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I. Issues Overview

Issues can encompass a wide range of project concerns, such as problems that must be resolved before a
job is completed, or conditions that can lead to the creation of a Change Management document.
Organizing project information using Issues enables you to quickly review each problem that may affect
the project schedule or costs at completion.

Issues are created from the Issues Log. This manual describes how to create new Issues from the Issues
Log. Issues can be linked to any document within a specific project and can also be created directly
from a document. Instructions for performing these steps will be discussed in detail within the
applicable Contract Management document.

I1. Create an Issue from the Issues Log

1. Once logged into Primavera, the Contract Management Control Screen appears (as shown).

ORACLE' Primavera Contract Management Change Group  Print  Help  Logout
Welcome, Jennifer Irizarry May 29, 2012
‘Contract Management Control Center
Al Prejects =) Workspace:  (My Workspace) - N
B[ % =i
== Al Project) - IeTrors 2% & Alerts I S @E
[ 000114 - Num |=‘
! High 0 ! High 268
N * Normal o * Normal o
[ ooo702- Jonn F. ke
[E] 010085 - New pre K 4+ Low o 4 Low 0
=] 010090 - New pre -
Last System Refresh: May 29, 2012 1:00:25 AM EDT
Prepare Reports i Prepare Reports e
B 01 - Project status Report - External Use (r ... B o1 - Multi-Project Pending Pavment
[ 01 - Sinale Project Status Report - Internal ... [ 02 - Multi-Proiect Dailv Reports - Past 7 Dav...
Y 02 - Issues Log by Praject (r is Olsda all) [ 24 - School Type Report - Regional (m_proj_sc...
[ 26 - Multi-Project €CD Report - Executed in t...
E 010817 -
[ 010818 - NewFi >
<« i v
Primavera Contract Management /' Trusted sites | Protected Mode: OFf fa -~ ®100% ~
— T —r =
Contract Management Control Center
@llifoiects ,, T Workspace:  (My Workspace) - Q\\@ =
8| % = [
B g (5B 05 04000V - Arthur L Johnson HS (Clark Township RS Actions 2R Alerts Wing

roject Information
[ Communication

Contract Information . -
i ! High o ! Hich 268
i [#-[{7] Change Order Management Y Normal 0 * Normal 1]

0000000000000 ]
-
Contract Management User Manual Page 3 of 15 Created: 5/3/07
Section 4 —Issues Revised: 11/21/12



3. Open the Project Information folder (a list of modules will display) and click the Issues
module.

- 04000V - Asthur L Jehnson HS {Clark Township)
_PElla Project Information
i [ schedule

@ Contact Information

— D=

4. The Issues log view displays. Click the Add Document button to create a new Issue.

Control Center > Issues

=
5
=N

Issues Select an action...

F2
% Layout: <my layout= -

| Title Issue Code Number Last Edit By Created By

5. A blank Issue document displays.

Control Center > Issues Log > Issues

Mew Issues Select an action...

General |[ status |[ Linked Documents || SDA Data |[ Attachments |
Title |

Issue Code *

Number 00001

Opened Jun 19, 2012 i

Closed iz=t]

Contract <none selected= EI X

* Required

Primavera Contract Management +/" Trusted sites | Protected Mode: Off v WM100% v
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The Issues document is divided into several sections:

A. General Tab

Control Center > Issues Log > Issues

Mew Issues Select an action...

General I ][IStEtus \l( Linked Documents ][ SDA Data \“/ Attachments ]

Title |

(AZ}
7
Issue Code *

Number 00001

Opened Jun 19, 2012 i
Closed ﬁ

Contract <none selected= F 4

e Title — Enter a title for the Issue (49 character field).

e Issue Code — Enter a unique identifier for the Issue (6 character field). This is a required
field. This information will be displayed in the Issue Name column in the log view and will
help organize the Issues entered in this module. For example, Issues added by the CM could
be prefaced with CM (ie-CM0001); Issues referencing the East wing in a building could be
prefaced with EW (ie-EW0001).

Note: It is recommended that each project team should define and agree upon a standard
coding format for their documented Issues.

e Number — Contract Management automatically assigns the next sequential number to a
document. Do not edit this field.

e Opened — Defaults to the current date. Click the calendar icon to change this field as
necessary.

e Closed — When the Issue is eventually closed, click the calendar icon to enter the date that
the issue was closed.
e Contract — Click the select button to choose a contract.

An example of a completed section is shown:

Control Center > Issues Log > Issues

Mew Issues Select an action... -

General ][ Status ]( Linked Documents ][ SDA Data ][ Attachments ]

Title Discovered Underground Storage Tank
Issue Code *  EW0O0O01
[l
Number 00001
1

Opened Jun 19, 2012 iz=t]
Closed ﬁ
Contract Construction (NT-0032-C02) E] »
Contract Management User Manual Page 5 of 15 Created: 5/3/07

Section 4 —Issues Revised: 11/21/12




B. Status Tab

Control Center » Issues Log > Issues

Mew Issues  Select an action...

i m General Status Linked Documents 1( SDA Data 1" Attachments ]
T

Ball in Court <none selected>

Priority Normal =

Status New Item -

2lp

e Ballin Court — If desired, a responsible party can be set for this document by clicking the
select button to the right of the field.

e Priority — Normal is the default, can be changed to High or Low as necessary.

e Status — New Item is the default. Use the pull down list to choose another option as
needed. For example, when the Issue is complete, the Status should be changed to Closed.

C. Linked Documents Tab

Control Center > Issues Log > Issues

Mew Issues Select an action... «

([——m—
|’ General ]l’ Status I[ Linked Documents u SDA Data 1" Attachments ]
o

; Date Linked + | Linked Document ‘ Type | Dated ‘ Linked Change Management Document Original Status Current Status Spec Secti

e If this Issue is linked to other documents within this project, the documents will be listed in
this section. Information cannot be manually entered in this section.

D. SDA Data Tab

Control Center > Issues Log > Issues

Mew Issues Select an action...

[———
[ General ]( Status ][ Linked Dﬂcumenisw SDA Data ]l Attachments ]

Description

This tank was discovered during remediation of the site. -

»

e Description — Enter any applicable details about the issue in this field (4000 characters).
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E. Attachments Tab

e To attach supporting documentation, click the Attach File button.

Control Center > Issues Log > Issues

Mew Issues Select an action... -

[
|’ General ]l’ Status 1[ Linked Documents N‘ SDA Data W Attachments T
F

l Attach File I Attach URL |
@ < Attachment Subject |

File Size Date Attached Attached By

e Click the Browse button to navigate to the document you wish to attach.

Attach File

help

Attachment * [

Subject

Browss...

| Location
Date Attached

Attached By

* Required

NISCCTRM-Attachments -
May 29, 2012

Jennifer Irizarry

e The Choose File to Upload window displays.

file to highlight it, and click the Open button.

Navigate to the desired file location, click on the

w Favorites

r B
& Choose File to Upload u
T
-, P Desktop » ~ [ 3 || Search Deskton o

Organize « New folder 3= 0 @

- — | Microsoft Word 97 - 2003 Docum...

-

Bl Desktop
& Downloads

= Recent Places

- Libraries

@ Decuments
J‘ Music

[ Pictures

$8 videos

1M Computer
&, Local Disk (C)

S jirizarry (Msanfsy =

File name: report

@ Proposed Training Initiatives
é Microsoft Werd 97 - 2003 Docum...

—| 73.0KB
f . Remote.NJSDA.GOV
= ’__e Internet Shortcut
A 115 b‘:tg
report

Adobe Acrobat Document
A 336KB
\e—

@ section 5a updates
— | Microsoft Werd 97 - 2003 Docum...

— 336 KB

f_ T WEBMAIL
Internet Shortcut
118 bytes

m. |

1

- |AlFiles () -
Open |v Cancel
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e Enter the subject and/or name of the document in the Subject field and click Save and Close.
You can also choose the Save & Add Another button to add additional documents repeating the
same process.

(@& hitpsy//dev2pe.njsdagov/ - Attach File - Windows Internet Explorer

Spelling

Attachment *
_-> Subject

Location

Attach File

C:\Users\jirizarry\Desktop\report.pdf

Report

NISCCTRN-Attachments

help

Browse:

Date Attached  Jun 19, 2012
Attached By Jennifer Irizarry
* Required

e The attached file displays in the Attachments section.

Control Center > Issues Log > Issues

Issues: Discovered Underground Storage Tank | EW0001  Select an action... -

ﬁ f General “’ Status ]|' Linked Documeants ]|' SDA Data “’ Attachmants 1
AZ)

[ Attach File | Attach URL |
@ - ‘ Attachment | Subject | Location |

When all fields are completed, click the Save button at the bottom of the document window.

Control Center > Issues Log > Issues
Issues: Discoversd Underground Storage Tank | EW0001  Select an action... -
[ General V Status ]r Linked Documents ]r SDA Data ]r Attachments W
AZ
Title Discovered Underground Storage Tank
Issue Code *  EWO00D1
Number 00001
Opened Jun 18, 2012 |
Closed =
Contract Construction (NT-0032-C02) EI X
* Required
Primavera Contract Mananemen it =] < Trusted sites | Protected Made: OFF fa v H100% -
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I11. Version Document

Contract Management 13.0 provides a Version Document feature to help you maintain multiple
versions of your documents and provide a snapshot of the change history of the documents.
Versioning a document means it will maintain versions of both the document and any attachments.
The document version will be stored as an html file. The attachment version will show information
on the location, path and the file size of an attachment, as well as the user who attached the file to
the document and the date of attachment.

The Versions Tab will be used to track document versions. This tab only displays when you open
the document in View mode, not in Edit mode. On the Versions tab, you can view and access
previous versions of the selected document, identify who created the versions and when the
versions were created.

A. Create a Document Version

1. To create a version of the current document, click the Select an Action menu from the top of
the screen and choose Version Document from the drop-down list.

Select an action... =
'8 Edit Document pel

Print Form

W Print Preview
Advanced Print
Send to Corr Sent

A

Send to Corr Rovd
Send to Inbox
E-Mail Form

Add Document
Delete Document
Version Document

2. Contract Management will prompt you to confirm the Version Document function. Click the
Yes button to continue or No to cancel.

Do you want to version this document?

L_ves ] ___no |

3. The Versions tab displays the document version you just created. As new document versions
are created, they will be listed on this tab in reverse chronological order. Click the icon to
open each version. When the version displays, it will show information available in the
document when the version was created.

f General ” Status ]( Linked Documents H SDA Data H Attachments ]l’ Versions ]

h S

IZl Show all Versions

P | Version | User Account | Date

D 1.0 Jennifer Irizarry Oct 9, 2012 10:22 AM

2B

©

‘ Issues: Underground Storage Tank | UST1  Select an action...
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IV. Printing Issue Information
A. To print Issue information

1. Once logged into Primavera, the Contract Management Control Screen appears (as shown).

ORACLE Primavera Contract Management Change Group  Print  Help  Logout

Welcome, Jennifer Irizarry May 29, 2012

Contract Management Control Center

ik Bojects, =) Workspace:  (My Workspace) - N
o =
BE|% A
= Actions 2§ e Alerts & &
[l 000714 - Number 7, Grant E.S. (Passaic City) |=‘
[E] 000467 - Hubberd M.5. (Flainfield) =
=] 000204 - Paterstown E.S5. #2 (Elizabath) 0 . .
[E] 000810 - John Marshall E.S. #20 (Elizabeth) ! High 0 ! High 268
[ 000811 - Elizabeth H.5. (Elizabath] 5 o R o
[E 000702 - John F. Kennedy H.S. (Patersan)
[E) 010085 - New pre K-8 #27 (Elizabeth) 4+ Low o 4 Low o

[E] 010090 - New pre K-8 #28 (Elizabsth)
[E] 010081 - Dr. Albert Einstein #29 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AMEDT
[E] 010522 - New MS [201) (Lang Branch)

[E] 010554 - Memarial H.5. (West Naw Vark)
[E] 010556 - Number 3 E-5. (West New Yord]

[E] 010557 - Numzer & E.5. (West New York) Prepare Reports i Prepare Reports B
[E] 010585 - Number 2 E.5. (West New York)
] 010552 - Unien City ECC {Schlemm) [ 01 - Project Status Report - External Use (r ... [ 01 - Multi-project Pending Payvment

[E] 010571 - [DP] Union City HS &

[E] 010580 - Number 24 E S, [Jersey City)
[EEl 010581 - PS #20 (Jarsey City) Y 02 - Issues Log by Praject (r is Olsda all) [ 24 - School Type Report - Regional (m_proj_sc...
@ 010587 - ECC 03 (Jersey City)

[ 010593 - ECC 13 (Jersey City)

[E] 010554 - ECC 14 {Jersey City)

[l 010597 - ES 2 (Jersey City)

[l 010810 - Phillipsburg Esrly Childhocd Centar
[E] 010817 - New Science Park HS (Newark)

[ 01 - Single Project Status Report - Internal .. [ 02 - Multi-Project Dailv Reports - Past 7 Dav...

[ 26 - Multi-Project CCD Report - Executed in t...

E 010818 - New First Avenue (Newark) -
L i I
Primavera Contract Management +/ Trusted sites | Protected Mode: Off v ®100% -
— T ——————T

2. Select your desired project.

‘Contract Management Control Center

Al Projects x| | | Workspace: ﬁMy Workspace) - an E ‘
8% ==
_.-a = 04 - Asthur L Johnson HS {Clark Township RS Actions = % (/) Alerts !ﬂ'f‘ I % (S8
(-2 Project Information

(- (Z] Communicatien

[#-[Z]) Contract Informaticn ' - o L] i 268
(3] Logs - Hig N e
[#[Z]) Change Order Management +  Normal 0 ¢  Normal o

3. Open the Project Information folder (a list of modules will display) and click the Issues
module.

- 04000V - Asthur L Jehnson HS {Clark Township)
_E a Project Information
i [ schedule

@ Caontact Informaticn

—— D
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4. The Issues log view displays. Click a blue title link to open an Issue.

Control Center > Issues

il . [ ritle

1

- . ]
Issues Select an action... Fin p:s Layout: <my layout= -
Issue Code Number Last Edit By Created By
% Discovered Underground Storage Tank EWO0001 00001 Jennifer Irizarry Jennifer Irizarry

5. The Issue document displays. Click the Print Form button on the left side of the screen to send
the output directly to a printer or to create an Adobe PDF. Click the Print Preview button to see
the document before sending it to a printer or creating an Adobe PDF.

Control Center > Issues Log > Issues

Issues: Discovered Underground Storage Tank | EW0001

Select an action...

-

General -]" Status 1( Linked Documents 1[ SDA Data 1" Attschments 1[‘ Versions -]

@ Title
Issue Code
E— Mumber
Opened
L:) Closed
Contract

Discowvered Underground Storage Tank
EW0001
oooo1

Jun 19, 2012

# Construction (NT-0032-C02
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1
|
B. Advanced Reports

1. With the Issue document open, click the drop down box on the Select an action menu on the top
of the screen and select the Advanced Print option. You can also select the Print link on the
upper right side of the screen.

ORACLE Primavera Contract Ma nagemen‘[ Transmittal Queue [ Print ] Search Help Logout

Arthur L Johnson HS (Clark Township) (04000V) June 19, 2012

Control Center > Issues Log > Issues

Issues: Discovered Underground Storage Tank | EW0001f | Select an action... -
General -]lr Status 1( Linked Documents 1[ SDA Data ] A gs;tegtoaczran:‘t’ﬁn... j
@ Print Form
Title Discovered Underground Storage Tank Print Preview
Issue Code Ew0001 Send to Corr Sent
Send to Corr Rovd
MNumber 00001 Send to Inbox
E-Mail Form
Opened Jun 15, 2012 Add Document
— Delete Document
Closed \ ersion Document )

Contract # Construction (NT-0032-C02

2. The Print — Issues window displays. Click the Reports radio button to display the list of

Print - Issues help
R_ISSUE.PBL -
- OPEN Issues Log by Project -
02 - Issues Log by Project (r_is_01=sda_all) F
® F 03 - Issues - Change Documents (r_is_04) :
_ - orms 04 - Issue History by To Company (r_is_03) 3
$@ Reports
©) Dunning Letters

14 i | »

Default Report: r_is_0Olsda_open

Choose the desired report from the report window, then click one of the following buttons.

Click Print to get a printed output.

Click Preview to see your output displayed in the window.

Click E-Mail to electronically send the output to another user.

Click Save As to save the output to your local computer or other desired location.
Click Close when finished to return to the document.

0000000000000 ]
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V. Closing an Issue

Once an Issue has been completed, it can be closed or cancelled.

1. Once logged into Primavera, the Contract Management Control Screen appears (as shown).

Change Group Print  Help  Logout

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

May 29, 2012

Contract Management Control Center

Al Projects -

BER|%

& &
h%lE

Workspace:  (My Workspace) -

Actions &N e Alerts
[E] 000114 - Number 7. Grant E.5. (Fassaic City)
=] 000457 - Hubbard M.S. (Plinfieid)

[E] 00080+ - Paterstown E.5. #2 (Elizsbath)

=] 000810 - John Mershall E.S. #20 (Elizabeth)
[l 000811 - Elizabath .. (Elizsbath}

[ 000702 - John F. Kennedy H.S. (Paterson)
[E] 010089 - New pre K-8 #27 (Elizabatn)

[ 010050 - New pre K- #28 (Elizabetn)

=] 010021 - Or. Albert Einstein #29 (Elizabath)
[l 010522 - New MS (x01) {Long Branch)

[ 010854 - Memarial H.5. (West New Yors)

[E] 010556 - Number 3 E.5. (West New York)
[E] 010857 - Number 4 E.5. (West New Yort)
=] 010552 - Number 2 E.5. (West New Yard)

[ »

High 268

Normal o

- 4 o=
=
=
£l
o
o
* =

Low o 4 Low (]

Last System Refresh: May 28, 2012 1:00:25 AM EDT

Prepare Reports = Prepare Reports Y

[ 01 - Project Status Report - External Use (r ...

B o1-

Multi-Project Pending Payment

[ 010882 - Union City ECC (Sehlemm)

[ 010571 - [DP] Unien City HS & ol
[E2] 010580 - Number 24 E 5. {Jersey City)

[E] 010581 - PS5 #20 (Jersey City)

B 01 - Single Project Status Report - Internal ...

B oz-

Multi-Project Daily Reports - Past 7 Day...

B 02 - Issues Log by Project (r ic Olcda all)

B 24-

School Type Report - Regional (m proj sc...

=l 010587 - ECC 03 temsey City)

[ 010852 - ECC 12 (Jersey City)

] 010584 - ECC 14 (Jersey City)

[ 010857 -ES 2 (Jersey City)

[ 010810 - Phillipsburg Early Childhood Center

[E] 010817 - New Science Park HS (Nawsrk)

[E] 010815 - New First Avenue (Newar) -
T - I

[ 26 - Multi-Project CCD Report - Executed in t...

Primavera Contract Management +/ Trusted sites | Protected Mode: Off fh v H100% v
o

— ————¥

2. Select your desired project.

Contract Management Control Center
LI = | workspace:  (My Workspace) - & ‘
i Actions 2N G Alerts || @
(L] Project Information
[Z Communicaticn
[-[Z) Contract Informaticn ' X .
0 L] 268
-0 Logs ! High ' High
[#-[Z]] Change Order Management + Normal 0 ~ Nonmal o
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3. Open the Project Information folder (a list of modules will display) and select Issues.

- 04000V - Asthur L Jehnson HS {Clark Township)

_Da Project Information
i ] schedule

@ Contact Information

> e

4. The Issues Log View displays. Click the edit icon to the left of the Issue name that will be
closed.

Control Center > Issues

F

Issues Select an action... Find = Layout: <my layout> -
Ui Issue Code Number Last Edit By Craated By
EW0001 00001 Jennifer Irizarry Jennifer Irizarry

5. The Issue document displays. To close the Issue, enter the date the Issue was completed in the
Closed field on the General tab.

Control Center > Issues Log > Issues

Issues: Discovered Underground Storage Tank | EW0001  Select an action...

m General 'Status 1” Linked Documents 1[ 5DA Data “’ Attachments ]

xF

Title Discovered Underground Storage Tank
Issue Code *  EWO0001
Number 00001

Opened Jun 19, 2012 ias]
Closed Jun 29, 2012 izs)
Contract Construction (NT-0032-C02) [ X
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6. Click the Status tab. Click the pull down list on the Status field to change the status of the

document to Closed or Cancelled. In the example shown, Closed was selected.

Control Center > Issues Log > Issues

Select an action... «

Issues: Discovered Underground Storage Tank | EW0001

General]l’ Status ]l’ I.Inked Documents ]( SDA Data ]l’ Attachments ]

Ball in Court <none selected> =
Priority Normal =
™ New Item -

New Item

Approved as Noted
Approved Noted Resubmit
Approved

Cancelled

Change Magmt Initiated
Disapproved EE

For Client Records Only
Make Corrections Noted
Mo Exceptions Taken
Not Reviewed

Old Business

Cpen

Open-See Remarks
Proceed

Revise and Resubmit
Revise Noted Resubmit
Rejected

Resubmit Properly
Reviewed Only

@P Status

Terminated
UnSubmitted

7. Once the status has been selected, click the Save button to save your changes.

Control Center > Issues Log > Issues

Select an action... -

Issues: Discovered Underground Storage Tank | EWD001

General ]l’ Status ]l’ Linked Documents ]( SDA Data ]l’ Attachments ]

Ball in Court <none selected> =
Priority Normal -
Status Closed -

Primavera Contract Management /" Trusted sites | Protected Mode: OFf

v ®I10% -
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