Lesson 4�Manually Entering Information into HCAS 3.0


Introduction


HCAS 3.0 was designed as a data-entry tool to assist the user with the entry and storage of ER project cost information. It has numerous features to facilitate this process. Data entry is facilitated through the use of drop-down lists and other standard Windows controls that allow you to point and click on the appropriate selection rather than typing the entire field.


In this lesson, you will learn how to


add a new contract to the database;


add a new project to the database;


populate the project with new data (site location, profile, WBS cost information); and


copy WBS information from a previous phase.


�
Adding a New Contract to the Database


Each project in HCAS 3.0 must have an associated contract. This contract needs to exist in the database before any other project information can be completed. We will now create a new contract in the database, which we will link to a project later in this chapter.


� From the Project Selection screen, press the Add a New Contract button on the HCAS Toolbar. The Add a New Contract screen should appear.


�


You may then tab from field to field entering contract information as appropriate. Most of the fields, such as Managing Organization, are drop-down list boxes that allow you to click on one of a number of items contained in the database. Other fields, such as the Contract Number, require you to type the appropriate data.


As you work through this screen, you will find that the list of organization names changes depending upon the managing organization chosen. For example, if you choose the U.S. Army Corps of Engineers as the managing organization, the list of organization names will show the various Corps of Engineers districts; if you choose the U.S. Navy as the managing organization, the list of organization names will show the various Navy districts from HAG.


�
Hands-on Exercise—Add a New Contract to the Database


In this exercise, you will add a new contract to the database. Later, you will add a new project to this contract information. Students should complete this exercise along with the instructor.


� If the Add a New Contract screen is not displayed on your screen, press the Add New Contract button.


The contract number is DACA55. Type this in and press Tab to move the cursor to the next field.


Select USACE - Army Corps of Engineers from the Managing Organization pull-down list.


Enter the following information for the following fields:


Field Name�
Value to Enter�
�
Organization Name:�
Sacramento District (CESPK)�
�
Site Owner:�
USAF - US Air Force�
�
Procurement Method:�
Sealed Bid (IFB)�
�
Contract Type:�
Fixed Price�
�
Prime Contractor:�
Bechtel National�
�
Other ID#:�
002�
�
When done, click the Save button. You should get a message stating that a new contract has been added. �


�You are now ready to add a new project using this contract. Click on the Add Project button on this screen. HCAS will create a new project in the database and will automatically enter this contract information into the Contract tab of the new project. Since you are starting to enter a new RA project, select BLANK project, as shown below.


�








�
Populating the Project with New Data


Detail information is presented on multiple tabs that separate the data into logical groupings:


Contract


Site/Project


POC List


Profile


Cost.


Note: Before adding project data into HCAS, you may first write all pertinent project information onto the HCAS Project Entry Form, which can be printed as a report from HCAS 3.0. This form shows the information that can be stored within the database and allows you to get the required information together before beginning the data-entry process. HCAS will allow you to store partially completed projects in the database, but it is often easier to enter this information all at once after it has been compiled.


�
Adding Contract Information


The first tab in the project detail screen pertains to the contract under which the project is handled. HCAS stores contracts separately from projects and links the two together from this page. To link a contract to a project, you must first make sure that the appropriate contract exists within HCAS and then choose the contract from the list of contracts that appear in the Contract Number pull-down list. Once the correct contract is chosen, information pertaining to that contract will appear in the other fields.


You will notice that the contract information has already been entered for you. This is because we added a new project from the Add a New Contract screen. If, however, we chose to add a new project from the Project Selection screen, the information in the Contract tab would be blank.


Your Contract tab should now show the following:


�





�
Adding Site/Project Information


The Site/Project tab displays descriptive information pertaining to the location or name of a given project or site. The State field is a pull-down combination box that you can use to select the state where the project is located. Once you have selected the state, the EPA Region field is completed automatically. If the Site Owner field is populated with DOE, USACE, USAF, Navy, or Army, a choice of installations, relevant to that agency, will appear in this field. Otherwise, the Installation list box will not have any installations associated with it. The list of installations is the same list as that found in HAG, in addition to those lists submitted by the agencies themselves. If your installation is not on this list, you should choose “Not Assigned.”


Next, you type in the appropriate information in the Site Name, Project Name, Site Number, and Project Number fields. The Current Use and Future Use fields are combination boxes that allow you to choose from a list of potential uses for the site.


Finally, the Site/Project tab has a Project Note field where you can enter up to 64 pages of notes, for example, descriptions of the site, location, or methodology affecting the project costs. The notes that you add should describe any factors that affect the project cost or technical approach used. You can easily use the Windows clipboard to copy notes from a word processing document and paste them into an HCAS notes field. Use the Edit, Paste command on the menu bar.


� EMBED Word.Picture.6  ���


Hands-on Exercise—Enter Site/Project Information


You will now enter the site and project information for your new project. You should complete this exercise along with the instructor.


While in the Project Background screen, click on the Site/Project tab.


Click on the State tab and select California. EPA Region should change appropriately.


Click on Installation and select McClellan Air Force Base.


Enter the following information:


Field Name�
Value to Enter�
�
Site Name:�
Contaminated Groundwater Operable Unit A�
�
Project Name:�
McClellan Pump & Treat�
�
Site Number:�
004�
�
Project Num:�
01-A�
�
Current Use:�
Installation Operation�
�
Future Use:�
Installation Operation�
�
Project Note:�
McClellan Air Force Base (AFB), conducted management and repair of aircraft, electronics and communications equipment. These activities have involved the use, storage and disposal of a wide variety of hazardous materials such as petrochemical solvents, cleaners, electroplating chemicals, heavy metals, PCBs, low-level radioactive wastes and fuel oils and lubricants.�
�



Your screen should look like this:


�


�
Adding POC Information


The third tab on the Project Detail screen is designed to track the significant points of contact, such as the data-entry person, project manager, or any one of the other individuals involved with the ER project. When the POC Title is highlighted on the left, information such as name, address, and phone and fax numbers will appear in the appropriate boxes on the right.


�


Hands-on Exercise—Add a POC


You will now add points of contact for your new project. You should complete this exercise along with the instructor.


Click on the Add button at the bottom of the tab. The following screen should appear.


�


Click on the Role/Title pull-down list and choose Data Entry.


Type USACE HTRW CX in the Organization field.


Enter the following information:


Field Name�
Value to Enter�
�
Name:�
Jane Smith�
�
Address:�
555 East Avenue�
�
City:�
Omaha�
�
State:�
NE�
�
Zip�
68144�
�
Phone:�
402-555-1212�
�
FAX:�
402-555-1222�
�
Email:�
jsmith@usace.army.mil�
�



Click Save when done. Your screen should look like this:


�


�
Adding Profile Information


The Profile tab has two subtabs: Contaminants/Technical Approach and General Characteristics.


The Contaminants/Technical Approach subtab contains profile information describing the location and media that is contaminated at the project site. This information can be used to further describe some of the drivers that affect the cost of the cleanup project. You can enter any combination of information about the type of site, media, contaminant, and technical approach to describe the project.


� EMBED Word.Picture.6  ���


If a project’s profile contains more than one site type, radio buttons on the left side of the tab can be used to see the various types of media, contaminants, and technical approaches used to remediate the site. In the example above, the project contains only one site type (surface impoundments/lagoons) with a number of linked profiles. The first profile can be interpreted as “Physical Treatment was used to clean up groundwater contaminated with Halogenated VOCs.”


To add a new profile, click on the Add/Delete Profile button. The following screen should appear.


��


The profile choices appear in the pick boxes in the upper portion of the screen. To include profiles that are not currently associated with the project, pick one item from each of the four boxes on the upper portion of the screen and press the Add Profile button. You can continue to enter as many profiles as needed. If you need to delete a profile, highlight the profile in the Selected Profiles list and press the Delete button. If you need to modify an existing profile, delete the existing one and add the correct profile combination. Alternatively, you can also delete profiles directly from the Profile tab without opening the Profile Add/Delete screen. Place the cursor in the row of item and click the Delete button on the lower right side of the screen. When you have finished adding and deleting profiles, click on the Arrow button to exit the Add/Delete Profile screen and return to the Contract tab of the Project Background Information screen.


Hands-on Exercise—Add Profiles


You will now add contaminants/technical approach information for your new project. You should complete this exercise along with the instructor.


Click on the Profile Contaminants/Technical Approach subtab and make sure that you are still in Edit mode.


Click on the Add/Edit Profile button to bring up the Profile Add/Delete screen.


Each list box at the top represents a part of a single profile. A single profile consists of one selection from the Site Type, Media, Contaminant and Technical Approach list boxes.


Select the following combination of descriptors and then click the Add Profile button:


Site Type�
Media�
Contaminant�
Technical Approach�
�
Pit/trench�
Groundwater�
Fuels�
Groundwater Collection and Control�
�



Do the same for the following profiles:


Site Type�
Media�
Contaminant�
Technical Approach�
�
Pit/trench�
Groundwater�
Halogenated VOCs�
Groundwater Collection and Control�
�
Pit/trench�
Soil�
Low level Rad Waste�
Disposal (commercial)�
�



Your screen should look like this:


�


The General Characteristics subtab on the Profile tab allows you to classify such characteristics as the environmental impact of the cleanup effort, size of site, etc.


�


Hands-on Exercise—Add General Characteristics


You will now enter the general characteristics for your new project. You should complete this exercise along with the instructor.


Click on the Profile tab and make sure that you are still in Edit mode. Click on the General Characteristics subtab at the bottom of the screen.


Fill in the regulatory classification for the project. The classification for this project is CERCLA.


�
Continue classifying your project according to the following fields:


Field Name�
Value to Enter�
�
National Priority List:�
Yes�
�
Public Concern:�
High�
�
Wetland:�
No�
�
Historical/Architectural:�
No�
�
Flood Plain:�
No�
�
Innovative Technology:�
No�
�
Size of Exclusion Zone:�
1�
�
Size of Area:�
4�
�
Cost & Performance Notes:�
Download text from Cost and Performance Report (http://www.frtr.gov/costper.html)�
�



Your screen should look like this:


�


�
Adding Cost Information


Costs for HCAS projects are divided into three separate phases: estimate, award, and actual. When you click on the Cost tab, the three phases will appear on tabs at the bottom of the screen.


�


Each tab contains fields that pertain to the cost phase that is selected at the time. On the Estimate tab (shown above), the fields contain background information pertaining to the current project’s estimated cost. The first two fields are Anticipated Start and Anticipated End Date. To assist you with entering dates in date fields, HCAS 3.0 uses a calendar control. This control will activate when you click on any date field in the program, which will open the following screen.


�


The slider bar and arrow buttons on the bottom of this screen allow you to move month by month through the year. Once the desired month and year appear in the screen, you must click on the day and then click on Done. The date selected will be entered into the field automatically. (While in the date control, you may cancel the operation at any time by pressing Cancel, which will return you to the program without entering a date into the field.)


Next on the Estimate tab are a Cost Estimate field, which is the total estimated cost calculated from the WBS items entered on a subsequent screen, and a Date of Estimate field. Finally, the tab has a Notes field that you can use to enter textual information regarding drivers that have affected the cost estimate. Though notes are not required, they will help you, and anyone viewing projects that you have submitted, ascertain unique aspects about the scope of work and determine their impacts on project costs.


Hands-on Exercise—Add Estimate Data


You will now add cost information for your new project. You should complete this exercise along with the instructor.


Make sure you are still editing the new project that you created and that the Edit mode is active.


Click on the Cost tab and go to the Estimate tab.


Click the mouse in the Anticipated Start Date field. A calendar will appear. Choose 1/1/98 from the calendar, then click Done. The date should now appear in the field. Do the same for the following fields:


Field Name�
Value To Enter�
�
Anticipated End Date:�
4/1/99�
�
Date of Estimate:�
1/13/95�
�



When you are done, your screen should look like this:


�


�
Viewing WBS Data


All three cost tabs contain a total cost field that summarizes the costs entered on the WBS screen. When you enter cost data for a project, you must use the WBS, which you access by clicking on the View WBS button located in the lower right-hand corner of each cost tab. If the project already has a WBS applied to it, you will see the costs and quantities associated with each WBS item. (Each item may include WBS elements that are rolled up from lower-level WBS elements.) Otherwise, the display will be empty. Buttons below the WBS Cost Information grid allow you to add, edit, or delete WBS elements from the current project phase.


Hands-on Exercise–View the WBS


You will now open the View WBS screen for your new project. You should complete this exercise along with the instructor.


Make sure you are still in Edit mode.


From the Estimate tab, click on the View WBS button to bring up the View WBS screen. The View WBS screen displays the WBS for the current phase. In the example below, the screen is blank because costs have not yet been applied to the estimate phase.


�


When populating the project manually, you must enter each WBS item one by one. (Later you will learn how to copy WBS costs from previous phases, copy data from an existing project to your new project, and import information from other sources.) To add a new WBS item, click on the Add New WBS button, which will open the WBS Data Entry screen.


TEACHERS NOTE: Instruct Student to click on Add New WBS Button now.


�
Adding New WBS Items


All costs are stored as individual WBS elements. The sum of these individual WBS elements determines the total cost of the project. When adding new WBS elements, users select WBS elements from an appropriate list and assign quantities, unit costs, units of measure, and notes to each item. When you clicks on Add New WBS from the View WBS screen, the following screen will appear.


�


When the WBS Data Entry screen first appears, the WBS elements will be collapsed to 331XX, 332XX, and 333XX. The + signs to the left of each WBS element indicate that lower level WBS items are rolled up and hidden. You can click on the + sign to expand the list of WBS elements and uncover those that are hidden.


Once you find the element you would like to add to the new project, use the mouse to select it. That element will then appear in the field in the middle of the screen—WBS Description—to ensure that you have selected the element you intended.


Note: If your project has only one user-defined XX code, the XX in the WBS number in the middle of the screen defaults to 01 (e.g., 33XX01.01 becomes 330101.01).� If you have more than one user-defined XX code associated with the project, you can select a different one using the drop-down list next to the WBS number. The list shows all the user-defined XX codes that have been added for this particular project. If you need to add a user-defined XX code to the list, click on the Add User-Defined XX Code button and provide a brief description. Once added, its corresponding number will appear in the drop-down list.


Once you have selected the WBS number, enter the cost information in the fields on the bottom half of the Add WBS Element screen. These fields are Quantity, Unit Cost, Total Cost, and WBS Notes. The relationship between quantity, unit cost, and total cost always remains constant. You can enter any two of these and HCAS automatically calculates the third. Note that HCAS automatically enters the unit of measure for the standard WBS elements and is not editable, so make sure your data are consistent within the unit of measure. The unit of measure for standard WBS elements is displayed, in gray, for information purposes only on the Add WBS screen. If you select a nonstandard WBS element (e.g., one of the 90 series WBS elements), you can select whatever unit of measure you want to use.


When you have entered the data for the WBS element, click on the Add Item button. HCAS adds the WBS element to the project WBS. Continue entering other WBS elements until you have completed the WBS for the project. Click on the Return button to go back to the View WBS screen, where the data elements you have entered will be displayed.


Note: The Unit Cost and Total Cost fields are currency fields. As such, data will be rounded, if necessary, to dollars and cents.


Hands-on Exercise—Add WBS Elements


You will now add cost information for your new project. You should complete this exercise along with the instructor.


Click on the Add New WBS button.


Click on the + next to the 331XX item to expand the list. Notice how the items under 331XX are now displayed.


Find WBS number 33101.06.01. Highlight it by clicking on it with the mouse.


Enter 4 in the Quantity field. Enter 1,000 as the unit cost


Click on the Total field. Notice that the total is automatically recalculated. HCAS requires entry of two of the three data elements—quantity, unit cost, and total cost. HCAS will calculate the remaining field. Note that the program rounds unit costs and total costs.


Notes provide important information about a WBS item; notes enable individuals not familiar with the project to understand the variances in particular costs. In our example, for instance, you may want to add a note such as “Deep depth of contaminated plume resulted in higher than expected costs.”


Enter the following WBS item by yourself:


Field Name�
Value to Enter�
�
WBS Number:�
33101.19.21�
�
Quantity:�
10�
�
Unit Cost:�
10,000�
�
Notes:�
Payment for transportation to Envirocare�
�



When you are done, click on the Return button to return to the View WBS screen. The screen should now look like this:


�


(Note that you may change the costs to “Burdened” by clicking the Burdened Costs box.)


�
Copying Data From a Previous Phase


Sometimes you may wish to copy a set of WBS items from the Estimate phase to the Award phase or from the Award to the Actual phase, particularly if the only differences between the WBSs of two phases are the unit costs or quantities and not the WBS itself. HCAS 3.0 provides a means to copy WBS elements from one phase to another so that the only modification to the new cost structure that is needed is to edit the unit costs and quantities.


Hands-on Exercise—Copy a WBS from One Cost Phase to Another


You should complete this exercise along with the instructor.


Return to the Project Detail screen.


Make sure you are in Edit mode.


Go to the Cost tab and click on Award tab.


Enter 12/1/97 in the Award Date field. This is a required field when costs are entered into the Award phase


Click the Copy WBS button to copy the WBS from the estimate cost phase into the current one. A copy of all the WBS information is placed into the current cost subtab.


Click on the View WBS screen. The same WBS structure from the estimate phase should appear in the award phase.


�


Once you have copied a WBS, you can use the prorate feature to change the cost portion of the WBS before you edit individual WBS elements. This feature enables you to make pro rata changes to the cost portion of a WBS. Click on the Prorate button on the View WBS screen and enter the revised total project cost for the phase. HCAS automatically recalculates the total and unit costs of the individual WBS elements, applying the same proportional change as occurred in the total project cost amounts.


Note: Using the Prorate feature results in a permanent change to the data.


�


�
Hands-on Exercise—Prorate Costs


You should complete this exercise along with the instructor.


Make sure you are in Edit mode.


In the award phase in which you copied WBS elements, click on the View WBS screen.


Click on the Prorate button and enter $1,000,000 as the total project cost.


Click on the OK button. HCAS will revise the award’s WBS structure by modifying unit costs until the total award cost equals $1,000,000.


�


�
Hands-on Exercise—Enter Project Data


In this hands-on exercise, you will have 45 minutes to enter the following project information. Try to do this on your own. The instructor will review this project once everyone is done.


Contract Information


Contract Number: AB-001�Managing Organization: U.S. Army Corps of Engineers (USACE)�Organization Name: Baltimore District CENAB�Site Owner: U.S. Air Force (USAF)	�Other ID Number: 18�Prime Contractor: O’Brien & Gere�Contract Type: Fixed Price	�Procurement Type: Sealed Bid


Project Information


�Project Name:	Christmas Training Area Bioventing Field Test�Project Number: 001	�Project Phase:		Studies and Design�						Remedial Action�						Operations and Maintenance


Project Note: From 1940 to 1964, the Christmas Training Area at Westover air Reserve Base in Chicopee, MA was used for fire training exercises that involved the use of petroleum, oil, and lubrication wastes. As a result, near-surface soil contained petroleum products, which appeared to be a source of VOCs and SVOCs identified in site groundwater. The remedial alternative considered for this site was in situ bioventing. This approach assumed that natural attenuation could be enhanced by providing oxygen to the sub-surface, thus stimulating the aerobic biodegradation of organic compounds.


Site Information


State/Country: Massachusetts, USA	�Installation: Not Assigned�Site Name: Christmas Training Area�Site Number: 005	�Current Use: Installation Operation	Future Use: Industry Operation


�
Points of Contact


Title/Role�
Data Entry�
�
Title/Role�
Technical Manager�
�
Organization�
USACE HTRW CX�
�
Organization�
O’Brien & Gere�
�
Name�
Charlie Block�
�
Name�
Pamela Sheehan�
�
Address�
12565 West Center St.�
�
Address�
1 Main St.�
�
City, State�
Omaha, NE�
�
City, State�
Edison, NJ�
�
Zip�
68144�
�
Zip�
10013�
�
Telephone�
402-555-1212�
�
Telephone�
201-555-1212�
�
Fax�
402-555-8888�
�
Fax�
201-555-8888�
�
Email�
charles.block@usace.army.mil�
�
Email�
sheehan@gere.com�
�
�Profile—General Characteristics


Regulatory Class:	CERCLA	RCRA�	Other	Unknown


����National Priority List:	Yes	No	Public concern:	High	Low


���Wetland:	Yes	No	Historical/Archeological:	Yes	No


Flood Plain:	Yes	No	Innovative Technology:	Yes	No


Size of exclusion zone (acres): 1	Size of Area (acres):	2


Profile—Contaminants/Technical Approach	


Site Type�
Media�
Contaminant�
Technical Approach�
�
Fire Training/Open Burn�
Soil�
Fuels�
Biological Treatment�
�
Fire Training/Open Burn�
Groundwater�
Halogenated VOCs�
Biological Treatment�
�
Fire Training/Open Burn�
Groundwater�
Halogenated SVOCs�
Biological Treatment�
�
Estimate Cost


Anticipated Start Date: 12/10/93	�Anticipated End Date: 12/10/95�Date of Estimate: 1/10/93


�Pick one:�	Burdened Costs�	Unburdened Costs





WBS Number�
Description�
Notes�
Unit Cost�
Quantity�
UOM�
Total Cost�
�
33101.01.03.22�
Sampling plan�
Background analysis and work plan�
10,000�
1�
EA�
10,000�
�
33101.02.06.02�
Subsurface soil sampling�
Moisture in the soil ranged from 2% to 14% and was somewhat below the typical range of 15% to 20%�
1,000�
10�
EA�
10,000�
�
33101.02.04�
Monitoring wells�
Based on soil permeability, a minimum of 6 wells on 80- to 90-foot centers are required to cover most of the source area�
2,000�
6�
EA�
12,000�
�
33101.02.11.04�
Permeability�
—�
8000�
1�
EA�
8,000�
�
33101.11.12�
Bioventing�
Blowers are $500 each and treat 160’x240’ area�
.08�
38,400�
SF�
3,072�
�
33101.01.08�
Other (institutional controls)�
Enclosures�
1,000�
6�
EA�
6,000�
�
33101.22.10.02�
Electrical usage�
—�
100�
24�
MO�
2,400�
�
33101.22.90�
Other (engineering �contingency)�
—�
21,000�
1�
EA�
21,000�
�
Total Estimate Cost�
72,472�
�
Award Cost	$75,000 (Prorate WBS Elements)


Award Date: 1/10/94	�Anticipated Completion Date: 2/1/95�Anticipated Start Date: 1/25/94	�Number of Bids Received:	3�	O’Brien & Gere - $75,000�	Woodward Clyde - $300,000�	ETG - $500,000


�Pick one:�	Burdened Costs�	Unburdened Costs


Actual Cost	$100,000 (Prorate WBS Elements)


Final Amount: $100,000�Start Date: 2/1/94�End Date: 2/1/96


�Pick one:�	Burdened Costs�	Unburdened Costs�	Number of Mods:	1 (Differing Site Conditions)


� The XX designator is a two-digit character that is specified by the user who enters the project data. The XX designator lets you group project costs at Level 1 of the WBS, which allows you, in essence, to have multiple WBSs in one project. For example, it can be used to represent various operable units associated with a project. Multiple XX designators are not required.





�
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