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I. Transmittals for Project Close Out Overview

This manual will describe the processes for capturing close out data for specific projects utilizing the
Transmittals module.

I1. Create a Transmittal for Project Close Out

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

[l Erojacts, - Workspace:  (My Workspace) -
o o
B |
= = Actions 2INe Alerts HUIEEC )
- Number 7, Grant E.S. (Fassaic City) H
=] 000457 - Hubbard M.S. (Plinfieid) =
[E] 00080+ - Paterstown E.5. #2 (Elizsbath) 0 0 .
[£] 000810 - John Marshall E.S. #20 (Elizebeth) ! High o !  High 268
[l 000811 - Elizabath .. (Elizsbath} ¢ Normal @ ¢  Normal .
[ 000702 - John F. Kennedy H.S. (Paterson) a—
[ 010089 - New pre K-6 %27 (Elizabeth) 4+ Low 0 4 Low 0

[E] 010050 - New pre K-8 %28 (Elizabsth)
[E] 010021 - Dr. Albert Einsiein #29 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM EDT
[E] 010522 - New MS (301} (Long Branch)

[E] 010554 - Memarial H.S. (West New York)
[E] 010556 - Number 3 E.5. (West New York)

[E] 010557 - Number 4 E.5. (West New York) Prepare Reports = Prepare Reports Y
=] 010552 - Number 2 E.5. (West New Yard)
010882 - Union City ECG (Schlemm - Project Status Report - External Use (r ... - Mutti-Project Pending Pavmen
ty ECO ) 01 - Profect Status Report - External Use 01 - Multi-Project Pending P: t
010571 - [DP] L City HS & .
g 10280 Lp]b:‘; E't; resy i B 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Dailv Reports - Past 7 Dav...
- Num jarsey Ci
- lersey Cif - Issues Log roje: ris £0a a3l - SCNOO| pe Report - Regional (m proj sc...
[E] 010881 - PS #20 City) 02-1 Log by Pr ct Oicda all) 24 - School T Report - Re | (
[l 010587 - ECC 02 (ersey City)
B 010883 - ECC 13 (lersey Gity) [ 26 - Multi-Project CCD Report - Executed in t...

[ 010594 - ECC 14 (Jersey City)

[E) 010557 - E5 3 (Jersey City)

[E) 010810 - Phillipsburg Early Childheod Center

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

[E] 010813 - New First Avenue (Newark] -
« T ] »

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

2. Select your desired project.

Contract Management Control Center

| All Projects - | Workspace:  (My Workspace) - '% @‘

Actions 28 e Alerts R @

(£ communication

(£ Contract Informaticn ] ' n
= (1] 268
3 Logs 4 High .4 High

i [-(1] Change Order Msnagement + Normal 0 * Normal 0

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)

D Project Information
qa 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= -

‘ Date | Number To To Contact From From Contact Attention

ElE S

5. A blank Transmittal document displays. It is divided into several sections, however, not all
sections will be utilized for the close out process:

Control Center > Ti ittsls Log = Ti
New Transmittal ~Select an action...  ~
|@| m[mmw We are Sending ” Submitted For ]( Sent via H Actions Taken M Remarks. “ Distributions M Datails ]( SDA Dats ][ Issues ” Attachments |
=l Ta <none selected> =
E| e ?5"5;3523%7:33‘5 Development Auth 2
|@ | Number = 00001
| Date Jul 3, 2012 =)
* Required
[ seve | concer |
I ———
|
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A. General Tab

|@| General | Status || Ttams |[ W =re Sanding | Submitted For |[ Sent via | Actions Taken | Remarks || Distributions |[ Details || 5A Data | fasuss |[ Atmchments |
=T <none selected>
[E From e R T
|g| Number * a0t |
Date Jul 3, 2012 =
[_seve | concel |

e To - Click the select button to choose To Be Determined from the contact list.

e From - Do not change the default value of To Be Determined.

e Number — Change the default number to CL1. This will be a unique identifier for a close out
transmittal document. This is a required field. If there are multiple close-outs in a project (for
example, addition vs. rehabilitation), number the close-out documents as CL.1, CL2, etc.

e Date — The current date displays in this field by default. This date reflects the date the

document was created and should not be changed.

An example of a completed section is shown:

Control Center > Transmittals Log > Transmittal
New Transmittal  Select an action...  ~
General |[ Status |[ Items ( We are Sanding ]f Submitted For ]f Sent Via W[ Actions Takan ]f Ramarks V Distributions. W Datails ( SDA Data W Issues [ Attachments ]
@ o New Jersey Schools Development Auth =
. From New Jersey Schools Development Auth =
Number = cL1
Date Jul'5, 2012 [ian]
* Required
[ soe [ conce ]
. 0000000000000}
______________________________________________________________________________________________________________________________|]
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B. Status Tab

Control Center > Transmittals Log > Transmittal

New Transmittal _ Select an action... -

[AZ) ( Genera\w Status ] Items ( We are Sending ][ Submitted For M Sent Via M Actions Taken V Remarks ][ Distributi W Details V SDA Dats W Issues ][ Attachmeants. W

7

Ball in Court <none selected> B

Priority Normal -

e This section will not be used for close out.

C. Items Tab

Control Center > Transmittals Log > Transmittal

New Transmittal ction... -

|' General W Statusw Ttems ]"w.g are Sending W Submitted For ]" Sent Via ]" Actions Taken ]f Remarks W Distributions V Details ]f SDA Data V Issues. W Attachments W
A

L add J
@ e | Item No. | Copies | Date | Status | Linked Document ‘ Paper Size ‘ Description

e This section will not be used for close out.

D. We are Sending Tab

Control Center > Transmittsls Log > Transmittsl

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

General Status [ Itemns Il We are Sending ]I Submitted For ][ Sent Via ][ Actions Taken ][ Remarks ][ Distributions ][ Details W SDA Data W Issues ][ Attschments ]

|7 ] shop Drawing
@| [T Letter

[T prints

|@ | [0 change Order
] D Plans

[7] samples
[T] specifications

Capies Corrected Print 0
Copies for Approval a
Copies for Distribution ]

[F] other:

e This section will not be used for close out.

Contract Management User Manual Page 6 of 20 Created: 6/6/11
Section 6 — Transmittals for Close Out Revised: 11/21/12



E. Submitted For Tab

Control Center > Transmittals Log > Transmittal

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

e—
General || Status || Items ” We are SEndmgw Submitted For ]ﬂSent Via ]" Actions Taken ]" Remarks ]" Distributions. ]" Details ]f SDA Data ]f Issues ]” Attachments ]
A

[0 Approval
[[] As Requested

7] Your Use

[7] meview and Comment

e This section will not be used for close out.

F. SentVia Tab

Control Center > Ti it Log > Ti
Transmittal: 00001 | Epic Management, Inc.  Select an action... =
|@| ” General Status M’ﬁ]” We are Sending ‘||' Submitted memv Remarks ]( Distributions V Details ‘|( SDA Data ][ Issues ]" Attachments 1
—— | [ attached
[E| [C] Separate Cover Via:
|§| Shipping Company -
)| Tracking Number

e This section will not be used for close out.

G. Actions Taken Tab

Control Center > Ti i Log > Tr

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

—_— T—— ~

|@| ” Generz| Status. M’ Itemns ]( We are Sending '||' Submitted For ]|' Sent \.'ianf Actions Taken ][lnemarks W Distributions. ]f Details -”' SDA Data M Issues W Attachments ]
—— | [ Approved as Submitted

@| [7] Approved as Noted

— 7] submit
|@ | [T Resubmit
| [ retumed
[7] Returned After Loan
[l Returned for Corrections

[ Due Date: iz

e This section will not be used for close out.
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H. Remarks Tab

Control Center > Transmittals = Transmittal

New Transmittal Select an action... -

mwfm[m( Wa are Sending W Submitted For M Sent Via M Actions Taken If Remarks I Distributions ]f Details M SDA Data ][ Issues ]( Attachments. ]

E;‘ Additional Remarks

e This section will not be used for close out.

I. Distributions Tab

Control Center > Ti ittals Log > T

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

@| (m@”m( We are Sending ][ Submitted For ][ Sent Via ][ Actions Taken ]f Rema:ksn[ Distributions “ ID@taNs M SDA Data ]( Issues M Attachments 1

Add
@| - | Contact | Company ‘ Address Line 1

| Address Line 2 | Address Line 3 |w ‘State ‘ Postal Code ‘ Country Country Code

e This section will not be used for close out.

J. Details Tab

Control Center > Transmittals Log > Transmittal

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

|@| General Status |’ Items ]” We are Sending ]f Submitted For ]r Sent Via ]f Actions Taken ]r Remarks ] Distributions JJf| Details ||}spa Data ” Issues Tr Attachments ]

[_§| Reference

|@ | Additional References

Contract =none selected=>

=X
Copies to
Attention William Costello
Signed Aaron Goss

e This section will not be used for close out.
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K. SDA Data Tab

Control Center > Transmittals Log > Transmittsl

New Transmittal Select an action... -

|@,| ‘ General ” Status. 1[ Itemns ]r We are Sending ][ Submitted For ][ Sent Via |[ Actions Taken ]| Remarks |[ Distributions. || Debawlsl SDA Data I Issues ‘[ Attachments

— il
| T | Project Close Out Only — ‘-

‘Year of School opening _’:'n]
@| Sub Comp Phase i}
— (if date - mm/dd/yyyy) il
1)Temp Certificate of Occupancy

1a) TCO Expiration Date

2) co/cA

3) Reviewed Deliverables Received

4) 0&M Transmitted to District

4a) HVAC

4b) Elevators

4c) Phones and Intercoms

4d) Fire Alarms

F e

[ seve I concel |

e This section is used for the close out documents. Each phase of project close out is
represented in a separate section. Continue to scroll down this window to locate each
section.

1. Year of School opening — click the calendar icon to enter the date the school was opened.

Substantial Completion Phase

NOTE: All dates described in this section should be entered in mm/dd/yyyy format

When completing the information for the Substantial Completion Phase, click the Sub Comp Phase
checkbox.

Sub Comp Phase

1. Temp Certificate of Occupancy — Enter the date the temporary certificate of occupancy was
received or enter NA

- la. TCO Expiration Date — Enter the date the temporary certificate of occupancy expires.

2. COI/CA - Enter the date the certificate of occupancy or the certificate of acceptance was
received. If both documents were received, enter both dates in this field with a CO or CA after
the applicable date (for example, 6/1/2011 CO 6/5/2011 /CA).

3. Reviewed Deliverables Received — Enter the date of review for received deliverables or enter
NA

4. O&M Transmitted to District — Enter the date operations and maintenance documents were
delivered to the District or enter NA

- 4a. HVAC - Enter the date the HVAC manual was delivered to the District or enter NA

- 4b. Elevators — Enter the date the elevator manual was delivered to the District or enter NA

- 4c. Phones and Intercoms — Enter the date the phones and intercoms manual was delivered to
the District or enter NA
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17.
18.

19.
20.
21.
22,

4d. Fire Alarms — Enter the date the fire alarm manual was delivered to the District or enter NA
4e. Security / Cameras — Enter the date the security/camera manual was delivered to the District
or enter NA

4f. Building Controls (centralized) — Enter the date the building controls manual was delivered
to the District or enter NA

4¢. Kitchen Equipment — Enter the date the kitchen equipment manual was delivered to the
District or enter NA

4h. Mechanical Systems — Enter the date the mechanical systems manual was delivered to the
District or enter NA

4i. Auditoritum — Enter the date the auditorium manual was delivered to the District or enter
NA

4j/k/1. Other — Enter the date(s) of any other manuals delivered to the District or enter NA
O&M training logs to District — Enter the date the operations and maintenance training logs
and videotapes were submitted to the District or enter NA

Warranties, Guarantees, Contact — Enter the date any warranties, guarantees or contact lists
were submitted to the CM/PMF or enter NA. Use the Attachments section to attach these
documents to the close out Transmittal document.

Attic Stock Delivery Trans Date — Enter the date the attic stock and maintenance supply
delivery transmittal was delivered to the district or enter NA

Punch List Transmittal Date — Enter the date of the punch list transmittal or enter NA

Cert. of Insurance Coverage — Enter the date the certificate of insurance was received or enter
NA

9a. Insurance Certificate Expiration — Enter the date the certificate of insurance expires

. NJSDA 701 - Cert. of Sub Comp — Enter the date the certificate of substantial completion was

signed or enter NA

. 13 D, schedule 1-M Maint — Enter the date the 13 D, schedule 1-M maintenance agreement was

signed or enter NA

. 13 C Exhibit E - Enter the date the 13 C Exhibit E document was executed or enter NA
. Land Transfer (Y/N) — Click the checkbox if land has been transferred. If yes, items 14

through 17 below must be completed.

. Affidavit of Consideration — Enter the date the affidavit of consideration was received or enter

NA

. Seller’s Residency Cert/Exempt — Enter the date the seller’s residency certification/exemption

was received or enter NA

. Boundary Survey w/Legal Desc — Enter the date the boundary survey with legal description

was performed or enter NA

Deed Conveyance — Enter the date of deed conveyance or enter NA

Environmental Cond Exist (Y/N) — Click the checkbox if environmental conditions exist. If
yes, items 19 through 22 must be completed.

DEP Deed Notice — Enter the date the DEP deed notice was received or enter NA

NFA Partial Site — Enter the date of the No Further Action (NFA) partial site notice or enter NA
NFA Whole Site — Enter the date of the No Further Action (NFA) whole site notice or enter NA
BOE Resolution for Transfer — Enter the date of the Board resolution authorizing transfer or
enter NA

. *Building & Land Transferred* — Enter the date the building and land was transferred to the

District or enter NA
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24. Notes — Enter any applicable notes about the substantial completion phase (please note that this
field does not print on any forms)

Final Completion Phase

NOTE: All dates described in this section should be entered in mm/dd/yyyy format

When completing the information for the Final Completion Phase, click the Final Completion
Phase checkbox.

Final Completion Phase

1. COJ/CA - Enter the date the certificate of occupancy or the certificate of acceptance was
received. If this is an SDA managed project, enter NA and provide an explanation in the Notes
field below. If this is a PMF contract, enter NA and provide an explanation in the Notes field
below.

2. NJSDA 710 - Const Contract Final — Enter the date the construction contract final completion
document was received or enter NA

3. NJSDA 711 - Design Contract Final — Enter the date the design contract final completion
document was received or enter NA

4. NJSDA 713 - CM/PMF Final Compl — Enter the date the CM/PMF final completion document
was received or enter NA

5. 13 C Exhibit F — Enter the date the 13 C Exhibit F was executed or enter NA

6. Notes — Enter any applicable notes about the final completion phase (please note that this field
does not print on any forms)
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Contract Close-out Phase

NOTE: All dates described in this section should be entered in mm/dd/yyyy format

When completing the information for the Contract Close-out Phase, click the Contract Close-out
Phase checkbox.

Contract Close-out Phase

FFT&E Contract — Enter the date of the FFT&E contract or enter NA

FFT&E Invoice Payment List — Enter the date the FFT&E invoice payment list was received or
enter NA

FFT&E Manufacturers Invoice — Enter the date the FFT&E manufacturers invoice was
received or enter NA

Real Estate Payments — Enter the date the real estate payments were received or enter NA
Tenants/Owners Reloc Comp Conf — Enter the date of the relocation compensation
confirmation or enter NA

Term/Paymt for Property Maint — Enter the date of the term/payment for property
maintenance or enter NA

Term/Pay for Temp Space/Lease — Enter the date of term/payment for temporary space/leases
and insurance or enter NA

NJSDA 803 Final Contractor Inv — Enter the date the final contractor invoice was paid or enter
NA

NJSDA 804 Final Consult Inv AE — Enter the date the final AE invoice was paid or enter NA

. NJSDA 805 Fin Consult Inv CM — Enter the date the final CM/PMF consultant invoice was

paid or enter NA

. NJSDA 821 Final Waiver and Rel — Enter the date the final waiver and release was paid or

enter NA

. NJSDA 521 Final Cont Perf Eval — Enter the date the final contractor performance evaluation

was completed and approved or enter NA

. All De-oblig proc & OMR Zero’d — Enter the date all de-obligations were processed and the

OMR was zeroed out or enter NA

. Verified Claim Status — Enter the date the Chief Counsel’s office verified that there were no

claims against this project. Document any comments from the Chief Counsel’s office in the
Notes section below.

. Charter Reconciliation — Enter the date the close out charter was approved or enter NA
. $’s Added to General Fund ($) — Enter the amount of money that was added to this project’s

general fund

. Notes — Enter any applicable notes about the contract close-out phase (please note that this field

does not print on any forms)
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L. Issues Tab

Control Center > Transmittals Log > Transmittal

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

[r—
. General || Status || Items ( We are Sending W Submitted For M Sent Via M Actions Taken ]f Remarks W Distributions M Details ]( SDA Datl M Issues ]"I.M:tathmenls ]

A |
——

0

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.

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
sesrn
Issues

Al ABCDEFGHIJKLMNOPQRSTUVWXY Z Other

ﬂ’ 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... =

[
(=1

|@| [ General ]( Status '“' Items " We are Sending ]f Submitted For '][ Sent Via '][ Actions Taken ]f Remarks '][ Distributions |[ Details Wf SDA Data “’ Issues ][ Attachments |

| Link |

Issue Title and Code

# Discovered Underground Storage Tank (EW0001) unlink
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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... =

ki

[_ General || Status -”' Items " We are Sending ][’ Submitted For -][ Sent Via ][ Actions Taken ]f Remarks ][ Distributions |f Detsils Wf SDA Data 1 Iss
f 2 1

uy 7] Attachments

Attach URL |

[ subie \

File Size |

Dste Attached

[ Attached By

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

Attach File

Attachment * [

Subject

| Location MNISCCTRN-Attachments +
Date Attached May 29, 2012

| Attached By Jennifer Irizarry

* Required

Browse

e The Choose File to Upload window displays.

file to highlight it, and click the Open button.

Save & Close ||| Save and Add Another

Navigate to the desired file location, click on the

-
& Choose File to Upload

W[ Favorites

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

£ Local Disk (C3)
8 jirizarry (Visanfsty =

Internet Shortcut
118 bytes

£

File name: report

Proposed Training Initiatives
Deskt
B Desktop E é Microsoft Word 97 - 2003 Docum...
4 Downloads =l 730 KB
alifecentihace . RemoteNISDA GOV
E rfe Internet Shortcut
w4l Libraries .l RN
@ Documents report
J’ Music Adobe Acrobat Document
. M 336KB
&) Pictures —
Vid section 5a updates
B videos @ ﬁ Microsoft Word 97 - 2003 Docum...
— 1 336 KB
i -
% Computer | WEBMAILL

~ | Al Files (%) -

Open Iv Cancel

=)
&S B Desktop + [ 42| [ Search Desktop ol
Organize = New folder B~ O @

-
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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 > T i Log = Ti
Transmittal: 00001 | Epic Management, Inc.  Select an action... -
Az} General | Status |[ Items " We are Sending ]f Submitted For ]f Sent Via ]f Actions Taken ]f Remarks. ]f Distributions ]f Details Wf SDA Data Wf Issues ]f Attachments 1
AZ)
| Attach File | Attach URL |
- ‘ Attachment | Subject | Location | File Size ‘ Date Attached ‘ Attached By
g =4 report for transmittal. pdf report MISCCTRN-Attachments 33 KB Jul 3, 2012 Jennifer Irizarry remove

| - e
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Print a Close Out Transmittal Checklist

To print a close out checklist for one of the project phases:

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

BER|%

- Hubbard M.S, (Plinfisid)
[E] oooeos -
[ oooeto -
& oooa11 -
[E] ooo7oz -
[ o1o08s-
E 010030 -
= 010091 -
E 010822
[ 010884 -
[ o1osss-
E 010587 -
B o1osse-
[E 010882 -
[ 010571 -
(3l 010580 -
& 010881 -
B o1oms7-
E 010582 -
= 010594 -
& 010897 -
= 010810 -
E 010817
E o108tz -

Number 7. Grant E.5. (Passsic Gity)

[ »

Peterstown E 5. #3 (Elizabeth)
John Mershall E.S. #20 (Elizebeth)
Elizsbeth H.S. (Elizabath)

John F. Kennedy H.S. (Paterson)
New pre -5 #27 (Elizabeth)

New pre K-8 #23 (Elizabeth)

Dr. Albert Einstein #29 (Elizabeth)
New MS (%01} {Long Branch)
Memorial H.8. (West New York)
Number 3 E.S. (West New Yore)
Number & E.S. (West New ‘York]
Number 2 E.S. (West New Yark)

Actions

- 4 o=
=
=
£l
o
o

Prepare Reports

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

Zl%e

Workspace:  (My Workspace) -

Alerts.

%

+ o=
=
£ =
s
=]
H,
o

4 Low 0

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

Prepare Reports

B 01 - Multi-Project Pending Payment

& &
5]

Unien Gity ECC (Sehlemm)
[DF] Unien City HS &

Number 24 E S, (Jersay City)

PS #20 (Jersey City)

ECC 02 Uersey City)

ECG 13 {Jersey Gity)

ECC 14 {Jersey City)

ES3 (Jersey City)

Phillipsburg Early Childhood Center

New Science Park HS (Nawsr)

New First Avenue (Newark) -

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

B 02 - Multi-Project Daily Reports - Past 7 Day...

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

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

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

O

i L

Primavera Contract Management
o

+/ Trusted sites | Protected Mode: Off

4y ov H100% v

—

————¥

2. Select your desired project.

‘Contract Management Control Center

All Projects

B % =

- Arthur L Johnson HS (Clark Township)
(-2 Project Information

(- (Z] Communicatien

[#-[Z]] Contract Information

#-(E] Logs

[#-[Z]] Change Order Management

Actions
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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)

D Project Information
ﬂla 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. Locate your desired close out transmittal and click the
blue link to open it.

Control Center > Transmittals
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5. The close out transmittal displays. To print a checklist, choose Advanced Print from the Select
an Action menu on the left side of the screen, then click the Go button.
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6. The reports window displays. There are three checklists available to print for project close out:
Contract Close Out, Final Completion and Substantial Completion. Select the desired checklist
to print, then click one of the following buttons:

~
{@ https://devZpe.njsda.gov/ - Primavera Contract Management - Windows Internet Explorer E@Iﬂ
Print - Transmittals help

F_TRANSM.PBL

Transmittal - FIXED (f_tr_01)
Transmittal - FIXED. Prints a copy of transmittal for all contacts on distribution tab only. Does not include original form. (f_ s
= ol EIMED  Doint ioimolt ol E L= dblasbigansmittal for all contacts on distribution tab. (f_tr oz ‘ ‘

@ Forms " -

_ Transmittal - Project Close Out - Contract Close Out (f_tr_06)
) Reports Transmittal - Project Close Out - Final Completion (f_tr_07)
©) Dunning Letters Transmittal - Project Close Out - Substantial Completion (f_tr_05)
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Default Form: f_tr_sub_draw_01

Flease select a report

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 Control Center screen.
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V. 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

Print Preview
Advanced Print
Send to Corr Sent
Send to Corr Rovd
Send to Inbox
E-Mail Form

Add Document
Delete Document
Version Document
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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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