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I.  Submittal Packages and Submittals

Technical submittals, administrative requirements, samples, designs, plan reviews, permits —
anything that requires a review process can be tracked in the submittal module.

Examples include each stage of the review cycle, tracking who received it and when; which
submittals were approved and which are pending; which are overdue and by how many days; and
who is currently responsible. Contract Management will automatically create Transmittals for
submittals.

NOTE: Submittal Packages and Items may already exist at the start of the project, created
through the project template. Those items can be managed like any other manually
created submittal.

The standard Submittal Packages include:
Bidding and Contract Award Phase
Project Close Out Phase
Construction Administration Phase
Construction Document Phase
Design Development Phase

Post Occupancy Review Phase
Schematic Design Phase

Packages may also be created to track non-technical submission items like warranties.

A. Submittal Packages Overview

Organizing submittal items into packages enables them to be reviewed at a summary or a
detailed level. The Submittal Packages log window displays a one-line summary for each
submittal package.

The Submittal Log may be grouped into packages of detailed Submittals. A Submittal
Package can be thought of as a folder holding a group of detailed submittals. Only high-level
information needs to be entered on the Submittal Package — details are entered in the submittal
documents. Packages can be organized by CSI, Vendor, type of work, etc.

NOTE: Drawings and other documents can be attached to Submittals via the Attachments
process outlined at the end of this document.
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1
. _____________________________________________________________________________________________________________________________|
B. Setting the Submittal Coordinator
The submittal coordinator is the person who is responsible for making sure that submittals
from contractors are forwarded to team members on a timely basis. There can only be one

submittal coordinator set for a project, but the submittal coordinator may be changed as the
project moves from phase to phase.

IMPORTANT: If you do not have access to SDA Data, please contact the SDA Project
Manager to assign the Submittal Coordinator.

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

ORACLE' Primavera Contract Management c

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects hd Workspace:  (My Workspace) - &R
B E %= s

F= Al Projects

[E] 000114 - Number 7, Grant E.S. (Passaic City)
[E] 000487 - Hubbard M.S. [Plainfield)

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

=] 000810 - John Marshall E.5. £20 (Elizabeth) ! High 0 ! High 268
-2 000811 - Elizabeth H 5. (Elizabeth) - Normal 0 * ] 0
-] 000702 - John F. Kennedy H.S. (Paterson)
-EE] 010082 - Mew pre K-8 #27 (Elizabeth) ) Low o 4 Low
-EE] 010020 - Mew pre K-8 #28 [Elizabeth)
-[E] 010081 - Dr. Albert Einstein #28 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM EDT
[E] 010522 - New MS {01} {Long Branch)
[l 010554 - Memorisl H.5. (West New York)
[E] 010558 - Number 3 E.5. (West New York)
-EE] 010857 - Number 4 E.S. (West New Yord) Prepare Reports ) Prepare Reports )
-] 010553 - Mumber 2 E.5. (West Mew York)
-EE) 019582 - Union Sity ECE (Schlemm) B 01 - Project Ststus Report - External Use (r ... Bl 01 - Multi-Project Pending Payment &
B 010571 - [DF] Union City HS & Athletic Complx
- 010580 - Number 24 E 5. (Jersey City)

EE] 010581 - PS #20 {Jersey City) ) 02 - Issues Log by Project (r is Oisda all) [Y 24 - school Type Report - Regional (m proj sc...
@ 010587 - ECC 03 (Jersey City)
= 010582 - ECC 13 (Jersey City) Bl 26 - Multi-Project CCD Report - Executed in t...
E 010584 - ECC 14 (Jersey City)

-EE] 010587 -ES 2 (Jersey City)

-] 010610 - Phillipsburg Early Childhood Center

-FE] 010817 - New Science Fark HS (Newark)

- 010618 - New First Avenue [Newark) =
<7 M ] »

Actions = % & Alerts !&1 % (<)

[E

(1]

B 01 - single Project Status Report - Internal ... B 02 - Multi-Project Dailv Reports - Past 7 Day...

Primavera Contract Management J/ Trusted sites | Protected Mode:
———— T e == =

2. Select your desired project.

‘Contract Management Control Center

| idlirojects = Workspace:  [My Workspace) - A

B®B|% = 4

; Actions 28e Alerts il
(#-(Z] Project Informaticn

[ Communica tion

(£ Contract Information ' : =

- 0 a 268
|- Less High High
i @[3 change Order Management ¢  Normal 0 ¢  Normal o

0000000000000 ]
-
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3. Right click on the Project name and choose SDA Data from the displayed menu, or click
the icon on the menu.

Contract Management Control Center

(£ communicstion

(2 Logs

[ e

00V - Arthur L Johnson HS (Clark Traseeticl

Project Information
(£3 contract Information

[£2 change Order Management
- 04000W - Valley Road E.S. (Clark Tow)
- 5] 040081 - Ellictt Street E.3. (Newark)

SDA Data

s

Project Access

Project Administrator High
Default Field Values Normal
Dictionaries Low

Warkspace: (My Wurkspacéj
2% *@ Alerts
! High 304
* Normal 0
4 Low 1

4. Click the Key Parties tab. If not already selected, click the select button next to Submittal
Coordinator field to select or change the name in this field using the contact list provided.

SDA Data

help
| spelling J [ Print ] [ Advanced print__|
[ Genaral " Datails ” Cnmpamaﬁl Key Partias I Default Ovmars ” Communication ” Currancy ” Schadula ” Contracts/POs >

Your Company *
Company Role
Owner

General Contractor
Design Consultant *

an

PMF/CM Project Manager

— < bmittal Coordinator *

Project Officer Controls

SDA Project Manager

*Required

Dandk Construction Co, Inc

Epic Management, Inc.
Brian Farley

New Jersey Schoals Development|
Auth =)
To Be Determined

New Jersey Schools Development
utl

Theresa Vallely

New Jersey Schools Development

Auth

u
Theresa vallely

New Jersey Schools Development | [ )

QOwner v

New Jersey Schools Development | ) s

[

Tetra Tech Engineers, Architects | [

=] X

=) X

=] X

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

Ul
SDA Data help
\ Spelling | | Print | | Advanced Print |
| General || petails | companies | Key Parties || Default Ovners || communication || Currency || Schedule || CantractstPos || [+

Your Company *
Company Role
Owner

General Contractor

Design Consultant *

PMF/CM Project Manager

Submittal Ceordinator *

Project Officer Controls

SDA Project Manager

* Required

New Jersey Schools Development

&

Auth

Cwner A

New Jersey Schools Development

Auth E X

DandK Construction Co, Inc

[ X
Tetra Tech Engineers, Architects

and E

Epic Management, Inc.
Brian Farley E X

New Jersey Schools Development
Auth
Jennifer Irizarry

=]

New Jersey Schools Development

=) %

Autl
Theresa Vallely

New Jersey Schools Development
Auth
Theresa Vallely

(B
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Creating Submittal Packages

A list of standard Submittal Packages and Submittals will be imported into each project as it is
created.

The standard Submittal Packages include:
Bidding and Contract Award Phase
Project Close Out Phase
Construction Administration Phase
Construction Document Phase
Design Development Phase

Post Occupancy Review Phase
Schematic Design Phase

To create additional Submittal Packages perform the following steps.

1.

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

iAll Projects -

BE %

| dh

All Projects

E=l 000114 - Number 7, Grant E.S. (Passsic City)
=l 000467 - Hubbard M.S. (Plsinfield)

=] 000804 - Peterstown E.S. #3 (Elizabeth)

-[E] 000810 - John Marshall £ 5. #20 (Elizabeth)
-[E] 000811 - Elizabeth H.5. (Elizabeth)

-[E] 000702 - John F. Kennedy H.S. (Paterson)
-[E] 010083 - New pre K-8 #27 (Elizabeth)

=] 010090 - New pre -8 #28 (Elizabath)

=] 010097 - Dr. Albert Einstein #29 (Elizabath)
E=l 010522 - New MS {01} (Long Branch)

=l 010554 - Memorial H.5. (Wast New York)
-[E] 010588 - Number 2 E.5. (West New Yort)
-[E] 010557 - Number 4 E.5. (West New York)
-[E] 010583 - Number 2 E.5. (West New York)
-[E] 010562 - Union Gity EGG (Schlemm)

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

o »

=l 010580 - Number 24 E.S. (Jersey City)

E=l 010581 - PS %20 (Jersey City)

=l 010587 - ECC 03 (Jersey City)

E= 010593 - ECC 13 (Jersey City)

-[E] 010584 - ECC 14 (Jersey City)

-[E] 010587 - ES 2 (Jersey City)

-[E] 010810 - Phillipsburg Esrly Ghildhood Genter
-[E] 010817 - New Science Park HS (Newark)

Workspace:  (My Workspace)
Actions E % Q Alerts
! High 0 ! High 268
* Normal o * Normal 0
Low o 4  Low 0
Last System Refresh: May 29, 2012 1
Prepare Reports % Prepare Reports

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

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

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

B 01 - Multi-Project Pending Payment R

-~ & #
LLIE-SC)

:00:25 AMEDT

B 02 - multi-Project Daily Reports - Past 7 Day...

1 24 - School Type Report - Regional (m proj_sc...

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

-2 010818 - New First Avenue (Newark) -
<7 I ] >
Primavera Contract Management J/ Trusted sites | Protected Mode:
———— T e == =

2. Select your desired project.

‘Contract Management Control Center

All Projects

B

(L Project Information

£ Communica tion

(£ Contract Informatian
(2 Logs

77] Change Order Management

B}

Actions
! High 0
* Normal 0

Waorkspace:

Alerts

&N

E:

(My Workspace)

- w2
N
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3. Open the Logs folder (a list of subfolders will display) and select Submittal Packages.

- [8] submittals
- @ Materisls
- [ Daily Censtruction Rpts
- @ Insurance

- [#] Punch Lists

4. The Submittal Package log displays. This log shows that custom Submittal packages
have already been added. Click the Add Document button to add a new Submittal
package.

Control Center > Submittal Packages
Submittal Packages Sélect an action... - Find '3:; Layout: <my‘|‘ay0ut>
| Title Package Total Items Submitted Approved Unapproved | Receiu
Iﬁ % Bidding B Contract Award Phase BIDCOMN a a o 0
Ig % Project Close Out Phase CLOSEQUT [a] ] o o
@ Iﬁ % Construction Administration Phase CONADMIN [} o o (]
@ Ig’ % Construction Document Phase CONST o a} o 0
E Ig % Design Development Phase DESIGN o a o o
@ % Post Occupancy Review Phase POSTOCC [} o ) 0
Iﬁ @ Schematic Design Phase SCHEM o o o o

5. The Submittal Package screen displays. It is divided into several sections:

Control Center > Submittal Packages L * Submittal Package
New Submittal Package Select an action... A
|' General ]|’ Status ]|’ Workflow Template N’ Submittals 1( Schedule 1( SDA Data “’ Issues “’ Attachments ]
o
Package * Il
Contract <none selected= E X
[
* Required 57
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A. General Tab

Control Center > Submittal Packages L > Submittal Package

New Submittal Package Select an action... -

f General ] Status ]( Worlflow Template ]( Submittals }|’ Schedule }|’ SDA Data ][ Issues }|’ Attachments ]

Package * UST DOC -

Title Underground Storage Tank Documents

Contract Construction (NT-0032-C02) X

oFgle

m

* Required =

e Package — Enter a unique package number (this is a required field).

e Title — Add a title for the package. Title should reflect overall summary of all individual
submittals in this package.

e Contract — Reference a contract, if applicable. Use the select button next to the field to select
a contract.

B. Status Tab

Control Center > Submittal Packages Log > Submittal Package

New Submittal Package Select an action... -

General || status I Waorkflow Template ]|' Submittals ]|' Schedule ]|' SDA Data ][ Issues ]( Attachments ]

Ball in Court <none selected> El
Priority Mormal -
Status -

Required Start

Crlo«

Required Finish

Total Items 0
Submitted 0
Approved 0
Unapproved 0
% Complete 0%

L == ————
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e Ball in Court - If desired, the Ball in Court can be set at the package level. Click the
select button next to the field to select a name.

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

e Status — Select New Item from the drop down box. Later, the status should be set to
Closed when all submittals referenced in the package have been reviewed.

e Required Start / Required Finish — Contract Management calculates the values for these
fields based on the earliest Required Start date and the latest Required Finish date of all the
submittals in the package. These dates define when this package should be completed.

e Total Items/ Submitted / Approved / Unapproved / % Complete — Contract
Management automatically calculates the values for these fields based on the information
entered for all the submittals in the package.

C. Workflow Template Tab

New Submittal Packggg Select an action... -

VA ( Genera | ]( Status | Workflow Template || Submittals ][ Schedule }[ SDA Data ][ Issu

|[ Attachments |

as
A =
| Received from <none selected=> =
ennifer Irizarry (Submittal Coordinator]
&y
— | Sent to <none selected= EI
|_\J
Returned by <none selected= EI
ennifer Irizarry (Submittal Coordinator
| Forwarded to <none selected> EI
—

|__sve [} Cancel |

The names for each reviewer will be established in this section.

NOTE: Setting the workflow on the Package allows it to be copied to each Submittal item
created within the Package. It can be modified on an exception basis as required.

e Received From - Click the select button next to the field to select the contact from whom
you will receive the submittal package.

e Sent To - Click the select button next to the field to select the contact you will send the
submittal package to.

e Returned By - Click the select button next to the field to select the contact who will return
the submittal package to you.

e Forwarded To - Click the select button next to the field to select the contact you will
forward the submittal package to.
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D. Submittals Tab

The actual tracking of Submittal dates, status and distribution is done at the detailed Submittal
level. Detailed Submittals may be viewed and created through their packages, or directly
through the Submittal Log.

It is recommended that you finish creating the Submittal Package first, then create the
individual Submittals. See Section Il of this document for instructions on creating Submittals
for a single reviewer, or Section IV for instructions on creating Submittals for multiple
reviewers.

E. Schedule Tab

Important: If no schedule has been linked to this project, this option will not be available.

New Submittal Package Select an action... -
(r——
ﬁ f General ]f Status ]F Workflow Template ]r Submittals I| Schedule ‘I SDA Data ]r Issues ]r Attachmants ]

Details Activity ID

= &

OFD

|__sve ]l concel |

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

e Activity ID — Click the select link on the right side of the screen to choose a scheduled
activity from the Select Activity dialog box.
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F. SDA Data Tab

New Submittal Package Select an action... -
Az [ General W Status ]( Workflow Template ][ Submittals ]f Schedule IJ' SDA Data )I Issues W Attachments ]
)
Description ol
This packages includes submittals related to the discovery of an underground storage tank at the construction site.| -
:
h

e Description — Enter an applicable description for this submittal package.

G. Issues Tab

Control Center > Submittal Packsges Log > Submittal Package

New Submittal Package Select an action... -

[ General |[ status || Workflow Templat= || Submittals |[ Schedule |[ DA Data [ Issues || Attachments

:: Link |

Issue Title and Code

SR

e If this Submittal Package relates to an Issue that was previously entered in the Issues log,
it can be linked to this package. Click the Link button and choose the desired issue from
the dialog box.
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H. Attachments Tab

Control Center > Submittal Packages Lt > Submittal Package

Submittal Package: UST DOC | Underground Storage Tank Documents  Select an action... -

[ General W" Status ][ Workflow Template ][ Submittals ]|' Schedule ]|' SDA Data W" Issues IT Attachments WI
——

P asacnFis | Attach URL |
r ‘ Attachment ‘ Subject | File Size ‘ Date Attached | Attached By

Cre(<

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

¢ 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
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The Choose File window will display. Navigate to the desired file location, click on the

[
file to highlight it, and click the Open button.
f & Choose File to Upload g‘
QQ [ Desktop » = [ %2 [ Search Desktop o]
Organize = New folder B~ O @
B |~ I_Ej Microsoft Werd 97 - 2003 Docum... -
B Desitop @_Jj esat Word 3 - 2008 Dacun.
4 Downloads — 730 K'-E
&) Recent Places . Remote NISDAGOV
= Internet Shortcut
4 Libraries 115 bytes
@ Documents ‘ report
J} Music Adobe Acrobat Document ‘
|2 Pictures R 21336 KES z
section 3a updates
B videos @ _ﬁ Microsoft '.“.E:rcl 97 - 2003 Docum...
== 336 KB
18 Computer - ]
£, Local Disk (C) IE@ ;‘::EeEmMEi\I;h:rtcut i
I G jirizarry (W\sanfsy = 118 bytes <z
File name: report M Jv
[ Open Iv [ 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.

& https://dev2pe.njsda.gov/ - Attach File - Windows I‘ntemerExpl_orer- e
Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse...
— SUbject Report

Location NISCCTRN-Attachments

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

ey ey e

1
|
Created: 5/3/07

Contract Management User Manual Page 14 of 93
Section 22 — Submittal Packages and Submittals Revised: 12/12/12



e The attached file will display in the Attachments section.

Submittal Package: UST DOC | Underground Storage Tank Documents  Select an action... -

@‘ [ eneral |[ status || workflowTemplate || submittals |[ Schedule |[ 5DA Data |[ 1ssuss |[ Attachments |

[ Attach File | | Attach URL |
& | Attachment | Subiject Location ‘ File Size | Date Attached | Attached By
> @ = report.pdf report 0850-005-04-000V 33 KB Nov 5, 2012 Jennifer Irizarry JErmOvVE

S

6. When completed, click the Save button at the bottom of the screen to save the package
information.

Submittal Package: UST DOC | Underground Storage Tank Documents  Select an action... -

r General ]|' S ]|' PR T ]|' Shbmitials ]|' S fitiies ]|' SDA Data ]|' Issues ]|' Attachments )

»

Package * UST DOC i

Title Underground Storage Tank Documents

Contract Construction (NT-0032-02) | [] ¥

cEE®

m

* Required
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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

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

Add Document
Delete Document
Version Document

a

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

Do you want to version this document?

L_ves ] ___no |

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

Submittal Package: UST DOC | Underground Storage Tank Documents  Select an action... -

[ General ][ Status ][ Waorkflow Template ][ Submittals ][ Schedule ][ SDA Data ][ Issues ][ Attachments ]l’ Versions ]

[ show all versions
= versin [ pccat =

B 1o Jennifer Irizarry Nowv 5, 2012 11:11 AM
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IV. Creating Submittal Packages with a Single Submittal

It is recommended that you create Submittals from their associated Submittal packages so that
the links between the two are properly established.

1.

If necessary, find the applicable Submittal Package. Once logged into Primavera, the

Contract Management Control Screen displays (as shown).

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Canter

Al Projects iw

[ oo0114-
E 000467 -
[E] ooos04 -
- & 000810 -

Number 7, Grant E.S. (Passsic City) |
Hubbard M.S. (Plainfield)
Peterstown E.S. #3 (Elizabeth)
John Marshall E.S. #20 (Elizabeth)
- Elizabeth H.5. (Elizabeth)
Jahn F. Kennedy H.S. (Patersan)
-] 0100889 - New pre K-8 #27 (Elizabeth)
010090 - New pre K-8 #28 {Elizsbsth)
010091 - Dr. Albert Einstein #29 {Elizsbath)
[ 010522 - New MS (x01) {Long Branch)
[ 010554 - Memorial H.S. (West New York)
-] 010558 - Number 2 E.5. (West New York)
- [E] 010557 - Humber 4 E.5. (West New York)
- [E] 010558 - Humber 2 E.5. (West New York)
-] 010562 - Union Gity ECG (Schiemm)

[am] »

- & 000811
- [E] ooo7oz -

Actions
! High 0
* Normal ]
4 Low 0

Prepare Reports

2Ne

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

Workspace: (My Workspace) RS-
Alerts !ﬂ'p % Q
! High 268
* Normal o
4 Low 0

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

Prepare Reports

B

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

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

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

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

[=] 010581 - PS #20 (Jersey City)

[ 02 - Issues Log by Proiect (r_is O1sda all)

[ 24 - school Type Report - Reqional (m _proi_sc...

[ 010587 - ECC 03 (Jersey City)
[ 010593 - ECC 13 (Jersey City)
-] 010594 - ECC 14 (Jersey City)
-[E] 010597 - ES 2 {Jersey City)
-] 010810 - Phillipsburg Early Ghildhood Genter
-] 010817 - New Science Park HS [Newark)

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

- [E] 010818 - New First Avenue (Newsrk) o
4« [ ] »

Primavera Contract Management

f Trusted sites | Protected Mode:

——— ™

2. Select your desired project.

‘Contract Management Control Center

All Projects

B8 = B

e e &= 04000V - Arthur L Johnson HS {Clark Township)
[ Project Information

-[Z] Communication

-[(] Contract Informatian

-] Logs

-[] Change Order Management

Actions

- Normal

Workspace:  (My Workspace) - % =} ‘
ZINE  Alens N
! High 268
L4 Normal 0

3. Open the Logs folder (a list of subfolders will display) and select Submittal Packages.
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4. The Submittal Package log displays. Locate the desired Submittal Package from the log
and click the title (blue link) to open the package.

Control Center > Submittal Packages
Submittal Packages Select an action... = Find BQ Layout: <my layout=

| Title Package Total Items Submitted Approved Unapproved | Receiu
Igg # Bidding & Contract Award Phase BIDCON o o o 0

=

a Igg ® Project Close Out Phase CLOSEOUT o o o 0

Ig © Construction Administration Phase COMADMIN o o o [a}

g # Construction Document Phase CONST 0 0 0 0
Iﬁ #® Design Development Phase DESIGN o o o 0
Ig # Post Occupancy Review Phase POSTOCC o 0 0 o
Iﬁ # Schematic Design Phase SCHEM o o o 0
Ig % Underground Storage Tank Documents UST DOC o o o o

5. When the package opens, click the Submittals tab and click the Add button to add a single
submittal.

Submittal Package: UST DOC | Undergro k Documents  Select an action... -

@ |' Gl ]|' Status ]|' ek fio e ket lf Submittals || Schedule ]|' SDA Data )|' o )[’ BEarhe i ][ TR ]

|.b Add | [_Add Multiple Submittals | [ uUpdate Package |

s ‘ bmi Date Forwarded | Ball in Court BIC Contact Received

Date Received | Date Sent | Date Returned Status

©=lg

4 m [

r
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6. A new submittal document is created with data from the Submittal Package document. ON
the General Tab, the Submittal* field has been pre-populated with the title from the
Submittal Package plus the document number. In the example shown, UST DOC is the
title from the Submittal Package, -001 indicates that this is the first document in the
package. This number will increment with every document which is added to the package.

Control Center > Submittals Log > Submittal

New Submittal Select an action... ~

@I (ml Status ]( Workflow ]( Review Cycles ]|’ Schedule ]|’ Details Wr Issues ]|’ Attachments W

Package Underground Storage Tank Documents (UST DOC ) EI X
@-{Pswmiﬁa\ # UST DOC -001
Title Underground Storage Tank Documents

Number 10

Category -

Type -

Required Start ﬁ

Required Finish ﬁ

Latest Review Cycle

Held 0
Elapsed 1]
Overdue 0
* Required
[ s ] conel )
L = = |
7. If necessary, change the information in the Title field.
Control Center > Submittals Log > Submittal
New Submittal Select an action... ~
General |[ Status || Workflow || Review Cycles |[ Schedule |[ Details || issues |[ Attachments |
A2
Package Underground Storage Tank Documents (UST DOC ) EI b4
Submittal * UST DOC -001
@»Title Underground Storage Tank Documents
Nurmnber 10
Category A
Type -
Required Start ﬁ
Required Finish g
Latest Review Cycle
Held 0
Elapsed a
Overdue 0
* Required
[_sve ] conet I
L = =]
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8. If the system has not generated the correct document number in the Number field, you will
need to change the number.

Control Center > Submittals Log > Submittal

New Submittal Select an action... ~

Eg [ General |[ status |[ warkfiow | Review Cycles |[ Schedule || Details |[ 1ssues |[ Attachments |

Package Underground Storage Tank Documents (UST DOC ) EI X

Submittal * UST DOC -001
@& Title Underground Storage Tank Documents

Number 10

Category -
Type -

Required Start

ER ER

Required Finish

Latest Review Cycle

Held o

Elapsed a

COverdue o
* Required

L —

9. Choose the applicable Category by making your selection from the drop down list.

Control Center > Submittals Log = Submittal

New Submittal Select an action... -

[ General | status | Workflow || Review Cycles || Schedule |[ Details || 1ssues || Attachments |

Fackage Underground Storage Tank Documents (UST DOC ) \ZI X

Submittal * UsST DOC -001
Title Underground Storage Tank Documents
10

Nurnber
Category T
Type Product Data
X Shop Drawing
Required Start Mock Up
X X Sample
Required Finish Certification
As-Built
Latest Review Cycle Close-0Out
Warranty
Held Test Report
Operation/Maintenance Manual
Elapsed MSDS - Material Safety Data Sheets
Leed
Overdue 1]
* Required
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10. Choose the applicable Type by making your selection from the drop down list.

Control Center > Submittals Log > Submittal

New Submittal Select an action... ~

[ General |[ status |[ warkfiow | Review Cycles |[ Schedule || Details |[ 1ssues |[ Attachments |

Package Underground Storage Tank Documents (UST DOC ) EI X

Submittal * UST DOC -001
Title Underground Storage Tank Documents
10

Number
Category Product Data hd
Type M
Reguired Start Construction
Post-Construction
Required Finish Pre-Construction

Latest Review Cycle

Held o]

Elapsed 1]

Overdue o]
* Required

11. The Required Start and Required Finish are the date ranges required to perform the
reviewing process. Important: You must enter a Required Start date in order for the
system calculated fields to display correctly. Use the calendar icon to the right of each

field to select the dates.

Control Center > Submittals Log > Submittal

New Submittal Select an action... ~

[ General |[ status |[ workfiow || Review Cycles || schedule || Details |[ 1ssues |[ Attachments |

Package Underground Storage Tank Documents (UST DOC ) EI X

Submittal * UST DOC -001
Title Underground Storage Tank Documents
10

Mumber
Category Product Data -
Type Construction -
Required Start Now 1, 2012 ]
Required Finish MNow 30, 2012 ﬁ
Latest Review Cycle
Held o
Elapsed o
Cverdue 0
* Required

Contract Management User Manual Page 21 of 93
Section 22 — Submittal Packages and Submittals

Created:
Revised:

5/3/07
12/12/12



12. The Latest Review Cycle field will automatically display the number of the latest review
cycle taken from the Review Cycles Section. By default, no value will display in this field
until the Review Cycle is established.

New Submittal Select an action... ~
|’ General ]f Status W[ Workflow W[ Review Cycles ]f Schedule ]f Details ]( Issues ][ Attachments ]
7
4 Package Underground Storage Tank Documents (UST DOC ) \zl b4
Submittal * UST DOC -001
Title Underground Storage Tank Documents
S
Number 10
Category Product Data -
Type Construction -
Required Start Nowv 1, 2012 ﬁ
Required Finish Nov 30, 2012 “‘—:‘1"
Latest Review Cycle
Held 0
Elapsed 0
Owverdue 0

13. The Held field is the number of days the Ball in Court contact has held the submittal. By
default, the value for this field will be zero. Contract Management automatically calculates
this value in one of the following ways:

= |f at least one review cycle exists and no dates are entered for any of the cycles, the days
Held is the difference between “today” and the Required Start date.

= |f at least one status date is entered, the days Held is the difference between “today” and
the last status date for the latest review cycle.

= |f no dates are entered and the Required Start is blank, Contract Management calculates
the difference between “today” and the Proceed Date to determine the days Held. Note:
The Proceed Date was entered when the project was created and is located on the SDA
Data screen at the project level.

= |f the review cycle is approved, the days Held is zero.

New Submittal Select an action... ¥

|' General ][ Status N Warldflow }[ Review Cycles ][ Schedule ][ Details ]( Issues ]( Attachments ]

Package Underground Storage Tank Documents (UST DOC ) \zl b 4
Submittal * UST DOC -001
Title Underground Storage Tank Documents

u

Number 10

Category Product Data -

Type Construction -

Required Start Nov 1, 2012 ﬁ

Required Finish Nov 30, 2012 ‘“—:‘1"

Latest Review Cycle

Held 0

Elapsed 0

Overdue 0
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14. The Elapsed field is the number of days the submittal has been open. By default, the value
for this field will be zero. Contract Management automatically calculates this value in one

of the following ways:

= |f the latest review cycle is not approved and at least one date is entered, the days
elapsed is the difference between “today” and the Submittal Preparation Start Date.
= |f the submittal is approved, the days elapsed is the difference between the last date and

the Submittal Preparation Start Date.

New Submittal Select an action... ~

[ Ceneral ][ Status ]( Worlflow ]( Review Cycles ][ Schedule ][ Details }[ lesues ][ Attachments }

Package Underground Sterage Tank Documents (UST DOC ) EI »
Submittal * UST DOC -001
Title Underground Storage Tank Documents

= Number 10

Category Product Data -

Type Construction -

Required Start MNov 1, 2012 ]

Required Finish Mow 30, 2012 ﬁ

Latest Review Cycle

Held o]

Elapsed 1]

Overdue o]

15. The Overdue field is automatically calculated by Contract Management and shows the
number of days by which the review cycle has exceeded the required finish date. By

default, the value for this field will be zero.

New Submittal Select an action... ~

Ve [ General |[ status |[ warkfiow || Review Cycles || Schedule || Details |[ 1ssues |[ Attachments |

Package Underground Storage Tank Documents (UST DOC ) EI »
Submittal * UST DOC -001
Title Underground Storage Tank Documents
= Number 10
Category Product Data -
Type Construction -
Required Start Nov 1, 2012 'ﬁ
Required Finish Mowv 30, 2012 %
Latest Review Cycle
Held 0
Elapsed 1]
) Jverdue 0
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16. Click the Status tab.

Control Center > Submittals Log > Submittal

New Submittal Select an action...

oo |' Status || Workflow 1|' eI 1[ Schedule 1[ Details 1[ _—cc 1[ Attachments ]
A7)

Ball in Court <none selected=>

Priority MNormal -
Status
|

[__sove | cancel |

e The Ball in Court field will be automatically populated by Contract
Management based on the latest Review Cycle. Initially, it will display
<none selected>.

e The Priority field defaults to Normal. If desired, change the value in this
field to High or Low by selecting the drop down box.

e The Status field will be automatically populated by Contract Management
based on the status of the most recent Review Cycle.
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A. Populating the Workflow (Single Reviewer)

1. Click the Workflow tab. If no names were selected at the package level, they can be
entered here.

New Submittal Select an action... =

General |[ status || workflow | Review Cycles W Schedule ][ Details: ]( Issues ][ Attachments ]

7
D Multiple Reviewers I}
| Received from <none selected= EI IX
e
ennifer Irizarry (Submittal Coordinator)
| Sent to <none selected= |:| E
\-5‘ Returned by <none selected> EI
Jennifer Irizarry (Submittal Coordinator)

| Forwarded to <none selected> EI r

e Received From - Click the select button to select the contact ID and initials of the contact
from whom you will receive the submittal.

e Sent To - Click the select button to select the contact ID and initials of the contact you will
send the submittal to.

e Returned By - Click the select button to select the contact ID and initials of the contact who
will return the submittal to you.

e Forwarded To - Click the select button to select the contact ID and initials of the contact
you will forward the submittal to.

2. An example of a completed tab is shown:

New Submittal Select an action...

( General ]( Status W Workflow W Review Cycles W Schedule ][ Details ][ Issues ][ Attachments ]

Multiple Reviewers =
| Received fromAaron Goss ‘ EI X

ennifer Irizarry (Submittal Coordinatar) |

| Sent toLilly Montero ‘ EI X

Returned byLilly Montero ‘ i:l X

ennifer Irizarry (Submittal Coordinater) ‘

| Forwarded toJames Adams ‘EI X
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B. Entering the First Review Cycle

The Review Cycle section is where the specifics are tracked for each cycle of the submittal
including the dates received, sent and the status. If the submittal is not approved, a new
Review Cycle is created to track the next round. There is no limit to the number of Review

Cycles per Submittal.

1. Click the Review Cycles tab and click the Add button to create a review cycle.

New Submittal Select an action...

=]
@

| “ |' enera\ “’ Status ]( Wurkfluwm’ Review Cycles M Schedule ]|’ Details ]|' Issues ][ Attachments 1

m There are currently no review cycles for this Submittal

2. Under the General sub-tab, the first review cycle will display numbered 001 in the Review
Cycle* field. Enter a brief description of the review cycle in the Description field, such as
Initial Review, as shown in the example below.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

001

|' General 1|' Status V Warkflove V Review Cycles ]|' Schedule ]|' Details ]|' _ ]|' T 1

; Revision 001

l[ General i Details ” Distributions ” Issues ” Attachments

Review Cycle®

Description
Received
Sent
Returned
Status

Forwarded

* Required

on

on

on

on

o001

Initial Review|

MNew Item

From Aaron Goss
To Lilly Montero

By Lilly Montero

To James Adams

[_soe ] concel |
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3. Complete the date fields as the document is received from the Contractor or internal
reviewer, and as it is passed from party to party for review. Notice that the To/From names
have been loaded from the selections made in the Workflow.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... =

[ General |[ status |[ workflow || Review Cycles || schedule |[ Details |[ Issues || Attachments |

; Revision 001

[ General ” Details ” Distributions ” Issues ” Attschments
Review Cycle* 001
Description Initial Review|
Received on ﬁ From Aaron Goss
Sent on B To Lilly Montero
4 Returned on ﬁ By Lilly Montero

Status New Item -

\ Forwarded on ﬁ To James Adams

* Required

4. The first date in the Received field represents the date that the submittal was received from
the Contractor or internal reviewer. When this date is entered, the Ball in Court will be set
to the Submittal Coordinator.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

Eg [ General |[ status |[ workflow | Review Cycles |[ Schedule |[ Details |[ Issues |[ Attzchments |

; Revision 001

[ General " Details " Distributions ” Issues ” Attachments
Review Cycle® o001
Description Initial Review
Received on From Aaron Goss
Sent on = Te Lilly Montera
Returned on ﬁ By Lilly Montero
Status MNew Item -
Forwarded on ﬁ To James Adams

* Required
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5. The second date in the Sent field represents the date that the submittal was forwarded by the
Submittal Coordinator to the reviewer. When this date is entered, the Ball in Court will be
set to the reviewer.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

|' General ]|' Status ]( Waorkflovs ]( Review Cycles ]|' Schedule ]|' Details ]|' — ]|' =SS ]

; Revision 001

[ General ” Details ” Distributions ” Issues ” Attachments
Review Cycle® 001
Description Initial Review
Received on Mow 2, 2012 ﬁ From Aaron Goss
Sent on izzs| Lilly Montero
Returned on ﬁ By Lilly Montero
Status MNew Item -
Forwarded on ﬁ To James Adams

* Required

6. The third date in the Returned field represents the date that the reviewer returned the
submittal to the Submittal Coordinator. When this date is entered, the Ball in Court will be
set to the Submittal Coordinator.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

‘ [ General |[ status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attechments |
=

D Revision 001

@, | General ” Details “ Distributions ” Issues ” Attachments

- Review Cycle® 001
Description Initial Review
Received on Nov 2, 2012 ﬁ From Aaron Goss
Sent on  Nov 5, 2012 ) To Lilly Montero
Returned on Nov 19, 2012 = Lilly Montero
Status New Item -
Forwarded on B To James Adams

* Required
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7. The Status field beneath the third date is for the reviewer’s use in noting the status of the
submittal. Updates made to the status here will also be reflected in the Status section of the
document.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

Revision 001

‘ [ General |[ status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attechments |
=

&e

| General ” Details “ Distributions ” Issues ” Attachments
Review Cycle® 001
Description Initial Review
Received on Nov 2, 2012 ﬁ From Aaron Goss
Sent on  Nov 5, 2012 ) To Lilly Montero
Returned an Nov 13, 2012 ﬁ By Lilly Montera
Status New Item -
Forwarded on B To James Adams
* Required

| seve | concel |

8. The fourth date in the Forwarded field represents the date that the Submittal Coordinator
returned the submittal to the applicable party. When this date is entered, the Ball in Court
will be set to the applicable party (either a Contractor or an internal reviewer).

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

E [ General |[ status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attzchments |

Revision 001
[ General ” Details ” Distributions ” Issues ” Attachments

Review Cycle® o001

Diescription Initial Review

Received on Mow 2, 2012 ﬁ From Aaron Goss

Sent on Nowv 5, 2012 fF To Lilly Montero

Returned on Nov 19, 2012 5 By Lilly Montero

Status MNew Item -

Forwarded on James Adams
* Required
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9. Click the Details sub-tab. If applicable, enter the number of Sepias and Prints, enter a
Drawing Date, and include any required comments in the Remarks section.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

[ General |[ status |[ Workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attechments |

€

Revision 001

ol

[ General I[ Details ]I Distributions ” Issues " Attachments

&)

Sepias o Held o]
Prints 0 Elapsed 0
Drawing Date ﬁj

Remarks

blease review this submittal

| save | concel |

10. Click the Distributions sub-tab. If applicable, click the Add button to add additional
contacts who should receive a copy of the submittal. An example of a completed tab is
shown. A pending Transmittal (cover sheet) will be added to the Transmittal queue for each
contact added to the Distributions list. From the Transmittal queue, you can create or print
the transmittals. Section XI of this document will provide instructions on printing
Transmittals for distribution.

Important: If you want to generate a Transmittal, you must add names to the
Distributions tab.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

iz |' General 1|' Status V Waorkflovs V Review Cycles ]|' Schedule ]|' Details ]|' — ]|' =SS 1

=

; Revision 001

[ General ” Details i[ Distributions i Issues H Attachments ]

Add |

e | Distributed to | Date | Copies Remarks Transmit | |

g Andrew Yosha Mov 5, 2012 1 v delete
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12. Click the Issues sub-tab. If this review cycle should be linked to an Issue previously logged
in the Issues log, choose the Link button to select the desired Issue. Note: Issues can also
be linked at the submittal document level.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

|' General ]|' Status ]( Waorkflow ]( Review Cycles ]|' Schedule ]|' Details ]|' Issues ]|' Attachments ]

001

Revision 001

2o«

[ Genersl || Details || D\stributians[‘ Issues ]iAttachmems

|_ Link J
Issue Title and Code

E—
13. Choose the desired Issue by clicking the select link to the left of the Issue name.

| Select Issues help

| P
Issues

Al ABCDEFGHIJKLMNOPQRSTUWVWXY Z Other

select Cracked Foundation (CF1)
ﬁ select Underground Storage Tank {(UST1)
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14. The selected Issue will display in the Issues sub-tab.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

| |' General ]|' Statuscl[:UDrHlaw ]( Review Cycles ]|' Schedule ]|' Details ]|' — ]|' =SS ]

| ; Revision 001

[ General ” Details ” Distributions ” Issues ” Attachments

| Link |

Issue Title and Code

$ Underground Storage Tank (UST1

unlink

T T
|

15. Click the Attachments sub-tab to attach any supporting documentation to this review cycle.
Click the Attach File button. Note: Attachments can also be linked at the submittal

document level.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

[ General | status |[ workflow || Review Cycles || schedule |[ Details || Issues || Attachments |

Revision 001

EEE

[ General ” Details || Distributions ” Issues 'l Attachments ]

|_ Attach File | |_ Attach URL

- | Attachment | Subject

| File Size Date Attached

Attached By

H
|
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16. 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 29, 2012

Attached By Jennifer Irizarry

= Required

17. The Choose File window will display. Navigate to the desired file location, click on the file
to highlight it, and click the Open button.

- B
& Choose File to Upload ﬂ
P
&S [ Desktop » + [ 42| [ Search Desktop o]

Organize = New folder B~ O @
= — | Microsoft Werd 97 - 2003 Docum... .

W[ Favorites
Proposed Training Initiatives
Deskt:
B Desktop @ i Microsoft Werd 97 - 2003 Docum...
4 Downloads = 730 KB

=il Recent Places I RemoteMJSDA.GOV

= f Internet Shortcut

4 Libraries 115 bytes
@ Documents report
J} Music Adobe Acrobat Document
M 336 KB
|2 Pictures =

SECLION Ja updates

E Videos

Microsoft Word 97 - 2003 Docum...
—1 336 K8
18 Computer -

p- WEBMAIL
& Local Disk (C) I_ﬁg Internet Shortcut

G jirizarry (Visanfsty = 118 bytes

File name: report M Tl ']
[ Open Iv] [ Cancel ]

18. Enter the subject and/or name of the document in the Subject field and click Save and Close
to return to the submittal. You can also choose the Save and Add Another button to add
additional documents repeating the same process.

«

Attach File help
Attachment * Ci\Users\jirizarry\Desktop\report.pdf Browse...
_»Subjact Report
Location NISCCTRM-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

N\

oo nd 130 Artber

Contract Management User Manual Page 33 of 93 Created: 5/3/07
Section 22 — Submittal Packages and Submittals Revised: 12/12/12



22. The attached file will display in the Attachments sub-tab.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

[ General || status |[ Workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attechments |

Revision 001

e

| General || Details || Distributions || 1ssues || Attachments |
? Attach File 4k Attach URL J
P | Attachment | Subject ‘ Location | File Size Date Attached Attached By
}@i = report.pdf report 0850-005-04-000V 33 KB Nov 5, 2012 Jennifer Irizarry -l

[ soe ] oo

23. To complete the entry of the submittal, click the Details tab and enter the following
information:

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... -

oo ==k
|’ General “’ Status V Workflow V Review Cycles M’ Schedule || Details |I Issues ]|’ Attachments 1
Az

Items in Submittal 1

Source <none selected> El X
Filed by <none selected> = X
Filed Date i

Drawing
Code
New lersey Schools Development Auth EI
Approved by Jennifer Irizarry
MNew lersey Schools Development Auth
Lilly Montero EI
Approved by
Contract <none selected> ] %

T T |
i

e Items in Submittal — Enter the number of items attached to the submittal.

e Source — Click the select button next to the field to select the name of the contact who
produced the submittal items.

e Filed by - Click the select button next to the field to select the name of the contact who
filed the submittal.
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e Filed Date — Enter the date the submittal was filed by choosing the calendar icon next to
the field.

e Drawing - Enter the drawing number associated with this submittal.

e Code — (optional) If desired, enter a code for this submittal. This information will allow
you to identify this submittal using a code of your choosing.

e Approved By - Choose the select button next to the field to select the name of the contact
who approved the submittal. Enter the approval date in the field provided by choosing the
calendar icon next to the field.

e Contract — If desired, choose the select button next to the field to link a contract to this
submittal. This should be the same contract that was previously selected on the Submittal
Package.

24. Click the Issues tab. If this Submittal should be linked to an Issue previously logged in the
Issues log, choose the Link button to select the desired Issue.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

—
‘l@‘ [ General ]( Status ][ Workflow ]" Review Cycles -”’ Schedule 1( Details I[ Issues |lAttachmem3 1

[ Link |
@J ‘ Issue Title and Code
@

[ save [ Concel |

25. Choose the desired Issue by clicking the select link to the left of the Issue name.

Select Issues help

| Search Add Issue

Issues

All ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

select Cracked Foundation (CF1)
ﬁ. select  Underground Storage Tank (USTL1)
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26. The selected Issue will display in the Issues tab.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

i @ [ General || status |[ workflow || Review Cycles |[ Schedule |[ Details || Issues |[ Attachments |

|_ Link |
@ Issue Title and Code

#® Underground Storage Tank (UST1)

unlink

27. Click the Attachments tab to attach any supporting documentation to this Submittal. Click

the Attach File button. Remember, there may already be attachments to the Review Cycle

and the Submittal Package.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... -~
@ |' General ]" Status ]( Workflow ]( Review Cycles W" Schedule W" Details ]" Issues IJ’ Attachments -]I
e | Attach File | | Attach URL |
@ -~ | Attachment | Subject | File Size | Date Attached Attached By
e}
[ swve N[ concel |
0000000000000 ]
- |
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28. Click the Browse button to navigate to the document you wish to attach.

Attach File

Attachment * [
Subject

Location MNISCCTRN-Attachments +
Date Attached May 29, 2012

Attached By Jennifer Irizarry

" Reauirzd

Browss...

help

29. The Choose File window will display. Navigate to the desired file location, click on the file

to highlight it, and click the Open button.

-
& Choose File to Upload

F i
(s B Desktop »

Organize = MNew folder

3 - — | Microsoft Word 97 - 2003 Docum...
[ Favorites B

=5
+ [ 43 ||| Search Desktap o
- O @

-

@I::gj

18 Computer -

&, Local Disk (C:) E@

Proposed Training Initiatives
Deskt:
B Desktop @ i Microsoft Word 97 - 2003 Docum...
4 Downloads — | 730 KB
il Recent Places )~ " Remote.NJSDA.GOV
E r_e Internet Shortcut
4 Libraries F.l Aot
@ Documents report
J’ Music Adobe Acrobat Document
. M 336KB
|2 Pictures —
E Videos W section Ja updates

Microsoft Word 97 - 2003 Docum...

336 KB
WEBMAIL

Internet Shortcut
118 bytes

«

8 jirizarry (Visanfsty =
File name: report

—

Cancel

[ open |

]

30. 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.

Attach File

Attachment *

Ci\Users\jirizarry\Desktop\report.pdf

help

Browse...

_*Subject Report

Location NISCCTRM-Attachments «
Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required
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31. The attached file will display in the Attachments section.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

@ [ General |[ status |[ workflow || Review Cycles |[ Schedule |[ Details || Issues | Attachments |

| [ Attach File | Attach URL |
@ ¥ 3 Attachment | Subject Location ‘ File Size | Date Attached Attached By

= @-’ @5 = report.pdf report 0850-005-04-000V 33 KB Now 5, 2012 Jennifer Irizarry Li=iEel) =

| save | conce [

32. When all entries are completed, click the Save button at the bottom of the window.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... ~

| General 1" Status ]l’ Workflow ]l’ Review Cycles ]l’ Schedule ]l’ Details -]l' Issues ]l’ Attachments ]
|
Package Underground Storage Tank Documents (UST DOC ) EI x
@ Submittal * UST DOC -001
@ Title Uﬁaergrouna .S.t.orage Tank Documents
Number 10
Category I.:;ruﬂ.u&.aa.fa -
Tvpe Construction -
Required Start Nov 1, 2012 =
Required Finish Now 30, 2012 g

Latest Review Cycle 001

Held -15
Elapsed 3
Overdue -25
* Required
,__— —
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V.  Creating Submittal Packages with Multiple Submittals

It is recommended that you create Submittals from their associated Submittal packages so that
the links between the two are properly established.

1. If necessary, find the applicable Submittal Package. Once logged into Primavera, the
Contract Management Control Screen displays (as shown).

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

iAll Frojects P

& 010817 -
- 010818 -

New Science Pari HS {Newsri)
New First Avenue (Newark) <

Workspace:  (My Workspace) =
B8 %=
e A Projects = Actions sl Alerts Hoth e
-] 000114 - Humber 7, Grant E.S. (Passaic City) |:|
- [E] 000467 - Hubbard M.S. (Plainfield) =
-] 000604 - Peterstown E.S. #3 (Elizabeth) ] ] i
DODE10 - John Marshsll E.5. #20 (Elizabath) ! High 0 !  High 268
[ 000811 - Elizabath H.5. (Elizsbsth) o e 0 ¢  Normal 0
[ 000702 - John F. Kennedy H.S. {Patersan)
[ 010089 - New pre K-8 %27 (Elizsbeth) ) Low o 3 Low 0
- ] 010080 - New pre K-8 #28 (Elizabeth)
- 010081 - Dr. Albert Einstein #28 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AMEDT
-] 010522 - New MS (01} (Long Branch)
- [Z] 010554 - Memorial H.5. (West New York)
-] 010556 - Number 3 E.5. (West New York}
01057 - Numiser & E.S. (West New Yerd) Prepare Reports N Prepare Reports S
[EE] 010559 - Number 2 E.5. (West New ork)
=] 010582 - Union Gity ECC (Schiemm) Y 01 - Project Status Report - External Use {r ... [ 01 - Multi-Proiect Pending Payment Requisitio...
- B 010571 - [DF] Union City HS & Athletic Compl
a GR] Unien ity _Em mebe D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Day...
- ] 010580 - Number 24 E 5. (Jersey City)
-] 010581 - PS #20 (Jersey City) B 02 - 1ssues Log by Project (r_is 0isda all) [& 24 - School Tvpe Report - Reaional (m proj sc...
- [Z] 010587 - EGC 03 (Jersey Gity)
] 010593 - ECC 13 Jersey City) [ 26 - Multi-Project CCD Report - Executed in t...
010584 - ECC 14 (Jersey City)
& 010597 - ES 3 (Jersey City)
] 010810 - Phillipsburg Esrly Childhced Center

« | I ]

Primavera Contract Management

/" Trusted sites | Protected Mod

———— —

2. Select your desired project.

Contract Management Control Center

All Projects -

8 |% = |

_.a 5| 04000V - Arthur L Johnson HS (Clark Township) R Actions
i 7] Froject Information
--[£1] Communication
-[[] Contract Informaticn '
= High 0
| @[ Loas I High
i [-[Z] Change Order Mansgement + Nommal 0

Workspace: (My Workspace) - '% E ‘
2% G Alerts LURCA
!  High 268
* Normal 0

3. Open the Logs folder (a list of subfolders will display) and select Submittal Packages.

(PR S

5-£3 Logs

[} Drawing Sets

[ Drawings
Submittal Packages

[ submittals

[ Matesials

[} Dsily Construction Rpts

@ Insurance

[ Punch Lists
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4. The Submittal Package log displays. Locate the desired Submittal Package from the log
and click the title (blue link) to open the package.

1

Control Center > Submittal Packages
Submittal Packages Select an action... » Find w:g Layout: <my layout=
| Title e Total Ttems Submitted Approved T || e
2 g # Bidding & Contract Award Phase BIDCON o o o 0
E Ig % Project Close Out Phase CLOSEOUT o o o [a}
Iﬁ ® Construction Administration Phase CONADMIN o o o a}
Igi # Construction Document Phase CONST [} o o 0
Ig % Design Development Phase DESIGN [a] o o 2}
@ # Post Occupancy Review Phase POSTOCC [} o o 0
Iﬁ # Schematic Design Phase SCHEM o o o 0
Iﬁ % Underground Storage Tank Documents UST DOC 1 1 0 1

5. Click the Submittals tab and click the Add Multiple Submittals button to add multiple

submittals.

k Documents

Select an action... -

Submittal Package: UST DOC | Undergro
|' General 1|' Status V Wnrkﬂanemp\atei Submittals i Schedule |' SDA Data 1|' o 1|' Attachments ]|' e 1

| et £dcl Multiple Submittals | |

Update Package |

4 | Submittals

Date Sent Date Forwarded

| Status

| Date Received | Date Returned

8 » Underground Storage Tank Documents (UST DOC -001)

Nov 2, 2012 Nowv 5, 2012 Nowv 19, 2012 New Item Nov 20, 2012

©®eB
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6. The Add Multiple Submittals dialog box displays.

e Enter number of submittals to add. This is a required field.

e Contract Management automatically assigns a starting submittal number. This
means that each submittal created will have the same title with an incremented

document number (-001, -002, etc.). Edit this starting number as desired or leave
the default the system provides. This is a required field.

e Select Yes to link previously documented Issues to this document, or choose No.

e Click Next to continue.

F h
@ hitps://devpe.njsdagov/?from=$SUBBto=$SUBEwizardstart=1&packagekey=d73edcbeB60044b9899cc6722a - Windows L. (Ll e

Add Multiple Submittals

How many new Submittals do you want to add to this package? *
L —

» 2

What is the starting Submittal Number? *
P UST DOC -002

Link the new Submittal to the same Issues as the original?
» @ vyes O no

* Required
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7. Enter a title for each Submittal in the Title field.

4

S e £ g g @ s s S
Add Multiple Submittals
Enter Titles for the new Submittals
Submittal No. | Title Category Type
UST DOC -002 Drawing - ~ ren
UST DOC -003 Report - v ren

T

| +

8. Choose a category for each submittal by clicking the drop down list in the Category field.

Add Multiple Submittals

Enter Titles for the new Submittals

Submittal No. Title

Category Type

UST DOC -002 Drawing

UST DOC -002 Report

4

4 4
=]
o o
= 13

Product Data
Shop Drawing
Mock Up
Sample
Certification

Operation/Maintenance Manual
MSDS - Material Safety Data Sheets
Leed

m | 3
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9. Choose a type for each submittal by clicking the drop down list in the Type field

Add Multiple Submittals

Enter Titles for the new Submittals

!

Submittal No. Title Category

= |

UST DOC -002 Drawing

Shop Drawing

UST DOC -003 Test Report

Report

- - renl

- ren
Construction =
Post-Construction
Pre-Construction

.

| G

10. Click the Finish button to create the Submittals.

S i M g e s

4 e e e T8

R
Add Multiple Submittals
Enter Titles for the new Submittals

Submittal No. | Title Category Type

UST DOC -002 Drawing| Shop Drawing ~  Construction ~ ren
UST DOC -003 Report Test Report = Construction ~ ren

4 1

.

-
[
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11. The individual submittals will be displayed in the Submittals tab. They can be opened by

clicking on the blue link of the title name.

Submittal Package: UST DOC | Underground Storage Tank Documents

Select an action... -

|’ General 1" Status ]l’ Waorkflow Template I’ Submittals M Schedule 1"

SDA Data Tl’ Issues Tl’ Attachments N‘ Versions ]

| Add | | Add Multiple Submittals | | Update Package

- ‘ Submittals

| Date Received

| Date Sent | Date Returned | Status

Date Forwarded

%5 » Underground Storage Tank Documents (UST DOC -001)
r% # Drawing (UST DOC -002)
-

L@ » Report (UST DOC -003)

CreB)

I

Mowv 2, 2012 MNow 5, 2012 MNow 19, 2012 New Item

MNov 20, 2013

UnSubmitted

UnSubmitted

12. You can edit the individual submittals if necessary. Fields such as Start and Finish dates,
etc., may be customized for each submittal using the previously described instructions.
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A. Populating the Workflow (Multiple Reviewers)

1. With a Submittal document open, click the Workflow tab. Some of the workflow
information has been copied from the Package workflow.

Submittal: UST DOC -002 | Drawing  Select an action... -

Z) General |[ status || Workflow || Review Cycles ]|' Gebediile 1|' Details ]|' Issues 1|' Attachments }
Az
Multiple Reviewers ]
&
@ | Received from <none selected= | El X
ennifer Irizarry (Submittal Coordinator) |
Kl
| Sent to <none selected= | EI X
Returned by <none selected= | EI X

ennifer Irizarry (Submittal Coordinator) |

| Forwarded to <none selected> | E X

|__save ]| Concel ]

2. To create a set of reviewers within a review cycle, click the Multiple Reviewers checkbox.

Submittal: UST DOC -002 | Drawing  Select an action... ~

@ [ General |[ status |[ workflow |[ Review Cycles |[ Schedule |[ Details |[ Issues |[ Attachments |

Multiple Reviewers

@ | Received from <none selected= | &

ennifer Irizarry (Submittal Coordinator) |

| Sent to <none selected= | EI b
\-F{ Returned by <none selected= | EI X
ennifer Irizarry (Submittal Coordinator) |
| Forwarded to <none selected= | El X
e
. 0000000000000}
______________________________________________________________________________________________________________________________|]
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3. Select the Received from name by clicking the select button next to the field. Repeat the
process with the Forwarded to name. The names for the Sent to and Returned by fields
will be completed as the Multiple Reviewers are selected in the Review Cycle.

Submittal: UST DOC -002 | Drawing  Select an action... ~
[AZ} |’ General 1" Status 1( Workflow -]lr Review Cycles 1" Schedule 1" Details 1" Issues 1" Attachments W

Multiple Reviewers
'* Received fromAaron Goss EI lx

ennifer Irizarry (Submittal Coordinator)

| Sent to <none selected= | EI X
\-P‘ Returned by <none selected= | EI X

\-b{ ennifer Irizarry (Submittal Coordinator) |
——* Forwarded tolames Adams @x

B. Entering the First Review Cycle

The Review Cycle section is where the specifics are tracked for each cycle of the submittal
including the dates received, sent and the status. If the submittal is not approved, a new
Review Cycle is created to track the next round. There is no limit to the number of Review

Cycles per Submittal.

1. Click the Review Cycles tab and click the Add button to create a review cycle.

Submittal: UST DOC -002 | Dra-w Select an action... v
|' General ][ Status ]( Wnrkflnwm Review Cycles \I Schedule ]" Details ]" Issues -“' Attachments ]

There are currently no review cycles for this Submittal

B

@l
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2. Once the Add button is clicked, you will notice that several fields within the Submittal

document have been updated:

e The Sent To and Returned By fields in the Workflow tab now indicate
reviewers are involved.

Submittal: UST DOC -002 | Drawing

Select an action... =

that multiple

[ General |[ status || Workflow |[ ReviewCycles |[ Schedule |[ Details |[ Issues |[ Attachments |

,

Multiple Reviewers

| x
|

| Received from Aaron Goss

ennifer Irizarry (Submittal Coordinator)

[
:I Sent to<multiple reviewers>

Returned by<multiple reviewers>

ennifer Irizarry (Submittal Coordinator)

| Forwarded to James Adams

e A sub-tab called Multiple Reviewers displays in the Review Cycles tab.

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ General || status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attzchments |

T

<

Revision 001
[ 8 ) |
[ General I Multiple Reviewars ]I Details " Distributions H Issues H Attachments
Review Cycle® 001
Description
Received on 2 From Agron Goss
Sent To <multiple reviewers=>
Returned By <multiple reviewers=>
Status
Forwarded on ﬁ To James Adams
* Required

r
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3. Under the General sub-tab, the first review cycle will display numbered 001 in the Review
Cycle* field. Enter a brief description of the review cycle in the Description field, such as
Initial Review, as shown in the example below.

Submittal: UST DOC -002 | Drawing  Select an action... -

|' TR ]|' Status ]( Workflow ]( Review Cycles ]|' Schedule ]|' Details ]|' T ][’ i b ]

7

ol

Revision 001
@ l| General i Multiple Reviewers “ Details H Distributions H Issues H Attachments

Review Cycle® 001
Description Initial Review|
Received on 2 From Agron Goss
Sent To <multiple reviewers=
Returned By <multiple reviewers=>
Status
Forwarded on ﬁ Ta James Adams

* Required

———

4. Complete the date fields as the document is received from the Contractor or internal
reviewer, and as it is passed from party to party for review. Notice that some of the names
have already been loaded from the Workflow section. The first date in the Received field
represents the date that the submittal was received from the Contractor or internal reviewer.
When this date is entered, the Ball in Court will be set to the Submittal Coordinator.

K

Submittal: UST DOC -002 | Drawing  Select an action... ~
|’ General 1" Status 1( Workflow 1( Review Cycles ]" Schedule ]" Details ]" Issues ]" Attachments ]
001

; Revision 001

[ General ” Multiple Reviewars ” Details ” Distributions H Issues H Attachments

Review Cycle® 001
Drescription Initial Review

f Received on From Aaron Goss
Sent To <multiple reviewers=

« Returned By <multiple reviewers=

Status
Forwarded on ﬁ To James Adams

* Required
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5. The information in the Sent and Received fields will be populated when the names for the

multiple reviewers have been chosen in the Multiple Reviewers sub-tab.

=

2o«

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ Genaral ][ Status ]( Warkflow ]( Review Cycles ][ Schadule ][ Details ][ Issues ][ Attachments. ]

Revision 001

[ General ” Multiple Reviewars ” Details ” Distributions H Issues H Attachments
Review Cycle® 001
Description Initial Review
Received on MNov1, 2012 =1 From Aaron Goss
Sent To <multiple reviewers=>
Returned By =multiple reviewers=
Status
Forwarded on B To James Adams

* Required

6. Click the Multiple Reviewers sub-tab and click the Add button.

Submittal: UST DOC -002 | Drawing  Select an action... -

[ S ][ Statns ]( WarkFlow ]( Housam Cyclos ][ Schedile ][ ek ][ T ][ YT ]

Revision 001

General i Multiple Reviewers iDEtE\'S ” Distributions ” Issues ” Attachments ]

add |

- | Reviewer | Sent | Returned | Status | Numb | Held ‘ Elapsed

e ]
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7. In the dialog box, choose the first Reviewer’s name by clicking the select button next to the

field.

Revision Set

Reviewer

Date Sent
Date Returned
Status
Number

Held

Elapsed

Description

=
@

New Item
1
o

o

mn

Remarks

Drawing Date
Reviewer No.

Reviewer Status

- -

8. Enter the date you sent this submittal to the reviewer in the Date Sent field. The Date
Returned will be completed with the reviewed submittal is returned to you.

Revision Set

Reviewer
j Date Sent
Date Returned
Status
Number
Held

Elapsed

Description

New Jersey Schools Development Auth

Claire T=ai-Ochs

Nov 2, 2012 =

i

New Item
1
0
0

hel ~

&

1

Remarks

4

Drawing Date

Reviewer No.

<

I ]

Save and Close ||| Save and Add Another
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9. Select the current Status of the submittal by choosing an option from the drop down list.

A e gAY AN L AL AR 2 ke AR ML EA At s —
Revision Set hel ~
Reviewer New Jersey Schools Development Auth
Claire Tsai-Ochs
Date Sent MNow 2, 2012 ﬁ
Date Returned fiz=|
— St New Item -
Number
Approved as Noted
Held Approved MNoted Resubmit =
Approved il
Elapsed Board Review /[ Approval
L Cancelled
Description Change Mgmt Initiated
Closed

10. The Number field will increment as subsequent reviewer names are added. Do not edit this
field.

Revision Set hel -
Reviewer New Jersey Schools Development Auth
Claire Tsai-Ochs
Date Sent MNow 2, 2012 ﬁ
Date Returned ﬁ
Status New Item -
—— Number 1
Held 0 =
Elapsed 0
Description

11. The Held field shows the difference between “today” and the last status date for this review
cycle. It will initially display zero. The Elapsed field will show the number of days the
submittal has been open for this review cycle. Both of these fields will be automatically
calculated by the system.

Revision Set hel «
Reviewer gzla:ria{i:xg:::;u\s Development Auth EI

Date Sent Now 2, 2012 =

Date Returned ﬁ

Status New Item -

Number 1

Held 0 =
Elapsed o

Description

12. Enter a short Description of the submittal to be reviewed (29 character limit).

Revision Set hel «
Reviewer gf;?r;e;::?:ggﬁsools Development Auth E

Date Sent Mov 2, 2012 ﬁ

Date Returned =

Status New Item -

Number 1

Held 0 =
Elapsed 1]

Description Summary Information

0000000000000 ]
-
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13. Enter any applicable remarks for the reviewer in the Remarks field.

Revision Set hel =
Reviewer New Jersey Schools Development Auth
Claire Tsai-Ochs
Date Sent Mov 2, 2012 g
Date Returned i)
Status New Item -
Number 1
Held 0 = I
Elapsed 0 !
Description Summary Information
—p | Remarks
Please review and advise| -
Drawing Date fzzi) | |
Reviewer No. -
| T | 3
g

14. (Optional) If this submittal is associated with a drawing, enter the applicable Drawing Date.

Revision Set hel
Reviewer gleaviurie;iz‘\ig’;::sno\s Development Auth EI
Date Sent Mov 2, 2012 g
Date Returned g
Status Mew Item -
Number 1
Held 0 E'
Elapsed o] |
Description Summary Information
Remarks
Please review and advise| a

Drawing Date fiz=2]
Reviewer No. -
4 [ ] 3

‘l‘ Save and Close || Save and Add Another
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15. (Optional) If desired, enter the document number this reviewer assigned to the submittal in
the Reviewer No. field. For example, if the reviewer had a log listing the number of
submittals they processed, the reviewer may want to add the log number they assigned to this

submittal.
Revision Set hel
Reviewer g?av;‘r;e;i:{[?;}:‘:o‘s Development Auth EI
Date Sent Mov 2, 2012 ﬁ
Date Returned ﬁ
Status MNew Item -
Number 1
L
Held o =
Elapsed o]
Description Summary Information
Remarks
Please review and advise| -
Drawing Date x| B
Reviewer No. -
4| [ ] 3
L = 4

16. (Optional) If desired, enter the reviewer’s status in the Reviewer Status field using the drop
down box to make a selection. Note: The Reviewer Status field is separate from the Status
field. The overall status of the review still needs to be updated in the Status field.

r Y
& https://dev2pe.njsda.gov/iparentkey=d47b2da05d3d4dfd92cbcc3eld Maction=create - Rﬂllililg
op=mg
LG -
Revi New Jersey Schools Development Auth
eviewer Claire Tsai-Ochs
Date Sent Mov 2, 2012 ﬁ
Date Returned i)
Status New Item -
Number 1
Held 0
Elapsed 0
Description Summary Information
Remarks
Please review and advise -
Drawing Date ﬁ
Reviewer No.
—— FlCviEWEr Status - ™
4 | [ ] 3
= — e —
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17. Scroll to the bottom of the dialog box and click the Save and Add Another button to add
additional reviewer names or click the Save and Close button to return to the submittal.

[ 2 https://dev2pe.njsda.gov/Iparentkey=d47b2da05d3d4dfd92cbcc3eldBaction=create - Revi... @ﬂlﬂ‘
[PR= 5o —— | -
Reviewer gfzau?rée;z:xgg:sools Development Auth E
Date Sent Nov 2, 2012 ﬁ
Date Returned fiz=|
Status New Item hd
Number 1
Held 0
Elapsed 0
Description Summary Information

Remarks B
Please review and advise 4|
Drawing Date A
Reviewer No.

Reviewer Status A I~
4 11 | »
-

18. In the example shown below, two additional names have been added to the review cycle.

Submittal: UST DOC -002 | Drawing  Select an action... -

@ |' Gl ]|' Status ]|' Waorkflow ]|' Review Cycles ]( Schedule ]( Bt ]( T ]( B b e ]
001

D; Revision 001

@ I General ” Multiple Reviewers ” Details ” Distributions ” Issues “ Attachments l

add |
o | Reviewer [sent  [Retuned [status | Number [tield | clansed [ ] |
Ig Claire Teai-Ochs Nov 2, 2012 MNew Item 1 3 4 delete ‘
g Lilly Montero MNov 2, 2012 New Item 2 3 4 delste
E‘f David Magvar 2 Nov 2, 2012 MNew Item 3 3 4 delete

[__sve ]l concel |
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19. The Status field associated with each reviewer must be updated as their review is complete.

Click the edit icon by the desired reviewer. Enter the Returned date, and change the status as
required.

Submittal: UST DOC -002 | Drawing  Select an action... -
|' General “’ Status V Workflow V Review Cycles ]|' Schedule ]|' Details ]|' Issues ]|' Attachments 1
AZ)
001

Revision 001
[ General ” Multiple Reviewers ” Details ” Distributions ” Issues ” Attachments ]

| add

rF's | Reviewer | Sent | Returned | Status | Number | Held | Elapsed | |
> @9 Claire T=ai-Ochs  Mowv 2, 2012 MNowv 13, 2012 Approved 1 1] 12 delete

Ig‘s Lilly Montero Nowv 2, 2012 Nowv 14, 2012 Approved 2 o 13 delete

I—gff David Magvar Mow 2, 2012 Mowv 16, 2012 Approved 3 o 15 delete

20. Under the General sub-tab, the fourth date in the Forwarded field represents the date that the
Submittal Coordinator returned the submittal to the applicable party. When this date is
entered, the Ball in Court will be set to the applicable party (either a Contractor or an internal

reviewer).
Submittal: UST DOC -002 | Drawing  Select an action... -
@ |' T— ]|' Status ]( Warkflow ]( Review Cycles ]|' Schedule ]|' il ]|' e ]|' Attachments ]
’—‘ 001
@ Revision 001
@ | General ” Multiple Reviewsars ” Details ” Distributions H Issues H Attachments
Review Cycle® 001 i
Description Initial Review
Received on Nov1,2012 fF] From Agron Goss
Sent To <multiple reviewers=
Returned By <multiple reviewers=>
Status Approved
Forwarded on l Nov 20, 2012 = ITD James Adams
* Required
A
I ———
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21. Click the Details sub-tab. If applicable, enter the number of Sepias and Prints, enter a
Drawing Date, and include any required comments in the Remarks section.

[Ez
@]

22,

Submittal: UST DOC -002 | Drawing  Select an action... -

[ General |[ status |[ Workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attechments |

Revision 001

[ Ganeral |[ Waltpie Revievers || Detate ] bistioutions || tasues || Atachmerts
Sepias o Held o
Prints o Elapsed 15

Drawing Date

Remarks

Click the Distributions sub-tab. Click the Add button to add contacts who should receive

a copy of the submittal.

Submittal: UST DOC -002 | Drawing  Select an action... -

[ General |[ status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attzchments |

Revision 001

[ General ” Multiple Reviewars ” Detailsm Distributions l Issues ” Attachments ]
’ J

L
>

Add |
a | Distributed to

| Date | Copies | Remarks Transmit | |
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23. The Distribute Submittal dialog box displays. Click the Select button to choose the
applicable names from the contact list.

Important: If you want to generate a Transmittal, you must add names to the Distribution
section.

Distribute Submittal help

Review Cycle 001

Copies |
Remarks

contacts |

[ select |I

Transmit ‘ Distributed to

24. Enter the number of copies in the Copies field and any desired remarks in the Remarks
field. Click the Save button when completed.

r@ https:/fdev2pe.njsda.gov/Imasterkey=98c188e 1 deldd9faaIlebdc] 3b&from=TRO&to=TRD... [EENEEN )
Distribute Submittal help
Review Cycle 001
Copies 1
o
LRemarks For your review
Distribute to these contacts M
[ select |
Transmit | Distributed to N
Andrew Yosha (New Jersey Schools Development Auth) Unselect | [
I ———
I EE——
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25. The contacts you have chosen will display in the Distributions sub-tab. A pending
Transmittal (cover sheet) will be added to the Transmittal queue for each contact added to
the Distributions list. From the Transmittal queue, you can create or print the transmittals.
Section X1 of this document will provide instructions on printing Transmittals for

distribution.

Submittal: UST DOC -002 | Drawing  Select an action... =

( General ]|' Status )|' Waorkflow )|' Review Cycles ]|' Schedule ]|' Details ]|' _— ]|' Attachments ]
001

; Revision 001

General ” Multiple Reviewears ” Details ” Distributions ” Issues ” Attachments 1

L add |

Fy | Distributed to | Date | Copies | Remarks

Transmit | |

Ef Andrew Yosha Nov 5, 2012 1 For your review

v delete

26. Click the Issues sub-tab. If this review cycle should be linked to an Issue previously logged
in the Issues log, choose the Link button to select the desired Issue. Note: Issues can also

be linked at the submittal document level.

Submittal: UST DOC -002 | Drawing  Select an action... ~

|' General ]|' Status ]( Waorkflow ]( Review Cycles ]|' Schedule ]|' Details ]|' Issues ]|' Attachments ]
001

; Revision 001

) |
General | Multiple Reviewars Details Distributions Issues Attachments
(e | o | j

[ Link |

Issue Title and Code
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27. Choose the desired Issue by clicking the select link to the left of the Issue name.

| Select Issues help
| [ semm
Issues
Al ABCDEFGHIJKLMNOPQRSTUWVWXY Z Other
select Cracked Foundation (CF1)
———p ccloct  Underground Storage Tank (UST1) |
|
I
|

28. The selected Issue will display in the Issues sub-tab.

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ General |[ status || workflow || Review cycles |[ Schedule |[ Detsils || 1ssues || Attachments |

’—, 001
@ Revision 001
@ | General ” Multiple Reviewars ” Details ” Distributions " Issues H Attachments
| Link |
Issue Title and Code
9 © Underground Storage Tank (UST1) unlink
N
I ———

I EE——
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29. Click the Attachments sub-tab to attach any supporting documentation to this review cycle.

Click the Attach File button. Note: Attachments can also be linked at the submittal
document level.

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ General || status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attzchments |

Revision 001

5D

[ ¢
| seneral ” Multiple Reviewers || Details ” Distributions " Issu&‘.l’ Attachments ]l
b )
| Attach Fila | Attach URL |
& | Attachment | Subject | File Size | Date Attached Attached By

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

Attach File

Attachment * [

help

Browse...
Subject

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

Attached By Jennifer Irizarry

* Required
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31. The Choose File window will display. Navigate to the desired file location, click on the file
to highlight it, and click the Open button.

. ™
@ Choaose File to Upload u
'

o) ‘- Desktop + - | ‘,| ‘ Search Desktop o]
Organize + New folder (e I @
- — | Microsoft Word 97 - 2003 Docum... i

[ Favorites B

Proposed Training Initiatives
M Desktop 41 Microsoft Word 97 - 2003 Docum...

& Downloads = | 130 kB
= Recent Places f' . Remote.NISDAGOV
E Internet Shortcut
. Libraries 115 bytes

@ Documents report
J) Music Adobe Acrobat Document
) A 335KB
[ Pictures S
Vid P
E s = | Microsoft Word 97 - 2003 Docum...

336 KB

- -

% Computer ) WEBMALL

[ & Locel Disk (C:) |£ Internet Shortcut
8 jirizarry (\\sanfsy ~ 118 bytes

File name: report - i _}'

[ open ||| conca |

g

32. Enter the subject and/or name of the document in the Subject field and click Save and Close
to return to the submittal. You can also choose the Save and Add Another button to add
additional documents repeating the same process.

Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:
—c | bject Report
Location NISCCTRN-Attachments

Date Attached Jun 19, 2012

Attached By Jennifer Irizarry

* Required . Y

[Save 2nd Add Another

0000000000000 ]
-
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33. The attached file will display in the Attachments sub-tab.

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ General |[ status |[ workflow | Review Cycles |[ Schedule |[ Details |[ Issues |[ Attzchments |

Revision 001
[ General ” Multiple Reviewars " Details " Distributions " Issues " Attachments ]

[ Attach File | Attach URL |
e | Attachment | Subject ‘ Location | File Size | Date Attached Attached By
> @ = report.pdf Report 0850-005-04-000V 33 KB Nov 5, 2012 Jennifer Irizarry remove

34. To complete the entry of the submittal, click the Details tab of the document and enter the
following information:

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ General |[ status |[ workflow |[ Review Cycles |[ Schedmelli Details l[ Issues || Attachments |

Items in Submittal 1

ge<€

Source <none selected= EI b4
Filed by <none selected> EI b 4
Filed Date x|
Drawing
Code
MNew lersey Schools Development Auth
Jennifer Irizarry EI X
Approved by
iz |
<none selected> & X

Approved by
oe 1 Nov 16,2012 | £

Contract <none selected= EI X

e Items in Submittal — Enter the number of items attached to the submittal.
e Source — Choose the select button next to the field to open the Select Contact dialog box
to select the name of the contact who produced the submittal items.
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35.C

Filed by — Choose the select link next to the field to open the Select Contact dialog box to
select the name of the contact who filed the submittal.

Filed Date — Enter the date the submittal was filed by choosing the calendar icon next to
the field.

Drawing — Enter the drawing number associated with this submittal.

Code — (optional) If desired, enter a code for this submittal. This information will allow
you to identify this submittal using a code of your choosing.

Approved By - Choose the select button next to the field to select the name of the contact
who approved the submittal. Enter the approval date in the field provided by choosing the
calendar icon next to the field.

Contract — If desired, choose the select button next to the field to link a contract to this
submittal. This should be the same contract that was previously selected on the Submittal
Package.

lick the Issues tab. When this submittal was generated, the option to link the previously

chosen Issues was selected, therefore, an Issue displays in the window. Click the Link
button to choose additional Issues to link to this submittal.

@ tnk |
Issue Title and Code

Submittal: UST DOC -002 | Drawing  Select an action... -

[ o | ][ Status ]( Workflove ]( T }[ Schedule }[ Detailsl Issues || Attachments ]

& Underground Storage Tank (UST1 unlink

v -
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36. Click the Attachments tab to attach any supporting documentation to this Submittal. Click
the Attach File button. Remember, there may already be attachments to the Review Cycle
and the Submittal Package.

Submittal: UST DOC -002 | Drawing  Select an action... ~

[ seneral |[ status | workflow | Review Cycles |[ schedule |[ petails |[ 1ssuel | Attachments |

Attach File | | Attach URL |
@ F | Attachment | Subject | File Size | Date Attached Attached By

37. 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

Contract Management User Manual Page 64 of 93 Created: 5/3/07
Section 22 — Submittal Packages and Submittals Revised: 12/12/12




38. The Choose File window will display. Navigate to the desired file location, click on the file
to highlight it, and click the Open button.

. ™
@ Choaose File to Upload u
o) ‘- Desktop + - | ‘,| ‘ Search Desktop o]

Organize + New folder (e I @
- — | Microsoft Word 97 - 2003 Docum... i

[ Favorites Tl
Proposed Training Initiatives
Deskt: T
M Desktop 41 Microsoft Word 97 - 2003 Docum...
& Downloads = 720 KB
il Recent Places . Remote NISDA.GOV

Internet Shortcut
115 bytes

n

. Libraries
@ Documents report
J) Music Adobe Acrobat Document
) A 335KB
[ Pictures —
H videos @ & section 5a upl!atej
— | Microsoft Word 97 - 2003 Docum...
— | 336 KB
e -
'8 Computer L

g

[ & Locel Disk (C:) |£ Internet Shortcut
8 jirizarry (\\sanfsy ~ 118 bytes
File name: report - i -

[ open ||| conca |

39. Enter the subject and/or name of the document in the Subject field and click Save and
Close. You can also choose the Save & Add Another button to add additional documents

repeating the same process.

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

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

0000000000000 ]
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43. The attached file will display in the Attachments section.

Submittal: UST DOC -002 | Drawing  Select an action... -

[ General |[ status |[ Workflow || Review Cycles |[ Schedule |[ Details || Issues | Attachments |

[ Attach File il Attach URL |
@ e | Attachment Subject ‘ Location ‘ File Size | Date Attached Attached By

g = report.pdf report 0850-005-04-000V 33 KB Nov 5, 2012 Jennifer Irizarry

remove

44. When all entries are completed, click the Save button at the bottom of the window.

Submittal: UST DOC -002 | Drawing  Select an action... -

——

@ | General || status |[ workflow || Review Cycles | Schedule |[ Details |[ Issues |[ Attachments |

Package Underground Storage Tank Documents (UST DOC ) EI »

Submittal * UST DOC -002
@ Title brawing
10

Mumber
Category “Shup Drawing -
Type .Con struction -

Required Start
Required Finish i =z}

Latest Review Cycle o001

Held 0
Elapsed 19
Overdue o
* Required
e
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V1. Updating Submittals, Single Reviewer

Updating Submittals can be done by accessing the Submittals log from the Control Center. You
can also access the Submittal package and navigate to the desired submittal.

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects iw

B % |

Workspace:  (My Workspace) A % =2}

- JPYTE— " i
=% All Project] B Actions 28 Alerts LUTE-MINC)
] 000114 - Number 7, Grant £.5. (Passaic City) |=|
=] 000467 - Hubbard M.S. (Plainfield) 7
[EZ] 000804 - Peterstown E.S. #3 (Elizsbsth) y q
- [E] 000810 - John Marshall E.5. #20 (Elizabeth) & High o 2 High 268
- [E] 000811 - Elizabeth H 5. (Elizabeth) +  Normal T +  Normal T
-] 000702 - John F. Kennedy H.8. (Patersan)
- [Z] 010089 - New pre K-8 #27 (Elizabeth) 4 Low (1] 1 Low 0

010050 - New pre K-8 #28 (Elizabetn)

010091
E 010522 -

010580 -
[ 010581

- Dr. Albert Einstein #28 (Elizsbath)

New MS (x01) {Long Branch)

Number 24 E.S. {Jersey City)

- PS #20 {Jersey City)

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

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

[l 010554 - Memorisl H.5. (West New Yori)
- [Z] 010856 - Number 3 E.5. (West New York)
- [E] 010857 - Number 4 E.5. (West New ‘York) Prepare Reports e Prepare Reports =
- [&] 010558 - Number 2 E-8. (West New York)
- &) 910562 - Union Gity ESE (Sehiemm) B 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment Requisitio...
[ 010871 - [OF] Unicn City HS & Athistic Complx

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

1 02 - 1ssues Log by Project (r_is 01sda all}

[ 010587 - ECC 03 (Jersey City)
[ 010553 - ECC 13 (Jersey City)
[ 010554 - ECC 14 (ersey City)
-] 010597 - ES 3 (Jersey City}
- [E] 010810 - Phillipsburg Esrly Childhood Center
[ 010817 - New Science Park HS (Newark)
- [E] 010818 - New First Avenue (Newark) o
« ] M ]+

[B 24 - School Tvpe Report - Reaional (m proj sc...

26 - Multi-Project CCD Report - Executed int...

J Trusted sites | Protected Mod

Primavera Contract Management
T

S — ¢
2. Select your desired project.
7Gnntra|:t Management Control Center
| Al Projects — = Workspace:  (My Workspace) - |
B % = | |
— - ] v = Actions 2NE Alerts | &
i Project Information
Communication
Contr Infs - -
= L:;:m niermaten ! high 0 ' High 268
1-[£]] Change Order Management * Normal 0 + Normal (]

3. Open the Logs folder (a list of subfolders will display) and select Submittals. You can also
go through the Submittal Package to find your Submittal to edit.

0000000000000 ]
-
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4. The Submittals Log displays. Locate the submittal to be updated by using the navigation or
the Find at the top of the window, then click the Edit document icon to open it.

Control Center > Submittals

Submittals Select an action... ~ l BM1230M3 Find l

Fr
= Layout: <my layo

A. Edit Review Cycle Names

| Title e Submittal Last Edit By

g % Description of Building Exterior Schematic Design Phase (SCHEM) SCHEM-001 Anthony Gilfillan
@ ® Schematic Ed Adequacy Rev Sub Schematic Design Phase (SCHEM) SCHEM-002 Anthony Gilfillan
Ig # Construction Cost Estimate Schematic Design Phase (SCHEM) SCHEM-0032 Anthony Gilfillan
Ig @ Written Site Analysis Schematic Design Phase (SCHEM) SCHEM-004 Anthony Gilfillan
Ig ® Updated Project Milestone Schedule Schematic Design Phase (SCHEM) SCHEM-003 Anthony Gilfillan
Igg # Walue Mamt / Eng Review Report Schematic Design Phase (SCHEM) SCHEM-006 Anthony Gilfillan
Ig @ Schematic Design Drawings Schematic Design Phase (SCHEM) SCHEM-007 Anthony Gilfillan
@ ® Underground Storage Tank Documents Underground Storage Tank Documents (UST DOC ) UST DOC -001 Jennifer Irizarry
I%i @ Drawing Underground Storage Tank Documents (UST DOC ) UST DOC -002 Jennifer Irizarry
g & Report Underground Storage Tank Documents (UST DOC ) UST DOC -002 699

1. To edit the required names in the review cycle, click the Workflow tab and use the select
button next to the field to choose another name. Click the Save button at the bottom of the
window when completed.

®
b

Ble

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

-

[ General |[ status U WorkFlow | Review Cycles |[ Schedule |[ Details || rssues |[ Attachmenti

| Received from Aaron Goss

L

ennifer Irizarry (Submittal Coordinator)

| Sent to Lilly Montero

\-D‘ Returned by Lilly Montero

ennifer Irizarry (Submittal Coordinator)

| Forwarded to James Adams

O

-
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B. Edit Review Cycle Dates

1. To edit the review cycle dates, click the Review Cycles tab and change the desired date
using the calendar icon to reflect the submittal’s progress through the review cycle. As
the dates are entered for the various steps of the submittal process, the Ball in Court is
automatically set to the next person to review the document based upon the workflow.

Click the Save button at the bottom of the window when completed.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action...

General Status Workflow Review Cycles Schedule Details Issues Attachments
|

Revision 001

o€

| General ” Details “ Distributions ” Issues ” Attachments

5

Review Cycle* 001

Description Initial Review

Received on Nowv 2, 2012 {31 From Aaron Goss

Sent on  Nov 5, 2012 =] R Lilly Montero

Returned on Now 19,. 2012 Sl By Lilly Montero

Status New Item -

Forwarded on Nowv 20, 2012 @Tu James Adams
* Required
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C. Enter a New Review Cycle

1. To add a new Review Cycle, click the Review Cycles tab and click the Add button.

General Status Warkflow Review Cycles
!

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... =

Schedule |[ Details |[ tssues || Attachments |

e

Revision 001

2o/

| General ” Details ” Distributions ” Issues ” Attachments

Review Cycle*
Description
Received

Sent

Returned
Status

Forwarded

* Required

w0

Initial Review
Nov 2, 2012
Nov 5, 2012
Nov 19, 2012
-New Item

Nov 20, 2012

=

-

=

=

From

Aaron Goss
Lilly Montero

Lilly Montero

James Adams

2. A new Review Cycle will be created. Notice that Contract Management automatically
increments the number of the review cycle. Additionally, the names entered in the original
review cycle have been carried over into the new review cycle.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... =

[ General |[ status |[ workflow || Review Cycles || Schedule |[ Details |[ Issues |[ Attachments |

Revision 002

Add 002 J001
p——

Review Cycle®
Description
Received

Sent

Returned
Status

Forwarded

* Required

on

on

on

on

ooz

MNew Item

EF EF ER

[ General " Details " Distributions ” Issues ” Attachments

Aaron Goss

Lilly Montero

Lilly Montero

James Adams
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3. To edit the required names in the new review cycle, click the Workflow tab and use the
select button next to the field to choose another name.

Submittal: UST DOC -001 | Underground Storage Tank Documents  Select an action... =

[ General | status || Workflow | ReviewCycles || Schedule |[ Details |[ Issues | Attad!merni

&7

| Received from Aaron Goss EI b4

ennifer Irizarry (Submittal Coordinator)

B

| Sent to Lilly Montero EI b 4
\-D‘ Returned by Lilly Montero [ I
ennifer Irizarry (Submittal Coordinator)
| Forwarded to James Adams EI i
—

-

K =S

4. Click the Review Cycles tab and enter a Description, new review dates and any additional
information as required. When completed, click the Save button at the bottom of the

window.
Submittal: UST DOC -001 | Undq round Storage Tank Documents  Select an action... =
[ General |[ stetus |[ workflow | Review cycles l schedule |[ Details |[ tssu=s |[ Attachments |
002 001
Revision 002
[ General ” Details ” Distributions ” Issues ” Attachments
Review Cycle* ooz
Description Second Review
Received on  Nov7,2012 3 From Aaron Goss
Sent on  MNov 3, 2012 B To Lilly Montera
Returned on g By Lilly Montero
Status New Item -
Forwarded on ﬁ To James Adams
* Required
[ =
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D. Delete a Review Cycle

It may become necessary to delete a Review Cycle due to an error in the information that was
entered. If so, please do not delete anything until you contact the SDA Help Desk for

assistance.
Submittal: UST DOC -001 | Undeg ank Documents  Select an action... v
@ |' Geneat ]|' Gatis ]|' Workflow | Review Cycles l Schedile ][ Details ]( T ]( BEcchiene ]
001
Revision 002
@ | General || petails || pistributions || 1ssues || Attachments |
Review Cycle* 002 ! Delete
Description éecondnli‘ev.l-éw
Received on Nov 7, 2012 g From Aaron Goss
Sent on Now 9, 2012 ﬁ To Lilly Montero
Returned on [ i g By Lilly Montero
Status ﬂew I}:ém hd
Forwarded on i i g To James Adams
* Required
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Updating Submittals, Multiple Reviewers

Updating Submittals can be done by accessing the Submittals log from the Control Center. You
can also access the Submittal package and navigate to the desired submittal.

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

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

shildRplatts = Workspace:  (My Workspace) - B
B A
£~ Al Projectd - Actions a8 @ Alerts Iy & &
-[E] 000114 - Number 7, Grant E-8. (Fassaic City) H
-[E] 000467 - Hubbard M.5. (Flainfisld) =
-[E] 00080+ - Patesiown E.S. #2 (Elizabstn)
[&] 000810 - John Marshall E.S. #20 (Elizabath) ' High o ' High 268
[l 000811 - Elizabath H.5. (Elizasetn) ¢ Normal o ¢  Normal °
[l 000702 - John F. Kennedy H.5. (Paterson)
[E] 010089 - New pre K-8 £27 (Elizabeth) 4 Low 0 4 Low o
-[E] 010080 - New pre K- #28 (Elizabeth)
-[&] 010081 - Or. Albert Einstein #25 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM'EDT
-[E] 010522 - New MS (x01) [Lang Branch)
-[E] 010554 - Memorial H.S. (West New Yor)
-[E] 010556 - Number 2 £.5. (West New York)
(] 010557 - Numbsr 4 E.S. (Wast New Yord) Prepare Reports i Prepare Reports B

[ 010559 - Number 2 E.5. (Wast New York)

[& 010562 - Union City ECC {Schlamm)

-[E] 010571 - [DF] Union City HS & Athletic Complx
-[E] 010520 - Number 24 E.5. (Jersey City)

-[E] 010521 - F5 420 (Jersey City)

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

Y 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...

-[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

J Trusted sites | Protected Mod

——— — —— —

2. Select your desired project.

Contract Management Control Center

All Projects
8 % = &

=M 04000V - Arthur L Johnson HS (Clark Township)
(22 Project Information

(£ communication

(£ Contract Informaticn ]
- [ Logs '

{  [-[Z] Change Order Management +  Normal

= |

-

Actions

Waorkspace:

2%

Alerts

High

* Normal

(My Workspace)

- e
W% @

268

3. Open the Logs folder (a list of subfolders will display) and select Submittals. You can also go
through the Submittal Package to find your Submittal to edit.

e —
£ Logs

@ Drawing Sets

. @ Drawings

[ submittal Packages

@ Materials
[ Daily Construction Rpts
@ Insurance
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4. The Submittals Log displays. Locate the submittal to be updated by using the navigation or
the Find at the top of the window, then click the Edit document icon to open it.

Control Center > Submittals

| Title

® Underground Storage Tank Documents

® Drawing

@ Report

Underground Storage Tank Documents (UST DOC ) UST DOC -001

Underground Storage Tank Documents (UST DOC ) UST DOC -002

Submittals Select an action... l 123 M Find I wmq Layout: <my layo
Package Submittal Last Edit By
Ig % Description of Building Exterior Schematic Design Phase (SCHEM) SCHEM-001 Anthony Gilfillan
@ ® Schematic Ed Adegquacy Rev Sub Schematic Design Phase (SCHEM) SCHEM-D02 Anthony Gilfillan
Ig # Construction Cost Estimate Schematic Design Phase (SCHEM) SCHEM-0032 Anthony Gilfillan
Ig ® Written Site Analysis Schematic Design Phase (SCHEM) SCHEM-004 Anthony Gilfillan
Igg ® Updated Project Milestone Scheduls Schematic Design Phase (SCHEM) SCHEM-D05 Anthony Gilfillan
Igg ® Value Mgmt/ Eng Review Report Schematic Design Phase (SCHEM) SCHEM-006 Anthony Gilfillan
Ig % Schematic Design Drawings Schematic Design Phase (SCHEM) SCHEM-007 Anthony Gilfillan
B
=)
e

Underground Storage Tank Documents (UST DOC ) UST DOC -002

A. Edit Multiple Reviewer Names

Jennifer Irizarry

Jennifer Irizarry

699 I

1. To edit the required names in the review cycle, click the Review Cycles tab, then to the
Multiple Reviewers sub-tab. If a name should be removed, click the delete link next to

that person’s name.

Submittal: UST DOC -002 | Draw g Select an action...

[ General |[ status |[ workflow

Review Cycles Schedule ]( Dietails ]( Issues ]( Attachments ]

Revision 001

2o

| seneral I[ Multiple Reviewers ]lDEtails “ Distributions | Issues ” Attachments |
L <

add |
_~ | Reviewer | Sent | Returned | Status ‘ Number | Elapsed | |
Ef Claire Tsai-Ochs MNov 2, 2012 Nov 13, 2012 Approved 1 15 delete
E‘f Lilly Montero Nowv 2, 2012 Nov 14, 2012 Approved 2 15 delete
Igg David Magyar Nov 2, 2012 Nov 16, 2012 Approved 3 19
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2. Click the Yes button to the question dialog box.

Delete this Reviewer record?

3. The document will show that the name(s) have been removed.

Submittal: UST DOC -002 | Drawing  Select an action... -

|' General ]|' e ]( Warkflow ]( Review Cycles ]|' Schedule ]|' Details ]|' _— ]|' Attachments ]
001

Revision 001

| General || Multiple Reviewers || Details || Distributions || 1ssues || Attachments |

[———
» | Reviewer [ sent |Returned  [status | mumb [Hetd | Etapsed | |
Ef Claire Tsai-Ochs MNov 2, 2012 MNowv 13, 2012 Approved 1 13 19 delete
Ig Lilly Montero Nov 2, 2012 MNowv 14, 2012 Approved 2 13 19 delete

4. To add another name to the review cycle, click the Add button and follow the previously
described processes for adding a reviewer name. When completed, click the Save button at

the bottom of the window.

Submittal: UST DOC -002 | Drawing  Select an action... ~

Eg [ General |[ status |[ workflow | Review Cycles || Schedule |[ Details |[ Issues |[ Attzchments |

; Revision 001

| General || mMultiple Reviewers | Details || Distributions |[ 1ssues || Attachments |

l Add I

T [ sent |Returned  [status  [mumber [Held | Elapsed | |
@9 Claire Tsai-Ochs MNowv 2, 2012 MNowv 13, 2012 Approved 1 13 19 delete
Ef Lilly Montero Nov 2, 2012 Nov 14, 2012 Approved 2 13 19 delete
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B. Edit Review Cycle Dates

1. To edit the review cycle dates, scroll to the Review Cycles section and change the desired
date to reflect the submittal’s progress through the review cycle. Use the calendar icon to
the right of the field to select the desired date. As the dates are entered for the various steps
of the submittal process, the Ball in Court is automatically set to the next person to review
the document based upon the workflow.

- Review Cycles (Laiestis 001, BICis John Rivera)

Add 001
Rieview Cycle ™ 001 Delete |
Description Initial Rewview |
— o on |Oct1,2009 from Corrado Minervini
Sent o <multiple reviewerss
Returned by <multiple reviewers=
Status Mew Item
Forwarded on l:l B2 o James Adams
< Multiple Reviewers - Feview Cycle D01
Add
~  Reviewsr Sent Beturned Status MNumber Held Elapsed
Iﬁ David Barie Oct 9. 2009 MNew ltemn 1 97 105 delete
g Lilly Montero Octd, 2009 Mew ltem 3 97 105 delete
@”7 John Rivera Octd, 2009 Mew ltem 4 q97 105 delete

2. To edit the dates in the Multiple Reviewers section, click on the edit icon to the left of the
desired name and update the date using the previously described processes.

~ Review Cycles (Latestis 001, BIC is John Rivers)

Add 001
Riaview Cyole * oo Delete |
Description Initial Rewview |
Received on |Oct1. 2009 B2 irorm Corrado Minervini
Sent o <multiple reviewerss
Returned by <rnultiple reviewers>
Status Mew [termn
Faorwarded an l:l B2 o James Adams
——) < Multiple Reviewers - Feview Cycle (101
Add
“  Reviewer Sent Beturned Status MNurnber Held Elapsed
David Barie Octd, 2009 Mew tem 1 97 105 delete
Lilly Montero Oct9, 2008 Mew tem 3 97 105 delete
John Bivera Octd, 2009 Mew tem 4 97 105 delete
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C. Enter a New Review Cycle

1. To add a new Review Cycle, scroll to the Review Cycles section and click the Add button.

+ Review Cycles (Latestis 001, BIC is Lilly Montera)

Rewview Cycle * 001 Delete |

Descrigtion Initial Fevisw |
Feceived on |Oct1, 2009 = from Zorrado Minervini
Sent o <multiple reviewers=>

2. A new Review Cycle will be created. Notice that Contract Management automatically
increments the number of the review cycle. Additionally, the names entered in the original
review cycle have been carried over into the new review cycle. However, although the
review cycle indicates that multiple reviewers are involved, the names of the those
reviewers were not carried over. They will need to be manually re-entered.

+ Review Cycles (Latcstis 002 BIC is Lilly Montera)
Add ' 002 001 '

Review Cycle * o0z

Description |
Recetved an l:l [BE] fram  Corrado Minervini \
Sent o <multiple reviewers>
Feturned by <multiple reviewers>
Status
Faorwarded an l:l [B2) \to James Adams )

—— - Multiple Reviewers - Feview Cycle 002
Add

#  Beviewsr Sent Eeturmed Status Number eld Elapsed

3. To edit the required names in the new review cycle, scroll to the Workflow section and use

the select link on the right side of the screen to open the Select Contact dialog box to
choose another name.

- Workflow
hultiple Reviewsrs v
Feceived from Corrado Minervini select clear

L Jennifer lrizarry (Submitial Coordinator)

¥

Sentto <multiple reviewers>

L Fetumed by <multiple reviewerss

L Jennifer [rizarry (Submittal Coordinator)

v

Forwarded to James Adams select.. §olear
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4. Enter a Description, new review dates and any additional information as required using
the previously described processes.

» Review Cycles (Latestis 002, BIC iz Lilky Montera)

Add 002 001

Fewview Cycle 0oz

Description Second Review Cycle |
Received on [Naov1, 2009 B3] from Corrado Minervini
Sent o <multiple reviewers=
Feturned by <rultiple reviewers=
Status
Forwarded on l:l B2 o James Adams

< Multiple Reviewers - Feview Cycle 002

Add

BReviewsr Sent Beturned Status Murnber Held Elapsed

D. Delete a Review Cycle

1. It may become necessary to delete a Review Cycle due to an error in the information that
was entered. If so, scroll to the Review Cycles section, and select the review cycle to be
deleted.

- Review Cycles (Lalestis 002, BIC is Jennifer lrizarry)

Fieview Cycle * o0z Delete |

Description Second Review Cycle |
Feceived on |Maw 1. 2008 B3] fram Corrado Minerini
Sent o <multiple reviewers=>

2. Click the Delete button.

- Review Cycles (Latest is 102, BIC s Jennifer Irzarr)

Add 002 001

Review Cycle 002 | Delete | l

Description Second Review Cycle |
Received on B2 from Corrado Minerviri
Sent o <multiple reviewerss
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3. Click the Yes button on the question dialog box.

& http://pe.njsda.gov/?deletehref=submi... |:||:,E|

Delete this docurment?

4. The document will show that the Review Cycle has been deleted.

~ Review Cycles [Laiestis 001, BIC s Lilly Montera)

Fieniew Cycle * 001 Delete |

Description Initial Fieview |
Received on |Qet1, 2009 B3] from Corrado Minervini
Sent o <multiple reviewers>

Important: Exercise caution when using this functionality. Once a Review Cycle is deleted,
all associated information with that review cycle will be deleted and will need to be manually
reentered.

0000000000000 ]
-
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VIIIl. Editing Submittal Packages

Once a Submittal Package is saved, there are a variety of ways in which to update the information
contained in the Package.

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

All Projects hd Workspace:  (My Workspace) - B
= Actions 2N e Alerts Iy & &
[ 000114 - Number 7. Grant E-S. [Passaic City) H
[ 000487 - Hubbard M.S. (Plainfield) il
[l 000804 - Paterstown E.5. #2 (Elizabatn) ] )
[&] 000810 - John Marshall E.5. #20 (Elizabath) +  High 0 !  High 268
-[E] 000811 - Elizsbeth H.S. (Elizabetn) e  Normal T ¢  Normal o
-[E] 000702 - John F. Kennedy H.8. (Paterson) = —
-[E] 010083 - New pre K-8 #27 (Elizabeth) 4 Low 0 4 Low o

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

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

-[E] 010857 - Number 4 £.5. (West New Vord) Prepare Reports & Prepare Reports oy
-[E] 010588 - Number 2 E.5. (West New York)
-[E] 010882 - Unicn City ECC (Schlemm) B 01 - Project Status Report - External Use (r ... B 01 - Multi-Broject Pending Payment Requisitio...
g 2122‘:} - E:)P' :;'::zt; :JE'&A"’C':;)“C““" [ 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Daily Reports - Past 7 Day...
- - Num 5. (Jersey Ci
[E] 010521 - PS #20 (Jersey City) [} 02 - Issues Log by Project (r is Oisda all) B 24 - sSchool Type Report - Regional (m proj sc...
[ 010567 - ECC 02 (Jersey City)
= 010593 - ECC 13 (Jersey City) B 26 - Multi-Project CCD Report - Executed in t...
<[ 010584 - ECC 14 (Jesey City)
-[E] 010587 - ES 2 (Jersey City)
-[E 010810 - Phillipsburg Early Childhood Center
-[E] 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newark) <
<7 i ] »
Primavera Contract Management ' Trusted sites | Protected Mod
——— T et —= T
Contract Management Control Center
|llifioject ) Workspace:  [My Workspace) - N ‘

BE %= E

SRS 04000V - Atthur L Johnson HS (Clark Township)
(L Project Information

(Z] Communication

- Actions 2% & Alerts I8 &

Contract Informeti - =
EL::: nformation ! Ligh 0 ?  High 268
[£] Change Crder Management * Normal 0 * Normal 1]

3. Open the Logs folder (a list of subfolders will display) and select Submittal Packages.

e J e s

B a Logs
foer @ Drawing Sets
- @ Drawings

Submittal Pack

- [ submittals
- @ Materials
- 8 Daily Construction Rpts

- @ Insurance

-8 Punch Lists

0000000000000 ]
-
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4. The Submittal Package log displays. Locate the desired Submittal Package from the log and
click the edit icon to open the package.

Control Center > Submittal Packages

- _ 2
Submittal Packages Select an action... - Find BS Layout: <my layout=

| Title Package Total Items Submitted Approved Unapproved | Receiv

&

Bidding B Contract Award Phase BIDCON o o o [a}

&

Project Close Qut Phase CLOSEQUT o o o 0

&

Construction Administration Phase CONADMIN o o o 0

&

Construction Document Phase CONST o o o [a}

2p)

@m@m@m@m

&

Design Development Phase DESIGN o o o 0

Post Occupancy Review Phase POSTOCC o 0 0 o

&

Schematic Design Phase SCHEM [a] o o 2}

&

Underground Storage Tank Documents UST DOCS 1 1 o 1 Newle

A. Add Submittals to the Package

1. Click the Submittals tab and click the Add button. Follow the remainder of the steps for
creating Submittals as found in Section 111 (single reviewer) or Section IV (multiple
reviewers).

Submittal Package: UST DOCS | Underngank Documents  Select an action... -

|’ General 1" Status 1( Workflow Template |' Submittals Schedule ]l’ SDA Data 1" Issues 1" Attachments ]

‘ Add | Add Multiple Submittals | | Update Package |

Yy | Submittals | Date Received | Date Sent | Date Returned Status Date Forwarded

%% © Underground Storage Tank Documents (UST DOCS-001) Nowv 2, 2012 Mowv 5, 2012 Mowv 19, 2012 New Item Mow 23, 2012

SEEE
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B. Edit Information in All Submittals Within the Package

1. To update information in all of the Submittals in the Package, click the Submittals tab

and click the Update Package button.

Submittal Package: UST DOCS | Undergr ank Documents  Select an action... -

Schedule || sDA Data |[ 1ssues |[ Attachments |

ﬁ f General 1[ Status V Workflow Template | Submittals

7
—
@ \ Add | [ Add Multiple Submittals |I Update Package I
a Submittals | Date Received | Date Sent | Date Returned Status Date Forwarded
% & Underground Storage Tank Documents (UST DOCS-001] Nowv 2, 2012 Mow 5, 2012 Mow 19, 2012 New Item Mow 23, 2012
< [0 5

2. The Update Submittals in a Package dialog box will display. Begin by selecting the
Submittals you need to update by checking the appropriate check box to the left of the

Submittal name. Click the Next button to continue.

.
{fa' https://pe.njsda.gov/Tmasterkey=d99725af3024d5a8454ed 716 from=$SPKBito= $SUBAwizardstart=1 - Up - Wi... |Ls 1= e

Update Submittals in a Package

Mark the checkboxes for all the Submittals you want to update

@ Select All % Unselect All

Submittal No. Title Status Latest Rew.

UST DOCS-001  Underground Storage Tank Documents  New Item 001

e
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3. Enter the required information in the fields provided. Click the Next button to continue.

p— - . -
Update Submittals in a Package

Primavera will update all the Submittals in this Package with the dates and status you provide below. Only date fields with
values entered will be used.

Received Date |
Sent Date
" Returned Date

Forwarded Date

EEF Ef EE EE

Status -

e e e e

4. Finally, two questions will display:

e The No option will display by default on the first question. It is recommended to leave the
default value so that no previously approved Submittals will be changed.

e The second question will ask if you want to add new revisions or overwrite existing
revisions. It is recommended to leave the default of Add new revisions as needed so that
no previously approved Submittals or revision documents are overwritten. This would
erase the history of the document.

Click the Finish button to complete the updates to the Submittals.
—
Update Submittals in a Package
Primavera will set the dates and status of all the Submittals in Package UST DOCS Underground Storage Tank Documents to
the dates and status you entered.
Do you want to update dates and status for Submittals that are already Approved?
> &) 10
Do you want to add new revisions as needed or to correct existing revisions by overwriting with the dates you have
provided?
P @ Add new revisions as needed
() Overwrite the dates and status of existing revisions
Previous Finish m
1
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IX.

CREATING AND PRINTING TRANSMITTALS

A Transmittal is a cover sheet used when sending project documentation to summarize what is
included in the package, what action is being requested and other package summary
information.

Each time an entry is made in the Send Date or Forwarded Date in a Review Cycle, or in the
Distribution Section of a Submittal document, Contract Management automatically creates a
Transmittal in the Transmittal Queue. The Transmittal Queue dialog box enables you to
generate transmittals based on the revision updates and distribution contacts of your submittals.

Note: The Transmittal Queue will be unique for each project.

1. Scroll to the top of the screen and click the Transmittal Queue link. In this example, three
(3) transmittals have been added to the queue.

ORACLEl Primavera Contract Management Transmittal Queue(3) § Print Search Help Logout

TRAIN--Arthur L Johnson HS (Clark To (04000V) December 5, 2012

Control Center > Submittal Packages Log > Submittal Package

Submittal Package: UST DOCS | Underground Storage Tank Documents  Select an action... -
|'a;e..era| ][ Status ][ Waorkflow Template }[ Submittals ]( Schedule ]( SDA Data ][ e ][ Attachments ][ o ]
Package UST DOCS
Title Underground Storage Tank Documents
Contract » Conetruction (NT-0032-C02)
&l

2. The Transmittal Queue dialog box displays. From this dialog box, you can create
transmittals, print them, and combine transmittal items to the same recipient into one
transmittal.

Transmittal Queue help
[ Create | Create All | Remove | Remove All
Combine Transmittals to same contact Print Transmittals during create

| Company | Contact | Item Description | Description

@ MNew Jersey Schools Development Auth  Corrado Minervini  Submittal Distribution  Dwag: Title: Underground Stor:
= New Jersey Schools Development Auth Jamecs Adams Submittal Item Dwg: Title: Underground Stor;

= New Jersey Schools Development Auth  Manuel DaSilva Submittal Distribution Dwg: Title: Underground Stor:

4 M 3

[
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3. The Combine Transmittals to same contact checkbox will be checked by default. Leave
the default to combine all transmittals that are going to the same contact.

4. The Print Transmittals during create checkbox will also be checked by default. If
desired, leave the default to print the transmittals when you click the Create button.
If you want to print the Transmittals at a later time, deselect the Print Transmittals
during create checkbox. You will need to print these documents directly from the
Transmittal module.

Transmittal Queue help
| cr [ L | B L Bam

et sote 2l SRS auetl
Combine Transmittals to same contact Print Transmittals during create

| Company | Contact | Item Description | Description

@ MNew Jersey Schools Development Auth Corrado Minervini Submittal Distribution Dwag: Title: Underground Stor:
. New Jersey Schools Development Auth James Adams Submittal Item Dwag: Title: Underground Storz ||

. New Jersey Schools Development Auth  Manuel DaSilva Submittal Distribution Dwag: Title: Underground Stor:

E
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5. The buttons at the top of the screen are:

e To create a single transmittal, select the desired submittal for which you want to
create a transmittal by choosing the button to the left of the submittal and click the

Create button.

e To create transmittals from all of the items in the queue, click the Create All

button.

e To remove a single submittal from the queue, click the Remove button.
To remove all of the items in the queue, click the Remove All button.

In the following example, the Create All button was chosen.

Transmittal Queue help

l Create Create All Remove Remove All |

Combine Transmittals to same contact Frint Transmittals during create

Campany Contact Item Description Description
@& Mew Jersey Schools Development Auth James Adams Submittal ltem Dhwgy: Title: Underground Stors

O Mew Jersey Schools Development Auth John Rivera  Submittal Distribution Dwg: Title: Underground Storg
& Mew Jersey Schools Development Auth Lilly Montero Subimittal Distribution Dw: Title: Underground Store

6. After clicking the Create All button, the transmittals in your queue will no longer display.

F B
@ https//penjsda.gov/ - Transmittal - Windows Internet Expl ~ i) [
(2 httpsy//fpenjsda.gov/ - Transmittal Queue - Windows xplorer @ A

Transmittal Queue

Combine Transmittals to same contact Print Transmittals during create

| Company | Contact | Item Description | Description | Drawing No. | Submittal No. | Pkg No. | Time In | User Name

4 T | »

T
- |
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7. Since the default for the Print Transmittals during create checkbox was chosen, a Print
option box displays. Choose the desired printer to get printed transmittals or create an
Adobe PDF file for the output. In the following example, Adobe PDF was chosen. Click

the OK button to continue.

-

- ===

" Current view
" Current page
" Pages ‘ 1-3

subset:  |All pages inrange -

™ Reverse pages

Page Handling
= r

Copies:
‘Fitto Printable Area j

Page 5caling:
W Auto-Rotate and Center

™ Choose paper source by PDF page size
r

[ Print to file

I Print color as black

Printing Tips Advanced

Print
Printer
Neme: | =N ==
Status: Ready Comments and Forms:
Type:  Adobe PDF Converter |Ducument j
Print Range Preview: Composite
* Al 2 85 3

T

ale

Urits: Inches Zoom : 100%

8. To finish creating the Adobe PDF file, choose the desired file location in the Save in field
and provide a file name in the File name field. Click the Save button when completed.

o |

-
Save POF File As ’
N
_m |- Desktop » - | "v,| ‘ Search Desktop 0 |
Organize MNew folder v @
s [ s

T Favorites B “ ) Libraries
Bl Desktop

&4 Downloads

U System Folder
Ll

=l Recent Places  |E Jennifer Irizarry
% System Folder

= Libraries ,
j R [ | Computer
Documsnts LSS System Folder
&' Music )
= Pictures C A . Metwork
B8 videos L System Folder
18 Computer - | badges

TRl 1354718459312

Save as type: [PDF files (*.PDF)

* Hide Folders

e =
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9. The PDF file with your transmittals will display once the creation process is complete.
They can be printed by choosing the Print option from the Adobe PDF screen.

P ™y
) exp_1354718459312.pdf - Adobe Acrobat Pro [E=REER

File Edit View Document Comments Forms Tools Advanced Window Help *

ﬁ Create = E@ Combine ~ @' iﬂ < /' Forms -~ E Multimedia - /‘_? Comment =
O O] 8 /2 (k) | ©8 sx- 5

»

New Jersey Schools Development Auth TRANSMITTAL
| West State Street No. 00002
PO Box 991 I
Trenton, NJ 08625 L
PROJECT: TRAIN—-Arthur L Johnson HS (Clark To DATE: 12/52012
TO: Mew Jersey Schools Development Auth REF: Submittals
375 McCarter Hwy |
Newark, NJ

ATTN: James Adams

WE ARE SENDING: SUBMITTED FOR:
é i I}nm; Apgowal

Leser [T

prinss As Heguesed

CTION TAKEN:
Approved as Submimed
Approwed as Nowed
Heturmed Afler Loan

1|O0O0|O0(O0|=

Chasge Cder O Review asdComment Rt
Plazs Sbnit
Samgiles SENT VIA: Hemarmad
O Specifications Atiched [0 Retarned for Comections
IE (xher: Made firom Ssbmnitual O] Separme CoverVia: Mail [ e tuse
TTEM PACKAGE SUBMITTAL DRAWING REV. ITEM NO. COPIES DATE DESCRIPTION STATUS
SUT USTDOCS USTDOCS-00 001 0 11232012 Dwg: Tide: Undergmand Storage  NEW
Tank Documents Desc: Tnitial
Review

Remarks:
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X.  Monitoring Submittal Status Through Reporting

Submittals usually have a maximum review/response time flow which can be monitored in Contract
Management. Monitoring Submittal status via reports is easy in Contract Management.

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects

o | &

4

B8 %

I= All Projects|

- EZ] 000811

- & 010081

- &) 010871

010581

oject
000114 -
000467 -
[ oooeos -
& ooosta -

-] 000702 -
-] 010088 -
-] 010080 -

010522 -
[ 010584 -
E 010588 -
-] 010557 -
-] 010558 -
-] 010882 -

-] 010580 -

[ 010587 -
& 010593 -
-] 010584 -
-] 010587 -
-] 010610 -
-] 010817 -
- & 010618 -

Number 7, Grant E.S. (Passsic City)
Hubbard M.S. (Plainfield)

Peterstown E.S. #3 (Elizsbsth)

John Marshall E.S. #20 {Elizabeth)

- Elizabeth H.S. (Elizabeth)

John F. Kennedy H.5. (Fatersen)

New pre K-8 #27 (Elizabeth)

New pre K-8 #28 (Elizabeth)

- Dr. Albert Einstein #29 (Elizabeth)
New MS [x01) {Long Branch)
Memorisl H.S. (West New York)
Number 3 E.5. (West New York)
Number 4 E.5. (West New York)
Number 2 E.5. [West New York)
Union Gity ECC (Schlemm)

- [DF] Union Gity HS & Athletic Gomplx
Number 24 E.S. {Jersey City)

- PS #20 {Jersey City)

ECC 03 (Jersey City)

ECC 13 (Jersey City)

ECC 14 (Jersey City)

ES 3 (Jersey City)

Fhillipsburg Early Ghildhood Genter
New Science Park HS (Newark)

New First Avenue [Newark) -

L

I ] »

25l

Actions

- 4 =
| T
=
°

High
Mormal 0
Low

Prepare Reports )

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

Workspace:  (My Workspace) - N

Rullfc

Alerts

4 -
=
e
S
=
=
o

4 Low 0

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

Prepare Reports =

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

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

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

[ 02 - Issues Log by Project (r_is Oisda all)

[ 24 - school Type Report - Regienal (m proj sc...

D 26 - Multi-Project CCD Report - Executed int...

Primavera Contract Management

J Trusted sites | Protected Mod

™ ——n

2. Select your desired project and click the Print button from the upper right portion of the screen.

This is the Advance print function.

Transmittal Queue [Prim:]

ORACLE’ Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects - - Workspace:  (My Workspace) - B
BB %=
_ﬂ 04000V - Arthur L Johnson HS (Clark Township Sl Actions =] % (&) Alerts !&" 'J\\.a @
i [ Project Informaticn
i [~[E] communication
i @[] Contract Informatien ' .
: High o ! g 268
| @[3 Loas 4 High ' High
| [-[I] Change Order Management * Normal o . Normal .
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3. Select either Submittal Packages or Submittals and click the Show button to display a list of
all reports available for that module.

[@ https://pe.njsda.gov/ - Primavera Contract Management - Windows Internet Explorer

Print - Change Management help
Change Management vl Show - Pending Change Order Aging Report (r_co_aging_pend A S
Contracts A 02 - Pending Change Order Aging Report - By Cost (r_co_aging_pend_cost) =1 [Tl
Corr. Received Log 03 - Pending Change Order Aging Report - By PMF/CM Approval (r_co_aging_pend_pmfappr) =]
Corr. Sent Log 8 04 - Pending Change Order Aging Report - Const (r_co_aging_const) 15
Daily Construction Rpts 05 - Pending Change Order Aging Report - Design (r_co_aging_design)
Drawing Sets 06 - Pending Change Order Aging Report Over 30 Days (r_co_aging_pend_over30)
Drawings 07 - Pending Change Order Aging - Over 20 Days since PMF/CM (r_co_aging_pend_over20)
Final Change Documents N0 Mrmimcke —nd —h Lmm (Tenliidne 0 ~nfA_~n AAD co o R deciememdbe) Fe en a0Y
Insurance < m | ¢
Invoices
Issues

| Letters/Doc. Templates
Materials

Meeting Minutes

[_pint ]l prview [Jl et [ sover- [ |

—|Moncompliance Notices
Motices

Payment Requisitions
Permits/DCA Inspections
Procurement/Bids
Project Cost Report
Project Properties
Proposals

Punch Lists

Purchase Orders
Request for Information

m

Flease select a report

et e
Submittal Packages
Submittals
— e
Elepnone Logs
Transmittals —
Trends

4. In the example shown, the Submittals option was selected. Choose your desired report and click
one of the following buttons to generate your report.

Print - Submittals

Submittals vk - Open Submittal Log by Package (r_sb_03sda_open

- Submittals by Package (r_sb_03sda ‘]

- Submittals Status Report by Days Held (r_sb_09)
@ Reports 04 - Submittals Status Report by Days Overdue (r_sb_10)
05 - Submittal Log by Ball In Court (r_sb_08)
) Dunning Letters 06 - Submittal Packages Summary (r_sb_05)

07 - Submittals not Received by Ball In Court (r_sb_07) i
bbb P i el Pambmil L AMPASSADE £ b nat

< I | »

Default Report: r_sb_03sda

Click Print to get a printed output.

Click Preview to see your output displayed in the window.

Click E-Mail to electronically send the output to another user.

Click Save As to save the output to your local computer or other desired location.
Click Close when finished to return to the Control Center screen.
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XI.  Alert Subscriptions

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

1. Tosubscribe to an alert, select the Requests and Access Forms link under the Contract
Management Login section.

2 STATE 0F NEW JERSEY

&) SCHOOLS DEVELOPMENT AUTHORITY

I . PRIMAVERA

Welcome to Contract Manager 12.1
= Bookmark Me!

=P Contract Manager Login: What is New
b Login Attn Primavera Users:
F Login Beguirement E]

b Fequest and Access Forms (Mew User
Lost Password. Delete Request, Others)

We are pleased to announce the release of the new
Consolidated Project Status Report today, August 15th.

Thir ranart wall allrse neare o cnn lemns data radainine ta

2. Select the Alert Subscriptions option.

™ StatE oF NEW JERSEY

¥ ScHOOLS DEVELOPMENT AUTHORITY

7 PRIMAVERA

Please make your selection:

O Mew User

O Lost or Forgot Password

O Modify Access

O Change/Modify User and Contact Info

O Request a Custam Report

(O Request a Letter Template

O Request a Glohal Layout

() Request to Delete a Primavera Document
| &) 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. Choose your desired alert by clicking the Yes box
located to the right of the alert. Click the No box when you no longer wish to receive a
selected alert. To receive the Submittals alert, click the Yes box on the Submittals
Overdue option.

Once all alerts are 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.

Note: There is no limit to the number of alerts you can choose. Customized alerts are not
available.

™ STATE OF NEW JERSEY

ScHOOLS DEVELOPMENT AUTHORITY

= PRIMAVERA

Contract Management Alerts Subscription
S L o 1t 1 .

First Name:

Last Name: Phone: Em

ail:

/

Alert

Change Orders
Due/Overdue

IMeeting Minute tems
Due/Overdue

Safety Notice
Entered

MNew Incident Report
Entered

Drawings Distributed
Today

MNotice to Comply
Due

MNotice to Comply
with Response Not
Complete

Punch List tems Due

Request for
Information {(RFI) Due

Submittals Overdue

Unpaid Invoices

Proposal Requests
and CCDs
Due/Cverdue

Description

Motifies the user if a change order entered will become due or overdue.
These alerts are determined based upon the 'Required Date' field in the
change order. Low Priority = 7 days prior to due date, Medium Priority =
on due date, High Priority = 7 days past due date.

Motifies the user f any business tems within Meeting Minutes madule arej
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

Motifies the user when a new safety violation has been entered.

Motifies the user when a new injury or illness report has been entered.
High priority alert on the date the doc is entered.

Motifies the user of drawings that have been distributed today or if the
drawings sent date is today's date. This is only a medium priority alert.

Motifies the user of any non-compliance notices that are due. This is
determined by the number of days till 'Due Date' field. Low Priority = 5
days prior to due date, Medium Priority = on due date, High Priority = 5
days past due date

Motifies the user of any non-compliance notices that contain a response
but have not been completed. This is determined by the action signature
dates and responded date fields. Low Priority = document open 1 day,
IMedium Priority = document open 7 days, High Priority = document open
14 days.

Motifies the user of any punch list items that are due. This is based on the
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.
Motifies the user of any requests that are due. This is based on the
'Responded Date' field not having been entered. Low Priority = on due
date, Medium Priority = 3 days past the due date, High Priority = 7 days
past the due date.

Motifies the user if a submittal has reached or passed the date entered in
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

Motifies the user of an unpaid invoice. Low Priority = 20 days unpaid,
IMedium Priority = 25 days unpaid, High Priority = 30 days unpaid.
Matifies the user of any CCDs (aka Proposal Requests) that are due. (Th
responded date is not entered.} Low 20-25 days, Med 25-29 days, High
30+

Subscription

OYes ONo

OY¥es ONo

OYes ONo
OYes ONo
OYes OONo

OYes ONo

OYes CONo

OYes ONo

OYes ONo

OYes ONo

OY¥es ONo

OYes ONo

Submit Cancel

NJISDA Home

o R SR A

5/3/07
12/12/12
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5. Once the subscription(s) are set up, alerts will be sent to the user via the Control Center in
the Alerts option box. When the due date for a document approaches, the High, Normal
or Low priority link will become active. Click the applicable priority link to view the alert,
or click the magnifying glass to View All Alerts.

o Actions

o

(]
?  High
* Normal
3 Low

Workspace: (My Workspace) - % @
=R Alerts |8 & <
0 ?  High
0 * Normal
0 4 Low

Last System Refresh: December 5, 2012 1:00:27 AM EST

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

Contiol Center >

Alerts - High

O Construction CO & Info Mig #2_
O » Constuction CO & Info Mtg #2_
O » Construction CO & Info Mtg #2...
O » Construction CO & Info Mtg #2...

Editalens | |
Update ,EI vl ing Minute Business Items due/overdue

s [I{ » Construction CO & Info Mtg #2.__

due 38 days ago
due 38 days ago
due 38 days ago
due 38 days ago
due 38 days ago

@ select all % unselect all

Aly Alsharif
Aly Alsharif
Aly Alsharif
Aly Alsharif
Jerrald A. Randall Jr.

# expand all % collapse all

010968
010968
010968
010968
010968
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