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Noncompliance Notices Overview

Noncompliance Notices notify the Contractor of deviations that can either be field or contract
related. A Noncompliance Notice may result in either the corrective action being noted on the same
document and the record being closed (if no further action is required), or the initiation of Change

Management to track time/cost impact.

Populating the Drawing Area Dictionary at the Project Level

In order for the Area field in the Details section of the Noncompliance Notice to be populated with
choices, this dictionary must be entered at the project level prior to the creation of the
Noncompliance Notice.

When you add dictionary definitions to fields in Contract Management, the entries appear under the
field columns in drop-down lists. Users can then select the definition from the drop-down list to

apply to the corresponding document.

A. Add a Drawing Area

You can define specific drawing areas such as Lobby, Foyer, Office, and so on. When you define
drawing areas for a project, they are specific to that project only.

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

‘Welcome, Jennifer Irizarry

Contract Management Control Centar

iAll Projects

B % = | 4

All Projec
E=l 000114 - Number 7, Grant E.5. {Passsic City)
&l 000467 - Hubbard W.S. (Plainfisld)

-[E] 000804 - Peterstown E.S. #3 (Elizabeth)
-[E] 000810 - John Marshall E.S
-[E] 000811 - Elizabeth H.5. (Elizabetl

- 000702 - John F. Kennedy H.
- 010089 - New pre K-8 #27 (
[E] 010020 - New pre K-8 #21
[EE] 010021 - Dr. Albert Einsts

El a10s:
L

oria 0 )
556 - Number 3 E.5. (Wes! ork)
57 - Number 4 E.5. (West New York)
(West New York)
Unicn City ECC (Schiemm)
=l 010571 - [DP] Unien City HS & Athletic Complx
E=l 010580 - Number 24 E.5, City)
[ 010581 - PS #20 (Jersey
- 010887 - ECC 03 (J
-[E] 010582 - ECC 13 (Jersey City)
-[E 010594 - ECC 14 (J )
& 010587 -ES 3 (Jers
- 010810 - Phillipsburg Es:
[ 010817 - New
[EE] 010818 - New First Avenue (Newars)
o

Number 2

ORACLE Primavera Contract Management

Actions

Prepare Reports

2 &le
0
)
0
B

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

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

[ 02 - Issues Log by Project (r is 01sda all)

Last System Refresh: May 29, 2012 1:00:25 AM EDT

Prepare Reports

B 01 - Multi-Proiect Pending Pavment Requisitio...

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

[} 24 - School Type Report - Regional (m_proj_sc...

Y 26 - Multi-Proiect CCD Report - Executed in t...

Change Group  Print  Help  Logout

May 29, 2012

Workspace: (My Workspace) - % E
Alerts !db % a
! High 268
+ Normal o
4  Low 0

b

Primavera Contract Management

/' Trusted sites | Protected Mode: Off

v ®00% -

——— T

==
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2. Select your desired project.

‘Contract Management Control Center

Al Projects : x| ' Waorkspace: ﬁMy Workspace) - an E ‘
B | % = ||
- Arthur L Johnson HS (Clark Township J Actions Z28Gg Alerts IR &
(-2 Project Information
(#-[Z] Communication
[-[Z) Contract Informaticn . ~
-7 Logs ! High 0 ?  High 268
[#-[Z]] Change Order Management . Normal 0 * MNormal (1]
3. Right click the project name, choose Dictionaries, then choose Drawing Areas.
Contract Management Control Center
| ilioiest -] Workspace:  (My Workspace)
ns B Alerts
(£3 Project Information SDA Data @ e‘\@ &
[(3 Communicstion Project Access
(£3 contract Information X .
0 Legs Project Administrator High 0 ! High 269
(£ change Order Management Default Field Values b Mormal 0 . Normal 0
H- ] 04000W - Valley Rosd E.S. [Clark Tol — &
- [E5] 040084 - Ellictt Strest E.5. (Newark) Dictionaries Drawing Areas 0 3 Low 0
i ] 0400DE - Number 22 E.S. [Jersey Cit| o P =
i 0400DC - Alexander D Sullivan #30 § Copy User Access Last Systemn Refresh: July 6, 2012 1:01:
- [EZ] 0400DD - Mumber 5 E.S. {Jersey City COP)" T Trdi

- 0400DE - Rafael de J Cordero #37 E:
- [E] 0400DG - William L Dickinsen HS (Je
- [EZ] 0400EE - [EF] Franklin E.5. {Newark)
- 0400HO - ES #2 (Paterson)

- [EZ] 0400HF - FS #18 ES (Paterscn)

- 0400LB - [EF] Maple Avenue E.5. [N
- [E] 0400LU - Mew Early Childhood Cents

Copy Companies
Export

Delete Project

hre Reports

1 - Project Status Report - External Use (r ...

Prepare Reports

D 01 - Multi-Project Pending Payment Reqy

1 - Single Project Status Report - Internal ...

D 02 - Multi-Project Daily Reports - Past 7

2 - Issues Log by Project (r is Olsda all)

- [E] 0400MF - [EF] Vailsburg M.5. (Hewsa
[ IR, .

4. The Drawing Areas screen displays. Click the Add button.

User Settings

D 24 - School Type Report - Regional {m_g_ |

Drawing Areas

[ add |

~ | Area

Description
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5. Enter a name for the Area (8 character limit) and enter a Description (23 character limit). In the
Move Below drop down box, click to choose where to insert the new definition in the drop-down
list. Click Save and Add Another to add additional areas, or choose Save and Close to

continue.

Drawing Areas Detail help =
— Areg * E WING |
—p Description First Floor East Wing|
— Move Below Move To Top - :

* Reguired
]

6. If multiple rows are entered, when you return to the Drawing Areas box, the Organize Rows
button will be activated (as seen in the example below). Click this button to open the Organize
Rows dialog box, in which you can set the order in which the categories appear in drawing area
drop-down list.

Drawing Areas help

| Add |[| Organize Rows
e | Area Description
@ E WING First Floor East Wing delete
@ W WING First Floor West Wing delete | |

H
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7. Select the options in the list and choose the Move Up or Move Down buttons to sort the list as
desired. The order you set here applies to drop-down lists associated with the Drawing Area
dictionary throughout Contract Management. Choose the Save and Close button when

completed.
Organize Rows help
First Floor East Wing
WING First Floar WestWing
D
\—

8. When you return to the Drawing Areas box, choose the Close button at the bottom of the screen

to finish.

Drawing Areas

| Add

| | Organize Rows

e Area

Description

B EwinG
B wwinG

First Floor East Wing delete

First Floor West Wing delete
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I11. Create a Noncompliance Notice

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

ORACLE Primavera Contract Management Change Group  Print  Help  Logaut

Welcome, Jennifer Irizarry May 29, 2012

Contract Management Control Center

il Frojects, Pe Workspace:  (My Workspace) > A

oaz'nlrﬁi

Actions 2 & E Alerts Iy 8| &

-[E] 000114 - Number 7, Grant E 5. {Passaic City)
-[E] 000467 - Hubbard M., (Flainfield)
-[E] 000604 - Peterstown E.S. #3 (Elizabeth)

o] »

=] 000810 - John Marshsll .5, #20 (Elizabath) ' High 0 ' High 268
=] 000811 - Elizabath H.5. (Elizaseth) ¢ Normal o ¢  MNormal o
=] 000702- John F. Kennedy H.S. (Paterson)

[E] 010089 - New pre K-8 #27 (Elizabeth) 4 Low 0 k) Low 0

-[E] 010080 - New pre K-8 %28 (Elizabetn)
-] 010081 - Dr. Albert Einstein #28 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM'EDT
-[E] 010522 - New MS (%01) (Long Branch)

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

Bl 010557 - Number 4 E.S. (Wast New Yor) Prepare Reports N Prepare Reports i
EEl 010559 - Number 2 E.5. (West New ‘York)
=] 010582 - Union Gity EGC (Schiemm) B 01 - Project Status Report - External Use (r ... Y 01 - Multi-Proiect Pending Pavment Requisitio...
-E 010571 - [DF] Union City HS & Athletic Compl
g 10880 L:I“:IIZZ E“; {JMYC;: mebe D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...
-[E] 010581 - PS #20 (Jersey City) B 02 - 1ssues Log by Project (r_is Oisda all) B 24 - School Tvpe Report - Regional (m proi sc...
-[E] 010587 - ECC 03 (Jersey City)
‘B 010592 - ECC 13 (Jersey City) B 26 - Multi-Project CCD Repart - Executed in t...
[EE] 010594 - ECC 14 (Jersey City)
EE 010597 - ES 2 (emey City)
&l 010210 - Phillipsburg Early Childhood Center
&l 010817 - New Science Park HS (Nawark)
-EE 010818 - New First Avenue (Mewark) <
<« i} ]
Primavera Contract Management +/ Trusted sites | Protected Mode: Off fa v ®10% -
——— W — = —— W

2. Select your desired project.

Contract Management Control Center

All Frojects x| | | Workspace: (My Workspace) - '% @

- Arthur L Johnson HS (Clark Township) Actions 28 e Alerts % @
[Z] Project Information

(£ communication

] Contract Information [] "
0 ! q 268
(£3 Logs 5 High L] High
(#-(Z] Change Order Management + Normal 0 * Mormal (1]

3. Open the Communication folder (a list of modules will display) and select Noncompliance
Notices.

L:_Ia Communication

@ Transmittals
@ Request for Information
- [ Motices
@ N -
@ Letters/Doc. Templates
-~ [ Con. Sent Log
- ] Con. Received Log
@ Meeting Minutes
@ Permits/'DCA Inspections
@ Telephone Logs
@ Safety

\ 4

0000000000000 ]
-
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4. The Noncompliance Notices log view displays. Click the Add Document button to add a new
Noncompliance Notice.

Control Center > Honcompliance Notices

5 2
Nonc i e Notices  Select an action... ~ Find Wm Layout: <my layout> -
O ‘ Title Type To To Contact From From Contact Number Status

Log Totals:
< ! | »

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

Control Center > E Notices Log > Noncompliance Notice
New Noncompliance Notice  Select an action... «
General || Status |' Description W Carrective Action W Details M Schedule ]" Issues 1[ Attachments -1
Y
Type * Noncompliance Notice -
@| To* <none selected> D
* New Jersey Schools Development Auth
@1 | From To Be Determined =
Number * 00001
Date ul 17, 2012 =
Title
* Required

:
E

Contract Management User Manual Page 8 of 31 Created: 5/3/07
Section 9 — Noncompliance Notice Revised: 11/21/12




A. General Tab

Control Center > Noncompliance Notices Log = Moncompliance Notice

e

MNew Moncompliance Notice Select an action...

General | Status ]r Description ]r Corrective Action ]r Details ]r Schedule ]r Issues V Attachments ]

Type * Noncompliance Notice -

To * <none selected> [
= New Jersey Schools Development Auth
From To Be Determined EI

Number * 00001

Date Jul 17, 2012

Title

* Required

Type — Defaults to Noncompliance Notice. Do not change this default value. This
is a required field.

To — Click the select button next to the field to choose the recipient of this notice
from the contact list. This is a required field.

From - Click the select button next to the field to choose the sender of this notice
from the contact list. This is a required field.

Number — Contract Management will automatically sequentially number the
document. Do not change this number. This is a required field.

Date — Defaults to the current date, but can be changed by clicking the calendar icon
to choose a new date.

Title — Enter a brief description (35 character field).

An example of a completed section is shown:

Control Center > N 1ce Notices Log > Noncompliance Notice

New Noncompliance Notice Select an action... »

[AZ) ( General W Status [ Description M Correctiva Action M Details V Schedule ][ Issues ]( Attachments W
AZ,
Type * Noncompliance Notice -
@ * Epic Management, Inc.
To william Costello =
@e * New Jersey Schools Development Auth
From Aaron Goss =
Mumber * 00001
Date Jul 17, 2012 Jin]

Title Concrete mixed improperly]

= Required
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B. Status Tab

> Noncompliance Notice

New Non - MNotice Select an action... v

3 ( Genera\l Status 'Descmpmn W Corractive Action W Details ]( Schedule ][ Issues ]( Attachments ]

Epic Management, Inc.
Ball in Court william Costello

Priority Normal -

® ol

Status New Item -

e Ball in Court — Defaults to the person who was selected in the To field. If thisis
incorrect, click the select button to choose the name from the contact list.
Priority — Defaults to Normal, but can be changed to High or Low if desired.

e Status — Defaults to New Item. Change the status to Closed after the item has been
corrected.

0000000000000 ]
-
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C. Description Tab

Control Center > Noncompliance Motices Log > i Notice

New Noncompliance Notice  Select an action... -

|@‘ [ General ]( Status I Description Carrective Action ]( Details. |( Schedule W Issues ]( Attachments ]

&

Reason for Noncompliance Notice -

Description

@)

Signed By

i

Signed By

Date i)
Required Date ul 24, 2012 i)

[ sve [ concel |

Reason for Noncompliance Notice — Click the drop down list to choose a reason for the
Noncompliance notice. Choices include Owner-Initiated Change, Diff. Site Conditions,
Delay — Claims Only, Design Consultant E/O (COs), GC Error (Amendment).
Description — Enter a description of the Noncompliance notice (4000 character field).
Signed By — Enter the name of the first signature (22 character field).

Date — Click the calendar icon to choose the date of the signature.

Signed By - If desired, enter the name of the second signature (22 character field).

Date — Click the calendar icon to choose the date of the signature.

Required Date — Defaults to seven days after the document date. If this is incorrect, click
the calendar icon to choose a new date.

An example of a completed section is shown:

Control Center > Noncompliance Notices Log > Noncompliance Notice

New Noncompliance Notice  Select an action... ~

General 1 Status r Description 1" Corractive Action Wl' Details Wl' Schedule ] Issues ( Attachments ]
Resson for Noncompliance Notice  Diff. Site Conditions
Description
Concrete for the new walkway was not mixed praperly and therfore did not cure correctly. Walkway must be repoured.
5
Signed By Aaron Goss
Date 1ul 16, 2012 =
Signed By
Date fizui]
Required Date Jul 24, 2012 ez

ﬁ
:
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D. Corrective Action Tab

This section will be completed after the contractor has received the Noncompliance notice and taken
remedial action. Refer to Section IV of this document for instructions on completing this section.

New Noncom pliance Notice  Select an action... +
[ General |[ status |[ pescription] | corrective Action || patails |[ schedule |[ issuas |[ attachments |
 © ) |
Corrective Action
Signed By
Date i)
Signed By
Date iz
Required Date i)
Cost 0.00
E. Details Tab

i
£

New Noncompliance Notice  Select an action... ~

|@,| rGenera\ ][ Status ( Description ][ Corrective Action ffl| Details |(} schedule ]( Issues W Attachments }

Spec Section -
Area -

Contract <none selected> &

Reference |:| X

Change Management Number

Spec Section — Click the drop down list to select an associated CSI specification section
code to be associated with this Noncompliance notice. Some examples include 00700
General Conditions of the Contract, 02100 Site Remediation, 02300 Earthwork, 07200
Thermal Protection and 12400 Furnishing and Accessories.

Area — Click the drop down list to select an area. These are the areas that were set up in
the Drawing Area dictionary. If the Drawing Area dictionary is not populated (as
described on page 2), then this drop down list will be blank.

Contract — Click the select button next to the field to choose the associated contract.
Reference — If there are other documents that have been entered in Contract Management
that relate to this Noncompliance notice, click the select button next to the field to link
those documents to this notice.

Change Management Number — If you initiate Change Management from this
document, Contract Management will automatically populate the associated Change
Management number.

An example of a completed section is shown:

New Noncompliance Notice Select an action... »
( Genera | ]( Status ][ Description “’ Corrective Action ][ Details “’ Schadule “’ Issuss ][ Attachments ]
Spec Section 03050 (Basic Concrete Materials and Methods) -
Area First Floor East Wing hd
Contract Construction (NT-0032-C02) = X
Reference = X
Change Management Number
I ———
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1
|
F. Schedule Tab
If this change will impact the project schedule, the change in days can be noted in this section.

Important: If there is no schedule linked to this project, this section will show different options.

An example with no linked schedule is shown:

Control Center > Noncompliance Notices Log > Noncompliance Notice

New Noncompliance Notice Select an action... -

“ [ Genersl ” Status [ Description ” Corractive Action V Details .[ Schedule i Issuss N Atca:hmems]
74

Activity ID - Enter the applicable ID (16 character field).

e Start /Finish — Click the checkbox by the field and then click the calendar icon to
choose the start and finish dates.

Note: you will not be updating the actual scheduled dates, this is only an indication of a possible
change in the project schedule.

A completed section is shown:

Control Center > Noncom

ices Log > Noncompliance Notice

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

|@| ( General W[m”’ Description ][ Carrective Action W[EM Schedule ](EM Attachments ]

M~ | Activity ID ‘ Start | Finish
|%| A1136 @ 1ul1, 2012 B ®  Augi, 2012 iz
@]
0000000000000 ]
-
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An example with a linked schedule is shown:

+ Schedule = top of page
Details Activity [D Start Finish
=S select. ol ®Bol @

e Details - Click the magnifying glass icon to open the Schedule dialog box to view
early/actual start and finish dates, original and remaining durations, percent complete,
and total float for a document linked to a Project Management activity. This is for
informational purposes only. Click the Close button to return to the Noncompliance

document.
Schedule help
Original Duration 420
Fernaining Duration 420
% Complete 0.0%
Start Jun 21,2013
Finish Sep 12,2013
Total Float 1470

e Activity ID — Click the select link to choose a scheduled activity from the Select
Activity dialog box.

e Start/Finish — Once an Activity ID is selected, the start and finish dates for that task
will be populated. Edit the dates as necessary by clicking the calendar icons. Note: you
will not be updating the actual scheduled dates, this is only an indication of a possible
change in the project schedule.

An example of a completed Schedule section is shown:

7 Schedule &= top of page
Details Activity 1D Start Finish
BT Al186 select. xclear [ |Jun25 2010 O |Jun 30,2010
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G. Issues Tab

If this noncompliance notice relates to an Issue that was previously entered in the Issues log, it
can be linked to this document. Click the Link button.

New Noncompliance Notice  Select an action... -

@‘ |' General 1" Status ]" Description 1[ Corrective Action ]" Details ] Schedule! Issues ' Attachments

| Link |I

Issue Title and Code

o

5

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 noncompliance notice. Once you click the select link, you
will return to the noncompliance notice document.

Select Issues help
B
Issues

All ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

Discovered Underground Storage Tank (EW0001)
select JUneven Walkway (EW0002)

—

An example of a completed section is shown:
Control Center > Honcomplisnce Notices Log > Notice
Noncompliance Notice: 00001 | Epic Management, Inc.  Select an action... =
(General ] Status ( Deseription V Corrective Action W Details [ Schedule W Issues [ Attachments W
ltink
Issue Title and Code
o} P Uneven walkway (EW0002) unlink
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H. Attachments Tab

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

Control Center > Punch Lists Log > Punch List

Punch List: CM001 | Final Punch List  Select an action... -

@| (General || status [ Punch List Items || Details W[ SDA Data M Issuesw Attachments W
e A 2 |

] Attach Fils I Attach URL |
&) — e |

File Size Date Attached Attached By

=1

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

Attach File help

Attachment * [ Browse

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

Attached By Jennifer Irizarry

* Required

Save & Close ||| Save and Add Another

e The Choose File to Upload window displays. Navigate to the desired file location, click on the
file to highlight it, and click the Open button.

- M
& Choose File to Upload ﬂ
uu ‘- Desktop » - | 4,| ‘ Search Desktop Pl

Organize = New folder B - O @
- — | Microsoft Word 97 - 2003 Docum... b

[ Favorites B
Proposed Training Initiatives
Deskt
B Desktop ] 3| Microsoft Word 97 - 2003 Docum...
& Downloads = 730 KB

= Recent Places

m

[ * Remote NJSDA.GOV
’_‘e Internet Shortcut
.

4 Libraries 115 butes
@ Documents report
J} Music Adobe Acrobat Decument
) Al 336 K8
[ Pictures \—

Vid W - section 5a updates

B videos 3| Microsoft Word 97 - 2003 Docum.
— | 336 KB

ol Computer

O WEBMAIL
& Local Disk (<) I£ Internet Shortcut
G jirizarry (\isanfey = 118 bytes
File name: report = | All Files () -
m Cancel
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Same Process.

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

=k

Attach File

Spelling

Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:

_* Subject Report
Location NISCCTRM-Attachments «
Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

help

* Required

e The attached file displays in the Attachments section.

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

Control Center > Punch Lists Log > Punch List
Punch List: CMO01 | Final Punch List  Select an action... -

[ General W[m[ Punch List Ttems ][ Details W[ SDA Data ]( Issues ]( Attachments W

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

Date Attached Attached By

-@P B & report a.pdf Hard copv of punch list 0850-005-04-000V

33 KB

Jul 11, 2012 Jennifer Irizarry

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

Control Center > Noncompliance Notices Log > Noncompliance Notice
Noncompliance Notice: 00001 | Epic Management, Inc.  Select an action... -
@| General || Status |' Description -W Carrective Action W Details M Schedule ]" Issues W Attachmemsw
|—| Type * Noncompliance Notice
@ o Epic Management, Inc.
ﬁi i William Costello =
@ | * New Jersey Schools Development Auth
G| From Aaron Goss =)
Number * 00001
Date ul 17, 2012 =
Title Concrete mixed improperly
*Required
e

0000000000000 ]
-
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IV. 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

a

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.

Noncompllance Notice: 00001 | Dandk Construction Co, Inc  Select an action... -

General Status |/ Description \”/ Corrective Action \IIJ Details \IIJ Schedule \IIJ Issues \IIJ Attachments \”' Versions ]

] show all versions
. | Version | User Account | Date
. B 1o Jennifer Irizarry Oct 19, 2012 2:29 PM

2eB)

©

Contract Management User Manual Page 19 of 31 Created: 5/3/07
Section 9 — Noncompliance Notice Revised: 11/21/12



V. E-mail a Noncompliance Notice Document

If the Contractor does not have a Contract Management account, the applicable Noncompliance
Notice can be e-mailed from within the system.

1. With the Noncompliance Notice document open, choose the Select an Action drop-down list on
the top of the screen and choose E-Mail Form.

Control Center > Noncompliance Motices Log > Noncompliance Notice

) —

Noncompliance Notice: 00001 | Epic Management, Ing Select an action... -
I— Select an action... —
[ General Tl’ Status N‘ Description 1" Corrective Action ] O Edit Document be q Attachments Versions
Iﬁ' Print Form
Type Moncempliance Notice Print Preview
@ ) Adwvanced Print
To Epic Management, Inc, Send to Corr Sent
William Costello. Send to Corr Revd
Send to Inbox
@l F Mew Jersey Schools Development Autl
rom A e
£Aron =05 Add Document
o Generate Document
I.J Number 00001 Generate Transmittal
Initiate CM
Crate Jul 17, 2012 \ ersion Dlocument ‘
Title Concrete mixed improperly

2. The E-Mail dialog box displays. Click the select button in the To box to select the desired
names from the global contact list. You can also manually type e-mail addresses in the To box.
Additionally, you should always include your own name in the To box.

E-Mail help

| subject
NCN: Non-Compliance Notice with Description and Corrective Action - |
Remarks

[ 1nclude attachments
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3. Choose the names from the contact list by clicking the select link to the left of the contact name.
Click the arrows to expand the list. Click the Save button when finished.

Select Contacts help
Organize by: () Contact @ Company () Distribution List

| Search

Contacts Sorted by first name | Sort by last name

All ABCDEFGHIJKLMNOPQRSTUWVWXY Z Other

select ) Epic Management, Inc. (William Costello) add contact...
select »JMew Jersey Schools Development Auth (To Be Determined) add contact...
select  » NI Department of Community Affairs (John Mallon) add contact...

Selected Contacts  (0) Unselect All

(= ]

4. The selected names will display in the To section of the E-Mail dialogue box.

E-Mail help
To * EI_
agoss@njsda.gov, Imontero@njsda.gov, bfarley@epicbuilds.com -

5. The default information in the Subject field can be changed as required.

Subject

MNCN: Non-Compliance Motice with Description and Corrective Action -

6. Enter any comments in the Remarks field. The information entered here will display in the
body of the e-mail message.

Remarks

This is the information regarding the damaged walkway. Please -
review.

1
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7. If there are any attachments to be included with the e-mail, check the Include Attachments box
at the bottom of the E-mail window.

Include Attachments

8. When all fields have been completed, scroll to the bottom of the E-Mail window and click the
OK button to send the e-mail.

E-Mail help

To * EL

agoss@njsda.gov, Imontero@njsda.gov, bfarley@epicbuilds.com -
| =
| Subject

MCN: Non-Compliance Notice with Description and Corrective Action -
Remarks

This is the infarmation regarding the damaged walkway. Please -
review.

Include Attachments
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VI.

The Contractor’s Response to the Noncompliance Notice

Once action has been taken by the Contractor, it is documented in the Corrective Action section of the
document. Once entered, the Contractor will set the Ball in Court back to the originator of the

Noncompliance notice for review.

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

Welcome, Jennifer Irizarry

Contract Management Control Center

iall Frojects e
B ‘ o "a | &

All Frojectd
-] 000114 - Number 7, Grant E.5. {Passaic City)
-[E] 000487 - Hubbard .S, (Flainfield)

- 000804 - Peterstown E.3. #2 [Elizabeth)

[EE] 000210 - John Marshall £.5. #20 (Elizabath)
&l 000211 - Elizabeth H.5. (Elizateth)

&l 000702 - John F. Kennedy H.5. (Paterson)

[EEl 0100839 - New pra K-6 #27 (Elizabeth)

-] 010080 - New pra K-8 #28 (Elizabeth)

-] 010081 - Dr. Albert Einstein #28 (Elizabeth)
-] 010522 - New MS (01} (Long Branch)

-] 010554 - Memorial H.S. (West New York)

<[ 010556 - Number 2 E.3. (West New York)

[EE] 010557 - Number 4 E.S. (West New York)

EEl 010559 - Number 2 E.5. (West New ‘York)

&l 010582 - Union City ECC (Schlemm)

-E 010571 - [DF] Union City HS & Athletic Compli
- 010520 - Number 24 £ 5. {Jarsey City)

- 010581 - FS #20 (Jersey City)

-[E] 010587 - ECC 03 (Jersey City)

-2 010592 - ECC 13 (Jersey City)

[EE] 010594 - ECC 14 (Jersey City)

EE 010597 - ES 2 (emey City)

&l 010210 - Phillipsburg Early Childhood Center
&l 010817 - New Science Park HS (Nawark)

-] 010818 -
] 7| I, ]

o] »

New First Avenue (Newark) -

ORACLE' Primavera Contract Management

Actions

- =

Workspace:

High
Normal

Low

(My Workspace)

Change Group Print

- B
W%

Last System Refresh: May 29, 2012 1:00:25 AM EDT

2 & E Alerts

High 0 !

MNormal 0 *

Low o 4
e

Prepare Reports

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

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

B 02 - 1ssues Log by Project (r_is Oisda all)

Prepare Reports

)

Y 01 - Multi-Proiect Pending Pavment Requisitio...

D 02 - Multi-Project Dailv Reports - Past 7 Dav...

B 24 - School Tvpe Report - Regional (m proi sc...

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

Help

Logout

May 29, 2012

Primavera Contract Management
W

J Trusted sites | Protected Mode: Off

i

#100% -

2. Select your desired project.

Contract Management Control Center

All Projects 2

B8 %=
M 0400

(£ Project Information

7] Gommunication

(2 Contract Information
(3 Logs

[Z] Change Order Management

e aae—

Actions
- High 0
+ Normal 0

2%

Alerts

Waorkspace:

High

Normal

(My Workspace) -

M| R

% &
@

3. Open the Communication folder (a list of modules will display) and select Noncompliance

Notices.

=425 Communication

- [@] Transmittals
- [#) Request for Information
@ Motices
] Noncompliance Notices|
- [ Letters/Doc. Templates
@ Corr. Sent Log
[ Corr. Received Log
@ Meeting Minutes
- [@] Permit/DCA Inspections
@ Telephone Logs
@ Safety

\ 4
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4. The Noncompliance Notices log view displays. Locate the desired Noncompliance notice and
click the edit icon to the left of the document name to open it.

Control Center > Noncompliance Notices

Moncompliance Notices  Select an action... - Find

a2 : -
® Layout: <my layouts>

| Title Type

To

To Contact

From

&

Noncompliance Notice

g—
rg]él © Concrete mixed improperh,

5. The Noncompliance Notice displays.

Epic Management, Inc.

William Costello

Mew Jersey Schools Developme

Control Center > Noncomplisnce Notices Log > Noncompliance Notice
Noncompliance Notice: 00001 | Epic Management, Inc,  Select an action... -
@| ( General W Status [ Description W Corrective Action W Details M Scheduls ]( Issues M Attachments 1
|—| Type * Nencompliance Notice
@ * Epic Management, Inc.
[—— . Willam Costello =
@ | = New Jersey Schools Development Auth
el | From Aaron Goss =
Number = 0oo01
Date ul 17, 2012 =
Title Concrete mixed improperly
* Required

6. Click the Corrective Action tab and complete the following fields.

Control Center > Noncompliance Notices L > Noncompliance Notice

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

General ]|’ Status 1[ D&criptinnl Corractive Action lDeta\ls ”’ Schedule 1|’ Issues 1[ Attachments ]

Corrective Action

Signed By

Date ﬁ
Signed By

Date ﬁ
Required Date Jiz=t]
Cost 0.00

m
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e Corrective Action — Enter the corrective action for the Noncompliance notice (4000

character field

Date — Click t

Date — Click t

).

Signed By - Enter the name of the first signature (22 character field).

he calendar icon to choose the date of the signature.

Signed By - If desired, enter the name of the second signature (22 character field).

he calendar icon to choose the date of the signature.

Required Date —Click the calendar icon to choose a date for the completion of the

corrective action.
e Cost - If known, enter the estimated amount attributed to implementing the corrective action.
Note: the amount should be entered without any formatting.

An example of a completed section is shown:

Control Centaer > Noncompliance Notices Log > Noncompliance Notice

Noncompliance No

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

fl |’ General -]lr Status 1" Description 1" Corrective Action ][‘ Details ]l’ Schedule ]l’ Issues -]lr Attachments ]
2

Corrective Action

Walleway will be ta

&g

ken up and repoured.

Signed By Wwilliam Costello

Date Jul 20, 2012 i
Signed By

Date ﬁ
Required Date  Aug 1, 2012 i)
Cost 0.00

s |

7. Click the Status tab. Click the select button on the Ball in Court field to change the name to the
originator of the Noncompliance notice.

Control Center > Noncompliance Notices Log *» Noncompliance Notice

Noncompliance Nojj

ic Management, Inc.  Select an action... -

General Status

W—I—Eﬁ
|’ Description 'Cnrrective Action V Details W Schedule W Issues ]|’ Attachments W

Priority N

SlEle

Status N

. New Jersey Schools Development Autl
Ball in Court Aaron Goss EI

ormal -

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

Control Center > Noncomplisnce Notices Log > Noncompliance Notice

“ Noncompliance Notice: 00001 | Epic Management, Inc.  Select an action... -

@ General ]|' Status ]|' Description -"' Corrective Action ]( Details “’ Schedule ][ Issues ]|' Attachments ]
@ Ball in Court ‘I:::;;Eés::sr Schools Development Auth EI

Priority Normal. -
@, Status New Item -

9. The next time the originator logs on to Contract Management, they will review the Corrective
Action for the Noncompliance Notice and take one of the following actions:
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A. If the Corrective Action is Satisfactory

1. After reviewing and approving the actions taken in the Corrective Action tab, click the Status

tab.

Control Center > Noncompliance Notices Log = Noncompliance Motice

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

General Il’ Status T Description ]l’ Corrective Action ]( Details ][‘ Schedule ]l’ Issues -]l' Attachments ]

MNew Jersey Schools Development Auth

Ball in Court Aaron Gose EI
Priority Normal -
Status New Item -

2. Click the drop down arrow on the Status field and choose Closed from the list of options.

Control Center > Noncompliance Notices L > Noncompliance Notice

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

General |[ Status |[ Description || Corrective Action |[ Details || Schedule |[ Issues |[ Attachments |

New Jersey Schools Development Auth

Ball in Court laaran Com
Priority Normal -
Status New Item -

New Item

Approved as Noted
Approved Moted Resubmit
Approved

Board Review / Approval
Cancelled

Change Mamt Initiated

Disapproved

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

old Business

Open

Open-See Remarks
Proceed

Revise and Resubmit

Revise Noted Resubmit
Rejected
Resubmit Properly

Reviewed Only =

Primavera Contract Managemer oo /" Trusted sites | Protected Mode: OFf

v ®I10% -

L [
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3. When completed, click the Save button at the bottom of the window to save your changes and
close the document.

Control Center > Noncompliance Notices L > Noncompliance Notice

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

General |[ Status |[ Description || Corrective Action |[ Details || Schedule |[ Issues |[ Attachments |

. New Jersey Schools Development Auth
gallin Court =0 Y =]
Priority Normal -
Status Closed -

Primavera Contract Management El /" Trusted sites | Protected Mode: OFf o HW0% -
1
______________________________________________________________________________________________________________________________|]
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B. If the Corrective Action is Not Satisfactory

1. If the actions taken are not satisfactory, the Noncompliance Notice can be sent back to the
Contractor for further review. Click the Status tab. Change the Ball in Court to Contractor’s
name using the select button next to the field.

Control Center > Noncompliance Notices Log > Noncompliance Notice

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

m_ General m Status ]ﬂ Description ]" Corrective Action ]( Details ][‘ Schedule ]" Issues -][ Attachments ]
S

. Epic Management, Inc.
Ballincotr: William Costello

Priority Normal -

‘ @ Status .New Item -

| save I Concel |

2. Click the Corrective Action tab and enter any applicable comments.

Control Center > Noncompliance Notices L > Noncompliance Notice

Noncompliance Notice: 00001 | EEic Management, Inc, Select an action... -
General ]|' Status ][ D&criptinnl][ Corrective Action M Details N’ Schedule ]|' Issues ][ Attachments ]

Corrective Action —

- d further clarification on how this will affect the surrounding area.| -

Walkway will be taken up and repoured.

Signed By Wwilliam Costello

m

Date Jul 20, 2012 iz=t]

Signed By

Date ﬁ
Required Date Aug 1, 2012 iz=t]

Cost 0.00
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3. When completed, click the Save button at the bottom of the window. The Contractor will be
able to respond to the request and resubmit the Noncompliance Notice for review. The
document can also be e-mailed to the Contractor using the previously described e-mail document
processes found in Section V of this document.

Control Center > Noncompliance Notices Log > Moncompliance Notice

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

General ]|' Status W Dascription W Corractive Action ]|' Details N’ Schedule “’ Issues W attachmants ]

Corrective Action
Need further clarification on how this will affect the surrounding area.|
Walkway will be taken up and repoured.

Signed By

Date

Signed By

Date

Required Date

Cost

Wwilliam Costello

Jul 20, 2012 iz=t]

iz
Aug 1, 2012 iz=t]
0.00

»

— 1
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C. If the Corrective Action is Not Satisfactory and Requires the Initiation of Change

Management

If the actions taken are not satisfactory, Change Management may need to be initiated for further
corrective action. With the Noncompliance Notice open, click the drop down arrow on the
Select an action menu on the top of the screen and choose Initiate CM.

Control Center > Noncomplisnce Notices Log > Noncompliance Notice
Noncompliance Motice: 00001 | Epic Management, Inc.f | Select an action... -
— Select an action... H
AZ) General ]|' Status V Description V Corrective Action 1 O Spelling b a Attachments
Vi Print Form
Type * Moncompliance Motice Print Preview
Advanced Print
* Epic Management, Inc. Send to Corr Sent
Te william Costello = Send to Corr Revd
@ Send to Inbox
-3 From * New lersey Schools Development Auth |E-Mail Form
Aaron Goss Generate Document
Generate Transmittal
Mumber * 00001 \ Initiate CM_+—* )
Date Jul 17, 2012 =t
Title Concrete mixed improperly
* Required

2. A Change Management record displays. The standard NJSDA Change Management process is

followed once this document has been created. Click the Return to Noncompliance Notice link
to return to the original document.

f h |
Control Center > Change Management Log > Change l “ Return to Noncompliance Notice l
Change Management: 00035 | Concrete mixed improperly  Select an action...  ~

| 2 ‘ Ganaral ( Status 1|’ Budget “’ Commitments | Remarks 1|’ Documents by Phasa ][ Datails N SDA Data “’ 1ssues || Attachments ”‘f varsions 1
—— | Number 00035
|@] ‘ Dated Jul 23, 2012
|® ‘ Title Cencrete mixed improperly
— Phase Estimated Cost Quoted Cost Negetiated Cost Final Cost Projected Cost
{
| @) Budgeted $0.00 $0.00 $0.00 $0.00 $0.00

Committed $0.00 $0.00 $0.00 $0.00 $0.00

3. Once the Change Management record has been created, the Change Management number will be
automatically referenced on the Noncompliance document in the Details section.

> Noncompliance Notice

Notice: 00001 | DandK Con: Select an action... -

Co.Inc

el =

Sims [ Deseapton | Camec

o |[ etails

Schedula | tssues |[ attachments || versions |

[=

Spec Section Basi

ic Concrete Materials and Methods

Area

|g ‘ Contract » Construction (NT-0032-C02)
=" | Reference
I Change Number & Concrete mixed improperly (00035)
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