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INTRODUCTION

The following guidelines discuss the workflow and for documents and correspondence submitted and
stored in Doc Express.
The structure is set up as follows:

e Every Contract in Doc Express is similar to a filing cabinet.

e Within a Contract, there are multiple Drawers.

e Consultants will always submit documents initially to the “RSCH - CONSULTANT
SUBMISSION” Drawer within the applicable Contract.

e Drawers have Types which allow the user to identify or mark documents based on content.

e More than one type may be selected for a single document.

e The Project Manager, who will be a Research staff member, will be responsible for moving
all Consultant submitted documents to the appropriate next step Drawer and thus
initiating the workflow process appropriate for that document.

e Some Drawers have a designated workflow allowing a user to review, approve/reject, and
pass the document to another user for review and approval.

e If action is needed from the Consultant within this workflow, they will receive a notification
(full instructions regarding notifications can be found on page 4).

e Other Drawers are simply for document filing/storage.

Accessing DocExpress
Consultant and Universities —

To sign up for Doc Express please follow the instructions within Appendix A.
ARDOT Employees —

Research Administration will send out an invitation to create an account. This invite will be
delivered by InfoTech to theuser’s first.last@ardot.gov email account. These invitations should not be
forwarded because an accountset up using a forwarded link will not be associated with ARDOT’s
organization in Doc Express. Once a user sets up an account, Research Administration will place the user
into appropriate groups and grant the user drawer access.

Signing Doc Express Documents

Documents can be signed electronically using the checkbox feature within Doc Express. All
submittals that require a signature must be submitted as a PDF. This will allow a signature page to be
included at the end of the document. If another file type is to be sent, it should be uploaded as a
supporting document to the PDF submittal.

Notifications

It is important to turn on notifications when you first set up your Doc Express account. Be sure to
select the options shown below for Progressed, Completed, and Rejected Documents. Note that all three
have a different notification type selected. The types shown below are the best combination for
Consultants working with Research to receive needed information and updates. Using the preferences
shown below you will be notified when your action is needed on a document, when a document
associated with your contract has been completed, and when a document you have worked on has been
rejected somewhere in the workflow for any reason.
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[ «—EI| } DocExpress X+ - [m] X
R O] 8 https://docexpress.com * {E r = .-

A mvaccount  Locout

Notifications

Progressed Document
Email me when a document has pr

Completed Document Rejected Document
Email me when a document workflow has been Email me when a document has been rejected
mpleted.

ON ON
ON

. all documents | have access to . all documents | have access to

O all documents | have access to

. documents | have worked on O documents | have worked on

O documents ready for me to work on

. documents ready for me to work on

. only documents | submitted

wers to limit the notifications you receive Select types or drawer.
ers to limit the not

to limit the notifications you receive

B any typels) B any type(s)

B any type(s)

or or
or

|! any drawer(s) |! any drawer(s)
[! any drawer(s)

. Limit notifications to only my favorite contracts . Limit notifications to only my favorite contracts
EMAIL USERS . Limit notifications to only my favorite contracts
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SUBMITTING ADOCUMENT

1. Selectthe RSCH - CONSULTANT SUBMISSION drawer in the appropriate Contract. In this
example the selected drawer is RSCH - CONSULTANT SUBMISSION and is in the RSCH — TEST
CONTRACT job contract.

% @} Docexpress | B Docixpress = - B =
& 5 O A A bpdocesreson s4 m» = £ ©
= ‘ MY ACCOUNT LOGOUT
commers. RSCH - TEST CONTRACT Ean
Testing template drawers and groups ,
R
R
< LOS
2. Click the Submit Document button found on the upper right of the screen.
| ¥ DocExpress |E DocExpress 5 ‘ €L o = =
< > 0O @ O https://docexpress.com/drawers/42864 e e 7. &

= . MY ACCOUNT LOGOUT

RSCH - CONSULTANT SUBMISSION

CONTRACTS Search for documents

RSCH - CONSULTANT SUBMISSION Submit Document | BRCTEITRS
DOCUMENTS RSCH - TEST CONTRACT - Testing template drawers and groups.
i
ull
DASHBOARD
;“ Support Hours: 7:00 AM - 8:00 PM Eastern
TEMPLATI Phone: 888 352 2439 / Email: support@docexpress.com
GROUPS
L]
TEMPLATE
DRAWERS
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3. Title the document and choose the file to attach. Adding a comment is optional if there is a Type
that is applicable for the document. If the Type most applicable is vague (examples: Misc., Letter,
Request, Data), please provide a brief description in the Comment box. Click Save.

-} @I B DocExpress v & ‘ 3 DocExpress ‘ +  w — o
< = O w D) hitpsy//docexpress.com/drawers/42864/documents/ney ke = 71 =2

A wvaccount  LoGou

/ New Document

&€ Wantto Upload Multiple Documents?

New Document Save
“ Title Comment
= Project X Contract |
el
DASHBOARD * Types
x Contract
* Attachment
Browse ..

Only PDF files are allowed in this drawer

Supporting Documents

Add a supporting document?

[0 By checking this box | am electronically signing the attached document.

Share Feature

When you add a document to the submission drawer, it is vitally important that you share this
action with the Research Project Manager. The share feature allows a URL to be sent via email so the
recipient can easily find the document. A brief description of the document should be included in the e-
mail.

Ekﬁ|)Du(Exprsss X‘EIDcxfxprr;s; ‘Jr ~ - O x
& = O M B httpsy//docexpress.com/drawers /42664 T:’ 3‘\5 L

= A  MYAccounT  LoGouT

CONSULTANT SUBMISSION

'

CONTRACTS

B RSCH - CONSULTANT SUBMISSION

DOCUMENTS RSCH - TEST CONTRACT - Testing template drawers and groups.

Submit Document
™

] Project X Contract [Contract Received

Arkansas Department of Transportation 1 @
DASHBOARD

Revert Transition

0 comments 0 supporting documents

Jan  02:42 PM EST Received
31  cocument pubiished to RSGH - TEST EXEGUTION  drawer. 2 e
2019 Arkansas Department of Transportation - Bethany Stovall

Support Hours: 7:00 AM - 8:00 PM Eastern
Phone: 888 352 2439 / Email: support@docexpress.com

6| ARDOT




When the box containing “Email to...” is clicked, a list containing all users with access to that drawer
is populated. If the intended recipients are not in this list, they will not be able to view the updated
document. In that case, they can be mailed or emailed the document as an attachment to those
recipients without Doc Express access (county judges, mayors, etc.). If the recipient needs access to Doc
Express, direct them to the “Accessing Doc Express” portion of these Guidelines.

& # DocExpress x 3 v
& = O f By hitps//docexpress.com/drawers/42264 * = L e

X
Share Document

Drawer access required to view document

Email Users

Email to..

Copy this URL to share

https://docexpress. com/documents/67 7990
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CONSULTANT ACTIONS

Once a document is submitted to the RSCH — CONSULTANT SUBMISSION drawer, you will be alerted via
email when further action is required. In the example below, an email is received to alert the user that a
document has entered a step in the workflow that required their attention.

1. Click on the document name in the email to be taken to the Doc Express site to see what action needs to
be completed.

Thu 1/31/2019 1:42 PM

Doc Express <notifications@docexpress.com>

RSCH - TEST CONTRACT | Task Order Submitted | Project X Contract
[ Stovall, Bethany

& If there are problems with how this message is displayed, click here to view it in a web browser.

» DocExpress’

FPaperless ntracting

Bethany Stovall,

RSCH - TEST CONTRACT Testing template drawers and groups.

Project X Contract Test Contract

Arkansas Depa Tansportation

Task Order Submitted
Arkansas Department of Transportation - Bethany Stovall - 01/31/2019 02-42 PM EST

The submittal 1s ready for further review and action.

If vou do not wish to receive notifications, please visit your Dioc Express Notifications to disable them
Please do not reply to this message.
If you have questions please contact customer support +1 888-352-2439.

You are taken into the appropriate Contract and Drawer directly to the applicable document. Here you can
see what steps have been completed. In this example, the step is “Task Order Submitted”. The name of the
Steps will vary depending on the type of document.
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2. Click on Version 1 (current) to view the document.

-] EII % DocExpress * ‘ + v - m}

¥ = L B

N

= 0D 6B B httpsy/docexpress.com/document:

= ‘ MY ACCOUNT LOGOUT

3

L
CONTRACTS Project X Contract [Festcontac B DUIED SHOited

Arkansas Department of Transportation Transition  Actions ~

0 comments 0 supporting documents
1 DOCUMENTS
Jan == gl Order Submitted
= 3 Version 1 (current)
ull Arkansas Departme

DASHBOARD

of Transportation - Bethany Stovall
- CONSULTANT SUBMISSION / Project X Contract

Support Hours: 7:00 AM - 8:00 PM Eastemn
GROUPS Phone: 888 352 2439 / Email: suppori@docexpress.com

The document will populate the screen and can be reviewed. Click the Actions button in the top right corner to
see what Transition options are available to you. There will generally be two transition options: Signed and
Rejected. If there is a reason the document cannot be signed and needs to be altered in some way, a comment
must be detailed in the box provided on that screen. Rejection starts the process over from the beginning. It is
required therefore that the Project Manager from Research be consulted prior to rejecting a document to ensure
that is the needed action.

B = ¥ Docexpress 3¢ | 4 — m} X

<~ —> O ﬁh &) https;//docexpress.com/documents/677993 ﬁ 5“5 ﬂ‘, [_Q

Transition Document

Status

Signed by Consultant
Rejected

Supporting Documents
Add a supporting document?

Save Cancel
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3. When the Signed by Consultant status is selected, a box to sign will appear. To sign you must enter your
name exactly as it appears in your Doc Express account, or it will not be accepted.

ﬁt—fl‘)Dochpress ><|+v - | X

& S O @ B hitpsy/docexpress.com;dor

Transition Document

* Status

Signed by Consultant

Comment

Supporting Documents
Add a supporting document?

Bethony Stwall

By checking this box and entering my name above, | am
electronically signing the attached d it

Cancel

You can now see that the document has progressed to the next step in the process.

(=] El % Docexpress X S — m] *
s O @ B hitpsy//docexpress.com/dor ‘;f( SAE & @

A  wvAccouNT  LoGOUT

B Project X Contract [fesiiContrac: Signed by Consultant

Arkansas Department of Transportation Transition  Actions ~

0 comments 0 supporting documents b
04:08 PM EST Signed By Consultant

Document transitioned from Task Order Submitted to Signed by Consultant.
Arkansas Department of Transportation - Bethany Stovall Electronically Signed (Confirm and type name)

Support Hours: 7:00 AM - 8:00 PM Eastern
Phone: 888 352 2439 / Email: support@docexpress.com

4. Remember to Share your action with the Research Project Manager by selecting Actions>Share.
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FLOWCHARTS

The process for any submittal will follow the same basic process shown below.

Baslc Process for All Documents In Doc Express

Consultant uploads to
'Consultant Submission”
Drawer.

Document ready
for processing.

PM publishes doc
to appropnate
Drawer for needed
process to beqgin.

Further action
eeded on doc?

Doc Express will

alert the next PM publishes doc to
person in the appropriate Drawer for
process. rage or to next Drawe

l in process.

Doc Express will
advance doc
through Work Flow
of Drawer by
alerting applicable
parties.

| )
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The PM in the Research Section who is assigned to a particular contract will be responsible for setting the
document in the correct Drawer and on the right workflow path. The workflow is set by Research according to
what actions are needed. As an example, the following chart outlines the workflow of the “RSCH — Execution”
Drawer, which is the first workflow process for all contracts with Research after they have been submitted into
Doc Express. After each action in the workflow, Doc Express will alert the appropriate parties for the next step
in the process.

Work Flow of "RSCH - Execution™ Drawer

ontract is in Do PM transitions conftract

xpress Submission and publishes o
Drawer, waiting for Execufion drawer.
¥
-
Motice sent to Deputy Director &
Consultant, doc : : :
: Chief Enginser will
rea_d'f for their review/initial
signature, )
\ ,1, *
rrRe.t:.:eard"l raviews -
doc, ready to be Dgﬁil.é? Directic;irg&
sent for required DFﬁUcepra-.-ﬂqtll
. ARDOT review/initial.
signatures.
) L 4
- ™
System
Information & T Director
Research Division will review/sign
Enginser will .
review/initial doc.
\. /

T !

e ™
Assistant Chief
Engineer - publishes Contra
Planning will
review/initial.
9 J

S
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APPENDIX A: CREATING AN ORGANIZATION ACCOUNT IN DOC EXPRESS (For use by
Consultants and Sub-consultants.)

For a company to sign up for Doc Express please follow the instructions below.

1. Go to www.docexpress.com and click on Register

An e-Construction solution for documents

Stop searching for lost or damaged paper.

The Doc Express service can Imprave your processes as part of your e-construction Initiative.
See how it is helping lowa DOT reach its paperiess contracting goals

Paperless contracting

Filter and sort electronic documents quickly and get your hands on what you need. All stakeholders will always know the status of
a document without the hassle of a VPN or FTP

2. Complete all the required fields in the My Info and My Business section. (See example below)
IMPORTANT: The first person that signs up your company is the administrator of the account.
This person will be responsible for inviting the other employees of your company. Only ONE person
with your company should register with Doc Express. If the company only has one e-mail address, the
name on the account must be an officer of the company.

Login or Regiser o]

Welcome to Doc Express registration

MY info The Info Tech Doc Express sarvice is & paperess conlracting
document exct
" First Name * Password
|
. he hassle of an FTP site. The sarvic
Last Name Password Confirmation documents for the life of a project and beyond, and maintain an onfing audil trail
* Emall * Question Doc Express service features Dot Expresa service benefits
] Husled, wab-basad service
Nex VPN or FTP required - €y
* Email Confirmation S infamal and extarnal proje
Easy In Betier communication
papes, lewer copes
Contractors submit once
¢ Emai natification of decument status
My Business Accounlabely is easy - just view the
Elecironic signatsres actvity Iog
- Name “ City Dy basck-ups. Ir
9% wptimo
Filtering/sorfing for all docs
" Phone * State
Rigad-only access for stakeholders
 Address Postal Code s )
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3. In order to invite the other employees of your company, click on Invite Employees. (See example
below) They will receive an e-mail from Doc Express inviting them to accept the invitation. They
should then complete the My Info section.

Elisha Wright-Kehner m L Arkansas Depariment of Transpaoriation

Email elsha wright-kehmer asdel gov ’ (53i I\I-’_,{}g..dga.{

Mobile

Phone {501) 5692074

Fax

4. Please note if any notices are sent to your account regarding a Digital ID, please disregard. A Digital ID
is not required at this time.

5. If you have any questions, please feel free to contact Doc Express at 888-352-2439 or
support@docexpress.com or ARDOT Research Section at research@ardot.gov or (501)569-4922.
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APPENDIX B: ADDING USER ACCESS TO A PROJECT (For use by Consultants and Sub-
consultants)

1.

oukwnN

9.

Log into Doc Express
In top right, click “My Account”.
Click “Invite Employees”
Enter employees’ email addresses
Click “Invite Employees”
Wait for employees to activate account
a. Employee will receive an email from InfoTech Express — this email contains a link to
set up a Doc Express account. Each employee will get a unique link that must be used
bythe employee it’s addressed to.
b. Manager will be notified by InfoTech Express when the employee accounts
are activated.
Return to Doc Express. While in the “My Account” screen, click the button in the top left with

3 bars ( ) and select “Doc Express”.

Select the Contract you want to grant employees access to. You can select a contract by clicking
on the job number/name.

Click the “Actions” button in the top right and select “Manage Access”.

10. Click “Add Organizations/Users”.

a. Type in your company’s name, click “Search”. Select your company’s name from the list,
then click “Next”.

b. Search for the employee name you wish to add and select the employees you wish to
add. At the bottom of the list of employees there is an option to “Grant Access to All
Drawers”. Selecting this option will give your selected employees access to all the
drawers on the Contract. Either way, you'll be given the option later to grant/revoke
access to individual drawers later.

Add Agency Users To Contract TESTSUG

smith

John Smith

O Grant Access To All Drawers?

0 selected

c. Click “Save”. The selected employee(s) will be granted access to the contract.
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11. Employees will be assigned the “Associate” role. You will be able to turn On/Off all the
drawers available to you. The “Enable Downloads” option will need to be checked to allow the
employee to download/view documents in the drawer. If this option isn’t selected, the employee
will be able to submit documents in the drawer, and they will be able to download/view the
documents they submitted, but documents submitted by others will be unavailable to them.

Manage Access
@ Contract access updated successfully.

MName CON - Correspondence - Contractor Submittal @
John Smith © User -

O Enable Downloads

12. The prime consultant may add sub-consultants to a project by following steps 8 through 11. The
prime consultant will not be able to select the subcontractor’s organization untilthe
subcontractor has created his/her account in Doc Express as described in Appendix A.
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