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The purpose of this Quick Reference Guide (QRG) is to provide guidance to Design Reviewers, Designers, Construction
Program EHSs, Inspectors, and Contractor Contacts to navigate various techniques in the DOTA Veoci® processes. The
primary process steps covered by this QRG, and a quick link to each, include:

=  Module Navigation = Hide/Show Toolbox

=  Filter Dashboard Lists =  Exporting PDFs

=  Minimize/Expand Sections = Reassigning Individuals

= Date Auto-population = View Previous Document Versions

=  Add/Remove Locations from Map Fields

@ nNote: Access permissions may vary and not all users will have access to the rooms, dashboards, or workflows
identified herein.

@ Please note, this is a living document and is continually updated to reflect the most current version of Veoci.®

|. Module Navigation

1. Click on the Main Menu icon (displayed as = ) and under Rooms enter the airport of interest in the ‘Search All
Rooms’ search bar and select the ‘Construction Program’ room (e.g., OGG - Construction Program).

— W HDOT - Hawaii Department of Transportation

Home

Main Menu x

> Start a Room

Home

My Dashboard

Bookmarks

Rooms

Threads

Change Organization

ROOMS -

Search All Rooms

(OGG Construction| ¥ Q I

OGG - Construction
Program

HDOT - Hawaii Department of
Transportation

® OGG - Environmental

HDOT - Hawaii Department of
Transportation

Updated October 13, 2023 Page 1 of 10




Getting Started and General Information QRG »
veoct

a. After previously using rooms, select the Environmental room name under Recently Active Rooms on the Home
page.

" HDOT - Hawaii Department of Transportation

Welcome to Veoci. We're glad you're here. Here are a few links to help you get started:

Access our Getting Started Guide

Manage Account Settings
Edit Your Profile
Dashboard: VIP Room

RECENTLY ACTIVE ROOMS

@ OGG - Environmental

() If a project spans multiple airports, it will be created in the Multi Airport room.

Notice that in this example the room is labeled as OGG — Environmental; enter the Construction Program from
the OGG Environmental Dashboard, as indicated below.

OGG Environmental Dashboard [0 ®

Tunie /| T - flavan Dopar Bicil wn e, | cogeeoi g - Environmental Grou... /| OGG - Environmental

; Members v

Links

Tenant Program

MNavigate -

Facility Program

Navigate -

Spill Reporting and lllicit Discharge ...

Navigate -

Navigate - Construction Program

Roorm Map: OGG

Navigate - Stormwater Structures and PBMPs ...

(D Upon entering the Environmental room of any airport, click Navigate - Construction Program to enter the
Construction Program under that airport.

2. From the airport’s Construction Program Dashboard, new construction projects can be created under Create New,
existing projects can be viewed under View, and helpful links can be found under Links.

- Construction Program [ ©
Home / HDOT - Haweall Department Of Tran... / Engineering - Emvironmental Grou... / OGG - Environmental ¢ OGG - Construction Program

New ~ Edit - Tools ~ View ~
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a. The status of Reviews and Inspections for the airport can be found in their respective tiles by scrolling down.
b. Outstanding Deficiencies identified during inspections for the airport can be found at the bottom of the page.

i Contractors will interact with a different dashboard to upload their corrective actions. This can be viewed

by selecting the View drop-down menu at the top of the page and selecting Construction Deficiencies Not
Corrected.

| Construction Deficiencies Not Corrected |

Construction Program (cuirent) I
- 1

|l. Filtering Dashboard Lists

1. Open projects can be found in an airport’s Construction Program Dashboard or Inspections with Open Deficiencies
Dashboard by typing the Project Title, State Project Number, or TIP Number into the Filter Grid Data search bar.

Inspections with Open Deficiencies & ©
Home / HDOTA - Hawaii Department Of Tra... / Contractor - Environmental

2 Members v Tools ~  View ~

Pre Construction Inspections with Open Deficiencies

Inspection Report Issue ... b Next Deadline: - Corrective ... # of Deficiencies. # of Actio. Project Details - Project Title Project Details - Airport Project Details - State P... Pl

2023-Oct-12 2023-Oct-12 1 1 Your Construction Project Molokai Airport (MKK)

2. Dashboard tiles will be filtered to only show open workflows.

a. Toview all relevant workflows for a project, including closed ones, select Project Database under View in the
airport’s Construction Program Dashboard.

Construction Program 0 ©

Home / HDOT - Hawaii Department Of Tran... / Engineering - Environmental Grou_.. / OGG - Environmental / OGG - Construction Program

Members v New - Edit ~ Tools ~ \View ~

i Create New H = View

B B
Manual
Construction Design Review — o -

i Find the existing project by typing the Project Title, State Project Number, Type, or TIP Number into the
Filter Entries search bar in the top, right corner.

ii. Once the project’s entry is open, expand the Associated Processes section to view all Construction
Design Submittals, Contractor Document Submittals, and BMP Inspections.

Associated Processes
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b. To view all Construction Design Reviews or Contractor Document Submittals for a specific airport, select
Document Submittals All Records or Design Submittals All Records under View in the airport’s
Construction Program Dashboard.

Document Submittals All Records - OGG
Design Submittals All Records - OGG

2022 Construction BMP Trainings - All Alrports

2021 Construction BMP Trainings - All Airports

l1l. Minimize/Expand Sections

1. Some sections may be minimized to reduce clutter in a workflow. To expand a section, click on the down arrow.

Date of Entry REQUIRED

| 2022-09-28 | ®

Project Information

2. To minimize an expanded section, click on the up arrow.

Project Information

*Project Title RECQUIRED

Type REQUIRED

| Tenant Improvement v |

*TIP Number

0GG-768 B

IV. Date Auto-Population

1. To set a date field to the current date, click on the clock symbol to the right of the field. The field can still be
changed at any point before submission.
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Airport REQUIRED

Kahului Airport (0GG) X @) ]

Airport Code
0GG g

Date of Entry REQUIRED

| 2022-11-11 |

V. Add/Remove Locations from Map Field

1. To add a Project Location or Staging Location, either:
a. Type inthe physical address.

b. Click on Select from map to choose the location from a satellite map.

Project Location

[ Select from map -+ Add Location

In the pop-up window, click on the map to identify the location or select the magnifying glass to enter an
address.

ii. To remove a location, click on the — symbol or select Clear All.
Select Location

1.30946569477158,
F157.92713642120364

Clear All

c. Select the GPS symbol to populate the user’s current location.
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Project Location

Lo @]

[ Select from map -+ Add Location

2. To add an additional project or staging location, select + Add Location.

3. To remove a project or staging location, select the — symbol.

Project Location

| 21.31402380160661, -157 927013039588% | .@

| 21.3126464474194836, -157.925553¢ ‘ @ E

VI. Hide/Show Toolbox

veoci

1. While working in a form or step in a workflow, the Toolbox can be used to view project information, switch between
steps, export PDFs, or reassign individuals. Click on Show Toolbox on the right edge of the screen to expand the

Toolbox menu.

itted. Based on my ing
ificant penalties for

-

Show Toolbox

2. Click on Hide Toolbox on the edge of the screen to hide the Toolbox menu.

Updated October 13, 2023

° Project Information (Design Reviewer)

Project Information (Designer)

Exempt Project Review (Design Reviewer)

Exempt Project (Concurrence)

PBMP Variance (Designer)

PBEMP Variance Review (Design Reviewer)

PMBP Variance (Concurrence)

LID PBMP Infeasibility & Waiver Screening (Designer)

LID Feasibility & Waiver Screening Review Step (Design

[ 5 R S
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VII. Exporting PDFs

@ Reports can be exported to a PDF for internal review before submission through Veoci.®
1. Click on Show Toolbox on the right edge of the screen to expand the Toolbox menu (see Section VI above).

2. Inthe Toolbox menu, click on Info, select the PDF icon, and select the applicable report. Popups might need to be
unblocked for this to work. The report will be downloaded as a PDF.

QUICK ACTIONS

s o e &[a]

STATUS STEP

In Progress Design Review
(Concurrence)
Select a Print View
WORKFLOW ENTRY ID
Construction Design #21790 Design Review Comments
Review

() Popups may need to be enabled for this process.

@ Use the PDF icon for the best formatting results. The printer icon may result in formatting errors.
VIII. Reassigning Individuals

1. To reassign a specific step in a workflow or form to a new individual:
a. Click on Show Toolbox on the right edge of the screen to expand the Toolbox menu (see Section VI above).

b. Inthe Toolbox menu, click on Info, then select the Reassign button. When prompted, identify the name or
email of the person who should be responsible for this form or workflow step. They will receive an email
notification that this has been assigned to them.
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QUICK ACTIONS

Ok & @

STATUS STEP
In Progress Project Design
Submittal (Designer)

WORKFLOW ENTRY ID

Construction Design #20325

Review ‘
CREATED BY MODIFIED BY

STEP DURATION DURATION

19 days 151 days

ASSIGNED TO ENTRY Qr coDE @@

mIE
2. To update the roles and contact information for a project (e.g., a new design consultant):
a. From the airport’s Construction Program Dashboard select Project Database in the View tile.
Construction Program [0 ®
Home / HDOT - Hawaii Department Of Tran. / Engineering - Environmental Grou_. / OGG - Environmental / OGG - Construction Program

Members v New ~ Edit ~ Tools = View =~

iii Create New # Vi H # Links

Construction Activities Best Management Practice Field
Manual

Post-Construction BMP Manual

b. Find the existing project by typing the Project Title, State Project Number, Type, or TIP Number into the Filter
Entries search bar in the top, right corner.

() If a Construction Design Review, Contractor Document Submittal, or BMP Inspection workflow is already
open, select View Source Entry in the Project Information step.
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Airport

Kahului Airport (OGG)
Airport Code

OGG
*Project Title

OGG Baseyard Building Improvements
*State Project Mumber
CM1923-33
Type
State Project
*TIP Mumber
<MNo Value=
Project Status
In Construction
Project Acreage
Less than 1 acre

View Source Entry

c. Once the appropriate project entry is opened, view the current project roles by expanding the Contact
Information section.

Contact Information i
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d. To update or change contacts, select Edit in the bottom, right corner.

entries are necessary.

Contact Information
‘Contact Information

= Project Role Contact Name Contact Email

[ Design Consultant

@

Construction Contractor

CM

O
(]
[0 TenantRep
(]
O

Contact Phone

Other Phone Numbers

-

3. Once the contacts are updated, select Update in the bottom right corner.

¥

veoci

Select + Add More if additional contact

~

Company A

= List chi Flelds

@ click Update before continuing to edit locked fields. If Update is not clicked, the field will return to its default

value.

IX. View Previous Document Versions

1. The most recent version of submitted documents will be linked in the project’s Project Database entry. Previous
versions of all documents can still be viewed in the Construction Permit/Document Database. From the airport’s
Construction Program Dashboard, select Permits/Documents under View to find construction permits and

documents.

> ] Construction Program 0 ©
Home / HDOT - Hawall Departrent OF Tran... ¢ Englneering - Emdronmental Grouw. .

New -~ Edit ~ Tools ~ View -~

HML - Envronmenital

HML - Construction Program

2. Inthe Construction Permit/Document Database, use the search bar in the upper, right corner to find a specific
project. Documents can be organized by Document Type and Date Uploaded. Clicking on the File Attachment link
will download the file. Clicking anywhere else on the row will open the document’s entry in the database and may

contain additional information.

Construction Permit/Document Database - HNL [

Home / HDOT - Hawail Departrment Of Tran... / Engineering - Environmental Grou.. / Construction Permit/Document Dat...

276 Filtered Entries « F
a 27676460 Entries @ VA Fites @9 MNew ~ Edit ~ View = Tools ~
D Project Name Document Type Date Uploaded
O Va SWPPP 2022-Dec-21
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File Attachment

SWPPP Rev2.txt

Description of Other Document =
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