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I.  Meeting Minutes Overview
The Meeting Minutes log keeps track of information such as:
e When a meeting took place
e The purpose of the meeting
e Who attended
e What was discussed
e Decisions made
e Responsibility for follow-up

With Contract Management, you can create a new Meeting Minutes document or generate a
Meeting Minutes document from an existing one using the Generate Document command.
When you generate a new Meeting Minutes document from an existing one, Contract
Management copies items from the original Meeting Minutes document to the new one (as long
as the items are not closed).

I1. Create a New Meeting Minutes Document

This procedure explains how to create a new Meeting Minutes document when previous Meeting
Minutes do not exist.

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

Al Frojects R Workspace:  (My Workspace) - N2
BB % |
= Al Frojecty |_‘| Actions 2% Alerts N &

! High 0 ?  High 268

¢  Normal o +  Normal 0

4 Low o 4 Low 0

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

2l H.5. (Wast New

er 3E.S. (West New Yo

er 4 E.5. (West New Yor) Prepare Reports R Prepare Reports &
e 2ES. (West New Yord)

B 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment Requisitio...
B 01 - Single Project Status Report - Internal ... B 02 - Multi-Proiect Daily Reports - Past 7 Dav...
B 02 - Issues Log by Project (r is Oisda all) ) 24 - School Type Report - Regional (m proj sc...

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

-[E] 010810 - Phillipsburg Esrly Ghildhood Genter
- 010617 - New
- 010618 - New
<7 i v

Primavera Contract Management /' Trusted sites | Protected Mode: Off ¥ v ®W00% ~
——— W ¥ —==r =

0000000000000 ]
-
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2. Select your desired project.

‘Contract Management Control Center

All Projects -

8%~ @

I

it Actions

& ject Information
(- (Z] Communicatien
[#-[Z]] Contract Information
#-(E] Logs

[#-[Z]] Change Order Management *

E—.

Normal 0

Alerts

[ Workspace: ﬁMy Workspace) - Qﬁa E ‘
% @
High 268
Normal 0

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

Ela Communication

@ Transmittals
@ Request for Information
[ wotices
@ Mencompliance Motices
@ Letters/'Doc. Templates
[ Com. Sent Log
- [#] Con. Received Log

Meeting Minutes

@ Permits/'DCA Inspections
@ Telephone Logs

- [ safety

4. The Meeting Minutes Log View will display. Click the Add Document button.

=4

Meeting Minutes  Select an action... - Fin

F
® Layout: <=my layout=

Date | Time Number

Subject

Last Edit By Lz

—

ELE

5. A blank Meeting Minutes document displays.

Control Center > Maeting Minutes Log > Meeting Minutes

New Meeting Minutes  Select an action... -

[ General |[ status |[ This Mesting |[ Business Items |[ Attendees |[ SDA Datz |[ Issues |[ Attachments |

Y

Subject

Number 00001
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The Meeting Minutes screen is divided into several sections:

A. General Tab

Control Center > Mesting Minutes Log > Meseting Minutes

%g Minutes  Select an action... -

m_ General Status ” This Meating 1[ Business Items W" Attendees 1[‘ SDA Data 1[ Issues ]" Attachments ]

A
Subject

Number 00001

e Subject — Enter a brief title for the meeting (50 character field).

e Number — Contract Management automatically supplies the next sequential number,
edit as necessary. If desired, you can add a prefix to the meeting number relating to
the meeting type, for example, POO1 for Progress Meeting.

An example of a complete section is shown:

Control Center > Meeting Minutes L > Meeting Minutes

Mew Meeting Minutes  Select an action... -

General -]lr Status 1( This Meeting 1[ Business Items Tl’ Attendees N‘ SDA Data 1[ Issues ]l’ Attachments ]
a7

Subject Kick-off Meeting

Number 00001
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B. Status Tab

Control Center » Meeting Minutes Log > Meeting Minutes

Mew Meeting Minutes  Select an action... -

General I( Status MThis Meeting ]( Business Items ]( Attendees ][ SDA Data ]( Issues ][ Attachments ]

Ball in Court <none selected> =
Priority Normal -
Approved? no
1

Approved by

Company New Jersey Schools Development Auth

Contact Jennifer Irizarry

Approved Date

e Ball in Court — If desired, an overall responsible party for the meeting can be chosen
by clicking the select button next to the field. You will also be able to choose a Ball
in Court contact at the Business Item level.

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

e Approved ? — Once the document is finished, Meeting Minutes can be approved and
saved (given the appropriate access rights) by selecting the approver, entering
approval date and clicking the Approve and Save link. Once approved, a document
cannot be edited unless you have the appropriate access rights.

e Approved By — Use the select button to choose the approver’s name in the Contact
field. The Company will automatically populate based on the name selected. Click
the calendar icon to choose the Approved Date. By default, the Company and
Contact name of the person creating the document will display in those fields.

An example of a completed section is shown. Note that the document has not yet been
approved.

New Meeting Minutes  Select an action... -

¥

|’ General |[ Status ]l’ This Meeting Tl’ Business Items -" Attendees -" SDA Data ”’ Issues 1[ Attachments

MNew Jersey Schools Development Auth

Ball in Court Wciroi B

|©)

Priority Narmal -

5|

Approved? no

Approved by

Company MNew Jersey Schools Development Auth
Contact Jennifer Irizarry |_|

Approved Date =

[ sove ) coocel |
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C. This Meeting Tab

New Meeting Minute

Select an action... -

|

General || Status

This Meeting Business Items ]l Attendees ]l SDA Data ]l’ Issues || Attachments M

<Rl

o

5|

Date * Sep 14, 2012 =

Time

Location

Coordinator

Contract

Change Management Number

Latest &

* Required

<none selected> =
<none selected> ] p<

m

e Date — The current date will display by default, but can be changed by clicking the
calendar icon to choose a new date. This is a required field.

e Time — Enter the meeting time.

e Location — Enter the location for the meeting (example — jobsite) (22 character field).

e Coordinator — Select the coordinator for this meeting by clicking the select button to
choose the name.
NOTE: If the Ball in Court for the meeting is blank, the Coordinator name will be
automatically used as the Ball in Court.

e Contract — Select a contract number reference using the select button.

e Change Management Number — If you initiate Change Management from this

meeting, the number will be automatically indicated here.

e Latest — Automatically checked if this is the latest meeting.

An example of a completed section is shown.

Control Center > Meeting Minutes Log > Meeting Minutes

Mew Meeting Minutes  Select an action... -

( General -]lr Status Tl’ This Meeting ][ Business Items N‘ Attendees ]l’ SDA Data ]l’ Issues ]l’ Attachments ]
7

Date * Oct 23, 2012 =

TiI'I'IE
@ Location
&)

Coordinator

10:00 am
Project Site

Epic Management, Inc.
William Costello El

Contract Construction (NT-0032-C02) [..] X
Change Management Number

Latest

* Required

»

m
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D. Business Items Tab

To add business items to this document, click the Add button.

Control Center > Meeting Minutes Log > Meeting Minutas
New Meeting Minutes  Select an action... -
—_—
( General ] Status. [ This Mesting [ Businass Ttems ]I Attendees W SDA Data M Issues W Attachments. ]
J
—
Add l
@ - | No. | Description | Status ‘ Ballin Court | BIC Contact ‘ Due ‘ Started C Activity 1D Order Code Priority ‘ |

A blank Business Item displays. There are a number of sections in this Business ltem:

Business Item help «
| Spelling | ﬁ @ @

Business Item
MNa. oooo1

Ball in Court  <none selected= EI

m

Status Mew Item -

Briority Mormal -

Description

Cue

Started

EF EF ER

Completed
Activity ID
Order Code 00001

SDA Data #5 top of page
I 1

-

¢ No. - Contract Management automatically sequentially numbers each item.

e Ball in Court — Select the responsible party for this item by clicking the select
button. If they have a Contract Management account, this will appear in their Actions
list in the Control Center.
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Status — The default is New Item. Leave this default setting until the status of this
Business Item changes.

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

Description — Enter a description of the item including what was discussed and what
decisions were made (4000 character field).

Due - Click the calendar icon to enter the due date for this item.
Started — Click the calendar icon to enter the date the item started.
Completed - Click the calendar icon to enter the date item was completed.

Activity ID - If applicable, enter the associated activity ID as listed in the project
schedule.

Order Code — Will be equivalent to the Business Item Number and completed
automatically by Contract Management, do not enter a value in this field.

Scroll to the SDA Data section and complete the following, if applicable:

SDA Data 3 top of page

-~

Additional Description

CsI @X

Revised Due Date R

Section Heading EI ‘ ‘

Additional Description — Enter any additional information required for the
description of the item including what was discussed and what decisions were made
(4000 character field).

CSI - Click the select button to reference a specification section.

Revised Due Date — If the item has been carried over (Old Business) and the Due
Date has changed from the original, click the calendar icon to choose a new date.

Contract Management User Manual Page 9 of 58 Created: 6/1/07
Section 12 — Meeting Minutes Revised: 11/21/12



e Section Heading — Click the select button to choose a category for the Business Item
from the list. Click once to highlight the desired value, then click the Select button at
the bottom of the screen to return to the Business Item.

Select Field Value

help

Administration -

Affirmative Action
Budget

Change Order
Claims
Coordination
Desian

Design Review
District

Equal Opportunity
Inspections

Invoice & Payments
Mext Meeting Date
Open Submittals
Other

Payment Application
Permits

Progress

m

Select

Scroll to the Issues section and complete the following, if applicable.

Note: Issues can also be linked at the Meeting Minutes document level in addition to the
Business Item level.

o If this Business Item relates to an Issue that was previously entered in the Issues log,
it can be linked to this Business Item. Click the Link button in the Issues section.

7 Issues g

top of page

Link

Issue Title and Code
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e The Select Issue window will display. Choose the desired issue by clicking the
select link to the left of the issue title.

Select Issues help

| Search Add Issue

Issues

All ABCDEFGHIJKLMNOPQRSTUNWXY Z Other

select Cracked Foundation (CF1)
® sclect  Underground Storage Tank (USTL)

e The selected issue will display in the Issues section of the Business Item.

~Issues §7 top of page

| Link |

Issue Title and Code

$ LUnderground Storage Tank (UST1) unlink
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Scroll to the Attachments section and complete the following, if applicable.

Note: Attachments can also be linked at the Meeting Minutes document level in addition to
the Business Item level.

e To attach supporting documentation to this Business Item, scroll to the Attachments
section and click the Attach File button.

- top of page

| Attach File | | Attach URL |

= Arrtachment Subject File Size | Date Attached Attached By

m

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

Attach File help

Attachment * Browse...

Subject
Location 0850-040-04-000W *

Date Attached Sep 14, 2012

Attached By Jennifer Irizarry
|
* Required
Save & Gose |
0000000000000 ]
- |
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e The Choose File window will display. Navigate to the desired file location, click on
the file to highlight it, and click the Open button.

r ™
€& Choose File to Upload g
@{\‘:}vl- Desktop » - | ¢f| | Search Desktop e |

Organize * MNew folder s - Ol @
) - ,, . MNJSDA-intranet -
0 Favorites b lﬁ‘ Internet Shortcut
Bl Deskiop 245 bytes
& Downloads primavera_logo_cm
1= Recent Places === GlFimage [
390 KB
— o - 3 Proposed renumbering of CM User
Lib
N é Manual sections
[ Documents — | Microsoft Word 97 - 2003 Docum...
J Music y . RemoteNJSDA.GOV
[ Pictures A ’_e Internet Shortcut
B2 Videos A 115 bytes
report j
M Computer Adobe Acrobat Document 1
336 KB m
&, Local Disk (C) —
8 jirizarmy (\\sanfsu = [l ﬁ EDA systims PESCI’IptIOI"I and 8
File name: report - | Al Files () - J
“ Open |'] ][ Cancel ]

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.

Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse. ..
—— Subject Report for issuel I
Location 0850-040-04-000W -

Date Attached Sep 14, 2012

Attached By Jennifer Irizarry
|
* Required
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e The attached file will display in the Attachments section.

# Attachments & top of page
| Attach File | | Attach URL |
e | Attachment | Subject Location | File Size Date Attached Attach
> g = report.pdf Report for issue 0850-040-04-000W 33 KB Sep 14, 2012 Jennife |=
4 1 | k
4

When all necessary Business Items have been entered, scroll to the bottom of the screen and
click the Save & Add Another button to add another item or the Save & Close button to
save changes and return to the Meeting Minutes document.

e e

An example of a completed Business Item is shown:

Control Center > Meeting Minutes L. * Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

m |' General ]" Status ]" This Mesting W" Business Items ]" Attendees ][‘ SDA Data ]( Issues ]( Attachments ]

[ ]
@ rs | No. | Description | Status | Ballin Court | BIC Contact Due Started

g 00001 work started on removing underground... New Item  New Jersey Schools Development Auth  Aaron Goss Mow 1, 2012 Sep 14, 2012

4 m
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E. Attendees Tab

Click the Attendees tab and click the Add button to enter the names of those who attended the

meeting.

Control Center > Meating Minutes Log > Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012

Select an action...

-

|’ General ]" Status .]" This Meeting W" Busi Items If Attend I SDA Data ]" Issues ]" Attachments ]
A7) :
[ add |
- | Attended | Company Name | Attendee | Order Code | |

A blank Attendee screen will display.

Attendee help
| Spelling |l Selact @‘ @
Attendee

Attendee |

Company

Attended

Order Code

» Issues @ top of page
~ Attachments @ top of page

e To complete both the Attendee name and the Company, click the select button to choose
the attendee’s name from the contact list. If the attendee name does not appear in the
contact list, manually enter the Attendee name and Company (Attendee is a 22 character
field, Company is a 36 character field).

6/1/07
11/21/12

Created:
Revised:
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e The Attended checkbox is automatically checked. Uncheck if they did not attend.

e Order Code - Use this field to set the sort order of the attendee rows in the Attendees
section of the Meeting Minutes document window. The field will display the company
identification name or number, and the initials of the attendee.

An example of a completed Attendees dialog box is shown:

Attendee help
| Spelling | | Select @‘ @
Attendee

Attendee Richard Ferrara

Company New Jersey Schools Development Auth

Attended

Order Code NISCC RFE

» Issues @ top of page
~ Attachments @ top of page

To add more attendees, scroll to the bottom of the screen and click the Save and Add Another
button. When all Attendees have been entered, click the Save and Close button to save changes
and return to the Meeting Minutes document.

‘

An example of a completed Attendees tab is shown.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -
|’ General 1" Status ]l’ This Mesting Tl’ Business Items 1" Attendees ]( SDA Data 1" Issues 1" Attachments ]
a7

L add__ |

e | Attended | Company Name | Attendee | Order Code | |

= v DandK Construction Co, Inc Dilip Verahese 2228473 NNA delete
g W Epic Management, Inc. William Costello 2331752 WC delete
@9 v Mew Jersey Schools Development Auth Aaron Goss NISCC AGO delete
@ v MNew Jersey Schools Development Auth James Adams NISCC JA delete
g W MNew Jersey Schools Development Auth Richard Ferrara NISCC RFE delete

|| ;
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F. SDA Data Tab

Click the select button to choose an applicable Meeting Type from the selection list.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

[ General |[ status |[ This Mesting || Business Items || } m tssues | Atachmants |
Meeting Type E}( =

=1

m

[ seve I concel |
An example of a completed SDA Data tab is shown.
Meeting Minutes: Kick-off Meeting | 10/23/2012 Select an action... - H
[ General |[ status |[ This Mesting |[ Busi items | Attendees | SDA Data |[ Issues |[ Attachments |
Meeting Type Core Team EI b 4 &
@
[ sove [ concet ]
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G. lIssues Tab

If this Meeting Minutes document relates to an Issue that was previously entered in the Issues
log, it can be linked to this document. Click the Link button and choose the desired issue

from the dialog box.

Note: Issues can also be linked at the Business Item level in addition to the document level.

Control Center > Meeting Minutes Log = Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

|’ General 1" Status 1( This Meeting 1" Business Items 1" Attendees 1" SDA Datai]l’ Issues ]l’iﬂttachmems ]
7

| Link |
@ \prrr———r

JI

e The Select Issue window displays. Choose the desired issue by clicking the select

link to the left of the issue title.

Select Issues help

| Search Add Issue

Issues

Al ABCDEFGHIJKLMNOPQRSTUVWXY Z Other

| select Cabinets needed in classroom (CABOL)
select Defective Walkway Material (WM1)

p select  Underground Storage Tank (UST1)

| select wall Repair (WR1)

Contract Management User Manual Page 18 of 58
Section 12 — Meeting Minutes

Created: 6/1/07
Revised: 11/21/12



e The selected issue will display in the Issues tab.

Control Center > Mesting Minutes Log > Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -
|' General ]l’ Status ]l’ This Mesting Tl’ Business Items ]l’ Attendees ]l’ SDA Data ][‘ Issues ][ Attachments ]

L ik |

Issue Title and Code

unlink

® Underground Storage Tank (UST1

0000000000000 ]
-
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H. Attachments Tab

To attach supporting documentation to this Meeting Minutes document, scroll to the
Attachments section and click the Attach File button.

Note: Attachments can also be linked at the Business Item level in addition to the document

level.
Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -
Gel | Stat This Meeti Busi It Attend SDA Data I Attach ts
E (“Gemeral |[ Status |[ Tis esting )| Business thems || Aendess || N )
{ —=r—
-~ Attachment | Subject | File Size | Date Attached | Attached By

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
0000000000000 ]
- |
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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.

g 1
@ Choose File to Upload ﬂ

Pt
Uu |- Desktop » - ‘ 5 ‘ ‘ Search Desktaop 2]
Organize * New folder ﬁ: >~ [ @

i - — | Microsoft Word 97 - 2003 Docum... o
- Favorites i
Preposed Training Initiatives
Deskt
W Desktop | Microsoft Word 97 - 2003 Docum..
& Downloads =l 730 KB
El Recent Places . RemoteNJSDA.GOV
= r@ Internet Shortcut
il Libraries 2 115 butes
@ Documents report
J, Music Adobe Acrobat Document
A 36KB
[ Pictures —
vid = section 53 updates
B8 videos 31 \icrosoft Word 97 - 2003 Docum...
—1| 336 KB

|

-

1™ Computer ) WEBMAIL

£ Local Disk (C) I£ Internet Shortcut

| ¥ jirizarry (\isanfshy = 118 bytes

File name: report * | All Files () hd
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 and Add Another button to add additional documents repeating

the same process.

Bl T e Y - L

Attach File help
|

Attachment * Ci\Users\jirizarry\Desktop\supporting documents. pdf

—  Subject supporting documents|
Location 0850-005-04-000V -
Date Attached Oct 22, 2012

Attached By Jennifer Irizarry

* Required

[l |
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The attached file displays in the Attachments section.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

@ [ General ][ Status ]( This Meating ][ Business Items ][ Attendess ][ SDA Data ][ Issues ][ Attachments ] H
[ l [ Attach Fila L Attach URL |
@ o | Attachment | Subject | Location | File Size ‘ Date Attached Attached By

Ig Dﬂ supporting documents. pdf supporting documents 0850-005-04-000V 33 KB Oct 23, 2012 Jennifer Irizarry remaove

| seve | concel |

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

Control Center > Meeting Minutes Log > Mesting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

|' General W" Status ]" This Meeting ][‘ Business Items ]" Attendees W" SDA Data -]" Issues -]" Attachments ]

Subject Kick-off Meeting

Number 00001

T

T

Primavera Contract Management JFil /' Trusted sites | Protected Mode: Off 3 v H100% - y
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Version Document

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

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

A. Create a Document Version

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

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.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

‘lzil ‘ |’ General || Status ][ This Mesting “ Business Items ” Attendees || SDA Data H Issues ”‘ Attachments ”’ Versions ]

’7 [ show all versions

@J‘ - | Version | User Account | Date

‘ @ D 1.0 Jennifer Irizarry Oct 23, 2012 9:33 AM
&)

@)
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V.

Distributing Copies of the Meeting Minutes Document

There are several methods used to distribute copies of the Meeting Minutes document, including:
Generating and printing a Transmittal
Printing the Meeting Minutes document
E-mailing the Meeting Minutes document

A. Generate a Transmittal

The Generate Transmittal command is used to create a Transmittal document from the Meeting
Minutes once they are ready for distribution.

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

Contract Management Control Center

iall Projects -

<

-[E] 000467 - Hubbard M.S. (Plzinfield)

-[E] 0100285 - New pre K-8 #27 (Elizabeth)

-[E] 010080 - New pre K-8 #28 (Elizabeth)

-[E] 010091 - Or. Albert Einstein #25 (Elizabeth)
-[E] 010522 - New MS (x01) {Leng Branch)
-[E] 010554 - Memarial H.S. (West New York)

-[E] 010582 - Union City ECC (Schiemm)

-[E] 010571 - [DF] Union City HS & Athletic Complx
-[E] 010580 - Number 24 E.5. [Jersey City)

- 010581 - PS #20 [Jersey City)

-[E] 010587 - ECC 03 Wessey City)

-[&] 010810 - Fhillipsburg Early Childhood Center
-[E] 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newark) <

ﬁnn‘rﬁi

114 - Number 7, Grant E.S. [Pessaic Gity)

[RTHRES

[l 000804 - Paterstown E.S. #3 (Elizabath)

[ 000810 - John Marshall E.S. #20 (Elizabeth)
[ 000811 - Elizsbsth H.S. (Elizsbatn)

[& 000702 - John F. Kennedy H.S. (Paterson)

[ 010556 - Number 3 E.5. (West New York)
[El 010557 - Number 4 E.5. (Wast New York)
[E 010559 - Number 2 E.5. (West New Yore)

[ 010593 - ECC 13 (Jersey City)
[ 010594 - ECC 14 (Jemsey City)
[E 010597 - ES 3 {Jersey City)

[ [ | »

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Actions
?  High 0
* Normal ]
4 low 0

Prepare Reports

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

2N e

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

D 02 - Issues Log by Project (r is Oisda all)

- B

Workspace:  (My Workspace)

Alerts |8 @

' High 268
* Normal 0
4 Low 0

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

Prepare Reports e

B 01 - Multi-Project Pending Payment Requisitio...
B 02 - Multi-Project Daily Reports - Past 7 Dav...

D 24 - School Tvpe Report - Regional (m proj sc...

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

Primavera Contract Management
™

J Trusted sites | Protected Mod

——— ———r

2. Select your desired project.

Contract Management Control Center

All Projects

& | % = |

{2 Communication
(#-(Z] Contract Informaticn

Actions

! hich
* Normal

- % &

Workspace:  (My Workspace)

2R Al i g

! High 268
¢  Normal 0
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3. Open the Communication folder (a list of modules will display) and select Meeting Minutes.

Ela Communication

@ Transmittals
@ Request for Information
[ wotices
@ Mencompliance Motices
@ Letters/'Doc. Templates
[ Com. Sent Log
- [#] Con. Received Log

Meeting Minutes

@ Permits/'DCA Inspections
@ Telephone Logs

- [ safety

4. The Meeting Minutes Log View displays. Locate the desired Meeting Minutes document and
click the edit icon to the left of the title.

Control Center = Meeting Minutes

F2
% Layout: <my layout>

fl
S
=9

Meeting Minutes Select an action... -

| Subject Date | Time Number Last Edit By

B @ Kick-off Masting Oct 23, 2012 10:00 am 00001 Jennifer Irizarry

|| 4 | 1 | L2

5. The Meeting Minutes document displays. With the document open, choose Generate
Transmittal from the Select an action menu on the top of the screen.

Meeting Minutes: Kick-off Meeting | 10/23/201 Select an action... - l

Select an action... =

|' General ]l’ Status ]l’ This Meeting ][ Businesgllte 5pe|ling D= ] Issues Attachments
e Print Form
Subject Kick-off Meeting Print Preview

&
Advanced Print

Number 00001 Send to Corr Sent
Send to Corr Rcvd
Send to Inbox

E-Mail Form
Generate Document
Generate Transmittal

Delete Document
\ Initiate CM ‘

T (|
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6. The Generate Transmittal dialog box displays.

Generate Transmittal
To Company
<none selected= EI

From Company
<none selected> [

e To - Leave blank. The Distribution section will be created on the Transmittal document.

e From - Click the select button next to the field to choose the name of the person sending the

Transmittal.

6. Click the Finish button when completed.

Generate Transmittal

To Company
<none selected> [

From Company

New Jersey Schools Development Auth
Aaron Goss EI

I

Contract Management User Manual Page 26 of 58

Section 12 — Meeting Minutes

Created:
Revised:

6/1/07
11/21/12



7. The Transmittal document displays. The General Tab lists the From name, the document Number
and the Date the document was created

Tr; i L00005  Select an action... -
|' General ' Status V Items ]|' We are Sending ][ Submitted For ]|' Sent Via ][ Actions Taken ]|' Remarks ]|' Distributions ]|' Details ]|' SDA Data V I=s
To <none selected=
From }N\::\;ie&soe;; Schools Development Auth
Number 00005
~ Date Oct 23, 2012

8. Click the Items tab to view the Meeting Minutes document which has been automatically linked
to this Transmittal.

Transmittal: 00005 Select an action... -
Izi[ «|[ @eneral |[ status | rtems | We are Sending || Submitted Far |[ Sent Via |[ Actions Taken |[ Remarks |[ Distributions || Details || spapata | 1=
& J
D L add |
@ e | Item No. | Copies | Date | Status | Linked Document | Paper Size | Description
@ > Ig’ 3 | Oct 23, 2012 # Kick-off Meeting (10/23/2012, 10:00 am, Project Site, 00001) Kick-off Meetin
4 n r

9. Click the We Are Sending tab to view that the Other field has been automatically populated.

Transmittal: 00005  Select an action... -

|' General ]" Status ][ Items We are Sending Submitted For ]" Sent Via ]" Actions Taken ]" Remarks ]" Distributions ]" Details ]" SDA Data ] Is= =

Y

Shop Drawing

& =
. Prints
Change Order

-

2o

Plans

©

Samples

Specifications
Copies Corrected Print 0
Copies for Approval o
Copies for Distribution 0
P v Cther: Meeting Minutes
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10. Click the Submitted For tab to view that the Review and Comment field has been
automatically populated.

Transmittal: 00005  Select an action... -

@ |' Genaral -"' Status ][ Items ][— We are Sending I’ Submitted For I|’ Sant Via ]( Actions Taken ]" Remarks ][— Distributions ][ Details ][ SDA Data ][ -

Approval

@ As Requested

Your Use

¥ Review and Comment

©

11. Click the Sent Via tab to view that the Attached and Separate Cover Via fields have been
automatically populated.

Transmittal: 00005  Select an action... -

[ General ][ Status ][ Items ]( We are Sending ][ Submitted For Sent Via Actions Taken ][ Remarks ]( Distributions ][ Details ][ S5DA Data ]( -

Attached

—»‘SEDBrate Cover Via: Mail

Shipping Company

[

Tracking Number

o

12. Click the Details tab to view that the Reference and Signed fields have been automatically

populated.
Tr?"smi“a'}Fﬂﬂﬂs ]Sfem a”]afm”--- ; Il Il Il Il Il { Il
i General Status Items We are Sending Submitted For Sent Via Actions Taken Remarks Distributions Details SDA Data Ist =

@ Reference Meeting Minutes
Additional References
Contract

Copies to
Attention

igned Aaron Goss
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13. Click the Edit document icon on the left side of the screen and click the Actions Taken tab.

Control Center > Transmittals Log > Transmittal

Transmittal: 00005  Select an action... -

(——
4 We are Sending ]" Submitted For 1[ Sent Via I|’ Actions Taken ] Remarks 1" Distributions 1" Details 1" SDA Data 1[‘ Issues 1[‘ Attachments -]" Versions |-
C——

CzleB

Approved as Submitted
Approved as Noted
Submit

Resubmit

Returned

Returned After Loan
Returned for Corrections

Due Date:

14. Click the appropriate checkbox(es) indicating what actions you are taking, or what actions the
recipient must take regarding the attached contents.

Control Center > Ti ittals Log = T ittal

Transmittal: 00005  Select an action... -

[ General |[ status |[ items |[ we are Sending || Submitted Far || Sent via ]T Actions Taken i Remarks || Distributions || Details | 5DA Data | 14

[ Approved as Submitted
7] Approved as Noted
Submit

[[] resubmit

[[] returned

[C] returned After Loan

[C] Returned for Corrections

D Due Date: ﬁ

15. Click the Remarks tab and enter any applicable comments regarding the Transmittal.

@
=

il

Transmittal: 00005  Select an action... -

|’ General ]" Status ][ Items ]" We are Sending ]" Submitted For ]" Sent Via ][ Actions Taken

Remarks

Distributions 1" Details ]" SDA Data ]" -+

Additional Remarks

Flease review the attached documents. They were discussed in our meeting)|
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16. Click the Distribution tab. This section will be used to identify the contacts who will receive
the document distribution. The contacts are not automatically notified, but a transmittal can be
printed for each contact on the distribution list. Users may also receive the Meeting Minutes via
Email (see page 29). Click the Add button.

Control Center > Transmittals Log > Transmittal

Transmittal: 00005  Select an action... -

[ General | status |[ ttems |[ We are Sending |[ Submitted Far |[ Sent Via || Actions Taken |[ Remarksi_[ Distributions i’ Details |[ soa pata |[ 1+
7 )

I [ add ]
@ - | Contact | e iy | Address Line 1 | Address Line 2 | Address Line 3 | City | State | Postal Code ‘ Country | Country Co

[__sove |l concel ]

17. The Select Contacts dialog box displays. Select the name (or names) from the list by clicking
the select link to the left of the desired name. The names will be added at the bottom of the
window in the Selected Contacts section. When completed, click the Save button to return to
the Transmittal document.

Select Contacts help
Organize by: ) Contact @ Company () Distribution List
Contacts Sorted by first name | Sort by last name

Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

select » _Multivendor () add contact...
select » DandK Construction Co, Inc (Dilip Verghese) add contact...
select » Epic Management, Inc. {(William Costella) add contact...

| select » Indige Document Services, Inc () add contact... |
select » Louis Berger Group (The) (Rich Barrington) add contact...
gct. + New lersey Dept of Community Affairs () add contact...
| » New lersey Schools Development Auth (To Be Determined) add contact...
e » NI Department of Community Affairs (John Mallon) add contact...
select » Panoramic Window and Door Sys In (Gregg S. Lynch) add contact...

1 2 [Hext>>

— Selected Contacts  (3) Unselect All

Unselect Aaron Goss (New Jersey Schools Development Auth)
Unselect James Adams (New Jersey Schools Development Auth)
Unselect Lilly Montero (New Jersey Schools Development Auth)

|
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18. The selected names will display in the Distributions tab.

Control Center > Ti ittals Log = T ittal

Transmittal: 00005

Select an action... -

|' General ]" Status ][ Items ]" We are Sending ]" Submitted For ]" Sent Via ]" Actions Taken ]" Remarks ]" Distributions ]( Details ]( SDA Data W Is =

[ asd ]
o |Cuntact

4

n

| Company | Address Line 1 | Address Line 2 | Address Line 3 | City | State | Postal Code
By Aarcn Goss New Jersey Schools Development Auth 1 West State Street  Po BOX 991 Trenton NI 08625 |
Il B Jlames Adams New lersey Schools Development Auth 375 McCarter Hwy Newark NI
D Lilly Montero  New Jersey Schools Development Auth 1 West State Street PO Box 991 Trenton MNJ 08625

19. The next step will be to print the Transmittal.
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|
I
B. Print a Transmittal

To print the Transmittal and a copy for each recipient listed on the Distribution section:

1. With the transmittal document open, choose Advanced Print from the Select an action menu on
the top of the screen.

Control Center > Transmittals Log > Transmittal

Transmittal: 0000 Select an action... -
Select an action... —
[ ceneral |[ staflis| speliing ifla || submitted For |[ SentVia || Actions Taken || Remarks |[ Distributions |[ Details || SDA Data |[ 1si+
@' Print Form ||
To <fo1Print Preview g
N Advanced Print T
From W|Send to Corr Sent et Au
AQrd send to Corr Revd [
. Send to Inbox
Number * OO0 E-Mail Form
Generate Transmittal
Date Delete Document

* Required

2. The Print — Transmittals dialog box displays. Select the form Transmittal-FIXED Prints a
copy of transmittal for all contacts on distribution tab only. Does not include original

s . . -
Print - Transmittals help
F_TRANSM.PBL - -
Submittal Transmittal - FIXED (f_tr_03) a -
Transmittal - CASCADING (f_tr_02) o
® Forms Transmittal - FIXED (f tr 01 i _ ) _ A
- Transmittal - FIXED. Prints a copy of transmittal for all contacts on distribution tab only. Does not include original form. (f 3
) Reports Transmittal - FIXED. Prints original transmittal form AND a copy of the transmittal for all contacts on distribution tab. (f_tr_¢ =
. Transmittal - Project Close Out - Contract Close Out (f_tr_06)
© Dunning Letters Transmittal - Project Close Out - Final Completion (f_tr_07) i
- itnl  Peciecs Alace Aus Sk i~ LEion 08 re nEn
< | 1] | *
Default Form: f_tr_sub_draw_01

Click Print to get a printed output or to create a PDF file

Click Preview to see your output displayed in the window

Click E-Mail to electronically send the output to another user (transmittal only)
Click Save As to save the output to your local computer or other desired location
Click Close when finished to return to the document

0000000000000 ]
-
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1
|
C. Print a Meeting Minutes Document Report

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects -
BE %A
E= Al Projectd
[ 000114 - Number 7, Grant E.S. {Passsic City) ‘
[ 000467 - Hubbard M.S. (Plsinfisld)
[l 000804 - Paterstown E.S. #3 (Elizabath)
[& 000810 - John Marshall E.S. #20 (Elizabeth)
-[E] 000811 - Elizabeth H.5. (Elizabeth)
-[E] 000702 - John F. Kennedy H.S. (Faterson)
-[E] 0100889 - New pre K-8 #27 (Elizabeth)
-[E] 010090 - New pre K-8 #28 (Elizabeth)
-[E] 010091 - Or. Albert Einstein #25 (Elizabeth)
[ 010522 - New MS (x01) (Long Branch)
[ 010584 - Memorial H.5. (West New York)
[E 010556 - Number 3 E.S. (West New Yore)
-[E] 010557 - Number 4 E.. (West New York)
-[E] 010555 - Number 2 E.8. (West New York)

Workspace:  (My Workspace) - &

=S Alerts RUIRIC

Actions

[ETHES
- % -
FEE
= 5 =
o
o o
4 =

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

Prepare Reports Y Prepare Reports &

-[E] 010562 - Union Gity EGG (Schiemm)

-[E] 010571 - D) Union Gity HS & Athletic Complx
-[E] 010580 - Number 24 E.5. (Jersey City)

[ 010581 - PS #20 (Jersey City)

[ 010587 - ECC 03 (Jersey City)

[& 010593 - ECC 13 (Jarsey City)

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

B 01 - Multi-Project Pending Payment Requisitio...

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

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

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

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

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

‘[ 010584 - ECC 14 (Jamsey City)

‘[ 010587 - £5 2 {Jersey City)

-[E) 010810 - Phillipsburg Early Ghildhood Genter

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

[ 010618 - New First Avenue (Newar) 2
<7 m ] »

Primavera Contract Management ' Trusted sites | Protected Mod

2. Select your desired project.

Contract Management Control Center
Al Projects - v | Warkspace:  (My Workspace) - N
M=
B8 % =
- - Actions 2% & Alerts I8 @
(L Project Information
(Z] Communication
(£ Contract Informatian ' 5 ' -
o ! High 0 ' High 268
[#-[Z]) change Crder Management * Normal [1] * Normal 0

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

Ela ‘Communication

@ Transmittals

@ Request for Information
- [ Motices

@ MNoncompliance Notices
@ Letters/Doc. Templates
- [#] Com. Sent Log

- [#] Con. Received Log

> @ Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

- [ safety

0000000000000 ]
-
Contract Management User Manual Page 33 of 58 Created: 6/1/07
Section 12 — Meeting Minutes Revised: 11/21/12



4. The Meeting Minutes Log View displays. Locate the desired Meeting Minutes document and
click the edit icon to the left of the title.

Control Center > Meeting Minutes
Meeting Minutes  Select an action... - Find Ws Layout: <my layout=
| Subject Date | Time Number Last Edit By
2] @ Kick-off Meeting Oct 23, 2012 10:00 am oooo1 Jennifer Irizarry
< [ ] 2

5. With the Meeting Minutes document opened, click the Print Preview button on the left side of
the screen.

(]

Control Center > Meeting Minutes L * Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

|' General ]" Status ]" This Meeting ]" Business Items W" Attendees ]" SDA Data ][ Issues ][ Attachments ]

Subject Kick-off Meeting

Number 00001
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6. The Meeting Minutes report displays (a sample is shown). Click the Print button on the upper
left side of the page to print the document, or click the Save a Copy button to save the document
to a desired local or network location. Click the Close button when finished.

|
=

’T f1 Tk \‘\_IF ;_;g & ® |75% - ﬁ_] Collaborate - fsign' Iﬁ E:j Find -

-

New Jersey Schools Development Auth ALLVEETING MINUTES ITEMS
1 West State Street

PO Box 991

Trenton, NI 08623 Printed Date:  10/23/2012

CONTRACT NUMBER: NT-0032-C02
PROJECT TITLE: Arthur L Johnson HS (Clark Township) MEETING DATE: 10/23/2012

LOCATION: Project Site SUBJECT: Kick-off Meeting
CREATED BY: Jenmifer Inizarry MEETING NUMBER: 00001 [l
DID
ATTEND| INITIALS| ATTENDEE NAME COMPANY NAME
Y AGOD Aaron Goss New Jersey Schools Development Auth
¥ NNA | Dilip Verghese DandE Construction Co, Inc
Y JA James Adams New Jersew Schools Devel Auth
Y EFE Richard Ferrara New Jersey Schocls Development Auth
Y wC William Costello Epic Management, Inc_
ITEM CSI STATUS STARTED DUE REV DUE DATE BALL IN COURT
00001 NEW 9142012 1112012 NewJersey Schools Development Auth/ Asron Goss

work started on removing underground storage tank

r
l
[
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D. Email a Meeting Minutes Document

To email a Meeting Minutes document:

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects

.

=)

&l ooo114 -
[&E ooose7 -
[ oooso4 -
[ ooos1o -
-[E] ooos11
-[E oooToz -
-[& o1o088 -
-[& 010090 -
-[& 010091
& 010522
[ 010854 -
[ 010888 -
-[E] 010857 -
-[E o1o585 -
-[& o1os62 -
& 010571
-[& o1o0580 -
- PS #20 [Jersey City)
[ 010887 -
[ 010883 -
-[E] 010894 -
-[E 010887 -
-[& 010810 -
-[& 010817 -
-[& o10e18 -

So o | 44

[ 010881

- Elizabeth H.5. (Elizabeth]

- Dr. Albert Einstein #29 (Elizabeth)

- [DF] Union Gity HS & Athletic Gomplx

Number 7, Grant E.S. {Passsic City) ‘
Hubbard M.S. (Plsinfield)
Paterstown E.5. #3 (Elizabath)

John Marshall E.S. #20 (Elizabeth)

[ETHES

John F. Kennedy H.S. (Paterson}
New pre K-8 #27 (Elizabeth)
New pre K-8 #28 (Elizabeth)

New MS (+01) {Lang Branch)
Memarisl H.S. (West New York)
Number 3 E.S. {West New York)
Number 4 E.S. (West New York)
Number 2 E.S. [West New York)
Union Gity GG (Schiemm)

Number 24 E.S. (Jersey City)

ECC 03 (Jersey City)
ECC 13 (Jersey City)

ECC 14 (Jersey City)

ES 3 (Jersey City)

Phillipsburg Early Childhood Genter

New Science Park HS (Newark]

New First Avenue (Newark) -

[ ] »

Actions E % Q
! High ]
* Normal 0
+  Low 0

Prepare Reports Y

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

Workspace:  (My Workspace) - &
Alerts & &
! High 268
#  Normal 0
4 Low 0

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

Prepare Reports )

B 01 - Multi-Project Pending Payment Requisitio...

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

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

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

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

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

Primavera Contract Management

f Trusted sites | Protected Mod

™ ¥

2. Select your desired project.

‘Contract Management Control Center

All Projects

B %=

< |

(L Project Information
(Z] Communication
(£ Contract Informatian

(Z3 Logs

[#-[Z] Ghange Order Management

o Actions
' High 0
* Normal 0

Workspace:  [My Workspace) - N ‘

2% & Alerts hi%e @

L] High 268
* Normal 1]

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

Ela ‘Communication

@ Transmittals

@ Request for Information
- [ Motices

@ MNoncompliance Notices
@ Letters/Doc. Templates
- [#] Com. Sent Log

- [#] Con. Received Log

—y @ Meeting Minutes

- [#] Permits'DCA Inspections
@ Telephone Logs
- [ safety
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4. The Meeting Minutes Log View displays. Locate the desired Meeting Minutes document and
click the edit icon to the left of the title.

Control Center > Meeting Minutes

S
El

F
— = Layout: <=my layout>

| Subject Date | Time Number Last Edit By
@ Kick-off Meeting Oct 23, 2012 10:00 am oooo1 Jennifer Irizarry

Meeting Minutes  Select an action... -

5. With the Meeting Minutes document open, choose the Select an Action drop-down list on the
top of the screen and choose E-Mail Form.

Control Center > Meeting Minutes Log > Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10!23,-"201! Select an action... - ‘
Select an action... —
[AZ) |' General Tl’ Status ]l’ This Mesting ][‘ Busines§ Ite gpe|ling Da) a Issues Attachments
7 ] ] Print Form
Subject Kick-off Meeting Print Preview

Advanced Print
Number 00001 Send to Corr Sent
Send to Corr Rovd
Send to Inbox
@l

Generate Document

Generate Transmittal
Delete Document

\Init\ate cM /
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6. The E-Mail dialog box displays. Click the select button in the To box to choose the applicable
names from the contact list. Note: If a Transmittal has already been created, the contacts chosen
for the Transmittal will automatically display in the To box.

E-Mail help

- (2]

Aaron Goss <agoss@njsda.gov=, Richard Ferrara <rferrara@njsda.gov> -

| subject
MTG: NISDA Meeting Minutes - CASCADING
Remarks

[ thclude Attschments

. [ ox )l cancel |

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

| Subject
MTG: NISDA Meeting Minutes - CASCADING

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

Remarks

Thiz is the information from our last meeting. Please review. -

1
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9. 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

10. When all fields have been completed, click the OK button to send the e-mail.

E-Mail belp

To* [l

Aaron Goss <agoss@njsda.gov=, Richard Ferrara <rferrara@njsda.gov> -
| subject

MTG: NJSDA Meeting Minutes - CASCADING
Remarks

Thiz is the information from our last meeting. Flease review. -

Include Attachments
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Update the Status of a Business Item

As Business Item tasks are updated or completed, their status should be changed.

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

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

iall Projects -

&8

‘%':'x:-‘rﬂi

Actions
-[E] 000114 - Number 7, Grant E.S. (Fassaic City)

-[E] 000467 - Hubbard M.5. (Plainfield)

-[E] 000804 - Petesstown E.S. #3 (Elizabetn)
[ 000810 - John Marshall E.S. #20 (Elizabeth)
[ 000811 - Elizsbsth H.S. (Elizsbatn)

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

-[E] 010080 - New pre K-8 #28 (Elizabeth)

-[E] 010081 - Br. Albert Einstein #25 (Elizabeth)
-[E] 010522 - New MS (x01) {Long Branch)
-[E] 010554 - Memarial H.5. (West New York)
-[E] 010556 - Number 3 E.S. (West New York)
[ 010557 - Number 4 E.5. (West New York)
[ 010559 - Number 2 E.5. (Wast New York)
[& 010562 - Union City ECC {Schlamm)

[RTHRES

- =

EEE
Egj
.

Prepare Reports

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

Workspace:  (My Workspace) -
2R Alens |2
' High 268
* Normal 0
4 Low 0

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

N Prepare Reports

Y 01 - Multi-Project Pending Payment Requisitio...

=

@

ES

-[E] 010571 - [DF] Union City HS & Athletic Complx

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

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

-[E] 010520 - Number 24 E.5. (Jersey City)
-[E] 010521 - F5 420 (Jersey City)

B 02 - Issues Log by Project (r i Oisda all)

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

-[E] 010587 - EGC 03 Wesey Gity)

-[E] 010593 - ECC 13 Wessey City)

[ 010594 - ECC 14 (Jersey City)

[ 010597 - E5 3 (Jersey City)

[E 010810 - Phillipsburg Esrly Childhood Center
[E 010817 - New Science Park HS (Newark)

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

-[E] 010818 - New First Avenue (Newsrk) o
<« | m ] »

Primavera Contract Management

/" Trusted sites | Protected Mod

2. Select your desired project.

— e e

Contract Management Control Center

All Projects

Communication
Contract Information
(3 Logs

-[Z] Change Order Management

Actions

Waorkspace:
2% G Alerts
0 ! High
0 * Normal

(My Workspace) -

& R |
BR@

268

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

Ba ‘Communication

@ Transmittals
@ Request for Information
[ Motices
@ Nencompliance Motices
@ Letters/Doc. Templates
- [@#] Com. Sent Log
- [#] Com. Received Log

Meeting Minutes

@ Fermits/DCA Inspecticns
@ Telephone Logs

@ Safety
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4. The Meeting Minutes Log View displays. Locate your desired Meeting Minutes document and

click the edit icon to the left of the title to open it.

Control Center = Meeting Minutes

- 2
Meeting Minutes Select an action... - Fin Ess Layout: <my layout=
/ Subject Dat: T N b Last Edit B
— | ubje ate ime umber as Y
® Kiclk-off Mesting Oct 23, 2012 10:00 am 00001 Jennifer Irizarry

5. With the Meeting Minutes document open, click the Business Items tab. Locate the Business

Item you wish to update and click the edit icon to the left of the title to open it.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

[ General |[ status |[ This Mesting ! Business Ttems |'!.w dees || SDA Data |[ issues |[ Attachments |

D L add |
@ A| No. | Description

Status Ball in Court BIC Contact

Due Started

00001 work started on removing underground... New Item  New Jersey Schools Development Auth  Aaron Goss

@/ |«

4 m

Nov 1, 2012 Sep 14, 2012
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6. The Business Item dialog box displays. Click the drop down box on the Status field to choose
the updated status for this item. In the example shown, Closed was selected.

Business Item help
Spelling ﬁ @‘ @

Business Item

No. oooo1

m

Ball in Court New Jersey Schools Development Auth
Aaron Goss

—— Status MNew Item -

New Item |
Approved as Noted
Approved Noted Resubmit
Description |APproved

Board Review / Approval |
work started o Cancelled e tank -

ChanEe Mirnt Initiated

Disapproved

For Client Records Only
Make Corrections MNoted |
Mo Exceptions Taken

Priority

Mue Mld Rusinees

7. Enter any applicable comments regarding the status change in the Description field.

Business Item ] l help
Spelling ﬁ @‘ @

Business Item

No. oooo1

m

Ball in Court New Jersey Schools Development Auth
Aaron Goss

Status Closed -

Priority Nermal -

Description |

work started on removing underground storage tank -

work has been completed

Due Nowv 1, 2012 iz

Started Sep 14, 2012 iz

Completed ﬁ

Activity 1D [ X Ex

Order Code 00001

0000000000000 ]
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8. If the Business Item will remain open (due to a status of anything other than closed or cancelled)
and the Due Date must be extended, update the Due date field by clicking the calendar icon to
the right of this field. If the Business Item has been closed, a Completed date must be entered
by clicking the calendar icon to the right of the field.

Spelling ﬁ @‘ @ F
Business Item
Ma. 00001
Ball in Court ’I:::\;iegsoi\; Schools Development Auth
Status Closed - 5

Priority Nermal -

Description

work started on removing underground storage tank -

work has been completed

——— 112 Nowv 1, 2012

Started Sep 14, 2012 iz
— Completed Oct 23, 2012| k
Activity 1D = X Ex

Order Code 00001

9. When all changes are completed, scroll to the bottom of the window. If there are more Business
Items to edit, click the Save and Edit Next button, otherwise click the Save and Close button to
return to the Meeting Minutes document screen.

——— U\

10. The updated Status and Due completion dates for the Business Item will display in the Business
Items section. In the example shown, the status of the Business Item now displays as Closed.
Click the Save button at the bottom of the window to save your work.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

|’ General 1" Status ]l’ This Meeting Tl’ Business Items ]l’ Attendees N‘ SDA Data 1( Issues 1( Attachments ]
&7

By | et
. | No. | Description | Status | Ball in Court | BIC Contact Due Started
Iﬁ 00001 work started on removing underground...] Closed Mew Jersey Schools Development Auth  Aaron Goss Mov 1, 2012 Sep 14, 2012

1| 1 3

T
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VI.  Approve and Save a Meeting Minutes Document

Before a new Meeting Minutes document is created, it is recommended that the current Meeting Minutes
document be approved and saved. While this is an optional function, approving and saving a document
will ensure the integrity of all historical information that is entered on this document.

It is important to note that this function should only be selected right before you are ready to generate a
new Meeting Minutes document. If the approve and save function is chosen at any point before you are
ready to generate a new Meeting Minutes document, a user (such as an Architect or General Contractor)
who would normally be able to edit their own Business Items will be locked out of the document.

To approve and save a Meeting Minutes document:

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

ORACLE Primavera Contract Management
‘Welcome, Jennifer Irizarry
Contract Management Control Center
|ifikEinci x| Workspace:  (My Workspace) - B
B %M
[ Al Projects - ‘Actions 2%l Alerts HETRIC
[l 000114 - Number 7, Grant E.S. {Passsic City) ‘=‘
[& 000467 - Hubbard M.5. (Plainfi i
[E] 000804 - Paterstown E.S. #3 (Elizabeth) . 0 .
-[E] 000810 - John Marshall E.5. #20 (Elizabeth) ¢ High o !  High 268
* Normal o * Normal o
4 Lo 0 4 Low 0
Last System Refresh: May 23, 2012 1:00:25 AM EDT
Prepare Reports % Prepare Reports %
B 01 - Project Status Report - External Use (r ... B 01 - Multi-Broject Pending Payment Requisitio...
B 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Daily Reports - Past 7 Dav...
[ 02 - Issues Log by Project (r is O1sda all) [ 24 - school Type Report - Regional (m_proj sc...
D 26 - Multi-Project CCD Report - Executed in t...
o
-[E] 010618 - New First Avenue (Newark) -
<7 i »
Primavera Contract Management J Trusted sites | Protected Mod
——— ™ —— = =
Contract Management Control Center
dlliBrojects; — T Workspace:  [My Workspace) - % =}
B 8| % &
o Actions 2 wEg Alerts N &
! nigh 0 ?  High 268
- Normal o * Normal 0
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3. Open the Communication folder (a list of modules will display) and select Meeting Minutes.

Ela Communication

@ Transmittals

@ Request for Information

[ wotices

@ Mencompliance Motices
@ Letters/'Doc. Templates

[ Com. Sent Log

- [#] Con. Received Log

- Meeting Minutes

@ Permits/'DCA Inspections
@ Telephone Logs

- [ safety

4. The Meeting Minutes Log View displays. Locate your desired Meeting Minutes document and

click the edit icon to the left of the title to open it.

Control Center = Meeting Minutes

Meeting Minutes Select an action... -

F2
% Layout: <my layout>

Subject Date | Time Number Last Edit By
Iﬁ @ Kick-off Masting Oct 23, 2012 10:00 am 00001 Jennifer Irizarry

5. The Meeting Minutes document displays. Click the Status tab.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

[ General Status ]I This Meeting ]( Business Items ]( Attendees ][ SDA Data ]( Issues ]( Attachments ]

MNew lersey Schools Development Auth

; Ball in Court Aaron Goes E
Priority Mormal -
Approved? no Approve and Save

Approved by

Company New Jersey Schools Development Auth

Contact Jennifer Irizarry

&=

Approved Date
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6. The Approved by information must be completed before the Approve and Save button can be
clicked. The default information displayed in the Approved by section reflects the name of the
person who created the document. This needs to be changed to the person who is approving the

Meeting Minutes document. Click the select button next to the field to select the correct name
from the contact list.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

|’ General 1" Status ]" This Meeting -]" Business Items ]" Attendees 1[‘ SDA Data 1( Issues 1( Attachments ]
@ Ball in Court ‘I:::\;ie[;ii\; Schools Development Auth E

Priority Mormal -
Approved? no Approve and Save

Me——) Approved by
Company New lersey Schools Development Auth
Contact Jennifer Irizarry
Approved Date ﬁ

7. Click the calendar icon on the Approved Date field to select the date the document is approved.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action...

-

( General -]" Status -]" This Meeting 1" Business Items 1" Attendees ]" SDA Data 1" Issues 1" Attachments ]
@ Ball in Court ,r:::\;ieg%i\; Schools Development Auth EI

Priority Mormal -
Approved? no Approve and Save

Approved by

Company New lersey Schools Development Auth

Contact Aaron Goss EI

Approved Date  Oct 23, 2012
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8. Click the select button next to the field to change the Ball in Court field to To Be Determined.
This step will ensure that this document will not continue to display in a user’s Action Item box

on the Control Center.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

" General -]" Status -]" This Meeting ]" Business Items ]" Attendees ]" SDA Data ]" Issues ]" Attachments ]

To Be Determined

@ Ball in Court To Be Determined @

Priority MNormal -
Approved? no Approve and Save
f

Approved by

Company New Jersey Schools Development Auth
Contact Aaron Goss E'

Approved Date  Oct 23, 2012 iz

9. When completed, click the Approve and Save button.

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

" General -]" Status -]" This Meeting ]" Business Items ]" Attendees ]" SDA Data ]" Issues ]" Attachments ]

To Be Determined

Ball in Court To Be Determined E

Priority Normal
f

Approved by

Company New Jersey Schools Development Auth

Contact Aaron Goss E'

Approved Date  Oct 23, 2012 iz
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10. The Approved? field will change to yes. This means that the document cannot be changed
unless you have the appropriate edit rights.

Control Center > Meating Minutes Log > Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/2012  Select an action... -

|' General ]" Status ]" This Meating -]" Business Items ]" Attendees ][‘ S5DA Data ]( Issues ]( Attachments ]" Wersions ]

To Be Determined
Ball in Court To Be Determined

Priority * Normal

» Approved? yes

Approved by

O T

Company Mew Jersey Schools Development Auth

Name Aaron Goss

Approved Date Oct 23, 2012

{Fiil +/" Trusted sites | Protected Mode: Off v ®i0% ~

Primavera Contract Management

r
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VIl. Generate a Subsequent Meeting Minutes Document
This procedure outlines how to create a new Meeting Minutes document from a previous Meeting
Minutes document. This will allow all information entered on the original document to be copied
over into the new document.

It is recommended that the previous Meeting Minutes document be Approved and Saved before
beginning this process.

Note: Any Business Item with a status of Closed will not be copied over into the new document.

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

ORACLE Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

:-.A\IF'mjer:fs .:
B %M
B All Proje

[EEl 000114 - Number 7, Grant E.S. (Passsic City)
[E 000467 - Hubbard M5, (Plsinfield)
[E] 000804 - Paterstown E.S. #3 (Elizabeth)

Workspace:  (My Workspace) - % E

Actions 2%l Alerts 8| &

[ »

-[E] 000810 - John Marshall E.5. #20 (Elizabeth) ' High o ! High 268
-[E] 000811 - Elizabeth H.S. [Elizabeth)

-[E] 000702 - John F. Kennedy H.S. (Paterson)
-[E 010089 - New pre K-8 #27 (Elizabeth) 3 Lo 0 3 Low 0
[ 010090 - New pre K-8 #28 (Elizabath)
[E] 010091 - Dr. Albert Einstein #29 (Elizabeth) Last Systemn Refresh: May 29, 2012 1:00:25 AM EDT
[ 010522 - New MS (x01) (Long Branch)
& 010554 - Memaria | H.S. (West New York)
-[E] 010556 - Number 3 E.. (West New York)
-[E] 010557 - Number 4 E.S. (West New York) Prepare Reports % Prepare Reports %
-[E] 010555 - Number 2 E.8. (West New York)
-[E] 010882 - Unicn City ECC (Schlemm) B 01 - Project Status Report - External Use (r ... B 01 - Multi-Broject Pending Payment Requisitio...
-[E] 010571 - [DP) Union City HS & Athletic Complx
[ 010580 - Number 24 E.5. [Jersey City)

2 010581 - PS #20 (Jemsey City) B 02 - Issues Log by Project (r is Oisda all) [ 24 - school Type Report - Regional (m_proj sc...
[E] 010587 - ECC 03 (Jarsey City)
= 010593 - ECC 13 (Jersey City) [ 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 ] »

* Normal 0 * Normal ]

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

Primavera Contract Management J Trusted sites | Protected Mod
——— ™ ] = =W

2. Select your desired project.

‘Contract Management Control Center

| Al Projects x| | Waorkspace: (My Workspace) - % E

o Actions 2% & Alerts I8 &

! igh 0 !  High 268
Change Order Management * Normal 0 * Normal 0
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3. Open the Communication folder (a list of modules will display) and select Meeting Minutes.

Ela Communication

@ Transmittals

@ Request for Information

[ wotices

@ Mencompliance Motices
@ Letters/'Doc. Templates

[ Com. Sent Log

- [#] Con. Received Log

> Meeting Minutes

@ Permits/'DCA Inspections
@ Telephone Logs

- [ safety

4. The Meeting Minutes Log View will display. Locate your desired Meeting Minutes document
and click the blue title link to open it.

3 2
Meeting Minutes Select an action... - Find E;s Layout: =my layout>
I\‘_) ‘ | Subject Date | Time Number Last Edit By
i Ig % Kick-off Mestin Oct 232, 2012 10:00 am oooo1 Jennifer Irizarry

@

5. With the Meeting Minutes document open, click the drop down box on the Select an action
menu on the top of the screen and choose Generate Document.

Control Center > Meeting Minutes Log > Meeting Minutes

Meeting Minutes: Kick-off Meeting | 10/23/201 Select an action... -

|' General ]l’ Status ]l’ This Meeting ]l’ Business) Ite gsfgoacnur:c:;&n Da a[ Issues 1[ Attachments ]l’ Versions W
Print Form
Subject Kick-off Meeting Print Preview
Advanced Print
Number 00001 Send to Corr Sent
Send to Corr Revd
Send to Inbox
E-Mail Form

Add Document
Generate Transmittal
Delete Document
Initiate CM

\ Version Document ‘

SJEdEN

Primavera Contract Management 7| / Trusted sites | Protected Mode: Off 43 v 0% -
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6. The Generate Meeting Minutes dialog box displays.

Generate Meeting Minutes

Subject |Kick—0ﬁ meeting

Murnber

@

Location |PrDjed Site |

Link the new Meeting Minutes to the same Issues as the original?

@vyes Ono

Link the new Meeting Minutes to the same Attachments as the original?

®ves ono

Finish | Cancel

7. The Subject field will reflect the same title as the last meeting. If this is incorrect, edit the
Subject to reflect the new information (50 character field). In the example shown, the Subject

was changed.

Generate Meeting Minutes

—— 5L bject Follow-up Meeting
Number ooooz

Date * Oct 23, 2012 iz
Time 10:00 am

Location Project Site

Link the new Meeting Minutes to the same Issues as the original?
@ yes (O no

Link the new Meeting Minutes to the same Attachments a= the original?
@ yes (O no

* Required

Finish
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8. The Number field will automatically increment to the next available number. If this is incorrect,
edit the Number field as needed. In the example shown, the Number was not changed.

Generate Meeting Minutes

Subject Follow-up Meeting
U mMber 00002

Date * Oct 23, 2012 izes)
Time 10:00 am

Location Project Site

Link the new Meeting Minutes to the same Issues as the original?
@ yes () no

Link the new Meeting Minutes to the same Attachments a= the original?
@ yes () no

* Required

Finish

9. The Date field will display the current date. If this is incorrect, edit the Date field by clicking
the calendar icon to the right of the field. This is a required field. In the example shown, the

Date was not changed.

Generate Meeting Minutes

Subject Follow-up Meeting

Number 0oooz

Oct 23, 2012

Time 10:00 am

— o

Location Project Site

Link the new Meeting Minutes to the same Issues as the original?
@ ves (0 no

Link the new Meeting Minutes to the same Attachments a= the original?
@ yes () no

* Required

Finish
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10. The Time field will reflect the same time as the previous meeting. If this is incorrect, edit the

Time field as needed. In the example shown, the Time field was not changed.

Generate Meeting Minutes

Subject Follow-up Meeting
Number 0oooz

Date * Oct 23, 2012 izes)
—Time 10:00 am

Location Project Site

Link the new Meeting Minutes to the same Issues as the original?
@ yes () no

Link the new Meeting Minutes to the same Attachments a= the original?
@ yes () no

* Required

Finish

11. The Location field will reflect the same location as the previous meeting. If this is incorrect,
edit the Location field as needed (22 character field). In the example show, the Location field

was not changed.

Generate Meeting Minutes

Subject Follow-up Meeting
Number 0oooz

Date * Oct 23, 2012 izes)
Time 10:00 am

———| oCatiION Project Site

Link the new Meeting Minutes to the same Issues as the original?
@ yes () no

Link the new Meeting Minutes to the same Attachments a= the original?
@ yes () no

* Required

Finish
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12. The Yes/No options for the Issues and Attachments questions will default to yes. If the new
meeting should be linked to the same Issues or Attachments as the original meeting, leave the
default to yes, otherwise click the no option to change it. In the example shown, the no option
was selected for both questions.

Generate Meeting Minutes

Subject Follow-up Meeting
Number 0oooz

Date * Oct 23, 2012 iz
Time 10:00 am [
Location Project Site

Link the new Meeting Minutes to the same Issues as the original?
$» () yes @ no

Link the new Meeting Minutes to the same Attachments as the original?
> O ves @ no

* Required

Fos

13. When all options have been selected, click the Finish button to generate the new Meeting
Minutes document.

Generate Meeting Minutes

Subject Follow-up Meeting
Number 0oooz

Date * Oct 23, 2012 iz
Time 10:00 am [

Lacation Project Site

Link the new Meeting Minutes to the same Issues as the original?
@ yes @ no

Link the new Meeting Minutes to the same Attachments a= the original?
) yes @ no

* Required

Finish
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14. The new Meeting Minutes document displays. Notice that any Business Items that displayed a
status of New Business in the previous Meeting Minutes document will now display a status of
Old Business. Additionally, any Business Item with a status of Closed in the previous Meeting
Minutes document will not be listed in the current document.

Click the Edit Document button on the upper left hand side of the screen to edit the document
following the previously described processes.

Caontrol Center > Meeting Minutes Log > Meeting Minutes

| Meeting Minutes: Follow-up Meeting | 10/23/2012  Select an action... -

‘ |Z£l ‘ |' General ]l’ Status ]r This Mesting ][ Business Items Tl’ Attendees ]l’ SDA Data ][ Issues -][ Attachments ]l’ Versions T

Subject Follow-up Meeting

@ Number 00002

H

Primavera Contract Management J Trusted sites | Protected Mode: Off iy v ®100% v

L F e
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VIIl. Meeting Minutes Alert Subscription

Alerts allow a user to receive a notification when a document is due or past due. The notification
will display on the Control Center screen in the Alerts box. The Alerts box will provide a direct
link to the applicable Contract Management document.

1. To subscribe to the Meeting Minutes alert, select the Requests and Access Forms link under
the Contract Management Login section of the Contract Management Splash Page.

2 STATE OF NEw JERSEY

U’ ) SCHOOLS DEVELOPMENT AUTHORITY

I . PRIMAVERA

Welcome to Contract Manager 12.1

L Bookmark Me!

=P Contract Manager Login: What is New
¥ Login Attn Primavera Users:
P Login Beguirement E]
» Request and Access Forms (New User VWe are pleased to announce the release of the new
Laost Passward Delete Requést Others) Consolidated Project Status Report today. August 18th
- Thir ranadt will allaw eare t0 can lbme data nadainina o

2. Select the Alert Subscriptions option.

a7 STATE oF NEW JERSEY

U’ )SCHOOLS DEVELOPMENT AUTHORITY

- PRIMAVERA

Please make your selection:

O Mew User

O Lost or Forgot Password

O Madify Access

(O Change/Madify User and Contact Info

(O Request a Custom Report

(O Request a Letter Template

O Request a Glohal Layout

(O Reguest to Delete a Primavera Document
I (&) Alert Subscriptions
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3. The Contract Management Alert Subscription page will display. Complete the contact
information at the top of the page. To subscribe to the Meeting Minutes alert, click the Yes
box located to the right of the Meeting Minute Items Due/Overdue line item. Click the No
box when you no longer wish to receive this alert.

4. Once this alert has been selected, click the Submit button at the bottom of the page. The
Contract Management Systems Administrator will notify you via e-mail when your alert
subscription has been processed.

StaTE oF NEW JERSEY

&) ScHOOLS DEVELOPMENT AUTHORITY

& PRIMAVERA

Contract Management Alerts Subscription

L Lihol g ; i .
First Name: Last Name: Phaone: Email-

Change Orders Motifies the user if a change order entered will become due or overdue. OYes CNo
Due/Qverdue These alerts are determined based upon the 'Required Date' field in the

change order. Low Priority = 7 days prior to due date, Medium Priority =
oo due date _High Brigrity = 7 davs nast due date
IMeeting Minute ltems Motifies the user if any business items within Meeting Minutes module are OYes CNo
Due/Overdue due. These alerts are based upon the 'Due Date' field. Low Priority = 5
days prior to due date, Medium Priority = 3 days prior to due date, High
Priority = on due date.

Safety Motice Motifies the user when a new safety violation has been entered. ClYes CINo
Entered

New Incident Report  Motifies the user when a new injury or iliness report has been entered. OYes CONo
Entered High priority alert on the date the doc is entered.

Drawings Distributed Motifies the user of drawings that have been distributed today or if the ClYes CINo
Today drawings sent date is today's date This is only 2 medium priority alert.

Notice to Comply Notifies the user of any non-compliance notices that are due. This is OYes CNo
Due determined by the number of days till'Due Date' field. Low Priority = &

days prior to due date, Medium Priority = on due date, High Priority = 5
days past due date.

Motice to Comply Motifies the user of any non-compliance notices that contain a response

with Response Mot but have not been completed. This is determined by the action signature LlYes LINo
Complete dates and responded date fields. Low Priority = document open 1 day,

Medium Priority = document open 7 days, High Priority = document open

14 days.

Punch List tems Due Matifies the user of any punch list items that are due. This is based on the OYes CONo
number of days until the 'Due Date' field. Low priority = 30 days until due
date. Medium priority = 10 days to due date, High priority = on due date.

Request for Motifies the user of any requests that are due. This is based on the

Information (RFI} Due 'Responded Date’ field not having been entered. Low Priority = on due
date, Medium Priarity = 3 days past the due date, High Priorty = 7 days
past the due date.

Submittals Overdue Motifies the user if a submittal has reached or passed the date entered in Oves CNo
the 'Due Date' field. Low Priority = on due date, Medium Priority = 3 days
past the due date, High Priority = 7 days past the due date.

Unpaid Invoices Motifies the user of an unpaid invoice. Low Priority = 20 days unpaid, Cves CNo
Medium Priority = 25 days unpaid, High Priority = 30 days unpaid.

Proposal Requests  Motifies the user of any CCDs (aka Proposal Requests) that are due (The Oves CNo

OYes ONo

LEE L

and CCDs responded date is not entered.) Low 20-25 days, Med 25-29 days, High
Due/Overdue 30+
l Submit Cancel l
NJSDA Home
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5. This alert will be triggered when the Due date on a Business Item approaches or goes beyond
the current date.

Business ltem help
[Mext >3]
Spelling “Bc| ﬁSDA Data @lssues @aﬂachments

Business ltem
M. ooooz2

Bl in Cout Epic Management., Inc.

William Costello select..
Status | MNew tem he
Friority
Description

Yeriy materials and delivery date.

— 12 har 5, 2010
Started Feb 23 2010 | (&

6. Once the Due date approaches or goes beyond the current date, alerts will be sent via the
Control Center in the Alerts option box. Click the applicable priority link to view the alert.

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

| iilsEnojacs i Workspace:  (My Workspace) - R g
B(% 4

= Al Froject

-[E] 000114 - Number 7, Grant E.S. (Fesseic City) ‘
(- [E] 000467 - Hubbard M.S. (Flsinfisld)

[l 000804 - Paterstown E.S. #3 (Elizabath)

[& 000810 - John Marshall E.S. #20 (Elizabeth)
(+-[E] 000811 - Elizabeth H.5. (Elizabetn)

(#-[E] 000702 - John F. Kennedy H.S. (Faterson)

-[E] 010089 - New pre K-8 #27 (Elizabeth)

[ 010090 - New pre K-8 #28 (Elizabath)

[l 010091 - Or. Albert Einstein #29 (Elizabath)

[E 010522 - New MS (x01) (Long Branch)

(- [E] 010554 - Memarial | H.S. (West New York)

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

Actions &8 @ Alerts Iy & &

[am] »

High 268

Normal o

- =

Z |T

Z |E

EE
o

o

4 o=

Low 0 4  Low 0

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

7. The Alerts screen will display all applicable documents. Click on a blue title link to open
the document for review.

Control Center »

Alerts - High

» select all = unselect all 4+ expand all = collapse all
-~
7 Meeting Minute Business ltems due/overdue

Edit Alests &
Update ia

%Constmmiun CO & Info Mtg #2... due 38 days ago Aly Alsharif 010968
DE’ » Construction CO & Info Mtg #2. .. due 38 days ago Aly Alsharif 010968
D@’ » Construction CO & Info Mtg #2. .. due 38 days ago Aly Alsharif 010968
DE’ » Construction CO & Info Mtg #2. .. due 38 days ago Aly Alsharif 010968
D@y » Construction CO & Info Mig #2. .. due 38 days ago Jerrold A Randall Jr. 010968 2
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