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The SDA Budgeting Process

Project budgets are entered in Contract Management in an iterative manner, broken out into the
following phases:

e Planning Budget
e Preliminary Budget
e Final Eligible Cost (FEC) Budget

Budgets can be reforecasted.

The third budget phase (the FEC Budget) is final. Once the FEC Budget is approved in
Contract Management, it is changed through a Trend document to maintain history.

Each budget phase’s dollar amounts are visible in the Project Cost Report module while the
phase is in process. It is replaced by the subsequent phase, but maintained for reporting
purposes.

The SDA’s Project Controls division will be responsible for soliciting budgeting information
from the various departments involved in any new project, and will also be responsible for
entering budget dollar amounts into Contract Management.

To track multiple budget phases, all budgets prior to the final FEC budget will be created
within the Trends module in Contract Management. In this document, the Planning and
Preliminary budgets will be referred to as Budget Trends in order to highlight this distinction.

The Planning and Preliminary budgets are created in the Trends module. The FEC budget is
created in the Contracts - Budgeted module.

Contract Management User Manual Page 3 of 68 Created  5/03/07
Section 17 - Budgeting Revised: 11/21/12



I1. Entering Budget Trend Documents

Within the Trends module, you’ll find a template Planning Budget document to aid in the

creation of a new Planning Budget.

1. Once logged into Primavera, the Contract Management Control Center screen displays (as

shown).

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

-[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)

shildRplatts = Workspace:  (My Workspace) - B
L]
B A
E Al Project = Actions a8 @ Alerts Iy & &
-[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 oto581

- PS #20 (Jersey City)

Prepare Reports

N Prepare Reports B

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

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

[E] 010559 - Number 2 E.5. (West New Yark)

[= 010562 - Union City ECC {Schiemmy) B 01 - Project Status Report - External Use (r ...
- 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...

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
<« | n | »

Primavera Contract Management
1

/" Trusted sites | Protected Mod

——— — e e

2. Select your desired project.

‘Contract Management Control Center

All Projects = |

BH(%~ &

— ] Asthur L Johnson HS (Clark i Actions
Project Information
Communication
Contract Informetion ' .
High 0
[ Legs -
-[] Change Order Management * Normal 0

- &R

Waorkspace: (My Workspace)

2% & Alerts hi%e @

L] High 268
* Normal 1]

3. Open the Contract Information folder (a list of modules will display) and click the Trends

module.
_-E a Contract Information

. [ Project Cost Report
[} Contracts - Budgeted
[#) contracts - Committed
@ Purchase Orders
3] Trend
: @ Fayment Requisiticns
@ Procurement/Bids
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4. The Trends log view displays. The Planning Budget template will be listed in the log view.
This template has been created to expedite the entry process by providing all the information
necessary for this budget type. Click the edit document icon next to the template title to open
the template.

Control Center > Trends

- . 2
Trends  Select an action... - Fin Wg Layout: <my layout> -
| Title Date | Number Status Initiated By
— g # Planning Budgst Mar 16, 2003 00001 New Item New Jersey Schools Development Auth

-

5. The Planning Budget template displays. It is divided into several sections:

Trend: 00001 | Planning Budget  Select an action... -

@ [ Gemerat |[[Stotus [ Remerie [ Betats [ e teerms | famums |[ Admchmen= |

Number * 00001

@ ‘ Title Planning Budget

@i Date Mar 16,2009 [
Value $0.00

B :

il Cost Category *  Budget

Cost Type * Original

* Required

[y
I ———
I —
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A. General Tab

Trend: 00001 | Planning Budget  Select an action... -

[ General M status || Remarks |[ Details |[ Line Items |[ Issues || Attachments |

MNumber * 00001

@ ‘ Title Planning Budget
@ ‘ Date Mar 16, 2009

Value $0.00

B4
‘ %D ‘ Cost Category * Budget

Cost Type * Criginal

* Required

e Number — Contract Management automatically assigns the next sequential number to a
document. You will not be able to edit this field.

e Title — This field was populated when the template was created. The title of this
document should remain as Planning Budget.

e Date — The date should be changed to reflect the date the planning budget was created.
Click the calendar icon to choose a new date.

¢ Value — Contract Management fills in this field based on the values entered in the Line
Items section.

e Cost Category — The value for this field was populated when the template was created.

e Cost Type — The value for this field was populated when the template was created.

Contract Management User Manual Page 6 of 68 Created  5/03/07
Section 17 - Budgeting Revised: 11/21/12




B. Status Tab

Trend: 00001 | Planning Budget  Select an action... -

[AZ)] General Status Remarks “’ Details ]|' Line Items ]|’ Issues ]f Attachments ]

Ball in Court <none selected=>

Priority Normal -

Status New Item -

&ele

o Ball in Court — If desired, a responsible party can be set for this document by clicking
the select button next to the field.

Priority — Normal is the default, can be changed to High or Low as necessary.
e Status — New Item is the default. This field should not be changed.

C. Remarks Tab

Trend: 00001 | Planning Budget  Select an action... -
General Status Remarks |' Details ]|' Line Items ]|' Issues ]|' Attachments ]

Additional Remarks

{This is the initial budget for this school =

e

——

e Remarks — Enter any comments about this budget.
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D. Details Tab

&4
)
[=

Trend: 00001 | Planning Budget _ Select an action... -

r General “’ Status \IIJ Remarks lf Details ]I Line Items ][ Issues ]f Attachments \l

Initiated by _Nroeu\éieDriigrﬁ_lcmggls Development Aut
Entered by Deepak Mallick

Contract <none selected= & ¥

Activity 1D [] X EX

Required Date ﬁ

Time Change (days) 0

Change Management Number

| sve [ concel |

Initiated By — Displays default information that was entered when the template was
created. This should be changed to reflect the name of the person entering the budget
information. Click the select button next to the field and choose the correct name from
the contact list.

Entered By — The value for this field will be automatically populated with the name of
the user creating the document and cannot be changed.

Contract — This field will not be used. This document reflects the overall budget
information, not the individual contract information.

Activity ID - If this project is linked to a project schedule, you can use this field to
reference the Start/Finish dates of the trend with the schedule activity’s early/actual start
and finish dates. Click the select link on the right side of the screen to select the Project
Management activity ID from the list. Click the schedule details link to view
early/actual start and finish dates, original and remaining durations, percent complete and
total float. If no project schedule is linked, enter the information manually.

Date — Select the date by which a decision on the trend needs to be made by clicking the
calendar icon next to the field.

Time Change (days) — This field will not be used.

Change Management Number — This field will not be used.
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E. Line Items Tab

1. Click on the ed

Trend: 00001 | Planning Budget

it icon to edit the Line ltem.

Select an action... -

(Generai |[ Smtes |[ Remars |[

Details ]" Line Items W" Issues ]" Attachments ]

| T ——— || Add Unit Price |
s Line Item No. Duantity | Units of Measure | Description Unit Price | Line Item Total Activity ID Cost Code | |
@ ’.’I Iﬁ 00001 $0.00 <fully costed> d
B3
tH
| Grid Totals: $0.00 | | |
< 1 | b

2. The Trend Item dialog box displays. Enter the total amount budgeted in the Line Item
Total ($) field. Note: Do not use dollar signs or commas when entering dollar values in
Contract Management.

[ Trend 1tem help
| Spelling | BE ,@‘ @
Trend Item

Type Lump Sum
| tne Item No. * pbooo1
i Description
-
|
_t-} Line Item Total (¢)  0.00
| Activity 1D [ X Ex
“ Costing BE top of page
| | Add | | Add Multiple Cost Codes | | Remove Zero Values
Cost Code & | Title Distributed | .:
010 EI Real Estate Services 0.00 =dd balance remove \i
010.10 EI Predevelopment 0.00 =dd balance remove
010.20 EI Property/Land Purchase 0.00 =dd balance remove
010.30 |_| Environmental 0.00 =dd balance remove

»

m
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3. When you click off the Line Item Total field, Contract Management will automatically
format the dollar amount.

Trend Item - ] help -
| Spelling BE @‘ @

Trend Item

Type Lump Sum

m

Line Item Mo. * 00001

Description

) |ine Item Total (§)  500,000.00|

Activity ID [ X EE

4. Scroll to the Costing section of the window. Applicable cost codes have already been
entered on this template. If you scroll to the bottom of the cost code list, you will see a
Not Costed entry. The dollar value for this entry equals the value entered in the Line
Item Total field. As dollar amounts are distributed to their applicable cost codes, the
value of the Not Costed entry will decrease. When the total value has been distributed,
this line item will disappear.

“Costing 28 topofpage

| Add | | Add Multiple Cost Codes | | Remove Zero Values

090.40 EI Federal Rebates 0.00 =add balance remove i

090.50 EI Utility Rebates 0.00 add balance remowve

100 EI Local Share Funds 0.00 add balance remove

110 EI PMF Fees 0.00 add balance remowve F

110.10 EI FM Fees 0.00 add balance remowve |

110.20 EI CM Fees 0.00 add balance remowve

110.30 EI CM Allowances 0.00 add balance remove |

1z0 EI OCIP 0.00 add balance remove 3

130 EI Other Costs, Indirect 0.00 =add balance remove

130.10 EI SCC GRA 0.00 add balance remowve

130.20 EI Safety Service Providers 0.00 add balance remove | |

130.30 EI Contractor Training Services 0.00 add balance remove 1
—— | NOT COSTED NOT COSTED 500,000.00 -
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5. Distribute the appropriate amounts to the corresponding cost codes by entering the value
in the Distributed column. The total amount distributed should equal the value entered
in the Line Item Total field.

“ Costing BE top of page
| Add | | Add Multiple Cost Codes | | Remove Zero Values |
Cost Code 4 | Title ,[ Distributed \ | ol
010 EI Real Estate Services 100,000.00 dd balznce remove |=
010.10 EI Predevelopment 0.00 Hdd balance remowve —
010.20 EI Property/Land Purchase 0.00 dd balance remowve i
010.30 EI Environmental 0.00 Hdd balance remove I
010.40 EI Relocation 0.00 Hdd balance remove
010.90 EI Real Estate Swvcs C O Contingency 0.00 dd balance remove
010.95 EI Real Estate Svcs Claims Cont. 0.00 dd balance remove E
0z0 EI Design Fees 100,000.00 dd balance remove
020.10 EI Program/Concept Design 0.00 dd balance remove
020.20 EI Schematic Desian 0.00 gHdd balance remove
020.30 EI Design Development 0.00 dd balance remove b
020.40 EI Construction Documentation \ 0.00 jgdd balance remave -

6. To verify that the total value has been distributed, scroll to the bottom of the Costing
section and look for the Not Costed line item. If it does not display, all costs have
successfully been distributed.

~ Costing BE top of page

| Add | | Add Multiple Cost Codes | | Remove Zero Values
090.30 EI State Rebates 0.00 =add balance remove *
090.40 EI Federal Rebates 0.00 =dd balance remove
0590.50 EI Utility Rebates 0.00 =dd balance remave
100 EI Local Share Funds 0.00 =dd balance remove i
110 EI PMF Fees 0.00 =add balance remove
110.10 EI FM Fees 0.00 =add balance remove
110.20 EI CM Fees 0.00 =add balance remove
110.30 EI CM Allowances 0.00 =dd balance remove =
1zo EI OCIF 0.00 =dd balance remove
130 EI Other Costs, Indirect 0.00 =dd balance remove
130.10 EI SCC GaA 0.00 =add balance remove [
130.20 EI Safety Service Providers 0.00 =dd balznce remove |T|

. | 130.30 EI Contractor Training Services 0.00 =dd bzlance remove -

»

7. Scroll to the bottom of the Trend Item dialog box and click the Save and Close button.
You will return to the Trend document screen.
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8. The Trend document will display in the Line Items tab.

Trend: 00001 | Planning Budget  Select an action... -
[ General ][ Status ]( Remarks ]( Details ]( Line Items ]( Issues ]( Attachments ]
| Add Lump Sum | | Add Unit Price |
- | Line Item No. | Quantity | Units of Measure | Description | Unit Price | Line Item Total Activity 1D Cost Code | |
[ Ig oooo1 $500,000.00 =fully costed= d
=)
Ed
Grid Totals: $500,000.00 | | |
4 1 +

F. lIssues Tab

Trend: 00001 | Planning Budget Select an action... -
(Sonmret | (Fmtom | Romeren ) Peteie ) i v )| Tomes | Aimcimerie )
! P Link |
|@| Issue Title and Code |
g
[__save | Concel |

o If this Trend 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.
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G. Attachments Tab

e To attach supporting documentation, such as a Planning Charter, click the Attach File
button.

Control Center > Naotices Log > Contractor Claim
Contractor Claim: 00001 | New Jersey Schools Development Auth -
[ enersl |[ status |[ Description |[ Details |[ Schedule | 1ssuss | Attachments
' ‘ Attach File ‘I‘ Attach URL |
@ P—EE— [ subject [ File Size

Date Attached Attached By

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

Attach File

help
JR
Attachment * [ Browse...
Subject
| Location NISCCTRN-Attachments -

Date Attached May 29, 2012

Attached By Jennifer Irizarry
* Fiequired
0000000000000 ]
- |
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e The Choose File to Upload window displays. Navigate to the desired file location, click on the
file to highlight it, and click the Open button.

- M
& Choase File to Upload g
o
() [ pesktop + + [ 42 ][ Search Desktop 2|

Organize « MNew folder B~ [ @
X - — | Microsoft Werd 97 - 2002 Docum... o
W0 Favorites T
Proposed Training Initiatives
Deskt
B Desktop é Microsoft Word 97 - 2003 Docum...
4 Downloads =l 730 KB

| Recent Places

4 Libraries Pl

= Remote NJSDA.GOV
Internet Shortcut

mn

115 bytes
—
@ Documents report
J} Music Adobe Acrobat Document
M 336 KB
[E=] Pictures —
B Videos b & section 5a updates
— | Micresoft Word 97 - 2003 Docum...
—1 336 kB

1% Computer -

," WEBMAIL

&, Local Disk (C) ﬁ Internet Shorteut

| 9 jirizarry (V\sanfs\ — 118 bytes

File name: report ~  |All Files (%.7) -
I Open |v I 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.

- — = -
(& hitpsy//dev2pe.njsda.gov/ - Attach File - Windows Internet Explorer o
Attach File help
Attachment = C:\Users\jirizarry\Desktop\report.pdf Browse...
—— S Lib] & Ct Report
Location NISCCTRN-Attachments =

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required
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e The attached file displays in the Attachments section.

Trend: 00001 | Flanning Budget  Select an action... -

((enerai [ Sms |[ Remaris | Detais |[ tine rams || iasues ) Avachments |

[ Attach File | | Attach URL |
. | Attachment Subject ‘ Location ‘ File Size | Date Attached Attached By

|§ = report.odf report 0350-005-04-000V 33 KB Oct 12, 2012 Jennifer Irizarry Lemove

EgEE

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

Trend: 00001 | Planning Budget  Select an action... -

Az [ General | status |[ Remarks |[ Details | Line items |[ Issues || Attachments |

[ Attach Fil= | [ Attach URL |
e Attachment | Subject Location ‘ File Size | Date Attached Attached By
@ = report.pdf report 0850-005-04-000V 33 KB Oct 12, 2012 Jennifer Irizarry remove

e

0000000000000 ]
-
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The dollar values entered on the Trend document will be visible in the Project Cost Report module
where they will be used for analysis of budget vs. commitment. To locate the Project Cost Report,
return to the Control Center screen. In the Contract Information folder, select the Project Cost
Report module.

—_ P

Ea Contract Informaticn

Project Cost Report]

- [} contracts - Budgeted

[#) contracts - Committed
@ Furchase Crders

@ Trends

@ Payment Requisiticns
@ Procurement/Bids

The Project Cost Report log view displays. To assist in viewing only those cost codes that have an
associated value, choose the Cost Codes w/ values layout from the Layout drop down menu on the
upper right side of the screen.

Control Center > Project Cost Repart
. § F2
Project Cost Report  Select an action... - Find 15 Layout:  Cost Codes w/ values
I/\‘) | Cost Code Title Original Budget Approved Budget Revisions |
g ® 010 Real Estate Services $100,000.00 £0.00
Ig % 010.10.01 Site Survey $0.00 $0.00
g & 020 Design Fees $100,000.00 $0.00
@ ® 020.80 Design Allowances £0.00 £0.00
@’5 ® 020 Construction $100,000.00 £0.00
|§éf © 050 Technology $100,000.00 £0.00
g ® 080 Design Phase Constr. Contingent $100,000.00 £0.00
Ig % 070 Other Costs, Direct $0.00 $0.00
g % 070.50 Legal Fees $0.00 $0.00
@ ® 070.70 Other Direct Costs £0.00 £0.00
| Log Totals: £500,000.00 $0.00
< QK [T g

0000000000000 ]
-
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I11. 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.

Trend: 00003 | Preliminary Budget  Select an action... -
‘ll};l ‘ f Genaral || Status ][ Remarks ]f Details ][ Line Itams ][ Issues ]|’ Attachmants ][ Versions 1
i 1 show all versions
‘@ ‘ -~ | Version ‘ User Account | Date
‘E B 10 Jennifer Irizarry Oct 12, 2012 2:50 PM
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IV. Reforecasting the Current Phase’s Budget
If it becomes necessary to completely reforecast the existing phase’s budget, the original budget
for that phase will be used to generate a new budget. Generating a new budget in this manner
will close out any previous budget. It will also allow all previous budgets to be stored for
analysis.

If it is necessary to add a budget revision (not a complete reforecast), see page 49 for the process
of adding a “Revised Budget Adjustment”.

Note: This process will be the same for all Planning Budget and Preliminary Budget documents.

1. Once logged into Primavera, the Contract Management Control Center screen displays (as

ORACLE' Primavera Contract Management
Welcome, Jennifer Irizarry
Contract Management Control Center
All Projects -] Workspace:  (My Workspace) > B &
B ‘ Za T ‘ &
= Al Projecty s Actions 2N e Alerts Iy & &
-[E] 000114 - Number 7, Grant E.S. (Passaic City) ‘=‘
-[E] 000487 - Hubbard M.S. (Flainfield) [
! High 0 !  High 268
[E] 000811 - Elizabeth H.5. (Elizabeth! . Normal 0 . Normal 0
- 000702 - John F. Kennedy H.5. (Faterson)
-[E] 010088 - New pre K-8 £27 (Elizabeth) 3 Low o 4 Low o
-[E] 010080 - New pre
Last System Refresh: May 29, 2012 1:00:25 AM EDT
Prepare Reports %52 Prepare Reports e
‘B 010882 - Unicn City ECC (Schlzmm) ) B 01 - Project Status Report - External Use (r ... [ 01 - Multi-Project Pending Payment Requisitia...
Contract Management Control Center
gilliBojests, - be Workspace:  (My Workspace) - '% =
7 e
B | % ==
——— N R Ry Actions 2% E Alerts N @
(21 Project Information
[ Communication
Contract Informatian . =
o ! High o ! Hich 268
+  Normal 0 ¢  Normal 0

3. Open the Contract Information folder (a list of modules will display) and click the Trends
module.

_*Ba Contract Information

L @ Project Cost Report
Contracts - Budgeted
Centracts - Committed
: @ Furchase Crders
Q] Trencs
g @ Payment Requisitions
@ Frocurement/Bids

0000000000000 ]
-
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4. The Trends log view displays. Open the Planning Budget document (or the current budget phase
that you wish to reforecast) by clicking the blue title link for that budget.

Control Center > Trends

Fa
B/ layout: =my layout> -

I;') ‘ | Title Date | Number Status Initiated By Initiated By
D g @ Planning Budget Oct 1, 2012 00001 MNew Item New Jersey Schools Development Auth William Mahi

=
5
B

Trends Select an action... -

5. With the document open, click the Generate Trend button on the left side of the screen.

Control Center > Trends Log > Trend

Trend: 00001 | Planning Budget  Select an action... -

[“Ganeral |[ stmtes |[ Remarks || Dateis | Lne ttams || Tssuss || Aumchments |[ versions |

Number 00001

. Title Flanning Budget

s,

[y

Cost Category  Budget

Date Oct 1, 2012
value $500,000.00

i)

e

=

Cost Type Original

6. The Generate Trend dialog box displays. Contract Management will automatically assign the
next available Number for the new Trend document.

e The new trend will contain all line items and cost distributions designated in the original,
therefore, the answer to the first question should always be yes.

e Ifitis desired to have the new trend document link to the same Issues or Attachments as
the previous document, leave the second and third options section to yes, otherwise
change them to no.

e The creation of a new trend document will set the status of the previous/original trend to
closed (at which point its dollar values will no longer appear in the Project Cost Report
module), therefore, the answer to the last question should always be yes.

e Click the Finish button to create the new trend document.

Generate Trend

Humber * boooz

Distribute the new Trend to the same cost codes as the original?
@ yes () no

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

Link the new Trend to the same Attachments as the original?
@ yes () no

Close the original Trend?
@ yes () no

* Required
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7. The new trend document displays. Click the Edit Document button on the left side of the
screen.

Control Center > Trends Log > Trend

Trend: 00002 | Flanning Budget  Select an action... -
mf (General | Seatus |[ Ramarks |[ Detmis |[ ine teerms |[ tesues |[ Aachmants | Varsions |
Number 00002
Title Flanning Budget
Date Oct 12, 2012
Walue $500,000.00
<
Cost Category  Budget
Cost Type Original
Primavera Contract Management IFi| ' Trusted sites | Protected Mode: Off fa v ®100%m -

8. On the General tab, the Title of the document was brought over from the original. Edit the Title
to reflect the current document title, especially if this is a revision (35 character limit).
Additionally, the Date will reflect the date the document was created. To change the date to the
budget revision date, edit the Date by clicking the calendar icon next to the field

Control Center > Trends Log > Trend

Trend: 00002 | Planning Budget  Select an action... -

‘Ir General I Status -]( Femarks ]f Details ]l’ Line [tems -]( Issues ]l’ Attachments ]

MNumber * ooooz

-@»Tit\e Planning Budget Rev 1|
it [t Oct 12, 2012
@ Walue $500,000.00
Cost Category *  Budget
Cost Type * Original
= Required
‘
i
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9. Click the Remarks tab. Notice that any remarks from the first trend document will be displayed
in this document. Add a detailed description of the reason for the reforecast.

| Trend: 00002 | Planrmsaad an action... -

( General ]l’ Status Remarks -]I Details ]l’ Line Items ]l’ Issues ]l’ Attachments -]

Additional Remarks

Additional budget was revised to add additional money to the project

Thig is the initial budget for thiz school

BT

[ seve | concel |
10. Click the Line Items tab and click the edit icon next to the line item.
Trend: 00002 | Planning Budget  Select an action... -
@] |’ General ]( Status ][ Remarks “’ Details I Line Items l Issues ] Attachments
C——
1| | Addtump sum ] | Add Unit Price
@ - Line Item No. | Duantity | Units of Measure ‘ Description Unit Price Line Item Total Activity 1D Cost Code | |
@ f | cooo1 $500,000.00 <fully costed> delete
b
Grid Totals: $500,000.00 ‘ | | ‘

Contract Management User Manual Page 21 of 68

Created 5/03/07
Section 17 - Budgeting

Revised: 11/21/12



11. The Trend Item dialog box displays. Enter the revised budget amount in the Line Item Total
($) field.

Trend Item help -
| Spealling BE @‘ @

Trend Item

Type Lump Sum

m

Line Item No. * 00001

Description

et | ine Item Total ($)  600,000.00]

Activity ID =] X E

12. Scroll to the Costing section. If you scroll to the bottom of the Costing section, a Not Costed
line item will display indicating the amount of the new costs that need to be distributed to their
associated cost codes. Once all costs have been distributed, this line item will disappear.

- Py — -
“Costing 8] top of page =
| Add | | Add Multiple Cost Codes | | Remaove Zero Values
090.40 EI Federal Rebates 0.00 =add balance remove i
090.50 EI Utility Rebates 0.00 add balance remowve
100 EI Local Share Funds 0.00 =add balance remove
110 EI FMF Fees 0.00 add balance remowve i I
110.10 EI FM Fees 0.00 add balance remowve
110.20 EI CM Fees 0.00 add balance remowve
110.30 EI CM Allowances 0.00 add balance remove
120 EI QCIP 0.00 add balance remove =
130 EI Other Costs, Indirect 0.00 =add balance remove
130.10 EI SCC GaA 0.00 add balance remowve
130.20 EI Safety Service Providers 0.00 add balance remove | |
130.30 EI Contractor Training Services 0.00 =add balance remove g
| NOT COSTED NOT COSTED 100,000.00 -

13. Enter the new costs against their associated cost codes.

“Costing BE . top of page +

| Add | | Add Multiple Cost Codes | | Remove Zero Values

USULGED o] 1 FIT-ULT _OSTS U.wu| 300 DRiENce remove

030.90 EI Construction C.0. Contingency 0.00 =dd balance remove

030.95 EI Construction Claims Contingency 0.00 =dd balance remove

040 EI FFT&E - Furniture 0.00 =add balance remove

040.10 EI FFT&E - Technology 0.00 =dd balance remove B

050 EI Technology 100,000.00 =dd balance remove

060 EI Design Phase Constr. Contingency 100,000.00 =dd balance remove
—10?0 EI Other Costs, Direct 100,000.00 =add balance remove |—|
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14. To verify that the total value has been distributed, scroll to the bottom of the Costing section and
look for the Not Costed line item. If it does not display, all costs have successfully been
distributed.

“Costing &8 top of page  ~
| Add | | Add Multiple Cost Codes | | Remove Zero Values
090.30 EI State Rebates 0.00 =dd balance remove *
090.40 EI Federal Rebates 0.00 =dd balance remove
090.50 EI Utility Rebates 0.00 =dd balance remove
100 EI Local Share Funds 0.00 =dd balance remove |
110 EI FMF Fees 0.00 =dd balance remove I
110,10 |- PM Fees 0.00 =dd balance remove
110.20 EI CM Fees 0.00 add balance remove
110.30 EI CM Allowances 0.00 =dd balance remove 1
120 EI OCIP 0.00 =dd balance remove B
130 EI Other Costs, Indirect 0.00 =dd balance remove
130.10 EI SCC GaA 0.00 =dd balance remove [
130.20 (.| Safety Service Providers 0.00| add balance remove | ||
_ | 130.30 EI Contractor Training Services 0.00 =dd balance remove +
>

15. Scroll to the bottom of the Trend Item dialog box and click the Save and Close button. You
will return to the Trend document screen.

Save and Close |: Cancel

16. The Trend document will display the new value in the Line Items tab.

Trend: 00002 | Planning Budget Rev 1 Select an action... -
@ ( General ]r Status ]r Remarks ]( Details ]r Line Items ]r Issues Wr Attachments ]
[ Add Lump sum 'l Add Unit Price |

o Line Item No. | Quantity | Units of Measure | Description Unit Price ‘ Line Item Total Activity 1D Cost Code ‘ |
g 00001 —] £500,000.00 <fully costed= delete

4
2

H
Grid Totals: $600,000.00 | ‘ |

|
E
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17. To attach supporting documentation, such as a Planning Budget revision document, click the
Attachments tab and click the Attach File button.

Control Cantar > Notices Log > Contractor Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth _Select an action... -

[ Attach File | Attach URL J
@ W | Subject File Size Date Attached Attached By

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

Attach File help

Spalling

Attachment * [ Browse ...

Subject
I Location NISCCTRN-Attachments »
Date Attached May 25, 2012

Attached By Jennifer Irizarry

* Fiequired

19. 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 N
& Choose File to Uplaad [
P
(L))~ [ pesitop = [ 4 |[ Search Destrop o]

Organize ~ New folder =~ 0 @
) - — | Microsoft Word 97 - 2003 Docum... -
I Favarites =
Proposed Training Initiatives
B Desktop 3 Microsoft Word 97 - 2003 Docum.
& Downloads —| 7130KB

al[Recentlacey . Remote.NISDA.GOV

Internet Shortcut

)

(]

EELAY

= Libraries
/% Documents report
& Music Adobe Acrobat Document
A 3B3BKB
[ Pictures —

E MRS b d section ;a UPaatE_s
= | Microsoft Word 97 - 2003 Docum...

— | 336 KB
M Computer

 WEBMAIL
& Local Disk (C) @ Internet Shortcut
| 8 jirizamy (W\sanfsh = 118 bytes
File name: report ~ | All Files (*.%) 7
3
| o= B [J o |

+ [

Created  5/03/07
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20. 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 pProcess.

/& hitpsy//dev2pe.njsda.gov/ - Attach File - Windows ﬂﬂemeﬁfxpl:;lrel- — =
Attach File help
Attachment * Ci\Users\jirizarry\Desktop\report.pdf Browse...
— 5 b Ct Report
Location NISCCTRN-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

21. The attached file displays in the Attachments tab.

Trend: 00001 | Flanning Budget  Select an action... -

((enerai [ Sms |[ Remaris | Detais |[ tine rams || iasues ) Avachments |

=
eglol€

| Attach File | | Attach URL |
-~ | Attachment Subject ‘ Location ‘ File Size | Date Attached Attached By
|§ = report.odf report 0350-005-04-000V 33 KB Oct 12, 2012 Jennifer Irizarry Lemove

Contract Management User Manual Page 25 of 68
Section 17 - Budgeting

Created
Revised:

5/03/07
11/21/12



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

document window.

Trend: 00001 | Planning Budget  Select an action... -

((Ganerei [ Semms |[ Remaris | Desmis |[ tine rearms | dasues | Attachment |

| Attach File | | Attach URL |
@ - | Attachment | Subject | Location | Eile Size | Date Attached Attached By
- @ = report.pdf report 0850-005-04-000V 33 KB Oct 12, 2012 Jennifer Irizarry [emove
@'&
il

23. The dollar values entered on the Trend document will also be visible in the Project Cost Report
module where they will be used for analysis of budget vs. commitment. To locate the Project
Cost Report, return to the Control Center screen. In the Contract Information folder, select

the Project Cost Report module.

g mm i

Ba Contract Information
— Project Cost Report)

- 8] Contracts - Budgeted

- [#] Contracts - Committed

@ Purchase Orders

@ Trends

@ Fayment Reguisitions

@ Frocurement/'Bids

24. The Project Cost Report log view displays. To assist in viewing only those cost codes that
have an associated value, choose the Cost Codes w/ values layout from the Layout drop down

menu on the upper right side of the screen.

|
Control Center > Project Cost Report |
Project Cost Report  Select an action... - Find Es;i Layout: Cost Codes w/ values v]
l':) ‘ Cost Code Title Original Budget Approved Budget Revisions |
Iﬁ ® 010 Real Estate Services £100,000.00 $0.00
g % 010.10.01 Site Survey $0.00 $0.00
Iﬁ 2 020 Design Fees £100,000.00 $0.00
g & 020.80 Design Allowances $0.00 $0.00
Iﬁ 2 030 Construction £100,000.00 $0.00
g & 050 Technology $100,000.00 $0.00
Iﬁ 2 060 Design Phase Constr. Contingent £100,000.00 $0.00
g & 070 Other Costs, Direct $100,000.00 $0.00
g & 070.50 Legal Feas $0.00 $0.00
g & 070.70 Other Direct Costs $0.00 $0.00
I
‘ Log Totals: ‘ $600,000.00 ‘ $0.00 |
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Generating Subsequent Budget Phase Documents

The Generate Trend command as shown in Section IV will also be used to generate subsequent
budget phase documents. Generating a new document based on a current one expedites the
process by bringing line item and costing information from the previous phase into the new one.

As each new Budget Trend is generated, the previous document is automatically closed. The
distributed dollar values from the previous document are removed from the cost worksheet and
replaced by the new document.

Regardless of their status (open or closed), all Budget Trends remain in the Trends log and are
available for viewing and reporting purposes.

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

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

hilPrnieni -] Workspace:  (My Workspace) - B
- Actions 2iNle Alerts |8 &
-[E] 000114 - Number 7, Grant E-8. (Fassaic City) H
-[E] 000467 - Hubbard M.5. (Flainfisld) e
-[E 000804 - Feterstown E.S. #2 ] eth) ' X '
[&] 000810 - John Marshall E. Elizsbath) High o !  High 268
[l 000811 - Elizabeth H.5. (Elizabstn ¢ Normal o ¢  Normal °
[ 000702 - John F. Ken
[E] 010089 - New pre K-8 2 4 Low 0 4 Low o

-[E] 010020 - New pre K-8 #28

-[E] 010081 - Or. Albert Einstei Last System Refresh: May 29, 2012 1:00:25 AM'EDT

Prepare Reports N Prepare Reports B
[ 01 - Project Status Report - External Use (r ... [ 01 - Multi-Project Pending Payment Requisitio...

‘B 010580 - Number D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...

-[E] o10881-F3 B 02 - Issues Log by Project (r i Oisda all) B 24 - School Type Report - Regional (m proj sc...

-[& 010587 - ECH
-[& 010593 - ECY
[&E 010594 - EC
& 010897 -5

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

[ 010810 - Phi ildhood Center
[E] 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newsrk) o

< | m »

Primavera Contract Management J Trusted sites | Protected Mod
—— i ——ml Tl  —— oW

2. Select your desired project.

Contract Management Control Center

All Projects - x Workspace: (My Workspace) - '% @
A o
B % = i
— - R e e Ry~ Actions 2% G Alerts S @

[ Project Information
(£ Communication
(] Contract Information High ) [ ] High 268
E3 Logs Ll L ! ig

. [ (] Change Order Msnagement +  Normal 0 ¢  Normal o

0000000000000 ]
-
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3. Open the Contract Information folder (a list of modules will display) and click the Trends
module.

_—Ea Centract Information
. L[ Project Cost Report
[#) contracts - Budgeted
[ contracts - Committed
@ Purchase Orders
@ Payment Requisitions
; @ Procurement/Bids

4. The Trends log view displays. Open the latest Budget document by clicking the blue title link
for that budget.

Control Center > Trends

F2
= Layout: <my layout> -

| Title Date | Number Status Initiated By I
Ig # Planning Budgst Oct 1, 2012 00001 Closed New Jersey Schools Development Auth 4
Ig @ Planning Budget Rev 1 Oct 12, 2012 00002 Mew Item New Jersey Schools Development Auth 3

1

=%

Trends Select an action... - Fin

5. With the document open, click the Generate Trend button on the upper left side of the screen.

Control Center > Trends Log > Trend

Trend: 00002 | Planning Budget Rev 1 Select an action... -
f (“Ganeral |[ Status | Remaris |[ Detaits | tine teerms |[ tosves |[ Aachments |[ versions |
Number 0000z
Title Planning Budget Rev 1
Date Oct 12, 2012
wvalue $600,000.00
=
Cost Category Budget
Cost Type Criginal
Primavera Contract Management " Trusted sites | Protected Mode: Off ‘v H10% - l

0000000000000 ]
-
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6. The Generate Trend dialog box will display. Contract Management will automatically assign
the next available Number for the new Trend document.

e The new trend will contain all line items and cost distributions designated in the original,
therefore, the answer to the first question should always be yes.

e Ifitis desired to have the new trend document link to the same Issues or Attachments as
the previous document, leave the second and third options section to yes, otherwise
change them to no.

e The creation of a new trend document will set the status of the previous/original trend to
closed (at which point its dollar values will no longer appear in the Project Cost Report
module), therefore, the answer to the last question should always be yes.

e Click the Finish button to create the new trend document.

Generate Trend

Number * poooz

Distribute the new Trend to the same cost codes as the original?
@ yes () no

Link the new Trend to the same Issues a= the original?
@ vyes () no

Link the new Trend to the same Attachments as the original?
@ vyes () no

Close the original Trend?
@ yes () no

* Required

Finish

7. The new trend document displays. Click the Edit Document button on the left side of the

screen.
Trend: 00003 | Planning Budget Rev 1 Select an action... -

General || Status || Remarks || Detsils || Line Items || Issues || Attachments || Versions
Z [ stetus [ |[ oetmits [ 1ssues | I ]
—_— Number 00003
‘ @ ‘ Title Flanning Budget Rev 1
@ Date Oct 12, 2012
L= | value £600,000.00
‘ E‘J} Cost Category Budget

Cost Type Original
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8. From the General tab, change the Title to reflect the correct budget document. In the example
shown, the document title was changed to reflect the second phase of the budgeting process, the
Preliminary Budget. Change the Date to reflect the date of the budget.

- 03 | Planning Budget Rev 1 Select an action... -
@‘ |' General ' Status ]l’ Remarks -]l' Details 1" Line Items ]l’ Issues ]l’ Attachments ]
——— Number * 00003

itle Preliminary Budget
ate Oct12,2012 | 15
&
$600,000.00

Value

=
%D Cost Category * Budget

Cost Type * Criginal

* Required

9. Click the Remarks tab. Notice that any remarks from the previous trend documents will be
displayed in this document. Add a detailed description of the reason for the reforecast.

Trend: 00003 | Planmy ey 1 Select an action... -

fm Status | Remarks || Details ]f Line Items ]|’ Issues ]f Attachments -1
7 —
Additional Remarks
@ Mew preliminary budget figures|
@ Additional budget was revised to add additional money to the project

&
This is the initial budaget for this schoaol

Eﬁ

i
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10. Click the Line Items tab and click the edit icon next to the line item.

Trend: 00003 | Flanning Budget Rev 1 Select an action... -

|’ General 1" Status 1( Femarks 1( Details 1" Line Items ]( Issues 1[ Attachments ]

| Add. Lump Sum || Add Unit Price

o~

Line Ttem No.

Juantity ‘ Units of Measure | Description

Unit Price

Line Ttem Total Activity 1D Cost Code | |

%M

e

11. The Trend Item dialog box displays.
($) field.

$600,000.00 =fully costed> d

Enter the revised budget amount in the Line Item Total

Trend Item

| Spelling

Trend Item

Type Lump Sum

Line Itemn MNo. * 00001

»

help

R &7

m

Description

) | ine Item Total (§)  700,000.00

12. Scroll to the Costing section. If you scroll to the bottom of the Costing section, a Not Costed
line item will display indicating the amount of the new costs that need to be distributed to their
associated cost codes. Once all costs have been distributed, this line item will disappear.

7 Costing =8 top of page i
| Add | | Add Multiple Cost Codes | | Remove Zero Values
090.40 EI Federal Rebates 0.00 =add balance remove il
090.50 EI Utility Rebates 0.00 add balance remowve
100 EI Local Share Funds 0.00 add balance remove
110 [ PMF Fees 0.00 =zdd balance remove 0
110.10 EI FM Fees 0.00 add balance remowve
110.20 EI CM Fees 0.00 add balance remowve
110.30 EI CM Allowances 0.00 =add balance remove
1z0 EI CCIP 0.00 add balance remowve i
130 [:] Other Costs, Indirect 0.00 2dd bslance remove
130.10 EI SCC GaA 0.00 add balance remowve
130.20 EI Safety Service Providers 0.00 =add balance remove j
130.30 EI Contractor Training Services 0.00 =add balance remove i
NOT COSLED NOT COSTED 100,000.00 i
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13. Enter the new costs against their associated cost codes.

- - - -
“ Costing =) top of page i

| Add | | Add Multiple Cost Codes | | Remove Zero Values

030.80 EI Total Construction Allowances 0.00 =dd balznce remove

030.85 EI TCU Fit-Out Costs 0.00 =add balance remove

030.90 EI Caonstruction C.0. Contingency 0.00 =dd balance remove

030.95 EI Construction Claims Contingency 0.00 =dd balance remove il

040 EI FFT&E - Furniture 100,000.00 =add balance remove

040.10 [-.] FFTRE - Technology 0.00 =dd bzlance remove

050 [-:] Technelogy 100,000.00 =dd balance remove

060 EI Design Phase Constr. Contingency 100,000.00 =dd balance remove (s 3
—( | 070 [--] other Costs, Direct 100,000.00 =dd balznce remove —

070.10 EI DOE Fees 0.00 =add balance remove

070.20 EI Utility Connections 0.00 =dd balance remove

070.30 EI Municipal Fees 0.00 =dd balance remove M

070.40 [--| DCA Fees 0.00 =dd balsnce remove ~

14. To verify that the total value has been distributed, scroll to the bottom of the Costing section and
look for the Not Costed line item. If it does not display, all costs have successfully been
distributed.

“ Costing =B top of page

| Add | | Add Multiple Cost Codes | | Remove Zero Values

090.30 State Rebates 0.00 =dd balance remove *

090.40 Federal Rebates 0.00 =dd balance remove
090.50 Utility Rebates 0.00 =dd balance remaove
Local Share Funds 0.00 =dd balance remove =
PMF Fees 0.00 =dd balance remove
FM Fees 0.00 =add balance remove

CM Fees 0.00 =dd balance remove

m

CM Allowances 0.00 =dd balance remove
OCIP 0.00 add balance remove

Other Costs, Indirect 0.00 =dd balance remove

130.10 SCC GaA 0.00 =dd balance remove [

130.20 Safety Service Providers 0.00 =dd balance remove

DD EODDBD DD DD

130.30 Contractor Training Services 0.00 =dd balance remove -

15. Scroll to the bottom of the Trend Item dialog box and click the Save and Close button. You
will return to the Trend document screen.

oo
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16. The Trend document will display the value in the Line Items tab.

Trend: 00003 | Preliminary Budget  Select an action... -

@ e e e e M T— orsu— Ao S——

[ addrumpsum | [ add unit price |
@ e | Line Item No. | Duantity Units of Measure | Description | Unit Price | Line Ttem Total Activity 1D Cost Code |
_@ gf 00001 £700,000.00 <fully costed= d

i

Grid Totals: $700,000.00 | |

4| 1 |

e e S

17. To attach supporting documentation, such as a Preliminary Budget, click the Attachments tab
and click the Attach File button.

Control Center > Notices Log > Contractor Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth -
[ senerel |[ status |[ Description |[ Details |[ schedule | 1ssues | Attachments
‘ Attach File ‘I‘ Attach URL |
@ f—EEE— [ subsect [ File Size Date Attached hed By

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

Attach File help

Attachment * | Browse

Subject
| Location NISCCTRN-Attachments +
Date Attached May 28, 2012

Attached By Jennifer Irizarry

* Fiequired
- |
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19. 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.

=)

[ @ choose Fil to Uplosd
QC) [P Deskiop » + [ 4| [ Search Deskrop 2|
=~ 0 @

Qrganize New folder

-

[ Favorites 7
Bl Desktop

& Downloads

% Recent Places

M Computer
&, Local Disk ()
| £ jirizamry (\\sanfs\i =

— | Microsoft Word 97 - 2003 Docum...
Proposed Training Initiatives
é Microsoft Word 97 - 2003 Docum...
—1 73.0KB

> Remote NJSDA.GOV
Internet Shortcut

.

= Libraries —
/% Documents report
2 Music Adabe Acrobat Document
: A 16 KB
[&5] Pictures — o
op = section Da updates
B videos 3 \icrosoft Word 97 - 2003 Docurn...
— | 336 KB

[ 1 WEBMAIL
Internet Shortcut
118 bytes

File name: report

+ [

~ | AllFiles (*) A
| o= B [Joe |

20. 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.

& hitpsi//dev2pe.njsda.gov/ - Attach File - Windows I-HtEmEt'E)(pE}I'EI-

==

Attach File

Spelling

Attachment =

——— S b CE

Location
Date Attached

Attached By

C:\Users\jirizarry\Desktop\report.pdf

help

Browse...

Report
NISCCTRN-Attachments +

Jun 18, 2012

Jennifer Irizarry

* Required
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21. The attached file displays in the Attachments tab.

Trend: 00001 | Flanning Budget  Select an action... -

((enerai [ Sms |[ Remaris | Detais |[ tine rams || iasues ) Avachments |

[ Attach File | | Attach URL |

-~ | Attachment Subject ‘ Location File Size | Date Attached Attached By
= |§ = report.odf report 0350-005-04-000V 33 KB Oct 12, 2012 Jennifer Irizarry Lemove

aE R

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

document window.
Trend: 00001 | Planning Budget  Select an action... -
 Ganeral |[ stotus |[ Remarks |[ Details |[ Line ttams |[ tssues || Attachments |
s
| Attach File | | Attach URL |
e Attachment | Subject Location | File Size | Date Attached Attached By
N g = report.pdf report 0850-005-04-000V 33 KB Oct 12, 2012 Jennifer Irizarry remove
=

0000000000000 ]
-
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23. The dollar values entered on the Trend document will also be visible in the Project Cost Report
module where they will be used for analysis of budget vs. commitment. To locate the Project
Cost Report, return to the Control Center. In the Contract Information folder, select the
Project Cost Report module.

— .

Ba Contract Informaticn

Project Cost Repord

- [ contracts - Budgeted

- [#) contracts - Committed
- @ Furchase Crders

- @ Trends

- @ Payment Requisitions
- @ Procurement/Bids

24. The Project Cost Report log view will display. To assist in viewing only those cost codes that
have an associated value, choose the Cost Codes w/ values layout from the Layout drop down
menu on the upper right side of the screen.

Control Center > Project Cost Report
Project Cost Report  Select an action... - Find ps: Layout: Cost Codes w,
I:) | Cost Code Title Original Budget Approved Budget Revisions
Ig & 010 R.eal Estate Services $100,000.00 $0.00
@ ® 010.10.01 Site Survey 30.00 $0.00
Ig & 020 Design Fees £100,000.00 £0.00
Ig ® 020.80 Design Allowances $0.00 $0.00
@ 2 030 Construction $100,000.00 £0.00
Ig & 040 FFTEE - Furniture £100,000.00 £0.00
g & 050 Technology $100,000.00 £0.00
@ 2 060 Design Phase Constr. Contingenc $100,000.00 $0.00
Ig & 070 Other Costs, Direct £100,000.00 £0.00
Ig ® 070.50 Legal Fees $0.00 $0.00
@ ® 070.70 Other Direct Costs 30.00 £0.00
| Log Totals: $700,000.00 ‘ $0.00
< v [ T 0
Primavera Contract Management @ f Trusted sites | Protected Mode: Off "15 - H100% -

0000000000000 ]
-
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Creating the Final Eligible Cost (FEC) Budget

The Final Eligible Cost budget is the final iteration of SDA budgeting, and will be entered in the
Contracts-Budgeted module.

There are two steps to creating the FEC budget:
A. Close the last Budget Trend document
B. Populate the FEC Budget document

Once the budget is created and approved, it cannot be edited without special access
permissions.

Adjustments or reforecasts to the FEC budget are made via the Trends module. Adjustments will
appear on the Project Cost Report as Budget Adjustments.

A. Close the Last Budget Trend Document

Prior to populating the FEC Budget with dollar values and approving it for use in project
budgeting, the status of the latest phase budget trend must be set to Closed. Setting the trend’s
status to Closed will remove all dollar values associated with it from the Project Cost Report, to
be replaced with the FEC Budget dollar values.

To set the status of the latest budget trend to closed:

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

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects -] Workspace:  (My Workspace) - B
B(% 4
F= All Project] - Actions a8 @ Alerts | 8@
-] 000114 - Number 7, Grant E.S. {Fasssic City) E
-[E] 000467 - Hubbard M.5. (Fls ) =
-[& 000804 - Feterstown E.S. #2 ' X ' i
[&] 000810 - John Marshall E.S. #20 High o !  High 268
* Normal 0 * Normal 0
4 Low 0 4 Low 0
. Last System Refresh: May 29, 2012 1:00:25 AM EDT
B o Memarial H.8. (West New Yor
-E o Number 3 E.S. (West Ne
Prepare Reports N Prepare Reports B
[ 01 - Project Status Report - External Use (r ... [ 01 - Multi-Project Pending Payment Requisitio...
D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...
B 02 - Issues Log by Project (r i Oisda all) B 24 - School Type Report - Regional (m proj sc...
B 26 - Multi-Project CCD Report - Executed in t...
& o108
[ 010810 - Phil
& 010817 - New ]
-[E] 010818 - New First Avenue (Newsrk) =

< | m »

Primavera Contract Management J Trusted sites | Protected Mod

——— i — = —— W

0000000000000 ]
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2. Select your desired project.

Contract Management Control Center
@llifoiects e | Workspace:  (My Workspace) - Q\\@ = ‘
28 i \ ®
/- A = Actions 2N G Alerts ISl @
[Z Communicaticn
-] Contract Information ’ . ' ~
- (1] 268
[ High ! High
{ [#-[I] change Order Management . Normal 0 * MNormal (1]

3. Open the Contract Information folder (a list of modules will display) and click the Trends
module.

T
— | a Contract Information
- [ Project Cost Report
i [ contracts - Budgeted
- [ contracts - Committed
@ Purchase Orders
——'—P B3] Tr=na
@ F'ayrnent Requisitions
@ Procurement/Bids

4. The Trends log view displays. Open the latest Budget document by clicking the edit icon to
the left of the budget name. In the example shown, the second phase of the budgeting
process, the Preliminary phase, was selected.

Trends Select an action... - Find F; Layout: <my layout= -
I\_) ‘ | Title Date | Number Status Initiated By
—_— Iﬁ # Planning Budgst Oct 1, 2012 00001 Closed New Jersey Schools Development Auth
% E{ % Planning Budget Rev 1 Oct 12, 2012 00002 Closed New Jersey Schools Development Auth
@ @ Preliminary Budget Oct 12, 2012 00002 Maw Itam New Jersey Schools Development Auth
i

5. The trend document displays.

Trend: 00003 | Preliminary Budget  Select an action... -
B‘ ((Geoneral )[Sttus [ Remarie |[ Detaits ) e iems |[ Josses |[ Aachments || verions )
—— Number 00003
@ Title Preliminary Budget
’E Date Oct 12, 2012
i3 Value $700,000.00

&)

Cost Category Budget

Cost Type Original
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6. Click the Status tab. Click the drop down list in the Status field and choose Closed from the
list of options.

Trend: 00003 | Preliminary Budget  Select an action... -

A== [y e S T e

Ball in Court <none selected> &=

Priority Mormal -

I@}Status Mew Item -
i3

Approved Noted Resubmit

=
D Approved
Board Review / Approval
Cancelled

7. When completed, click the Save button at the bottom of the screen.

Trend: 00003 | Preliminary Budget  Select an action... -

[ General |[ status |[ Remarks || Details |[ Line ttems |[ 1ssues |[ Attachments |

Ball in Court <none selected= EI
Priority Mormal -
Status -

e

8. When prompted by the dialog box, click the Yes button to continue. This means that dollar
values associated with this Budget Trend document will be removed from the Project Cost
Report. This is an important step. If the last trend document is not properly closed, the
budget figures will be incorrect in the Project Cost Report. They will include both the last
trend budget and the new FEC budget.

You have changed the status to Closed. Doing this
will remove all costing information for this document
from the Cost Worksheet. Do you wish to continue?
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1
|
B. Populate the FEC Budget Document

Populating the FEC Budget with dollar values follows many of the same steps previously
taken in the Trends module. However, in addition to entering dollar values for the various
Budget/Cost codes, the FEC Budget will have its status set to Approved once it has been
populated. From that point onward, this budget should be persistent through the end of the
project.

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

ORACLE" Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

]l Projects ~| Workspace:  (My Workspace) - B

B %=

= Al Project

Actions 2l & Alerts Iy 5| &

- 000114 - Number 7, Grant E.S. {Fassaic City)
-[E) 000487 - Hubbard M 5. (Flsinfield)

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

-[E) 000810 - Jehn Marshall E.S. #20 (Elizabeth)
-[E) 000811 - Elizabeth H.3. (Elizabeth) +
[E] 000702 - John F. Kennedy H.S. (Paterson)
[E] 010089 - New pre K-8 #27 (Elizabeth) 3 Low 0 3 Low 0
[E] 010090 - New pre K-8 #25 (Elizabeth)
-[E] 010091 - Or. Albert Einstein #29 (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) 010555 - Number 2 E.5. (West New York)
-[E) 010557 - Number 4 E.S. (West New York) Prepare Reports % Prepare Reports %
[E] 010559 - Number 2 E.5. (West New York)
=] 010582 - Unicn City ECC (Schiemm) B 01 - Project Status Report - External Use (r ... B 0L - Multi-Project Pending Pavment Requisitio...
[E] 010571 - [DP] Union City HS & Athletic Complx
-[E 010520 - Number 24 E-5. (Jersey City)

-[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)
-[E 010592 - EGC 13 (ersey Tity) 1 26 - Multi-Project CCD Report - Executed in t...
-[E 010594 - ECC 14 (Jemsey City)

[E] 010597 - £5 2 (emsey City)

[El 010810 - Phillipsburg Early Childhood Center

[y »

' High 268

Normal 0 + Normal ]

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

[E] 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newsrk) o
<« | n | »

Primavera Contract Management /' Trusted sites | Protected Mod
—— 1 ——ml |  ——oal

2. Select your desired project.

Contract Management Control Center

| All Projects - | Workspace:  (My Workspace) - '% =] ‘
o Actions @%Q Alerts !@3% @
' High 0 ?  High 268
i [©[X] Change Order Management +  Normal 0 ¢+  Normal e

0000000000000 ]
-
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3. Open the Contract Information folder (a list of modules will display) and click the Contracts —
Budgeted module.

_E| a Caontract Information

¢ o [ Project Cost Report
_) @ Contracts - Budgeted

{ [ contracts - Committed
@ Purchase Orders

@ Trends

@ Payment Requisitions

----- @ Procurement/Bids

4. The Contracts - Budgeted log view displays. The FEC Budget template will be listed in the
log view. This template has been created to expedite the entry process by providing all the

information necessary for this budget type. Click the edit document icon next to the template
title to open the template.

Control Center > Contracts - Budgeted

. _ o
Contracts - Budgeted  Select an action... - Find Wm Layout: All Contracts

I/\) | Document For Number To To Contact From

® FEC Budget 1 To Be Determined To Be Determined MNew Je

5. The FEC Budget document displays. It is divided into several sections.

Contract: 1 | To Be Determined  Select an action... -
@‘ |' General ]( Review Status -“' Contract Summary ]l’ Line Items -]l' Details ]l’ Schedule ]l’ Issues -]l' Attachments ]
e * To Be Det ined
@ ‘ 2k 6.5 Bk =
From * New Jersey Schools Development Auth  <none selected= E]
‘ @ Number * 1
| Title FEC Budget
Dated Mar 11, 2009 iszi]
Spec Section -
Total Cost $0.00
: |
* Required I
. 0000000000000}
______________________________________________________________________________________________________________________________|]
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a. General Tab

.1 | To Be Determined  Select an action... -

8l
@

Number *

Title
Dated
Spec Section

Total Cost

* Required

@‘ |’ General ] Review Status -]( Contract Summary ]|’ Line Items 1|’ Details “’ Schedule N’ Issues -"’ Attachments ]

To Be Determined

To Be Determined EI

MNew lersey Schools Development Auth  <none selected> EI
1

FEC Budget

Mar 11, 2009

$0.00

[ soe | co B

e To - The default value of this field will be set when the template is created. You will not be
able to change this value.

e From — The default value of this field will be set when the template is created. You will not
be able to change this value.

¢ Number — Contract Management will automatically assign a number to this document. You
will not be able to change this number.

e Dated — The date which is displayed in the Dated field should be changed to reflect the date
the FEC budget was created and approved. Click the calendar icon to choose a new date.

e Spec Section — This field will not be used.

e Total Cost — Contract Management fills in this field based on the values entered in the Line
Items section.
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b. Review Status Tab

Contract: L | 1o Be ;ﬁ;;ﬁ'ied Select an action... -
‘ @‘ ( General M Review Status Contract Summary ][ Line Items -]lr Details -][- Schedule ]l’ Issues ]l’ Attachments

Document Owner <none selected=

@J‘ Ball in Court

&

To Be Determined .
To Be Determined |_|

Priority MNormal -

Status Mew Item -

Approved by

Company To Be Determined
Contact To Be Determined EI
Approved Date Jizsi]

| Approved by

Do not check or this document will need to be deleted — This is functionality we are
currently not using.

Document Owner — This is functionality we are currently not using.

Ball in Court — If desired, a responsible party can be set for this document by clicking the
select button next to the field.

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

Status — New Item is the default. This field should not be changed.

Approved? —The default value is no. This will change to yes when the budget is approved
and saved.

Approved By — These fields are provided for two authorized signatures to approve the
document. These fields must be completed before the approve and save link can be clicked.

c. Contract Summary Tab

This section displays a summary of the costs associated with this contract. The values for all

sections shown cannot be edited.

Contract: 1 | To Be Deterrg) i . -

@ |’ General 1" Review Status| 1[ Contract Summary ]" Line Items -]" Details -]" Schedule ]" Issues -]" Attachments ]

[ Details " Changes " Insurance ” Invoices H Payment Reguisitions ” Submittals ]

Original Contract/PO Sum  $0.00
Approved Changes $0.00
1

Original Completion Date

Revised Contract Sum $0.00 Revised Completion Date
Actual to Date $0.00
Balance $0.00

e Original Contract Summary — Original value of the budget.

e Approved Changes — Total value of approved changes on the budget.
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Revised Contract Sum — Original value of the budget.

Actual to Date — Amount paid on the contract. This will always be zero.

Balance — Original value of the budget.

Original Completion Date — This will always be blank.

Revised Completion Date — This will always be blank.

Changes sub-tab — Lists all change management documents associated with this budget.

This should be blank.

e Insurance sub-tab — Lists all insurance documents associated with this budget. This should
be blank.

e Invoices sub-tab — Lists all invoices associated with the budget. This should be blank.

e Payment Requisitions sub-tab — Lists all requisitions associated with this budget. This
should be blank.

e Submittals sub-tab — Lists all submittals associated with this budget. This should be blank.

d. Line Items Section

1. Click the Line Items tab and click the edit icon to edit the line item.

Contract: 1 | To Be Determined  Select an action... -

[ General 1[ Review Status ][ Contract SUmmaryl Line Items ' Details ]" Schedule ][ Issues -“- Attachments ]

;; | Add Lump Sum J | Add Unit Price J
‘ -~ Line Item No. ‘ Quantity | Units of Measure | Description | Unit Price | Nat Amount | Tax Rate Sales Tax Line Item Total

@ ‘ g |nnnm $0.00 0.000 $0.00 0.

Grid Totals: 0.000 $0.00 | $0.00 | $0.
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2. When the Contract Item dialog box displays, enter the total amount of the FEC Budget in the
Lump Amount ($) field. Remember to enter whole dollar values only. Contract Management
will format decimals when you click on the next field or click the tab key.

Contract Item help |«
Contract Item

Type Lump Sum

Line Item Mo. * 00001

Description

m

———— | ump Amount () 700,000.00
Tax Rate 0.000
Sales Tax ($) 0.00

Line Item Total ($) 700,000.00

3. Scroll to the Costing section of the window. Applicable cost codes have already been included
in this template. If you scroll to the bottom of the cost code list, you will see a Not Costed entry.
The dollar value for this entry equals the value entered in the Lump Amount ($) field. As dollar
amounts are distributed to their applicable cost codes, the value of the Not Costed entry will
decrease. When the total value has been distributed, this line item will disappear.

“Costing BE top of page

| Add | | Add Multiple Cost Codes | | Remaove Zero Values