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User Setup and Login 

Supported Browsers 
GCMS works best when using the most recent versions of the following browsers: 

• Google Chrome 
• Microsoft Edge 

The Mozilla Firefox browser may work with GCMS, but the system has not been tested and verified to 
operate properly on this browser. 

GCMS Login 
The Login page is the first screen a user sees on the GCMS site (gcms.penndot.pa.gov). Registered 
PennDOT staff use CWOPA credentials to enter the system, while business partners use the credentials 
received through the registration process. PennDOT users must also complete the registration process 
to be able to access GCMS.  

Registering to Use GCMS 
Users who do not yet have access to GCMS begin the process of requesting access by clicking the 
Register for an Account button on the main GCMS page. That takes you to a screen that lets you select 
your user type.  

 
PennDOT staff and consultants with a "c-" CWOPA login can select "Commonwealth Staff." Railroads and 
consultants must select "Business Partner." 

Commonwealth Staff  

PennDOT staff and consultants with a "c-" CWOPA login can select "Commonwealth Staff." Users must 
enter their CWOPA credentials on the resulting login page, which opens the PennDOT Request CWOPA 
Application Access for GCMS screen. Verify the contact information, then select the appropriate GCMS 
role from the dropdown and type a justification.  

Available GCMS roles to choose from are: 

• District Grade Crossing Admin 
• District Grade Crossing Assistant 
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• Project Manager 
• Central Office 
• Central Office Section Chief 
• Central Office Admin 
• Central Office Consultant 
• Attorney (OCC) (this role will become available in a GCMS future release) 
• Finance (this role will become available in a GCMS future release) 
• PUC (this role will become available in a GCMS future release) 

Finally, click the SUBMIT button at the bottom right of the page to finish.   

Existing Business Partners with b- Login 

Railroads and consultants must select "Business Partner" on the What Type of User are You screen. On 
the next screen, existing business partners can press the button that says Request Access. This opens an 
additional login page on which the "b-" business partner credentials should be entered.  

Reset Password 
If you already have a registered account but have forgotten your password, use the Forgot your 
password link below the LOGIN button on the Login screen. This opens a new page on the PennDOT 
Identify Services Portal that requires the username for GCMS (User ID) and email address be entered.  
Once the user submits the information by clicking the OK button, further instructions for resetting your 
password will be provided by email.  

If you forget your username, use the Forgot your username link. The following page requires the first 
name, last name, and email address of the user.  Once the user submits the information by clicking the 
OK button, the GCMS user ID information will be provided by email. 
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User Roles 
Each user within the GCMS system has a user role, which is assigned when they are first registered as a 
new user. The user role defines which pages a user can see, what actions they can take on pages, and 
what types of system tasks can be assigned to them. The user role is constant for each user and does not 
change based on what projects they are working on. This contrasts with the Project Team Role, which 
can be different for each project.  
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Main Page Menus and Features 
This section describes the menus and features available from the main page of GCMS. 

Header 
The dark blue header is available from every screen in GCMS.   

 

This header provides quick access to the following features: 

ECS Portal 

This is the file repository use to store GCMS generated documentation, as well as user uploaded files. 

What’s New 

This link directs you to PennDOT’s Grade Crossing webpage where GCMS related information and 
updates are shared. 

Useful Links 

This links you to PennDOT’s Grade Crossing webpage where you can find useful links and information. 

Menu Bar 
On any screen in GCMS, the top of the page always has the light green menu bar. The menu items are 
different for each user type and may include any of the following: Dashboard, Create Project, Admin, 
and District Functions. 

 

The right side of the menu bar has the functions to View GC Inventory and to search. The input box with 
the GO button is for finding a specific project in the system using its MPMS number. The Advanced 
Search button opens the Advanced Search page that allows users to look up projects based on more 
detailed parameters. See the Searching section of this guide for instructions. 

 

Create Projects 

The Create Projects menu gives PennDOT users the options for adding a new project to GCMS. See 
Create a Project in GCMS for instructions. 
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Admin 

The Admin menu has navigation options for a variety of PennDOT administrative capabilities. The items 
in this menu will change based on your user type, but may include any of the following:

• Manage Template Signatures 

• Manage District Offices 

• Maintain Railroad Companies 

• Assign Districts 

District Functions 

The District Functions menu for PennDOT users holds the link to the Manage Railroad Flagger Resources 
page, the District Grade Crossing Inspections page, and the Conditional Railroad Certifications page. 

Searching (Quick and Advanced) 
Find a project in GCMS using the search box near the upper right corner of the screen. Begin the search 
by typing the project's MPMS number in this box. Select the GO button or hit the Enter key to run the 
search. If the given MPMS number does not belong to any existing 
project, an "MPMS# does not exist" notice will show below the search 
box. If the search is successful, GCMS will navigate to the Project 
Information screen of the project.  

For a more detailed search, click the Advanced Search button to the right of the entry box, which will 
open the Advanced Search screen. Here a more specified search is run by 
selecting location information and entering details of the project or an 
involved railroad.  

The text entry boxes for Road Name, Title, DOT#, PUC Docket#, User, and Railroad Name provide 
autocomplete options that appear once the user begins typing. With the User field, GCMS searches 
projects for a registered project team member or a railroad contact name that matches what was 
entered.  

In the Location and Railroad sections of the Advanced Search screen, the District and County names (in 
the Location section) and the names of a valid railroad (in the Railroad section) must be entered first 
before the other characteristics in these sections may be entered.  

Click the SEARCH button at the bottom right corner of the screen to find a list of projects in GCMS that 
meet the given criteria. The results identify projects by their typical characteristics, and railroad users 
can see the railroad project identifier at the end of each row for easy identification.  
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My Upcoming Tasks 
First on the Dashboard page is the My Upcoming Tasks table. Here the user sees the current tasks 
assigned to them that need to be addressed. By default, the Upcoming Tasks are sorted by their Due 
Date; the task with the soonest due date is listed first, then the list descends chronologically toward the 
task with the latest due date at the end. The tasks can be re-sorted by clicking on 
a column heading. Clicking the View All Tasks button expands the tasks to the full 
page and gives greater control over the filtering and sorting of tasks. 

Some tasks in the list may have icons in the column to the left of the project number to identify 
important characteristics.  The legend of what each icon represents is located in the banner beneath the 
green Menu Bar on the Dashboard screen.  

See the Notifications, Tasks, and Deadlines section of this guide for more information about tasks. The 
Sorting and Filtering section gives more detail on filtering list rows in GCMS based on selected criteria, 
including for the Upcoming Tasks. 

My Most Recently Accessed Projects 
The next section down on the Dashboard page has the My Most Recently Accessed Projects table.  This 
table provides users with quick access to their five (5) most recently accessed projects, with the most 
recently accessed project showing at the top of the table. 
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My Active Projects 
The next section down has the My Active Projects table, which lists all the in-progress projects in GCMS 
for which the user has been assigned a project team role. By default, the active projects are sorted by 
their Let Date in ascending order. Just as with the Upcoming Tasks table, the sorting on this list of 
projects can be changed by clicking on a column heading, which changes the arrow next to the column 
heading to show the sort order.  

For an explanation of the icons in the leftmost column of the list, see the My Upcoming Tasks section 
above. 

To see a comprehensive list of all projects in GCMS, refer to the View All Projects section for additional 
information. 

Sorting and Filtering 
Tables on the Dashboard page and throughout GCMS can be sorted by clicking on a column heading that 
has sorting arrows. Sorting arrows are hidden by default, but can be seen by hovering your cursor over a 
column heading.  A sorting arrow will appear if the column is sortable. 

 
Column headings with text boxes underneath can be filtered by using the box. Filtering provides an easy 
method of searching for a specific record in a table or of limiting a list to view only a focused category of 
projects, activities, locations, dates, etc.  

Most fields are filtered based on selectable options. Click the drop arrow 
within one of the white filter boxes to reveal the checklist of possible values. 
Multiple values for each column can be selected. As the filter options are 
chosen, the records in the table reduce to only those meeting the chosen 
criteria.  

Other fields are filtered by an entry box in which the user types the value. The 
records begin filtering as the user types the numbers or words. 

After a filter has been applied, reset the table to show all records using the CLEAR ALL FILTERS clickable 
text on the right side, above the table header.  

View all Projects 
The View All Projects button, located above the My Active Projects table, directs users to the GCMS 
Projects page. This page provides a comprehensive list of all projects 
created in GCMS, offering a broader view beyond the My Active Projects 
table, which only displays projects assigned to the user. 

The GCMS Projects table includes filtering and sorting options, allowing users to efficiently locate 
specific projects based on relevant criteria. Additionally, users have the capability to export the project 
list to Excel for further analysis and reporting.  
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Exporting 
Many tables and lists within GCMS can be exported to an Excel file, which 
allows more flexibility in searching and sorting. The export button (e.g., 
"Export List" or "Export Results") is at the right corner of any table that has 
exporting available. This button will generate and download the Excel 
workbook containing the data from all pages of the table. If a filter is set on the list, then only the 
records displayed will be exported; records that are filtered out will not be included in the Excel 
spreadsheet.  

After clicking the button to export, look for the export file at the bottom of the browser window or in 
the computer's Downloads folder.  
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General GCMS Features 

Notifications, Tasks, and Deadlines 
The Dashboard page of GCMS displays a list of the Upcoming Tasks pertaining to the user. The Task 
column in this table gives the name of the next task to complete for that project.  GCMS communicates 
the current requirements of a project through “Notifications”, “Tasks”, and “Deadlines”.  

• Notifications alert users of actions that were taken or need to be taken. These are sent by email.  

• Tasks are the actions themselves that must be completed in the system. These are assigned 
based on the Project Team roles and include an email notification. If a team role is changed to a 
different user, any open tasks are reassigned to that new team member. 

• Deadlines are the dates that a task must be completed by in GCMS.  These dates are denoted by 
the Due Date field shown in the My Upcoming Tasks table.  These dates are driven either by the 
duration of the task or by the Milestone date to which the task is tied. If the deadline for a task 
passes, the red bell icon appears beside the date to indicate it is overdue. 

If a railroad does not have any registered users designated for the project team, the notifications will be 
sent to the railroad’s project contact(s) assigned. The tasks would then need to be completed through 
email correspondence with the PennDOT District Grade Crossing Admin/Engineer, who could complete 
any entries in the system on the railroad's behalf.  

By default, the My Upcoming Tasks are sorted by the Due Date column on the right, descending from 
the soonest deadline to the latest. Click a column title with a sorting arrow to resort the records. Use the 
controls at the bottom right of the table to display more rows on the page or to move across the pages 
of records.  

Click a row in the My Upcoming Tasks table to navigate to the project screen that holds the current task. 
For example, clicking anywhere in the first row of the table in the screenshot below would bring the user 
to the Send Engineering Authorization section of MPMS project #36075 in GCMS.  

 

Following a Project 
When a user is not assigned a role on the Project Team, they have the option to follow a project so that 
the project appears in their My Active Projects table.   
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To follow a project, click the Follow Project button, located below the 
MANAGE PROJECT dropdown menu button. A confirmation message will 
display below the button saying, “You are following this project.” Once 
followed, the project will now appear in the My Active Projects table on 
your Dashboard. 

To stop following the project, go to the project page and click the Unfollow Project button. This will 
change the button back to Follow Project. When you return to the Dashboard and search for the 
project, it will no longer appear in the My Active Projects table. 

Project Status 
The Project Status gives a general idea of the project's progress in 
the process, along with what steps may be required next. Find the 
status of a project in the top left of its project page or in its table 
row on the Dashboard.  

The statuses listed chronologically are:

1. Scoping 
2. Authorization 
3. Coordination 
4. Contract Development 

5. Construction 
6. Closeout 
7. Complete

Progression from one Status to the Next 

A project advances from one status to the next based on one or more defined factors.  

The Needed for Next Status feature in GCMS makes it easy to see 
what conditions must be met in order to progress a project to the 
next status.  This list of conditions can be seen by clicking the 
Needed for Next Status text link located below the project status.  
This open a modal window displaying the remaining conditions 
that must be met.  As the conditions are met, they are automatically removed from this list. 

For a full list of conditions for each status, see Table 1 below for the specifications of each status and its 
progression.  

 

 

 

 

 

Table 1 – Status Progression 
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 Primary Activities Progression Rules 

Design 
Phase 

Status 1  
Scoping 

• Impacted Crossing and/or Nearby 
Crossing added to the project 

• Railroads added to the project 
• Contact identified for each 

Railroad 
• Crossing scope description 

entered 
• Determine if Railroads will be 

Authorized for Engineering 

• Railroad Scoping 
completed via the 
COMPLETE SCOPING 
button 

Status 2  
Authorization 

• Engineering Authorization sent to 
Railroads 

• Work Type selected for all 
Railroads receiving an 
Engineering Authorization 

• Send minimum 30% Plan Review 
to each Railroad that received an 
Engineering Authorization 
(Highway & Bridge Projects only) 

• All Engineering 
Authorizations sent, 
Work Type(s) selected, 
and a minimum 30% 
plans sent to Railroads 
(Highway & Bridge 
projects) 

• All Engineering 
Authorizations sent and 
Work Type(s) selected 
(Safety projects) 

Status 3   
Coordination 

• PUC Order Date or PUC 
Secretarial Letter Date entered in 
system if PUC Review/Approval is 
required for the project 

• PUC Order to be uploaded for the 
project if the project requires 
that ROW be acquired by PUC 
appropriation. 

• Send 100% Plan Review to each 
Railroad (Highway & Bridge 
Projects only) 

• Enter Railroad Planned Work for 
DOT(s) 

• Awarded Contractors to be 
entered for each Railroad that 
has “Contractor Bid” selected as 
the Work Type (Safety projects 
only) 

• PUC dates and 
documents 
entered/uploaded as 
required, final design 
plans sent to Railroad(s),  
and Railroad Planned 
Work provided (Highway 
& Bridge projects) 

• PUC dates and 
documents 
entered/uploaded as 
required, Railroad 
Planned Work provided, 
and Awarded 
Contractors entered for 
Railroads with selected 
Work Type of 
“Contractor Bid” (Safety 
projects) 
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 Primary Activities Progression Rules 

Status 4  
Contract Development 

• Final Plans Approved by PUC date 
to be entered if PUC 
Review/Approval is required for 
the project (Highway & Bridge 
projects only) 

• Situation and Circuit Plans 
Approved by PUC date to be 
entered if PUC Review/Approval 
is required for the project (Safety 
projects only) 

• Send NTP notification to all 
Railroads with Planned Work of 
Construction or Construction and 
Flagging 

• Generate the Railroad 
Certification 

• Final Plans Approved by 
PUC dated entered as 
required, NTP sent to all 
Railroads, and Railroad 
Certification has been 
issued (Highway & 
Bridge projects) 

• Situation and Circuit 
Plans Approved by PUC 
dated entered as 
required, NTP sent to all 
Railroads, and Railroad 
Certification has been 
issued (Safety projects) 

Construction 
Phase 

Status 5  
Construction 

• TBD • TBD 

Status 6  
Closeout 

• TBD • TBD 

Status 7  
Complete 

• TBD • TBD 

Placing a Project on Hold 
GCMS allows for an active project to be placed on hold. This changes 
the project’s status to On Hold and can be used to suspend work on 
the project. 

A District Grade Crossing Administrator/Engineer can place a project 
On Hold using the PLACE PROJECT ON HOLD button on the main 
project information page below the status heading.  A confirmation 
message will appear asking, “Are you sure you want to place the 
project On Hold?”.  Once the user clicks OK, the project status changes 
to On Hold. 

The District Grade Crossing Administrator/Engineer can remove the hold at any time using the REMOVE 
HOLD button.  

As the message box notes, removing the hold returns 
the project to Scoping status, and any finished tasks 
must be completed again. The Milestones tab keeps 
the record of the original task completion dates. If 
members on the project team had open tasks for the 
project before it was put on hold, those tasks are 
cleared when the hold is placed and are added back if 
the hold is removed.  
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Railroad Project Identifier 
A PennDOT or Railroad user may assign a Railroad Project Identifier code to a project in GCMS for ease 
of reference.  

A PennDOT user can add the Railroad Project Identifier on either the Project Involvement page 
(Manage Project > Project Involvement) or on the Railroad Work Summary page (Manage Project > 
Railroad Work Summary) and it can take a combination of letters 
and numbers. Adding the Railroad Project Identifier to either 
page updates the value on both pages.  Press the SAVE button at 
the bottom of the page to store any text entered.  

A Railroad user can add the Project Identifier on the Railroad Work Summary page (Manage Project > 
Railroad Work Summary).  Press the SAVE button next to the input box to store any text entered. 

Project History 
GCMS records the history of actions taken in the system for a project. These details offer a timeline of 
the project’s progression as well as insight into which users fulfilled each task and what data has been 
added.  

To view a project’s history, go to the Project Information page, click on the Manage Project button, and 
choose Project History from the dropdown menu.  

The actions are organized by date by default. Click a column’s title to sort the records by that field 
instead. As with other tables in GCMS, use the white input boxes below the column headings to type or 
select values by which to filter the project history.  

 

Project Milestones 
The milestone dates in the Project Milestones help to keep a project on track to meet the overall 
highway project’s schedule. GCMS gives suggested dates for the milestones that are calculated based on 
a certain number of days subtracted from the let date in MPMS (see Table 2 below). Project milestones 
also drive some task deadlines.  
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The Enter Milestone Dates section provides a walkthrough of inputting the Project Schedule dates. The 
Actual Dates column populates as the milestone activities are completed in GCMS throughout the grade 
crossing project process.  

A down-pointing arrow button at the right end of each milestone row expands the milestone to 
show its required tasks in the system. Tasks that have already been completed will be shown in 
italics with a date in the Completed Date 

column, while remaining tasks are shown in regular 
font with no Completed Date. 

Another indicator of incomplete tasks is in the 
milestone title itself, the text in parentheses after the 
name. As the column header states, the left number is 
the open, unfinished tasks, while the right number are 
the closed tasks for that milestone. In the example to 
the right, "Coordination" has one open task and three 
completed tasks ("1/3"). 
 

Table 2 – Calculations for Suggested Milestone Dates 

Primary Milestones 

Calculated 
Schedule 

(without Right-
of-Way 

Acquisition from 
Railroad)  

Calculated 
Schedule (with 
Right-of-Way 

Acquisition from 
Railroad) 

 

Create Project Create Project + 
45 days 

Create Project + 
45 days 

Scoping Let Date - 338 Let Date - 448 

Authorization 
Let Date - 293 Let Date - 403 

Coordination 

Contract Development Let Date - 108 Let Date - 108 

Let Date Let Date Let Date 
 

Cost and Funding 
The Costs & Funding tab, accessible from the Project page in GCMS, is designed for users to manage and 
track the financial aspects of a grade crossing project. This page includes a Project Funding Information 
section which allow users to view Estimated Project Funding and 
Department Approved Funding details across the project phases (PE, FD, 
UTL, ROW, CON). The system also calculates funding percentages for 
Federal, State, Local, and Other contributions. 
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Additionally, the tab provides a section for WBS Information, where users can view the WBS data such 
as status, estimate amounts, and actual amounts.  

The Railroad Costs section, located at the bottom of the tab, shows a list of the Railroad’s Estimated 
Cost as well as Scoping Railroad Costs.   

The Railroad’s Estimated Cost section lists all Railroad Estimates (both draft and accepted) that have 
been submitted for the project.    

Additionally, the Scoping Railroad Costs section allows users to capture and update "windshield 
estimates".  See Scoping Railroad Costs for additional information. 

Design and Construction Milestones 
The Design & Construction tab, accessible from the Project page in GCMS, is designed for users to 
manage and track the design and construction milestones 
throughout the various phases of a grade crossing project. This 
page provides an overview of key milestones for each project 
phase, including Preliminary Engineering, Final Design, Right-of-
Way, and Construction. 

In addition to the milestone tracking, the tab displays both the Federal and State Project Numbers 
associated with the grade crossing project, allowing users to easily reference and cross-check project 
identifiers for coordination and reporting purposes. 

Project Documents 
Each project has a Project Documents screen that serves as the central storage for all documents 
associated with that project. These documents include files uploaded by the railroads, files uploaded by 
PennDOT on behalf of a railroad, and files generated by GCMS as part of the railroad coordination 
process.  

 

Note: The Project Documents screen is not to be the primary place to upload documents. Uploading 
documents here may not properly trigger a task to review the document. Instead, documents should 
primarily be uploaded on the page that is specific to that document or process. 



GCMS User Guide   General GCMS Features 

22 
 

From the Project Information screen, click the Manage Project button and choose Project Documents. 
The Project Documents screen shows all the files in the standard table list format.  

Click on a document's name to download and view it.  For user uploaded documents, the Action column 
of the table provides the user with a text link to UPDATE that specific document for the project. 
Additionally, PennDOT users can access the ECS portal from any page using the link provided at the top 
of the screen. 

 

Upload new files to the Project Documents by clicking Select Files to Upload or by dragging and 
dropping a file onto the section below the existing list. After the file is selected, it will appear at the 
bottom of the screen below the "Drop Files Here" section. Choose a document type from the given 
options and type any notes if desired. Then click the UPLOAD DOCUMENTS button at the bottom to 
complete the upload. 
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Integration with One Map 
One Map is a PennDOT web application that serves as a primary map-viewing tool for many 
combinations of PennDOT's publicly available geospatial feature layers. The application has a collection 
of additional layers available for viewing, a search box to locate a project based on one of its attributes, 
and various tools to analyze projects or assets in greater detail as well as export spatial data. One Map is 
publicly accessible at: https://gis.penndot.gov/onemap/ 

GCMS has a button that quickly maps a project's features in One Map. From the Project Information 
screen, select the Location Information tab. The Location Information section has the heading for 
Relevant Bridges and Roadways, under which is a button to SHOW MY PROJECT ON ONE MAP. Click 
this button to open a new browser tab containing the map view. 

 

By default, the One Map view created through GCMS 
displays a handful of layers that may be 
relevant to the grade crossing project, as shown 
in the screenshot. Any layer can be hidden by 
unchecking the checkbox next to its name. 

Click to select a feature on the map and open a "Layer 
Information" modal that lists all its fields. Where multiple 
layers overlap, the top-most layer in the Legend list will be 
selected. To change the selection to a layer below it, use the 
arrow buttons at the top of the modal window. Alternatively, 
move the desired layer to the top of the Legend by clicking 
and holding the four-line button to the left of the layer name 
and dragging it upward.  

Clicking an open area on the map will select the boundary 
lines of the municipality containing that area. 

Detailed help for One Map is available on the One Map 
website at: 

https://gis.penndot.gov/onemap/static/webHelp/Welcome.htm 

  

https://gis.penndot.gov/onemap/
https://gis.penndot.gov/onemap/static/webHelp/Welcome.htm
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Project Team 
PennDOT and each railroad must set their project teams for a project, which determines who gets tasks 
generated within the application.  

For PennDOT, the PM or District Grade Crossing Administrator/Engineer selects the user who will fill 
each PennDOT Project Team role on the Project Team page.  

The people assigned to team roles can be changed at any time. When a selection is changed, the tasks 
will transfer to the new user filling the role. See the Set PennDOT Project Team for a walkthrough of 
reassigning these team roles in GCMS.  

PennDOT Project Team Roles Railroad Project Team Roles 

• Project Manager 
• Project Designer 
• PUC Application Coordinator 
• Grade Crossing Coordinator 
• District Agreement Coordinator 
• Central Office Coordinator 
• Construction Coordinator 
• Closeout Coordinator 

• Railroad Project Manager 
• Railroad Agreement Coordinator 
• Railroad Invoice Coordinator 
• Railroad Flagging & Construction Coordinator 

 

 

PennDOT Project Team 
The table below lists the PennDOT Project Team roles and the potential user roles that could be 
assigned to each. 

Project Team Role Potential User Roles Tasks Assigned 

Project Manager 

• Project Manager 
• District Grade Crossing 

Administrator  
• Central Office 

• Complete Scoping 
• Send 30% Plans 
• Enter Flagger Needs x Railroad 
• Send 100% Plans 

Project Designer 
• Project Manager 
• District Grade Crossing 

Administrator  

• Send 30% Plans 
• Send 100% Plans 

PUC Application 
Coordinator 

• District Grade Crossing 
Administrator  

• District Grade Crossing 
Assistant 

• e-file PUC Application 
• Upload PUC Secretarial Letter or PUC Order 

Grade Crossing Coordinator 

• District Grade Crossing 
Administrator  

• District Grade Crossing 
Assistant 

• Complete Scoping 
• Send Engineering Authorization 
• Send 30% Plans 
• Send 100% Plans 
• Enter Flagger Needs x Railroad 

District Agreement 
Coordinator 

• District Grade Crossing 
Administrator  

• District Grade Crossing 
Assistant 

• Generate & Execute Agreement 

Central Office Coordinator • Central Office  
• Central Office Section Chief 

• Prepare Railroad Certification 
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Section Chief  • Generate Railroad Certification 

Construction Coordinator 

• District Grade Crossing 
Administrator  

• District Grade Crossing 
Assistant 

• TBD 

Closeout Coordinator 

• District Grade Crossing 
Administrator  

• District Grade Crossing 
Assistant 

• TBD 

  



GCMS User Guide   General GCMS Features 

26 
 

Parent & Child Projects 
When multiple projects are bundled for letting, each component MPMS number involved is treated as 
an individual project. Therefore, each MPMS project number must go through the grade crossing project 
processes in GCMS. 

The system conveys the bundling of projects as a "Parent & Child" relationship. To see these 
relationships for a project in GCMS, go to the Project Information page and scroll down to the Parent & 
Child Projects section.  The parent project will be shown in the light gray banner, and child projects, if 
they exist, will be listed below. 

 

When viewing a specific project, the Parent & Child Projects section allows users to easily see the status 
of the other projects involved in the relationship, including if the other projects have not been created in 
GCMS.  When parent and child projects that have been created in GCMS, the MPMS# text in this section 
become a blue clickable link allowing the user to easily navigate to these projects in GCMS. 

The parent & child relationships are established in PennDOT's ECMS. If the Parent & Child Projects 
section only displays one MPMS project, the relationship between the projects has not yet been made in 
ECMS, or there is no parent-child relationship that exists for the project you are viewing. 

Document Versioning 
When the same document is generated multiple times in GCMS, the system records it having multiple 
versions. The "Version" number field in a file list tells how many times a document has been uploaded.  

However, not all types of documents have this versioning. Any document created by GCMS itself can be 
versioned, while other uploaded documents are versioned only on a case-by-case basis.  

To update a document's version, look for the Update text at the far-right side of the table in which the 
document is listed. Click UPDATE to open a modal window. In the Update Documents window, drag and 
drop the new version of the file into the drop space, or use the button to select the file from the 
computer's folders. Once the document uploads, optionally add a note and then click the UPLOAD 
DOCUMENTS button to finish. The new version number will now be displaying in the table, along with 
the note and the new file name, if there is one.  

The UPDATE text button must be used for the new file to be considered the next version of the same 
document. Simply uploading another file with the same name will not version the document; it will be 
considered a different project document.   
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On any page that holds documents, the documents have a Version column. The version number in this 
column is clickable and opens a window that shows all the versions of the file.  
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District Functions 

Manage Railroad Flagger Resources 
GCMS provides users the ability to view and manage flagger needs across multiple projects for a 
selected railroad, including details like flagger counts, days, and crossing information, with sorting and 
export options. 

To view flagger needs for a specific railroad across all Districts, navigate to the Manage Railroad Flagger 
Resources page by selecting District Functions from the green menu bar and clicking Manage Railroad 
Flagger Resources. The page will open, but no data will be displayed until a railroad is selected. 

Next, select a railroad from the 
“Select Railroad” drop-down list. 
Alternatively, users can also begin 
typing the railroad name in the 
drop-down field, and the list will 
automatically filter to show 
matching names as they type. 

Once the railroad has been selected by clicking the railroad name, the report will automatically populate 
with a summary of all projects where the selected railroad has been added. 

 

You can review the details of each project by scrolling up and down or left and right in the table. The 
header will remain frozen when scrolling vertically, and the first three columns will stay fixed when 
scrolling horizontally to help navigate the data.  

To expand a project’s entry and see the detailed crossing information, click the down arrow on the far 
left of the row. The expanded section will show the Crossing Details, including each DOT# the selected 
railroad has been added to. 



GCMS User Guide   District Functions 

29 
 

 

Additionally, user can filter and sort the report by criteria, like District or County, to better analyze the 
data.  

If needed, a report showing flagger needs at the Project Level, or Crossing Level, can be exported by 
clicking either the EXPORT PROJECT DETAILS or EXPORT CROSSING DETAILS buttons.  This downloads 
the appropriate Excel file report, which will include all applied filters and sorts. 

  

District Grade Crossing Inspections 
This feature allows users to view, filter, and export recent District Grade Crossing inspections, as well as 
download inspection worksheets for field use. 

To view the grade crossing inspections across all Districts, navigate to the District Grade Crossing 
Inspections page by selecting District Functions from the green menu bar and clicking District Grade 
Crossing Inspections.  

 

You can filter the list of inspections to focus on specific crossings within your District. Use the available 
filters to narrow down the list to crossings that you might inspect at the same time. For example, you 
can filter by crossings on a selected SR or in a specific County. The list will then update to show only the 
relevant Grade Crossing DOTs based on the filters you’ve selected.  Additionally, clicking the DOT 
number under the “DOT#” header will take the user directly to the Grade Crossing record. 
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Note: By default, the grade crossing inspections list displays only crossings with a Crossing Type of 
“Public” and a Crossing Status of "Open." If you need to view 
both Public and Private, and Open and Closed, crossings, click on 
the CLEAR ALL FILTERS link at the top of the list, which will reset 
all filters and display a complete list of grade crossing inspections. 

To export the list of Grade Crossing inspections, click the EXPORT LIST button. This will download the 
file. Your browser will notify you once the file has been downloaded. The downloaded file will include 
the same information you see on your screen, with the applied filters and sorting. 

If you need to perform an inspection in the field, you can download the “Grade Crossing Inspection 
Worksheet”. To do this, click the Worksheet link in the last column of the District Grade Crossing 
Inspection list. This will open the Grade Crossing Inspection Worksheet in a new browser tab. The 
worksheet will display key fields from FRA Parts I-V that are relevant for the inspection, allowing you to 
reference these details while in the field. 

Conditional Railroad Certifications 
This feature enables users to access and view Conditional Railroad Certifications for all Districts. It 
provides a table listing all projects marked with an “Is Conditional” checkbox selected on the Railroad 
Certification page. 

 

To view the list of all Conditional Railroad Certifications, navigate to the Conditional Railroad 
Certifications page by selecting District Functions from the green menu bar and clicking the Conditional 
Railroad Certifications. 

The page will display a table that lists all projects for which the “Is Conditional” checkbox has been 
selected on the Railroad Certification page. The table will include key details such as the MPMS #, ECMS 
#, SR-SEC, Project Title, District, Certification Date, PS&E Date, Let Date, NTP Date, Conditional Type, and 
Reason.  
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To view more details for a specific project, click the MPMS number link in the MPMS# column. This will 
navigate you to the Project Information page for that project.  

To export the Conditional Railroad Certifications list, click the EXPORT LIST button located in the upper 
right corner of the table. This will download an Excel file containing all the information shown in the 
table.  



GCMS User Guide   Railroads Setup and Updating 

32 
 

Railroads Setup and Updating 
The following sections describe how to create a new railroad in GCMS and edit existing railroads. 

Creating a Railroad 
The option to create a new railroad is found in the Admin dropdown list on the 
menu bar across the top of the page. Navigate to Admin > Maintain Railroad 
Companies. Then, scroll to the very bottom left of the page and press the ADD 
RAILROAD button. 

This button will open a page for creating a railroad. Enter the Railroad's information and ensure all 
required fields (as denoted by a red asterisk) have been completed. 

 

If the railroad has a resource email account, they can enter that email address in the Notification 
Resource Email Account box to have a copy of each notification sent to that account. This email address 
will be CC'd on all GCMS workflow notification emails for the railroad; however, this only includes 
workflow notifications, not other GCMS emails, such as a message to alert a user that a submitted 
request was returned.  

Next, add the corporate address for the railroad in the Corporate Address section.  

 

Lastly, if required, add an SAP Suffix in the SAP Suffixes section.  Click the ADD SAP SUFFIX button, and 
in the Add SAP Suffix modal window that appears, enter the SAP Suffix and address information, and 
click SAVE. The new SAP Suffix will then appear in the table list. 
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After adding the railroad’s information, corporate address, and a required SAP suffices, click the SAVE 
button at the bottom right corner of the screen. If the new railroad's information is similar to that of an 
existing railroad, an error message will appear at the top of the window notifying the user what 
information for the new railroad already exists in the system. Examine the information displayed to 
determine if this is the case.  

Creating Contacts 
Creating contacts allows a railroad company to specify primary points of contact. These contacts can 
then be assigned to a railroad in GCMS on a project-by-project basis. Contacts are always railroad 
employees and not consultants. Contacts may or may not be users of GCMS.  

On the Edit Railroad 
Company page, go to the 
Contacts tab on the left 
side of the screen, then 
select ADD at the bottom 
of the Contacts section. 
This button brings the Add 
Contact modal window 
into view.  

Fill in all required fields and 
any additional information 
before clicking SAVE to 
close.  

The new railroad contact is then added to the Contact table list.  This table shows the contact’s name, 
email address, phone number, and user ID if they are a registered user in GCMS.  

The information for an existing contact can be edited by clicking the Edit text in the Actions column on 
the right end of the line in the Contacts screen.  
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Outdated railroad contacts can be cleared out of the railroad's information if they are not assigned on 
any active projects. A project is active when it has been started in GCMS and has not reached 
"Completed" status yet. If an old railroad contact is only assigned on completed projects, the contact 
can be deleted from the railroad while remaining listed on the records of those completed projects. On 
the Contacts tab, a DELETE text button is found next to any contact that can be deleted.  

Note that once a contact is removed, it cannot be reactivated. 

Editing Railroad Company Information 
Both a railroad company and PennDOT can revise a railroad's information. Railroad company users go to 
My Railroad > Railroad Profile, while PennDOT users go to Admin > Maintain Railroad Companies. 

In the PennDOT user’s view, the Maintain Railroad Companies page has a table listing the existing 
railroads along with filtering options above the list. To search the records, 
type a railroad name in the Railroad Name input box under the Railroad 
Name heading. Existing railroads in the table will automatically filter as the 
name is being typed. The relevant railroad can be clicked and selected from 
that list.  

The Edit Railroad Company page opens allowing the user to edit the details under the Railroad 
Information, Regions, and Contacts tabs.  After completing the edits, click SAVE on each page. 

Deleting Railroads 
On occasion, a railroad profile may need to be deleted, typically because it is a duplicate, outdated, or 
some similar condition. After confirming this is accurate, checkmark the Permanent Delete box on the 
Edit Railroad Company screen. Selecting this box does not actually delete the railroad profile, but it flags 
the railroad for deletion by the system administrators. Periodically the system administrators will check 
for these railroads that have been marked and remove them from the system. Be sure to click SAVE at 
the bottom of the screen after making the selection.  
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Grade Crossing Inventory List 
The GCMS provides an inventory of Grade Crossing Records based on Federal 
Railroad Administration (FRA) data.  The list of Grade Crossing Records (i.e., 
DOT#s) can be accessed by clicking the View GC Inventory text link in the 
green Menu bar.    

This opens the Grade Crossing Inventory List page. The system provides a quick and efficient way to 
search for specific grade crossings by DOT number. To do this, simply enter the DOT number in the 
Search DOT# text box and click SEARCH. The corresponding grade crossing record will display on your 
screen. This feature helps you quickly locate specific crossings by their unique DOT number.  

For users looking to narrow down the inventory list, several filters and sorting 
options are available. By default, the inventory list displays only crossings with a 
Crossing Status of "Open." If you need to view both Open and Closed crossings, click 
on the CLEAR ALL FILTERS link at the top of the list, which will reset all filters and 
display a complete inventory, including both Open and Closed crossings. 

For users who need to download the inventory data, the system provides an EXPORT LIST button 
located above the inventory list. Clicking this button will prompt the system to generate an Excel file 
containing the current list of crossings, including any active filters and sort preferences. Once the file has 
been downloaded, you can open it in your browser’s default download location to review or share the 
records. 

Maintaining Grade Crossing Records 
Once a user searches for a specific DOT#, or clicks on a DOT# row within the Grade Crossing Inventory 
List, the user is taken to the Grade Crossing Record with the DOT# you are viewing showing at the top of 
the page. This page is designed to facilitate the management and updating of grade crossing records, 
ensuring accurate data is maintained for both PennDOT and FRA purposes. 

The Grade Crossing Record page is comprised of a Grade Crossing Header as well as the six following 
tabs:

1. Crossing Details 
2. Crossing Documents 
3. PUC Documents 

 

4. Projects 
5. Inspections 
6. Crossing History 
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Grade Crossing Header 

The light blue Grade Crossing Header, which is displayed across all pages within the Grade Crossing 
record, contains important information about the crossing. This header includes data such as the 

Effective Date, State Route, Street or Road Name, Segment, Offset, County, Municipality, Crossing 
Status, FRA Owner, and FRA Operator.  

PennDOT Identified Owner and Operators 

In cases where PennDOT has identified a railroad owner or operator that differs from the FRA’s records, 
users can modify this information directly in the Grade Crossing Header. To do so, select a different 
railroad from the PennDOT Identified Owner drop-down menu and click SAVE. The new railroad name 
will be saved, and the Date Updated field will 
update to reflect the current date. Similarly, the 
PennDOT Identified Operator can be changed by 
selecting a different railroad from the drop-down 
menu and saving the changes. By default, GCMS 
will use the PennDOT Identified Owner and 
PennDOT Identified Operator when populating 
data on the Add Railroads to Project page. 

Crossing Details 

The Crossing Details tab within the Grade Crossing Record includes an FRA Inventory Record and 
PennDOT Crossing Information section where users can input, modify, and save important data related 
to various aspects of grade crossings. 

FRA Inventory Record 

Once the Crossing Details tab is selected, ensure 
the FRA Inventory Record section is expanded by 
clicking the arrow located on the right end of the 
section pane.  Once open, user will have the 
ability to navigate through different sections for 
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data entry and updates. GCMS follows a structured process based on the FRA data requirements, which 
are divided into five main parts as shown across the top of this section.  

Part I: Location & Classification 

• The Location & Classification section (Part I) contains essential information about the crossing’s 
location and classification.  

Part II: Railroad Information 

• The Railroad Information section (Part II) contains fields related to the railroad operating at the 
crossing.  

Part III: Traffic Control Device Information 

• The Traffic Control Device Information section (Part III) provides details about the traffic control 
devices used at the crossing.  

Part IV: Physical Characteristics 

• Part IV covers the Physical Characteristics of the crossing, including physical infrastructure 
details.  

Part V: Public Highway Information 

• The final section (Part V), Public Highway Information, pertains to the public highways in the 
vicinity of the crossing.  

Users can navigate through the five parts of the FRA data entry forms, making updates to the necessary 
fields and ensuring that the grade crossing records are accurate and up-to-date.   

After updating the necessary fields (as denoted by a red asterisk), click SAVE. The system will save the 
data and display a confirmation message once the changes are successfully recorded. 

PennDOT Crossing Information 

Once the Crossing Details tab is selected, ensure 
the PennDOT Crossing Information section is 
expanded by clicking the arrow located on the 
right end of the section pane.  Once open, user 
will have the ability to view PennDOT’s Crossing 
Information.   

Users can navigate through the section, making updates to the necessary fields and ensuring that the 
grade crossing records are accurate and up-to-date.   

After updating the necessary fields (as denoted by a red asterisk), click SAVE. The system will save the 
data and display a confirmation message once the changes are successfully recorded. 
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Crossing Documents 

The Crossing Documents tab within a Grade Crossing Record brings users to the Grade Crossing 
Documents page which allows for managing and maintaining documents associated with grade 
crossings. This includes the ability to view, upload, and update documents related to the crossing.  

The Grade Crossing Documents page displays all files related to the crossing, including those that have 
been uploaded through ECS and GCMS. Each file in the list includes key information, such as the File 
Name, Version, Document Type, Date Uploaded, File Size, DOT#, and associated Notes.  

For files originating from ECS, the UPDATE button in the Action column will be disabled, indicating that 
these documents cannot be modified within GCMS. However, documents uploaded directly through 
GCMS will have an active UPDATE button, allowing users to make necessary changes.  
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To upload a new document, click the SELECT FILES TO UPLOAD button or drag-and-drop a file into the 
designated area. Once the file is selected, it will appear in the Upload Grade Crossing Documents list. 
You will then need to choose a Document Type from a drop-down menu, which includes options such as 
Crossing Surface Pictures, Diagnostic Form Analysis, General PUC Crossing Documents, and others. You 
will also select the DOT# from the drop-down (which will match the DOT# shown in the page header) 
and enter any relevant Notes about the document. 

Once the file is ready, click the UPLOAD DOCUMENTS button to successfully upload the file. The 
document will now appear in the list of Grade Crossing Documents. 

If you need to update an existing document, locate the document in the list and click the UPDATE 
button in the Action column. This will open the Update Documents window, where you 
can select a new file to upload. Once a file is selected, it will appear in the upload list. 
You can choose the Document Type (which will default to the type chosen during the 
initial upload and is non-editable), enter new Notes, and click UPLOAD DOCUMENTS to upload the 
updated file.  

PUC Documents 

The PUC Documents tab within a Grade Crossing Record in GCMS offers users an efficient way to 
manage and review regulatory docket numbers associated with grade crossings. The system 
automatically links Docket numbers to specific DOT#s when available, displaying both MPMS and Source 
information to provide context on the origin of each Docket number.  

If a new PUC Docket # needs to be added to the Grade Crossing Record, users can do so manually using 
the Add PUC Docket # function. To do this, enter 
the desired PUC Docket number in the text field 
located above the list of existing Docket numbers. 
Once entered, click the Add PUC Docket # button. The new Docket # will be added to the list, but this 
entry will not have an MPMS # associated with it, as it was manually entered rather than linked to a 
project in GCMS. For this reason, the MPMS field will be blank, and the Source will be labeled as Manual. 

Projects 

The Projects tab within a Grade Crossing Record brings users to the Grade Crossing Projects page which 
is a powerful tool for and tracking the progress of projects associated with specific crossings.  
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For crossings with multiple projects, the Grade Crossing Projects table can be filtered and sorted using 
various criteria, such as Project Type, MPMS #, Project Status, Docket #, SR, and Section. This filtering 
and sorting functionality ensures that users can quickly find the relevant project for their needs. 

Once the desired project is identified in the Grade Crossing Projects table, users can click the 
corresponding MPMS Project # to view the full details of the project.  

Inspections 

The Inspections tab within a Grade Crossing Record brings users to the Inventory Inspections page. This 
page allows for capturing inspection data, managing changes to crossings, and ensuring that all 
necessary inspection details are stored accurately.  

Once on the Inventory Inspections page, users can view a list of Previous Inventory Inspections as well 
as enter a New Crossing Inspection. 

To add a new inspection, begin by scrolling to 
the Add New Crossing Inspection section. The 
system will prompt users to enter required 
data before the SAVE button becomes active. 
If any mandatory fields are left blank, the 
SAVE button will remain disabled. Specifically, 
users must enter a Crossing Inspection Date, 
which must be the current date or a date in 
the past. The system will not accept a future 
inspection date. 

Additionally, users must select whether there were Changes to the Crossing by choosing Yes or No radio 
button in the Crossing Changes field. If Yes is selected, the Comments field becomes mandatory, and 
users must enter detailed comments about the changes observed during the inspection.  

The Inspected By field allows users to enter the name of the inspector, who does not need to be a 
registered GCMS user. 
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Once all required fields are populated, users can click the SAVE button to store the inspection record. 
Once saved, the inspection record is added to the Previous Inventory Inspections list, which will display 
the most recent inspections at the top in descending order. 

The system does not allow users to modify or delete inspection records once they have been saved. This 
ensures that all inspection data remains accurate and intact for future reference. 

Crossing History 

The Crossing Details tab within a Grade Crossing Record brings users to the Grade Crossing History 
page. The Grade Crossing History feature in GCMS plays a crucial role in maintaining the integrity of 
crossing data. By automatically tracking and documenting changes made to a crossing record, the 
system provides a clear and comprehensive audit trail. The ability to filter, sort, and review this history 
ensures that users can easily access relevant information, whether they are reviewing recent changes or 
tracking the complete history of a crossing. 
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Create a Project in GCMS 
A project must be created in GCMS first before any work can be done on it in 
the system. Only a PennDOT user can create a project. To begin, move the 
mouse cursor over the Create Projects heading on the top menu bar and click 
Create GC Projects.  

GCMS Project Types 
Typically, the project manager creates a grade crossing project in GCMS when the railroad coordination 
phase is ready for initiation. In order to create a project in GCMS, the project must first exist in MPMS.   

When the grade crossing project is created in GCMS, it will either be designated as a Highway/Bridge 
Project or a Safety Project which is determined by the Project Class in MPMS.   Highway/Bridge and 
Safety Projects have slightly different workflows in GCMS. 

Highway/Bridge Projects 

Highway and/or Bridge Projects typically involve the construction of new highways or bridges, or 
improvements to existing ones, at highway-railroad crossings, including at-grade crossings within the 
project's limits of work.  

 When creating a project in GCMS, selecting an MPMS project with a project class other than 
"Rail Highway Grade Crossing" will create a Highway/Bridge Project. These projects are 
marked with a highway and bridge icon next to the MPMS number on the Dashboard lists.    

Highway/Bridge Projects must have a Let Date that is 12 years or less in the future. 

Safety Projects 

Safety Projects typically involve improvements to existing highway-railroad grade crossings and are 
considered "stand-alone" projects, independent of the Department's Highway Design Process. These 
projects are usually minor to moderately complex and are funded through the Section 130 Safety 
Program or Section 148 Safety funding. They often include the installation of warning devices such as 
lights, gates, cantilevers, or a combination of these. 

When creating a project in GCMS, selecting an MPMS project with a project class of "Rail 
Highway Grade Crossing" will create a Safety Project. These projects are marked with a 
railroad crossing icon next to the MPMS number on the Dashboard lists.    

Creating a New Project 
Selecting Create GC Projects from the Create Project menu navigates to the Create Grade Crossing 
Project from MPMS page, which contains a table listing all the MPMS projects that are available to 
create in GCMS. Immediately above the table is a text 
entry box with the CREATE button. Use this box to 
begin a new project by typing in the MPMS number 
and clicking the button.  
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If the number belongs to a valid MPMS project, GCMS will display the Create New Grade Crossing 
Project page. The first section shows the project information taken from MPMS.  

  

Review the project information to confirm it is the correct project you were expecting, then click the 
CREATE PROJECT button at the bottom right of the screen.  

Cancel the creation of the new project while on this page using the CANCEL button at the bottom right 
of the screen. GCMS will return to the Dashboard and the new project will not exist in the system.  

Project Priority 
GCMS allows PennDOT users to designate projects as Emergency or Critical so that the project tasks are 
prioritized appropriately.   

Emergency projects are those that must be started very soon to replace infrastructure 
damaged by catastrophic events like a natural disaster. For emergency designation, an 
emergency proclamation document is required to be uploaded. These projects are indicated by a red 
exclamation icon next to the MPMS number on the Dashboard lists. These projects are also prioritized in 
the My Upcoming Tasks section. 

A Critical project is one that the District has determined should be given priority. The project 
has a yellow exclamation icon next to the MPMS number on the Dashboard lists. Also, tasks 
associated with a critical project are prioritized to the top of the My Upcoming Tasks section.  

If a project is Emergency or Critical, that priority also shows beneath the Project Status on the Project 
Page.  
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To change the Project Priority, go to the Project Information page and click the Project Priority button 
beneath the Project Information tab.     

 

This opens the Update Project Priority window that gives the options to update the Project Priority. A 
space is also provided to upload a file and assign the Document Type as the Emergency Proclamation, 
which is required for an emergency. 

Click the SAVE button at the bottom right of the window. The priority update window closes and the 
project priority is updated and shown on the project page.  

 

Set PennDOT Project Team 
The PM or another PennDOT user assigns the PennDOT staff or consultants who will be involved in a 
project so they can complete their relevant tasks. These members comprise the Project Team.  

As steps are completed in each status of a project in GCMS, new tasks are generated for the next 
requirements to complete. These tasks are assigned to users based on their roles indicated in the 
Project Team, so setting these PennDOT team roles soon after creating the project is important. 
Completing this page helps ensure that tasks are given to the correct staff in GCMS.  



GCMS User Guide   Create a Project in GCMS 

45 
 

Go to the Project Page to begin establishing the project team. Click Manage Project > Project Team. 
GCMS will navigate to the Project Team page. 

The Project Team page lists the team roles 
required for the project with a selection box beside 
each one. 
Use these selection boxes to assign a user to each 
role from its respective dropdown options. A user 
will already be assigned by default, but these can 
be changed. After the whole team is assigned, be 
sure to click the SAVE button at the bottom.  

See the PennDOT Project Team section for a list of 
user roles that can be assigned to each team role. 
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Project Status 1 - Scoping 
A project is set to the status of Scoping after it is created. 
During this project status, the details of the project are 
examined and PennDOT gathers and provides the information 
necessary for coordination with the railroad companies. 

Scope Railroad Involvement 
Start entering crossing scope data on the Project Information screen. Go to the Project Information tab 
and scroll down to the Scope Railroad Involvement section.  

Note:  A Crossing Scope description must be provided and is a requirement to Complete Scoping. 

 

The final section of the scoping information is for the optional Scoping Field View Comments. If a 
comment is entered, the user must click the ADD COMMENT button below the input box in order for it 
to be saved to the project information.  

Be sure to use the SAVE button at the very bottom right of the page to store any information entered.  

To view or upload associated scoping field view documentation, use the View/Upload Scope Field View 
Document link at the top of the section.  This brings the 
user to the Scoping Field View Documents window, 
where the existing SFV files are listed and where 
additional ones may be added.  

After uploading a file by selecting it or dragging it into the drop area, the file name shows at the bottom 
of the page, and the Document Type "Scoping Field View Documents" is automatically assigned. Press 
the UPLOAD DOCUMENT button just below to finish adding the file to GCMS—it will then appear in the 
SFV document list above.  
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Project scoping can be finished by using the COMPLETE SCOPING button at the bottom of the page if all 
the following are complete: Crossing Scope description has been entered for the project, at least one 
Impacted and/or Nearby Crossing has been added to the project, at least one Railroad has been added 
to the project, at least one Contact has been identified for each Railroad, and at least one Railroad has 
been authorized for engineering.  

Pennsylvania One Call 
The optional PA1 Call section follows the Scoping Railroad Involvement section and is only found on 
GCMS Safety Projects.  

If no existing records are found, click the + ADD PA1CALL button to open a modal window where a new 
entry is made. Complete all the fields in the window and SAVE the data to add the PA1Call information. 

Impacted and Nearby Crossings 
From the project page in GCMS, click the Grade Crossings & Bridges tab.  This brings users to the Grade 
Crossings & Bridges page which allows users to add and manage impacted and nearby crossings for the 
project.  

For projects that have DOTs identified as impacted in MPMS, the Crossings & Bridges page displays a list 
of Crossings Impacted. These impacted crossings are automatically added to the list, and the Source field 
for each DOT will indicate MPMS, denoting that the DOTs were initially identified in the MPMS system. 
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It is important to note that DOTs identified as impacting the project cannot be removed from the 
Crossings Impacted list, as they are sourced directly from MPMS. The REMOVE button will be inactive 
for these records, preventing users from deleting them. 

The Nearby Crossings section allows users to designate crossings (and the associated Railroads) as being 
nearby, but not directly involved with the project. 

 

Adding a Crossing within the Vicinity to the Crossings Impacted or Nearby Crossings List 

From the Crossings Within the Vicinity (Non-Impacted) 
list, users can utilize two key buttons under the Action 
column: 

• ADD TO IMPACTED+: This button adds a crossing from the Non-Impacted list to the Crossings 
Impacted list. The Source field for the added DOT will reflect “Within Vicinity” to indicate that it 
was manually selected as impacting the project. 

• ADD TO NEARBY+: This button moves a crossing to the Nearby Crossings list. 

Additionally, users can remove DOTs from the Crossings Impacted and Nearby Crossings lists by clicking 
the REMOVE button, which will return the DOT back to the Non-Impacted list.  

 

Manually Add and Remove Crossings that are Located Outside the Vicinity 

For DOTs that are outside the 500 foot vicinity of the project, users can manually add them to the 
Crossings Impacted or Nearby Crossings lists. To 
add a DOT outside the vicinity, enter the DOT 
number into the Add a Crossing Outside the 
Vicinity field and click the SEARCH button.  

Once the DOT record is verified, users can click the ADD TO IMPACTED LIST or ADD TO NEARBY LIST 
button to add the DOT to the Crossings Impacted or Nearby Crossings list. The Source for this entry will 
be the user's ID, indicating that the crossing was manually added. 
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If a user attempts to add the same DOT more than once, the system will prevent this by displaying an 
error message. The system also allows users to remove these manually added DOTs from both the 
Impacted and Nearby lists using the REMOVE button. 

Viewing Project Bridges 
The Project Bridges section displays all bridge-related data for the project. To access this information, 
users can scroll down the Crossings & Bridges page to view the Project Bridges panel. This panel can be 
expanded or collapsed by clicking the arrow on the far right. If a test project does not have any BR-Keys 
(bridge identifiers) in MPMS, the Project Bridges list will be empty.  

Adding Railroads and Contacts to Impacted Crossings 
Once impacted crossings and/or nearby crossings have been added to the project, a railroad company 
must be added to each crossing and a contact must be selected for each railroad.  If no railroads will be 
impacted, that must be specified in GCMS as well. See the No Railroad Involvement section for 
additional information. 

While on the Project Page, click the Manage Project > Add Railroads to access the Add Railroads To 
Project page. Alternatively, users can access this page from the Grade Crossings & Bridges tab by clicking 
the Add Railroads to Impacted Crossings text link located at the top of the Project Grade Crossings 
section.   

 

Upon entering the Add Railroads to Project page, the system will alert the user if any crossings lack a 
railroad association, prompting them to add an owner or operator. 

 

To add a railroad to a crossing, users simply click the ADD TO LIST button to add the Owner or Operator 
to the desired crossing. Once added, the crossing will no longer display the warning icon, indicating that 
it now has an associated railroad. The Railroads on Project list will be updated to reflect the railroad's 
inclusion.  
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If a user attempts to remove a railroad from a crossing, a confirmation prompt will appear, allowing the 
user to choose whether to proceed. If the removal is confirmed, the railroad will be removed from the 
Railroads on Project list, and the crossing will display a warning icon indicating it still needs a railroad 
association. 

 

Adding and Removing Additional Railroads 

For situations where additional railroads (ones not shown as the Owner or Operator) need to be added 
to a crossing, users can access the Additional Railroads drop-down list. By selecting one or more 
railroads from this list and clicking UPDATE LIST, the selected railroads are added to the Railroads on 
Project list for the associated crossing.  

 

To remove an additional railroad, users can click the “x” icon next to the selected railroad, prompting a 
warning message to confirm the removal. If confirmed, the railroad will be removed from the project, 
and if it is no longer associated with any other crossings, it will be removed entirely from the Railroads 
on Project list.  

Adding Railroad Contacts 
Adding contacts to a railroad can be done through the Add Railroads to Project page. Once a Railroad 
has been added to the project it appears in the Railroads on Project list.  

Users will then click the ADD CONTACTS button located in the Action column of this list.   
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Users can then view and select from a list of contacts assigned to the railroad, by clicking the checkbox 
in the first column.  

 

If the contact you want to add is not shown, the user can add a new railroad contact through the Admin 
> Maintain Railroad Companies menu. Once contacts are selected, users can click SAVE. When saved, 
the contact information will be associated with the railroad for the project. 

No Railroad Involvement 
For projects that have been identified to have no impacted 
crossings and railroads, select the No Railroad Involvement 
checkbox on the Grade Crossings & Bridges page under the 
Project Grade Crossings section heading.  

This will trigger a warning message confirming that you want to 
proceed. Clicking OK will update the project status to Completed. Once this occurs, a Railroad 
Certification letter certifying there is no railroad involvement will be automatically generated and saved 
in the Project Documents section. Additionally, this letter will be sent to the District Contract 
Management Unit for inclusion in the ECMS contract. 
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When a project status is marked as Completed, it will no longer appear in the My Upcoming Tasks or 
My Active Projects lists on the Dashboard.  

Reopening a Completed Project 

If you need to make changes or continue working on a project that has been 
marked as Completed, you can reopen it by following these steps: 

1. Click the REOPEN PROJECT button below the Project Status box. 
2. A confirmation pop-up will appear, asking you to confirm whether you wish to reopen the 

project. If you click Cancel, no changes will be made, and the project will remain in the 
completed status. 

3. If you click OK, the project status will be updated to Scoping, and the project will reappear in 
both the My Upcoming Tasks and My Active Projects lists. 

Entering Project Involvement 
To update the Project Involvement details for your project, open the Project Page and navigate to 
MANAGE PROJECT> Project Involvement.  Once on the Project Involvement page, complete the 
PennDOT Involvement, PUC & Public Involvement, and Railroad Involvement sections.   

Note:  When completing fields on this page, users do not need to complete the entire page before 
saving.  This allows users to leave the page and return to enter information at a later time, if needed. 

Entering PennDOT Involvement Details 

On the PennDOT Involvement section of the page, users will complete the following fields: 

• Does Railroad R/W need to be acquired? (Default: No) 
o If Yes is selected, the user must also choose an Appropriation Type (i.e., PennDOT 

Amicable Settlement and/or PUC Appropriation) from the dropdown menu. 
• Is there Utility Involvement? (Default: No) 

o This option is only shown for GCMS Safety Projects. 
• Additional PennDOT Involvement Detail (Default: blank) 

o Here PennDOT users may add optional involvement details if needed. 
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Entering PUC Involvement Details 

Next, review the PUC & Public Involvement section of the Project Involvement page. Users will 
complete the following fields: 

• Is PUC review/approval required? (No Default) 
o Safety Projects - Selecting Yes activates the Manage PUC Parties of Record page 

(MANAGE PROJECT> PUC Involvement>PUC Parties of Record). 
o Highway/Bridge Projects - Selecting Yes activates the PUC Communications page 

(MANAGE PROJECT> PUC Involvement>PUC Communications) and the Manage PUC 
Parties of Record page (MANAGE PROJECT> PUC Involvement>PUC Parties of Record). 

• Have Objections been registered with the PUC? (Default: No) 
o Select Yes or No. 

• Is Project in Litigation? (Default: No) 
o Select Yes or No. 

• Additional PUC Involvement Detail (Default: blank) 
o Here PennDOT users may add optional involvement details if needed. 

 

Entering Railroad Involvement Details 

In the Railroad Involvement section, review the list of railroads associated with the project, which is 
displayed based on the information entered in the Add Railroads to Project page. The section includes 
the following fields which are to be entered by the user: 

• Work Type (Default: blank) 
o A PennDOT or Railroad user will enter the Work Type(s) for each Railroad on the project.  

Work Type options include Contractor Bid, Continued Contract, Lump Sum, and/or Force 
Account Work.   

o Alternatively, Work Type(s) can also be edited or entered by a Railroad User on the 
Railroad Work Summary page (Manage Project > Railroad Work Summary). 

• Authorize Engineering? (Default: blank) 
o This question must be answered for each Railroad by selecting either Yes or No. A 

selection is required to complete scoping.  
• Railroad Project Identifier (Default: blank) 
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o A PennDOT user can enter the unique Project Identifier used by the Railroad to 
reference the project.  This Project Identifier can also be entered by a Railroad User on 
the Railroad Work Summary page (Manage Project > Railroad Work Summary). 

After entering the necessary information, click SAVE to save the updates. A “Successfully Saved” 
message will appear at the top of the page, confirming your changes. 

 

Scoping Railroad Costs 
GCMS allows a PennDOT user to enter a scoping-level estimate of railroad costs. These costs can be 
used as a level of magnitude estimate and can be compared with the railroad funding programmed in 
MPMS. 

These scoping costs are contained on the Costs & Funding tab of the Project Information page. On that 
screen, scroll down to the Railroad Costs section of the page. Then press the ADD RAILROAD ESTIMATE 
button under the Scoping Railroad Costs table. The system captures costs at the Railroad Company level, 
and notes can be added to specify details about the estimate. Press the SAVE button to save the 
estimate. The system totals all costs entered. Use the EDIT and DELETE buttons in the table rows to 
revise or delete an estimate.  

 

Enter Milestone Dates 
Depending on the type of project you are viewing (i.e., Highway/Bridge Project or Safety Project), the 
entry of Milestone Dates will be different.  See the below two sections for guidance on completing 
milestone dates. 
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Highway/Bridge Project Milestones 

For Highway/Bridge Projects the Scoping phase also involves entering dates for the Project Milestones. 
Milestone dates should be set before sending the Engineering Authorization so the railroads' tasks are 
given correct due dates. 

Select a project to go to its Project Information screen. Click the Milestones tab on the row of tabs 
above the project information.  

  

Each milestone has a row of dates in the Project Milestones table. Click inside one of the boxes in the 
Project Schedule column to highlight the text and type a new date. Alternatively, click the calendar icon 
on the right side of the box to open a calendar and select a date. Be sure to click the SAVE button at the 
bottom right corner after making any changes.  

Rather than entering or selecting each date individually, all the dates can be automatically generated for 
an MPMS project with the USE MPMS SCHEDULE button in the heading of the table. See Table 2 under 
the Project Milestones section for additional information on how this schedule is calculated.  If Asta 
schedule dates are available for the project, the USE ASTA SCHEDULE button becomes active and allows 
for using those dates in the milestones table as well. GCMS fills the Project Schedule column with the 
suggested schedule dates it calculated.  
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Safety Project Milestones 

Safety Projects do not require the entry of Project Schedule dates.  Instead, Safety Projects track 
milestones on the Safety Project Milestones page (Manage Project>Safety Project Milestones). Here 
users can view the milestones associated with each project status in GCMS, enter completion dates for a 
milestone, and check milestone statuses.  Milestones that have been completed are denoted with a 
green checkmark and will show a completion date next to the milestone.  If a milestone is not relevant 
to a particular project, the milestone is inactive and the checkbox is greyed out. 

 

Some milestones will require that the user enter a completion date into the provided date field, as well 
as upload the required documentation.  In these cases, a notification will appear next to the entered 
milestone date informing the user of what document upload is required to complete the milestone.   

 

The user can then upload the required documentation on the Project Documents page (MANAGE 
PROJECT>Project Documents), selecting the corresponding Document Type, to complete the milestone. 

Complete Scoping 
Once all of the following actions have been completed, project Scoping status can be finalized. 

• Crossing Scope description has been entered for the project.  
• At least one Impacted and/or Nearby Crossing has been added to the project. 
• At least one Railroad has been added to the project crossing.  
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• At least one Contact has been identified for each Railroad. 
• At least one Railroad must be authorized for engineering. 

From the Project Information page, scroll to the bottom of the page and click the COMPLETE SCOPING 
button.   If all requirements have been met, the project will progress to Authorization status.  If all 
requirement have not been met, the user 
receives a notification at the top of the page 
noting what requirements have not yet been 
met. 
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Project Status 2 - Authorization 
Once the project scoping has been completed and confirmed using the COMPLETE SCOPING button, the 
project status progresses to Authorization. During the 
Authorization status, the Engineering Authorization is sent 
the railroads, allowing them to proceed with preliminary 
engineering activities for the subject project.  

Send Engineering Authorization 
Railroads are formally notified about the upcoming PennDOT project using the Engineering 
Authorization notification. To send this notification to a railroad, project scoping must have been 
completed using the COMPLETE SCOPING button on the Project Information tab.  

Click the Manage Project button on the Project Page and choose Project Workflow Notifications in the 
dropdown menu. GCMS navigates to the Project Workflow Notifications page.  

This page lists all Railroads that were selected to receive an Engineering Authorization.  The Engineering 
Authorization notification can be sent to all railroads at the same time using the SEND TO ALL 
RAILROADS button or only to selected railroads using the SEND buttons shown below. 

 

The notification is sent to the railroad contact(s) designated on the Add Railroads to Project page. The 
recipient(s) can then use the link in the email to download the Engineering Authorization letter. 

In addition to the Engineering Authorization letter, the email also includes a PDF of the D-4279 and D-
4279A forms.  

Railroad Work Summary Page 
The Railroad Work Summary page is specifically designed for railroad companies to manage and 
document their involvement in grade crossing projects. Click the Manage Project button on the Project 
Page and choose Railroad Work Summary from the dropdown menu. On this page, users can enter or 
edit Work Types, and assign Project Identifiers. It also provides a comprehensive view of associated 
crossing details, such as DOT numbers, crossing types, and location information.  

Additionally, the page allows railroad companies to document Planned Work, such as engineering 
reviews or construction, and upload relevant project documents.  
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This ensures that all project details are accurately tracked and updated, streamlining the management 
of railroad-specific project information. 

Forms D-4279 and D-4279A  

Forms D-4279 and D-4279A are used to gather necessary railroad crossing data for project design and 
contractor bids. These forms are sent to the railroads and included with the Engineering Authorization 
notification. 

   

The railroads complete and return the forms by uploading them to the Railroad Work Summary page in 
GCMS.  

Once on the Railroad Work Summary page, scroll down to the Railroad Work Summary Documents 
section. Click the Upload Railroad Work Summary Documents text link and then select or drop the file 
into the space provided.   

Once the document appears in the upload list, select the “D-4279 Railroad Crossing Data for Design” or 
the “D-4279A Railroad Crossing Data for Contractor” as Document Type depending on the form being 
uploaded.  Optionally, add any notes, then click the UPLOAD DOCUMENTS button to complete the 
upload. 

To ensure proper project development, these forms must be attached to the Project Development 
Checklist in ECMS to receive the Railroad Certification and should be returned before the PUC Field 
Conference and, at the latest, before plans are submitted to the PUC for approval. 
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Preliminary Project Plans 
One of the steps of the Authorization status is to upload and send a minimum 30% plan for the project.  

Note: Providing plans to the Railroad is only required for Highway/Bridge projects and is not an option 
for Safety Projects. 

Preliminary plans are those that will be used by the railroad to verify and review the scope of work 
involved on the project.  

Sending the 30% Plans 

A task to “Send 30% Plans” is created for the user assigned to the Grade Crossing Coordinator team role 
for the project, and that task will appear in the Grade Crossing Coordinator’s My Upcoming Tasks list on 
the Dashboard. The user can click the task to be taken to the Railroad Plan Review page.  Alternatively, 
the user can go to the Project Page and click Manage Project > Railroad Plan Review.  

From the Railroad Plan Review page, under the Project Plans section, click the text link to Upload 
Project Plans. 
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The Upload Project Plan Documents modal window opens. Use the button or the drag-and-drop feature 
to upload the plan. Once the file finishes uploading, assign the Document Type "30% Plan" in the 
dropdown selection on the row on which the file name appears. 

Optionally type a note for the document, then click the UPLOAD DOCUMENT button at the bottom of 
the page.  

 

Now the newly added plan file appears in the Project Plans list and the button to SEND 30% PLANS 
becomes active.  

 

Clicking the SEND 30% PLANS button sends the 30% Plan file to all the railroads on the project that had 
been authorized for engineering on the Project Involvement page.  Once sent, the current date 
populates in the “Date Sent” row below the SEND 30% PLANS button, denoting that the plan has been 
sent. 

The notification is sent to the railroad contact(s) designated on the Add Railroads to Project page. The 
recipient(s) can then use the link in the email to download the plan file that was sent. 
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Updating Plans 

If revised project plans become available, new documents can be added to the project and resent for 
review by the railroads. PennDOT can do this by replacing the existing plans file with a new one.  

To replace the "30% Plan" document with a new version, find it in the list of uploaded files on the 
Railroad Plan Review page. The Action column on the right side of the list has an UPDATE button. Click 
the button, then select or drag-and-drop the new file in the modal window to upload.  

Once the new plans document has been uploaded, resend the plans to the Railroads by clicking the 
SEND 30% PLANS button again.  The new document is sent to the Railroads and the Date Sent text 
below the send button updates to reflect the current date.   

Note: As preliminary design progresses towards final design, and 60% and 90% plans files become 
available, these new plans should be uploaded.  In this case, the user should use the guidance in the 
Sending 60% Plans and 90% Plans section. 

Railroad Work Type Selection 
Before physical construction can be accomplished on a project, a construction contract must be in place. 
Work Type refers to the type of construction contracts that will be used by the Railroad to complete the 
work.   

When selecting Work Type(s), one or more of the following options may be selected: 

• Contractor Bid - Used mostly by the Short Line Railroads where their own forces cannot perform 
the work. 

• Continuing Contract - Where the work is performed by an exclusive contractor for the Railroad. 
• Lump Sum - Where the Railroad agrees to perform the work at an agreed-upon price. 
• Force Account Work - Used mostly by the major railroads. Work is performed by the Railroad's 

own forces. 

Work Type(s) can be entered by either a PennDOT or Railroad user.   
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A PennDOT user can enter the Work Type(s) on either the Project Involvement page (Manage Project > 
Project Involvement) under the Railroad Involvement section, or on the Railroad Work Summary page 
(Manage Project > Railroad 
Work Summary) under the 
Project Details section. Adding 
the Work Type(s) to either 
page updates the value on 
both pages.  Press the SAVE 
button at the bottom of the 
page to store the selection(s).  

Close Out Authorization Status 
A project transitions from Authorization status to Coordination status once all of the following actions 
have been completed: 

• Engineering Authorization sent to the Railroads. 
• A minimum of a 30% Plan has been sent to all Railroads that received an Engineering 

Authorization (only required for Highway/Bridge Projects) 
• All Railroads that were sent an Engineering Authorization have a Work Type selected. 
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Project Status 3 - Coordination 
Once Authorization status has been completed, the project moves into Coordination status. During this 
phase, PennDOT coordinates with the Railroad(s) on plan 
reviews, railroad estimates, flagger needs, and begins the 
Contractor Bid process if needed. Additionally, PennDOT will 
begin coordinating PUC involvement (as required by the 
project).  

Railroad Plan Review 

After the Grade Crossing Coordinator has sent the preliminary or final design plans to the railroad(s), the 
railroad(s) will review the plans and provide their comments and review documentation. 

Railroad responses can be uploaded by both PennDOT and Railroad users on the Railroad Plan Review 
page (Manage Project > Railroad Plan Review) under the Railroad Reponses section.  

Start by clicking the text link to Upload Railroad Responses. The 
Upload Railroad Plan Review Documents modal window opens. 
Use the button or the drag-and-drop feature to upload the review 
documentation. Once the file finishes uploading, the Document Type "Railroad Plan Response" is 
automatically assigned to the file. 

 

If a PennDOT user, select the railroad you are uploading a plan review for using the dropdown menu 
under the Railroad column.  This is only required when there is more than one railroad on the project.  
This field will be prefilled when viewing as a Railroad user. 

Optionally type a note for the document, then click the UPLOAD DOCUMENTS button at the bottom of 
the page. The railroad response now appears in the Railroad Responses table. 
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View the uploaded railroad responses by clicking on the blue File Name, which downloads the file from 
the browser.   

Sending 60% Plans and 90% Plans  
During the PennDOT and Railroad coordination process, preliminary design progresses towards final 
design and 60% and 90% plans become available.  These plans can be sent to the Railroads’ for review in 
the same manner as the 30% plans were sent during Authorization status. 

The user should navigate to the Railroad Plan Review page by clicking Manage Project > Railroad Plan 
Review.  

From the Railroad Plan Review page, under the Project Plans section, click the text link to Upload 
Project Plans. 

 

The Upload Project Plan Documents modal window opens. Use the button or the drag-and-drop feature 
to upload the plan. Once the file finishes uploading, assign the Document Type "60% Plan" or “90% 
Plan” from the dropdown selection on the row on which the file name appears. 

Optionally type a note for the document, then click the UPLOAD DOCUMENT button at the bottom of 
the page.  
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The newly added plan file appears in the Project Plans list and either the SEND 60% PLANS or SEND 90% 
PLANS button becomes active.  

Clicking the button sends the 60% or 90% Plan file to all the railroads on the project that had been 
authorized for engineering on the Project Involvement page.  Once sent, the current date populates in 
the “Date Sent” row below the SEND xx% PLANS button, denoting that the plan has been sent. 

A notification is sent to the railroad contact(s) designated on the Add Railroads to Project page. The 
recipient(s) can then use the link in the email to download the plan file that was sent. 

Railroad Estimates 
An estimate of costs for the proposed highway-railroad crossing improvement is required by PennDOT in 
order to draft the appropriate agreement. 

Create Railroad Estimates 

The railroad user begins the process of creating the Railroad Estimate package. As a Railroad user, select 
Manage Project > Estimates, Agreements, Invoices > Railroad Estimates. The system navigates to the 
Railroad Estimates page. 

Click the ADD button to open the Railroad Estimate form.  
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If you are a railroad user, the Railroad name box at the top will be prefilled. PennDOT users will choose 
the Railroad name from the dropdown selection.  

Next in the Railroad Details section, choose one of the Billing Type options.  Lastly, select one of the 
Agreement Type options. 

PennDOT users can enter the Agreement Number in the Agreement # field based on the District’s 
numbering scheme. 

The next section down, Estimated Costs, has form fields in which costs for the various portions of the 
project are entered. The text boxes in the column on the right side require dollar value inputs. As values 
are entered into each lettered section, the totals are automatically calculated near the bottom of the 
form.  
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Click the SAVE button at the bottom at any time to save the progress.  Saving puts the form into Draft 
status, allowing the user to leave and then return to the page at a later time to complete it.  The status 
of the estimate form is shown in the upper right corner of the form, as well as on the Railroad Estimates 
list.  To make updates to a Railroad Estimate in Draft status, click the EDIT button in the Action column. 

 



GCMS User Guide   Project Status 3 - Coordination 

69 
 

PennDOT’s Railroad Estimate review and acceptance process is in the Review and Accept Railroad 
Estimate section below. 

Additionally, any associated railroad estimate documentation can be uploaded at the bottom of the 
Railroad Estimate page, through the Estimate Documents section.  Click the Upload Estimate Document 
text link and then select or drop the file into the space provided.   

Once the document appears in the upload list, select either “Railroad Estimate Supporting Documents” 
or “Railroad Estimate of Cost” as Document Type from the dropdown menu.  Optionally, add any notes, 
then click the UPLOAD DOCUMENTS button to complete the upload. 

 

Review and Accept Railroad Estimate 

A District user may access and review the Railroad 
Estimate form from the Railroad Estimate page list at 
Manage Project > Estimates, Agreements, Invoicing > 
Railroad Estimates. Click the Review text in the Actions 
column to the open the form to the Railroad Estimate 
page.   

Review the entries for the Railroad Estimate. The District user can also make edits and SAVE the 
changes.  

One the review of all the entries, selections, and any supporting documents is finished, click the ACCEPT 
button at the bottom right of the screen to accept the Railroad Estimate form.  

If Accepted, the status of the form then shows as "Accepted" on the Railroad Estimates page list. A user 
can still select the Review action to see the details of the form, but no changes can be saved.  

Note:  Making a change to the Railroad Estimate form once it is in Submitted or Accepted status will pull 
the form out of that status and back into Draft status.  The PennDOT user would need to accept the 
form again by clicking the ACCEPT button. 
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Once an Estimate has been Accepted, the system automatically generates a PDF using the “Railroad 
Estimate of Cost” as the Document Type.  This file is saved to the Estimate Document section of the 
Railroad Estimate page as well as on the Project Documents page.   

Alternatively, if the District decides to return the form to the railroad for additional information, the 
RETURN button is used. A modal 
window prompts for a reason for 
the return, which will explain the 
case to the railroad. 

Entering Flagger Needs  
A task to “Enter Flagger Needs” is created for the user assigned to the Grade Crossing Coordinator team 
role for the project, and that task will appear in the Grade Crossing Coordinator’s My Upcoming Tasks 
list on the Dashboard. The user can click the task to be taken to the Project Flagger Needs page.  
Alternatively, the user can go to the Project Page and click Manage Project > Flagger Needs.   

Here the Railroad user would see a table listing all DOT#s to which their railroad company had been 
assigned. If a PennDOT user, DOT#s for all crossings and railroads on the project will be shown in the list.  

 

To add or edit flagger needs for a DOT#, click the EDIT button in the Action column of the list. 

The Edit Flagger Needs DOT# xxxxx modal window appears which allows the railroad user to enter the 
flagger needs for the DOT# they are viewing. 

Start by entering a value for the number of flaggers into the “# of Flaggers” field.  If the value entered is 
greater than “0”, the “# of Flagger Days” and the “Select Activity” fields become required. 

If the value entered for number of flaggers is “0”, the “# of Flagger Days” field remains inactive and the 
“Select Activity” field, although editable, is not required. 
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Enter the appropriate values for all fields, including selecting at least one Activity from the following 
options:  Aerial Easement, Bridge Preservation, Bridge Rehab, Bridge Replacement, No Cost Flagging, 
Potential Encroachment, Structure Demolition, and/or Track Outage.  

Once all required fields are completed, click SAVE. The window will close, and the values for # Flaggers  
and # Flagger Days will appear in the Project Flagger Needs list. 

Entering Planned Work 
A requirement of the Coordination status in GCMS is to enter “Planned Work” for each DOT# that a 
railroad is associated with.  This is typically completed by a Railroad user, but can also be completed by a 
PennDOT user on the railroad’s behalf.  

This is done by navigating to the Railroad Work Summary page.  Go to the Project page and click 
Manage Project>Railroad Work Summary.  

From the Railroad Work Summary page, scroll down to the Crossing Details section.  This section lists all 
DOT# on the project that the railroad is associated with.  Under the Planned Work column of the 
Crossing Details table, choose a Planned Work value from the dropdown menu.  Options include 
Engineering Review Only Flagging, Construction, or Flagging & Construction. 
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In addition to the Work Planned selection, users may also record the Railroad’s Work Order number 
assigned to the project using the field under the Work Order column of the table. 

Final Design Plans 

Sending the 100% Plans 

A task to “Send 100% Plans” is created for the user assigned to the Grade Crossing Coordinator team 
role for the project, and that task will appear in the Grade Crossing Coordinator’s My Upcoming Tasks 
list on the Dashboard. The user can click the task to be taken to the Railroad Plan Review page.  
Alternatively, the user can go to the Project Page and click Manage Project > Railroad Plan Review.  

From the Railroad Plan Review page, under the Project Plans section, click the text link to Upload 
Project Plans. 

 

The Upload Project Plan Documents modal window opens. Use the button or the drag-and-drop feature 
to upload the plan. Once the file finishes uploading, assign the Document Type "100% Plan" in the 
dropdown selection on the row on which the file name appears. 

Optionally type a note for the document, then click the UPLOAD DOCUMENT button at the bottom of 
the page.  
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Now the newly added plan file appears in the Project Plans list and the button to SEND 100% PLANS 
becomes active.  

 

Clicking the SEND 100% PLANS button sends the 100% Plan file to all the railroads on the project that 
had been authorized for engineering on the Project Involvement page.  Once sent, the current date 
populates in the “Date Sent” row below the SEND 100% PLANS button, denoting that the plan has been 
sent. 

The notification is sent to the railroad contact(s) designated on the Add Railroads to Project page. The 
recipient(s) can then use the link in the email to download the plan file that was sent. 

Review Final Design Plans  

Once the final design plans are uploaded and sent to the railroads, the railroad reviews and responds to 
them. See the Railroad Plan Review section for information on how railroads submit plan review 
comments and documentation.  
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PUC Coordination 
GCMS streamlines the tracking of PUC coordination tasks for projects requiring PUC review and 
approval. The need for PUC involvement is 
determined during the initial Scoping 
phase and is noted in the PUC & Public 
Involvement section of the Project 
Involvement page. 

When PUC review and approval are required, a task to "e-file PUC Application" is automatically created 
for the user assigned to the PUC Application Coordinator role. This task will appear in the coordinator's 
My Upcoming Tasks list on the Dashboard.  

  

PUC Parties of Record 
The PUC Parties of Record page in GCMS (Manage Project > PUC Involvement > PUC Parties of Record) 
is designed to allow users to add, manage, and view the parties involved in a grade crossing project. This 
page allows users to add parties of record to the project by entering their contact information. Being a 
party of record ensures that the individual or entity is formally notified via email of proceedings, 
updates, and changes to the project.   

Users can easily input and update relevant details for each party, ensuring that all involved entities are 
accurately documented throughout the life of the project. 

To add a party of record, click the ADD button on the Manage PUC Parties of Record page, then enter 
the required contact information into the Add Parties of Record modal window that appears.  

 

If a party of record wishes not to receive notifications regarding the project, 
the “Email Opt Out” checkbox may be selected on the Add Parties of 
Record modal window. 
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Required PUC Activity Completion Dates and Uploads 

Recording PUC Application e-file Dates and Uploading the PUC Secretarial Letter or PUC Order for 
Highway/Bridge Projects 

To record the PUC Application e-file date, click the task.  Alternatively, users can navigate to the PUC 
Communications page (Manage Project > PUC Involvement > PUC Communications) for 
Highway/Bridge Projects. 

Once on the page, users will see a list of PUC activities with date fields. To enter dates, either manually 
input them or use the calendar icon to select them. After entering the PUC Application e-file date, click 
SAVE to save your entries. 

Once the PUC Application e-file date has been recorded, a task to "Upload PUC Secretarial Letter or PUC 
Order" is automatically created for the user assigned to the PUC Application Coordinator role. This task 
will appear in the coordinator's My Upcoming Tasks list on the Dashboard.  A date can be entered for 
these PUC activities in the same way as the PUC Application e-filed date. 

To upload the file(s), scroll to the bottom of the page to the Project PUC Documents section and click 
the SELECT FILES TO UPLOAD button or drop the file into the space provided.   

Once the document appears in the upload list, select “PUC Order” or “PUC Secretarial Letter” as 
Document Type from the dropdown menu.  Optionally, add any notes, then click the UPLOAD 
DOCUMENTS button to complete the upload. 
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Recording PUC Application e-file Dates and Uploading the PUC Secretarial Letter or PUC Order for Safety 
Projects 

To record the PUC Application e-file date, click the task.  Alternatively, users can navigate to the Safety 
Project Milestones page (Manage Project > Safety Project Milestones) for Safety Projects. 

Once on the page, open the “Coordination” panel of the accordion style menu to see a list of PUC 
activities with date fields. To enter dates, either manually input them or use the calendar icon to select 
them. After entering the PUC Application e-file date, click SAVE to save your entries. 

Once the PUC Application e-file date has been recorded, a task to "Upload PUC Secretarial Letter or PUC 
Order" is automatically created for the user assigned to the PUC Application Coordinator role. This task 
will appear in the coordinator's My Upcoming Tasks list on the Dashboard.  A date can be entered for 
these PUC activities in the same way as the PUC Application e-filed date.  
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PUC Appropriated Right-of-Way 

When PUC appropriation of Right-of-Way is required for a project, the certified copy of the PUC Order 
appropriating the Right-of-Way must be uploaded to the project.  This is requirement of Coordination 
and must be completed in order to transition the project to Contract Development status.  The need for 
PUC Appropriated Right-of-Way is determined during the initial Scoping phase and is noted in the 
PennDOT Involvement section of the Project Involvement page. 

 

Uploading the PUC Order appropriating the Right-of-Way for Highway/Bridge Projects  

For Highway/Bridge Projects, navigate to the Project Page and select Manage Project > PUC 
Involvement > PUC Communications. 

Scroll to the bottom of the page to the Project PUC Documents section and click the SELECT FILES TO 
UPLOAD button or drop the file into the space provided.   

Once the document appears in the upload list, select “PUC Order” as Document Type from the 
dropdown menu.  Optionally, add any notes, then click the UPLOAD DOCUMENTS button to complete 
the upload. 

Uploading the PUC Order appropriating the Right-of-Way for Safety Projects 

To upload the PUC Order for a Safety Project, go to the Project Documents page (Manage Project > 
Project Documents).  Scroll to the bottom of the page to the Upload Documents section and click the 
SELECT FILES TO UPLOAD button or drop the file into the space provided.   

Once the document appears in the upload list, select “PUC Order” as Document Type from the 
dropdown menu.  Optionally, add any notes, then click the UPLOAD DOCUMENTS button to complete 
the upload. 
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Contractor Bid (Safety Projects Only) 
When a railroad on a Safety Project has selected Contractor Bid as the Work Type (see Railroad Work 
Type Selection section), then an Awarded Contractor must be entered for the railroad.  An awarded 
contractor can be added by either a PennDOT or Railroad user. 

To add an awarded contractor for a railroad, navigate to the Contractor Bid page by going to the Project 
Page and clicking Manage Project > Contractor Bid.  Once on the page press the ADD AWARDED 
CONTRACTOR button located below the railroad’s name.  

 

The Add Awarded Contractor pop-out window will appear. In this window, enter the contractor’s name 
and cost. 
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If you wish to cancel the entry, simply click CANCEL, and the entered details will be discarded without 
saving. To save the information, click SAVE. The contractor name and cost will be saved and displayed 
beneath the railroad’s name. 

You can add additional contractors by clicking the ADD AWARDED CONTRACTOR button again. Each 
additional contractor’s name and cost will be saved and displayed beneath the railroad’s name.  

To edit a contractor’s information, click the EDIT button next to the contractor’s name and cost. The Edit 
Awarded Contractor pop-out window will appear, allowing you to revise the contractor’s name and/or 
cost. After making the changes, click SAVE, and the revised information will be updated and displayed 
on the Contractor Bid page. 
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Close Out Coordination Status 
 

Close Out Coordination Status for Highway/Bridge Projects 

A Highway/Bridge Project transitions from Coordination status to Contract Development status once all 
of the following actions have been completed: 

• When PUC Review/Approval is "Yes" on the Project Involvement page, a PUC Order or 
Secretarial Letter must be received, and the receipt date entered on the PUC Communications 
page.  

• When PUC Appropriated Right-of-Way is required, as shown on the Project Involvement page, 
then the PUC Order must be uploaded to the project. 

• 100% Plans have been sent to the railroads from the Railroad Plan Review page. 
• All DOTs associated with a Railroad that received engineering authorization must have a Planned 

Work value on the Railroad Work Summary page. 

Close Out Coordination Status for Safety Projects 

A Safety Project transitions from Coordination status to Contract Development status once all of the 
following actions have been completed: 

• When PUC Review/Approval is "Yes" on the Project Involvement page, a PUC Order or 
Secretarial Letter must be received, and the receipt date entered on the Safety Project 
Milestones page.  

• When PUC Appropriated Right-of-Way is required, as shown on the Project Involvement page, 
then the PUC Order must be uploaded to the project. 

• 100% Plans have been sent to the railroads from the Railroad Plan Review page. 
• When "Contractor Bid" is selected as a Work Type on the Project Involvement page, an 

Awarded Contractor must be entered for the Railroad. 
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Project Status 4 – Contract Development 
Once Coordination status has been completed, the project moves to Contract Development status. In 
this phase, PennDOT create and finalize agreements, a Railroad 
Certificate is generated as required, and a Notice to Proceed 
(NTP) is then sent to all Railroads involved in the construction 
work. PennDOT also continues coordinating with the PUC, as 
needed for the project. 

Generate Railroad Certification 
 

Preparing the Railroad Certification 

The Railroad Certification must be prepared by the Central Office Coordinator for Highway/Bridge 
Projects. Look for a “Prepare Railroad Certification” task in the Upcoming Tasks list or go to the Project 
Page and select Manage Project > Railroad Certification.  

The Railroad Certifications page will open. Here the user will see certification details for the 
Highway/Bridge project, including ECMS Contract #, Federal Project Status, PUC Involvement, Let Date, 
and a Notice to Proceed date. 

 

To view the project’s funding details, click the VIEW FUNDING button located at the top of the page. 
This will open a modal window that shows the Estimated Project Funding and Department Approved 
Funding. Once done viewing the information, click CLOSE to return to the certification page. 

To preview and review the railroad certification, click the PREVIEW RAILROAD CERTIFICATION button to 
open a new browser tab displaying a PDF preview of the 
railroad certification. Confirm that the certification 
reads as expected. 
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If all is in order, the railroad certification can be marked as ready for Division Chief review, by selecting 
the “Ready for Division Chief Review” 
checkbox and clicking SAVE. This will 
notify the Division Chief that the 
certification is ready to be generated.  

If preparing a Conditional Railroad 
Certification, see the section below. 

Conditional Railroad Certifications 

If creating a conditional certification, from the Railroad Certifications page select one or more of the “Is 
Conditional” checkboxes corresponding to the reason why a conditional railroad certification is being 
issued. When an “Is Conditional” checkbox is selected, the Reason for Conditional textbox becomes 
required. 

 

Railroad Certification Documents and Status of Project Deliverables 

The Railroad Certification Documents section on the Railroad Certifications page allows access to the 
generated railroad certification and date.  

Note that the certification will only appear once the Division Chief has generated the clearance for the 
project. 

The Status of Project Deliverables section provides easy access to key project deliverables and dates in 
an accordion-style menu. This section includes the following subsections: 

• Right-of-Way 
• PUC Documents 
• Agreements 
• Flagger Needs 
• D-4279A 
• Insurance Requirements and RR Specifications 
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Click on the “View” links in these subsections to access additional details or download relevant 
documents.  

Additionally, user can click the links and table rows in these subsection to be taken to the corresponding 
project pages in GCMS. For example, under the Right-of-Way subsection, clicking a table row will take 
the user to the Project Involvement page where the Right-of-Way details were originally provided. 

Generating the Railroad Certification by the Division Chief 

Once the railroad certification has been prepared and marked as “Ready for Division Chief Review” by 
the Central Office Coordinator, the Division Chief will receive a task to “Generate Railroad Certification”. 

The Division Chief can click the task in the Upcoming Tasks list or go to the Project Page and select 
Manage Project > Railroad Certification to be taken to the Railroad Certification page.  

Once on the page, the Division Chief can generate the certification by clicking GENERATE RAILROAD 
CERTIFICATION.  

 

The generated railroad certification will then appear in the Railroad Certification Documents section of 
the page as well as on the Project Documents page. 
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PUC Coordination 
GCMS streamlines the tracking of PUC coordination tasks for projects requiring PUC review and 
approval. The need for PUC involvement is 
determined during the initial Scoping 
phase and is noted in the PUC & Public 
Involvement section of the Project 
Involvement page. 

For Highway/Bridge Projects, the user can click the task to access the PUC Communications page. 
Alternatively, they can navigate to the Project Page and select Manage Project > PUC Involvement > 
PUC Communications. 

For Safety Projects, the user can click the task to access the Safety Project Milestones page. 
Alternatively, they can navigate to the Project Page and select Manage Project > Safety Project 
Milestones. 

Required PUC Activity Completion Dates 

 

Required PUC Activity Completion Dates for Highway/Bridge Projects 

As Highway/Bridge Projects with PUC involvement progress, a Final Plans Approved by PUC date must 
be entered to allow the project to transition from Contract Development to Construction status.  

This date must be entered on the PUC Communications page (Manage Project > PUC Involvement > 
PUC Communications). Once on the page, users will see a list of PUC activities with date fields. To enter 
dates, either manually input them or use the calendar icon to select them. After entering the required 
dates, click SAVE to save your entries. 
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Required PUC Activity Completion Dates for Safety Projects 

As Safety Projects with PUC involvement progress, a Situation and Circuit Plans Approved by PUC date 
must be entered to allow the project to transition from Contract Development to Construction status.  

This date must be entered on the Safety Project Milestones page (Manage Project > Safety Project  
Milestones). Once on the page, users will see a list of PUC activities with date fields. To enter dates, 
either manually input them or use the calendar icon to select them. After entering the required dates, 
click SAVE to save your entries. 
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Sending the Notice to Proceed (NTP) Notification 
To send the NTP Notification, start by navigating to the identified project. From the Project page, click 
Manage Project > Project Workflow Notifications. This will open the Project Workflow Notifications 
page where you can view all available notifications. 

On the page, you will see the SEND TO ALL RAILROADS and SEND buttons in the table under the Notice 
To Proceed column. These buttons will be highlighted blue, indicating that they are ready to be used. 

The NTP notification can be sent to all railroads at the same time using the SEND TO ALL RAILROADS 
button or only to selected railroads using the SEND buttons shown below. 
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Once you click the button, a confirmation message will appear at the top of the screen, confirming that 
the NTP notification was successfully sent. The current date will populate in the Notice to Proceed 
column next to the respective SEND button, showing the date the notification was sent. After the 
notification is sent, the buttons will be greyed out. 

The notification is sent to the railroad contact(s) designated on the Add Railroads to Project page. The 
recipient(s) can then use the link in the email to download the NTP letter. 

Note:  To move the project from Contract Development to Construction status, the NTP notification 
must be sent to all Railroads listed on the Railroad Work Summary page with a Planned Work selection 
of "Construction" or "Construction & Flagging." 

Close Out Contract Development Status 
 
Close Out Contract Development Status for Highway/Bridge Projects 

A Highway/Bridge Project transitions from Contract Development status to Construction status once all 
of the following actions have been completed: 

• When PUC Review/Approval is "Yes" on the Project Involvement page, the final plans must be 
approved by the PUC and the “Final Plans Approved by PUC” date entered on the PUC 
Communications page.  

• The Railroad Certification has been generated for the project. 
• An NTP Notification must be sent to all Railroads with a Planned Work selection of 

"Construction" or "Construction and Flagging" on the Railroad Work Summary page. 

Close Out Contract Development Status for Safety Projects 

A Safety Project transitions from Contract Development status to Construction status once all of the 
following actions have been completed: 

• When PUC Review/Approval is "Yes" on the Project Involvement page, the Situation and Circuit 
plans must be approved by the PUC and the “Situation and Circuit Plans Approved by PUC” date 
entered on the Safety Project Milestones page.  

• An NTP Notification must be sent to all Railroads with a Planned Work selection of 
"Construction" or "Construction and Flagging" on the Railroad Work Summary page. 
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Project Status 5 - Construction 
Once the requirements of the Contract Development phase has been completed and PennDOT has 
issued the Notice To Proceed notification to the railroads, the project moves into Construction status. 
The railroads may then proceed with the approved construction activities. 
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Project Status 6 – Closeout 
A project enters Closeout status after the railroad has completed all physical work on the project.   

During this last phase, the final bill is reviewed and approved, and the agreement is closed out. Prior to 
the final billing being submitted, all interim bills for a railroad must have been approved. 
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Administrative Tasks 

Assigning PennDOT Users and Consultants to Districts 
Assigning PennDOT users to specific Districts helps GCMS display the most relevant projects to them on 
the My Active Projects section. PennDOT staff and consultants can only be added to a project team if 
they are assigned to that District.  

From the menu bar, choose Admin > Assign Districts. The Assign Districts page shows a table list of the 
users registered in GCMS who can be assigned. By default, they are listed alphabetically by last name. 
For the chosen user, click the ASSIGN DISTRICT button on the right side of the table row.  

 

Then checkmark every desired District in the modal box and click SAVE to close it. The Districts assigned 
to a user will show in the table under the "Assigned Districts" column.  
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The columns in the table can be filtered to narrow down the list. Another way to find a user is by typing 
part of the name in the text box below the "User Name" heading.  

Manage Template Signatures 
Template signatures are the names that are applied to documents generated by GCMS as signatures for 
that document. These names and signatures can be edited and updated as needed. 

From the menu bar, choose Admin > Manage Template Signatures.  

 

Central Office users (excluding CO Admin) have an active EDIT button on each line to make changes to 
any of the template signatures. They can also create new entries using the ADD button at the bottom of 
the page beneath the existing entries.  
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Manage District Offices 
When GCMS sends system notifications to District Contract Management (DCM), it uses the contact 
information for each DCM that is provided on the Manage District Offices page. 

Go to the ADMIN menu heading in the light green bar across the top of the screen and click Manage 
District Offices from the options under the "District/CO Admin" subheading.  

Every District has a minimum of one DCM email address and a maximum of three. A physical mailing 
address is given for each office as well. To edit any of the information, including adding a new email 
address, press the EDIT button on the right end of the row, which opens a modal window with text 
boxes for the fields.  
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