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I. CREATING A TELEPHONE LOG

Important project information is often communicated via telephone conversations. For example, follow-
up calls that clarify the work billed on a Payment Requisition or that discuss problems that may later
result in Change Management. Contract Management provides a Telephone Log for you to record the
date, content, and parties involved in each call. Once entered, these documents can be printed or e-
mailed as required.

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

ORACLE' Primavera Contract Management Change Group  Print  Help  Logout
Welcome, Jennifer Irizarry May 29, 2012
Contract Management Contral Cantar
iiliRrojech, e Workspace:  (My Workspace) -
)
2 Actions &N e Alerts &
! High 0 ! High 268
* Normal ] ¢  Normal o
4 Low ] 4 Low 0
Last System Refresh: May 29, 2012 1:00:25 AM EDT
Prepare Reports = Prepare Reports Y
[ 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment
B 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Daily Reports - Past 7 Day...
B 02 - Issues Log by Project (r ic Olcda all) [ 24 - School Type Report - Regional (m proj sc...
[ 26 - Multi-Project CCD Report - Executed in t...
[=LILE
[l o10887-ES 2
E 010810 enter
E o1oe17 )
[E] 010818 - New First Avenue (Newark) =
B = v
Primavera Contract Management /' Trusted sites | Protected Mode: Off A v H100% v
r —r T

2. Select your desired project.

‘Contract Management Control Center
All Projects — x| Workspace:  (My Workspace) - Q\:a =]
5 =
5| % ==
SN S| 04000V - Arthur L Johnson HS (Clask Township Actions 2N G Alerts IR &
(] Preject Infermaticn
#-[Z] Communication
High o ! Hich 268
[#-[Z7] Change Order Management + Normal 0 * Normal o

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

Ba Communication

@ Transmittals

@ Request for Information

- [} Motices

[8] Noncomplisnce Notices
- [B] LettersDoc. Templates

-~ [B) Com Sentlog

@ Com. Received Log

- ] Meeting Minutes

@ Permits/DCA Inspections
G| Teicpnone Locd

[ safety

[l

0000000000000 ]
-
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4. The Telephone Logs log view will display. Click the Add Document button to create a new

Telephone record.

Control Center > Telephone Logs

Telephone Logs  Select an action... ~

F2
s Layout: <my layout= -

@ ‘ Subject

Numbar

3
@

To Phone

Ballin Court

&)

5. A blank Telephone Record displays
sections of the document.

. Click the applicable tab to enter information on one of the

Control Center > Telephone Logs Log > Telephone Record

= e e e s

Subject
) | umber ;

|@ ‘ Telephone Call to:

Ta
Name

Phone

Telephone Call from:

From
Name

phone
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A. General Section

Control Center > Telephons Logs Lo

one Record  Select an a

> Talaphone Racor

ction...

d

General |[status Wf Description -“ Details. \f Issues V Attachments ]

Subject

Number 1

Telephone call to:

To B x

Name

Phone Ext.:

Telephone Call from:

From (& X

Name

Phone Ext.:

[ sove || concel |

NOTE

Subject — Enter the subject of the telephone call (33 character limit).

Number — Contract Management will supply the next available number. Do not
change this number.

(Telephone Call To) To — Click the select button to choose the company from the
Contact list or type in the name of the company.

(Telephone Call To) Name — Will automatically populate if the name was chosen
from the Contact list or type in the name of the contact.

(Telephone Call To) Phone — Will automatically populate if the name was chosen
from the Contact list or type in the number.

(Telephone Call From) From — Click the select button to choose the company from
the Contact list or type in the name of the company.

(Telephone Call From) Name — Use the select link to choose the name from the
Contact list or type in the name of the contact.

(Telephone Call From) Phone — Will automatically populate if the name was chosen
from the Contact list or type in the number.

. Use the x clear option available on the Telephone Call To and Telephone Call
From fields to delete the contact information and select another.
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An example of a completed General tab section is shown.

Control Centar > Telaphons Logs Log > Telephona Record

New Telephone Record  Select an action...

General |[ Status || Description |[ Details || Issues |[ Attachments

Subject Underground Storage Tank

To DandK Construction Co, Inc = x
Name Dilip Verghese
Phone (732) 560-5600 Ext.:

Telephone Call from:

From New Jersey Schools Development Auth = X
Name Aaron Goss
Phone (603) 722-2134 Ext.:

B. Status Section

Control Center > Telephone Logs Log > Telephane Record

New Telephone Record  Select an action... «

General l Status .Dampmn Details || Issues | Attachments

Ball in Court <none selected> =
@ Priority Hormal -

e Ball in Court - Click the select button to choose the desired contact name
e Priority — Default is Normal, can be changed to High or Low if necessary

C. Description Section

Control Centar > Telaphons Logs Log > Telephona Record

New Telephone Record _ Select an action...

General Statusl Description lDetalIs Issues || Attachments

Description
Called te discuss remediation of discovered underground storage tank

e Enter a detailed Description for this phone call.
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D. Details Section

Control Canter > Telaphone Loas Leg > Talephone Racord

New Telephone Record  Select an action... ~

( General ] Status ( Description I( Details WI Issues ]f Attachments W
Entered by Jennifer Irizarry
Date May 30, 2012 ]
Time 13:58
3

Contract <none selected> =] X

e Entered by — Contract Management automatically enters the login name of the user.
e Date — The default value is the current date. Edit as needed using the calendar icon.

e Time Sent — The default value is the time the document was created. Edit as needed by
entering a new time. This field is optional.

e Contract — Select an appropriate Contract using the select button.

E. Issues Section

Control Center > Insurance Log > Insurance

New Insurance Select an action...

T T )
(=]
)

Link |

Issue Title and Code

Select Issues help
Pr————
|

Issues
Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

- scloct  Addtional Black Stained Sand (00005)
select  Compaction Testing (00006)

select Delric Payment application # 1 (00009)
select  NTP (00002)

select NTP (00003)

select  NTP (00001)

select  Stop work (0006)

select  Submittals in Primavera (0007)

select  UST (00004)

o If this phone call 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. You can also click the Add Issue button to create a new issue, however, you
will need to return to the Issues module to populate additional fields relating to the Issue.
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F. Attachments Section

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

New Insurance Select an action... v

| [t o | v )
— Attach File Attach URL ]

=]

| Subject File Size

Date Attached Attached By

@)

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

Attach File

Attachment * [
Subject

| Location

Date Attached

Attached By

* Required

Browse...

MNISCCTRN-Attachments +
May 29, 2012

Jennifer Irizarry

o Navigate to the desired file location, click on the file to highlight it, and click the Open

button.
r
(& Choose File to Upload [
uu ‘- Desktop » - |¢,| | Search Desktop o]
Organize = MNew folder ﬁ:: - [ @
" il Microsoft Word 2010 &
0 Favorites Shorteut
Bl Desktop =1 2.59 KB
& Downloads NJSD4 - Contract Manager
= Recent Places (Expedition)
A Internet Shortcut
4 Libraries 1 I NJSDA-intranet
@ Documents Internet Shortcut
245 bytes
J’ Music T
) policy
=] Pictures L4 Adobe Acrobat Document
¥ videos A 336KB
* Remote.NJSDA.GOV =
. Computer l{ﬁ‘ Internet Shortcut
&, Local Disk (C:) 115 bytes
8 jirizarry (\sanfs\ = [map] Ly Section 5a updates o
File name: policy ~ [anFiles 71 -
[ Open Iv] Cancel ]

A
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e Enter the subject and/or name of the document in the Subject field and click Save and

Close. You can also choose the Save & Add Another button to add additional

documents repeating the same process.

@ https:/fdevZpe.njsda.gov/ - Attach File - Windows Internet Explorer

C=nLe

Attach File

Attachment *

Ci\Users\jirizarry\Desktop\policy.pdf

Browse. .

—— SUbjECt policy

Location NISCCTRN-Attachments -
Date Attached May 29, 2012

Attached By Jennifer Irizarry

* Required

help

e The attached file will display in the Attachments section.

General || status |[ Details |[ sDA Dats |[ 1ssues || Attachments |

| Attach Fils J Attach URL
-~ | Attachment ‘ Subject ‘ Location File Size Date Attached Attached By
B & policv.odr poliey NISCCTRN-Attachments 33 KB

GG

May 29, 2012 Jennifer Irizarry

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

Control Center > Telephone Logs L

> Telephone Record

New Telephone Record  Select an action... ~

General | Status |[ Dascription || Details || 1ssues | Attachments
AZ)

Underground Storage Tank

Subject

Mumber 1

Telephone Call to:

To DandK Construction Co, Inc = X
Name Dilip Verghese

Phone (732) 560-5600 Ext.:

Telephone call from:

From New lersey Schools Development Auth = x

Name Aaron Goss

Phone (609) 722-2134 Ext.:
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. EEEEE Status Descrip'tiun ][ Details ][ Issues ][ Attachments ]" Versions ]

[[] show all versions
. | Version | User Account | Date

@E

!@

Version Document

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

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

A. Create a Document Version

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

Select an action... =
'8 Edit Document pel

Print Form

Print Preview
Advanced Print
Send to Corr Sent

a

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.

Telephune Record: undergrcund storage tank  Select an action... -

D 1.0 Jennifer Irizarry Oct 19, 2012 9:24 AM
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