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CONVERTING PROJECTS IN PROGRESS AND
DIVISION OF COMPLETED PROJECTS EXCEL SPREADSHEETS FOR

CAPITAL ASSET

MANAGEMENT & ONLINE APPLICATION

MAINTENANCE

The "Projects in Progress” and “Completed Projects” Excel Spreadsheets must be converted
to a Comma Delimited (*CSV') format prior to uploading to the DCAMM online application.
Steps are provided below to help guide through the process.

Note: It is important to use DCAMM's most recent versions of both the Project in Progress
and the Completed Projects spreadsheets. These are the ONLY acceptable versions of the
spreadsheets.

To obtain these most recent versions of the excel spreadsheets, please click the links below:
e General/Prime & Small Project Contractor — Projects in Progress
e General/Prime & Small Project Contractor — Completed Projects
e Sub-bidder — Projects in Progress
e Sub-bidder — Completed Projects

Contractors are required to convert the excel spreadsheets prior to starting the online
application. If your spreadsheets are not converted or uploaded correctly, it could prolong
the processing of your application. The file appearance will change after the file is saved.
Prior to converting the spreadsheets, the following edits must be made:
¢ NO commas can be entered anywhere into the spreadsheet. This
includes but not limited to:
o ProjectTitles
o Contract S Amounts
o Location
o Business Name
e DO NOT use the “Alt + Enter” command within excel spreadsheet cells
e Dates - Must be entered: (MM/DD/YYYY)

Part 1: Converting from a XLS to CSV (pages 1-2)
Part 2: Uploading spreadsheefts into the online application (pages 3-6)
Part 3: Deleting Upload Spreadsheets & Editing Projects (pages 7-9)

Part 1: Converting from (XLS) to (CSV)

Once you have entered and updated the information in the spreadsheets, follow the steps
below to convert from an (*.xls) to (*csv) file:
- To convert Projects in Progress excel spreadsheets files from (*.xls) to (*.csv) follow
the steps below:
1. Click ‘File’ in Microsoft Excel;
2. Select ‘Save As’;
3. ‘File Name:' must include: Company Name and Projects in Progress or
Completed Projects — see example below
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http://www.mass.gov/anf/property-mgmt-and-construction/design-and-construction-of-public-bldgs/contractor-certification/app-for-primegen-contrct-certif-of-eligibility.html
http://www.mass.gov/anf/docs/dcam/certification/prime-projects-progress.xls
http://www.mass.gov/anf/docs/dcam/certification/prime-completed-projects.xls
http://www.mass.gov/anf/docs/dcam/certification/subbid-completed-projects.xls
http://www.mass.gov/anf/docs/dcam/certification/subbid-completed-projects.xls

4. Click the ‘Save as type’ drop-down and select ‘CSV (Comma delimited) (*.csv)’

- highlighted in yellow:

Excel 87-2003 Workbook (*.ds)

Excel Workbook (*.xlsx)
Excel Macro-Enabled Workboolk (*.xdsm)

XML Data (*xml)

Single File Web Page (*.mht;*.mhtml}
‘Web Page (*.htm;*.html}

Excel Template (*xlt)

Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited] (*.txt)

Unicode Text (*.tt)

XML Spreadsheet 2003 (*xml)
Microsoft Excel 5.0/95 Workbook (*.xls)
CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.bd)

Text (MS-DOS) (*.bet)

CSV (Macintosh) (*.cswv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-In (*.xlam)

Excel 97-2003 Add-In (*.xla)

PDF (*.pdf)

KPS Document (*.xps)

OpenDocument Spreadsheet (*.ods)

Excel Binary Workbook (*.xlsh)
Excel 97-2003 Workbook (*.xs)

Figure 1.0
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File name: ABC Business Projects in Progress.csv,
Save as type: | CSV (Comma delimited) (*.csv)

Authors: derowley

4 Hide Folders

Tags: Add atag

Title: Add a title

Tools + [ save

|

Cancel

]

Figure 1.1
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File name: ABC Business Completed Projects.csv

Save as type: | CSV (Comma delimited) (*.csv)

Authors: derowley

+ Hide Folders

Tags: Add atag

Title: Add atitle

Tools - [ Save
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Cancel
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Figure 1.2

Now both the Projects in Progress and the Completed Projects excel spreadsheets are now
ready to be uploaded during the DCAMM'’s online application process.

2
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Part 2: Uploading the Converted Project Spreadsheets into the Online

Application

Projects in Progress:

On page 2 of 10 of the "Application Details” step, Applicants can upload a Projects in Progress
spreadsheet after converting the spreadsheet to a CSV format.

1. Click ‘Add’ button at the bottom of this page:

Step 3: Application Details » Page 2 of 10

Application Contact & — . e
1 Disclaimer- (e NP > Aiication Details RREEREE

5 Pay Fees 6

*indicates a required field.

| Projects in Progress

page.

enter your Projects in Progress in the table on the next page.

progress when you apply for re-certification next year.
The maximum file size allowed is 30 MB.

Name Type
No records found.

rca_| | sf—
Continue Application

For Applicants who have been previously certified by DCAMM, you may update your most recent Project in Progress Projects
Excel Spreadsheet and upload it below. The Projects in Progress Excel Spreadsheet will be converted into a table on the next

The Excel Spreadsheet must be converted to a CSV (Comma delimited) format prior to uploading. For more detailed instructions
on how to upload the spreadsheet, visit the DCAMM Website.

For first ime Applicants or for existing Applicants who do not have an updated Projects in Progress Excel Spreadsheet, please

Please note, once you have filled out your Projects in Progress Table, you will be able to update the table with new projects in

Latest Update

Action

Save and resume later: =

Figure 2.0

2. Once spreadsheet has been uploaded, the document type will autofill in the ‘type’
dropdown menu. Click the ‘Save’ button:

Name Type
No records found.

Latest Update

Action

*Type:
Projects in Progress Spreadsheet El

File:
ABC Business Projects in Progress.xls
| 100 % |

| Save i Remove All

Continue Application »

Remove

Save and resume later: [=]

Figure 2.1
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3. Figure 2.2 below illustrates when a spreadsheet is uploaded to the Application. Click
‘Continue Application’ to move to the next page in the Application:

The attachment{s) has/have been successfully uploaded.
"/ It may take a few minutes before changes are reflected.

Prime/General Contractor Certificate of Eligibility Application

Step 3: Application Details > Page 2 of 10

*indicates a required field.

‘ Projects in Progress

For Applicants who have been previously certified by DCAMM, you may update your most recent Project in Progress Projects
Excel Spreadsheet and upload it below. The Projects in Progress Excel Spreadsheet will be converted into a table on the next

page.

The Excel Spreadsheet must be converted to a C5V (Comma delimited) format prior to uploading. For more detailed instructions
on how to upload the spreadsheet, visit the DCAMM Website.

For first time Applicants or for existing Applicants who do not have an updated Projects in Progress Excel Spreadsheet, please
enter your Projects in Progress in the table on the next page.

Please note, once you have filled out your Projects in Progress Table, you will be able to update the table with new projects in
progress when you apply for re-certification next year.

Saved, uploaded Document

The maximum file size allowed is 30 MB.

Name Type Latest Update Action
ABC Business Projects in Progress xls Projects in Progress 02222016 Actions ¥
Spreadshest
Add

Continue Application # / Save and resume later: [™]

Figure 2.2

4
March 24,
2016

Version 1.4



4. The CSV projects spreadsheet was converted to a table on page 3 of Application
Details, illustrated in figure 2.3. Click the ‘Continue Application’ button to move to the

next page in the application:

Application ‘| . Contacta _— ; )
1 isclaimer 2z Business Details 3 Application Details 4 Review 5 Pay Fees 6

Step 3: Application Details » Page 3 of 10

*indicates a required field.

Projects in Progress

PROJECGTS IN PROGRESS

List all building construction projects your company has in process on this date with a contract value of at least $580,000. (Do not
list projects with contract values of less than $80,000.) If your company has more than twenty (20) projects in process on this
date, please resfrict your list to the twenty oldest contracts still in process. Information on randomly selected projects is not
acceptable. List all relevant Categories of Work which your company performed with its own employees for each project. With
respect to single contracts involving multiple Categories of Work, provide a dollar breakdown attributable to each category
listed. For General Building Construction Projects, please list the three sub-trades either supervised or self-performed by the
Applicant, with a dollar breakdown for each. Do not list highway, bridge, tunnel, sewer, site work or other horizontal projects that
do not involve buildings.

If you do not have any new projects in progress, please mark the box below.

Showing 1-3 of 3
PUBLIC Contact

. .ed-:ategorycmt Category C°% Category 522 Total  Contract Anticipated Percentage AWARDING Person ge"r'::;:
TH‘I’; of Work - ' of Work j:ah ory OF Work > oy CONtract Start  Completion (%) AUTHORITY (Mr., -
aory 4 9O 4a Category ,mount Date  Date Complete or PRIVATE Ms., -5
OWNER  etc.)
Sample Historical 10000000 10000000 6/1/2013 TM/2016  30.00%  City of Mr. John
Project Masonry Boston
1
Sample Historical 20000000 20000000 4/1/2014 10/1/2016 80.00%  City of Ms.  Jane
Project Painting Springfield
2
Sample Historical 30000000 30000000 9M/2013 7/4/2016  75.00%  Townof  Mr. Joseph
Project Roofing Lexington
3

Projects in Progress

PROJECTS IN PROGRESS

Mark the check box if you have no Projects in Progress:

Continue Application » _ Save and resume later: [™]

Figure 2.3
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Completed Projects:
On page 4 of the Application Details section, Applicants must upload a Completed Projects
spreadsheet after converting the spreadsheet to a CSV format:

Contact & icati i i Application
2 Hisiness Detais / [RAM——— 9 Submission

Step 3: Application Details > Page 4 of 10

*indicates a required field.

Completed Projects

For Applicants who have been previously certified by DCAMM, you may update your most recent Completed Projects Excel
Spreadsheet and upload it below. The Completed Projects Excel Spreadsheet will be converted into a table on the next page

The Excel Spreadshest must be converted to a CSV (Comma delimited) format prior to uploading. For more detailed instructions
on how to upload the spreadsheet, visit the DCAMM Website

For first time Applicants or for existing Applicants who do not have an updated Completed Projects Excel Spreadshest, please
enter your Completed Projects in the table on the next page

Please note, once you have filled out your Completed Projects Table, you will be able to update the table with new Completed
Projects when you apply for re-certification next year

The maximum file size allowed is 30 MB.

Name Tvpe Latest Update Action
Mo records found.

| Ada

| Continue Application » Save and resume later:

Figure 2.4

- Follow steps 1-4 from Projects in Progress, to upload Completed Projects spreadsheet.
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Part 3: Deleting Uploaded Spreadsheets & Editing Projects

Deleting a spreadsheet: If you uploaded the wrong spreadsheet or need to delete the one you

uploaded, click on the blue ‘Actions’ hyperlink. A drop-down will appear and you can click
‘Delete’.

The attachment{s) has/have been successfully uploaded.
", It may take a few minutes before changes are reflected.

Prime/General Contractor Certificate of Eligibility Application

Application Contact & _ ) - _
‘ 1 jhlm ‘ 2 Business Details 3 Application Details 4 Review 5 Pay Fees 6

Step 3: Application Details = Page 2 of 10

*indicates a required field.

‘ Projects in Progress

For Applicants who have been previously certified by DCAMM, you may update your most recent Project in Progress Projects
Excel Spreadsheet and upload it below. The Projects in Progress Excel Spreadsheet will be converted into a table on the next
page.

The Excel Spreadsheet must be converted to a CSV ({Comma delimited) format prior to uploading. For more detailed instructions
on how to upload the spreadsheet, visit the DCAMM Website.

For first time Applicants or for existing Applicants who do not have an updated Projects in Progress Excel Spreadsheet, please
enter your Projects in Progress in the table on the next page.

Please note, once you have filled out your Projects in Progress Table, you will be able to update the table with new projects in
progress when you apply for re-certification next year.

The maximum file size allowed is 30 MB.

Mame Type Latest Update
ABC Business Projects in Progress xis Projects in Progress 0272212016
Spreadshest

View Details

De{%&

Continue Application » Save and resume later: [*]

Figure 3.0
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Edit projects table: If the spreadsheet doesn’t covert correctly, you can edit the fields in the
table, illustrated in Figure 4.0. Click the check boxes to select the project(s) to edit the click 'Edit
Selected’:

Application Contact & e : :
| ! e /| 2 Business Details 4 mevew S Lople= J

Step 3: Application Details > Page 3 of 10

*indicates a required field.

| Projects in Progress

PROJECTS IN PROGRESS

List all building construction projects your company has in process on this date with a contract value of at least $80,000. (Do not
list projects with contract values of less than $80,000.) If your company has more than twenty (20} projects in process on this
date, please restrict your list to the twenty oldest contracts still in process. Information on randomly selected projects is not
acceptable. List all relevant Categories of Work which your company performed with its own employees for each project. With
respect to single contracts involving multiple Categories of Work, provide a dollar breakdown attributable to each category
listed. For General Building Construction Projects, please list the three sub-trades either supervised or self-performed by the
Applicant, with a dollar breakdown for each. Do not list highway, bridge, tunnel, sewer, site work or other horizontal projects that
do not involve buildings.

A sample of the Projects in Progress Table can be found at the DCAMM Website.

If you do not have any new projects in progress, please mark the box below.

Required forms have not been completed in the section below. For each of the indicated rows,
please click Edit from the Actions drop-down menu to complete the form.

Showing 1-3 of 3

Category E== Category £ Category Erd Total Contract Anticipated Percentage :ﬂilfz%me g:rr;hl;nd o
ﬁt‘l"‘“" i“":"“"""'“ of Work i"’;“d“""“ of Work Dreakdown . ..t Start  Completion (%) AUTHORITY [Mr., ’F’e":
& P i Se00Y Amount Date  Date Complete or PRIVATE Ms., |5
OWNER efc.)
& Sample Historical 10000000 10000000 6172013 7H/2016 30.00% City of Mr. John
Project Masonry Boston
1
A Sample Historical 20000000 20000000 4172014 1012016  30.00% City of Ms. Jane
Project Painting Springfield
2z
& Sample Historical 30000000 30000000 8172013 TA2016 75.00% Town of Mr. Jose
Project Roofing Lexington
3
< | I | »
AddaRow v || Edit Selected
Projects in Progress
PROJECTS IN PROGRESS
Mark the check box if you have no Projects in Progress:
Continue Application » Save and resume later: [™
Figure 4.0
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5. Once you have edited the required fields, click the ‘Submit’ button. Once all the
required fields have been entered, the table will look resemble figure 4.1.

List all building construction pro]ects your company has in process on this date with a contract value of at least $20,000. (Do not
lict nenincte saih ntract yuabine Afl thon TINONNY v eamnnanu hae morn than tan (A0 necincte Inon n thic Aot
X
* Project Title: *Category of Work #1: *Cost Breakdown-Category #1: Y
Sample Project 1 --Select—- El 1000000
Category of Work #2: Cost Breakdown-Category #2: Category of Work #3:
—Select-- El --Selact— El
Cost Breakdown-Category #3: *Total Contract Amount: *Contract Start Date:
1000000 2/12/2014

* Anticipated Completion Date: *Percentage (%) Complete: *PUBLIC AWARDING AUTHORITY or
3/13/2014 50.00% PRIVATE OWNER:

City of Boston r
Contact Person (Mr., Ms., etc.): *Contact Person First Name: *Contact Person Last Name:
Mr. John Bond
*Contact Person Telephone Number: *Contact Person Email Address: * Street Address:
{123) 456-7890 sample@email.com 123 Main Street
*City: = State: *Zip Code:
Boston Ma [=] 02128
Evaluator (Mr., Ms. etc.): *EVALUATOR: * Evaluator First Name:
* Evaluator Last Name: * Evaluator Telephone: * Evaluator Email Address: =
Evaluator Street Address: Evaluator City: Evaluator State:

--Select-- El
Evaluator Zip Code: Sub-trade 1 Category: ® Sub-trade 1 Contract § Amount: @
Sub-trade 2 Category: (2) Sub-trade 2 Contract $ Amount: () Sub-Trade 3 Category: (3)
Sub-trade 3 Contract $ Amount: (3)

Submit Cancel -

Continue Application » Save and resume later: [™]

Figure 4.1

If additional technical assistance is needed, please call the ePLACE Help Desk Team at (844)
733-7522 or (844) 73-ePLAC between the hours of 7:30 AM-5:00 PM Monday-Friday, with the
exception of all Commonwealth and Federal observed holidays. If you prefer, you can also e-
mail the ePLACE Help Desk at ePLACE helpdesk@state.ma.us.
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