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I. Transmittals Overview

A Transmittal is a cover sheet used when sending project documentation. It summarizes what is
included in the package, what action is being requested and other package summary information.

Transmittals can be created as individual documents. They are also automatically created during the

creation of Submittals and Drawings.

Il. Create and Print a New Transmittal

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 Projects. v:
BE|% A

= Al Projectd

=l 000114 - Numser 7, Grant E.S. (Passsic City)
[E] 000467 - Hubbsrd M.S. (Flsinfield)

[E=] 000804 - Peterstown E.S. #2 (Elizabeth)

[E] 000810 - John Marshall E.S. #20 (Elizabeth)
[E] 000811 - Elizabeth H.S. (Elizabath) +
[E 000702 - John F. Kennedy H.S. (Patersan)
[E] 010085 - New pre K& %27 (Elizabeth) 4+ Low o 4 Low

2% & Alerts

>

! High

* Normal

-
:E
z
El=2
"8

o o

,_
-3

Workspace:  (My Workspace)

- R
h%|E

[E] 010090 - New pre K-8 #28 (Elizabsth)

[E] 010051 - Dr. Albert Einstain #28 (Elizabath)
=] 010522 - New MS (x01) (Long Eranch)
[l 010554 - Memerial H.5. (Wast New Yord)
[ 010586 - Number 3 E.S. (West New Yor)
=] 010557 - Number £ E.5. (West New Yars)
[E] 010555 - Number 2 E.5. (West New Yort)

Prepare Reports i

B 01 - Project status Report - External Use (r ...

Last System Refresh: May 29, 2012 1:00:25 AMEDT

Prepare Reports e

B o1 - Multi-Project Pending Pavment

=] 010562 - Union City ECC {Schlemm)

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

[E] 010580 - Number 24 E.8. ey City)

[E 010581 - PS #20 (Jarsey City)

[E] 010587 - ECC 02 (Jersey City)

[ 010593 - ECC 13 (Jersey City)

[ 010584 - ECC 14 (Jersey City)

[E] 010587 - £8 2 (Jersey City)

[l 010810 - Phillipsburg Early Childhood Canter
[E] 010817 - New Science Park HS (Newart)

=l 010818 - New First Avenue (Newsr) -
< n, ]+

[ 01 - Sinale Project Status Report - Internal ...

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

/" Trusted sites | Protected Mode: Off

A v ®100% -

Primavera Contract Management
— ..

—

¥

2. Select your desired project.

‘Contract Management Control Center

All Projects

RS |%~

{20 Project Information
(Z] Communication
(£ Contract Informatian
(Z3 Logs

[£] Change Crder Management

SMES| 04000V - Arthur L Johnsen HS {Clark Township)

ik Actions

High

- Normal

Waorkspace: (My Workspace)
= % & Alerts
! High 268
L4 Normal 0

- &R
R

0000000000000 ]
-
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3. Open the Communication folder (a list of modules will display) and select Transmittals.

- [&] 04000V - Arthur L Johnson HS (Clark Township)

R

Project Information

—Ela Communication

&3] Transmittald

@ Request for Information

- [B] Motices

@ Noncompliance Motices
@ Letters'Doc. Templates

- [#] Con. Sent Log

- [B] Cor. Received Log

@ Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

] safety

4. The Transmittals log view displays

. Click the Add Document button to add a new Transmittal.

Control Center > Transmittals

Transmittals  Select an action... «

=]
5

=%

Liaic)
® Layout: <my layout= -

‘ Dal

v

te | Number To

To Contact

From Contact Attention

el

5. A blank Transmittal document displays. It is divided into several sections:

Control Center > Transmittals L

= Transmittal

New Transmittal Select an action... -

To <none selected> =
@ New Jersey Schools Development Auth
| . To Be Determined =
| @ | Number = 00001
Date Jul 3, 2012 i'-ﬁj
* Required

|@| General |' Status || Items 1[ We are Sending |( Submitted For ]" Sent Via M Actions Taken M Remarks ]\ Distributions V Details ]( SDA Data ][ Issues |( Attachments |

[ e | cnel |
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A. General Tab

Control Center > T ittals Log > Ti

New Tronemittal  Select an action...  ~
|@|][ ttems || We ar= Sending || Submitted For |[ Sentvis || Actions Taken |[ Remarks |[ Distributions |[ Details || 5DA Dats |[ fssuss | Atmchments |

To <none selected> 1§
@ New lersey Schools Development Authff
_| e To Be Determined [=] = |
|@ | Number * 00001

Date Jul 2, 2012

* Required

T T

e To - Click the select button to choose the name of the person who is receiving the
Transmittal.

e From - Click the select button to choose the name of the person who is sending the
Transmittal.

e Number — Contract Management will automatically assign a number to this document. Do
not change this number. This is a required field.

e Date — The current date displays in this field by default. If this is not correct, click the
calendar icon to choose another date.

An example of a completed section is shown:

Control Center > T Log > T

New Transmittal Select an action. -

General |[ Status |[ Items ( We are Sending ][ Submitted For ][ Sent Via W[ Actions Taken ][ Remarks V Distributions. W Details ( SDA Data W Issues [ Attachments ]

e =
From :ew JEésEy Schools Development Auth El
Mumber * 00001
Date Jul 3, 2012 [ian]
0000000000000 ]
- |
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B. Status Tab

Control Center > Transmittals Log > Tr
ect an action... -

us — ( We are Sending ]( Subm For ]( Sent Via ]f Actions Takan ]( Ramarks V Distrib ] Datails ( SDA Data ] Issues [ Attac) W
Ball in Court <none selected>

o Ball in Court — If desired, an overall responsible party for the Transmittal can be chosen by
clicking the select button.
e Priority — Normal is the default, but can be changed to High or Low as necessary.

C. Items Tab

Control Center > Transmittals Log > Transmittal

New Ti i lace

&bion... -
AZ) Genaral || statu 7 Items te ara sending f Submittad For T Sant via ]f Actions Takan T Remarks. 1[ Distributions. ] Details |' SDA Data ] Issues. f Attachments. 1

7

l dd
(= T [ o [ [ [ [

< I ]+

This is the section where you will define what items are being included with the Transmittal. Click
the Add button, then complete the fields in the Transmittal Item dialog box.

Transmittal Item help

Spelling

Transmittal Item

Item No.
Copies
Date 3}
Status
Status New Item -
Reference
Linked Doc. EI

Paper Size US LETTER (8-1/2 % 11 -

Description

0000000000000 ]
-
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a. Transmittal Item Tab
e Item No. — Enter the identification number of the item. Items can be numbered
sequentially or they can reflect the number of a meeting minute or submittal document
being included with the Transmittal (5 character field).
e Copies — Enter the number of copies being included with the Transmittal (5 character
field).
e Date — Click the calendar icon to choose the date the item was created.

b. Status Tab
e Status — New Item is the default, but can be changed to another status in the drop down
list if desired.

c. Reference Tab
e Linked Doc - If this item is related to a Submittal that has already been entered in
Contract Management, click the select submittal link on the right side of the screen to
choose the Submittal from the selection list.
e Paper Size - If this item includes drawings, select the paper size of the drawing from the
drop down list.

d. Description Tab
e Description — If desired, enter a description for this item (4000 character field).

An example of a completed Transmittal Item is shown. Click the Save & Close button to return to
the Transmittal document or click Cancel to cancel the entry.

Transmittal Item help
Transmittal Ttem
Item No. 1
Copies 1
Date Jul 3, 2012 i)
Status
Status New Item -
Reference
Linked Doc. =

Paper Size US LETTER (8-1/2x 11 =

Description

Backup documentation for letter]

(== =

An example of a completed section is shown. Click the Add button to add additional items.

Transmittal: 00001 | Epic Management, Inc.  Select an action... W

|@| [ General ][ Status -“’ Ttems M We are Sending |f Submitted For W Sent Via -][ Actions Taken -]| Remarks -][ Distributions ][ Detsils ” SDA Data ” Issues |f Attachments |

= | add
Q| - | Item No. | Copies ‘ Date | Status ‘ Linked Documen t | Paper Size | Description
| iijs | @f 1 1 Jul 3, 2012 MNew Item US LETTER (8-1/2 % 11 in.) Backup documentation for letter. delete
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D. We are Sending Tab

Control Center > Ti Log > Tr

Select an action... -

Transmittal: 00001 | Epic Management, Inc.
Submitted For ]|' Sent Via ][ Actions Taken ]f Remarks ][ Distributions -]f Details 1[ SDA Data Wf Issues '||' A&a(hmems]

e

£l

[7] shop Drawing
[§| [T Letter
— [71 prints
|® | [C] change order
—— | (@ Plans

= Samples

[0 specifications

Copies Corrected Print 0
Copies for Approval 1]
Copies for Distribution 0

[T other:

e [ concel |

Mark the appropriate checkboxes to specify what the contents of the Transmittal are, such as

Letters, Prints, Plans, Specifications, etc. Enter the number of copies for Corrected Print,

Approval, or Distribution. If none of the above choices describes the item, click the
checkbox and specify your own description in the Other field (50 character field).

An example of a completed section is shown:

Control Center > Ti Is Log > Ti

Transmittal: 00001 | Epic Management, Inc.  Select an action... =

[m](m‘“’@” We are Sending ]f Submitted For -][ Sent Via -][ Actions Taken ]f Remarks -][ Distributions |f Details Wf SDA Data ”’ Issues ]f Attachments -]

ki

[] Shop Drawing

[g| [ Letter
—— [T1 prints
|@ | [C] change order
— [7] Plans
L} Samples

[¥ specifications

Copies Corrected Print 0
Copies for Approval 1]
Caopies for Distribution 1

[ other:

[ e | concel |
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E. Submitted for Tab

Control Ce

nter = Ti i Log > Ti

o

ransmittal: 00001 | Epic Management, Inc.

S

T 4

L} Approval
[[] As Requested
7] vour use

[7] Review and Comment

7 omm—
General Status Items ( We are EEndmgI Submitted For 'EEﬂt Via ]( Actions Taken ]( Remarks ]( Distributions ]( Detzils ][ SDA Data ][ Issues ]( Attachments ]

Click the appropriate checkboxes to specify the reason(s) for the Transmittal.

An example of a completed section is shown.

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.

Select an action...

a

@

= Approval

[¥] As Requested

I7] Your use

[7] review and Comment

@‘ mm@( We are Sending W Submitted For W Sent Via W Actions Taken ]‘ Remarls ]f Distributions ][ Details M SDA Data ]f Issues ]f Attachments ]

I
[
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F. SentVia Tab

2
&)
@)

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.  Select an action... =

” Geners| Status M’ Items ]( We are Sending '||' Submitted Fui][ Sent Via Mincﬁuns Taken 1" Remarles ]( Distributions V Details '|( SDA Data ][ Issues ]( Attachments 1
——
[T Attached

[C] separate Cover Via:

Shipping Company -

Tracking Number

e [ concel |

Click the Attached or Separate Cover Via checkboxes to specify how the Transmittal was

sent. If you click the Separate Cover Via checkbox, enter the method in the field next to the
checkbox (22 character field).

If you want to track the delivery of the Transmittal, select the Shipping Company from the

drop down list. The choices are FedEx or United Parcel Service.

Enter the Tracking Number (36 character field).

If you have entered a Shipping Company and Tracking Number, click the Track It button to
automatically open that company’s web site to track the status of your shipment.

An example of a completed section is shown:

Control Center > Ti ittals Log > Ti
Transmittal: 00001 | Epic Management, Inc.  Select an action... W
|@| [ General ]( Status 1[ Itemns ( We are Sending ][ Submitted For ]f Sent Via M Actions Taken M Remarks “ Distributions M Details ]( SDA Data ][ Issues ” Attachments |
¢ [7] attached
@| [¥] separate Cover Via: FedEx
| | Shipping Company FedEx -
B e B
Primavera Contract Management E o/ Trusted sites | Protected Mode: Off fa v B100% -
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G. Actions Taken Tab

Control Center > Ti i Log > Tr

Transmittal: 00001 | Epic Management, Inc.  Select an action.. =

e (r—
|@| Genera| || Status [ Items ]( We are Sanding ]f Submitted For ]f Sent Vial Actions Taken 'Remarks W Distributions ]f Details 1[ SDA Data M Issues. W Attachments ]
— [T] Approved as Submitted
@| [7] Approved as Noted

—— | [ submit
|® | [7] resubmit

| [ Retumed

[T returned After Loan

[7] Returned for Corrections

[l Due Date: =

; —

Primavera Contract Management B /" Trusted sites | Protected Mode: Off fa v H100% -

@

o Click the appropriate checkboxes to specify the actions you are taking, or what actions the
recipient must take regarding the Transmittal.
o If you click the Due Date field checkbox, click the calendar icon to select the desired date.

An example of a completed section is shown:

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.  Select an action... -

General || Status || Items ( We are Sending W Submitted For M Sent Via M Actions Taken ][ Remarks W Distributions M Details ][ SDA Data M Issues W Attachments W

= Approved as Submitted
[C] Approved as Noted
Submit
[7] Resubmit
[C] returned
[7] Returned After Loan
[7] returned for Corrections
Due Date: Jul 30, 2012 =]
- ~ - _ =n T _ e L
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H. Remarks Tab

Control Center > Tt it Log = Tr
Transmittal: 00001 | Epic Management, Inc.  Select an action.. v
r—
m_ General Status Itemns ( ‘We are Sanding ][ Submitted Far ][ Sent Via ][ Actions Takel ][ Remarks ](IDistr\but\Dns 1[ Details ]( SDA Data ][ Issues ]( Attachments W
ag

Additional Remarks

This is the package you requested. Please review.

Enter any applicable comments about the Transmittal (4000 character field).

I. Distributions Tab

k4
=l

@]

Control Center > Transmittsls Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.  Select an action... W

Distributions W Details

” SDA Dats ]” Issues 1[ Attachmants W

General || Status || Itsms " We are Sending ]r bmitted For -][ Sent Via ][ Actions Taken ]
n 1

[ add | I

! — | Company ‘ Address Line 1 | Address Line 2

| Address Line 2 | city

‘ State

[ Postal code

‘ Country

Country Code

[

If there are others who should receive copies of the Transmittal, click the Add button to

include their names in this section.

0000000000000 ]
- ———— —— — —————————— |
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e The Select Contacts dialog box displays. Click the select link to the left of all desired
names. Those names will display at the bottom of the screen. When all names have been
selected, click the Save button to return to the Transmittal document.

Select Contacts help
Organize by: () Contact @ Company () Distribution List
seat
Contacts Sorted by first name | Sort by last name
All ABCDEFGHIJKLMNOPQRSTUVWXY Z Other
I
select » _Multivendor () add contact...
sl < c|ect » DandK Construction Co, Inc (Dilip Verghese) add contact...
select » Epic Management, Inc. (William Costella) add contact...
select » Indigo Document Services, Inc () add contact...
select » Louis Berger Group (The) (Rich Barrington) add contact...
select  » Mew Jersey Dept of Community Affairs () add contact...
select » Wew Jersey Schools Development Auth (To Be Determined) add contact...
select » MJ Department of Community Affairs (John Mallen) add contact...
select » Pancramic Window and Door Sys In (Gregg S. Lynch) add contact...
| 1 2 [Next ==
Selected Contacts (1) Unselect All
—'» Unselect Dilip Verghese (Dandk Construction Co, Inc)

An example of a completed section is shown:

Control Center > Ti Log > Ti

Transmittal: 00001 | Epic Management, Inc.

Select an action... -

General || Status | Items ( We are Sending ]f Submitted For ]f Sent Via ]f Actions Taken ]f Remarks ]f Distributions W Details M SDA Data ]( Issues M Attachments W
AL

)

[T J
| Contact ‘ Company ‘ Address Line 1 ‘ Address Line 2 ‘ Address Line 3 | City ‘ State Postal Code | Country Country Code
Dilip Verghese DandK Construction Co, Inc 155 Union Avenue Middlesex NI 08846 UsA usa delete

.
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J. Details Tab

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.  Select an action... =

|@| ( Genersl || Status M’ Ttams ]( We are Sanding ‘|[ Submitted For ]|' Sent via ][ Actions Taken ][ Remarks ][ Distrihutiun* |f Details M’Ism Data H Issues. 1[ Attachments ]
C——
|@| Reference

|® | Additional References

Contract =none selected=

Ex
Copies to

Attention William Costello

Signed Aaron Goss

[ seve [ concal |

e Reference — If desired, enter information about the document(s) associated with the
Transmittal (50 character field).

e Additional References — If desired, enter information about any additional documents
associated with the Transmittal (2 fields, 50 characters each).

e Contract — Click the select button to choose the associated contract from the selection list.

e Copies To - If desired, enter the names of the contact receiving copies of the Transmittal (2
fields, 50 characters each).

e Attention — Defaults to the name in the To field, but can be changed by retyping the
information (22 character field).

¢ Signed - Defaults to the name in the From field, but can be changed by retyping the
information (22 character field).

An example of a complete section is shown:

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.  Select an action... =

General || Status || Items " We are Sending W Submitted For V Sent Via V Actions Taken ]f Remarks W Distributions W Details ]f SDA Data V Issues W Attachments W

Reference RFI #16
Additional References
5

Contract Construction (NT-0032-C02) = %
Copies to

Attention William Costello

Signed Aaron Goss

]
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K. SDA Data Tab

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc. ~ Select an action... =
General Status Items " We are Sending Wl’ Submitted For W" Sent Via W" Actions Taken ]l’ Remarks Wl’ Di tions 1 Details I SDA Data ]l Issues " Attachments ]

Project Close Qut Only a] o
Year of School epening el =
Sub Comp Phase =] L4
(if date - mm/dd/yyyy) ]

1)Temp Certificate of Occupancy
1a) TCO Expiration Date

2) CO/CA

3) Reviewed Deliverables Received
4) O&M Transmitted to District

4a) HYAC

4b) Elevators

4c) Phones and Intercoms

4d) Fire Alarms
B T — S

This section is used to track project close-out information and should not be used when
creating a transmittal for submission. Refer to Section 6 Transmittals for Project Close Out
for further instructions.

L. Issues Tab

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc. ~ Select an action... =

General Status Items " We are Sending Wl’ Submitted For W" Sent Via W" Actions Taken ]l’ Remarks Wl’ Distrib Wl' Details ] SDA Dal |’ Issues ] |Attachments
3 | J
[[——)

Issue Title and Code

If this Transmittal relates to an Issue that was previously entered in the Issues log, it can be
linked to this document. Click the Link button.
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e The Select Issues dialog box displays. Locate your desired issue and click the select link to
the left of the issue title to link it to the Transmittal. Once you click the select link, you will
return to the Transmittal document.

Select Issues help
searn
Issues

Al ABCDEFGHIIJKLMNOPQRSTUVWXY Z Other

ﬁ' select Discovered Underground Storage Tank (EW0001)

An example of a completed section is shown:

Control Center > Ti ittsls Log = T
Transmittal: 00001 | Epic Management, Inc.  Select an action...  ~
@| ( General Status -”’ Items ” ‘We are Sending ]r ‘Submitted For -][ Sent Via ][ Actions Tzken ]r Remarks ][ Distributions |r Details Wr SDA Data Wl’ Issues ]( Attachments. -1
[ Link
@| Issue Title and Code
|@ | » Discovered Underground Storage Tank (EW0001) unlink
[ Sove | concel |
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M. Attachments Tab

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

Control Center > T Is Log = Ti

Transmittal: 00001 | Epic Managemant, Inc.

Select an action... -

( General || Status -“' Items ” We are Sending ]r Submi For -][ Sent Via ][ Actions Taken ]f Remarks ][ Distributions |r Details W SDA Data 1 Issu
f » |

7] Attachments

ki

Attach URL |

[ subie \

File Size |

Dste Attached

[ Attached By

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

“Req

Attachment * [

| Location
Date Attached

Attached By

Attach File

Subject

Lired

MNISCCTRN-Attachments +
May 29, 2012

Jennifer Irizarry

Browse

e The Choose File to Upload window displays.

Save & Close ||| Save and Add Another

file to highlight it, and click the Open button.

Navigate to the desired file location, click on the

-

i Favorites T

Bl Desktop
4 Downloads

| Recent Places

mn

w4 Libraries
@ Documents
J’ Music
|2 Pictures

B Videos

18 Computer
£ Local Disk (C3)
8 jirizarry (Visanfsty =

— | Microsoft Werd 97 - 2003 Docum...

E a Proposed Training Initiatives
— | Microsoft Werd 97 - 2003 Docum...

— | 7308

f = Remote NJSDA.GOV
’_e Internet Shortcut
Pl

115 bytes
—

r N
& Choose File to Upload g
~7 — |
() [P Desktop » + [ 43 |[ Search Deskton )

Organize = New folder B~ O @

-

report
Adobe Acrobat Document

M 336 KB
\e—

section 5a updates

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

—1| 336 KB

f_ O WEBMAIL
Internet Shortcut
118 bytes

File name: report

~ | Al Files (%) -

Open Iv

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 ==
Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:
_* Subject Report
Location NISCCTRM-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

e The attached file displays in the Attachments section.

Control Center > Transmittals Log > Transmittal

Transmittal: 00001 | Epic Management, Inc.  Select an action... -

General Status Items ” We are Sending W[ Submitted For W” Sent Via W” Actions Taken ][ Remarks W[ Distributions Wl’ Details ]" SDA Data Wl’ Issues W[ Attachments ]
‘ Attach File | | Attach URL |
e | Attachment ‘ Subject | Location File Size | Date Attached | Attached By
-@D B & report for trensmittel.pef report NISCCTRN-Attachments 33KE Jul 3,2012 Jennifer Irizarry remove
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6. When all fields are completed, click the Save button at the bottom of the document window.

Control Center > Ti i Log > Ti

Transmittal: 00001 | Epic Management, Inc.  Select an action.. v

Az} General || Status || Items ” We are Sending ]f Submitted For ]f Sent Via ]f Actions Taken ]f Remarks ]f Distributions ]f Details W SDA Data “’ Issues. ]f Attachments 1

L7 4

@ = report for transmittal. pdf report MNISCCTRN-Attachments

| Attach File | Attach URL |
@ - ‘ Attachment | Subject | Location | File Size ‘ Date Attached ‘ Attached By
33 KB Jul 3, 2012 Jennifer Irizarry remove

| - e

7. To print the Transmittal, click the Print Form button to send the document to a printer, or click
the Print Preview button to see a preview before printing.

Control Center > Transmittals Log > Transmittal
Transmittal: 00001 | Epic Management, Inc.  Select an action... -
General | Status | Items [ We are Sending V Submitted For ][ Sent Via ][ Actions Taken M Remarks V Distributions. ][ Details W SDA Data ][ Issues V Attachments ]
AZ,
Epic Management, Inc.
o Willam Costallo =
New Jersey Schools Development Auth
— From Aaron Goss =
Number * Qo001
Date ul 3, 2012 =
*Required
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8. An example using the Print Preview button is shown. Click the printer icon button to print this

report or save it as a PDF. Click the Close button to return to the Transmittal document.
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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.
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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.
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