Procedure for completing your first FIT Send

The following procedure should be completed as soon as you receive your new contract, and have updated the General
and Site Times information in FieldManager. Note: FieldManager must be closed during this process. This process should
also be completed at a minimum, on a weekly basis and after every payment estimate is sent.

1. With FIT opened, Click on the Merge Data button in the FIT tool bar. This will open the Merge FieldManager
Data window.

Merge Data

2. Inthe Merge FieldManager Data window, if you have successfully connected to your FieldManager database you
will see the note “Ready to merge”. Next, Click on the “Yes, Merge Data” button.
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3. FIT will search the FieldManager database for all available Working contracts (Read Only contracts are not
selected). You must select all contracts that you wish to merge with FIT. Next Click on the “Continue with
Merge” button. You will receive a confirmation notice when the Merge has completed.
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4. Click on the “View Data” button in the FIT tool bar.
Wiew Data
5. Select your contract and Click on the “Field Office / Staff Info” tab. \
Select Contract | Enter DG || Field Repors || Acceptance || Structures || Field Office ¥ Staff Info || I
Contract List 1 Contract(s) '
Wiork Road Executed B
Contract ID Description Supervisor Completed Highway Route System  Date Type
TEST CONTRACT FOR CETU Jann: ace W-- AN W TST
6. Select your contact list to open it in Edit mode.
Staff / Field Office Contact Info
[ Erint ] [ Save J [Save and E}{it]
Project Leader, Manager and Supervisor should be entered in Fieldmanger then re-merged with FIT if they do not show here.
Field Office Location Information Contact Names and Phone Information
Contract |D: 20040607001 Froject Leader Mame: [Bailey Wallace |
Contract Description; |TEST COMTRACT FOR CETU Erfisil: |bai|ey.wallace@dnt.wi.guu |
Fhone: | (603 123 - 4567 eIl RE: _(E_IZIS)EZWE
Cell Phone: I Office Mumber: | (G08) 233 - 3333
Fax: | (GOS8 765 -4321 " —
[Add Project Leader to Staff Listing ]
TDD Phone: £ - .
. Projecthdanager Mame: [Kristen McDaniel |
Address! |Enter Field Office Address : , :
Email: |kr|sten.mcdanlel@dot.Wl.gw |
Cell Nurber | (508)111-1111
Directions: \Enter directions to Field Office Office Murnber: | (608) 333 -1111
Supervisor Mame: [Danna Wallace |
(Seamhior Tt C | Email: [dannawalacegdotwi goy |
earch for Traffic Compan
R Cell Mumber. | (B08) 555 - 5555
Traffic Company Name: |Elarr|cade Flasher Office Mumber: | (608) 333 - 5556
Traffic Office Emergency # (608) 888 - 8888
Staff Listing [ Add Staff | [ Edit Staff | [Delste Staff]
Staff Mame Office Mumber Cell Mumhber Email Assigned On Depared On Duties
Bailey \Wallace (608} -333-3333 (B08)-222-2222  hbaileywallace@dotwigow 0B/25/049 project leader
Diavid Castlehery (608)-333-7777  (B08)-111-7777  david.castieberg@dot.wi.gow O7r30ma administratar
Lynch, Gary (608} -222-2222 (A08)-333-3333  gary@email.com 07M7me developer
o ' ¥
7. Enter the Field Office Location Information
8. Enter the Contact Names and Phone Information. Click on the “Add Project Leader to Staff Listing” button.
9. Click on the “Add Staff” button to enter additional project staff and details.
10. Click on “Save and Exit” to close the Edit window.



11. Click on the “Send Files” button in the FIT tool bar.
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12. Verify and Update your Sender Information. Click on “Continue”

Sender Information

Make sure the following infarmation is
current. We use this to contact you if
we have trouble with your data.

YourMame
\DAVID CASTLEBERG |

Office Fhone Number
|BOB-264-7606 |
Cell Phone Murmber
B0B-235-4510 |

Email Address
\DAVID CASTLEBERG@DOT W GOV |

E Cancel J [Qontinue]

13. Click on the “Start Transfer” button.
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14. Select the contract(s) to transfer. Click on “Continue”.
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15. Select the method to send the data:
e  WisDOT staff should select - Send Using EMAIL Protocal
e Consultant staff should select — Send Using WEB Protocal

“rour File(s) are ready to send.

E Send Using WEE Protocol d
(This is the preferred method)

| Send Using EMAIL Protacol |

Close
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Process ended. Close thiz window to continue

17. FIT will automatically check for new application updates. If it finds none then the process is complete. If a new
update is found then the user can complete the process to update FIT.



