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READ FIRST 

System Requirements 
 

Browsers.  Use Google Chrome, Mozilla Firefox or Microsoft Edge.  Do not use Internet 

Explorer. 

Clearing Cache and Cookies.  It is highly recommended for users of iCX system to clear their 

browser cache and cookies periodically.  This procedure helps minimize issues that a user may 

encounter, such as: run time error, buttons missing on the page, etc. 

Browser commands. iCX CMS requires the use of the built-in application commands to 

navigate the application.  Do not use the commands built-in to the browser to navigate the 

application.  Built-in browser commands such as the back, forward and refresh arrow (circled in 

red - Figure 1), and the browser commands accessible by right-clicking in the browser window 

(which opens a browser command window as shown in Figure 2) should not be used in any 

event.  These browser functions can interrupt the application workflow and you may lose data.   

 Figure 1:  Browser Functions 

 

 

Figure 2:  Browser Command Menu 
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New Contractor Accounts 
Before any contractor can utilize the iCX system, the contractor must contact the WYDOT 

Contracts and Estimates Program or State Construction Office to establish an administrator 

account.  See the WYDOT web page for Contracts and Estimates Program contact information. 

iCX CMS support can be obtained via Wyoming Department of Transportation’s Construction 

Staff employees at the following number(s):  (1) 307-777-4059, (2) 307-777-4053 or (3) 307-

777-4927 

iCX Account Management 

iCX User Accounts  
Each contractor will have one employee set up as an administrator in iCXweb who can establish 

all other employee accounts with Security rights.  Each company is responsible for administering 

employee accounts in iCX including establishing and deactivating user accounts.  Contractors are 

encouraged to disable user accounts of employees who are no longer with the company. 

User Security rights allow access to specific areas within iCXweb.  These security rights also 

determine what functions will appear on the user’s main  in iCX and what functions 

become active on the Bidding Dashboard and Construction Dashboard. 
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The available Security settings are as follows: 

Administrator:  Accounts with this security setting have access to all areas of iCX and can 

establish and deactivate user accounts. 

Bidding:  Accounts with this security setting have rights to submit bids for WYDOT contracts.  

Change Order:  Accounts with this security setting have access to all contract change orders and 

can approve the change orders. 

Construction Summary:  Accounts with this security setting have access to complete the Fuel 

Adjustment Affidavit and read-only access to WYDOT construction administration information of 

the select project. 

Subcontracting:    Accounts with this security setting have rights to develop and submit 

subcontract requests to WYDOT. 

User Account Setup 
1. To setup user accounts, the company 

administrator will need to login to iCX. 

 

 

 

2. Select  (top center), select  then . 

 

 

 

 

 

 

3. The Company Info tab will open    

with several options to choose 

from.   
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4. Select the  tab.  You will see the following screen: 

 

 

 

 

 

5.   Right-click anywhere on the Employees window to get the Add Employee  

 option.  Select Add Employee. 

6.  On the Details tab of the Add Employee tool, populate the required fields denoted by the  

 orange asterisk (*).   All other information is optional. 

 

 

 

 

 

7.  Select the Security    tab on the Add Employee tool.  To 

assign specific rights to  an employee, select the 

desired right in the  window, then use the 

 arrow  keys   between the Unassigned and 

Assigned windows to move rights  between 

the  two windows.   

 

Please note:  “Bidding” will automatically appear 

in the Assigned window.  If the employee will not 

have the right to bid, left-click on Bidding and use 

the arrow key to move it to the Unassigned 

window. 
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8.   Once the employee rights have been set in the       

 assigned window, select . 

Modifying User Accounts 
When an employee leaves the company, the company administrator will need to deactivate the 

user account.  When an employee’s role changes within the company, the employee’s iCX user 

account may need to be modified. 

1. Login to iCX. 

 

2. Access Company Info as described earlier (page 5, #2.). 

 

3. Select the  tab. 

 

 

 

 

 

4. To the right of each employee in the Employees 

tab is a magnifying glass icon  that allows 

access to employee settings.  Left-click the 

magnifying glass icon to open the desired 

employee. 

 

5. To deactivate an existing account, toggle the No 

option  and delete 

email address if listed. 

 

6. Select . 

 

 

7. All other user account settings can be modified in a similar manner including changing 

account passwords and changing/revising Security rights.  Do not change an employee’s 

Username as this will create a second account for this employee.  Always remember to 

select  after making any changes to an employee’s rights.    
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User Login/User Options  

User Login 
Go to:   https://wydot.exevision.com/icx/ 

When the Log In window appears, enter user name and password and left-click  

  The “Dashboard” screen will appear.   

 

User Options  
 

 

After opening up the iCXWeb, left-click on the  icon and a drop down menu will 
appear.  You will have four options to choose from: 

● Change password 
● Save as you Go 
● Bidding Dashboard 
● Construction Dashboard 
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Change Password 
 

Left-click on the  icon.   On the drop down menu then seelct "Change password". 
 

 
 

The following screen will appear: 

 
 

Fill in the Current Password followed by the New password and then reenter the new password.  
The Change Password button will turn light blue when you start to fill this area out.  Left-click on 

the  icon and your new password will be saved. 
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Save As You Go 
 

Left-click on the  icon.  On the drop down menu and toggle "Save as you Go". 

 

As you enter data into the system and move to a new data box your work will be saved 
automatically. 

 

Bidding Dashboard* 
 

Left-click on the  icon.  On the drop down menu, and toggle "Bidding Dashboard". 

This option sets the dashboard to the Bidding Dashboard as shown below.  

Your account rights may limit you to specific contract access, so you may not have access to all 
areas of iCX CMS. 

 

* Functions of this feature are not described or covered in this document. 
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Construction Dashboard 
 

Left-click on the  icon.  On the drop down menu, toggle "Construction Dashboard".  

The Construction Dashboard will appear as shown below.  The Construction Dashboard shows 
all recent contracts you have accessed in the iCX CMS (Construction Management System).  
This dashboard allows direct access to Construction Summary, Change Orders or Subcontracts 
of recently accessed projects.  Your account rights may limit you to specific contract access, so 
you may not have access to all areas of iCX CMS. 

 

If you want to access a specific area of interest for the contract, you simply left-click on 

, or to access that particular area. 

If you have not previously accessed a project within the system, left-click on , then left- 

click on  under the   heading.  Place your cursor in the search 

bar  and left-click. 

Begin entering project number (quickest method is to enter last four numeric characters of the 

project number  ).  A drop down will appear with project numbers.  If the 

desired project number does not appear at the top of the drop down, scroll down until the 

desired project number is found.  Once you find the desired project number, left-click on the 

project number to which you wish to add subcontract. You can also search for a contract by 

using the contract name (e.g. District 1 Contract; Cheyenne-Laramie; Cheyenne Streets). 

 

You will only have access to projects awarded to your company. 
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Subcontracting 

Go to:   https://wydot.exevision.com/icx/ to enter a subcontract request. 

When the Log In window appears, enter Username and Password and left-click  

  The “Dashboard” screen will appear:   

  

You can get to your project using one of the following methods:   

If you have not previously accessed a project within the system, left-click on , then select 

 under the   heading.  Place your cursor in the search bar

 and left-click. 

Begin entering project number (quickest method is to enter last four numeric characters of the 

project number  ).  A drop down will appear with project numbers.  If the 

desired project number does not appear at the top of the drop down, scroll down until the 

desired project number is found.  Once you find the desired project number, left-click on the 

project number to which you wish to add subcontract. You can also search for a contract by 

using the contract name (e.g. District 1 Contract; Cheyenne-Laramie; Cheyenne Streets). 
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If you have previously accessed a project in the system, left-click on 

 tab which will display the available contracts:   

 

Note: Only projects awarded to your company will show in this window.  And, project(s) will not 

show unless you have previously accessed them. 

Left-click on  for the appropriate project.   

This screen will appear: 

 

 

To get the subcontractors information and the status* to appear, toggle the   to the left of the 

project number   

*(Status of subcontract requests will be shown before the subcontractor name.  Statuses will be: 

Approval Requested, Approved, Disapproved, Under Construction, Closure Requested, Closure 

Disapproved or Closed)                                              

To view the status of a particular subcontract, and the information pertinent to that subcontract, 

left-click on the particular subcontractor name.  For instance, if we click on an approved 

subcontract,  the following will be displayed in the right field:   
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The following information is displayed: 

The subcontractor name and DBE status (DBE or Non-DBE). 

**Status of the subcontract:  What is shown here could be any one of the statuses listed 

above. 

 The date the subcontract was approved.  If the subcontract has not been approved, there 

will be no date shown. 

Subcontract Amt:  This will indicate the dollar amount and total percentage subcontracted 

for this particular subcontract. 

This “Table” will show all the details (Items, quantities, prices, etc.) for this subcontract. 

** There are numerous ways the status can be shown:  Approval Requested, Approved, 

Disapproved, Under Construction, Closure Requested, Closure Disapproved or Closed.  Any 

necessary action will be dependent upon the status shown.  If there are any questions, please 

contact the WYDOT Construction Staff. 
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Adding a Subcontractor 

To add a new subcontractor, right-click on the Project number in the left field  and 

select Add Subcontractor  . A new subcontract -  will appear at the 

bottom of the tree in the left hand field (the number in this example indicates the 3rd subcontract 

for this particular project).   

The right hand field will open up as a blank subcontract request. 

 

Items numbered 109.04000 (Force Account) and 109.08000 (Mobilization) will automatically 

appear.  Include Force Account (for the minimum $1.00 shown) on all requests.   

There are occasions when Mobilization is not a necessary item for a subcontractor.  If 

Mobilization is not necessary, you can either change the quantity to zero (0) or, you can delete 

the Mobilization item by right-clicking on the item number.  When you right-click on the item 

Left-click on to delete the item.   number a drop down will appear: 

The same procedure will be utilized to delete any item(s) you may have erroneously clicked on 

to add to a subcontract. 

Left-click in the Subcontractor: field   and begin typing the 

desired subcontractor’s name.  Possible choices will appear in a drop down. 
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Use the scroll bar on the right to find the appropriate/desired subcontractor name.  Left-click on the 

subcontractor name to populate the Subcontractor field. If your desired subcontractor name does 

not appear in the list, contact WYDOT Construction Staff at dot-construction@wyo.gov to request 

the company to be added. 

 

Adding items to be subcontracted 

Right-click in the field where the project Items are listed (as shown below) 

 

The Add Item option will appear .  Left-click on .  The following 

window will open.  The item list below will be all contract bid items shown in the contract 

plans/bid package.  The item list includes the bid Item # and Description, and Project number 

and the Category of the item. 

 

To add items, toggle the  in the first column to select the item and add to the subcontract.  

Use the scroll bar on the right to scroll down through the items, toggling each item to be added 

to the subcontract.  Once you have chosen all of the items for this subcontractor, left-click on 

. 

  

mailto:dot-construction@wyo.gov
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The screen display will now appear as follows: 

 

At this point, you will need to enter “Quantity” and “Unit Price” for each bid item. 

First, determine if there will be any Mobilization.  If not, either delete Mobilization as detailed 

above or change the Unit Price to $0.00 and tab once which will set the Ext. Price to $0.00 and 

move your cursor to the Quantity field for the next item.  If there will be Mobilization for the 

subcontractor, enter the dollar amount in the Unit Price field and tab once to move to the next 

item. 

For the next item, left-click in the box for Quantity, enter the quantity to be subcontracted and 

tab.   In the Unit Price box, enter the unit price and tab.  The Ext. Price will populate and your 

cursor will move to the Quantity box for the next item. 

Continue this process until you have entered quantity and unit price for all subcontracted items.  

Check quantities and unit prices carefully and select  at the top of the screen. 

When assigning quantities be mindful when assigning all of a Contract Qty using the default Unit 

of Measure (UOM).  You will not have the ability to assign that bid item to a different 

subcontractor using the same UOM. 

 

In the example below, two different subcontractors both need to use item HOT PLANT MIX 

APPROACHES.  One subcontractor will produce the item (all Contract Qty using default UOM) 

and the other is hauling and placing the item.  UOM changed to LS to allow this item to be 

assigned to the second subcontractor. 
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Note the two columns at the right end of this screen.  The column headed  is an indicator of a 

specialty item or a professional service.  If an item being subcontracted is considered a Specialty 

Item or Professional Service in the contract, there will be a check mark in the box in this column, 

which will automatically appear when you add the above item(s) to the subcontract.  Under no 

circumstances should you ever “uncheck” an item in this column.  

If there is an item checked because it is a Specialty Item or Professional Service, the total dollar 

amount at the bottom of the Items tab screen will not include the dollar amount for the item(s) so, the 

total dollar amount will appear to be incorrect.  This is because the dollars subcontracted for a 

Specialty Item or Professional Service will not count against the subcontract percentage total dollar 

amount.   

 

The column headed  with the  below, is a “Note” environment.  Left-click on the and a window will 

open where you can add notes pertinent to the Item.  Notes entered in this environment will be visible 

on the E-59. 
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Adding (uploading) required documents 

The following documents must be submitted with all subcontract requests: 

● Fully executed and signed subcontract agreement 
● Current and unexpired Certificate of Liability Insurance including Automobile coverage 

for the subcontractor 
● Unemployment Insurance Certificate of Good Standing (issued by Wyoming Workforce 

Services) for the subcontractor 
● Workers Compensation Certificate for the subcontractor 

The following documents must also be submitted with subcontract requests with any federal 

funding: 

● Form FR-2200, fully completed and signed 
● Form FHWA-1273 

If these documents are not uploaded and included with the request, the request will be 

disapproved.  To upload required documents, left-click on the  tab and the 
following screen will appear: 

 

 

 

 

 

 

 

Right-click in the area shown above and left-click on and the following will appear: 

 

 

 

 

 

 

Left-click in the field and your search 
window will open: 
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Find and select the desired document and double-click on it.  This will populate the 

 field. Left-click  and the 
document you have chosen will upload.  The screen for the documents tab will then look 
like this: 

 
Left-click the down arrow in the Document Type column and a drop down will appear 
  

  
 

. 
Choose the appropriate document type/name from the list and left-click to populate the 
Document Type field.  The screen for the documents tab will then look like this: 
 

 
 
Repeat the above process to upload all required documents.  Once you have uploaded 

required documents, select .   
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Before submitting the request for approval, you can add notes, etc. specifically applicable and 

important to the subcontract request in the  dialog box.  This 

dialog box is available only while building or constructing the subcontract request.  Left-click in 

the box and type the note(s) you wish to enter. 

Submitting subcontract requests for approval 

Once you have added all items to be subcontracted, completed the associated Quantity and 
Unit Price and uploaded all required and necessary documentation, left-click on the  

 button near the top of the page.   

An email will be automatically sent to: dot-construction@wyo.gov indicating that you have 
submitted a subcontract request.   

WYDOT Construction Staff personnel will process and, either approve or disapprove, the 

request as quickly as possible.  You will be notified via email when the request is either 

approved or disapproved. 

If the request is approved, you will see  when you go back into the system to 

check status. 

If the request is disapproved, you will see  when you go back into the 

system to check status.  If the request is disapproved, click on the  tab which will 

open the following:  

 

In this example, you can see that the request was submitted without the required documents.   

At this point, upload all of the required documents (using the procedure outlined earlier in 

“Adding (uploading) required documents”, page 18).  After completing the document upload(s) 

select , and then left-click  again.   

You must address, complete or correct whatever the reason for the disapproval before 

resubmitting for approval. 

The prime contractor cannot subcontract more than 70% of the dollar amount of the contract. 

  

mailto:dot-construction@wyo.gov
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Tier subcontracts 

A tier subcontract is when an approved subcontractor subcontracts some of the work they have 

been awarded to another subcontractor.  A tier subcontract cannot exceed 70% of the work 

originally subcontracted to the “parent” subcontractor. 

A tier subcontract cannot be created or built until the first tier subcontract is “Approved” in the 

iCX system. 

To begin a tier subcontract, left-click on the subcontractor name from whom the tier subcontract 

will be requested.  Follow the procedure outlined previously (in Adding a Subcontractor) to 

select the tier subcontractor. 

Use the same procedure outlined previously to add the items to be tiered.  When you select 

, the only items which will appear are the items subbed to the original 

(parent) subcontractor, as shown below.     

 

To add items for the tier subcontractor, left-click in the box in the first column to “toggle” the item 

and add to the tier subcontract.   Once you have chosen all of the items for this particular tier 

subcontractor, left-click on . 

Enter applicable data for “Quantity” and “Unit Price” for each bid item for this tier subcontract.   

Keep in mind, you cannot tier a quantity greater than the quantity originally subcontracted.          

 

 

If you attempt to tier more than the parent subcontract                                 

(or accidentally enter the wrong number) you will see the following 

pop-up message: and the amount you entered will zero out.  You will 

need to re-enter a quantity equal to or less than the quantity 

indicated. 
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If you attempt to tier a total dollar amount in excess of 70% 

of the total dollar amount of the parent subcontract, you will 

see the following pop up message: .   

 

Left-click on  and check the dollar amounts (unit cost) you have entered and make the 

necessary corrections.  Although there are the rare occasions when it may be necessary to tier 

more than 70% of the parent subcontract, under normal circumstances, any tier subcontract 

exceeding 70% of the parent subcontract will be disapproved. 

Once you have added the items, quantities and unit prices for the tier subcontractor, upload all 

of the required documents (using the procedure outlined earlier in “Adding (uploading) required 

documents”, page 18).  Select , then left- click  . 

 

 

Closing subcontracts 

There are a number of reasons for closing a subcontract.  Other than completion of the 

subcontracted work, the most common reason would be if a subcontractor is unable to complete 

the work for which they have been subcontracted.  Use the following procedure: 

Ensure that all quantities and dollar amounts are correct to date.  Be sure to   before 

you left-click on .  An email will be automatically sent to:                                                     

dot-construction@wyo.gov indicating that you have requested a subcontract to be closed and 

for what reason(s).  WYDOT will look at the closure request to ensure that the closure can be 

approved.  WYDOT will send an email indicating that the subcontract is complete and you will 

notice that the  check box is now populated.  There can be no further 

action undertaken for this subcontract.   If WYDOT determines any reason the subcontract 

cannot be closed, WYDOT will email indicating the reason(s) for the closure being rejected.   

After you make necessary corrections, click on  and email WYDOT again. 

 

The  dialog box is only available when “submitting for completion” to close 

a subcontract.  In this box, you can comment as to why closure is being requested 

(subcontractor completed all work, etc.). 

When a subcontract is ready to be submitted for completion (closure), the following steps will be 

followed: 

 

mailto:dot-construction@wyo.gov
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Enter the amount used for each item subcontracted in the  column. 

The note column, where you see can be used to add notes which are even more 

descriptive, giving even greater detail as to what the subcontract will encompass.  Left-click on 

the and a dialog box will open as shown below 

. 

Enter whatever information is pertinent, select  .  The dialog box will close and the 

will change to on the subcontracting tab. 

 

Left-click on the   icon.  The background of the  dialog 

box will turn white and be available to enter comments, statements, 

reason for requesting closure, etc. 

Left-click in the dialog box and type the information pertinent to the completion request…  

 

After entering text in the dialog box, select . 

 

Please note:  There is no method for deleting a subcontract.  Once you have saved and 

submitted for approval, if for any reason it needs to be deleted, you will have to: Request 

Closure, email WYDOT that you have requested closure and supply the reason(s) for 

requesting closure. 

 

 

 

 

 

Please Note:  It is NOT, at this time, a requirement for the Prime contractor to close all subcontracts 

once the subs have completed all of their work.  If the Prime chooses to close all subcontracts, the 

following stipulations will apply BEFORE requesting closure: 

All payments (including FINAL) to the Subcontractor (Sub) must have been accepted/approved by 

the Sub.                                 

Closure of any subcontract utilizing a DBE Sub must be reviewed and approved by the WYDOT 

DBE/Civil Rights program before the subcontract will be closed. 

Closure of a subcontract by the Department does nothing more than accept the closure, it does not 

finalize anything else pertaining to the contract between the Department and the Prime contractor. 
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Changing or Revising A Subcontract 

This system does not allow for changing or revising of subcontracts.  If you need to add items, 

change values, etc., submit a new subcontract request. 

Subcontractor Report 
Prime contractor companies may access the Subcontractor Report.  To access the 

Subcontractor Report the select the  icon and  as shown. 

 

Enter any three characters of the desired contract number in the Select Contract window or 

select the contract from the dropdown list by clicking on . 

 

Select the contract number  at the top of the listed subcontracts, select the  

icon and . 

 

 



 
26 

 

 

Use the tool bar 

 
at the top to determine what you will do with this page.  The icons for the tool bar are shown 
below with a description of each. 
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Form E-139 Certification of Subcontract Payments 

To begin the process of making payouts, left-click on the  tab.   

Right-click in the area shown, the   option will 

appear.  

 

This Payment Detail screen will then open: 

 

 

 

 

 

 

 

Select a Pay Date: … left-click on the calendar icon and choose the pay date. 

Select a Pay Estimate: … left-click on the orange arrow icon and choose the WYDOT pay 

Estimate number that applies to the work performed by the subcontractor. 

If the payment is the last payment for work performed by the subcontractor, toggle the 

 icon, indicating so. 

 

Left-click and the items subcontracted will open in a new window:  
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Select the items to be paid by toggling the box  in the left hand column to toggle on the items 

to be paid. 

 

Once you have selected all of the items to be paid, left-click . 

 

The Payment Detail screen will then look like this: 

 

Now, you will need to enter the quantity to be paid in the  field.  Left-click in the field 

and enter the quantity to be paid: .  Tab once and the field will populate 

as shown here:  .   
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The Payment Detail screen will then look like this: 

 

Left-click on .   

 

When retainage is applicable to the subcontract agreement, enter desired dollar amount to be 

retained in the field as shown. 

 

The payment will auto calculate the extended price less retention. 
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When a price adjustment is applicable, enter desired dollar amount (+/-) in the field as shown. 

 

The payment will auto calculate the extended price plus adjustment. 

You can add comments or documents on the Payout page for adjustment documentation. 
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Form E-139 Certification of Subcontract Payments to tier subcontractors 
Subcontractors who have further subcontracted (tiered) contract items will also need to process 

Form E-139 Certification of Subcontract Payments. Utilize the method outlined below to 

accomplish the payment process for the tier subcontractor(s). 

Left-click the   icon. 

From the drop down select   

 

 

 

Go to the applicable contract (project) by entering the project number in the 

 field 

Click on the  tab 

The following screen will appear: 

 

From this point, the procedure is the same as detailed above. 

At the top of the screen select .   

 

Once you have saved, you will be able to view the E-139 by left-clicking on in the Reports 

column.  The following screen will appear: 
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Use the tool bar  

at the top to determine what you will do with this page.  The icons for the tool bar are shown 

below with a description of each. 
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Form E-139 Subcontractor Approval 
The subcontractor will need to log into iCX and approve/acknowledge receipt of the payment.  

Left-click the  icon to open the drop down and select Subcontractor.  

  

 

 

 

 

Use the Select Contract Intelligent Search feature to locate the desired contract. 

 

 

The Payment Acceptance tab will list the payment(s) made to the firm for this subcontract. 

Click the  to view the items being paid. Click to close the details screen. 

 

 

 

Enter the date received to Acknowledge 

payment.  

 

To Accept payment, select the Subcontractor Acknowledgement box  on the main screen and 

select   
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You will receive a pop-up message requesting a second approval.  

 

Please note that if there are any concerns, questions and/or issues with the payment, please do 

not select Approval  enter only the date to acknowledge receipt and follow-up with the prime 

(“Payor”) and/or the appropriate WYDOT personnel. 

 

The payment acceptance log will show the approval date and the approver name. The E-139 

will also show the approval information.  

 

 

 

 

Subcontract Payments Report 
Prime contractor companies may access the Subcontract Payments Report to verify prompt 

payments made to, or confirmed by, subcontractors.  To access the Subcontract Payments 

Report select the  icon and  as shown. 
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Enter any three characters of the desired contract number in the Select Contract window or 

select the contract from the dropdown list by clicking on . 

 

Select the contract number  at the top of the listed subcontracts, Select  

icon and 

 

The Subcontract Payments Report will generate. 
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Use the tool bar 

 
at the top to determine what you will do with this page.  The icons for the tool bar are shown 

below with a description of each. 
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Construction Summary 
iCX Construction Summary provides contractors (and first level 

subcontractors) an overview of WYDOT’s construction 

documentation of a contract. 

To access the iCX Construction Summary, login to iCX. 

 

 

Ensure user Options is set to Construction Dashboard to access all active construction projects 

via the iCX Dashboard. 

 

 

 

 

From the Dashboard, if the contract is on the Dashboard, select the Construction Summary 

(below, left) option for the desired contract to access the Construction Summary.   

 

 

 

 

If the contract is not yet listed on the Dashboard, select  

then  .  Under the  heading 

and use the Select Contract Intelligent Search feature to locate the 

desired contract.  Once the desired contract has been accessed by 

the user for the first time, the contract will appear on the 

Construction Dashboard for quicker access. 
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Pay Estimate Report - All Items (Submittal Form) 
Pay Estimate Report – All Items (Submittal Form) may be accessed by contractors and first 

level subcontractors by selecting the  icon and select . 

Enter any three characters of the desired contract number in the Select Contract window or 

select the contract from the dropdown list. 

 
 

Once the contract has been selected the Summary tab page will appear as shown. 

 
 

Toggle the  icon next to  to expand the Pay Estimates that are available for 

this contract.Note:  If there is not an  icon next to Pay Estimate there are not Pay Estimates 

created for this contract. 

Left-click on the desired Pay Estimate number and date.  ie:  

 

  

 

 

 

 

 

 

 

 

Select   and  . 
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The All Items (Submittal Form) report for the selected pay estimate will appear.  Please note:  

This report is a preliminary estimate unless “OFFICIAL COPY OF CLOSED ESTIMATE” 

appears in header as indicated. 

 

 

 

Use the tool bar  

at the top to determine what you will do with this page.  The icons for the tool bar are shown 

below with a description of each. 
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Monthly Status of Contract Time Report 
Monthly Status of Contract Time Report may be accessed by contractors and first level 

subcontractors by selecting the  icon and . 

Enter any three characters of the desired contract number in the Select Contract window or 

select the contract from the dropdown list. 

 

 

Once the contract has been selected the Summary tab page will appear as shown. 

 

 

Select  and .  The Monthly Status of Contract Time report will 

appear as shown. 
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Use the tool bar 

 
at the top to determine what you will do with this page.  The icons for the tool bar are shown 

below with a description of each. 
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Change Orders 
The resident engineer will specify the contract number, the project number(s), and change order 

number(s) and date(s) of change orders that need contractor review and approval in iCX.   For 

the following example, Change Order #1 dated 01/20/2016 on contract I802197, project NHPPI-

I802197 needs approval.  If a contract has multiple projects, the contractor may need to approve 

multiple change orders under a single contract. 

Login to iCX. 

 

 

 

 

Ensure user Options is set to Construction Dashboard to access all active construction projects 

via the iCX Dashboard. 

 

 

 

 

From the Dashboard, if the contract is on the Dashboard, select Change Order option for the 

desired contract to access the Change Order tool.  

 

 

 

 

If the contract is not listed on the Dashboard yet, select Menu>Change Order, and use the Select 

Contract Intelligent Search feature to locate the desired contract.  Once the missing contract has 
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been accessed by the user for the first time, the contract will 

appear on the Construction Dashboard for quicker access. 

 

 

 

Once the Change Order tool opens, selecting the contract 

number, I802197, in the Tree Structure in the left window will 

reveal a summary of 

all change orders on 

all projects for the 

selected contract.  

 

 

 

 

Selecting the project number, NHPPI-I802197, in the Tree Structure in the left window will reveal 

a summary of all the change orders on the selected project.  

 

 

In the contract Tree Structure on the left side of the Change Order tab, left-click to select the 

Change Order # - date specified by the resident engineer.  For this example, change order 1 - 

01/20/2016 is ready for contractor review and approval.   
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Selecting the Change Order # –  XX/XX/XXXX will reveal the 

contents of this specific change order.  Note in the Tree Structure 

of the selected change order the entry 801 – CHANGE ORDER - 

#1; all changes to a contract will be marked or highlighted in red.   

 

 

In the right window, the Summary and Documents tabs contain the 

remaining information related to the change order.  The Approval tab contains the electronic 

approval for the change order.   

 

 

 

 

 

Review the change order contents.  If a change order description indicates an existing bid item 

is being eliminated from the contract, the original bid item shown under the Construction 

Summary tab will be marked as Eliminated in the Item Details tab from as shown below.  Select 

the  icon to open the drop down:  

 

 

Then left-click on  and select the project number again to open the following screen: 
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Left-click the  next to  .  This will open a tree from which to select the item number.  

Click on the item number to open the following screen: 

 

Any previous payments for completed work on an Eliminated items will be subtracted from the 

original ledger entry (see below), and placed in the new 801 – Change Order category once the 

change order is approved. 

 

To approve the change order, click back to the  tool tab. 
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Click on the Approval  tab, On the Contractor line 

select the dropdown for Approval and select Approval 

option.  Select  

 

 

 

 

 

Selecting “Approve” will populate the Approval Name and Approval Date.  

 

 

To add notes regarding the approval select the icon enter text and select   . 
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To add documents select the Documents tab and right click to add document as described 

previously.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When document is loaded select document type, add description and select 

 

Notify the resident engineer the change order has been approved. 

If a change order is approved, but not published, and you change your mind on the approval, 

remove the Approval and select.  Notify the resident engineer that the change 

order has not been approved. 

 

Once the change order is approved, the resident engineer will Publish the change order to the 

contract and the added/changed bid items will be appear under the contract Ledger in the iCX 
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Construction Summary of the project.  See below.  The contents of the change order will remain 

under the Change Order tool. 

 

To 

view 

the 

change order report select the icon in the change order tool header and a report will be 

generated. 
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Fuel Adjustment Affidavit 
Effective October 1, 2017, all Fuel Adjustment Affidavits must be completed in iCX/CMS.  The 

Fuel Adjustment Affidavit MUST be completed within 14 days of the issuance of the Notice To 

Proceed.  In order to complete the Fuel Adjustment Affidavit in iCX, user must have either 

“Administrator” or “Construction Summary” assigned to their security rights.  See section iCX 

User Accounts of this document for instructions on how to edit an employee’s security settings.

 

 

● Log in to iCXWeb. 

● In the upper right hand corner, select the   icon 

● In the drop down menu   select   

The Construction Dashboard will appear as shown below.   

 

● If contract you are trying to access is not on the Construction Dashboard, see section 

Construction Dashboard of this document for instructions on how to locate a contract 

within the application 

● If the contract is on the Construction Dashboard, select  

● When the Construction Summary environment opens 

 

● Left-click on “Ledger”   (click the word, not the node ) 

 

● Next, select the Fuel Adjustment Affidavit  tab. 
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The Fuel Adjustment Affidavit tool will open as shown below:  

 

● Toggle the desired/applicable  options 

● Enter dollar values for Diesel and Unleaded  

● Toggle applicable  options 

Before toggling , double check and ensure that all desired options and 

dollar amounts entered are correct.  Once you have toggled , options 

and dollar amount are set and no changes can be made. 

Once you toggle , go to the top of the screen and select .  

After selecting  , the three fields at the bottom  

will automatically populate. 
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Ledger Report 
The ledger report is available to prime contractor and first tier subcontractors for any contract 

with which they are involved. 

Ledger Report may be accessed by contractors and first level subcontractors by selecting the 

 icon and . 

Enter any three characters of the desired contract number in the Select Contract window or 

select the contract from the dropdown list. 

 

 

Once the contract has been selected the Summary tab page will appear as shown. 

 

Left click on the word Ledger in the tree structure. 
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Left-click on Reports and select Ledger Report. 

 

User can search based upon dates selected in date windows. 

 

Left-click the  icon and the complete bid item list for the contract and their 

descriptions will display.  Left-click on bid item(s) desired, items will turn gray when selected. 

(hold down on Ctrl button while selecting to select multiple bid items.)  Select . 
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Left-click on the   icon and the Ledger report will display item(s) selected.  

Ledger Report will display information to properly document construction activities on a given 

bid item. 

 

 


