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Preface

This is the user manual for the Construction Management System (CMS) Virtual Warehouse
(TE-24) system. It documents the features and functionality available in Virtual Warehouse (TE-
24).

This document has been produced by the Division of Information Technology (DolT) within the
Ohio Department of Transportation (ODOT). Feel free to contact the ODOT Help Desk at (614)
466-4978 or by email, helpdesk@dot.state.oh.us, if you should encounter any problems with
this software or if you have questions that are not covered by this user manual.

If you need to contact someone at the Office of Materials Management (OMM) about specific
issues related to Virtual Warehouse, use the correct contact in the table below.

Contact Information

Material Contact Phone Number Type of Questions
Concrete Klaire Mason | (614) 275-1326 Eirsstress, Precast, & Concrete
. . Hot Appli i |
Asphalt Jim Jenkins | (614) 275-1330 | HOt Applied Joint Sealer
Plastic Pipe
Chemical Randy Davis | (614) 275-13g9 | ANt & Glass Beads
Grass Seed

Steel Bridge Members
Traffic ltems

Nuts, Bolts, Washers, &
Reinforcing Steel

Basic Use of VW | Abdul Qayum | 614-275-1353 General issues
Table 1

Jeff Chandler | (614) 466-4082
Structural Steel

Mark Winkfield | (614) 275-1319

Personnel at OMM cannot solve technical issues of the program not running or system down
issues of the VW software system. Contact the ODOT Help Desk at 614-466-4978.

Copyright
Copyright© 2009 Ohio Department of Transportation

All rights reserved. No part of this manual may be reproduced or transmitted in any form, by
any means without prior permission of the publisher.

This is an accurate representation of information currently maintained by the Ohio Department
of Transportation as of 2009. Information obtained through this publication is provided only as a
public service. It does not constitute a certification and no user may claim detrimental reliance
thereon. Contents herein are constantly being revised based on ever changing business needs
and may not represent future business processes.
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About this Document

This document describes how to use the CMS Virtual Warehouse (VW). The purpose of this
document, conventions of this document, and objectives of the Virtual Warehouse system are
available here.

About Virtual Warehouse

Virtual Warehouse is the electronic documentation method for materials that have been
sampled, tested, approved, and stocked for future use on ODOT projects.

Virtual Warehouse is not intended to be used to individually approve unique or special materials
for each project as you receive the orders. If your company is unable to stock large quantities of
material, Virtual Warehouse may not benefit you. Virtual Warehouse is also used to document
shipment of materials from a company in one of Ohio Department of Transportation (ODOT)
Certification Programs. Virtual Warehouse is also used to ship steel and prestressed bridge
beams that are inspected at the plant.

You must comply with ODOT's specifications that govern the type of material your company
produces or supplies. You must be also approved by the Office of Materials Management
(OMM) to ship materials.

If you are accepted for Virtual Warehouse use and are located more than 50 miles outside of
Ohio, you may be required to use an independent laboratory for sampling inspection at your
own expense. The independent lab must provide a letter with each inspection documenting the
date of inspection, signature of the inspector, and a list of all materials and quantities
represented. Any appropriate certifications and/or proof of domestic origin should be attached.

Required Paperwork

AT A MINIMUM, a copy of any shipment of materials you create in Virtual Warehouse (TE-24)
must accompany each and every shipment. The driver of the truck must have a printed copy to
present to the project engineer (PE) on site. If you have multiple trucks going to the same
location on the same day, one form may cover all of the shipments and be given to the first
driver. Any shipments that are sent out on a separate day must have a separate form.

For companies shipping materials under an Ohio Department of Transportation (ODOT)
Certification Program the certification program may require additional documentation, such as
an inventory of bill of lading, further breaking down the material item shipped. If you are
certified, you are responsible for complying with that additional documentation for each
shipment.

You may create the paperwork in advance using the create shipment feature. The form reflects
the date the paperwork is completed and NOT the actual date of shipment. This is permissible.
A hard copy of all shipments must be kept by the producer/supplier’'s (P/S) office in their filing
system.

Last Updated: April 17, 2010 4
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Contact Information

If you need to contact someone at OMM about specific issues related to Virtual Warehouse
materials process, use the correct contact in the table below:

Material Contact Phone Number| Type of Questions

Prestress, Precast, &
Concrete Klaire Mason (614) 275-1324 |Concrete Pipe
General Questions
Hot Applied Joint
Asphalt Jim Jenkins (614) 275-1380 |Sealer

Plastic Pipe

Paint & Glass Beads
Grass Seed

Jeff Chandler  |(614) 466-4082 |2 ¢, Bridge Members
Structural Traffic Items

Steel
Mark Winkfield |(614) 275-1319 Nuts, Bolts, Washers,
& Reinforcing Steel

Chemical Randy Davis (614) 275-1389

Basic Use of

VW Abdul Qayum  [614-275-1353 |General issues

Table 2
Personnel at OMM cannot solve technical issues of the program not running or system down
issues of the VW software system. Contact the ODOT Help Desk at 614-466-4978.

Objectives of the System

The primary objectives of the Virtual Warehouse system are to:
Provide information about project materials.
Allow shipment of materials to project sites and provide electronic documentation.

Allow shipment of materials to other producers or suppliers (P/S) and electronically
document those shipments. (Transfer)

4. Allow shipment of materials to a Local Project Assistance (LPA) project and provide
documentation.

Allow shipment of materials to non-state projects and provide documentation.

Provide a method of inventory and control for ODOT acceptable materials

Technical Requirements

The Virtual Warehouse (VW) system is an Internet application that uses Internet Explorer 5.5 (or
newer) on Windows XP. Specific details on using VW can be found in the Using Virtual
Warehouse section of this document. Adobe Acrobat Reader 5.0 (or newer) is also required for
this system.

Last Updated: April 17, 2010 5
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Document Conventions

There are certain conventions used in this document to display different types of information
clearly. You can view the explanations of the main conventions utilized here:

Keyboard Keys

When you must type a key on your keyboard, these instructions indicate a keystroke using
boldface type. For example, press the Tab key to move to the next field.

Bold

Screen references to things such as buttons or screen names are identified by boldface font.
For example, press the Submit button. The Virtual Warehouse — Inventory Listing screen
opens.

Terminology/Acronyms

Terminology and acronyms are scattered throughout the document. To find the definition of
these terms and acronyms go to the Terminology section. Acronyms are spelled out initially in
the document then abbreviated after that within the document.

Links

There are links to other sections within this document, indicated in blue and underlined. You
can click the link to jump to that section of this document. For example, refer to Using Virtual
Warehouse for additional information on logging into the system.

Notes and Tips

In order to draw your attention to certain pieces of information, this information is indicated as a
Note or Important.

Note: Notes contain helpful suggestions, references, or useful ancillary information.

Important: Contains significant information about the operation or feature
described.

Accessing Virtual Warehouse

The Virtual Warehouse system is accessible through the CMS Portal, using Microsoft Internet
Explorer 5.5 (IE) or newer.

Virtual Warehouse access is provided for producer/suppliers (P/S) and their users to maintain
and ship materials. Instructions to log in and out of Virtual Warehouse, and change and reset
your password are available here.

Initial Submittal for Approval

If you choose to request to participate in VW, ODOT/OMM requires a letter from your company
stating that you agree to conform to the requirements of the program and define the materials
you are proposing to supply under the Virtual Warehouse Program. In addition, you must also
complete and print the application on the VW website.

Go to http://www.odotonline.org/cmsportal/ and select the “Virtual Warehouse” section.

Last Updated: April 17, 2010 6
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Choose the Contact below for the OMM section that is responsible for the materials you
want to ship using the Virtual Warehouse and mail to:

ODOT/OMM, attention <insert correct contact here>,
1600 W. Broad St.
Columbus, Ohio, 43223.

You can also fax completed paper applications to (614) 275-1354 or (614) 351-5559.

Questions may be emailed to the person who is responsible for the materials you want to ship
using VW:

Material Contact Fax E-mail

Bryan Struble, P.E.
Prestress, Precast, & Concrete y (614) 351-5559 |bryan.struble@dot.state.oh.us

Pipe Cement & Concrete Engineer
Hot Applied Joint Sealer David Powers, P.E. .

_pp . N . (614) 351-2813 |david.powers@dot.state.oh.us
Plastic Pipe Bituminous Engineer
Paint & Glass Beads Maria Kerestly, .

. . 614) 275-1354 Kk tly@dot.state.oh.

Grass Seed Chemical Section Head (614) maria.kerestly@dot.state.oh.us
Steel Bridge Members

i Jeff Chandler, P.E. .
Traffic ltems . (614) 275-1354  |jeff.chandler@dot.state.oh.us
Nuts, Bolts, Washers, & Structural Steel Engineer

Reinforcing Steel

Table 3

Logging into Virtual Warehouse

When you open the CMS Portal, the navigation pane in the left frame allows you to select where
you want to log in. In order to use Virtual Warehouse, you must open the application link and
login using your Username and Password. You must choose the correct login instructions
based on whether you have a current, new, or old account.

Initial Login

No matter what account type you have (current, new, or old), use these steps to initially log into
Virtual Warehouse. After you log in, the Shipment Destination screen opens by default but
there are other options available in the left navigation frame. To view these options, refer to the
Using Virtual Warehouse section below.

1. Connect to your Internet provider.

Open your Internet Explorer browser.

2
3. Type http://www.odotonline.org/cmsportal/ into your web browser.
4

The ODOT CMS Portal opens. The left frame includes the Virtual Warehouse option.

Last Updated: April 17, 2010 7
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CMS PORTAL
wil L 000 {10y 127206 )

HoOME AND SUPPORT
BID & ITEM DATA

CHANGE ORDERS

CONTRACTOR EVALUATIONS
ESTIMATES

FINALS

MATERIALS & TESTING
PROJECT INFORMATION
VIRTUAL WAREHOUSE

WEee CM5S

O DDD

Figure 1
5. Press the Virtual Warehouse & button. The Virtual Warehouse Login screen opens.

OHIo DEPARTMENT (OOF TRANSPORTATION
v1.1.0.0 {10/12/2006) DIVISION OF INFORMATION TECHNOLOGY

HoOME AND SUPPORT

Bip & ITEm DaTA

CHANGE ORDERS LOGIN

CONTRACTOR E¥ALUATIONS

ESTIMATES

FINALS

MATERIALS & TESTING

PROJECT INFORMATION

(2> << << Tl <<

YIRTUAL WAREHOUSE

STATUS: MOT LOGGED IM
PSCD: -

PS NME: -

AUDIT: -

Virtusl Warehouse v2.0.0

WEB CMS

Forgot your password? Click hare:
New Producer / Supplier? Click here: Frod # Supp

Problem Resolution

For all Wirtual Warehouse application system problems, please contact the ODOT Help Desk (614-466-4978) to have a support
ticket logged. The helpdesk is responsible for ensuring the appropriate resource from the 1T staff is properly notified. For all
Virtual Warehouse business-related issues and questions, please contact Jane Love (614-275-1324) in the Office of Materials
Management for help,

Figure 2
Current User Account

If you have a current account that you have already used to log in to Virtual Warehouse, use
these steps:

6. On the Virtual Warehouse (TE-24) Login screen, type your Username (email address)
and Password into the Login box.

7. Press Submit. The Virtual Warehouse system opens. If you have only one account
associated with this email address, the Shipment Destination screen opens. If you
have multiple accounts associated with this email address, the Select Account screen
opens.

Last Updated: April 17, 2010 8
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8. On the Select Account screen, choose the account you want to log into by selecting the

O]

correct button )

9. Press Submit. The Shipment Destination screen opens for this account. To confirm
you've opened the correct account, check the Virtual Warehouse section in the left
frame.

STATUS: LOGEED IH
PSCD: 22124-01
PS5 MME: CALUDILL SEEDSRY
AUDIT: =0000013
INWEMTORY LIST
CURRENT SHIPMEMTS
CREATE SHIPMEMT
MANAGE ACCOUNTS
MAMAGE PROFILE

SWITCH ACCOUNT
LOG SUT

Help & Support:
ISeIect Fram List ;I

Wirtual Warehouse v2.1.0

Figure 3

New User Account

If you have received your new account login and generic password, use these steps to access
Virtual Warehouse:

6. On the Virtual Warehouse (TE-24) Login screen, type your Username (email address)
and Password into the Login box.

7. Press Submit. The Change Password message screen opens. Click OK to start the
system.

Microsoft Internet Explorer E|

L] E Please change wour password on the next screen,
L

Figure 4

8. The Manage Profile screen opens with some of your information already entered.

Last Updated: April 17, 2010 9
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VIRTUAL WAREHOUSE (TE-24) - MANAGE PROFILE

PROFILE DETAILS
PRODUCER / SUPPLIER: Mossos oz |

FIRST NAME: |LAURA

LAST NAME: |DQHLINGER

miooLe inrriaL: (N

PHONE NUMBER: [N ETIIS T PP [ =

EMAIL ADDRESS
{Usemame):

PASSWORD: TESTER.

|LAURA. DAHLINGER @D OT, STATE, ©H. US

PASSWORD (Confirm): TESTER

All form fields, except phone number extension and middle initial, are required.

Subrmnit ] [ Cancel

Figure 5
Note: The information on this screen should be correct. If not, correct it now.

9. Type your phone number in the Phone Number field. All fields highlighted in yellow are
required, except the phone number extension field.

10. Delete SECRET in the Password and Password (Confirm) fields.

11. Type your new password in the Password and Password (Confirm) fields. Your
password must be at least 6 characters long. The passwords must match in both fields
or you receive the following information screen and you cannot continue until they
match:

Microsoft Internet Explorer [‘5—(|

L] E The Passward Figld musk match the Password (Canfirm) Figld,
L

Figure 6

12. Click Submit. The Shipment Destination screen opens.

SHIPMENT DESTINATION

(#) PROIECT NUMBER ( [ validate

O purcHase oroer NUMBEr [N

) PRODUCER / SUPPLIER N .

() LOCAL PROJECT / LPA ] { 00 / 10 characters )
() DTHER ] { 00 f 10 characters )

Fill in the Shipment Destination information before proceeding...

Cancel

Pressing the Enter key will submit the information entered in the Shipment Details secton

Figure 7

Last Updated: April 17, 2010 10
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Old User Account

You previously used Virtual Warehouse and had a login and password. Initially you use this
information to log into the online Virtual Warehouse system and must reset your login and
password after you log in the first time.

6. On the Virtual Warehouse (TE-24) Login screen, type your Username and Password
into the Login box.

7. Press Submit. The Manage Profile screen opens with some of your information
already entered from the previous system.

VIRTUAL WAREHOUSE (TE-24) - MANAGE PROFILE

PROFILE DETAILS
PRODUCER / SUPPLIER: [Wossoz foz |

FIRST NAME: |LAURA

LAST NAME: |DAHLINGER

MIDDLE INITIAL: l:l

PHONE NUMBER: [4[ET) y leas oo .

EMAIL ADDRESS
(Usernama):

|LAURA. DAHLINGER@DOT. STATE.OH. US

PASSWORD: TESTER.
PASSWORD (Confirm): TESTER

All form fields, except phone number extension and middle initial, are required.

[ Subrmit ] Cancel ]

Figure 8
Note: The information on this screen should be correct. If not, correct it now.

8. Type the missing information in the fields. All fields highlighted in yellow are required,
except the phone number extension field.

9. Delete the password in the Password and Password (Confirm) fields.

10. Type your new password in the Password and Password (Confirm) fields. Your
password must be at least 6 characters long. The passwords must match in both fields
or you receive the following information screen and you cannot continue until they
match:

Microsoft Internet Explorer, [5_<|

L E The Password Field rusk match the Password (Caonfirm) field,
L

Figure 9

Last Updated: April 17, 2010 11
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11. Click Submit. The Shipment Destination screen opens.

SHIPMENT DESTINATION

(®) PROJECT NUMBER I | validate

O purcHase oroer NuvBer [N

) PRODUCER / SUPPLIER I

() LOCAL PROJECT f LPA ] { 00 / 10 characters )
() OTHER ] { 00 / 10 characters )

Fill in the Shipment Destination information before proceeding...

Cancel

Pressing the Enter key will submit the information entered in the Shipment Details section

Figure 10

Change Your Password

When you are logged into Virtual Warehouse, you can change your password on the Manage
Profile screen. You must change your password every 90 days, which takes you to the
Manage Profile screen automatically when you log in.

1. Log into Virtual Warehouse.

2. Inthe left frame, select the Manage Profile link. The Manage Profile screen opens.
3. Delete the old password in the Password and Password (Confirm) fields.
4

Type your new password in the Password and Password (Confirm) fields. Your
password must be at least 6 characters long. The passwords must match in both fields
or you receive the following information screen and you cannot continue until they
match:

Microsoft Internet Explorer §|

! E The Password field must match the Password (Confirm) Field,

Figure 11

5. Click Submit.
6. If you have multiple accounts, you receive the following message:

Microsoft Internet Explorer §|

9 ) Changing this Password will automatically change
\5_*4_/ all Passwaords linked ko this Username to ensure
wour accounts are swnchronized for ease of use,

lick the K button to continue, or the Cancel
butkan ko revert ko your previous Password.

Ok, l [ Cancel

Figure 12

Last Updated: April 17, 2010 12
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7. Click OK to change this password for all of your accounts. Click Cancel to keep your
current password.

The Shipment Destination screen opens.

Reset Your Password

An administrator for Virtual Warehouse can reset your password if you cannot receive the email
when you press the Password button on the login screen.

O e Feova s
Click here: Passward

Figure 13
Contact the ODOT help desk to reset your password: 614-466-4978.

Log Out of Virtual Warehouse

After you are done working in Virtual Warehouse, you should end a work session by logging out.
Then you don’t compromise your user profile security and Virtual Warehouse doesn'’t register
that you are still logged in. To log out of Virtual Warehouse,

1. From any Virtual Warehouse screen, click the Log Out link in the left frame of Internet
Explorer.

2. The Virtual Warehouse Login screen opens with the status in the left frame updated to
Not Logged In.

STATUS: NOT LOGSED IM
P5 CD: -

PS MME: -

AUDIT: -

HOME ¢ LOGIN

Wirtual Warehouse v2.1.0

Figure 14

Last Updated: April 17, 2010 13
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Managing Virtual Warehouse Accounts

Virtual Warehouse allows users to manage not only their individual accounts, but also the other
accounts related to the same producer/supplier (P/S) code.

Manage Profile

Manage Profile allows you to view and edit your own account profile information after you are
logged into Virtual Warehouse. You cannot edit the P/S number your profile is associated with
but you can update all other fields. To edit your profile:

1. Click the Manage Profile link in the left frame. The Manage Profile screen opens, with
your current information displayed.

VIRTUAL WAREHOUSE (TE-24) - MANAGE PROFILE

PROFILE DETAILS

PRODUCER / SUPPLIER: Wossos Joz |

FIRST MAME: |LAURA

LAST NAME: |DAHLINGER

MIDDLE IMITIAL: l:l

PHONE NUMBER: [IR(BT) ) |eas | =

EMAIL ADDRESS
(Username):

PASSWORD: TESTER.

|LAURA. DAHLIMGER@DOT, STATE, OH. US

PASSWORD (Confirm): TESTER

All form fields, except phone number extension and middle initial, are required.

[ Submit ] [ Cancel ]

Figure 15

2. Edit fields on this screen as required. If you reset the password, you must retype it in
both password fields, Password and Password (Confirm).

3. Press Submit. The Shipment Destination screen opens and your information changes
are saved.

Manage Accounts

The Manage Accounts screen allows you to create, view, activate, and deactivate account
information for other users in your company. If you have a user who must be added to multiple
accounts, use the same email address to add the new user to the additional account. For
example, if the user has an email address of generic@mail.com for the first account, use the
steps in the Create an Account section and add a new user with the same email,
generic@mail.com and user information in a different company. Then when the user logs in,
they can access multiple accounts.

Create an Account

To create an account for a new user or another account for a current user with the same email,
use these steps:

1. Click the Manage Accounts link in the left frame. The Manage Accounts screen opens.

Last Updated: April 17, 2010 14
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o g bk~ w

VIRTUAL WAREHOUSE (TE-24) - MANAGE ACCOUNTS

I 0 OR ! O
PERSON NAME ACCOUNT NAME PHONE HUMBER STATUS
@ DAHLIMGER, LAURA DRWHCEXPRESS@YAHOO, COM (614) 644-0270 ACTIVE
O DAHLIMGER, LAURA LAURA DAHLIMGER@DOT. STATE OH. US (614) 644-0270 ACTIVE
O DUNCAMN, TODD M TODD.DUNCAN@DOT. STATE. OH. US (614) 644-5425 ACTIVE
O DUNCAMN, TODD M TOUMCANLZ4@HOTMAIL COM (614) 539-5957 ACTIVE
O HACKER, MAYMARD (606) 7EO-0548 ACTIVE
O UGSURU, CHRIS A CHRIS UGURU@DOT. STATE OH. US (614) 644-0266 ACTIVE
O WOOoDS, CHERYL CHERYL WCOODS@DOT. STATE. OH. US [614) 466-4045 ACTIVE
Deactivate Selected ] [ Activate Selected ]

ADD NEW ACCOUNT INFORMATION

EMAIL ADDRESS (Usermname]:

FIRST NAME:

LAST NAME:

MIDDLE INITIAL:

PHONE NUMBER:

All form fields, except phone number extension and middle initial, are required.

[ Submit ] [ Cancel ]

Figure 16

In the Add New Account Information section of the screen, type the email address of
the user in the Email Address (Username) field.

Type the First Name of the user.
Type the Last Name of the user.
(Optional) Type the Middle Initial of the user.

Type the phone number and extension of the new user in the Phone Number field. The
extension is optional.

Press Submit. The system sends an automated email response to the email address
you entered, which contains the username, an initial password, and directions for
logging into Virtual Warehouse. If you do not receive an email within a timely manner,
call the ODOT help desk to get your password information: 614-466-4978.

Last Updated: April 17, 2010 15
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Activate/Deactivate Accounts
To activate or deactivate an account:

1. Click the Manage Accounts link in the left frame. The Manage Accounts screen opens.
VIRTUAL WAREHOUSE (TE-24) - MANAGE ACCOUNTS

O OR ! O
PERSON NAME ACCOUNT NAME PHONE NUMEBER STATUS
@ DAHLIMGER., LAURA DRWHOEXPRESS@YAHOO, COM (614) 644-0270 ACTIVE
O DAHLIMGER., LALURA LAURA DAHLIMGER@DOT.STATE. OH.US (E14) £44-0270 ACTIVE
O DUMCAN, TODD M ToODD.DUNCAM@DOT. STATE. OH. US (514) 644-5425 ACTIVE
O DUMCAN, TODD M TOUNCANLZ4@HOTMAIL COM (614) 539-5957 ACTIVE
O HACKER, MAYMARD (E06) 7B0-0848 ACTIVE
O UGURU, CHRIS A CHRIS,UGURU@DOT, STATE CH.US (614) 644-0266 ACTIVE
O WoOODS, CHERYL CHERYL WOODS@DOT. STATE.OH. US (614) 466-4045 ACTIVE
Deactivate Selected ] [ Activate Selected ]

ADD NEW ACCOUNT INFORMATION

EMAIL ADDRESS (Username):

FIRST NAME:

LAST NAME:

MIDDLE INITIAL:

PHONE NUMBER:

All form fields, except phone number axtension and middla initial, are required.

( Submit ] Cancel ]

Figure 17

2. Inthe Existing Account Information section of the screen, click the button in the row of
the account to deactivate or activate. The indicator moves to that row.

3. Click either the Deactivate Selected or Activate Selected button, depending what you
are attempting to accomplish.

The Account Status column displays the changes to the user’s account status.
The accounts displayed in the above screen are all active accounts. The column
information changes after you press the button.

4. Choose the link in the left frame to open the next screen you want to view.

STATUS: LOGSED IN STATUS: LOGGED IM
PSCD: 22124-01 P5SCD: 23124-01

P5 NME: CAUDILL SEED/EY PS5 NME: CAUDILL SEED/KY
AUDIT: <0000020 AUDIT: 0000013

INWVENTORY LIST
CURRENT SHIPMEMTE
CREATE SHIPMENT
FAMAGE ACCOUMTS
MANAGSE PROFILE

IMVENTORY LIST
CURRENT SHIPMENTS
CREATE SHIPMEMT
MAMAGE ACCOUNTS
MAMAGE PROFILE
SWITCH ACCOUNT

LOG oUT Lad OUT
Help & Support: Help & Support:
Select Fram List b ISeIect From List ;I
Virtual Warehouse v2.1.0 Virtual Warehouse v2.1.0
Figure 18
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Switch Accounts

If you are logged into one account and need to access a second account, use the Switch
Account functionality to select the account to access.

1. Click on the Switch Accounts link in the left frame. The Select Account screen opens.

VIRTUAL WAREHOUSE (TE-24) - SELECT ACCOUNT
ACTIVE ACCOUNTS
PRODUCER / SUPPLIER AUDIT ID
@ D.G. BROWM CO ([ 09610-01 ) HDERS1
O UNITED REMTALS ( 09812-01 ) HSBCAL
Submit
Figure 19

Choose the button in front of the active account you want to open then click Submit. The Shipment Destination
screen opens for that account.

2. View the P/S code in the left frame to confirm that the correct account is open.

STATUS: LOGSED IN
PSCD: 23124-01

PS MME: CAUDILL SEED/KY
AUDIT: =0000013

INYEMTORY LIST
CURRENT SHIPMENTS
CREATE SHIPMEMT
MANASE ACCOUMNTS
MAMASGE PROFILE
SWITCH ACCOUNT

LG QT
Help & Support:
ISeIect From List ;I
Wirtual Warehouse v2.1.0
Figure 20
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Support Documents

In the left frame there is an option to choose the documents that support Virtual Warehouse,
including this user manual. Click the Support Documents menu and choose the option you want
to view. The selected option opens in the right frame.

Select From List b

| "0 I ST
Administratar's Manual
TE-24 Approval Manual
Producer/ Supplier Manual
Frequently Asked Questions
Wi Praducer / Supplier List
Project Infa: 2010

Project Info: 2009

Project Infor 2008

Project Infor 2007

Project Info: 2006

Project Info: 2005

Project Info: 2004

Project Info: 2003

Project Infor 2002

Project Infor 2001

Project Info: 2000

Project Info: 1999

Project Infa: 1998

Project Infa: 1997

Project Info: 1996

Figure 21

Option

Description

Administrator’s
Manual

For ODOT internal use

TE-24 Approval
Manual for CMS
projects

This is a manual for project Personnel to electronically process and
accept or reject TE-24 shipped material for a ODOT Project process
within the CMS computer system.

Producer/Supplier
Manual

Help Manual for producer suppliers writing TE-24s for ODOT projects
that a being construction managed in either the CMS computer system
or the new SITEMANAGER computer system

Frequgntly Asked Choose to view the frequently asked questions and their answers.
Questions

VW Producer/ The list of producers and suppliers enrolled in Virtual Warehouse. Not
Supplier List all of the P/S on this list can be shipped to.

Project Info: YEAR

Choose the project year from the list. This provides you with the list of
projects completed in that year and some basic information about
those projects: the project number, whether the project measurements
are in English or metric, the contractor’'s name, and project information
code.

Table 4

Last Updated: April 17, 2010 18
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Using Virtual Warehouse

Virtual Warehouse is an application to manage supplier material information. The
producer/supplier (P/S) material information is included in either ODOT's

CMS or SITEMANAGER construction management systems and inventory is initially entered by
the Office of Materials Management (OMM) after the material is approved and accepted.

NOTE: After ODOT completes that process the inventory information for
your materials appears in VW exclusive of what construction management
system it is in.
You can then ship the approved materials to various project sites, other P/S, or other non state
projects as required.

NOTE: Due to the Department moving our construction management
processes from the CMS computer system to the new SITEMANAGER
system, modifications have been made to the Virtual Warehouse system
that will allow producer/suppliers to separately inventory and ship
materials to both systems BUT with some changes.

Navigating Virtual Warehouse

When you log into the Virtual Warehouse, the navigation pane in the left frame allows you to
select what functionality to access. Complete the following steps to choose the Virtual
Warehouse section to access:

Note: Use the Tab key to move from field to field in IE.

1. Log into Virtual Warehouse. Refer to the Log into Virtual Warehouse section above for
additional information.

2. Initially the Shipment Destination screen opens. The left navigation frame indicates
that you are logged in and the list of Virtual Warehouse functionality options display. If
you have more than one account associated with your email address, the Select
Account screen opens initially, allowing you to select an account to view.

STATUS: LOGGSED IM

STATUS: LOGGED IM
PS5 CO: 22124-01

PSCD: 23124-01

PS5 NME: CAUDILL SEEDSKY
AUDIT: 0000020

IMWVEMTORY LIST
CURRENT SHIPMEWTS
CREATE SHIFMEMNT
MAMNAGE ACCOUNTS
MAMASE PROFILE
LG SUT

Help & Support:

Select Fram List hd

Wirlual Warehouse v2.1.0

PS5 NME: CAUDILL SEED/KY
AUDIT: X000001%9

IMVEMTORY LIST
CURRENT SHIPMEMTS
CREATE SHIPMEMT
MAMNAGE ACCOUNTS
MAMAGE PROFILE
SWITCH ACCOLUNT
LoG OUT

Help & Support:

ISeIect From List ;I

Virtual Warehouse v2.1.0

Figure 22

Last Updated: April 17, 2010
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3. Click on the link in this table to choose the option you want information about or continue
reading to find the relevant section of the document below:

Option Description

A list of the inventory you currently have in the system for
this account. This list includes both inventory samples for
the CMS system and inventory samples for the
SITEMANAGER system

A list of the CMS shipments pending in the system to
ODOT or to another TE-24 supplier. After ODOT approves
the shipment, the shipment disappears from this list.
Shipments to other P/S or locations are not approved
by ODOT.

The list also can include shipments to ODOT projects using
Current Shipments | the SITEMANAGER system. Shipments to a
SITEMANAGER project are authorized at 12 Midnight of
the day written and are removed from the Current
Shipments list.

Transfers of SITEMANAGER materials or TE24 written to
LPA's, Others, inventory also are authorized at 12 Midnight
and disappear from the Current Shipments

Inventory List

Create the shipment of materials in this section. This is the
Create Shipment default screen (Shipment Destination) that opens
whenever you log in.

Manage Accounts | Allows you to create new accounts for users.

Manage Profile Allows you to manage your personal account information.

Allows you to access a different account if you have access

Switch Accounts :
to multiple accounts.

Click to log directly out of the Virtual Warehouse. You

Log Out should always log out for security purposes.
Click to access the latest version of the user manual,
Help & Support

project list, FAQs, and the Virtual Warehouse P/S list.
Table 5

View Your Inventory List

The Inventory Listing screen gives you the list of inventory your company has available to ship
to projects or other suppliers. On this screen you can sort the inventory by clicking on the blue

headings. The sorting “style” is indicated by the sorting icon on the header, such as Al for the
Sample column, indicating the sort is in descending order. Each column can only be sorted in
one direction. If you select a header for sorting, the Current Inventory Level information is
sorted according to that header. Use these instructions to view the inventory:

1. Click a header to change the sorting options of that column on the Inventory List
screen. The default sorting is the Sample column, which is the only column that sorts in
descending order, from Z through A. You can select any column to sort the information
on that column.

Last Updated: April 17, 2010 20
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2. Figure 23 shows CMS computer system inventory. The Sample number incorporates a
numbering system of 8 digits followed by a — and a 2 digit extension

VIRTUAL WAREHOUSE (TE-24) - INVENTORY LISTING

CURRENT INVYENTORY LEVELS

SAMPLE El DATE MATL CD MATERIAL NAME MFG CD BALANCE
@ 0ne011s3-01 Sfzz/z001 414332 45 BOW CULVERTC1433 CERTIFID S99BETBI. 370
@ 00601183-02 Sfz2fz001 41433 4/5 BOK CULVERTC1433 CERTIFIC 99999363,987
@) One011s4-01 Sfzz/z001 27100 PRECAST MAMHCOLE CERTIFID F9992541,000
@) 00&01187-01 Sf22/2001 27000 CERT PRECAST(MISC) CERTIFID 99991217.000
@) 00&01193-01 Sfzz/z001 27200 CATCH BASIMNSIMLET CERTIFID 99922440,000
@) 00&01194-01 Sf22/2001 27101 CERT COMC BARRIER CERTIFID 99990771.000
@) 00&02803-01 Sfz3fz001 27002 PORT, COMCRETE 32" 138,000
@) 00&02206-01 S/23/2001 27002 PORT. COMCRETE 32" 154,000
@) 0ne0z208-01 Sfz3/z001 27002ES PORT, COMC 32" T EMD 9.000
@) 00&04653-01 &f6fz001 27002 PORT. COMCRETE 32" 158,000
@) 00e07239-01 &/20/2001 27002 PORT. COMCRETE 32" 140,000
@) 00&07841-01 &/20/2001 27003TS PORT COMCRT BARRIER 2,000
@) 00e22217-02 8/20/2001 65244915 BOLT.HEX A449-1 GALY . 1000,000
@) 00&23017-02 8/22/2001 2035FR MC. 5 FRAME 25.000
@) 00&943269-04 10/10/2002 203FR M. 5 FRAME 47,000
@) 00694 3270-02 10/10/2002 205GRA MO, 5 GRATE "A" £.000
@ 00722492-01 E10/2003 27102 PRECAST HEADWALL CERTIFID 99998481,000
@ 00759575-04 afafz004 205GRA MO, 5 GRATE "A" 9.000
Figure 23

Note: The six columns that display contain the important information about the
ODOT inventory you can ship to ODOT projects or suppliers.

3. Figure 23a shows SITEMANAGER computer system inventory. The Sample number
incorporates a combination lettering and numbering system of 16 digits.

VIRTUAL WAREHOUSE (TE-24) - INVENTORY LISTING

T2 OOetr FI-TT BIZOZOOT OoT=T FORT CTONCRT EARRIER pLLEL
@) 00&22217-032 a/20/z2001 E584491G BOLT.HEX Ad443-1 GALY . 1000000
@) 00&232017-02 a/22/2001 2035FR. M&. 5 FRAME 25.000
@) 00E943269-04 10/10/2002 203FR M. 5 FRAME 47.000
@) 00&94370-02 i0/10fz2002 203GRA MO, 5 GRATE "A" 8.000
@) 00722499-01 &f10/2003 27102 PRECAST HEADWALL CERTIFID 99998421,000
@) 00759575-04 3f8/2004 203GRA MO, 5 GRATE "A" 9,000
@) 00759576-04 3f8/2004 203FR M. 5 FRAME 10,000
@) 007&2585-02 4/7/2004 2035FR. M&. 5 FRAME 1z.000
@) 007&7035-02 Sfz0/z004 202FR. MZ, &8 FRAME 29,000
@) O0FF2797-032 Ff1/z004 2035FR. M&. 5 FRAME 9,000
@ 00834296-01 7i5/2006 27029 CERT CONC MOISE WALL CERTIFID 99926116,000
@ 0027e947-01 1/24/2007 27011 REIM EARTH %WALL[MSE) CERTIFID 99999999,000
@ 00894721-01 7i17/2007 27025¢C EXFILT TREMCH TYPE © CERTIFID 99922811,000

00294721-02 7172007 27025C EXFILT TREMCH TwPE C CERTIFID 99999998,000
@ TEZ4CERTOO601183 &/28/2009 41433 4/5 BOR CULVERTC1433 99983724,000
@ TEZ4 CERTOO0601193 =/28/2009 27200 CATCH BASIN/IMLET 999328042,000
@ TEZ4CERTOO601194 8/ 28/2009 27101 CERT COMC BARRIER 99920377000
@ TEZ4 CERTOO613404| 2/28/2009 27100 PRECAST MAMHOLE 1z0000.000
@ TEZ4CERTOO7Z22499 8/28/2009 27102 PRECAST HEADWALL 99928361.000
@ TEZ4 CERTOOS54896| =/28/2009 27029 CERT COMC MOISE WALL 99996104,000
@ TEZ4CERTOOS7S947 8/28/2009 27011 REIM EARTH wWALL{MSE] 99999993,000
@ TEZ4 CERTOOS94721| =/28/200%9 27025C EXFILT TREMCH TYPE C 9999822&6,000
@ TEZ4CERTOO967220| 8/28/2009 2702358 EXFILT TREMCH TYPE B 99999993,000

Figure 23a

4. For either CMS or SITEMANAGER samples click the & button to view the detailed
information about individual lines in the inventory.

5. Click the &) button to close the detailed line information.

Note: If you click & near the bottom of the screen, the information expands
below the bottom of the screen. Scroll down to view the information.
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Sending Shipments

Whenever you need to ship materials, you need to create a new shipment from your current
inventory. The first step of this process is to confirm you have enough of the material in your
inventory according to Virtual Warehouse.

NOTE: CMS and SITEMANAGER materials are not interchangeable. If the
project is using the CMS system only CMS samples can be used. If you
ship material to a SITEMANAGER project, only SITEMANAGER samples
can be used.

Steps for adding and shipping inventory are detailed in the sections below.

Adding Inventory

You cannot add material to your inventory. Materials are added when OMM creates a Sample
ID for your company. Call OMM if materials are not available on the list and should be. Refer to
the Contact Information section above for OMM contact information.

Create Shipment

The Shipment Destination screen allows you to create material shipments. If you already
know the sample ID of the material you want to ship and the quantity is available, you can skip
to step 2. To create a shipment:

1. On the Inventory List screen, find the material you want to ship on the list. Confirm that
there is enough material available to ship to the location.

2. Click the Create Shipments link in the left frame. The Shipment Destination screen

opens.
SHIPMENT DESTINATION
(&) PROJECT NUMEBER li [ alidats

O purcHase orper NUMBER [
() PRODUCER f SUPPLIER | ]
() LOCAL PROJECT / LPA ] { 00 f 10 characters )
() DTHER ] { 00 f 10 characters )

Fill in the Shipment Destination information before proceeding...

Cancel

Pressing the Enter key will submit the information entered in the Shipment Details section

Figure 24

3. Select one of the destination options available to create a new shipment. For example, if
you want to send the shipment to a particular project, select Project Number and type
the project number in this field.

Note: You must tab from the left part of the Project Number, Purchase Order
Number, and Producer/Supplier fields to the second number portion of the field.

Last Updated: April 17, 2010 22
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Option Description
Type the project number here. This associates the shipment
Project Number with that project. The first two digits are the year of the project
number.

Type the purchase order number here. This associates the

Purchase Order Number shipment with the purchase order.

Type the producer or supplier number here. This indicates
Producer/Supplier that the material(s) are shipped to another producer or
supplier.

Type the local project name here. The name can be up to 10
characters long. This associates the shipment with this local
project, to indicate the materials will be shipped to that local
project.

Local Project/LPA

Type any other option here. One example would be ODOT
emergency projects. This allows you to enter up to 10
characters to describe where the materials are being shipped,
which may or may not be related to an ODOT project.

Table 6

Other

After you select the option, type the number in the row field.

If you select a project number in Virtual Warehouse and press Validate,

VW will tell you if the project number is False (not a valid project) Figure 24a, a CMS
project (figure 24b) or a SITEMANAGER project (figure 24c)

SHIPMENT DESTINATION
PROJECT NUMBER s - [i0eo Drigin: False
PURCHASE ORDER NUMBER

N - .

PRODUCER / SUPPLIER I

LOCAL PROJECT 7 LPA ] { 00 7 10 characters )
I

OTHER ({00 f 10 characters }
Fill in the Shipment Destination information before proceeding...

CO0O00O®

'j The Project Mumber entered is nok walid.

Flease enter a walid Project Mumber.

Figure 24a
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SHIPMENT DESTINATION

PROJECT NUMBER b -Joeo HAS CR41 041.63 Origin: CMS

Walidate
“alidate

{ 0D f 10 characters )

PURCHASE DORDER NUMBER
PRODUCER f SUPPLIER
LOCAL PROJECT f LPA
OTHER

{ 0D f 10 characters )

SHIFMEMT DETAILS - MATERIALS
SAMPLE 1D QUANTITY COMMENTS (50 char max.) REF NER

NN

| | | (Y
Figure 24b
SHIPMENT DESTINATION
PROJECT NUMBER bz -Joira MER SR 29 Origin: SM
PURCHASE ORDER NUMBER I
PRODUCER / SUPPLIER I .

LOCAL PROJECT / LPA N { 00 / 10 characters )
OTHER ] { 00 / 10 characters }

SHIPMENT DETAILS - MATERIALS

C00C®

LINE SAMPLE ID QUANTITY COMMENTS (50 char max.) REF NER
[ | L]
[ [
B | &l
| |
5 ¥ [ [
6] | | | | [ ]

Figure 24c

6. Press Validate and the Shipment Details — Materials portion of the screen opens,
allowing you to enter the sample information.

SHIPMENT DESTINATION

) PROJECT NUMBER [os Jozzz STA SR183 003.26

© purchase oroEr nuvBer [N

) PRODUCER / SUPPLIER ] ]

) LOCAL PROJECT / LPA ] (00 7 10 characters )

(3 OTHER ] { 00 / 10 characters )

SHIPMENT DETAILS - MATERIALS 2
LINE SAMPLE ID QUANTITY COMMENTS (50 char max.) REF NBR
3] ]
[ ] A
2] A
3] A
(5] A
[& ] A
7] A
[& ] A
[ & |-
0] Al
1] Al
12 Al
12 Al
[14] A
15 A«
[ Submit ( Cancel )
Pressing the Enter key will submit the information entered in the Shipment Details section

Figure 25

1. Type the sample number from your inventory in the Sample ID column. For a CMS
sample you must press Tab to move to the second part of the Sample ID column. For a
SITEMANAGER sample there is only one field for the Sample ID column.
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NOTE: You must type the complete number. For SITEMANAGER sample
numbers the shipment designation screen (Figure 25) will not have two
columns for the sample ID.

2. Tab to the Quantity field and type the amount of material to be shipped. If the sample ID
is not valid, you receive a message stating “The supplied Sample ID is not valid.” and
the sample ID is deleted.

3. The unit of measure displays on the Print Details screen. If you need to use metric units
of measure for shipping, call OMM. See the Contact Information section for the phone
number of Jane Love.

4. (Optional) Tab to the Comments field and type a comment up to 50 characters in length.
The tally of characters is available to the right of this field. As ‘ou type, the amount of

characters you type displays where the 00 is in this image [owse ]
REF HMBR

5. In the Ref Nbr column ., press to select the correct reference number, as
provided by the contractor, for this project.

For a CMS project the Valid Reference Numbers screen opens and shows
numbers that include that material code in the project.

For SITEMANAGER projects the reference number shown are for the project but not
just the reference numbers that have the actual material required in them.

If you were not given the Reference number by the contractor, contact the contractor for
this information.

NOTE: Reference numbers are only necessary for the shipment of
materials to an ODOT project. This shipment cannot be approved by
ODOT without the correct Reference number.

VALID REFERENCE NUMBERS: PROJECT 05-0122

14 - SEEDING AMD MULCHING w

[ =13 ][ Cancel ]

Figure 26
6. Select the reference number from the list available and press OK.

7. Repeat steps 1 — 6 for each line until you have listed all materials to be included in this
shipment.

8. Press Submit. The shipment is saved and the Shipment Details screen opens in the
right frame so you can print the TE 24 for the shipment. This allows you to print
shipment paperwork for the driver and your records. You should give the shipment
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paperwork to the driver, save one copy in your records, and send the shipment out as
necessary.

Note: You can also press Enter and the shipment saves, then it will take
a few seconds to open. If you click Submit before the page opens, you
will create a duplicate shipment.

BE PATIENT after you press Enter or only use the Submit button. If you
create duplicates, you must delete one from your current shipment list.
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Current Shipments

The Current Shipments screen displays a list of the pending shipments you have sent to
projects or other suppliers.

Shipments to an ODOT project on the CMS computer system or purchase order remain pending
until they are approved and processed by ODOT.

Shipments to an ODOT project on the SITEMANAGER computer system only remain from the
time you submit the TE-24 till 12 midnight of that day.

Edit capability

When Department approval is applied to the TE-24 shipment to a CMS project, the shipment
can no longer be edited and will process overnight.

For a SITEMANAGER project the edits can only be done between the initial submittal and
12 Midnight of that day.

Shipments to P/S, Local projects, or Other destinations are approved and processed overnight
on the day they are created. Therefore edits can only be done between initial submittal and 12
midnight of that day.

Viewing Current Shipments

Shipments created but not yet approved by ODOT or the computer system can be seen and
may be available for editing by going to the left of Virtual Warehouse and selecting Current
Shipments:

1. Click the Current Shipments link in the left frame.

YIirRTuAL WAREHOUSE 2]

STATUS: LOGGED I

PS5 CD: 09724-01
PS5 NME: MACE IMD/WYALLEY CITY
AUDIT: CERMLWI

L ENT e LTS
CURRENT SHIPMENTS

MAMAGE ACCOUNTS
ADMIMISTRATION
LG OUT

Help & Support:

Select From List W

Virtual Warehouse v2.2.0

Figure 27
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2. The Current Shipments screen opens.

VIRTUAL WAREHOUSE (TE-24) - SHIPMENT LISTING
e ot stupewrs
TE-24 NBR TE-24 DATE DESTINATION

(%) | 3430001528 97/ 2008 OTHER - LTEST
O | 2430001529 9/7/2006 OTHER - LT2

O | =4%0001530 9/12/2006 OTHER - TEST

Edit Selected ] [ Delete Selected ] [ Frint Selected ]
Figure 28

3. Scroll down to view the whole list, if needed.
4. Select a shipment to edit, delete, or print.
5. Click the appropriate button for the action you want to perform:

Button Description

Edit Selected Opens the Shipment Details — Materials screen.

Delete Selected | Deletes the selected shipment.

Opens Adobe Reader in the right frame to display

Print Selected the details of the selected shipment for printing.

Table 7
Edit Selected
TE-24 NUMBER: 7610001085 SOURCE: CAUDILL SEED/KY ( 22124-01 )
TE-24 DATE: 12/8/2008 TO: PROJECT 01-0493 ( LUC IRZE0 002,96 )
SHIPMENT DETAILS - MATERIALS

LINE SAMPLEID QUANTITY COMMENTS (50 char max.) REF NBR

1 X|[oo7es7 jor [100 [test aso
2 % o0
3 %
4 X
5 %

[ Submit ] Cancel |
Pressing the Enter key will submit the information enterad in the Shipment Details saction
Figure 29

6. View the information on the Shipment Details — Materials screen. Edit the information
that is on this screen as needed. You can edit the numbered lines but you cannot edit
the project number. If the project number is wrong, delete the whole TE-24 and start
over.

7. Press Submit. The information you updated is saved to the database. The .pdf file of
the shipments list opens in the right frame.
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Delete Selected

5. After you press Delete Selected, a confirmation screen opens.

Microsoft Internet Explorer E|

P | Are you sure you wish bo delete
\-‘4/ TE-2+4 # DN

[ K ][ Cancel ]

Figure 30
6. Press OK to delete the selected shipment. Press Cancel to cancel the deletion.

7. You are returned to the Current Shipments screen. The shipment is deleted from this
list.

Print Selected

5. To reprint the paperwork, choose the correct pending shipment and press the Print

Details button. The shipment summary you select opens in the right frame using Adobe
Acrobat Reader.

Note: This summary page is the required paperwork that must accompany your
shipment. Refer to the Required Paperwork section above for additional
information.

STATE OF OHIO
DEPARTMENT OF TRANSPORTATION
VIRTUAL WAREHOUSE (TE-24)

Motice of Shipment of Materials
Plant Sampled and Tasted or Certified By Plant

TE-24 Number: 3490001528

Producer [ Supplier: ENNIS PAINT/ATLANTA { 08508-02 )
TE-24 Date: 3/7/2006

Destination: OTHER - LTEST
SAMPLE MATERIAL CODE UNIT QTy REF MFG CTL ITEM
005467 14-01 | 40203 THF WHITE GRANULAR L5 25

COMMENTS
E0AWT24 TESTING

Figure 31

6. Press the Print =1 button. The Windows Print screen opens.

Print E‘El
Fiinter
Status:  Fisady Comments and Farms
Tope:  Canan RSSTIVREST FCLGe
Fiint Flange Freview
@ ey
O Cunent view —

O C—

Subset;

Page Handing
Copiess |1 3] 11

Page Sedling: | Reduce o Printer Margins

[] £uto-Rotate and Center

[] Chosse Paper Seurce by POF page size

A

[Frea s Unis: Inches Zoom: 4%
111
Figure 32
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7. Be sure the correct printer is selected on the print screen and press OK. The printout
should be available there. If there are any printing issues, talk to your IT department or
support representatives.

Print Shipment Details

You can print the shipment when you first create a shipment or re-print a shipment's details after
the shipment has been created as long as the TE24 is still listed in the pending shipments.

Note: Due to the limited time that SITEMANAGER TE24's, transfers, LPA and other
TE24s are available in the Pending Shipment page it is recommended to make a copy of
your print out for your records.

Create and Print Shipments

When you create a shipment, you can print the shipment at the end of the process. If you don't
want to print the shipment yet, use the Re-print Shipments directions below to print the shipment
instead. To create and print a shipment:

1. On the Inventory List screen, find the material you want to ship on the list. Confirm that
there is enough material available to ship to the location.

2. Click the Create Shipments link in the left frame. The Shipment Destination screen

opens.
SHIPMENT DESTINATION
(& PROJECT NUMBER I [ validste

© purcHase orper NumBer [N
() PRODUCER f SUPPLIER ] ]
(7 LOCAL PROJECT / LPA s { 00 / 10 characters )
) OTHER ] { 00 7 10 characters )

Fill in the Shipment Destination information before proceeding...

Cancel

Pressing the Enter key will submit the information entered in the Shipment Details section

Figure 33

3. Select one of the destination options available to create a new shipment. For example, if
you want to send the shipment to a particular project, select Project Number and type
the project number in this field.

Note: You must tab from the left part of the Project Number, Purchase Order
Number, and Producer/Supplier fields to the second number portion of the field.

Option Description

Type the project number here. This associates the shipment with

Project Number that project. The first two digits are the year of the project number.

Type the purchase order number here. This associates the

Purchase Order Number shipment with the purchase order.

Type the producer or supplier number here. This indicates that the

Producer/Supplier material(s) are shipped to another producer or supplier.

Type the local project name here. The name can be up to 10
Local Project/LPA characters long. This associates the shipment with this local
project, to indicate the materials will be shipped to that local project.

Other Type any other option here. One example would be ODOT
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Option Description

emergency projects. This allows you to enter up to 10 characters to
describe where the materials are being shipped to, which may not
be related to an ODOT project.

Table 8

4. After you select the option, type the number in the row field.

5. Press Validate and the Shipment Details — Materials portion of the screen opens,
allowing you to enter sample information.

SHIPMEMNT DESTINATION

& PROJECT NUMBER o5 Joizz STA SR183 003.26
¢ rpurcHase oroer nuvser (NN
) PRODUCER f SUPPLIER ]
() LOCAL PROJECT § LPA ] (00 / 10 characters )
() OTHER ] (00 / 10 characters )
SHIPMENT DETAILS - MATERIALS =
LIME SAMPLE I QUANTITY COMMENTS (30 char max.) REF NBR

B 5 e
el | ) | | el el | el | el | e e e i

-
W
>

_
£
|

(2] (2] (2] [2] [2] [ [ [A][A] [2] [2] [2] [2] [2] [2]

—
wn
>

[ Subrit | [ Cancel ]

Pressing the Enter key will submit the information entered in the Shipment Details section

Figure 34

6. Type the sample number from your inventory in the Sample ID column. You must press
Tab to move the second part of the Sample ID column.

7. Tab to the Quantity field and type the amount of material to be shipped. If the sample ID
is not valid, you receive a message stating “The supplied Sample ID is not valid.” and
the sample ID is deleted.

8. The unit of measure displays on the Print Details screen. If you need to use metric units
of measure for shipping, call OMM. See the Contact Information section for the phone
number of Jane Love.

9. (Optional) Tab to the Comments field and type a comment up to 50 characters in length.
The tally of characters is available to the right of this field. As iou type, the amount of

characters you type displays where the 00 is in this image [oarsa]
REF NBR
10. In the Ref Nbr column | ., press L=l to select the correct reference number, as

provided by the contractor, for this project. The Valid Reference Numbers screen
opens.

Last Updated: April 17, 2010 31



Virtual Warehouse Producer/Supplier Manual

11.

12.
13.

14.

VALID REFERENCE NUMBERS: PROJECT 05-0122

14 - SEECLIMG AMD MULCHIMG o

[ =13 ][ Cancel ]

Figure 35

If you were not given the Reference number by the contractor, contact the contractor for
this information.

NOTE: Reference numbers are only necessary for the shipment of
materials to an ODOT project. This shipment cannot be approved by
ODOT without the correct Reference number.

Select the reference number from the list available and press OK.

Repeat steps 6 — 12 for each line until you have listed all materials to be included in this
shipment.

Press Submit. The shipment is saved and the Shipment Details screen opens in the
right frame using Adobe Acrobat Reader so you can print the shipment. This allows you
to print shipment paperwork for the driver and your records. You should give the
shipment paperwork to the driver, save one copy in your records, and send the shipment
out as necessary.

Note: You can also press Enter and the shipment saves, then it will take a few
seconds to open. If you click Submit before the page opens, you will create a
duplicate shipment. BE PATIENT after you press Enter or only use the Submit
button. If you create duplicates, you must delete one from your current shipment
list.

Re-print Shipments

Use these steps to re-print a shipment's details:

1.

Click the Current Shipments link in the left frame. The Current Shipments screen
opens.
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VIRTUAL WAREHOUSE (TE-24) - SHIPMENT LISTING

CURRENT SHIPMENTS

TE-24 NBR TE-24 DATE DESTINATION
(= | z490001528 97/ 2006 OTHER - LTEST
» 3490001529 9¢7/2006 OTHER - LTZ
O | 2430001530 9/12/2006 OTHER - TEST
[ Edit Selected ] [ Delete Selected ] [ Print Selected

Figure 36

Scroll down to view the whole list, if needed.

3. Select a shipment to print.

To reprint the paperwork, choose the correct pending shipment and press the Print
Selected button. The shipment summary you select opens in the right frame using
Adobe Acrobat Reader.

Note: This summary page is the required paperwork that must accompany your
shipment. Refer to the Required Paperwork section above for additional
information.

STATE OF OHIO

SAMPLE

TE-24 Number: 3490001528
TE-24 Date: 3/7/2008
MATERIAL CODE
00546714-01 [40203 THP WHITE GRANULAR L& 25

DEPARTMENT OF TRANSPORTATION
VIRTUAL WAREHOUSE (TE-24)

REF MFG CTL ITEM

EO4WT24

Motice of Shipment of Materials
Plant Sampled and Tested or Certified By Plant

Producer [ Supplier: ENNIS PAINT/ATLANTA { 08508-02 )
Destination: OTHER - LTEST

COMMENTS

TESTING

5. Press the Print

Figure 37

button. The Windows Print screen opens.

Print i3]
Fariet
PPN 15001 \CAN 4 01 Figraters
Stalus  Fnady Comments and Foma:
Tyoe  Canon RS5H0/RESH0 PCLSe Document and Stamps -
Pird Flange Potvitwr
o] ¥ 5.
) Cumrert views
) Pages 1 1
Subant
PagaHinding
Copies 1|8 n
PogeScaing | Feduoe lu Pirees Magis
[7] At Fickatn and Crntes
] Chegan Pagst Souss by POF page rizs.

(mE T

[Pt T

Lirds Inches

mm

[

Figure 38
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6. Be sure the correct printer is selected on the print screen and press OK. The printout
should be available there. If there are any printing issues, talk to your IT department or
support representatives.
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Terminology

The following terms and acronyms are used in this document:

Term Explanation Definition
APPR | Approved Material is approved for shipment
BC Bituminous Concrete Section of OMM
CH Chemical Section of OMM
CMS Construction Computer system used by ODOT for construction administration including
Management System | materials acceptance
IE Microsoft Internet Internet software for interfacing with VW
Explorer
LPA LOC‘?' Project Local projects that require ODOT approved material
Assistance
Material Accepted by I .
MABC Certificate Material is approved for shipment
MM Struct_ural Steel/Misc Section of OMM
Materials
ODOT Ohio Deparf[ment of
Transportation
OMM Office of Materials Office within ODOT that creates Inventory for the VW
Management
PC Portland Cement and Section of OMM
Concrete
Project Number The ODOT project number the materials are a part of
P/S Producer/Supplier Name of a Producer and/or Supplier of materials for ODOT
This is the contractual unit of work setup specific to for each construction item in a
project. This number is used in CMS to assure that completed work and materials
Reference Number are accurately documented in CMS and for the Contractor’s payment's The
contractor should supply the correct Ref number and ODOT project number with
the each order.
In the AASHTO SITEMANAGER software Line Item Number is the replacement
Line ltem Number term for Reference Number. The Contractor should supply the correct Line Item
Number and ODOT project number with the each order
SID Sample dentification, Number given to a sample of material
also Sample ID
New AASHTO developed Computer system ODOT is converting to for construction
SITEMANAGER administration including materials acceptance. A replacement for CMS
TE24 Testing .24’ OMM Form Number that is used by external suppliers to ship materials
Numbering System
The Virtual Warehouse system used exclusively by external producers/suppliers.
VW Virtual Warehouse VW allows you to ship your materials directly to the work site for a project or to

other P/S.
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