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INTRODUCTION

General Information

OnJuly 1, 2011, the West Virginia Infrastructure & Jobs Development Council (1JDC) and
the West Virginia Water Development Authority (WDA) implemented newly automated
systems and redesigned processes to support the planning, management, and oversight
of the State’s multi-million dollar program of water and wastewater projects. The new
online application process for applying for project funding is available at
www.wvinfrastructure.com. Participants who have successfully completed and passed
the associated training will be provided with access to the online dashboard and all
relevant resources.

About This Guide

This User’s Guide is meant to supplement the information presented during training and
can be used as an ongoing reference tool. The guide contains information on features
and functions of the online system, as well as step-by-step instructions on how to
complete the new application process.

If you should have additional questions, or require information not contained within this
manual, you may contact WV IJDC at:

Phone:304.414.6501
Fax:  304.558.4609

Email: HelpDesk@wvwda.org

Browser Specifications and Other Related Software

To ensure that you have access to all of the features and functions of the online
application, it is recommended that you use Internet Explorer 8 or greater and that you
have downloaded Formatta Filler. A link to this free download is available by clicking on
the Formatta Filler logo located on the Project Dashboard home page or by going to:
http://crp.formatta.com/page Downloads/Products.html.

Introduction
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BENEFITS OF THE NEW ONLINE APPLICATION PROCESS

Why Change? The greatest impact the new process and online system will have is to reduce
costs for everyone. Each of the benefits listed below ultimately roll-up into cost savings for
the State and the rate payers.

Overall Benefits

Improve the effectiveness of how the State’s infrastructure monies are being
used

Utilize better information and tools resulting in more objective and realistic
allocation of funding

Get more projects underway faster by managing available fund balances against
commitments to optimize cash flows

Reduce time from project inception to construction

Use data gathered across all projects to look at ways to continue to improve and
strengthen the process

Benefits for Project Team Members

Streamlined step-by-step process that is easier and less time consuming and also
reduces the likelihood of errors and missing information

Ensure strong project teams are in place prior to submitting the application
Quicker application turnaround and approval process

Shared responsibility and project tracking; able to see where bottlenecks are
occurring and can work with the Project Manager to manage through them

Faster payment; invoices for completed work paid within 15 days of receipt
Opportunity to get paid for work done on the application process

Free advertising on the website; the better you do, the better it looks for you
because your track record will be posted on the website

Access to current and historical project information to help facilitate the
planning and coordination of infrastructure projects, including leveraging GIS
capabilities linked to State-wide infrastructure data

- Benefits of the New Online Application Process



BIG PICTURE OVERVIEW

Process

The process for completing the online application is si

milar to what was done in the

past, except it is now streamlined and automated. In addition, each stage has been

broken down into a step-by-step process to ensure pr
timely and efficient manner.

Various parts of the application and related forms will
each of the phases of the process:

Project Pre- Application Project Con'IpIete
. . . Design &
screening & Submittal & Planning & .
Initiation Approval Funding ARl
Funding

PROJECT TRACKING & SCHEDULE UPDATES

= Project Initiation

= Preliminary Application

ojects are moving forward in a

need to be completed during

Bid Job &
Execute
Project

919|dwo)
uol39n4Isuo0)

= Funding Recommendation Decision

= Revised Application

= Binding Commitment Pre-Bid Schedule B
= Binding Commitment Request (Checklist)

Bid Authorization Pre-Bid
Schedule B

Bid Authorization Request
(Checklist)

Bid Underrun or Overrun Request
Closing Post-Bid Schedule B

Draw Schedule Maintenance
Wiring Instructions Form

Closing Request (Checklist)

= Draw Request
= Budget Revision

Big Picture Overview _



Major Changes

In addition to automating and streamlining the application process, the most notable
changes are the following:

Project Initiation

Project screened prior to submitting any documentation
Project is initiated through Administrator

Critical Project Team members are identified prior to applying
Opportunity for pre-application funding assistance

Other projects are considered to maximize benefits to your region

Preliminary Application and Forms

Preliminary Application broken into sections based on role (Administrator,
Engineer, Accountant)

Online allowing users to complete over time without losing work; also allows for
easier tracking of status

Every document submitted to IJDC or sent by IJDC will be available for viewing,
printing, and/or saving

GIS tool with advanced searching capabilities and access to information on all
existing and in process projects

Submitting Requests

Requesting binding commitments, bid authorization, and closing dates are now
available online in a checklist format

Documentation can be uploaded and stored as soon as it is available

Transparency of task ownership and status

Role Clarification

Responsibilities for each part of the process are clearly defined and aligned
against areas of expertise

- Big Picture Overview



ROLES & RESPONSIBILITIES

The new online application process requires that team members take on a greater role
than they may have in the past. In order to help facilitate projects, roles have been
clarified based on areas of expertise. The following is a description of each of the roles
and the related responsibilities.

Sponsor: The responsible party (typically a utility) that is requesting approval and/or
funding of an infrastructure project. The primary responsibility of the Sponsor is to:
= Successfully hire and direct their project team in the completion of the identified

project

Administrator: The Administrator is the individual who has been certified to provide
oversight to the project and is responsible for completing the following duties:

= Assist Sponsor in the process of hiring the project team, as needed

= Pre-screening of the project

=  Project Initiation Form

= Preliminary Application (Administrator Form)

= Revised Application (Optional)

= Binding Commitment Request (Checklist)

=  Project budget/Schedule B

= Bid Underrun/Overrun Request Form (Optional)

= Draw Schedule

= Closing Request (Checklist)

= Draw Request Form

= Budget Revision Form (Optional)

= Monthly Reports
Engineer: The Engineer must be a licensed Registered Professional Engineer in the State
of West Virginia. The Engineer is the individual who is responsible for the engineering

plans and specifications, as well as other duties outlined in the Engineering Agreement
and listed below:

= Preliminary Application (Engineer Form)
= Bid Authorization Request (Checklist)
= Monthly Reports

Roles & Responsibilities _



Accountant: The Accountant must be a licensed Certified Public Accountant in the State
of West Virginia. The Accountant is the individual that is responsible for assisting the
Sponsor with rate-related calculations and documentation, as well as other duties
outlined in the Accounting Agreement and listed below:

= Preliminary Application (Accountant Form)

=  Monthly Reports

Legal Counsel (Local, PSC, and/or Bond): The Legal Counsel must be licensed to practice
law in the State of West Virginia. The Legal Counsel is the individual responsible for
performing the duties outlined in the applicable legal agreement, as well as the
following:

=  Monthly Reports

= (Closing (Bond Counsel)

_ Roles & Responsibilities



LOG IN INFORMATION

The online Preliminary Application and related tools, forms, and documentation can be
accessed on the WVIJDC website at: www.wvinfrastructure.com.

After completing the required training certification, a user account will be created and
the Team Member will be granted user access to the system. At the discretion of 1JDC,
there may be future training required in order to keep your user account active.

Home ContactUs Site Map

(@ | Project Dashboard

| WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.558.4607 F 304.558.4609

About Us Structure Calendar Projects Knowledge Center FAQ

Project Dashboard Login

Sign in below to access your project related materials and information.

Username:  Administrator @
- Login Help &
Password uooooooo-oo@ et Fassword

Login \) Cancel

Home | AboutUs | Structure | Calendar | Projects | Knowledge Center | FAQ | Site Map | Contact Us

Copyright ® 2011 West Virginia Infrastructure and Jobs Development Council. Privacy Policy | Disclaimer | Project Dashboard

1. Enter Username. Your username will be included in the email you receive after
successfully completing training.

2. Enter Password. Your password will be included in the email you receive after
successfully completing training.

3. Click Login.

In order to access the Project Dashboard, project Team
Members must have successfully completed the training

certification.

Log In Information
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PROJECT DASHBOARD

After logging into the system, you will be taken to the Project Dashboard. From the
Project Dashboard you will be able to access all of the necessary forms to complete the
online application. The Project Dashboard also provides access to all projects and
project information stored in the WVIIDC Projects Database, as well as other helpful
resources and tools.

There are three key sections to the home page of the Dashboard:

Home Contact Us Site Map

@ | Project Dashboar
WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

About Us Council Members Committees Calendar Active Projects Project Center FAQ

Task Manager @ Project Dashboard Q Dashboard Home & Log Out

EI Your Projects . . =
Administrator is logged in 3

=4 Monthly Reporting

| Project Search _— J
- d Welcome to your Project Dashboard. Through this Dashboard, you will have Project: 20125-1206
Sample Forms access to all projects and project information stored in the WVIJDC Projects 2\3’2%?12' FLTET R LR 450
Database. Use your Task Manager and Tools to keep your projects up-to-date valaple
and manage all project related information Project: 20125-1206
03/22/2012 - lIDC Decision
Tools @ Systems Enhancements \1_)

! GIS Applications In an effort to continuously improve our State’s On Line Project Application
Tracking system, we have made the following functionality enhancements
@z 1JDC Policies & Guidelines

Project Quick Search
@ Public Service Commission

| US Census Bureau To initiate & new project, please download the Project Initiation form below, fil it out Project
completely and submit it. Before downloading any project forms, first download the Number:
£ Help/User Guide free Formatta Filler program by clicking the icon in the right hand column on the Project
- Dashboard home page, or the Forms page Search
=1
.. Performance Results
E] New Projects view all projects
Click project to view project specific information Free Download
Project Number | Sponsor Status
Kermit Municipal Water Initiation Form
Department Accepted

1. The Main Area — provides a quick look at immediate tasks that need to be
completed related to your project(s), new projects that have been submitted, and
related notifications

2. Task Manager — allows you to complete various tasks related to the project

3. Tools — provides quick and easy access to information and resources to assist with
the project

- Project Dashboard



Main Area

The Main Area of the Project Dashboard home page provides a quick look at immediate
tasks that need to be completed related to your project(s), new projects that have been
submitted, and related notifications. The main area of the home page is also where you

can go to perform a quick search for a project, download Formatta Filler, or to manage
your online account.

Project Dashboard & pashboardHome  ® Log Out
Administrator is logged in d 3 Q
Welcome to your Project Dashboard. Through this Dashboard, you will have Project: 20124-1206 3
access to all projects and project information stored in the WVIJDC Projects E\??f’i?m - Furgling Accepted Letter
Database. Use your Task Manager and Tools to keep your projects up-to-date vasoe
and manage all project related information. Project: 20125-1206
03/22/2012 - LIDC Decisi
A Systems Enhancements sesin
In an effort to continuously improve our State's On Line Project Applicati@
Tracking system, we have made the following functionality enhancements.
5 Project Quick Search

To initiate a new project, please download the Project Initiation form belowy, fill it out Project
completely and submit it. Before downloading any project forms, first download the
free Formatta Filler program by clicking the icon in the right hand column on the Project

Dashboard home page, or the Forms page.

\D w! Projectinitiation Forn Searchr

Number:

, : formatt \:
D New Projects view all projects Fill
Click project to view project specific information Free Download
Project Number  Sponsor Status
K ) Kermit Municipal Water Initiation Form
Department Accepted

1.

Forms — Forms requiring completion prior to a project being assigned a Project
Number, such as the Project Initiation Form, will be shown on the home page of the
Project Dashboard. Click on the icon to open up the form. The form can be saved to
your desktop for completion.

New Projects — Any new projects will be listed on the Project Dashboard home page
along with the name of the Sponsor and the Status. To get additional project
information, click on the Project Number. This will open up a new screen where you
can view Open Project Forms, Completed Project Forms, Tasks, Notifications, and
Project Team information.

Manage Account — Click on the Manage Account icon to update your contact
information or to change your password.

Notifications — Notifications and status updates for your project will be shown on
the Project Dashboard home page in the red callout box. To see notifications that
are both user and project specific, click on the Notifications icon. To see the

notifications for a particular project, click on the Project Number within the Project
Notifications screen.

Project Dashboard _



5. Project Quick Search — To quickly search for information on a specific project, enter

all or part of the Project Number and click search.

6. Formatta Filler — Formatta Filler will need to be downloaded
and installed on your computer in order to complete the
various forms associated with the application process. This is
a free download, which is available by clicking on the
Formatta Filler icon.

formatta.

Free Lownioad

7. System Enhancements — Click on the link to view functional enhancements made to

the system by version and date.

Project Dashboard




Task Manager

The Task Manager tabs, located on the upper left-hand side of the Project Dashboard,
are used to access information and forms related to your projects, complete monthly
reports, conduct project searches to gather data, and view sample forms.

Task Manager

D Your Projects

=% Monthly Reporting
Project Search

Sample Forms

A S o 3V &

&

P

Proagtiec s Sapeattbberepecd

SYYS

&

1. Your Projects — Click on the Your Projects tab to see a list of projects for which you
are associated. Click on the Project Number to view the data for a specific project
including: open project forms that need to be completed, completed project forms,
tasks, notifications, and a listing of Project Team members. New Projects, if any, will
be listed first and Active Projects will be listed below.

Task Manager

D Your Projects
L% Monthly Reporting

| Project Search

Sample Forms

Tools

& GIS Applications

me  WDC Policies & Guidelines
@ Public Service Commission
w4 US Census Bureau

& Help/User Guide

Ly Perfermance Results

Project Dashboard

Administrator is logged in

Your Projects

[£] new Projects

Project

Number BEOLELY

Project Name
Kermit Municipal Water

Deparmant More water for Kermit

Eastern Wyoming Public

e et Barkers Ridge Water

Below is a list of projects of which you are a member. Click on a Project Number to vi

1\_ Dashboard Home @ Log Out
iew project data
County Status
Initiation Form
TEs Accepted
Initiation Form
¥
WYOMING Accepled

i i Your Projects
[] active Projects

umber ' Sponsor =
[; Project N
Ice’s Run Roy o
Senvice Distri Project Name
Phase Il Water
Barrackville, T| taSkS re
Forms
2012W-1214 Barrackwi e, T| | Click on a documed
varsion of & comgl membe
LashmeetPu|  + due dat
District

I\> Ir

=

View project forms
waiting to be
completed.

Below is a list of project related information. Navigate the project detail page to find all project related information.

Click on Tasks to see a list of all

are listed with the responsible team

-1214 Bigding Commitment Approved

.. formatta

Er

lated to the project. Tasks

lick on a document to view s pdf

r's name and the estimated

e or completed date. Click on Project
Team for team
member contact

information.

Click on Completed Project Forms
to see copies of submitted forms,

attachments, and correspondence
related to the project.

Click on Notification
to see all project
related notifications.

Project Dashboard




2. Monthly Reports — The Monthly Reports tab is only visible when you have tasks that

need to be completed for one of your projects. Click on the Monthly Reports tab to
see which projects require status updates. If more than one project is listed, click on
the appropriate Project Number. See page 43 for instructions on completing
Monthly Reports.

Task Manager PI’OjECt Dashboard £ pashboardome @ Log Out
E Your Projects

L% Monthly Reporting \2 )

Administrator is logged in

Project Search Monthly Project Reporting

Sample Forms Click on the a project number to view the tasks that require reporting
Tools MY Projects Project Dashboard & oastboard Home  © Log Out

A GIS Applicati Project g Administrator is logged in
L% pplications Number Sponsor
e ILJDC Policies & Guidelines \ce's Run Route 250 p| Preiect Menthly Reporting
@ Public Service Commission SENCCRAE s Plea; W 3 on schedule, hit save. Ifthe project task
select na fom the oose a reason and il in the ne
2012W-12 it 3¢
‘i US Census Bureau 2012W-1214 Barrackville, Town of | nitsave
< Help/User Guide Lashmeet Public Senvi| | #03 Project Reporting: 2012W-1214
District

'4l Performance Results Professicnal Services Acquired

: 03/29/20 s this task on schedule? Yes |»
Branchland-Mikifipuf  Dve Date: 03202012 I pistaskon scheder Yes ] save
Senvice District
Updated Schedule B Developed

Due Date: 01/16/2013 I this task on schedule? |Yes|w] Save

Conduct Closing

Due Date: 07/16/2013 s histask on schedule? | Yes [=] save

3. Project Search — Click on the Project Search tab to find current and historical project

information, even for projects that you are not associated. You can search by Project
Number, or a portion of the Project Number, if you don’t remember the entire
number. You can also search by County, Sponsor, Project Name, Congressional
District, or Project Type. In addition, you can search by any individual field or by a
combination of fields. Use the drop down menus to further narrow your search.

Click on the Project Number to access detailed project information.

Task Manager Project Dashboard (2 DashboardHome  © Log Out

[ Your Projects §
Administrator is logged in 2 2

L4 Monthly Reporting

17 Project Search @—s.) Project Search

Sample Ff)rms Use this search page to find any cur

If you don’t know the entire Project
Number, you can input a portion of the
number to get a listing of projects that
contain those characters.

Project Number
Fillin the Project Number to find matchi

Tools

& GIS Applications
Project Number:

4| 1DC Policies & Guidelines

@ Public Service Commission

“a| US Census Bureau

<) HelplUser Guide

Advanced Search
4 Performance Results s s o o s e g s ro] hret th
our search returns more than one

Couny: Yy

Choose County:[] project, search through the list and
sponsor: Senvice District Y . .

e click on the Project Number of the

Barrackville, T¢ . . .
ProjectName: project you are interested in.
2012W-1214 ickville, Town of P
Congressional District: Eastern Wyoming Public \ , Initiation Form
Choose Dt El Senvice District Barkers Ridge Water WYOMING Accepted
) y Mary Branch Waterline Preliminary
Project Type: pashmeet PUBIIcSSVC?  Extonsion  Weyanoke Waterlne MERCER _ Application Under

Choose Type:

Project Dashboard



4. Sample Forms — Click on the Sample Forms tab to see examples of all the forms you
will use throughout your project. Click on the name of the form to view a PDF
example. These forms can be saved to your computer.

Task Manager Project Dashboard (2 pashboard Home  © Log Out
D Your Projects - - =
Administrator is logged in W Notifications 3) M
% Monthly Reporting
] Project Search Project Forms
. Sample Forms K& Below you will find examples of all forms used throughout your project. Simply click the form name you wish to view. Each

sample form is provided in pdf format. These sample forms are for your convenience. If you choose to save these forms to
your computer, please check back regularly for updates and possible changes.
Tools
Example Forms

b;" GIS Applications
Click any of the links below to view a pdf example of any form required throughout the project process.

@z 1JDC Policies & Guidelines
@ RublicepiceCommizion CIICk on any Of the forms nts you will need throughout the application process.
\ US Census Bureau to view a PDF example.

< Help/User Guide

L4 Performance Results

cation (Administrator) /3 Preliminary

Project Dashboard



Tools

The Tools tabs, located on the lower left-hand side of the Project Dashboard, provide
Project Teams with quick and easy access to online resources and systems for gathering
relevant information about proposed projects.

Tools

& GIS Applications

@ IJDC Policies & Guidelines
@ Public Service Commission
“aa US Census Bureau

& Help/User Guide

GO,

L4 Performance Results
= e Sosgmen LR ARl Lot

A A A A o o o o o GV P R A Y S e e o e

1. GIS Applications — Clicking on the GIS Applications tab launches the GIS Web
Application in a new browser window. (Please note that this application may require
that you download a plug-in; follow the onscreen instructions to complete the
download.)

The GIS application is a research application tool that can be used to support the
process of pre-screening projects and applying for funding.

)
WEST VIRGINIA
o) INFRASTRUCTURE & JOBS
DEVELOPMENT COUNCIL

Quick Maps

Entera Sponsor Name @

nonsors & Projects Tools & Analysis
— C J—

£ Project Browser
Project Finder

Measure
~ Draw & Redline
Demographics
Building Finder
Print Map

a
Default Map
Water Systems
Wastewater Systems
Census Mapping

[_] Water Sponsors
[] Sewer Sponsors

House Locations

)

- 1w
S kf;‘%

e [[] SAMB Structure Points &
3 . [] Places -Over 10,000

[] Places
[] Wastewater Plants

[] Water Plants

—— [] SewerPipes

—— [] Water Pipes

[] Abandoned Mine Lands|
- [[] Water Served Area
7 [ sewerservedArea

CONTACT

ABOUT

PRINT

Project Dashboard



Overview of Features and Functions of the GIS Application

a.

Quick Maps — Click on Quick Maps to turn on and off key data layers for the map
including water systems, wastewater systems, census mapping, watersheds, and
house locations.

Sponsors & Projects — Click here to show Water and Waste Water Sponsors and
view project locations. You can view one, two, or all three options.

Tools & Analysis — Click here to access various tools including:

— Project Analyzer Tool: Select Project Type and/or Current Status, then Analyze Projects
by different parameters. Results will be color-coded.

— Project Browser Tool: View a list of all projects associated with the GIS. Click the
Project Number to zoom to the Project on the map.

— Project Finder Tool: Select query criteria and click the “Find” button to execute various
queries related to project information.

— Measure Tool: Choose a measurement tool and click on the map to measure.
— Draw & Redline Tool: Draw Shapes and/or add text to the map area.

— Demographics Tool: Highlight an area on the map using a selection tool to see the
resulting demographics data.

— Building Finder Tool: Use a selection tool to highlight an area and then view the
resulting number of buildings within the selection.

—  Print Map Tool: Enter the Title and/or Subtitle of the map, then select the paper size,
and click “Print”. This generates a PDF that can be saved or printed.

— Export Map Tool: View and/or save the generated JPEG version of the map area.

— Served Structures Tool: View served and unserved addresses at a State, County, or
Custom level. Results are listed and graphed.

Quick Search - Enter the Sponsor name to do a quick search.
Locus Map — Draw a box around the area of the map you want to zoom in on.

Slider — Use the slider to zoom in or out on the map. Click on the Globe to return to
a map of the whole state. Click the Magnifying Glasses to zoom in (+) or out (-).

Find Address - Enter address to zoom in on a specific location.
Layers — Check the boxes to add layers of detail to the map.

Contact, About, Print — Click on the appropriate tab to get WIIDC contact
information, obtain additional information about the GIS application, or to select a
map area/view from which you can create a PDF file that can be saved and/or
printed.

Background Maps — Click each option to change the background map. Each map has
an associated maximum zoom, so if no background is seen, zoom out.

Project Dashboard



Getting Project Detail

To get detailed information about a specific project area, use the various zoom in
features to help you obtain a targeted view. Click on the Sponsor icon to get information
about current services in this area. Click on the Project icon to get detailed information
about current projects in this area.

Quick Maps Sponsors & Projects

(CSusmiag ] per a2 "%
: (] Water Sponsors
[¥] Sewer Sponsors

Tools & Analysis

WEST VIRGINIA

INFRASTRUCTURE & JOBS
DEVELOPMENT COUNCIL

@ Clay Municipal Waterworks
Contact Name: Dwanna Murphy

City: Clay
@ 20115-0007 x State: WV
ProjectType:  Water Utility Type: WM Sponsor Information

Regional Council: 3
Customers: 625
Internal ID: 742

Description:  Extend Pipe 500t
Sponsor: Town of Clay
ProjectiD:  2011W-0042
Status: Preliminary Applicaton Accepted

Proiect Information

/\ Click on these links to get

More Information, a
Project List, or a PSC
Report.

Click on these links to get
More Information, go to
the Project Portal, or get
contact information on the
Project Team.

Click on the various base
layer map options to change
the view.

2011W-0038
Clay extension

Project Dashboard



2. 1JDC Policies and Guidelines — All IJDC Policies and Guidelines related to the
application and funding process are provided in PDF format. To view any policy or
guideling, click the policy or guideline name. To print or save a policy or guideline,
click the policy or guideline name and after the PDF file has opened, click file in your
browser window, then choose the print or save as command from the drop down
menu. The policies are also accessible on the IJDC home page under the Project
Center tab.

Task Manager Project Dashboard (& DashbosrdHome  © Log Out

El Your Projects . i
Administrator is logged in

=% Monthly Reporting
Project Search IJDC Policies and Guidelines

Sample Forms AllJDC Policies and Guidelines are provided in pdf format. To view any policy or guideline, click the policy or guideline
name. To print or save a policy or guideline, simply click the policy or guideline name and after the pdffile has opened, click
file in your browser window, then save as command from the drop down menu.

Tools

@ GlIs Applications
mz WDC Policies & Guidelines 2

Policies and Guidelines

@ Public Service Commission T sec
‘i US Census Bureau A
< Help/User Guide -
Ly Performance Results .

3. Public Service Commission — Click on the Public Service Commission tab to open the
Public Service Commission of West Virginia website in a new window where you can
easily access information that will help you in completing the application forms,
including a utility’s most recent Annual Report and current rate information.

o

Task Manager Project Dashboard (£} Dashboard Home ~ © Log Out

ij Your Projects

Administrator is logged in

% Monthly Reporting

| Project Search - v
I Welcome to your Project Dashboard. Through this Dashboard, you will have Projfct.2012W-1201
Sample Forms access to all projects and project information stored in the WVIJDC Projects e = Reiaten
Database. Use your Task Manager and Tools to keep your projects up-to-date Project: 2012W-1214
and manage all project related infermation. 0410572012 - Project Status Updated
lggls .ensuring that reasanably priced and reliable ulility sorvices are availabla to all customars.
) GIS Applicati
- L S PUBLIC SERVICE COMMISSION OF WEST VIRGINIA
@ LIDC Pelicies & Guidelines A 201 Brooks Street  Charleston, WV 25301  Toll Free: 1-800-344-5113  FAX: 304-340-0325 -;NEWI
@ Public Service Commission (3 PSC HOT TOPICS ...
i Inside the PSC

wwa US Census Bureau o Commissioners Ut o 1o 12
Mission and Vision Statements Fir:8-Leak Week - First Lady Joins Public Service Commission, West Virginia American ‘water and

lt Help/User Guide Erureau for Public Health to Celebrate Fix @ Leak Week at Piedmont Elementary School

Commission History
Directions to the PSC
Consumer Assistance
Submit A Comment
Employment Opportunities
PSC Press Releases
Commission Webcast OTHER AREAS OF INTEREST . ..

L4 Performance Results More Topics

Formal Case Information
Case Codes
Case Information

Gas Pipeline Safety Information

e Link-Up and Lifeline - making basic phone service more accessible to eligible
wﬁ low-income customers.

Case Subscriplions . 2011 Management Summary Report - A review of the activities and decisions
made by the Commission during the past year.
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4. US Census Bureau — Click on the US Census Bureau tab to open the US Census
Bureau website in a new window. The website opens directly to the West Virginia
quick facts page. From here, you can quickly and easily access population and
medium household information for a specific county and/or city.

Task Manager Project Dashboard @ peshboardtome  ® LogOut

E] Your Projects 5 A <
Administrator is logged in

L% Monthly Reporting

4| Project Search it F17
- g Welcome to your Project Dashboard. Through this Dashboard, you will have Project: 2012W-1201

Sample Forms access to all projects and project information stored in the WVIJDC Projects U S RS R
Database. Use your Task Manager and Tools to keep your projects up-to-date
and manage all project related information.

Project: 2012W-1214
04/05/2012 - Project Status Updated

Tools Systems Enhancements

W GIS Applications In an effort to continuously improve our State’s On Line Project Application

Tracking system, we have made the following functionality enhancements
we WDC Policies & Guidelines

U.S. Census Bureau People | Business | Geography | Newsroom | Subjects AtoZ| Search@Census
@ Public Service Commission

a3 & ®
TS *‘ € ¥
‘| US Census Bureau 4 S o BLL LA N mé
< Help/User Guide Selecta State || USA QuickFacts || Whats New | FAQ |
L4 Performance Results West Virginia counties- selection map ~ West Virginia cities- place search » More West Virginia data sets [ Share this page
Barbour County  [+]| Go Selecta city ][ Ge |

Barbour County, West Virginia

e VRasa

© Further information Want more? Browse data sets for Barbour County
People QuickFacts Barbour County ~ West Virginia
@ Population. 2011 estimate NA 1,855,364
© Population, 2010 16,589 1,852,994
@ Population, percent change, 2000 to 2010 66% 25%
0 Population, 2000 15,557 1,808,344
© Persons under 5 years, percent, 2010 57% 5.6%
© Persons under 18 years, percent, 2010 217% 209%
© Persons 65 years and over, percent, 2010 16.6% 16.0%

5. Help/User Guide — Click on Help/User Guide to access FAQs or to obtain a
downloadable version of this User Guide. For additional help, you can also contact
the Help Desk at:

Phone: 304.414.6501
Fax: 304.558.4609

Email: HelpDesk@wvwda.org

JaskManager Project Dashboard & sstwcardtome  © Log Out

E Your Projects . . N
Administrator is logged in

o fic S 1
L% Monthly Reporting
] Project Search Help/User Guide
= Sample Forms
Help FAQ
Tools To view the answer to any of these common questions, simply click the ¢ icon. To close an answer, simply click the @. To expand all

answers, click the expand all button at the top right of the page. After expanding all answers, click the close all button at the top right to
= T close all of the answeers.
& GIS Applications

@ | JDC Policies & Guidelines < How do you remove an attached document on the Project Initiation Form or Application Forms to attach a new

@ Public Service Commission document (before submission)?
\vaa| US Census Bureau <" When I try to submit an application-related form and get an error, why does it go to another page?
< Help/User Guide 5

< Do submittals go back to Council or just thru the Project Manager?
L. Performance Results

<" Does the ability to track the progress of a project continue and include an agency's processes once an application
is recommended for funding to a specific funding agency?

< How is Sponsor detail information updated from Council Applications?

4 When aform - can you one part now, save it, and complete the rest of the form later?
£ How hard is it to modify the project schedule due to funding problems or delays?

<" Does the system work on MACs?

i3 Project Dashboard
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A copy of the User Guide can also be obtained from the 1JDC’s home page. Click on
Project Center and then Getting Started.

| ContactUs  Site Map

@ | Project Dashbosrd

WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

About Us Council Members Committees Calendar Active Projects Project Center FAQ

Policies

- Project Center :
April 2012 &) Getting Started h
= Getting Started Pre-Application Information Application & Forms Post Project Informg

Getting Started Pre-Application Information

User Guide (PDF) Application & Forms

Log in to the Project Dashboard to access all of your project related materials Post Project Information

Need to File a New Project Application or Update a Previously Filed App JEEUESRAEEEL LB TN
Online System?

Here is a step-by-step guide to Getting Started:

i

. Decide on the overall project scope.

. Hire or Designate an |JDC Certified Project Administrator. (Are you an Administrator that needs to be Certified? Or Did

Wednosds you hire an Administrator that needs to be Certified? Click Here!)

April 11 20’;2 . Direct the lUDC Certified Project Administrator to Complete the Project Initiation Form online by logging into the Project

9:30 AW Dashboard at www.wvinfrastructure.com.

. . Once your project's Project Initiation Form is complete, submitted to IJDC, and accepted by IJDC, you are ready to have

Hover over dates to view events. your 1JDC Certified Project Administrator, 1JDC Certified Project Engineer, and 1JDC Certified Project Accountant fill out
the three parts of the IJDC Application online. (Are you an Administrator, Engineer, or Accountant that needs to be
Certified? or Did you hire an Administrator, Engineer, or Accountant that needs to be Certified? If so, Click Here!)

. From there, the Project will be reviewed for completeness by IJDC staff, then forwarded to the [JDC Staff Technical
Review Committee.

. Ifyour Projectis found to be Technically Feasible by the IJDC Staff Technical Review Committee, then it is forwarded to
the IJDC Funding Committee.

. Ifthe IJDC Funding Committee recommends a funding package for your Project, it is then placed on the monthly full
Council IJDC meeting for approval and action. (For Meeting Dates, please see the Calendar on the left of this page.)

. After the full Council IJDC meeting, the Project Sponsor and Project Team will receive written notification of the
decisions ofthe IJDC, and if the Project is approved, the IJDC Certified Project Administrator will receive a link via email

Next Event:

N

w

-~

o

@

~

@

6. Performance Results —The Performance Results tab is an online tracking system that
monitors performance against tasks. Although the results are available to everyone,
Performance Results will primarily be used by Administrators to identify reliable
Project Team members who have a track record of meeting performance
expectations. Information is available on individuals, firms, and projects.

Task Manager Fay

Project Dashboard (£} Dashboard Home ~ © Log Out

E Your Projects

Administrator is logged in 3

L% Monthly Reporting

.~ Project Search Performance Results

Sample Forms

Reports and graphs related to
performance against project tasks are
available under this tab.

Tools
& GIS Applications

we 1JDC Policies & Guidelines

@ Public Service Commission
waa| US Census Bureau
& Help/User Guide

L4 Performance Results \6 !
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COMPLETING THE FORMS

Only the forms related to your role will be available on your Project Dashboard. In
addition, to help minimize confusion, you will only have access to forms in the order in
which they are to be completed. For example, the Project Initiation Form must be
completed, sent, and accepted in order for the link for the next form in the process, the
Preliminary Application, to show up on your Project Dashboard. If you log into a project
and there are no Open Project Forms, it means that there is an approval pending on
something that was previously submitted.

Forms that can be submitted more than one time, such as the Budget Revision or Draw
Request, must be completed and processed one at a time. If a form is being processed it
will show up as red with a light bulb next to it, indicating that it is in the process of being
approved and no further action on the form can be taken at this time.

The status in the right hand corner will let you know where you are in the process.

= -

[_: Project Number: 2012W-1214 Project status update. 5» Under Construction

Project Name Sponsor County Prior Project Number _ formatta.
Phase Il Water Project Barrackville, Town of BARBOUR 2010W-0001 Frua Dowmikoad
Forms Example of a form that can be submitted

again, after the current form is finished
Example of an open form ownload those awaiting completion in the O being processed.

waiting to be completed. cument in the Completed Project Forms ares
v \4

Budget Revision is being processed

a pdf

Draw is being processed

m Completing the Forms



Project Pre-screening & Initiation

Project Application Planning & Preparation (Administrator)

Prior to submitting a Project Initiation Form, the Administrator (with help from other
Project Team members as necessary) needs to complete the pre-screening necessary to
ensure the project being proposed is reasonable and viable, and that all requirements
have been met. In addition, the new 1JDC Project Pre-screening Guidelines will require
that all of the funding agencies’ requirements be completed prior to submitting the
Project Initiation. This policy is to ensure that all necessary and required paperwork is in
place and only projects that have merit are being submitted.

The Project Dashboard on the WV IJDC website (www.wvinfrastructure.com) has tools
and resources available to help with the pre-screening process including:

= Collected data from current and past projects, which can be used as a reference
for any current projects being considered

= Access to GIS Applications, which include maps, locations of existing and
proposed water and sewer plants, committed projects, projects to be bid, etc.

= Copies of IJDC Policies and Guidelines, which provide details about the
requirements

= Links to the Public Service Commission and the US Census Bureau so you can
quickly and easily access data needed to complete forms

=  Qverview of Performance Results, which can be used when considering potential
Project Team members

See pages 8-19 for information on how to access the Project Dashboard and the related
tools and resources.

Project Team Identification/Training (Administrators, Engineers, Accountants, Legal Counsels)
Anyone wishing to be on a team for a project that is being submitted through 1JDC must
complete training and receive certification. To read about the online, self-paced training
from the website, click on Getting Started under the Project Center Menu. To access the
training directly, click here:
http://www.wvinfrastructure.com/online_training/training/index.html.

It is also recommended that you review the Performance Results tab on the Project
Dashboard under Tools prior to selecting your Project Team. The Performance Results
can provide you with insight on how project team members performed on past projects.

Completing the Forms
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Project Initiation Form (Administrator)

The Administrator will need to complete the Project Initiation Form to identify the
Project Team and list the project basics (e.g., Country, Project Description, Project Area,
Project Type, etc.). The Project Initiation Form also includes a section for applying for
pre-application funding assistance.

Pre-application Funding Assistance (PFA)

Pre-application funding assistance (PFA) is available if the requirements of preparing the

pre-application form create an undue hardship on the Sponsor. Go to the 1JDC Policy and
Guidelines section under the Tools tab to view more information regarding PFA requests.

The PFA is applied for on the Project Initiation Form and requires that the applicant list
the related costs, attach associated executed agreements for line items showing a dollar
amount, and attach a brief description of why the costs create an undue hardship on the
Sponsor. Applicants can request funding for up to 50% of the total cost amount or
$5,000, which ever is greater.
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Go to www.wvinfrastructure.com and log in to the website to view the Project
Dashboard home page. See page 7 for instructions on how to log in to the website.

Download and install Formatta Filler. See page 71 for tips on using Formatta Filler.

Click on the Project Initiation Form link on the Project Dashboard to open a blank
form.

Task Manager Project Dashboard Q Dashboard Home @ Log Out

D Your Projects = 5 s
Administrator is logged in ' Notif S )

% Monthly Reporting

.| Project Search ‘

Welcome to your Project Dashboard. Through this Dashboard, you will . .
= Sample Forms e storedinthe wviiDC Prd  Click on Formatta Filler to
= . Is to keep your projects up- .
After downloading I download and install the
Tools Formatta Filler, click on software needed to
(2 GIS Applications the Project Initiation Form. fe's onLine Project appiica} complete the forms.
ing i ity enhar
@e  IJDC Policies & Guidelines
Project Quick
@ Public Service Commission
Wi US Census Bureau To initiate a new project, dowinload the Project Intiation form below, fil it out Project
= completely and submit it. re downloading any project forms, first download the Number:
2 HeIpIUser Guide free Formatta Filler prograrifby clicking the icon in the right hand column on the Project
4 Dashboard home page, or the Forms page. Search
L. Performance Results 2
. formatta.
Ej New Projects view all projects . Filler
Click project to view project specific information Free Download

Complete the Project Initiation Form. This form can be downloaded and saved to
your computer for completion at a later date.

After completing the Project Initiation Form click the Save & Submit button. A Save
As dialog box will be displayed allowing you to save a copy of the completed form to
your computer and another copy is automatically submitted to the IJDC for review. A
message indicating that the “form was sent successfully” will be displayed.
Incomplete forms and/or missing attachments will be flagged by the system and a
pop-up message will appear indicating what information is needed to continue.

The project is assigned a Project Number and F‘"ew"‘”“‘s
the Project Status on the Project Dashboard ——
will updated to: Initiation Form Submitted.

Sponsor Project Name County Status

Initiation Form

2012W-1214  Barrackville, Town of Phase Il Water Project BARBOUR  ecniy

After IJDC reviews the form, an email is sent to the Project Team notifying them that
the Project Initiation form has been accepted and that they can proceed to the next
phase of the process.

To ensure you receive the emails sent by the 1JDC related to your project
status, add imageadmin@wvwda.org to the safe sender list or address book to

prevent it from potentially being filtered as junk mail or spam.

Completing the Forms _


http://www.wvinfrastructure.com/
mailto:imageadmin@wvwda.org

I. Project Team

WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development
Project Initia

All Fields with an * are Requir

Project ID

For each of the required
boxes, click on the drop

*1. Sponsor

County
Contact
Address
Phone
Fax
Email

Name |Barrackvi||e, Town of

Marion

Donna Hall

P O Box 6

(304) 366-9372/(304) 366-5693
(304) 366-3053

rgeorge@thesolutiondesigngroup.com

| AJ%

1\

down menu to choose the

appropriate person for

ator

your project team.

GG T

Contact information is
prepopulated based on
the name that is chosen

L=l

—

_~ with an *.

*3. Engineer

Crganization
Address
Phone

Fax

Cell

Email

r 1
*4, AccuourraTT

Required fields are noted

B COm

ame |Erin the Engineer

[~

Engineering is Fun
123 Plans and Specs Street
304-555-1112

MName |Ashley the Accountant

Accounting Firm A
145 Number Way
304-555-5553

Crganization
Address
Phone

Fax

engineer@ri

Only team members who have completed the training
certification will appear on the drop down lists and
are eligible to be included on your project team.

Fcgeorge.com

Account.

This box is only to be checked if the
information is incorrect for one of your team
members. If you need to update your contact
information, you can do so through the
Project Dashboard home page under Manage

[ Click here if any of the above contact information for a Project Team member is incorrect. If
clicked, you will be contacted by IJDC to get updated contact information.

Page 1 of 2

Next Page
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WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0886

West Virginia Infrastructure and Jobs Development

Project Initiation
ll. Project Basics

*1. Project Description | Water project to serve 50 customers.

255 Max Chars Insert the name that you

team has given the
| project.

*2. Local Project Name | Phase Il Water Project

r

]

3. Prior Project
Mumber Exists

*5. Project Type |Water

|v|

*6. Project Category [

*7. Existing Source/
Treatment

*8. Proposed Source/

| Wells Treatment

4. Prior Project Number L9010W-0001

Identifying the Secondary
County and Project Area is
only needed if the project
crosses boundaries.

*g_ District

*10. Primary County [BARBOUR |~] 12 Secondary County |

| '| Reset|

*11. Primary Project [PHILIPPI |~] 13. Secondary Project |

|v|

Area
fll. Preapplication Funding Request

Area

g 1. Click here if the Requirements of Preparing the Preliminary Applicati
Hardship on the Sponsor. Fill in the Required Budget and Request Am

For line items where a
dollar amount is
indicated, you will need

ion Form
ounts Bel

(Request Amount Cannot be

more than 50% of the Total) 2. PFA Request Amount

$10,000

Budget Amount to clink on Attach to
Engineering $5.000 Attach upload the associated
Legal $5.000 Attach executed agreement.
Accounting $5.000 Attach
Administration $5.,000 Attach
Cther- Please Explain Here 30 Attach
Total $20.000 Requested amount

cannot exceed 50% of
total.

Attach

After clicking on Save & Submit, a
pop-up window will appear
allowing you to save the form to
your desktop while simultaneously
sending the form to the 1JDC.

lue Hardship on the Sponsor.

Save & Submit | /22/201

Prev. Page

Page 2 of 2

If Requesting Preapplication Funding Assistance,
Please Attach a Brief Description of why those Cos

Submission D

After the form has
been successfully
sent, the date of the
form submittal will be
displayed.

For additional tips on using Formatta Filler see page 76.
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Preliminary Application Submittal and Approval

Three-Part Preliminary Application (Administrator, Engineer, and

Accountant)

Once the IJDC Director has accepted the Project Initiation Form, the online system wiill
automatically generate a Project Number and a link to the Preliminary Application will
be placed within the project detail page on the Administrator, Engineer, and
Accountant’s Project Dashboard. Team members will only see and have access to the
form for which they are responsible.

The Project Team will have 6 months to complete and submit the 3-part application,
including the required attachments. If the application is not completed within the 6-
month time frame, the Project Team will need to start over with a new Project Initiation
Form being submitted in order to generate a new Project Number.

Accessing the Preliminary Application

WEST VIRGINIA

Usemame:

About Us

(Accountan{

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.558.4607 F 304.558.4609

Structure  Calendar

Project Dashboard Login

Sign in below o access your project related materials and information.

Log in to the Project Dashboard.

Home ~ContactUs Site Map

Projects  Knowledge Center  FAQ

Task Manager

-] Your Projects

commmezony| <5 Monthly Reporting

Home | About Us

.| Project Search

= Sample Forms

Tools

() GIS Applications

% US Census Bureau

& Help/User Guide

.. Performance Results

Project Dashboard

Administrator is logged in

Your Projects

@ | UDC Policies & Guidelines

@ Public Service Commission

Search for the project on either the Project
Dashboard or under Your Projects. Click on the
appropriate Project Number.

2012W-1214

mber to view project data.

/_;\, Dashboard Home @ Log Out

T County Status
geerpn;immcipal Hatey More water for Kermit MINGO K‘C"Cizg‘l’:dﬂ"m
gzm?g‘gﬂﬂ"g PUBIIC Barkers Ridge Water WYOMING K’C"Ci:g?;dﬂ"m
Barrackville, Town of Phase Il Water Project BARBOUR r;g:g:nrm
Your Projects ew Your Projects
Below is a list of project related information. Navigate the proje Download information.

[Z Project Number: 2012w-1214

Formatta Filler if
you have not done

ation Form Accepted

Project Name Sponsor County] .. formatta,
Phase ll Water Project  Barrackville, Townof  BARB{ SO alreadly. e Dovatidd
Forms
Clickon a link to those swaiting i lew a paf
version of 8 project in the C leted Project Fof

v

= | Preliminary ‘—\;%hcatmn Form w-lemstM9<|

Click on the Preliminary
Application link to open
the application in Filler.
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10.

Go to www.wvinfrastructure.com and log into the website to view the Project
Dashboard home page.

Conduct a Project Quick Search from the home page or search for the appropriate
project within the Your Projects tab.

Click on the Preliminary Application Form (Administrator) link to open a blank form.

Complete the Preliminary Application Form (Administrator). This form can also be
downloaded and saved to your computer for completion at a later date.

After completing the form, click the Save & Submit button. A Save As dialog box will
be displayed, allowing you to save a copy of the completed form to your computer
and another copy is automatically submitted to the IJDC. A message indicating that
the “form was sent successfully” will be displayed. Incomplete forms and/or missing
attachments will be flagged by the system and a pop-up message will appear
indicating what information is needed to continue.

After receiving all three parts of the Preliminary Application (Administrator,
Engineer, and Accountant forms), the 1JDC staff will review the forms for
completeness. Incomplete applications will be rejected and a letter will be sent via
email notifying the appropriate team member(s) of the reason(s) for the rejection
and a list of documents that need to be re-submitted. A link will be included in the
email for uploading the correct file(s).

A Project Manager (PM) is assigned to the project. The PM reviews the project
schedule and either approves or works with the Engineer to make adjustments.

After the schedule is approved, the IJDC Technical Review Committee reviews the
project and determines feasibility.

Projects that are considered technically feasible are forwarded to the 1JDC Funding
Committee and the Project Team is notified. A project notification indicating that
the application is Under Council Review will be posted on the Project Dashboards of
all Team Members. Project Teams will also be notified if the recommendation is for
the application to be tabled or returned due to technical issues.

IJDC Funding Committee reviews the application and recommends appropriate
funding option(s).
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0888

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Administrator

I General Project All Fields with an * are Required for Submission

Sponsor Barrackville, Town of Expiration Date 09/22/2012
Type Water Secondary County
Category Line Extend . . N .
) Information from the Project Initiation Form will be
] PrOJ.ECt WLTEER =l pre-populated into the Preliminary Application Form. proihbs
Prior Project Number 2010W-000 ey HILIPPI
Description Water project to serve 50 customers.
ll. General Administrative
*1. Customers Served - Existing |2[][] |
*2_ Customers Served - New | 50 |
*3. Is the Sponsor Requesting
Emergency Status as Defined by |N0 | '|
WV Code § 31-15A-27
4. Emergency Status Request | peeach The Median Household Income
Documentation will be pre-populated based on
] the primary project area or
5. Median Household Income | $21,528.00 county identified in the Project
Initiation Form.
*6. 1JDC Income Survey Requested? |N0 | v| 1]
*7. Status of Engineering Agreement |Executed | v|
*8. Status of Accounting Agreement |In Negotiation | v|

Use the GIS Tools on
9. List the adjacent or nearby water, | (Use the GIS tools to review the proposed project 2 the Project Dashboard

sewer or stormwater utilities | identify any adjacent or nearby utliities.) to help identify nearby
utilities.

*10. Have the adjacent ar nearby
water, sewer or stormwater utilities |N0 | .|
been notified with regard to this
application?

*11. Does this project infringe on the
service area of an adjacent or nearby |N0 | .| Attach
water, sewer or stormwater utility?

Page 10f 7 Next Page
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West Virginia Infrastructure and Jobs Development
Preliminary Application Form Administrator

WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

Il General Administrative (cont.)

*1_ Has the sponsor completed

and filed its most recent |No

performance measures as
required by PSC?

*2_ Does the sponsor have a
formal asset management plan in
place?

*3. Has the sponsor completed
the annual maintenance audit for
the current year?

*4. Has the Office of
Environmental Health Services
(OEHS) completed a capacity
development analysis of the
sponsor's operation/system within
the last five vears?

Prev. Page

5

Drop down menus make
answering questions on the
application quick and easy.

|No

|v|

|Ye5

|v|

Page 2 of 7

Next Page
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Ill. General Budget

WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

Complete the budget using the numbers
from your executed agreements.

West Virginia Infrastructure and Jobs Development
Preliminary Application F

Tab between each of the

Constructi

fields to complete the

Construction Cost Estimate 2,000,000.00 < budget. 0.00
Construction Contingency _$200,000.00 |Cond $2,2¢/ \00.00
/ Technical Services /  \
Preliminary [pesiaa(oi— ~ A —4ppon.00  |Final Design (D) You must enter a value
Project Contingency is calculated Desian Fees (D) Subfotal even if it is $0.
as 5% of the total Legal, Design Fees to Construction % T60
Study & Rep| Administrative, Financing, ,000.00 Bidding & Negotiation 5,000.00
Resident Prd_Permits, and Lands Costs. 0,000.00  |Engineering During Consiruction (C) 20,000.00
Construction (C) Subtotal $80,000.00 |Operation 12,000.00
Geotechnical Engineering (SS) 500000 Establish/Demonstrate Design Criteria (SS) 4 500.00
Land Surveys & Easement Prep (SS) 6,000.00 Engineering Surveys & Topo (55) 6,000.00
Mat'ls & Equip Inspections (SS) 8,000.00 Add'l Copies of Eng. Documents (SS) 7.000.00
Extra Travel & Subsistence (SS) 4.000.00 Value Engineering (SS) 5,000.00
Redesign Requested or Approved (SS) 5,600.00 Expert Witness Before Agencies (SS) 5,400.00
Final Investigations (SS) 7,600.00 Preparation of Funding Applications (SS) 4.000.00
Land Planning & Partitioning Activities (SS) 6,300.00 Enyt-a — -Ciatament (SS) 580000
Add'l Studies & Design for Const. 0.00 Prq Totals and subtotals will 355) 7.000.00
Assessment of Completed Project (SS) 5600.00 ] automatically be
Special Services (SS) Subtotal $92 700.00 <'\ calculated for you.
Tott total $277,700.00
Total Fee to Construction % 1262
Legal Services
Local Project Attorney 45,000.00 PSC Attorney 23,000.00
Lands & ROW Attorney 37.,000.00 Legal Services Subtotal $105,000.00
Administrative Services
Project Administrator 75,000.00 Project Accountant (CPA) 12,000.00
Other Administrative Costs Administrative Services Subftotal $87.000.00
Financing
Interim Financing 0.00 Capitalized Interest 0.00
Bond Counsel/Other Closing Costs 25 000.00 Financing Subtotal $25 000.00
Permits
Permits 33,000.00 Permits Subtotal | $33,000.00
Land Costs
Land Acquisition 67,000.00 Easements 8.000.00
Fee Takes Land Costs Subtotal $75,000.00
TOTAL PROJECTBUDGET
Project Contingency | $30,135.00 | TOTAL PROJECT BUDGET | §2,832 835.00

Explanation of other administrative

costs
255 max. chars

Mone

Costs or La

Explanation of land, easement &

fee take estimates
255 max. chars

Project crg

If a dollar amount is allocated for Other Administrative

nd Costs, an explanation must be provided.

Prev. Page

Page 3 of 7

Next Page
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs
Preliminary Application Form Administrator

V. Project Funding Information

*1. Does the project currently have

committed funds? |Y95

|v|

If you have a letter of commitment from any
funding source, use the drop down menu to
choose the source, then complete the
information in the boxes, and attach a copy of
the letter.

Source Source Name Amount Rate Years Date Committed Letter
USEDA - A $500,000.00 0.00 03/29/2012 Attach
-/ \ Attach

Source name is only
required if you select Attach
Private Source from the Attach

drop down menu.

| | Attach

*2_ |s the sponsor requesting an 1JDC
Soft Cost Grant to cover other funding
sources' ineligible costs?

*3. |5 the sponsor requesting planning
and design funds?

4 Engineering Agreement

(Only required if requesting planning & design
funds)

*5. PSC approval of engineering
agreement?

6. Evidence of filing for PSC approval
of engineering agreement

7. Engineering agreement PSC case
number

*8. Documentation of compliance with
WV Code § 5G-1-1

Prev. Page

[No -] |
|Yes [-] [$350,00000 |
< If you select Yes for any of
Attach the items, you must
submit the corresponding
documentation.
|Ye5 |
Attach
| PSC-123-123

Attach

Page 4 of 7

Next Page
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Administrator

V. Job Creation

1. Describe the area's economic e e P T3 oo ruren rififtere o cemfs Vo P e
conditions and needs for the project
255 max. chars Provide a brief description of the economic

conditions and needs for the project, as well
as the economic impact of the project.

2. Describe the economic impact of e

the project
255 max. chars

*3. Will there be permanent jobs

created by this project? No -]

Nature of Job # Permanent Full-Time Jobs # Permanent Part-Time Jobs

Prev. Pagel Page 5 0f7

Next Page
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development

V. Job Creation (cont,) Preliminary Application Form Administrator

*4  Number of temporary jobs created by 12,00

project during construction

*5. Have any businesses committed |N0 | v|
financially to the project?
Mame of Business Mature of Business Cogmitﬂlent Jobs Retained Jobs Created

VI Training
If the answer to this

*1_ Is the project sponsor a Public Service N .
District? No | v| question is Yes, you will
—— need to enter each Board
Date of Most Recent PSC Trainin PSC
Board Member Name Seminar Attended g Member’s name and ed
T training information in the
table below.
[
o ] If the answer to this
2. D_oes the project in any way |n_\.rolve |N | question is Yes, you will
service by a Public Service District? o b need to answer Question

3. Name of the Public Service District #3 and enter each Board
involved in the project | Member’s name and

Date of Most Recent PSC Trainin training information in the [ PSC
BTG IET TR Seminar Attended table below. ded

Prev. Page Page 6 of 7 Next Page
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WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Asseciation Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

Vil Attachments

*1. Executed Sponsaor Certification Attach

*2. Uniform Bidding Procedures and
Acknowledgement e

Click on Save & Submit to save a copy of

Prev. Page Page 7 of 7

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Administrator

To complete the application,
you must attach the requested
documentation. To download a
blank copy of either
agreement, click on the
corresponding hyperlink below.

Click Here to Download a Blank Copy of the Sponsor Certification Letter
Click Here to Download a Uniform Bidding Procedures & Acknowledgement

Submission Date
the application to your computer and Save & Submit 3/29/2012
send a copy to the IJDC.

To ensure you receive the emails sent by the 1JIDC related to your project status,
add imageadmin@wvwda.org to the safe sender list or address book to prevent it

from potentially being filtered as junk mail or spam.

m Completing the Forms
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10.

11.

Go to www.wvinfrastructure.com and log into the website to view the Project
Dashboard home page. See page 7 for instructions on how to log in to the website.

Download and install Formatta Filler if you have not already done so already. See
page 71 for tips on using Formatta Filler.

Conduct a Project Quick Search from the home page or search for the appropriate
project within the Your Projects tab.

Click on the Preliminary Application Form (Engineer) link to open a blank form.

Complete the Preliminary Application Form (Engineer). This form can also be
downloaded and saved to your computer for completion at a later date.

After completing the form, click the Save & Submit button. A Save As dialog box will
be displayed allowing you to save a copy of the completed form to your computer
and another copy is automatically submitted to the IJDC. A message indicating that
the “form was sent successfully” will be displayed. Incomplete forms and/or missing
attachments will be flagged by the system and a pop-up message will appear
indicating what information is needed to continue.

After receiving all three parts of the Preliminary Application (Administrator,
Engineer, and Accountant forms), the 1JDC staff will review the forms for
completeness. Incomplete applications will be rejected and a letter will be sent via
email notifying the appropriate team member(s) of the reason(s) for the rejection
and a list of documents that need to be re-submitted. A link will be included in the
email for uploading the correct file(s).

A Project Manager (PM) is assigned to the project. The PM reviews the project
schedule and either approves or works with the Engineer to make adjustments.

After the schedule is approved, the 1JDC Technical Review Committee reviews the
project and determines feasibility.

Projects that are considered technically feasible are forwarded to the IJDC Funding
Committee and the Project Team is notified. A project notification indicating that
the application is Under Council Review will be posted on the Project Dashboards of
all Team Members. Project Teams will also be notified if the recommendation is for
the application to be tabled or returned due to technical issues.

IJIDC Funding Committee reviews the application and recommends appropriate
funding option(s).

Completing the Forms m
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WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Asseciation Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

I. General Project

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Engineer
All Fields with an * are Required for Submission

Sponsor Barrackville, Town of
Type Wate

Expiration Date 09/22/2012
nty BARBOUR

Category Line B |nformation from the Project Initiation Form will be
Project Number 20124 pre-populated into the Preliminary Application Form.

rea PHILIPPI

Prior Project Mumber 2010VV=00TT

= (V.0

Required fields are noted
with an *.

roject to serve 50 customers.

Il. Gend\_Mhformation

*1_ Status of Plans/Spec (%) |U'

|v|

*2. Project Longitude |-81_6[}[}D[}[}0[}

*3. Project Latitude |38.EGUUUUUU

This information will be pulled into and
included in the GIS tool indicating this
project’s location.

Fage 1of2

Next Page
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WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0886

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Engineer

lll. Project Schedule to Construction

Milestones MM/DDYYYY |
Profes sionpCameemaimaa - 1 April, 2012 r
4"| See page 72 for instructions on .
All Agree nst. Sun Mon Tue Wed Thu Fri Sat
how to turn on/off the pop-up % 3 37 8 20 30 3
Plans & 5 ‘
calendar. 1 2 3 4 5 7
All Permits Submitted & 9 10 1 12 13 14
15 16 17 18 19 20 2
Final Plans & Specs Approved 22 23 M 25 26 27 28
29 30 1 2 3 4 5
Rule 42 Completed ) Today: 4/6/2012
Municipal Rate Ordinance Completed UYrZurZuTz
Request for 12
File PSC Ce Aftgr this form has been accepted, and the 1JDC 11
Project Manager has approved the schedule, these
80% ROWS . . 12
dates will be used to automatically populate each
Request Aul] task under the tab marked “Tasks” within the 13
Advertise fo] project’s Dashboard. 13
Bid Opening U TorZu13
100% ROWS, Easements & Land Acquisitions Recorded 04/18/2013
All Permits and Clearances Obtained 05/2812013
PSC Certificate Final 06/15/2013
Loan Closing / Award Contracts 0711572013
Start Construction You are only required to check
Project Completion this box if after clicking Save &
Submit, you receive a pop-up
*1_ Preliminary Engineering = Attach message indicating that one or
Report more of your dates do not meet
*2. Project AreaMap ~ Attach the requirements.

acknowledge that | was notified that one or mare of the

schedule dates do not meet the requirements from the

After clicking on Save & Submit, a LJDC.
pop-up window will appear o After the form has been
allowing you to save the form to Submission Date successfully sent, the date of the
your desktop while simultaneously |> Save & Submit | 3/29/2012 form submittal will be displayed.

sending the form to the 1JDC.

To ensure you receive the emails sent by the 1JDC related to your project
status, add imageadmin@wvwda.org to the safe sender list or address book

to prevent it from potentially being filtered as junk mail or spam.

Prev. Page

Page 2 of 2
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1. Go to www.wvinfrastructure.com and log into the website to view the Project
Dashboard home page. See page 7 for instructions on how to log in to the website.

2. Download and install Formatta Filler if you have not already done so already. See
page 71 for tips on using Formatta Filler.

3. Conduct a Project Quick Search from the home page or search for the appropriate
project within the Your Projects tab.

4. Click on the Preliminary Application Form (Accountant) link to open a blank form.

5. Complete the Preliminary Application Form (Accountant). This form can also be
downloaded and saved to your computer for completion at a later date.

6. After completing the form, click the Save & Submit button. A Save As dialog box will
be displayed allowing you to save a copy of the completed form to your computer
and another copy is automatically submitted to the IJDC. A message indicating that
the “form was sent successfully” will be displayed. Incomplete forms and/or missing
attachments will be flagged by the system and a pop-up message will appear
indicating what information is needed to continue.

7. After receiving all three parts of the Preliminary Application (Administrator,
Engineer, and Accountant forms), the 1JDC staff will review the forms for
completeness. Incomplete applications will be rejected and a letter will be sent via
email notifying the appropriate team member(s) of the reason(s) for the rejection
and a list of documents that need to be re-submitted. A link will be included in the
email for uploading the correct file(s).

8. A Project Manager (PM) is assigned to the project. The PM reviews the project
schedule and either approves or works with the Engineer to make adjustments.

9. After the schedule is approved, the IJDC Technical Review Committee reviews the
project and determines feasibility.

10. Projects that are considered technically feasible are forwarded to the IJDC Funding
Committee and the Project Team is notified. A project notification indicating that
the application is Under Council Review will be posted on the Project Dashboards of
all Team Members. Project Teams will also be notified if the recommendation is for
the application to be tabled or returned due to technical issues.

11. IJDC Funding Committee reviews the application and recommends appropriate
funding option(s).

m Completing the Forms
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WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development

I General Project

Preliminary Application Form Accountant
All Fields with an * are Required for Submission

Barrackville,
Water

Line Exte
2012W-1
2010W-0

Sponsar

Type

Category

Project Number
Prior Project Number

Town of Expiration Date 09/22/2012

Primary County BARBOUR
PHILIPPI

ion Primary Project Area

Information from the Project Initiation Form will be
pre-populated into the Preliminary Application Form.

Description VWater proj

ect to serve 50 customers.

Required fields are noted

with an *.

I/ Gjen _afancial Informat

*1. Project Sponsor Type

2. Ultimate Beneficiary Utility

3. Sponsor's most recent fiscal
year's Public Service
Commission Annual Report

Date:
4 Have Sponsor's Financial

Audits been completed for the
last three fiscal years?

5. Most Recent Audit Date

*6. Most Recent Audit

*T. |s the Sponsor requesting a
waiver of the Required Draft
Rule 427

8. Draft Rule 42 Waiver
9. Draft Rule 42 Test Year

10. Draft Rule 42 Test Year
Exception Explanation

255 Max Chars.

11. Draft Rule = Attach

42

on

|v|

[Big Bend Public Service] -]

0711472011

|E"i5“”9 Utility If the ultimate beneficiary of the
project is different than the Sponsor,

identify it here.

|v|

|Yes

06/30/2011
Attach

Mo

Attach

[2011

13. Financial Statement
for Non-Utility Entity (if
applying for loan)

12. Latest
Rate Tariff

Attach Attach

Next Page

Page 1 of4
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Accountant
. Bond and Debt Information

*1. Does the Project Sponsor have

Qutstanding Bonds or Long-Term debt? |Yes | '| If Yes is chosen then the table is
enabled for you to input all

Lender Rate Terms Balancg outstanding bonds or long-term atus
The Bank 0.00 30 $276,512] debts. -
i -

I -

i -

I -

i -

I -

i -

I -

i1 -

I -

i1 -

I -

i1 -

I -

i1 -

I -

i1 -

I -

i1 -

2. Are Debt Service Reserve Accounts
funded at the required level? |Y'5‘S | '|

3. Debt Service Coverage for F 2011 %

4. Has the Sponsor ever been ¢
delinquent on any Long-Term Debt {ho ! v|

Lender Date of Delinquency Current Status

Prev. Page Next Page

Page 2 of 4
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0888

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Accountant

IV. Financial Status and Rates

1. Date of Last Rate Increase | 01/11/2011
2. Percentage of Last Rate Increase | 25.00 %

3. PSC Case Number [PSC-11-111 |

4. Ordinance Effective Date | 01/11/2011

*5_ Is There an Pending Project or
Funding Application not Included in Current |N0 | '|
Rates that will affect Future Rates?

ltemn Current Going-Level | Pending Project | Proposed Project Total
Amount Adjustments | Adjustments Adjustments
. $570,471.00 | $20,000.00 §74,000.00 $664 471.00
Operating Revenues - Annual
Interest Income and Other $785.00 v "y " $785.00
Miscellaneous Revenues ou '_T'USt fanter ava .ue or eac
$0.00 = required field, even if the amount 0,00 $0.00
Other Revenues ’ <\| is $0.00. ’ ’
$571,256.00 | $20,000.00 $0.00 §74,000.00 $665,256.00
Total Revenues
Operation and Maintenance Budget | $450,000.00 | $10,000.00 $37,700.00 $497 700.00
+ Admin. Fee
T, B0 T rere $15,900.00 $0.00 $0.00 $15,900.00
i $90,000.00 $0.00 $27,000.00 $117,000.00
Debt Service
$12,000.00 $0.00 §7.000.00 $19,000.00
Reserves
0.00 0.00 0.00 0.00
Capital Additions S S S $
$0.00 $0.00 $0.00 $0.00
Surplus
Average Monthly Rate Cost per $61.24 $0.73 $2.14 $64 11
Customer per 4,000 Gallons/Month

*G. Are the above Rates reflective of the
listed Annual Report? |Y65 | v|

Prev. Page Next Page

Page 3 of4
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WEST VIRGINIA

INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Asseciation Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development
Preliminary Application Form Accountant

IV. Financial Status and Rates (cont.) List the resulting 4,000 gallon rate
*1_ Current 4,000 Gallon Rate [351 24 from the Draft Rule 42 calculations.

*2. DR42P 4,000 Gallon Rate [$63.38 | DR42PRate CashFlow _ Aftach

*3. Maximum 4,000 GallonRate (88327 | MaxRateCashFlow _ Attach

*4_ Current Minimum Bill [ $26.00 yse 5 5%, 40-year loan to calculate Gallons
the maximum rate.

*5. |s the Current Rate above |Yes
based on the Test Year?

V. Preferred Funding Click Reset to clear the fields
*1. Please list the proposed Draft Rule 42 funding package Reseﬁ% below.
Source Source Name Amount Rate Years
CWSRF SRF Non-DIS -~ $1,000,000.00 0.00 0
CWSRF SRF District1. 7! ~ $1,000,000.00 0.50 40
RUS Loan - $832,835.00 3.75 40

To ensure you receive the emails sent by the 1JDC related to your project
status, add imageadmin@wvwda.org to the safe sender list or address book

to prevent it from potentially being filtered as junk mail or spam.

2. Intention to seek SCBG letter Attach After the form has been

successfully sent, the date of
the form submittal will be
displayed.

After clicking on Save & Submit, a pop-up Submission Date
window will appear allowing you to save the Save & Submit| 2/29/2012

form to your desktop while simultaneously
sending the form to the 1JDC.

Page 4 of 4
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Project Tracking & Schedule Updates

Monthly Reporting (Administrator, Engineer, Accountant, Legal Counsel)

Monthly Reporting is a new quick and easy process that begins once you have an
approved Preliminary Application and continues until the project completion. This
report is required every month for any member of the team that has outstanding tasks
related to an active project. If a team member does not have any outstanding tasks for
the current month, then the project will not appear within their Monthly Reporting tab.

Project Pre- Application Droino+ complele Bidliob ‘

screening & Submittal & PROJECT TRACKING & SCHEDULE )
Initiation Approval runuIng Funding Project-

Monthly Reporting provides valuable information for both the 1JDC and the Project
Team. The 1JDC will be able to look at monthly reports across all projects and analyze
where bottlenecks are occurring in the process. They can then use this information to
help identify ways to help alleviate issues in the future. The information provided will
also help the 1JDC better manage cash flow and investments, because monies will be
invested against realistically identified project milestones. In addition, the information
from Monthly Reporting will be trackable within the Performance Results tab. This will
provide project team members the ability to run reports on team and individual
performance.

919|dwo)
uoI3INJISuU0)

Every project team member has their own set of tasks based on their responsibilities,
therefore all team members, including the Administrator, Engineer, Accountant, and
Legal Counsel(s), will need to perform Monthly Reporting. The initial date assigned to
each task is based on the original milestone calendar that the Engineer created in the
Preliminary Application Form, but this can be adjusted once you are at the Monthly
Reporting screen.

Iy
WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 26311 T 304.414.6501 F 304.414.0865 =
Project Dashboard (2 DashboardHome  © Log Out
West Virginia and Jobs D Administrator is logged in o 3
Preliminary Application Form Engineer
Il Project Schedule to Construction - .
Project Monthly Reporting
Milestones. MMDOYYYY
[Professional Services Acquired 03/292012 Please review each task listed below. Ifthe projecttask is on schedule, hit save. Ifthe project task is not on schedule,
(AR Agresments Executed & od, soxchding Const. 0412012012 ::l::vgﬂ from the dropdown. After selecting no, please choose a reason and fill in the new estimated completion date, and
[Plans & Specs Submted to Applcable Agencies 0672412012
(Al Permits Submitted 0612812012 |4 Project Reporting: 2012W-1214
Final Plans & Specs Appraved 0771172012
Rule 42 Completed 087292012 | Professional Services Acquired
Municipal Rate Ordinance Completed 091292012 Due Date: 03/29/2012 s this task on schedule? [Yes[¥] save
[Roquest for All Binding Commitments 1011872012
[File PSC Certicate Caso 117152011
[80% ROWS & Easements, and 100% Land Acq. Recorded 122972012 ¥ Updated Schedule B Developed
[Request Authorization to Bid 01152013 Due Date: 01/15/2013 s this task on schedule? |Yes[+] save
(Advertise for Bids 0212872013
5
Eid Opaning Q3152013 ~ Conduct Closing
100% ROWS, Easements & Land Acquisiions Recarded 041812013
(A Permits and Clearances Oblained 0512812013 Due Date: 07/15/2013  Is this task on schedule? |Yes[] A
[PSC Cortficate Final 06/152013
ILoan Closing / Award Contracts 071152013 / Develop and Submit Final Draw Request
Start Construction 0872772013 e
ue Date: 10/31/2013  Is this task on schedule? [Yes R
[Pt Compiten | Tomvaoms__ 0 $FCFEFEEG 560000000 F00
*1. Preliminary Engineering AWJ
B R EEE RS b o 20

Completing the Forms _



1. Go to www.wvinfrastructure.com and log into the website to view the Project
Dashboard home page. See page 7 for instructions on how to log in to the website.

2. Click on the Monthly Reporting tab under the Task Manager. Task Manager
The Monthly Reporting tab will not be visible if you do not have =~ H YourPrice

L4 Monthly Reporting @

any projects that have outstanding tasks. ] Project Search

Sample Forms

3. Choose the project you want to

. i {8 Deshboard tome @ u
report on and click on the Erolect Dashboard {15 Seppontioms @ ioaow
. . Administrator is logged in ¢ Notifications /%) Manag
Project Number to see the list
of current tasks associated with ~ MonhY Prolect Reporting
. Click on the a project number to view the tasks that require reporting.
the project. If you have already =
I Projects
completed the report for the R
. Number Sponsor Project Name County Status
month' Or If there are no Ice’s Run Route 250 Public
. Senvice District Water and Sewer for Ida May MARION Under Construction
OUtStandlng taSks related to a 2012W-1214 Barrackville, Town of Phase Il Water Project BARBOUR Under Construction
particular project, then the o e S L
project will not be listed. xension CounctRevew

4. For each task in the list, choose either Yes or No. If the project task is on schedule,
click Save. If the project task is not on schedule, choose No from the drop down
menu, then select a reason from the Choose Reason drop down menu*, enter the
new anticipated completion date, and click Save. Repeat until all tasks have been
updated and/or saved.

If the task is on schedule, click Yes and

% Project Reporting: 2012W-1214 then Save.
+ Professional Services Acquired / \
Due Date: 03/29/2012  Isthis task on schedule? Yes - Save

« Project Adm| £ the task is not on schedule, click No. Choose a Reason from
the drop down menu, and then insert the new Estimated
Completion Date, and click Save.

Due Date: 04/2

+ Engineering Agregment Executed 1

Due Date: 04/29/2012 | Isthis task on schedule? No =

‘Engineer Action Needed il] Estimated Completion Date: 05-11-2012  (mm-dd-yyyy) Sawe
Choose Reason:
Land Dispute

+ Environmental Issue

*If the reason you are not able to complete

Change in Regulations the task on schedule is not included in the
[ Owner Signature Needed g

inadequate Time Allotied drop down menu, contact the-HeIp I?esk at

Owner Decision Needed HelpDesk@wvda.org to have it considered

o+ Excessive Workload
Engineer Action Needed
[ Administrator Action Need

Accountant Action Needed
L B e e I Anticmm Blaad~d

being added to the list of choices.

d e o -
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http://www.wvinfrastructure.com/
mailto:HelpDesk@wvda.org

5. Once the Monthly Reporting is complete and any requested date changes approved
the task status will be updated under Your Projects > Project Number > Tasks.

Task Manager

D Your Projects

L% Monthly Reporting
Bl Project Search

©. Sample Forms

Tools

(2 GIS Applications

we  IJDC Policies & Guidelines
@ Public Service Commission
\aa) US Census Bureau

& Help/User Guide

L. Performance Results

@ bashboardHome  ® Log Out

Project Dashboard

Engineer is logged in ¢ Motifications 3| Manag

+ Viiew Your Proj

Your Projects

Below is a list of project related information. Navigate the project detail page to find all project related information.

| @ Project Number: 2012W-1214 Status Under Construction
Project Name Sponsor County Prior Project Number . formatta
Phase Il Water Proje! Barrackville, Town of BARBOUR 2010W-0001 Froo Downlosd

Forms . .
Contact information for each

/download those awaiting cot la pdf

in the C Pl Project Team member is easily

\ accessible from this screen as well.

==

Click on s document link to vi
version of a project

v

Each Task will have a designated
icon indicating its status.

2| pleted Project Forms W Notifica s

5

2 | ¢ = Active Task{ @ = Incomplete Task
© Professional Services Acquired -
(03/29/2012) |Anwtrator

You can see who is responsible for
each task and the associated
completion or due date.

< Plans and Specs Submitted to Applicable
Agencies
(05/24/2012) | Erin the Engineer

¢ B

esign and Specifications Complete
(07/11/2012) | §rin the Engineer

7 Final Plans and Specs Approved
(07/11/2012) | Erin the Engineer

< Engineering Design and Specifications
(07/11/2012) | Erin the Engineer

“ Rule 42 Completed
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Project Planning and Funding

Funding Recommendation Decision Form (Administrator)

Included in the Administrator’s copy of the Preliminary Application approval email sent
by the IJDC is a Funding Recommendation letter and a link to the Funding
Recommendation Decision Form.

1. Click on the link included with the Funding Recommendation letter to open the
Funding Recommendation Decision Form.

From: <imageadmin/@wvwda org=>

Date: Thu, Mar 29, 2012 at 3:18 PM

Subject: (2012W-1214) IJDC Decision Letter
To: administrator@rcoeorge.com

The Administrator is the only team member that receives a
link to the Funding Acceptance Form, and the form can only
be accessed though the approval email.

You MUST click the link below and complete the form.

Funding Acceptance Form

2. Review the information on the Funding Recommendation Decision Form.

3. Before clicking Accept or Reject, go to page 2 and select the Project Attorneys from
each of the drop down menus.

4. Click on Prev. Page to return to page 1 of the form.
5. Click on Accept or Reject to complete the form:

Accept — If you choose to Accept the 1JDC’s funding recommendation, no further
action is needed and you can proceed to the next phase in the process.

Reject — If you choose to reject the 1JDC’s funding recommendation, you will get a
pop-up asking if you are sure you want to Reject the recommendation. If you click
on Yes the Project Number will be terminated. If you decide to move forward in the
future, you will need to start over by submitting a new Project Initiation Form.

m Completing the Forms



I General Project Information

WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development
Funding Recommendation Decision Form
All Fields with an * are Required for Submission

Sponsor Barrackville, Town of

Expiration Date 09/22/2012

Type Water Primary County BARBOUR
Category Line Extension Primary Project Area PHILIPFI
Project Number 2012W-1214 Secondary County
Prior Project Number 2010W-0001 Secondary Project Area
Description  ater project to serve 50 customers.
Source Status Date Committed Date Type Rate Term Amount

DWTFR SRF Non-DIS | Recommended | 03/29/2012 Loan 3.00% 20 $2,000,000.00
IJDC District1 Loan3 Recommended | 03/29/2012 Loan 3.75% 40 $832,835.00

Review information and
proceed to Page 2 before
clicking on Accept or Reject.

Sponsor Acceptance of Fur

After Accepting the
decision, the date of
submission will be indicated.

Accept | Reject ‘

N

Submission Date

31302012

If you choose to Reject the Funding Recommendation,

the project will be terminated.

* Note: Rejection of the Funding Re ation will result in Project Termination

You must complete
Page 2 before clicking
on Accept or Reject.

Next Page
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WEST VIRGINIA
INFRASTRUCTURE & JOBS DEVELOPMENT COUNCIL
180 Association Drive, Charleston, WV 25311 T 304.414.6501 F 304.414.0866

West Virginia Infrastructure and Jobs Development

Funding Recommendation Decision Form Click on the drop down
menu to choose the
Il Project Artorneys appropriate Counsel.
1. Bond Counsel *2. Local Couns
Name Iamnie the Bond Counsel | v| MName |Larry the Local Counsel | v|
Organization L&w Firm B Organization Law Firm L
Address 345 Executive Way Address 123 Document Drive
Phone 304-222-3456 Phone 304-222-1111
Fax Fax
Cell Cell
Email bcouncel@rcgeorge.com Email 'councel@rcgeorge.com
*3. PSC Counsel
Name ﬁt the PSC Counsel | v|
Organization L@ Firm P
Address 345 Signature Lane
Phone J04-555-1111
Fax
Cell
Email Psccouncel@rcgeorge.com

Page 2 of 2

Click on Prev. Page to return to
Prev. Page < g

Page 1 to Accept or Reject the
Recommended Funding Decision.
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Revised Application Form (Administrator)

The Revised Application is currently not available. Once it is available the User Guide
and training will be updated with instructions for completing the form.

Completing the Forms m



Complete Design and Finalize Funding

The next step in the process is to complete the Binding Commitment Pre-Bid Schedule B
and the Binding Commitment Request. Both can be worked on at the same time.
However, you will need to complete the Binding Commitment Pre-Bid Schedule B prior
to submitting the Binding Commitment Request.

Binding Commitment Pre-Bid Schedule B (Administrator)

The Binding Commitment Pre-Bid Schedule B is what the Administrator fills out to
document the budget.

1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the Project page.

4. Click on the Binding Commitment Pre-Bid Schedule B.

Project Dashboard (2 Dashbosrd Home  © Log Out

Administrator is logged in 8

Your Projects +View Your Projects

Below is a list of project related information. Navigate the project detail page to find all project related information.

L..?_ Project Number: 2012W-1214 Status  Planning and Design
Project Name Sponsor County Prior Project Number . formatta
Phase Il Water Project Barrackville, Town of BARBOUR 2010W-0001 Frto Doneioed.
Forms

Click on 8 document link to view/download those swaiting completion in the Open Project Forms ares. Click on a document to view a pdf
version of s completed project document in the Completed Froject Forms srea.

= Binding Commitment Pre-Bid Schedule B

tment Request

5. Revise the Budget Setup, as needed using the available icons, and add the Funding
Sources. See next page for details on Editing Line Items and adding Funding Sources.

Budget Setup
Title Update Delete Insert [
A.COST OF PROJECT:
Construction (+]
Gonstruction Cost Estimate e x
Construction Other e x

Technical Services
Design Fees (D)
Preliminary Design (D) x
Final Design (D) x
Study and Report
Bidding and Negotiation
Construction (C)
Resident Project Representative (C) x

b P OEFVPVGVFDPOOIIOSIIFOOLIOIIPOLLPOLPSPSLS
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Editing Line Items in Budget Setup

a.) To add a line item, click on the Insert icon on the row of the major heading. Type
in the Title of the new item and click Confirm. The new item will now appear in
the budget.

Budget Setup

o
A. COST OF PROJECT: Funding Source Update Deletg

Construction 4
Construction Cost Estimate 4 x ‘b
Construction Other 4 x

General Information

Title  [Contract 1-line work

Confir Cancel

Confirm

b.) To change the name of an item, click on the Update icon of the line item you
want to change. Type in the new Title and click Confirm.

Budget Setup

Title Update Delete Insert o
A. COST OF PROJECT: Funding Source Update Deletd
Construction o
Construction Cost Estimate 7 x
Construction Other ﬁb—ﬁ
Update Iterm I Inf
Contract 1-line work: r x

Title  [Contract 2-Tanks

Confirm Cancel

Confirm

c.) To delete a line item, click on the Delete icon of the line you want to remove.
Click Yes to confirm.

Budget Setup

Title Update Delete Insert [+]
A. COST OF PROJECT:
Construction (+]
Contract 2-Tanks 7 x
Construction Other P4 Confirm Deletion
Contract 1-line work 4 S%M\

A\ Are you sure you want to delete this
Item?
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d.) To add Funding Sources, click on the Insert icon within the Funding Source box.
Select the funding source(s) for the project from the drop down menus. Click
Confirm.

=] =]

To add additional
Funding Sources,
—— click Confirm and

] Continue Inserting.

6. Click on Go to Budget to make the necessary adjustments to the budget line items.

xl

7. Update the budget items as needed and click on Submit.

The budget is pre-populated with the
data from the Preliminary (or Revised)
Application. Line item dollar amounts
can be adjusted as
necessary.
Work can be
saved and Click here to
completed at a return to the
later date. Budget Setup.
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8. After the budget has been successfully submitted a new icon will appear at the
bottom of the screen allowing you to view and save a copy of the budget report. A
copy is also placed under your Completed Project Forms tab within the system.

Funde‘&. Resewe‘:r. i

0.00
Registrar Fees 0.00
Bond Counsel
Capitalized Interest ”“J;:B“dg“ or o AmEeamd -
Printing/Registrar Spenser: Earmackvilia, T of

Project Administrator: Asdy the Administrator
Projact §: BO1IW-1714

phome $: 304-G55-ESES

View Repor:lh)
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Binding Commitment Request (Administrator)

The Binding Commitment Request allows the Administrator to quickly and easily attach
necessary documents as they are received.

Steps for Completing the Binding Commitment Request (Checklist)

1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the project page.

4. Click on the Binding Commitment Request.

f;_ Project Number: 2012W-1214 Status Planning and Design
Project Name Sponsor County Prior Project Number .. formatta
Phase Il Water Project Barrackville, Town of BARBOUR 2010W-0001 Froe Dowstoed

Forms
Click on & document link to view/download those awsiting completion in the Open Project Forms area. Click on & document to view a pdf
version of project in the C Project Forms ares.

v Open Project Forms

@ Binding Commitment Request

V]

.
%Comple[ed ProjectForms. & Tasks ¢ Notifications -5‘ Project Team

5. Attach each of the required Project Dashboard &) nastiosratiome ® Log ot
docu ments_ Choose Yes from Administrator is logged in @ Notifications 3) Manage Account
the dl’Op down menu. (If d Binding Commitment Request Form

d ocu ment is not a p p Iica b I e fo r Complete and save each area in the form independently. Unsaved changes in a specific area will be lostif a different area

is saved. To see the task description of an unsaved task, click the  icon, and click the @ icon when done reading
thls proJeCtl Choose NA from E‘ Project Number: 2012W-1214

the drop doWn menu.) Click The Submit button will not become active on this form until all areas are completed

Browse to select the document — o] Documents that have

for uploading. Click Save. 201201214 sasf been uploaded will have
Local Project Name: eamarl the Submission Date and
Phase Il Water Project BARB| a ||nk tO a PDF ﬁle, Wh|Ch

will allow you to view the
attachment at any time

You must click Project Administration Agreement Andythe  Enginee]
Execuited in the future.

Administrator

Save after Submission Date: 04/02/2012 - view aftachment Submi

uploading each

PSC Attorney Agreement Executed Andy the Local Counsel Agreement dy the

Administrator  Executed Al istrator
document or -
Yes = | | Legal Agreementp Browse Submission Date: 04/02/2012 iz view attachment
marking it NA.
[o=ty
Accountant Agreement Executed Andythe  Bond Counsel Agreement Andy the
Administrator  Executed Administrator

-, -,
Submission Date: 04/02/2012 = view attachment Submission Date: 04/02/2012 ' view attachment

A AR ANA RN R AL R EEEZEEEEE 4
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6. After uploading and saving the document, the Task gets marked as completed under
the Tasks tab and is removed from your Monthly Reporting.

X Completed Project Forms &/ Tasks ¢ Hotifications & Project Team

« = Active Task | @ = Incomplete Task

€ Projec Executed

Agreement

“ Plans and Specs Submitted to Applicable
Agencies
(05/24/2012) | Erin the Engineer

VTP PP OOOOOFTPVPottoee

of Convenience and

7. The final step in completing the Binding Commitment Request is to click Submit. The
Submit button will only be enabled after all of the required documents have been
uploaded.

Binding Commitment Request Form

Complete and save each area in the form independently. Unsaved changes in a specific area will be lost if a different area
is saved. To see the task description of an unsaved task, clickthe & icon, and click the @ icon when done reading.

E Project Number: 2012W-1214

The Submit button will not become active on this form until all areas are completed.

Project Number: Sponsor:
2012W-1214 Barrackville, Town of
The BI nd 1 ng Local Project Name: Primary County:

Commitment Pre-Bid Phase Il Water Project BARBOUR
Schedule B must be
submitted prior to

. . roject Administration Agreement Andythe  Engineering Agreement Executed Andy the
submitti ng this ecuted Administrator Administrator
checklist. Submission Date: 04/02/2012 - view attachment Submission Date: 04/02/2012 - view attachment

PSC Attorney Agreement Executed Andythe  Local Counsel Agreement Andy the
Administrator  Executed Administrator

Submission Date: 04/02/2012 '»"iview attachment Submission Date: 0 The Submit button
W will only be enabled
after all the required
: z : - documents have
Latest Cost Estimate (Showing Erin the Engineer
Date of Estimate) been uploaded.

Submission Date: 04/02/2012 ~ Not Applicable

Submit&}
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Bid Job and Execute Project

The next step in the process is to complete the necessary forms to request authorization
to bid.

Bid Authorization Pre-Bid Schedule B (Administrator)

The Bid Authorization Pre-Bid Schedule B must be completed prior to the Engineer
submitting the Bid Authorization Request.

Steps for Completing the Bid Authorization Pre-Bid Schedule B

1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the project page.

4. Click on the Bid Authorization Pre-Bid Schedule B.

E;_ Project Number: 2012W-1214 Status Binding Commitment Approved
Project Name Sponsor County Prior Project Number . formatta.
Phase Il Water Project  Barrackville, Townof ~ BARBOUR  2010W-0001 Poue Douniont

Forms

Click
versi

t link to view/download those swaiting completion in the Open Project Forms ares. Click on & document to view 8 pdf
ted project document in the Completed Project Forms are.

| == Bid Authorization Pre-Bid Schedule B

4 Completed ProjectForms v/ Tasks ¢ Notifications & Project Team

5. Make any necessary changes to the Budget Setup. Click Go To Budget.

Budget Setup
o
Construction (+] DWTFR SRF Non-DIS x
Contract 2:Tanks 7 % 1JDC Disctrict! Loan 3 x
Contract 1-line work Vg x
Technical Services
Design Fees (D)
Preliminary Design (D) X
Final Design (D) . .
Study and Report See page 51 for instructions on
Bidding and Negotiation Editing Line Items in Budget Setup.
Construction (C)
Resident Project Representative (C) x
Operation

ial Senvices (SS)
W
Registrar Fees
Bond Counsel
Capitalized Interest
Printing/Registrar

| GotoBudgeg}"L I
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6. Update the budget items, as needed, and click on Submit.

Budget Maintenance
Task Total
$0.00
A. COST OF PROJECT: 2.832,835.00
Construction 2.000,000.00
Contract 2-Tanks 1,250,000.00
Contract 1-line work 750,000.00
Technical Services 277,700.00
Design Fees (D) 80,000.00
Preliminary Design (D) 40,000.00
Final Design (D) 40,000.00
Study and Report 8,000.00
Bidding and Negotiation 5,000.00
Construction (C) 80.000.00
Resident Project Representative (C) 60,000.00
W‘Evginewwﬂn (w ﬁ%@
. : ~ — - >
Projec. Y 30,135.00
Construction Contingency | 200,000.00
B. COST OF FINANCING 0.00
Funded Reserves 0.00
Registrar Fees 0.00
Bond Counsel 0.00
Capitalized Interest 0.00
Printing/Registrar 0.00
¢ Submit )€ save ) (€ saveand Modify Budget Setup)
v

7. After the budget has been successfully submitted a new icon will appear at the
bottom of the screen allowing you to View Report. Once opened, you can also save a
copy of the report for your files. A copy is also placed under your Completed Project
Forms tab within the system.

xl
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Bid Authorization Request (Engineer)

The Bid Authorization Request allows the Engineer to quickly and easily attach
necessary documents as they are received.

Steps for Completing the Bid Authorization Request (Checklist)

1.

Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the Project page.

4. Click on Bid Authorization Request.

E; Project Number: 2012W-1214 Status Binding Commitment Approved
Project Name Sponsor County Prior Project Number .. formatta
Phase Il Water Project Barrackville, Town of BARBOUR 2010W-0001 Fres Downiced
Forms
Clickeon s link to vi d those it ion in the Open Project Forms area. Click on a document to view a pdf
version of 8 project d in the C leted Project Forms area.

v Open Project Forms

Y
== | Bid Authorizatign Request

3

-;';’Comp!eted ProjectForms o/ Tasks ‘' Notifications -':f Project Team

5. Attach each of the required Bid Auihorization Request Eorm
d ocume nts . Ch oose Yes fro m Fill out each area in the checklist. After filing out each section, click save. Each section must be saved before moving on or
the information will be lost
the drop down menu. (If a [5 Project Number: 2012w-1214
d ocume nt is n ot a p p I i ca b I e fo r The Submit buttunvwill not become active on this form until all areas are completed.

this project, choose NA from

A Project Number: Sponsor:
the drOp down menu.) Click 2012W-1214 Barrackille, Town of
Browse to select the document tecalProl Documents that have ~ [rimany County:
i A Phase I - IBARBOUR
for uploading. Click Save. been uploaded will have
<.+ o..| the Submission Date and
Complete Frot a !mk toa PDF flle’. WhICh B PSC Certificate Case Not Assigned
You must C|iCk g::ic:dmveel::g; will allow you to Vle}N the Yes ~ I | PSC_Certificate.pd Browse |
~ | attachment at any time
Save after Submission § | —
) in the future. ke
uploading each
document or Prelim Title Opinion Evidence of No! ned  Compliance with WV Jobs Act Erin the Engineer
. . 80% Easements, ROW and 100% -
marklng it NA. land Submission Date: 04/02/2012 = view attachment
Submission Date: 04/02/2012 -; view attachment
Evidence of Intergovernmental Andythe  Treatment/\Water Purchasing Andy the

Adminisirator Administrator

m Completing the Forms



6. After uploading and saving the document, the Task gets marked as completed under
the Tasks tab and is removed from your Monthly Reporting.

/3 Completed Project Forms % Tasks ‘Y Noftifications -:_*" Project Team
= w' = Active Task | @ = Incomplete Task
@ Professional Servidgs Acquired &

( 03/28/2012) | Andy the'Xdministrator

“ Plans and Specs Submitted to Applicable <
Agencies
( 05/24/2012) | Erin the Engineer

VPP O OOOOIPETPITPOOOOee

7. The final step in completing the Bid Authorization Request is to click Submit. The
Submit button will only be enabled after all of the required documents have been
uploaded.

xl

The Bid
Authorization Pre-
Bid Schedule B must

be submitted prior
to submitting this
checklist.

The Submit button
will only be enabled
after all the required
documents have
been uploaded.

s

Completing the Forms m



Bid Underrun or Overrun Request (Administrator)

This is an optional step in the process and only required if the lowest bidder comes in
either under or over what was budgeted. This form must be approved by the 1JDC
Council before a contract can be awarded to the lowest bidder.

1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or within the Your Projects tab.

3.

Click on the appropriate Project Number to open the Project page.

4. Click on Bid Underrun or Overrun Request.

[& Project Number: 2012w-1214

Bid Authorization Approved

Project Name Sponsor County Prior Project Number

. formatta,
Phase Il Water Project Barrackville, Town of BARBOUR 2010W-0001 Frue Downlood
Forms
Cliccon a link to viewls those awaiting ion in the Open Project Forms ares. Click on a document to view a pdf
version of 8 project inthe C Project Forms srea.
v
= Closing Post-Bid Schedule B ami Draw Schedule Maintenance | (set Bid Underrun or Overrun Request
=i Closing Request
- 2 oa
SRR L W RS KA [N 5 S

5. Complete the Budget Change Request form by selecting whether it is an Underrun

or Overrun. Provide a description and attach documentation related to the request.
Click Continue.

Budget Change Request

Note: Only one change is allowed at a time. If this form has data, then you are editing an open change.

Coverrun
Request Type |2
2 L ©@Underrun

Contract bids came in $76,000 under estimate. We are requesting to use the
monies to serve an additional 6 customers.

Description of Request

Select File for Upload: ssktop\Forms\BidUnderrunRequest pdf Only one file can be uploaded for each request.

(contjnue) Only press Continue once - This may take a minute or two.
Continue
m Completing the Forms




6. Make adjustments to the Budget Change Processing page that reflect the pending

request.

xl

The sum of all amounts in the
Adjustment Requested column
must equal zero.

7. After all the necessary changes have been made, click Submit at the bottom of the
Budget Maintenance screen.

Submit
b

Update Totals
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Closing Post-Bid Schedule B (Administrator)

The next step in the process is to complete the Closing Post-Bid Schedule B.

Steps for Completing the Closing Post-Bid Schedule B
1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the Project page.

4. Click on the Closing Post-Bid Schedule B.

E;_ Project Number: 2012W-1214 Status  Bid Authorization Approved
Project Name Sponsor County Prior Project Number .. formatta
Phase Il Water Project Barrackville, Town of BARBOUR 2010W-0001 Free Downkoad
Forms

Click on s document link to view/download those swaiting completion in the Open Project Forms sres. Click on s document to view a pdf
version of 8 project in the C Project Forms area.

v Open Project Forms

]‘,. Closing Post-Bid Schedule B l | Draw Schedule Maintenance «ai| Bid Underrun or Overrun Request
= 0 = =

1)

«= Closing Request

% Completed Project Forms / Tasks | ¢ Notifications & Project Team

5. Make adjustments to the Budget Setup Page that reflect the final budget requested..

Budget Setup
o
A. COST OF PROJECT:

Construction L+ DWTFR SRF Non-DIS x
Contract 2-Tanks 7 x RUS Loan x
Contract 1-line work 7 x

Technical Services e X
Design Fees (D) General Information

Preliminary Design (D) x Tile  [Bid Underrun-additional 6 customers
P 0PSSO OOPOPOOOOOOOSSe &

CQnﬁrm@ Cancel
A

6. Click on Go To Budget at the bottom of the screen.

LN § (WS | P || (TN
B. COST OF FINANCING

Funded Reserves
Registrar Fees

Bond Counsel
Capitalized Interest
Printing/Registrar

\_GotgBudget

)
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Budget Maintenance

7. Make any necessary changes to the Budget Maintenance, then click Submit.

1JDC District1
Task Total DWTFR SRF Non-DIS Loan3
$2,832,835.00 $2,000,000.00 $832,835.00
Construction 2,000,000.00 2,000,000.00 0.00
Contract 2-Tanks 1,250,000.00 1,250,000.00 0.00
Contract 1line work £74 000 00 A74.000 00 000
Bid Underrun-additional 6 customers 76,000.00 0.00 T6,000.00
Ti feat-Services Famaaiinsi - -
Design Fees (D) 50.000.00 0.00 80,000.00
Preliminary Design (D) 40,000.00 0.00 40,000.00
Final Design (D) 40,000.00 0.00 40,000.00
Study and Report 8,000.00 0.00 8,000.00
Bidding and Megotiation 5,000.00 0.00 5,000.00
Construction (C) 50.000.00 0.00 80,000.00
Resident Project Representative (C) 60,000.00 0.00 60,000.00
Engineering During Construction (C) 20,000.00 0.00 20,000.00
Operation 12,000.00 0.00 12,000.00
Special Senices (S5) 92.700.00 0.00 133,200.00
Geotechnical Engineering (SS) 5,000.00 0.00 5,000.00
Establish/Demonstrate Design Criteria (SS) 4,500.00 0.00 4,500.00
Land Surveys and Easement Prep (SS) 6,000.00 0.00 £,000.00
Engineering and Topo Surveys (553) 5,000.00 0.00 6,000.00
Materials and Equip Inspections (SS) 8,000.00 0.00 8,000.00
Additional Copies of Eng. Documents (SS) 7,000.00 0.00 7,000.00
Extra Travel and Subsistence (S5) 4,000.00 0.00 4,000.00
Value Engineering (SS) 5,000.00 0.00 5,000.00
Redesign Requested or Approved by Client (SS) 5,500.00 0.00 5,500.00
Expert Witness Before Agencies (S5) 5,400.00 0.00 5,400.00
Final Investigations (S5) 7,600.00 0.00 7,600.00
Preparation of Funding Applications (SS) 4,000.00 0.00 4,000.00
Land Planning and Partitioning Activities (SS) 6,300.00 0.00 6,300.00
Emvironmental Assessment Impact Statement (SS) 5,800.00 0.00 5,800.00
Additional Studies and Design Const. Special Conditions (S5) 0.00 0.00 0.00
Project Development Assistance (SS) 7,000.00 0.00 7,000.00
Assessment of Completed Project (SS) 5,600.00 0.00 5,600.00
Legal & Fiscal 117.000.00 0.00 117.000.00
Local Project Attorney 45,000.00 0.00 45,000.00
PSC Attorney 23,000.00 0.00 23,000.00
Lands and ROW Attorney 37,000.00 0.00 37,000.00
Project Accountant (CPA) 12,000.00 0.00 12,000.00
Loan Repayment 0.00 0.00 0.00
I e N LR P S5
Capitalized Inu... U , 000 [
Printing/Registrar 0.00 | 0.00 0.00
r Submit N 1 Save ) € Save and Modify Budget Setup 3
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Draw Schedule Maintenance (Administrator)

The Administrator completes the Draw Schedule Maintenance Form to notify the 1JDC of
the expected draw amounts over time per funding source. This link will remain available
on the Project Detail page so you can update the draw schedule monthly. A reminder
will appear on the Project Dashboard when it is time to update and submit this form.

Steps for Completing the Draw Schedule Maintenance
1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the Project page.

4. Click on Draw Schedule Maintenance to open.

E Project Number: 2012W-1214 Status Under Construction
Project Name Sponsor County Prior Project Number .. formatta
Phase |l Water Praject Barrackville, Town of BARBOUR 2010W-0001 Fron Downioad
Forms

Click on & document link to th it ion in the Open Project Forms sres. Click on a document to view s pdf
of a completed project document in the Completed Project Forms area.

version

= Wiring Instructions | se] Dra-.vdichaduleF.Iamlaﬂanca 'y BudgetRevision is being processed

'y Drawis being

'?;‘Complelet\ Project Forms «# Tasks ‘¢ Notifications -;(j Project Team

5. Input the expected draw amounts for each of the Funding Sources and dates. Click

Submit.
Project Funding Expected Draws
Funding Source Total Amount Drawn Amount In Process Remaining ~ Amt Entered 0713 0813 0913
DWTFR SRF —— . oo
e 2000000.00] - - w0 30000000 250000.00( | 275000.00|
wooomriams  swassod = = I ST ]
2,832,835.00 0.00 0.00 283283500  2,832835.00 650,000.00 332,000.00 321,000.00
S | Cirotats

AN P
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Wiring Instructions Form (Administrator)

The Administrator completes the Wiring Instructions Form to ensure that the IJDC has
all the relevant bank information for sending payments. This link will remain available
on the Project Detail page should you need to make changes at a later date.

1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or search within the Your Projects tab.

3. Click on the appropriate Project Number to open the Project page.

4. Click on the Wiring Instructions.

E: Project Number: 2012W-1214 Bid Authorization Approved

Project Name Sponsor County Prior Project Number _ formatta.
Phase |l Water Project Barrackville, Town of BARBOUR 2010wW-0001 Fow Dormeikond

Forms

Click on & document link to view/download those awaiting completion in the Open Project Forms ares. Click on & document to view s pdf
version of & completed project document in the Completed Froject Forms sres

- ‘.:\rini.}lvgstructinns = Draw Schedule Maintenance

= Clos .‘wiringmstru(t\ons

5. Complete the form and click Save.

Wire Instruction Maintenance

Bank Name [Citizens Bank
AccountMame |Constru|:1i0n Fund
Account Number |UQB4—2194—398
ABARouting Mumber |098340938
Special Instructions |N0ne

Status (Mone)

WireComment

ContactName |ru1\,rra Banks

Contact Phone 321-435-3888

Street 1 [1487 lvey Road

Street 2 |
Bank Address City  [Charleston
State  [wv
Zip (+4) [26311 - 161
Bank Contact |Eugene Rasthsmussen

Bank Contact Phone |321-435-3889
U3
Save

Completing the Forms _



Closing Request (Administrator)

The Administrator will need to complete the Closing Request checklist to ensure all
documents are submitted prior to closing. The Closing Post-Bid Schedule B, Draw
Schedule Maintenance, and the Wiring Instructions Form must be completed prior to

submitting the Closing Request.

=

Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or within the Your Projects tab.

3. Click on the appropriate Project Number to open the Project page.

4. Click on Closing Request.
E.:_ Project Number: 2012W-1214

Project Name
Phase Il Water Project

Sponsor
Barrackville, Town of

County
BARBOUR

Forms

Prior Project Number
2010W-0001

Bid Authorization Approved

.. formatta

Frue Downioad

Click on s document link to view/download those swaiting completion in the Open Project Forms sres. Click on & document to view s pdf

version of 8 completed project document in the Completed Projedt Forms sres.

= Wiring Instructions  omd|

- Clasm?{%ﬁ]uesl
=

s v |

Draw Schedule Maintenance

(3]

5. Attach each of the required
documents. Choose Yes from
the drop down menu. (If a
document is not applicable
for this project, choose NA
from the drop down menu.)
Click Browse to select the
document for uploading.
Click Save.

You must click
Save after
uploading each

document or
marking it NA.

Closing Request Form

Complete and save each area in the form independently Unsaved changes in a specific area will be lost if a different area
is saved. To see the task description of an unsaved task, click the @ icon, and dick the @ icon when done reading

[ Project Number: 2012w-1214

The Submit button will not become active on this form until all areas are completed and the wiring instructions and draw schedule have

been completed

Project Number:
2012wW-1214

Local Project Name:
Phase |l Water Project

| wiring Instructions

A link to the Wiring
Instructions Form is
also available from

this screen.
Approved DOT Highways Permit

N the Engineer

w attachment

Erin the Engineer

Submission Date: 04/04/2012 ﬂ:view attachment

Approved Public Lands Permit Erin the Engineer

Documents that have
been uploaded will have
the Submission Date and
a link to a PDF file, which
will allow you to view the
attachment at any time
in the future.

Sponsor:
Barrackvill§
Primary Cof
BARBOUR]

Approved DEP Permit Erin th Aigineer

Submission Date: 04/04/2012 __ view attachment

Approved Corps of Engineers
Permit

Erin the Engineer

| Yes v| | CoreEngPermit pdi Browse

Save

Approved Railroad Permit Erin the Engineer

m Completing the Forms



6. After uploading and saving the document, the Task gets marked as completed under
the Tasks tab and is removed from your Monthly Reporting.

’:Comp)eteﬂ ProjectForms & Tasks ‘¢ Notifications -"g:’ Project Team

/ = Active Task | @ = Incomplete Task

© Professional Servi\es Acquired
( 03/29/2012) | Andy th} Administrator

v Plans and Specs Submitted to Applicable € PSC Schedule for Certificate of Convenience and
Agencies
( 05/24/2012) | Erin the Engineer

€ DOT Higl Submitted

7. The final step in completing the Closing Request is to click Submit. The Submit
button will only be enabled after all of the required documents have been uploaded.

Closing Request Form

Complete and save each area in the form independently. Unsaved changes in a specific area will be lostif a different area
is saved. To see the task description of an unsaved task, click the % icon, and click the @ icon when done reading.

E‘ Project Number: 2012W-1214

The Submit button will net become active on this form until all areas are completed.

Project Number: Sponsor:
2012W-1214 Barrackville, Town of

The CIOSing POSt_Bid Local Project Name: Primary County:
Schedule B, Draw Phase Il Water Project BARBOUR
Schedule Maintenance,

and the Wiring

|n5tructions must be plete Front End Bid Erin the Engineer  File PSC Certificate Case Mot Assigned
ments Including Proposed -
submitted prior to hdvertisement Submission Date: 04/02/2012 .= view attachment

su bmitting this bmission Date: 0410212012 4 view atachment

. The Submit button will
checklist.

m Title Opinion Evidence of MotAzsigned  Compliance wif only be enabled after
80% Easements, ROW and 100% a_" the required

land Submission DY
documents have been

" . “wigw attachment
n Date: 04/0 ) uploaded.

Date of ks

Submission Date: 04/02/2012 Mot Applicable

Submit @

Completing the Forms



Project Draws

Draw Request (Administrator)

The process for submitting draw requests is quick and easy.

Steps for Completing the Draw Request

1.

2.

Login to the system and go to the Project Dashboard home page.

Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or within the Your Projects tab.

[& Project Number: 2012w-1214 Status | Closing Date Set
Click on the appropriate Project Number to open B e - N
the Project page. =

Click on Draw Request to open the form.

Insert the appropriate date range, percentage of construction complete, draw
resolution documentation, and related invoices.

Enter the request amounts in the appropriate fields

Click Submit.

Draw Request Form

ProjactiEmtes 2012W-1214 Requisition Number: 4

%
Date Range: From | ™g307792 (il 1o [ 033142 (1)

Construction % Complete | | 0.05
* . F
Select File to Attach Resolution|  Jp\Forms\Draw Request Resolution.pdf| Browse.. | Select File to Attach Invoices: | n/oe\Desktop\Forms\Draw Invoices.pd| Browse_ I

IJDC District1 Loan 3 - $832,835.00
Approved Budget Previously Approved Remaining Balance Amount Requested Revised Balance

Construction $0.00 0.00 0.00 0.00 0.00

Contract 2-Tanks $0.00 0.00 0.00 0.00 0.00
Contract 1-line work $0.00 0.00 0.00 0.00 0.00
Bid Underrun-additional 6 customers $0.00 0.00 0.00 0.00 0.00
Technical Services $277,700.00 0.00 277,700.00 93,000.00 184,700.00
Design Fees (D) 5:80,000.00 0.00 80,000.00 60,000.00 20,000.00
Preliminary Design (D) $40,000.00 000 ——<t000058 [ 40,000.00 80,000.00

Final Design (D) $40,000.00 0.00 4000000 [ 20,000.00 60,000.00

Study and Report $8,000.00 0.00 800000 [ 800000 0.00

Bidding and Negotiation $5,000.00 0.00 5,000.00 5,000.00 0.00
- $80,000.00 80,000.00

Bond Counsel Y} 0.00 0.00 U,
Capitalized Interest $0.00 0.00 0.00 0.00 0.00
Printing/Registrar $0.00 0.00 0.00 0.00 0.00

m Completing the Forms



Budget Revision (Administrator)

To make any changes to the finalized budget, you will need to complete the Budget

Revision Form.

1. Login to the system and go to the Project Dashboard home page.

2. Conduct a Quick Search for the appropriate project on the Project Dashboard home
page or within the Your Projects tab.

. . . E Project Number: 2012W-1214 us  Under Construction
3. Click on the appropriate Project Number e oy N i e e —
to open the Project page. ‘ '

Click on & document link to view/download those swaiting completion in the Open Project Forms ares. Click on a document to view  pdf

version of a completed project document in the Completed Project Forms ares.

4. Click on Budget Revision to open the —

form.

5. Complete the form by clicking on all of the reasons for the change that are
applicable, entering your Change Order/Number and the Engineering
Addendum/Number, providing a Description of the Request, and uploading the
related documentation.

6. Click Confirm and wait for the Budget Change Processing screen to appear.

Budget Change Request

Mote: Only one change is allowed at a time. Ifthis form has data, then you are editing an open change.

Revision(check all that apply):
Change Order/Number

[#Ikchange order 1-1 |

Engineering Addendum/Number| [#I]Addendum 1 |

Budget Revision

Use of Contingency

Description of Request

Select File for Upload:

Contractor encountered less rock than anticipated. Engineering during
construction has been updated to reflect change.

sktop\Forms\Budget Revision Docl.pdf | Browse_ I Only one file can be uploaded for each request.

Continue

| Continue

IOnly press Continue once - This may take a minute or two.

Completing the Forms m



7. Update the Budget to reflect the changes you are requesting. Click on Submit.

Budget Change Processing
To process a change, enter appropriate positive and negative amounts to move funds from one line to another. The sum of all amounts for each
Adjustment Requested column must equal zero.
IJDC District? Loan 3 - $832,835.00
Title Current Balance Requested Adjustment Revised Balance
A.COSTOFPROJECT:  E@Eso 000 e
Construction 0.00 0.00 0.00
Contract 2-Tanks 0.00 [ o000 0.00
Contract 1-line work 0.00 [ o000 0.00
Bid Underrun-additional 6 customers 0.00 ,7000 0.00
Technical Services 277,700.00 -7500.00 270,200.00
Design Fees (D) 80,000.00 0.00 80,000.00
... Preliminary Design (D) 40,000.00 [ o000 40,000.00
... Final Design (D) 40,000.00 [ 000 40,000.00
Study and Report 8,000.00 [ o000 8,000.00
Bidding and Negotiation 5,000.00 [ o000 5,000.00
Construction (C) 80,000.00 -7500.00 72,500.00
... Resident Project Representative (C) 60,000.00 [—000 60,000.00
... Engineering During Construction (C) 20,000.00 [ -7500.00 12,500.00
The sum of all amounts in the R
Easemen..

Adjustment Requested column

Fee Takes must equal zero. 0.00 0.00
Contingency Zo;Te5.00 237,635.00
Project Contingency 30,135.00 37,635.00
200,000.00

Construction Contingency 200,000.00

Funded Reserves

Registrar Fees 0.00 [ 000 0.00
Bond Counsel 0.00 [ o0 0.00
Capitalized Interest 0.00 [ 000 0.00
Printing/Registrar 0.00 |7ooo 0.00

is-.bmn{ﬁ,h- (‘update Totals )
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ENSURING SUCCESS

Using Formatta Filler

=  Attachments

- PDFs only — All attachments must be saved as PDF files for uploading. See the
Saving Files section of the User Guide for instructions on saving documents as
PDF files.

- Uploading — After clicking on Attach, a
Document Uploader pop-up will appear.

File Edit View History Bookmarks Tools Help

[_| West Virginia d Jobs . * | [ http://206.248.2.

The Document Type Wl” be Indlcated. &) [ ] http://206.248.207.147/DocumentUploader/Do 7 7 ~ | C | | #§ ~ Google plla
. : Document Uploader
Click Browse to select the appropriate T
1 1 Document Type ENGINEERING AGREEMENT
file from your computer then click on g -
Upload to complete the process. [upesa)

= Missing attachments — After clicking Save &
Submit, Formatta Filler will notify you via a
pop-up of any missing attachments. The
attachment name will be shown and you will
be brought to the appropriate page on the
form to correct the error. The process will be
repeated each time you click Save & Submit
until all required attachments are included.

Formatta Filler 7.0 lﬁ]ﬂ
il .

l L You Must Attach a PFA Request

= Get Project Initiation Number — After clicking
on the Project Initiation Form, a blank window
may appear with the title of
GetProjectlnitiationNumber. This window is
used by the system to generate a Project
Number and does not require any action on
your part. Simply close out of the window to
remove it from your screen.

= Missing information — After clicking Save & Ll 40 cmmmcd ;s
Submit, Formatta Filler will notify you via a Formatts Filer TSl =
pop-up of any missing information. The
information required will be indicated and
you will be brought to the appropriate page
on the form to correct the error. The process
will be repeated each time you click Save &
Submit until all required information is
included.

—
l Project Description is required
By ||

Ensuring Success



= Required fields — On each of the forms, required fields are marked
with an asterisks (*) and with a pop-up bubble. The pop-up bubble can

be turned off by going to view and un-checking Bubble Tips.

= Saving and submitting forms — After clicking on Formatta Filler 7.0
Save & Submit, Formatta Filler will send the
completed form to the 1JDC and open a window
that will allow you to save the form to your
computer. Another pop-up window will confirm
that your form was submitted.

I'o'l Project Initiztion form successfully submitted

= Saving partially completed forms — Partially
completed forms can be saved for completion
at a later date by going to File and choosing
Save As from the drop down menu.

= Skipping pages — Use the Status Bar in the lower
left hand corner of the window to skip over
pages. This feature is especially helpful when
you have to go back to fill-in a piece of
information or add an attachment and don’t
want to advance through every single page.

= Tab between fields — The most efficient way to use Formatta Filler is to tab between
the fields. Formatta Filler will automatically place your cursor in the next required
field based on your prior answer. If a field is not required, Formatta Filler will skip
over it.

= View features — Under the View tab you can customize various features within
Formatta Filler:

- Tool Bar — To create more room on your screen un- Drm Tools Help
check the Tool Bar feature. v | Toolbar
- Status Bar — The Status Bar can also be removed by B
un-checking Status Bar, but this is a helpful feature Help Browser
for skipping over pages. v | Bubble Tips
v Calendar

- Calendar - If you prefer to enter dates manually, you
can turn off the calendar feature by going to View Full Screen F11

and un-checking Calendar from the drop down menu. Page N

- Bubble Tip — Uncheck the Bubble Tips to turn off pop- Zoom v
up notifications such as “Required” fields.

Ensuring Success



Resources

= User Guide — This User Guide contains step-by-step instructions for completing the
on-line application process.

= Project Dashboard — The Project Dashboard contains all the information and
resources you need to complete the online application process including helpful
links to external resources.

= Help Desk — Contact the 1JDC Help Desk for additional support:
Phone: 304.414.6501
Fax: 304.558.4609
Email: HelpDesk@wvwda.org

Saving files

= Naming — Your file names do not have to match what they are called within the 1JDC
system, however, it is recommended when saving your files that you give them a
name that provides insight into what is contained within the file and contains
reference to your project to help you located the file when needed. All files are
renamed to match IJDC’s standard naming once they are uploaded.

To rename a document in Windows, right click on the file and choose Rename on
the menu list. The file’s label will be temporarily

changed to editable text. Type the new file name and &7
click enter.

Save a copy of the document
D [
ent

ment in the default file

= PDFs — All documents must be saved as PDFs before . S
being attached to any of the forms. Microsoft Office H | R

a copy of the document that is fully

it

documents can be saved as PDFs by clicking on the o o R W 7007

. . ’E‘J Erint ' Q sx?:h:;)gp(supynfthedu(umentasaPDFnr
Office Button in the upper left hand corner of the o
screen, then Save As, then PDF or XPS. Give the file a o B S o

name and click Publish.
= Scanning — Tips for minimizing the size of files being uploaded include:
- High DPI and color scanning should be avoided unless absolutely necessary.

- Whenever possible 8 % x11 documents should be scanned black and white at
200 DPI.

- If items need to be scanned for clarity, a grey scale option at 150 DPI should be
tested for quality. High contrast color documents and high detail plans/drawings
may require the scanning changes to be tweaked.

Ensuring Success


mailto:HelpDesk@wvwda.org

Technology issues

= Browser — It is recommended that you use Internet Explorer 8 or greater to ensure
that you have access to all of the features and functions of the online application.

= Bandwidth — Please contact the Help Desk immediately if you are experiencing any
technical or bandwidth issues after implementing the tips listed above in the Saving
Files section.

= Uploads — It is helpful to store all project documents in one folder to help with quick
uploads. If you are having trouble uploading a document, please check to see if it
has been saved as a PDF file. Only PDF files will be accepted for uploads. If you are
still having difficulty, please contact the 1JDC Help Desk at HelpDesk@wvwda.org.

= Email Notifications — To ensure you receive the emails sent by the 1JDC related to
your project status, add imageadmin@wvwda.org to your safe sender list or address
book within email to prevent it from potentially being filtered as junk mail or spam.

Training

= Notifications on future training — Periodic training updates may be required at the
discretion of the IJDC. You will be notified via email if re-certification or training
updates are available and required.

= Online Training — Contact the Help Desk or check the website for training updates
and a link to the online self-paced training.

Ensuring Success
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