rest of the information about the district will automatically appear once you have
selected the district number.

Cahltrans District inforrmation "3‘

Dristrict &

Address: 7T0O3 B Street

F.O. Box 911
ity  haryswille

State: | oA FIPCode: 95901 Mw

DLaE: Ben Bramer
FPhone: ¢S30) 741-5450

Figure 18

4. Enter information into the “Project Data” area. Project data includes identifiers and
descriptive information pertaining to your project (see figure 19).

Project Data i)

Locatar (Dist-Cty-Rte-PM-Agey: [ |
PPNO:
Expenditure Authorization (EA):

Froject

FProject Mame: :

Project Location: iSacrarmento Type of Work: Paving

Froject Limits:

Work Description:

Figure 19
5. Specify a project manager for this project in tne “Project Manager” area (see figure 20).
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a. For future reference, if you entered a project manager for another project in
FormsPLUS, you could simply choose their name from the name drop-down list and
select “Other”.

Project Manager ]

DELETE“} Marne: ] Title:

CD"TAS:' Phone: : WFan emall: §

Figure 20
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TUTORIAL 2: ADDING/COMPLETING A FORM

How to Add and Print a New Form

1. After creating a new project you may now create and complete forms associated with that
project.

2. Select the desired project in the “Projects” screen and then go to the “Forms” screen (see
figure 21).

5% FileMaker Pro - [PROJECTS.fp5] S i ':- = |
File Edit View Insert Format Records  System  Window  Help s El_)g
DE- a8y ieails Bea Bfass
. ' e =] = -y I A =
gy > D i s B
Home Projects Details Find Repaort Delete Help Exit i . ',i
— 4 R .
; : Uy HEW : CHANGE
Project Number: | 446688 igs fsleit Status: ACTIVE [ o
Project Location:  S2onsard
Froject ID: CT446638
Type of Work: Demaoalition Froject Mame: Remove TreatiCowell storage shed
Select Manual; LOCAL ASSISTANCE PROCEDURES MANUAL Chapter: O
B Exhihit Title FPage
= 12-C PS&E Cedification 12-45 A
4 12-D FS&E Checklist 12-47
EC | Created Exthibit Title Status ‘
A1 110262002 B-D HBRRF ScopefCostiSchedule Change NODMRUETERED [~
A 11ize2002 B-C PIM for Barrier Rail Replacement Projects SENT
A 1100z B-B HBRRP Special Cost Approval Checklist REVIEWED
A 11izerz002 B-A HBRRF ApplicationfScope Definition Form MNOT REVIEWED
AL a— bl
[AC0IA] Browes <] ] of T
For Help, press F1 ‘_ UM
Figure 21

3. From the “Select Manual” drop-down menu, select the Local Assistance Program
Guidelines or the Caltrans Local Assistance Procedure Manual.

4. From the “Chapter” drop-down menu, select the chapter corresponding to the Caltrans
manual selected.

a. The “New” section of the “Forms” screen lists all the forms available in the selected
Caltrans manual chapter above.

b. The “Existing” section of the “Forms” screen lists all the forms you have added to the
current project.
5. Select a form displayed in the “New” section to add to your project.
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a. After selecting a form, the form will open allowing you to populate it (see figure 22).

b. Most of the fields have already been populated with local agency or project information
you previously entered in the “Details” screen.

@ WARNING: Changing information in the “Details” screen will also alter the
information previously entered on forms within that project.

c. Once the form has been completed it is ready to print.

¥ FileMaker Pro - [EX_030.fp5] o] [ 4
File Edit Wiew Insert Format Records Scripks  Window  Help =1a]x]

D=E- &Y | b« | aage@PsSes ||

1 = | | i | = | - | 5 =l
1| = . | ) = i H | | o
_~| '—-Ej Projects ! e, Details | g-/i Farms | @ Duplicate ;__ Print | @ Delete l _J
Froject Mumber: | 113355 FPraoject Location: | Concord
- : 7 : =% & TRACK |
Reviewed: Sent: Completed: o 3 D0 NQT TRACK Q]‘
Local Assistance Program Gudebnes EXHIBIT -4

Decembear 20 2007

EXHIBIT 6-A HBRRP Application/Scope Definition Form

See Section 6.6 Chapter 6 of the LAPG for information about this form.

This Form shall replace Exhibit 7-D, “Major Stuciare Data™, from Chapter 7,

“Field Review,” of the LAPM. Wherever the LAPM requires Exhibit 7-D for other programs,
Exhibit 6-A may be substituted. Bridge projects funded entirely through other programs

should continue to use Exhibit 7-D.

{One bridge per application, separate applications For mmliiple bridges at same location.
BIultiple bridges may be combined into one Ffederal aid project Later.)

State Bridge No. Loecal Bridge No.

Project Number 113355 (Caltrans to provide project number for new projects)

Responsible Agency  City of Concord
Caltrans District 04

County  Contra Costa
Project Manager Janice Brighton

Title Director of Public Works .

150 el o[ S| Browse =11 | Ll_l

For Help, press F1 | LI i
Figure 22

6. Click “Print” located in the command bar.

a. A print preview appears.

b. After verifying the information is correct in the print preview, click “Continue” to print
the form.

@ WARNING: If you do not select the “Continue” button located on the left side of
the screen after you create the report, you will not be able to return
to the Report Generator screen or access the command bar. If the
“Continue” button is not selected and you choose to close the
application window, you will be kicked out of FormsPLUS. You must
select “Continue” and let FormsPLUS print your report before you
are allowed to return to the Report Generator screen or access the
command bar.
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