OFFICIAL PROJECT ACCESS LIST (OPAL) WORKBOOK
User Instructions
Purpose of the OPAL Workbook

The purpose of the OPAL Workbook is to provide a standard format for producing and documenting deliverables required under Operational Notice PDLT 03,  Access Management in the Project Development/Delivery Process and PDLT 03(A), Access Management on Preservation Projects.  
The Workbook can be used to produce and document one or more of the following deliverables required under PDLT 03 and 03(A).  
· Access Control Report

· Existing Approaches Status Report

· Official Project Access List 
· Access Deficiency List

· Confirmation of CHAMPS Records
Using the OPAL Workbook to record data and information for the above deliverables has several advantages.  
· Allows for automated transfer of access data to the Department’s Central Highway Approach Maintenance Permit System (CHAMPS).  CHAMPS is ODOT’s central computer database for approach road permits.  Data in CHAMPS can be accessed throughout the state by many users.

· Establishes consistent business practices and expectations for deliverables described in PDLT 03.

· Information for several deliverables is recorded on one spreadsheet making it easier to control and coordinate the completion of deliverables. 

· Dropdown menus are provided for several data elements making data entry easier and more consistent.
Contents of OPAL Workbook
The OPAL Workbook is a Microsoft Excel software application that contains the following sheets:

· Official Project Access List (OPAL) Worksheet:  This sheet of the Workbook is the data entry sheet for completion of deliverables listed above.  The user must not change the position of columns on this spreadsheet.  Columns also must not be deleted.  The reason for this is that automated transfer of data to the access management database (CHAMPS)  relies on specific location of data on the spreadsheet.   
· Dropdown Lists:  This sheet of the Workbook contains a list of the drop down menus for several data fields on the OPAL Worksheet.  The user must not delete any of the drop down selections on this sheet, but may add dropdown selections to the menus for convenience.
· Highway Cross Reference Table:  This sheet of the Workbook contains a table of information cross referencing state highway numbers and names.  The highway information on this sheet feeds the dropdown menu for the highway column (first on the OPAL Worksheet.
· Instructional Comments:  This sheet lists the instructional comments that appear in the column headings of the OPAL Worksheet.  These instructions can be viewed on the Worksheet by placing the cursor over the small red triangle in the upper right hand corner of the cell containing the column heading, or right-clicking on the cell and selecting “show comment”.
The user may add sheets to the Workbook for convenience or reference as needed.  
Establishing Management and Control of the OPAL Workbook
Data and information to produce the deliverables in the OPAL Workbook will generally not be available to enter all at once.  For most projects, information will become available over an extended period of time and come from several sources as a project develops.  Therefore, it is important that a process for management and control of information and data entry be established in order to maintain the integrity of the information in the Workbook over time.  
It is recommended that a Workbook Coordinator be designated to create, coordinate, and manage the workbook. The Coordinator would be responsible for ensuring that 

· data is entered in the appropriate fields
· data across any row is for the same approach

· conflicts in the data are identified and resolved

· dates and descriptions of changes in the Workbook are documented in a consistent manner 

· the most up-to-date Workbook is made available to others as needed
· completion status is monitored and reported to project staff and team as needed
The Coordinator does not necessarily need to perform all of the data entry.  For example, portions of the OPAL can be copied and sent to others for completion and the results pasted into the Workbook.  There are any number of processes and techniques by which the Coordinator can manage and control information in the Workbook.  The important point is that someone needs to be assigned Coordinator responsibilities early on so that the integrity of the OPAL is maintained throughout its development.
Downloading the OPAL Workbook
The workbook can be downloaded from the following link:  

http://www.oregon.gov/ODOT/HWY/ACCESSMGT/docs/OPAL_Workbook_TR4.xls
The user must enable macros when prompted to allow Workbook to function properly.  When the Workbook opens, save a copy to your desktop.  The Workbook has to be saved on a disk or a drive before data can be entered.  It is not an online fillable form. 

Instructions and Guidelines for Using the OPAL Workbook
There are four sheets in the Workbook, each with a different purpose and use.   The following instructions provide information and guidance on the purpose and use of each of the four sheets. 

Sheet 1 – Office Project Access List (OPAL) Worksheet
The OPAL Worksheet is the first sheet in the Workbook.  This sheet is where data is entered for the deliverables described above under Purpose.  
Header Area.  The header area of the OPAL Worksheet take up the first four rows across the top of the entire sheet.  It provides fields for entering basic information about the project as well as an “Additional Information” field that can be used for any purpose.  Each header field contains an explanation of the type of information to be entered.  The explanation can be viewed by either placing the cursor over the small red triangle in the upper right hand corner of the cell, or right-clicking on the cell and selecting “show comment”.

Columns.  Rows five (5) and six (6) contain column headings and subheadings that describe the type of data to be entered.  Each column heading contains an explanation of the type of information to be entered.  The explanation can be viewed by either placing the cursor over the small red triangle in the upper right hand corner of the column heading, or right-clicking on the cell and selecting “show comment”.  
The user must not change the position of columns on this spreadsheet.  Columns also must not be deleted.  The reason for this is that automated transfer of data to the access management database (CHAMPS)  relies on specific location of data on the spreadsheet.   

Unused columns may be left blank, but not deleted.  Additional columns may be added to the right of the last column on the spreadsheet, if needed. 
Rows.  The rows of the Worksheet are where data is entered for approaches.   The colored blue- and green-shaded rows are used for indicating the beginning and ending project locations, station equations, and changes in highway information.  The user should move these colored rows to where they apply on the Worksheet.  See instructions in comment boxes of these rows.  
Most of the data entry fields for approaches have drop downs menus from which the user can select an entry.  The user can also type an entry if none of the dropdown choices are appropriate, or add a selection to the dropdown menus on Sheet 2.  It is not necessary to enter the Highway Input Data repeatedly for each approach on the same Highway.  Highway Input Data only needs to be entered for the first approach and anytime there is a change in the Input Data.    
Left clicking on a column header in row six (6) will take the user to the corresponding comment/instruction for the column on sheet 4.  (Likewise, left clicking on a column header name on Sheet 4 will take the user to the corresponding column on Sheet 1.)
Rows may be added to the Worksheet at any location as needed; however columns may only be added to the right of the last column on the spreadsheet.

Print Macros.  The OPAL Worksheet has several print macros.  The print macros appear in green shaded cells in the upper left hand corner of the Worksheet.  The macros are provided for convenience to print either page 1 or page 2 on legal size or 11”x17” paper.  It is not required to use the print macros to print these pages.  The regular print commands of Microsoft Excel may also be used to print pages 1 and 2 or if the document to be printed is more than two pages in length.
Following is a description of the printed document produced by the print macros.

· Print Pg1 thru line 55 (legal size):   Prints columns A through Y and rows 1 through 55 on 8 ½” x 14” paper.

· Print Pg2 thru line 55 (legal size):   Prints columns Z through AV and rows 1 through 55 on 8 ½” x 14” paper.

· Print Pg1 thru line 55 (11 X 17):   Prints columns A through Y and rows 1 through 55 on 11” x 17” paper.
· Print Pg2 thru line 55 (11 X 17):   Prints columns Z through AV and rows 1 through 55 on 11” x 17” paper.
To use the print macros, the user must select ‘enable macros’ when opening the Workbook.  A left click on a print macro will cause a black dot to appear in the circle and, after a few seconds, a print preview of the document will be displayed.   The user must select “Print” from the menu bar of the print preview screen for the document to be printed.  Other selections from the menu bar of the print preview screen may also be used to modify the format of the document prior to printing.

Worksheet Display Options .  The user may find it convenient to display the Worksheet using a “split” or “freeze pane” option.  These displays can be especially helpful when entering or checking data across rows or down columns.  The split screen or freeze pane display is created by clicking the “Window” menu button on the Microsoft Excel menu bar and selecting either “split” or “freeze panes”.   Consult the Excel Help menu or contact ODOT HELP DESK at 503-986-3800 for help if you are unfamiliar with using the split and freeze pane features.
Sheet 2 – Dropdown List
This sheet contains a list of menu selections for the dropdown menus in the OPAL data fields on Sheet 1.  The column headings identify the corresponding dropdown menu on Sheet 1.  The user must not delete any of the drop down selections on this sheet.  However, the user may add selections to any menu list by typing in the selection at the end of the appropriate list.  The selection will then show up on the dropdown menu for that list.   
Sheet 3 – State Highway Cross Reference Table
This sheet contains a table of information for cross referencing state highway names, numbers and routes.  The information on this sheet feeds the dropdown menu selections for the Highway column on sheet 1 (OPAL Worksheet).

The information source for this sheet 3 is the OTMS cross reference table at http://www.oregon.gov/ODOT/TD/TDATA/otms/Route_Hwy_CrossRef.shtml#Oregon_Routes
There is generally no need to make any changes to sheet 3.   However, if errors in highway information on this sheet are noted,  please contact the Access Management Program Manager at 503-986-4216.
Sheet 4 – Comment/Instruction Boxes
This sheet contains a list of the comments and instructions for column headings on the OPAL Worksheet.  These are the comments and instructions that appear when the cursor is placed over the small triangle in the upper right hand corner of the cell of any column headings on row six (6) of the Sheet 1.  Left clicking on a column header on Sheet 4 will take the user to the corresponding column on Sheet 1.  (Likewise, left clicking on a column header in row six (6) on sheet 1 will take the user to the corresponding comment/instruction for the column on sheet 4.)
Do’s & Don’ts
Do ……

· Make changes in comment boxes on sheet 1 to suit specific project needs.  For example, if the Workbook Coordinator wants certain columns left blank,  the instruction for those columns can be changed to give that instruction.   Changes can be made to any comment box by right clicking on the data field and selecting “edit comment” from the menu.  It is recommended (though not required) that corresponding changes be made to the list of comments on Sheet 4 to avoid potential confusion.

· Make any needed additional columns to the right of the last column on sheet 1 (column AV).  

· Add sheets to the OPAL Workbook as needed.

· Add rows to sheet 1 as needed.

· Add dropdown selections to sheet 2 as needed.
· Download workbook and save to desktop or server before using.

· Send completed and approved OPAL Workbook to Access Management Program Manager 

Don’t….
· Delete columns on sheet 1

· Change location of columns on sheet 1

· Delete any dropdown selections on sheet 2
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