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I. LETTERS

A. Overview

Contract Management utilizes Microsoft Word (version 2000 or greater) to create letters. After
setting the date, To, From and Subject, then selecting a template (as described below), Contract
Management automatically launches Microsoft Word and populates the document with
information from Contract Management. All letters are saved back to the Contract Management
database.

Available letter templates include:

Name Description Level
NJSDA standard Standard NJSDA letterhead format Group
Blank Template (No logo) | Standard letter format with no logo Group

Additional templates can be created if necessary. Please contact the SDA Primavera Help Desk
at pehelpdesk@njsda.gov.

B. Internet Explorer Settings

It is recommended that you check the Internet Explorer settings described below before creating
letters. This will help avoid any possible errors when attempting to open Microsoft Word during
the letter creation process.

1. If you try to generate a letter and receive the following error message, you must add the URL
http://pe.njsda.gov to Trusted Sites Zone (bookmarks).

Microsoft Internet Explorer x|

1 Automation server can't create object

. M5 Word must be installed on the system. Also, configure the browser to run ActiveX controls: open the browser,
select Tools, Internet Options, Security, Custom Level, and dick the Enable button under Run ActiveX controls and
plug-ns.
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2. With Internet Explorer open, go to Tools -> Internet Options from the toolbar at the top of the

screen.
:-\_—}.. - |cb http://pe.njsda.govy y| 42| [ % | | ol
v [Cb MISDA — Contract Manager (Expedition) l_l @ - B @ B PagE{ T -3} ~
™, STATE OF NEW JERSEY Delete Browsing History... =
%) SCHOOLS DEVELOPMENT AUTHORITY Popum Bodker ,
Phishing Filter 3
e ~ Manage Add-ons 4
o PRIMAVERA
Work Offline
I Windows Update
Full Screen F11
Welcome to Contract Manager 12.1 Menu Bar
Toolbars 3
L Bookmark Me! Windows Messenger

Diagnose Connection Problems...
Sun Java Console

Contract Manager Login: What is New
b Login Attn Primavera Users: Internet Options
b | nnin Damiiramante R |

3. On the Internet Options dialog box, click the Security tab, then select the Trusted Sites icon
(green check mark). Click the Sites button.

| Gener | Security |P vacy || Content | Connections || Programs || Advanced |

Select a zone to view or change security settings.

@ V(V/)0O

Internet Local intranet | QiR Restricted
sites

Trusted sites
. . . Sites
J This zone contains websites that you

trust not to damage your computer or
vour files,

Security level for this zone

Custom
Custom settings.
- To change the settings, dick Custom level,
- To use the recommended settings, dick Default level.

l Custom level... H Default level ]

[ Reset all zones to default level ]

I OK H Cancel ] Appi

0000000000000 ]
-
Contract Management User Manual Page 4 of 24 Created: 6/01/07
Section 10 — Letters Revised: 11/21/12



4. On the Trusted sites dialog box, uncheck the Require server verification (https) for all sites
in this zone checkbox at the bottom of the screen. The Contract Management URL will be
displayed in the option box for Add this website to the zone. Click the Add button to add
Contract Management to your trusted sites.

fou can add and remove websites from this zone. All websites in
this zone will use the zone's security settings,

Add this website to the zone:
— | http:/fpe.njsda.gov | I Add

Websites:

ety [ | Require server verification (https:) for all sites in this zone

Cloze

5. The Contract Management URL will be moved under the Websites box. When completed, click
the Close button.

Trusted sites El

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
| | Add

Webszites:
http: ffpe.njsda.gov

[CJrequire server verification (https:) for &l sites in this zone

Close
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6. Click the OK button to accept the changes on the Internet Options screen. You will need to
close and re-open your browser in order for the changes to take affect.

Internet Options

| General | Security | Privacy || Content | Connections || Programs || Advanced |

Select a zone to view or change security settings.

@ @ v O

Internet Local intranet  Trusted sites  Restricted
sites

Trusted sites
This zone contains websites that you
trust not to damage your computer or

your files,
You have websites in this zone,

Security level for this zone

Custom
Custom settings.
- To change the settings, dick Custom level.
- To use the recommended settings, click Default level,

[ Custom level. .. ” Default level ]

[ Rezet all zones to default level ]

[ oK ][ Cancel ] App

7. If you still experience problems using Microsoft Word within Contract Management, contact the
SDA Primavera Helpdesk (pehelpdesk@njsda.gov) to assist in troubleshooting your Internet
Explorer settings.
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Il. CREATING LETTERS

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Frojecis - Workspace:  (My Workspace) - N

So o | 44

Actions 2l e Alerts & &
- Number 7, Grant E.S. [Passsic City)
- Hubbard M.S. (Plsinfield)

- Peterstown E.S. #2 (Elizabeth)

- John Marshall E.S. #20 (Elizabeth)
- Elizsbeth H.S. (Elizabeth)

- John F. Kennedy H.8_ (Paterson)

- New pre K-8 #27 (Elizabeth)

- New pre K-8 #28 (Elizabeth)
- Dr. Albert Einstein #29 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM EDT

[ETHES

High 268

EE
£ |&
5 15
o
o
4 =

Normal o

- -

Low 0 4 Low 0

- New MS (x01) {Long Branch)

- Memarial H.S. (West New York)
- Number 3 E.S. (West New York)
- Number 4 E & (West New York) Prepare Reports Y Prepare Reports e
- Number 2 E.8. {West New York)
~ Union Gity EGC (Schiemm) B 01 - Project Status Report - External Use (r ... B 01 - Multi-Broject Pending Payment Requisitio...
- [DF] Union City HS & Athletic Complx
- Number 24 E.S. [Jemsey City)

- PS #20 (Jersey City) [ 02 - Issues Log by Project {r is Oisda all) [ 24 - School Type Report - Regional (m proj sc...
- ECC 03 {Jersey City)
- ECC 13 (Jarsey City) B) 26 - Multi-Project CCD Report - Executed in t...
- ECC 14 {Jersey City)

-ES 3 {lersey City)

- Phillipsburg Early Childhood Center

- New Science Park HS (Mewark)

-[E] 0108128 - New First Avenue (Newark) o
<7 m ] »

D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Daily Reports - Past 7 Dav...

Primavera Contract Management ' Trusted sites | Protected Mod
——— ™ ] ——

2. Select your desired project.

Contract Management Control Center

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

Actions 28 e Alerts R @

[Z] Project Information
(£ communication

(#~(Z]) Contract Information ] =

0 L] 268
- Lows ! High I  High
(#-(Z] Change Order Management - Normal 0 * Normal 1]

3. Open the Communication folder (a list of modules displays) and select the Letters/Doc.
Templates module.

-3 Communication
@ Transmittals
@ Reguest for Information

- [B] Motices

@ MNoncompliance Notices

- [#] conm. Sent Log

- [B] Con. Received Log
@ Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

@ Safety
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4. The Letters/Doc Templates log view displays. Click the Add Document button to begin the

letter creation.

Control Center > Letters/Doc. Templates

-

Letters/Doc. Templates  Select an action... in

Fa
% Layout: <my layout=

To

| Subject Date
=]

5. Ablank Letter displays. The Letter document is divided into several sections:

Control Center > Letters/Doc. Templates Log > Letter

Mew Letter Select an action... -

Az [ General |[ status || Distributions |[ Details || 5DA Data |

Sep 24, 2012 i)

Date
vt

[ Add
To
- MNew lersey Schools Development Auth
From To Be Determined EI
Subject
Template _MISDA Standard -
* Required

Seve o Crmste Lot
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A. General Tab

Mew Letter Select an action... -

Az General || Status |[ Distributions || Details |[ SDA Data |
(=)

Date Sep 24, 2012 ez}
L

Add

To

* New Jersey Schools Development Auth
From To Be Determined El
Subject

Template _MNISDA Standard -

* Required

e Date — Click the calendar icon to enter the date of the letter.

e To - Click the Add button to select the desired parties from the contact list.
Selecting more than one company will create multiple letters (each listed individually
on the Letter Log). You may add as name names in the To field as is required. This
is a required field.

e From - Click the select button next to the field to choose the desired name from the
contact list

e Subject — Enter a subject or brief description (36 character limit)

e Template — Select a template from the drop down list. Available options include
NJSDA Standard template or a Blank template with no logo.

Additional templates can be created if necessary. Please contact the Primavera System
Administrator via the SDA PE Help Desk email address (pehelpdesk@njsda.gov).

An example of a completed section is shown.

New Letter Select an action...

|' General W[ Status 1" Distributions ][ Details ]" SDA Data ]
—_— Date Sep 24, 2012 ﬁ
8|

[ Add

To

William Costello (Epic Management, Inc.) remove

From * E:xie&sﬂesi Schools Development Auth ’:I

Subject Report Submissions

Template _MISDA Standard -

* Required
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B. Status Tab

Control Center > Letters/Doc. Templates Log > Letter

New Letter Select an action...

[ General E Status ]i Distributions || Details || sDA Data |

Ball in Court <none selected= \ZI
Priority Normal -

Status New Item -

Save and Create Letter ||| Cancel |

e Ball in Court - click the select button next to the field to choose the name from the

contact list
e Priority — Defaults to Normal, but can be changed to High or Low if desired

e Status - Default is New ltem

C. Distributions Tab

Control Center > Letters/Doc. Templates Log > Letter

Mew Letter Select an action... -

—

5DA Data

Click the Add button to select a Company/Contact to distribute a copy of the letter. Choose the
desired contact by clicking the select link to the left of the name. Click Save when completed.
Contract Management will include the company and contact on the CC section of the letter.
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D. Details Tab

Control Center > Letters/Doc. Templates Log > Letter

New Letter Select an action...

[ General | status | Distributions if Details TI SDA Data |
|

Time 10:50

Due Date Oct 8, 2012

=
iz

Responded Date
Contract <none selected=
Reference

Enclosures

ove o Crene Lot | Comcel |

Time — Contract Management displays the current system time, edit as necessary

Due date — Automatically calculates 14 days from letter date. This can be changed
as necessary by clicking the calendar icon next to the field.

Responded date — When a response to this letter is received, enter the response date
by clicking the calendar icon next to the field.

Contract — Select a contract to reference by clicking the select button.
Reference — Add additional references (optional) (80 character limit).

Enclosures — Add any enclosure information (36 character limit).

An example of a completed Distributions section is shown.

New Letter

Select an action...

5

[(General |[ States |[ Disibutions | vetats | soAcam |

Time

Due Date
Responded Date
Contract
Reference

Enclosures

10:50
Oct 8, 2012 =
=

Construction (NT-0032-C02) | [ X

Report A

[eve amdCrass Lotier ]| Concel |
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E. SDA Data Tab

All letters should be in Draft status until the final letter with signatures is signed, scanned, and
attached to the Contract Management letter. Check the Draft check box to indicate a draft.

Control Center > Letters/Doc. Templates Log = Letter

New Letter Select an action... -

I [ General | status |[ Distributions | Details I SDA Data l
—

Draft

»

m

F. Generating the Letter

| Save and Create Letter [fl _ Cancel |

1. When all options are entered, click the Save and Create Letter button at the bottom of the

screen to launch Microsoft Word and enter the body of the letter.

Control Center > Letters/Doc. Templates Log > Letter

Mew Letter Select an action... -

[ General |[ status |[ Distributions |[ Details || 5DA Data |

Date Sep 24, 2012 e
vo”

| Add

To

William Costello (Epic Management, Inc.)

remove

New Jersey Schools Development Auth
Aaron Goss EI

Subject Report Submissions

From *

Template _MNISDA Standard -

* Required

Save and Create Letter ‘ Cancel
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2. If you receive an error message, follow the steps as outlined on page 3 of this manual to check
your Internet settings. If Microsoft Word still does not open, contact the SDA Primavera
Helpdesk (pehelpdesk@njsda.gov) to assist in troubleshooting your Internet Explorer settings.

3. If no errors are encountered, the letter will open in Microsoft Word. Contract Management fills
in the addresses and project information defined in the selected letter template. All other

completed selections will be displayed as well. Note: the example shown uses Word version
2010.

W &= ExponlineWebDavServiet [Compatibility Mode] - Microsoft Word = @ =
Home Insert Page Layout References Mailings Review View Developer > @
j i Times NewRom = 12 = A A" | Aa~ & o = |

{] % &4 Find -
4aBbCcl AaBb(  AaBbCcl | AaBbCcl AaBbCcl AaBb( AaBbCel , Replace
B I U ~abe x, X Emphasis  Headingl | 1 MNormal e

ik stron Subtitle Title 7 Mo Spaci... _ Change
T ¢ e = sytese | [t Select -

Styles L Editing

# Farmat Painter
Clipboard 5 Font

[] ! R O A SRR S R SR BN B )

D SR N RN AN SRR 0 A0

=l
=1

Ih 2

September 24, 2012

William Costello

Epic Management, Inc.
136 11th Street
Piscataway , NJT 08854

2 Reference:  Arthur L Johnson HS (Clark Township)
| Report Submissions

-
z

4. To complete the letter, type in your desired information in the body of the letter. Do not change
any populated information. A completed example is shown.

WE2-003R_(= ExponlineWebDavServlet [Compatibility Mode] - Microsoft Word o @ =
Home | Insert  Pagelayout  Refersnces  Mailings  Review  View  Developer > @
% cu - = m o ) =iz .= iEaE A f 1 4 Find -
B Times NewRom - 12 ~| AT A7 | Aa~ [ F 2l T 4aBeccl AaBb( | AaBbCel| AaBbCcl AaBbCel AaBh( AaBbCel % P
= 3 . . 7. A~ | [El= == *= - 1 T o
afte 5 Format Painter B /7 U -abe X, X - A E=== = {Po H Emphasis  Headingl | 7 MNormal | Strong Subtitle Title T Mo Spaci.. — EP;\SSD-E N Select+
Clipboard : Font 3 Paragraph o Styles .| Editing
] o A K : 3 RN SR 5 ; s ; s TR, W0 Bl
= 7
= September 24, 2012
2 William Costello
~ Epic Management, Inc.
. 136 11th Street
5 Piscataway , NJ 08834
2 Reference:  Arthur L Johnson HS (Clark Township)
- Report Submissions
- {Please review the enclosed report and provide your feedback as soon as possible. L
Regards,
-
Aaron Goss =
New Jersey Schools Development Auth L
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5. To close Microsoft Word and save the letter in Contract Management, choose File -> Close from
the ribbon.

MEd9-0 04l ExponlineWebDavServlet [Compatibility Mode] - Microsoft Word = @ =

_m Home  Insert Page Layout References Mailings Review  View Developer > @
|l save . . e =
Information about ExponlineWebDavServiet i = |
S save As

https://dev2pe.njsda.gow/ erponline/ExponlineWebDavServletig=hUSCCAm=rO0ABXQAGmYwhzL. | |
| Open |
"

2] Permissions

e fﬁ? Anyone can open, copy, and change any part of this document,
Protect Properties -
Recent Document it~ Size 385K
Pages 1
Dew Waords 55
. fax Prepare for Sharing Total Editing Time 4 Minutes

Print [ 23 Before sharing this file, be aware that it contains: Title 3 tit

i Docus roperties and author's name Tag

Checkfor Gl =
Save & Send T H Comments
. - c at cannot be checked for accessibility issues because of the
HE‘P current file type Related Dates
Last Modified Today, 11:35 AM

) Options ) Created Today, 11:35 AM

T Versions
E3 et (_-;3 B There are no previous versions of this file. e

8. Select the Yes button on the dialog box to save the letter.

Microsoft Word ()

AN
! 1‘_\ Do you want to save changes you made to
ExponlineWebDavserviet?

—

[ Save [Dog‘tSaue ] [ Cancel ]

9. Return to Contract Management. The next time you open the letter in Contract Management it
will reflect your changes.

Control Center > Letters/Doc. Templates

- . 2
Letters/Doc. Templates  Select an action... - Find W:s Layout: <my layout=
| Subject Date Due Date | Responded Date | Log Number To
Iﬁ ® Report Submissions Sep 24, 2012 Oct 8, 2012 oooo1 Epic Management, Inc

#go

L

Additionally, two tabs (Issues and Attachments) now display on the document and can be populated.
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G. Issues Tab

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

Control Center > Letters/Doc. Templates Log > Letter

Letter: Report Submissions | 09/24/2012  Select an action..

|’ General 1" Status 1( Distributions. ]l’ Details ]l’ SDA Data i Issues I Attachments Versions

Link |
reererreETrtode

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 letter. Once you click the select link, you will
return to the letter.

| Select Issues help

| o

Issues

All ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

Cracked Foundation (CF1)
select JUnderground Storage Tank (UST1)

~

a
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An example of a completed section is shown:

Letter: Report Submissions | 09/24/2012  Select an action... -

[ General | status |[ Distributions || Details | sDAData |[ Issues || Attachments |[ versions |

[ ok |

Issue Title and Code |

9B

P Underground Storage Tank (UST1 unlink

H. Attachments Tab

To attach supporting documentation, click the Attach File button.

5

s

Letter: Report Submissions | 09/24/2012  Select an action... -

=y '
|' General ]|' Status ]|' Distributions ]|' Details “’ SDA Data M’ 1ssuss || Attachments 1' Versions 1

BT BT

o Attachment | Subject | File Size | Date Attached Attached By |

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

Attach File help

spelling

Attachment * [ Browse....

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

Attached By Jennifer Irizarry

= Required
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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.

r ™
@ Choaose File to Upload ﬂ
uu ‘- Desktop » - | ‘,| ‘ Search Desktop Pel |

Organize « New folder = - [ @
- — | Microsoft Word 97 - 2003 Docum... -
[ Favorites B
Proposed Training Initiatives
M Desktop 3| Microsoft Word 97 - 2003 Docum.
& Downloads =l 730 kB
] Recent Places . RemoteNJSDA.GOV
E r@ Internet Shortcut
- Libraries . Lo bytes
@ Decuments report
J, Music Adobe Acrobat Document
) M 336 KB
[E=] Pictures —
: W section 5a updates
B videos (] 81 Microsoft Word 97 - 2003 Docum...
—| 336 KB
- - |
18 Computer ( | WEBMALL ‘E‘
I £ Local Disk (C) |£ Internet Shortcut B
0 jirizarry (Visanfs = 118 bytes =
File name: report = | All Files (**) -
Open |+ Cancel

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.

- . - e —
(& https://dev2pe.njsda.gov/ - Attach File - Windows Internet Explorer ) e
Attach File help
Attachment * Ci\Users\jirizarry\Desktop\report.pdf Browse...
_* Subject Report
Location NISCCTRN-Attachments »

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required
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The attached file displays in the Attachments section.

Letter: Report Submissions | 09/24/2012  Select an action... -

|' General ]" Status ]" Distributions ]" Details ]" SDA Data W" Issues W" Attachments ]" Versions ]

olPE

@

| Attach URL |
> | Subject | Location | File Size | Date Attached Attached By
= report.pdf Report a 0850-005-04-000V 33 KB Sep 24, 2012 lennifer Irizarry Lemove
report.pdf

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

Control Center > Letters/Doc. Templates Log > Letter

Letter: Report Submissions | 09/24/2012  Select an action... -

[ General |[ status |[ Distributions | Details || sDA Data |[ Issues |[ Attachments |

[ Attach URL |
| Subject Location | File Size | Date Attached Attached By
@9 = report.pdf Report a 0850-005-04-000V 33 KB Sep 24, 2012 lennifer Irizarry femove

e

Contract Management User Manual Page 18 of 24 Created: 6/01/07

Section 10 — Letters

Revised: 11/21/12



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

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

Add Document
Delete Document
Version Document

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

Do you want to version this document?

L_ves ] ___no |

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

Contractor Claim: 00001 | New Jersey Schools Development Auth Select an action... -
@ [[General |[ status || Description |[ Details || Schedule | 1ssues || Attachments | versions
[T] Show all Versians
[@ + [ versien Date
|E‘ D 1.0 Sep 19, 2012 10:51 AM
@
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1IV. VIEWING AND MODIFYING LETTERS IN MICROSOFT WORD FROM
CONTRACT MANAGEMENT

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projecis hd Workspace:  (My Workspace) - &
B % |
B Al Project l Actions 2l e Alerts & &
[ 000114 - Number 7, Grant E.S. {Passsic City) H
[ 000467 - Hubbard M.S. (Plsinfisld) |
[l 000804 - Paterstown E.S. #3 (Elizabath)
[&] 000810 - John Marshall E.5. #20 (Elizabath) ! High 0 ! High 268
-[E] 000811 - Elizabeth H.5. (Elizabeth) ¢  Normal 0 ¢  Normal 0
-[&] 000702 - John F. Kennedy H.5. (Faterson) = =
-[E] 010089 - New pre K-8 #27 (Elizabeth) i 3 Low o 3 Low o

-[E] 010090 - New pre K-8 #28 (Elizabeth)
-[& 010091 - Or. Albert Einstein #28 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM EDT
[ 010522 - New MS (x01) (Long Branch)

[ 010584 - Memorial H.5. (West New York)
[E 010556 - Number 3 E.S. (West New Yore)

-[E] 010857 - Number 4 £ 6. (West New Yor) Prepare Reports Y Prepare Reports oy
-[E] 010558 - Number 2 E 5. {West Hew York)
-[E] 010882 - Unicn City ECC (Schlemm) B 01 - Project Status Report - External Use (r ... B 01 - Multi-Broject Pending Payment Requisitio...

(& 010571 - [P Union City HS & Athletic Gompix [ 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Daily Reports - Past 7 Day...
-[E] 010580 - Number 24 E.5. (Jersey City)
[E] 010521 - PS #20 (Jersey City) [} 02 - Issues Log by Project (r is Oisda all) B 24 - sSchool Type Report - Regional (m proj sc...
[ 010587 - ECC 03 (Jersey City)
= 010593 - ECC 13 (Jersey City) D 26 - Multi-Project CCD Report - Executed in t...
-[E] 010584 - ECC 14 (Jessey City)
-[E] 010587 - E5 3 (Jersey City)
-[E] 010810 - Phillipsburg Early Childhood Genter
-[E] 010817 - New Science Park HS (Newark]
-[E] 010618 - New First Avenue (Newark) -
<7 i ] »
Primavera Contract Management ' Trusted sites | Protected Mod
——— ™ —— —==r w
Contract Management Control Center
| dilligojects i | Workspace:  (My Workspace) - '% = ‘

Actions 2% G Alerts N @

Arthur L Johnsen HS (Clark Township)

Project Information

[0 Communication

Contract Infy i
g L:;sa nformation ! High o ! High 268
[Z] Change Order Management - Normal 0 * Normal 1]

3. Open the Communication folder (a list of modules displays) and click the Letters/Doc.
Templates module.

—- =55 Communication

@ Transmittals
@ Reguest for Information

- [B] Motices

@ MNoncompliance Notices

- [#] conm. Sent Log

- [B] Con. Received Log
@ Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

@ Safety

0000000000000 ]
-
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4. When the Letters/Doc. Templates log view displays, locate your desired letter and click the
blue W to the left of the letter to launch the letter in Word or click the edit icon to open the
Contract Management Letter document.

Control Center > Letters/Doc. Templates

=9

- _ ]
Letters/Doc. Templates Select an action... - in En Layout: <my layout=

| Subject Date Due Date ponded Date | Log b To

% Wl #® Report Submissions Sep 24, 2012 Oct 8, 2012 00001 Epic Management. 1

RS

5. If you clicked the edit icon, when the Letter document displays, click the Word icon on the left
side of the screen to launch Microsoft Word.

Control Center > Letters/Doc. Templates Log > Letter

Letter: Report Submissions | 09/24/2012 Select an action... -

[‘ ( General 1( Status 1( Distributions ]( Details ]( S5DA Data 1( Issues \|[ Attachments 1

Date Sep 24, 2012 iz
Ta * Epic Management, Inc. EI

William Costello

Mew Jersey Schools Development Auth

*
Frem Aaron Goss EI
Subject Report Submissions
Template _NJISDA Standard

6. If you receive an error message, follow the steps as outlined on page 3 of this manual to check
your Internet settings. If Microsoft Word still does not open, contact the SDA Primavera
Helpdesk (pehelpdesk@njsda.gov) to assist in troubleshooting your Internet Explorer settings.

7. If no errors are encountered, the document will open in Microsoft Word. Make any desired
modifications to the text as needed, and save the letter when completed.
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V. E-MAILALETTER

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

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

shildRplatts = Workspace:  (My Workspace) - B
L]
B(% 4
=il |- Actions 2N e Alerts |8 &
-[E] 000114 - Number 7, Grant E-S. [Fasssic City) H
-[E] 000467 - Hubgerd M.5. (Flainfisld) =
-[E] 00080+ - Peterstown E 3. #2 (Elizabetn) 0 ) 0
[&] 000810 - John Marshall E.S. #20 (Elizabath) ! High 0 !  High 268
[l 000811 - Elizabath 1.5, [Elizasst) *  Normal o ¢  Normal o
[ 000702 - John F. Kennedy H.S. (Patersan)
[E] 010089 - New pre K-8 £27 (Elizabeth) 4 Low 0 4 Low o

-[E] 010080 - New pre K-8 #28 (Elizabeth)
-[&] 010081 - Or. Albert Einstein #25 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM'EDT
-[E] 010522 - New MS (x01) {Long Branch)

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

[ 010857 - Number 4 E.5. (West New Yerk) Prepare Reports N Prepare Reports B2
[E] 010559 - Number 2 E.5. (West New Yark)
010582 - Union City ECC {Schlemm - Project Status Report - External Use (r ... - Multi-Project Pending Payment Reguisitig...
ty ECC ) [ 01 - Project Status Report - External Use ( B 01 - Multi-Project Pending P: it R it
- 010571 - [DF] Union City HS & Athletic Compl
% 10850 LUF:IHB:"Z: E‘t; “Myci;)n ek D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...
-[E] 010581 - P35 #20 (Jersey City) B 02 - Issues Log by Project (r i Oisda all) B 24 - School Type Report - Regional (m proj sc...
-[E] 010587 - ECC 03 (emsey Sity)
- 010592 - ECC 12 (Jersey City) B 26 - Multi-Project CCD Report - Exscuted in t...
[E] 010594 - ECC 14 (Jersey City)
[E 010587 - E5 2 (Jemey City)
[El 010810 - Phillipsburg Early Childhood Center
[E] 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newsrk) =
<« m ] »
Primavera Contract Management /" Trusted sites | Protected Mod
——— — — ——  —— W

2. Select your desired project.

‘Contract Management Control Center

Al Projects . v | Workspace:  (My Workspace) -l E‘

- Actions 2% & Alerts I8 &

(Z] Communication

(£ Contract Informatian ' 5 ' -
B Lo ! High 0 L] High 268
[#-[Z]) change Crder Management * Normal [1] * Normal 0

3. Open the Communication folder (a list of modules displays) and click the Letters/Doc.
Templates module.

_!"ﬂ Communication
@ Transmittals
@ Reguest for Information

- [B] Motices

@ Nencompliance Notices

- [ con. Sent Log

- [#] com. Received Log
@ leeting Minutes

@ Permits/'DCA Inspections
@ Telephone Logs

- [B] safety

0000000000000 ]
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4. The Letters/Doc Templates log view will display. Locate your desired letter and click on the
title (blue link) to open it.

Control Center > Letters/Doc. Templates

. y 2
Letters/Doc. Templates Select an action... - Find En Layout: <my layout=
Subject Date Due Date | Responded Date | Log Number To
Ig w #® Report Submissions Sep 24, 2012 Oct 8, 2012 00001 Epic Management. 1

5. With the letter open, choose E-Mail Letter from the Select an Action drop-down list on the top
of the screen.

)| -

Letter: Report Submissions | 09/24/2012

[ General |[ status || Distributions ]rE

Control Center > Letters/Doc. Templates Log > Letter

f Select an action... - ‘

Select an action...
Edit Document

{1l

Date

From
Subject

Template

Sep 24, 2012

Epic Management, Inc.
William Costello

New Jersey Schools De
Aaron Goss

Report Submissions

_M1SDA Standard

Advanced Print
Modify Letter
Send to Corr Sent
Send to Corr Rovd
Send to Inbox

1]

Add Document
Generate Letter
Generate Transmittal
Delete Document

Attachments Versions

‘ ‘ersion Document ‘

6. The E-mail dialog box displays. Click the select button to choose names from the contact
list to e-mail this letter to. Please note that the sender of the e-mail should always include
their own name in the To field.

E-Mail

help

Subject

LTR : Report Submissions

Remarks

[ tnelude attachments
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7. The Subject field will display a descriptive title based on the Subject you entered in the letter. If
desired, delete the default and enter a new subject.

E-Mail help

ros [

agoss@njsda.gov, RRyan@njsda.gov, Imontero@njsda.gov -

Subject

| | TR : Report Submissions

Remarks

[ include Attachments

8. Information and/or instructions for the recipient should be entered in the Remarks section. Any
text entered in the Remarks field will be included in the body of the email.

E-Mail help

To * El_

agoss@njsda.gov, RRyan@njsda.gov, Imontero@njsda.gov -

Subject
LTR : Report Submissions
Remarks

Please review the attached and advise| -

A 4

[ 1nclude Attachments

[_oc [ coct |

9. If there are attachments which also need to be forwarded, click the Include Attachments box.

I:‘ Include Attachments

10. When all entries are completed, click OK to send the e-mail. Please note that E-mails sent from
Contract Management automatically creates an entry in the Correspondence Sent log.

—— T T |
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