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I. Daily Reports Overview

The Daily Reports document is used to enter project events and progress for that day. This includes
a description of physical conditions, a summary of the work accomplished at the job site, lists of
resources used and delivered, a log of visitors to the site, and a report of any problems encountered
that day. These details are important to help strengthen the overall flow of the daily activities on site,
and will help add clarification in the event of future job related discrepancies.

I1. Populating the Location Section Dictionary at the Project Level

When you add dictionary definitions to fields in Contract Management, the entries appear under the
field columns in drop-down lists. Users can then select the definition from the drop-down list to
apply to the corresponding document.

In order for the dictionaries in the applicable fields of the Daily Construction Report to be populated
with choices, these dictionaries must be entered at the project level prior to the creation of the Daily
Construction Report.

A. Add a Drawing Area

To assist in determining the portion of a project to which a specific area applies, you can define
specific areas such as Lobby, Foyer, Office, and so on. Once you define areas for a project, they are
specific to that project only.

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

ORACLE Primavera Contract Management Change Group  Print  Help  Logout
Welcome, Jennifer Irizarry May 29, 2012
Contract Management Control Canter
All Projects v Workspace:  (My Workspace) - B
B ‘ Zo Sa | &
F= All Project] - Actions 2@ Alerts IR &
‘B 000114 - Number 7, Grant £.8. (Fassaic Sity) |
-EE] 000487 - Hubbard .S, [Flsinfisld) 5
[E] 000804 - Peterstown E.S. #2 ' X ' )
=] 000810 - John Marshall E.S. ! High o !  High 268

EZl 000811 - Elizsbeth H.5. (Eliz:
[ 000702 - Jshn F. Kennedy H
[EE 010089 - New pre K-
-[E] 010080 - New pr= K-
-EE 010081 - Dr. Albert
-E 010522 - New MS [

* Normal 0 * Normal 0

Low (1] 3 Low o

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

Prepare Reports Ne Prepare Reports N

D 01 - Project Status Report - External Use (r ... D 01 - Multi-Project Pending Pavment Reguisitio...

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

Bl 02 - 1ssues Log by Project (r_is Olsda all) B 24 - School Type Report - Regional (m_proj sc...

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

- 010587 - ES 2 (Jemsey City)
[E] 010810 - Phillipsburg Esrly Childhood Center

0000000000000 ]
-
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2. Select your desired project.

‘Contract Management Control Center

All Projects - | Workspace: ﬁMy Workspace) - Q\‘,a =} ‘
5[ % == [
- Arthur L Johnson HS (Clask Township RS Actions 2N g Alerts IR &

(-2 Project Information

(- (Z] Communicatien

[-[Z) Contract Informaticn ] . ] i

0 a 268
i 4 High Ly High
(@ Change Order Management +  Normal 0 ¢  Normal .

3. Right click the project name, choose Dictionaries, then choose Drawing Areas.

Contract Management Control Center

|l P“’JETE ‘ -] Workspace:  (My Workspace)
o=
B %
— PTS—— ]
ns i Alerts
(23 Project Information SDA Data i
(21 Communicstion Project Access
(£3 contract Information X . )
0 Legs Project Administrator High 0 ! High 269
(£ change Order Management Default Field Values Normal 0 . Normal 0
i 04000W - Valley Road E.S. [Clark Tol K
- [E5] 040084 - Ellictt Strest E.5. (Newark) Dictionaries Drawing Areas [k 0 3 Low 0
}- 0400DB - Number 22 E.S. (Jersey Cit| e T ST =
i 0400DC - Alexander D Sullivan #30 § Copy User Access Last Systemn Refresh: July 6, 2012 1:01:
- [E] 0400DD - Number 5 E.S. {Jersey City] Copy T Trdi
- [E] 0400DE - Rafael de J Corderc #37 E! )
- [E] 0400DG - William L Dickinsen HS (Je Copy Compames
~[EE] 0400EE - [EF] Franklin E.5. (Newars) hre Reports % Prepare Reports
- 0400HO - ES #2 (Paterson) Export
-[E] 0400HF - FS #16 ES (Paterson) 1 - Project Status Report - External Use (r ... D 01 - Multi-Project Pending Payment Reqy
- [E] 0400LE - [EP] Maple Avenue E.S. (N Delete Project ' o :
G4DLU - New Esrly Childhood Gent 1 - Single Project Status Report - Internal ... D 02 - Multi-Project Daily Reports - Past 7
- - Mew Early Chil nte .
-[E] 0400MP - [EP] Vailsburg M.S. (Newa User Settings 2 - Issues Log by Project (r iz Olsda all) B 24 - school Type Report - Regional (m_j_|

[ P - T

4. The Drawing Areas screen displays. Click the Add button.

| Drawing Areas help
| Add ‘ | Organize Roys
= Rrea Description
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5. Enter a name for the Area (8 character field) and enter a Description (23 character field). In the
Move Below drop down box, click to choose where to insert the new definition in the drop-down
list. Click Save and Add Another to add additional areas, or choose Save and Close to

continue.

Drawing Areas Detail help =
— o E WING |
> Dl sCription First Floor East Wing|
—Move Below Move To Top - L

* Reguired
T e

6. If multiple rows are entered, when you return to the Drawing Areas box, the Organize Rows
button will be activated (as shown). Click this button to open the Organize Rows dialog box,
where you can set the order in which the categories appear in drawing area drop-down list.

Drawing Areas help

| Add | | Organize Rows
e | Area Description
@ E WING First Floor East Wing delete
@ W WING First Floor West Wing delete | |

H
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7. Select the options in the list and choose the Move Up or Move Down buttons to sort the list as
desired. The order you set here applies to drop-down lists associated with various fields within
this project. Choose the Save and Close button when completed.

Organize Rows help
Firgt Floor East wWing
WIMNG First Floor WestWing

8. When you return to the Drawing Areas box, choose the Close button at the bottom of the screen

to finish.
Drawing Areas help
| Add | | Organize Rows
- | Area Description
@ E WING First Floor East Wing delete
B wwinG First Floor West Wing delete | |
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Create a Daily Report

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

ORACLE' Primavera Contract Management

Change Group  Print

Help  Logot

‘Welcome, Jennifer Irizarry

May 29, 20

Contract Management Control Center

Al Projects -

=) S

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

EZl 000804 - Peterstown E.S. #3 (Elizabeth)

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

-[E] 000702 - John F. Kennedy H.S. (Paterson)
-[E] 010025 - New pre K-8 %27 (Elizabetn)

-[E] 010080 - New pre K-8 %28 (Elizabetn)

-[E] 010091 - Dr. Albert Einstein #23 (Elizabetn)
-[E] 010522 - New MS (x01) (Long Branch)

=l 010554 - Memorisl H.S. (West New York)

EZl 010556 - Number 3 E.5. (Wast New ork)
=l 010557 - Number 4 E.5. (West New ork)
=l 010559 - Number 2 E.5. (West New ork)
-] 010882 - Union City ECC (Schlemm)

-[E] 010571 - [DF] Unien City HS & Athletic Compli
-] 010580 - Number 24 E.S. {Jersey City)

-[E] 010581 - PS #20 (essey Gity)

-[E] 010587 - ECC 03 (Jersey City)

= 010593 - ECC 13 (Jersey City)

=] 010594 - ECC 14 (Jersey City)

E=l 010597 - ES 3 {Jemsey City)

&l 010810 - Phillipsburg Esrly Childhood Center

] »

Actions

- 4 =

EEE

2§3
a1l

Prepare Reports

B 01 - Project s

- Mc]

]

tatus Report - External Use (r ...

Workspace:  (My Workspace) RS- ]
Alerts HUl-SiC)
! High 268
* Normal 0
4 Low 0

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

Prepare Reports e

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

B 01 - Single Pr:

oject Status Report - Internal ...

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

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

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

2. Select your desired project.

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

‘Contract Management Control Center

All Projects

@]%:

{20 Project Information
(Z] Communication
(£ Contract Informatian

(Z3 Logs

Actions

High 0
Normal 0

&N

Waorkspace: (My Workspace)
Alerts
! High 268
L4 Normal 0

N

3. Open the Logs folder (a list of modules will display) and select Daily Construction Rpts.

= a Logs

: @ Drawing Sets

@ Drawings

[#] submittal Packages

Lo [ Punch Lists

= e
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4. The Daily Construction Rpts Log View displays. Click the Add Document button.

Control Center = Daily Construction Rpts

- § 2
Daily Construction Rpts  Select an action... - Find Wn Layout: <my layout=

| Day Date | Number Reporting Party Last Edit By Contact

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

Control Center > Daily Construction Rpts Log > Daily Report

Mew Daily Report  Select an action... -

m_ |' General W" Status ]( Work Activity ]" Additional Comments ]" Equipment W" Field Force ]( Visitors ]" Materials W" Schedule W" Weather ]( SDA Data ] -

Reporting Party * <none selected= EI
Date * Oct 4, 2012 i)
Day Thursday

Report Number

Report Period * Daily -
Contract <none selected= =] X

Change Management Number

* Required

0000000000000 ]
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A. General Tab

Control Center > Daily Construction Rpts Log > Daily Report

Ne i port  Select an action... -
[AZ) Genera 1 i Status ]f Work Activity ]f Additional Commants W Equipmeant ]F Fiald Force V Visitors W Materials ]r Schedule ]f Wwasthar W SDA Data ] -
Reporting Party * <none selected= EI
Date * Oct 4, 2012 ieez]
Day Thursday
S

Report Number

Report Period * Daily -
Contract <none selected= EI b 4

Change Management Number

* Required

[_seve [ concel |

e Reporting Party — Choose the name and company of the reporting party by clicking the
select button next to the field. This is a required field.

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

e Day - The current day of the week will display based on the selected date.

e Report Number — Contract Management automatically assigns the document number once
the Reporting Party has been selected.

e Report Period — The default is Daily, however, this can be changed by clicking the drop
down box to choose the frequency of the report. This is a required field.

e Contract — Click the select button next to the field to choose the associated contract for this
daily report.

e Change Management Number — If Change Management is initiated from this document,
Contract Management will automatically fill in the associated Change Management number.

An example of a completed section is shown.

Mew Daily Report  Select an action... -
@‘ [ Genera 1 ][ status || work ctivity || Additional Comments |[ Equipment | Field Force | visitors || Materials || Schedule |[ Weather |[ sDA Data | [+
— - ¥ Epic Management, Inc.
‘@ ‘ Reporiing Party William Costello EI
—— | Date® Oct 4, 2012 =
@u ‘ Day Thursday
Report Number 0ooo1
Report Period * Daily -
Contract Construction (NT-0032-C02) | [] ¥
Change Management Number
*Required
[ seve | concel |
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B. Status Tab

Mew Daily Report  Select an action... -
General || Status | Work Activity || Additional Comments || Equipment || Field Force || visitors || Materials || Schedule || weather || SDA Data +
iz ‘ ) 1l Il Il I ) Il Il I )
Priority Normal -
Ball in Court <none selected> =

Approved by

Company
Contact

Approved Date

MNew Jersey Schools Development Auth

Jennifer Irizarry

&=

[ sove [ Cancel |

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

Ball in Court — If desired, an overall responsible party for the Daily Construction Report can
be selected by clicking the select button next to the field.

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

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

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

|’ General 1" Status ]l’ Worlke Activity N‘ Additional Comments ]l’ Egquipment ]l’ Field Force 1" Visitors Tl’ Materials ]l’ Schedule ]l’ Weather 1" SDA Data W -
A

L Priority Mormal -
Ball in Court Epic Management, Inc.

Brian Farley EI

Mew Daily Report  Select an action... -

Approved by

Company

Contact

Mew Jersey Schools Development Auth

Jennifer Irizarry EI

Approved Date

&=

[ save | cancel ]
-
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C. Work Activity Tab

Enter information on work completed for the day in the Work Activity field (4000 character field).

Include remarks, descriptions of progress, milestones, delays or new conditions that may affect the
project.

Mew Daily Report  Select an action... ¥
r—

Az 4| General | Status [ Work Activity || Additional Comments |[ Eauipment |[ Field Force || visitors || Materizls |[ Schedule || Weather |[ SDA Data [+

Work Activity

- Foundation forms were completed -
- Rebar placement and tie-ins started

El

Primavera Contract Management

m

J/ Trusted sites | Protected Mode: Off 3 -

D. Additional Comments Tab

Enter any comments that may affect the project, but are not related to work activities in the
Additional Comments field (4000 character field).

Mew Daily Report  Select an action... -

|' General -"' Status ][ Work Activity i[ Additi I C 1t ]ﬂ Equip it ]" Field Force 1" Visitors W" Materials ][— Schedule ]" Weather 1" SDA Data W -

Additional Comments

Delivery of concrete was delayed due to road construction

B0

=

',«’ Trusted sites | Protected Mode: Off 3 - *# 100% v

Primavera Contract Management

a

0000000000000 ]
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E. Equipment Tab

1. This section will be used to track information about the equipment used on the work site. Click
the Add button.

Control Center > Daily Construction Rpts Log > Daily Report

Mew Daily Report  Select an action... -

[ General |[ status |[ work Activity || Additional Comments | Equipment || Field Force |[ visitors |[ Materials |[ Schedule |[ Weather |[ SDAData |[ [+

Add
@ . | Source Description | Units | Egquipment Type | Work Area | Ldle | Rented | Acguired | Due Back ‘ Remarks | |

4 n | 3
Primavera Contract Management @ /" Trusted sites | Protected Mode: Off S v W100% v

2. The Daily Equipment Record dialog box displays. Enter the following information:

e eeep s m g g e ——————— P————
Daily Equipment Record help  »
o2
Daily Equipment Record

Source <none selected> E

Description

Units

Equipment Type -

Work Area -

1dle =

Rented = =
Acquired

Due Back

Remarks

-

- Issues g top of page
» Attachments & topof page

Source - Enter the Contractor name by clicking the select button.
e Description — Enter a description of the equipment type (ie-crane, backhoe, etc.) (15 character
field).
e Units — Enter the number of units (or pieces of equipment used) as applicable (4 character field).
e Equipment Type — Not currently used.

0000000000000 ]
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e Work Area — Select the applicable work area from the drop down box. This list will be
populated based on the information that was entered during the creation of the data dictionary
(see section ).

e Idle — Check this box if the equipment was onsite, but not being actively used.

e Rented — Check this box if the equipment was rented.

e Acquired — Enter the date that the equipment rental began by clicking the calendar icon. This
field will only be active if the Rented box has been checked.

e Due Back — Enter the date that the equipment must be returned by clicking the calendar icon.
This field will only be active if the Rented box has been checked.

e Remarks — Enter any pertinent information regarding the equipment (4000 character field).

3. If this Daily Equipment Record relates to an Issue that was previously entered in the Issues log, it
can be linked to this item. Click the Link button in the Issues section.

“Tssues 57 top of page

> k|

Issue Title and Code

m

Note: Issues can also be linked at the Daily Report document level in addition to the Daily
Equipment level.

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

Select Issues help

Search Add Issue

Al ABCDEFGHIIKLMNOPQRSTUVWXY Z Other

select Cabinets needed in classroom (CABO1)
select Defective Walkway Material (WM1)
select  Underground Storage Tank (UST1)
select  wall Repair (WR1)

| Concel |

e The selected issue will display in the Issues section of the Daily Equipment Record.

“Issues §7 top of page

\ Link | =

Issue Title and Code

P @ Wall Repair (WR1) unlink
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4. To attach supporting documentation to this item, scroll to the Attachments section and click the

Attach File button.

< Attachments @

top of page

=> Attach File

Attach URL |

- | Attachment | Subjact

File Size | Date Attached Attached By

m

Note: Attachments can also be linked at the Daily Report document level in addition to the

Daily Equipment level.

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

Attach File

Attachment * [
Subject
| Location
Date Attached May 29, 2012

Attached By Jennifer Irizarry

* Required

Browse...

MNISCCTRN-Attachments +

help

to highlight it, and click the Open button.

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

-
& Choose File to Upload

=)

P ol ain
()M Desktop »

~ [ 42| [ Search Deskiop

»|

==
=

18 Computer
£ Local Disk (C3)
8 jirizarry (Visanfsty =

£

File name: report

@ i Microsoft Word 97 - 2003 Docum...
—| 3% K8

Organize v New folder
- — | Microsoft Word 97 - 2003 Docum...
[ Favorites B
Proposed Training Initiatives
Deskt: T
B Desktop 3| Microsoft Word 97 - 2003 Docum...
& Downloads —| 720 kB
il Recent Places )~ . Remote.NISDA.GOV
E fg Internet Shortcut
a Libraries Fl VRGNS
@ Decuments report
J‘ Music Adobe Acrobat Document
. M 336KB
[=] Pictures —
E Videos section 5a updates

WEBMAIL
Internet Shortcut
118 bytes

-

0

@

-

«

[ open [

Cancel

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

Attachment *
— Subject
Location
Date Attached

Attached By

* Required

Attach File

Ci\Users\jirizarry\Desktop\report.pdf

Report
NISCCTRM-Attachments ~
Jun 19, 2012

Jennifer Irizarry

help

Browse...

N

@

7

e The attached file will display in the Attachments section.

7 Attachments W

top of page
| Attach File | | Attach URL |
-~ | Attachment ‘ Subject | Location | File Size Date Attached Attached B i
g Bﬂ‘ report.pdf Report 0850-005-04-000V 33 KB Oct 4, 2012 Jennifer Iriz

<

n

| [

5. When all necessary fields have been entered, scroll to the bottom of the screen and click the Save
& Add Another button to add another item or the Save & Close button to save changes and
return to the Daily Reports document.

T
Daily Equipment Record
Source Safeway Contracting, Inc E
Description Crane
Units 1
: Equipment Type -
| Work Area First Floor East Wing -
1dle =)
Rented =}
Acquired
Due Back
Remarks
Crane brought in to assist with repair of cracked wall on first floor -
# Issues g top of page
» Attachments & top of page
| | ==

1
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6. Anexample of a completed Equipment line item is shown:

Control Center > Daily Construction Rpts Log > Daily Report

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

[ General |[ status |[ work Activity || Additional Comments | Equipment |[ Field Force |[ visitors |[ Materials |[ Schedule | Weather |[ SDA Data 1

[ asd ]
@ < | Source | Description Units | Eguipment Type Work Area | 1dle Rented | Acquired Due Back | 1

Ig Safeway Contracting, Inc  Crane 1 First Floor East Wing

4 n 2

F. Field Force Tab

1. The section will be used to record information about the personnel working at the site. Click the
Add button.

Daily Report: 10/04/2012 | Epic Management, Inc. ~ Select an action.

@‘ f General ] Status f Work Activity M Additienal Comments ]| Equipmen Field Force 1 F\s\tms f Materials V Schedule ]f Weather \f SDA Data “ Issues ]f Attachments ]
I]J J
>

0 Loass
W‘ Cateaory ‘ Work Area ‘ Total Supervisors ‘ Total Supervisor Hours | Total Foremen ‘ Total Fareman Hours | Total ‘ Total Hours Total

Primavera Contract Management il /' Trusted sites | Protected Mode: Off fa v ®10% -
T — » = Ll
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2.

The Daily Labor Record (Daily Field Force Record) dialog box displays. Enter the following
information:

Daily Labor Record help =
| spelling | A&7
Daily Field Force Record
Source <none selected= EI
Category
Work Area -
Total Supervisors 3
|
Total Supervisor Hours 0.0
Total Foremen
Total Foreman Hours 0.0
Total Journeymen
Total Journeyman Hours 0.0 B
Total Apprentices
Total Apprentice Hours 0.0
Change Number «<none selected> EI
Remarks
A

Source - Click the select button to choose the name of the company supplying the trade
classification for the project.

Category — Enter Masonry/Steel Workers/etc. (15 character field).

Work Area — Select the applicable work area from the drop down box.

Total Supervisors — Enter the number of supervisors on site for this trade.

Total Supervisor hours — Enter the total number of supervisor hours logged.

Total Foremen — Enter the total number of foremen on site for this trade.

Total Foreman hours — Enter the total number of foreman hours logged.

Total Journeymen — Enter the total number of journeymen on site for this trade.

Total Journeyman Hours — Enter the total number of journeymen hours logged.

Total Apprentices — Enter the total number of apprentices on site for this trade.

Total Apprentice Hours — Enter the total number of apprentice hours logged.

Change Number — Select the change order number associated as applicable using the select
button.

Scroll to the Remarks section and enter any applicable information regarding the daily field
force.

Remarks

No problems noted with staff on site today| -

‘
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4. Scroll to the SDA Data section and enter the following:

“SDA Data 4 top of page |E
Total Laborer Hours 0

Total Laborers 0

e Total Laborer Hours — Enter the total number of laborer hours logged
e Total Laborers — Enter the total number of laborers on site for this trade.

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

Note: Issues can also be linked at the Daily Report document level in addition to the Daily
Field Force level.

e |f this Daily Field Force Record relates to an Issue that was previously entered in the Issues
log, it can be linked to this item. Click the Link button in the Issues section.

“Issues &9 top of page

-F Link: |

Issue Title and Code

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

Select Issues help

Search Add Issue

Al ABCDEFGHIJKLMMNOPQRSTUVWXYZ Other

select Cabinets needed in classroom (CABO1)
select Defective Walkway Material (WM1)
select Underground Storage Tank (UST1)
select  Wall Repair (WR1)

e The selected issue will display in the Issues section of the Daily Equipment Record.

“Issues @ top of page
F—r—
Issue Title and Code
P | = Wall Repair (WR1) unlink
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6. Scroll to the Attachments section and complete the following, if applicable.

Note: Attachments can also be linked at the Daily Report document level in addition to the

Daily Field Force level.

To attach supporting documentation to this item, scroll to the Attachments section and click

m

[ ]
the Attach File button.
7 Attachments @ top of page
_I'_ﬁ Attach File | | Attach URL |
£ | Attachment | Subject File Size | Date Attached Attached By
o 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
[ ]

to highlight it, and click the Open button.

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

r
@ Choaose File to Upload

T B
uu ‘-Dask'top 3

Organize New folder

-

- Favorites
Bl Desktop

& Downloads

Proposed Training Initiatives

T30 KB
=] Recent Places

Microsoft Word 97 - 2003 Docum...

Microsoft Word 97 - 2003 Documn...

===
- | ‘,| ‘ Search Desktop o]
- 0O @

f— . Remote.NJSDA.GOV
E ’__e Internet Shortcut
4 Libraries .l 115 bytes

@ Decuments report
J’ Pusic Adobe Acrobat Document

M 336 KB
[ Pictures —
E Videos

— 336 K8
18 Computer -

&, Local Disk (C:) E@

8 jirizarry (Visanfsty =
Filename: report

WEBMAIL
Internet Shortcut
118 bytes

@ J gﬂmﬂ 2a updates
— | Microseft Word 97 - 2003 Docum...

-

«

[

™

[ [ Open Iv] l[ Cancel

]
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repeating the same process.

(@& hitpsy//dev2pe.njsdagov/ - Attach File - Windows Internet Explorer

Browse:

Attach File
Attachment * C:\Users\jirizarry\Desktop\report.pdf
= Subject Report
Location NISCCTRM-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

help

* Required

]

e The attached file will display in the Attachments section.

< Attachments @ top of page
| Attach File | | Attach URL |
. | Attachment | Subject | Location | File Size Date Attached Attached B
@ = report.pdf report 0350-005-04-000V 33 KB Oct 15, 2012 Jennifer Iriz

I

m

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
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7. An example of a completed Daily Labor Record (Daily Field Force Record) is shown.

Daily Labor Record help -
| spelling | %7
Daily Field Force Record

Source DandK Construction Co, Inc EI

Category labor summary E

Work Area First Floor East Wing -

Total Supervisors 1

Total Supervisor Hours 8

Total Foremen 2

Total Foreman Hours 16

Total Journeymen 8

Total Journeyman Hours 64

Total Apprentices 3

Total Apprentice Hours 24]

Change Number <none selected> EI

Remarks
[N nrnhlame notad with st=ff an site tndaw Aad

8. When all necessary fields have been entered, scroll to the bottom of the screen and click the Save
and Add Another button to add another item or the Save and Close button to save changes and
return to the Daily Reports document.

[sevesmicose ] conca M)

9. An example of a completed Field Force line item is shown:

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -
|@‘ f General ] Status ( Work Activity V Additional Comments ][ Equipmeant ]( Field Force }[ visitors ( msterials V Schadule ]( Waather V SDA& Data } Issues ][ Attachmants ]
’7 Lk |
@ ‘ - ‘ Source ‘ Category ‘ Work Area ‘ Total ‘ Total i Hours ‘ Total Foremen | Total Foreman Hours ‘ Total T 1] Hours
|@ ‘ [gf Dandk Construction Co, Inc labor summary First Floor East Wing 1 8.00 2 16.00 8 64.
Grid Totals: 8.00 ‘ 16.00 | 1
< i ] '
= T—
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G. Visitors Tab

1. This section will be used to record the names of people that visit the site. Click the Add button.

Daily Report: 10/04/2012 | Epic Managemen t, Inc.  Select an action... -
|@ [ General m}f Work Activity V Additional Comments ]f Equipment ]f Field Force| 1aterials V Schedule |f Weather V SDA Dats WEW Attachments |
= I | Add J I
|§‘ b [ visitar | Remarks | [
=
[ sove I Concel |
2. The Daily Visitor Log (Daily Visitor Record) dialog box displays. Complete the following
information:
Daily Visitor Log help
| Spelling | @ @
| Daily Visitor Record
Time
Company
Name EI
Remarks
» Issues g top of page
+ Attachments @ top of page
™ camcel |

Time — Enter the time that the visit occurred.

e Company — Enter the company that the visitor works for (36 character field).
Name — If the visitor is a contact in the system, click the select link to choose the name
from the contact list. The name can also be manually entered (22 character field). Note:

If you use the select link to choose the contact’s name, the Company information will be
automatically entered also.

e Remarks - Enter the description as to the nature of the visit (4000 character field).

0000000000000 ]
-
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3. Scroll to the Issues section and complete the following, if applicable.

Note: Issues can also be linked at the Daily Report document level in addition to the Daily
Visitor Log level.

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

“Issues &9 top of page

Link: |

Issue Title and Code

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

Select Issues help

| Search Add Issue

Issues

Al ABCDEFGHIJKLMMNOPQRSTUVWXYZ Other

Cabinets needed in classroom (CABO1)
Defective Walkway Material (WM1)
Underground Storage Tank (UST1)
select  Wall Repair (WR1)

i
LN
(g
[=1

{5
R
(1]
(=3

i
LN
(g
[=1

e The selected issue will display in the Issues section of the Daily Equipment Record.

“Issues @‘ top of page
| Link |
Issue Title and Code
» | @ Wall Repair (WR1) unlink
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4. Scroll to the Attachments section and complete the following, if applicable.

Note: Attachments can also be linked at the Daily Report document level in addition to the

Daily Visitors log.

To attach supporting documentation to this item, scroll to the Attachments section and click

m

[ ]
the Attach File button.
7 Attachments @ top of page
_I'_ﬁ Attach File | | Attach URL |
£ | Attachment | Subject File Size | Date Attached Attached By
o 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
[ ]

to highlight it, and click the Open button.

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

r
@ Choaose File to Upload

T B
uu ‘-Dask'top 3

Organize New folder

-

- Favorites
Bl Desktop

& Downloads

Proposed Training Initiatives

T30 KB
=] Recent Places

Microsoft Word 97 - 2003 Docum...

Microsoft Word 97 - 2003 Documn...

===
- | ‘,| ‘ Search Desktop o]
- 0O @

f— . Remote.NJSDA.GOV
E ’__e Internet Shortcut
4 Libraries .l 115 bytes

@ Decuments report
J’ Pusic Adobe Acrobat Document

M 336 KB
[ Pictures —
E Videos

— 336 K8
18 Computer -

&, Local Disk (C:) E@

8 jirizarry (Visanfsty =
Filename: report

WEBMAIL
Internet Shortcut
118 bytes

@ J gﬂmﬂ 2a updates
— | Microseft Word 97 - 2003 Docum...

-

«

[

™

[ [ Open Iv] l[ Cancel

]
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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.

(@& hitpsy//dev2pe.njsdagov/ - Attach File - Windows Internet Explorer

Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:
— Subject Report
Location NISCCTRM-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

]

e The attached file will display in the Attachments section.

“ Attachments @ top of page
| Attach File | | Attach URL |
. | Attachment | Subject | Location | File Size Date Attached Attached B
0350-005-04-000V 33 KB Oct 15, 2012 Jennifer Iriz| |E

~
@ @ report.pdf  report

I

5. Anexample of a completed Visitors Log is shown. When all information has been entered,
scroll to the bottom of the screen and click the Save and Add Another button to add another

record, or click the Save and Close button to return to the Daily Construction Reports screen.

Daily Visitor Log help
| Spelling | @ @
Daily Visitor Record
Time 10:00 am
Company  New Jersey Schools Development Auth
Name Aaron Goss El
Remarks
SDA PM stopped by to check the status of the wall repaire -
» Issues &7 top of page
+ Attachments @ top of page
. [ cancel |
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6. An example of a completed Visitors line item is shown:

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -
|@‘ ( General || status f Work Activity V Additianal Comments ]f Equipment ]( Field Force ‘r Visitors ]( Mzterials V sSchadule ]( Westher V SDA Data. 1 Issuss f Attachmants ]
(o] | |t ]
@ - ‘ Time ‘ Visitor | Remarks | |
@ g 10:00am Aaron Goss SDA PM stopped by to check the... delete
8

H. Materials Tab

1. This section will be used to record information about the items delivered to the site for the day.
Click the Add button.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -
¢ ) )
‘@‘ General || Status |' Warke Activity ]( Additional Comments V Equipment }[ Field Force || \rismxslu' Materials 1' Schedule ]( ‘Weather V SDA Data } lssues [ Attachments }
= add
ime [ Material name [ Quantity | Area [ Location [ mcket Number [ pescrioti [ Remarks [ contract | |

ki

2. The Delivery Tickets dialog box displays. Complete the following information:

Delivery Ticket help

| Spelling | @ @

Delivery Tickets

Delivery Time
Material Name <none selected= EI X
Quantity 0.000
| Area -
Location

| Ticket Number I

Description
Contract <none selected=
Remarks
-
- Issues ;@‘ top of page
» Attachments @ top of page
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e Delivery Time — Enter the time when the delivery was made.

e Material Name — Would be chosen from list created in Materials module which SDA is not
using.

Quantity — Enter the quantity of material delivered (numbers only).

Area — Area where materials are being used. Choose from the options in the drop down box.
Location — Enter the location where the materials were delivered (14 character field).
Ticket number — Enter the ticket number or other identifying number from the delivery
receipt (10 character field).

e Description — Enter a short description of materials delivered (10 character field)

e Contract — Would be populated based on material list which SDA is not using.

3. Scroll to the Remarks section and enter a detailed description of the materials delivered.

Remarks

Delivered new sheet rock for repair of cracked wall &

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

Note: Issues can also be linked at the Daily Report document level in addition to the
Materials level.

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

“Issues &7 top of page

> e |

Issue Title and Code

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

Select Issues help

Search Add Issus

Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

select Cabinets needed in classroom (CABO1)
select Defective Walkway Material {(WM1)
select Underaground Storage Tank (UST1)
—— Sclect  Wall Repair (WR1)
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e The selected issue will display in the Issues section of the Daily Equipment Record.

“Issues &7 top of page
| Link |
Issue Title and Code
P | # Wall Repair (WR1) unlink

5. Scroll to the Attachments section and complete the following, if applicable.

Note: Attachments can also be linked at the Daily Report document level in addition to the
Materials log.

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

< Attachments E’ top of page
— -
Attach File | | Attach URL |
. | Attachment | Subject File Size | Date Attached Attached By

m

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

Attach File help
Attachment * [ Browse
Subject
| Location MNISCCTRN-Attachments +
Date Attached May 29, 2012
Attached By Jennifer Irizarry

* Required

Save and Add Anoter
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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 + - | 4,| ‘ Search Desktop R [
Organize = New folder B~ O @
- — | Microsoft Word 97 - 2003 Docum... -
W[ Favorites Tl o »
e ) et hend o - 200 ..
& Downloads =l 730 kB
) Recent Places . Remote NISDA.GOV
= "‘@ Internet Shortcut
= Libraries A 115 b\tE
@ Decuments report
J, Music Adobe Acrobat Document
[&=] Pictures B e T
B videos 4 e o S
—| 336 KB
- Computer  WEBMALL ?
&, Local Disk () IQ Internet Shortcut i
! 8 jirizarry (sanfsy = 118 bytes i
File name: report - Al ']
| ==
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 and Add Another button to add additional documents
repeating the same process.

& https://dev2pe.njsda.gov/ - Attach File - Windows I-ntemet-ExpEnrer-

Attach File
Browse...

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

— Subject Report
Location NISCCTRN-Attachments
Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

]

The attached file will display in the Attachments section.

[ ]
7 Attachments @ top of page
| Attach File | | Attach URL |
- | Attachment | Subject | Location | File Size Date Attached Attached By
@ = report.pdf report 0850-005-04-000V 33 KB Oct 15, 2012 Jennifer Iriz| |E
m +

4

1
|
Created: 5/3/07
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6. An example of a completed Delivery Ticket is shown:

Delivery Ticket help
Spelling “Bc‘ #issues P attachments

Delivery Tickets

Delivery Time
hiaterial Mame =<none selected> select.. xclear
Cluantity
Area | First Floor East Wing v
Location
Ticket Murnber
Diescription |Sheet Rock |
Cantract <none selected=
Remarks

Delivered new sheet rock for repair of cracked wall.

s Issues 7 top of page

7. When all entries are completed, scroll to the bottom of the screen and click the Save and Close
button to return to the Daily Construction Report screen. Click Save and Add Another to add a

second item.

8. An example of a Materials line item is shown:

Control Center > Daily Construction Rots Log > Daily Report

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

( General ] Status ( Work Activity V Additional Comments ][ Equipment ]( Field Force } Visitors. [ Materials ]( Schedule }[ Weather ][ SDA Data } Issues ( Attachments }
ladd
~ | pelivery Time [Materialame | Quantity [Area [tocation | mcketMumber | i | Bemarks

| Contract |

gf 10:30am 1,000.000 First Floor East Wing  Side yard 36 sheet rogk Delivered new sheet rock for repair...
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|I. Schedule Tab

This section will be used to reflect updates to the project schedule. The information can be manually
entered, or if this project is linked to a project schedule, the information will be populated when you
retrieve it. Any information you enter will not directly update the project schedule. It is

recommended that you notify the appropriate SDA Project Team representative concerning any
potential changes in the project schedule.

1. Click the Schedule tab. Click the Add button to enter the activity information.

Control Center > Daily Construction Rpts Log > Daily Report

Daily Report: 10/04/2012 | Epic Managemert, Inc.  Select an action...

g9 | St e | o | st o | s | st | s | e e
| Y
Add || Get Activities J
@‘—’—:. Worked On [ Ativity 10 [ mte [ s |a [ e [a [ ea [ oo | m | x £

0000000000000 ]
-
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2. The following example shows a Daily Schedule Record dialog box that contains information
populated from the Get Activities button.

| Spelling | @ 2 _—E o
Daily Schedule
Worked On 0
Activity ID 30900 =] X
Title Substantial Completion TCO/CO Issued
Start Dec 4, 2007 ia=i]
Finish [[] Dec4, 2007 ia=i]
% Complete 90.00
Original Duration 0
Remaining Duration 0 r
Total Float 0
Free Float 0
“Schedule Activity = top of page
Original Duration o]
Remaining Duration o]
% Complete 0.0
Start Dec 4, 2007
Finish Dec 4, 2007
Total Float 0
- -

e Worked On - Click this checkbox to indicate that the activity has been worked on.

e Activity ID — Associated schedule activity linked to this daily report. If schedule information
has been populated, the Activity ID will display. Click the select link on the right side of the
screen to edit the Activity ID if necessary. If you are manually entering this information, enter
the desired Activity ID (16 character field). In this case, a select link will not display for this
field.

e Title — The name of the activity. If schedule information has been populated, the Title will be
automatically filled in based on the selected Activity ID. Enter a new title if necessary. If you
are manually entering this information, enter the desired title for the activity (120 character
field).

e Start - The activity start date. 1f schedule information has been populated, the start date will
display. The checkbox to the left of the date will be checked if the activity has already started.
If you are manually entering this information or need to change the information, use the
calendar icon to the right of the field to select the start date. Click the checkbox if the activity
has already started.

e Finish — The activity finish date. If schedule information has been populated, the finish date will
display. The checkbox to the left of the date will be checked if the activity has finished. If you
are manually entering this information or need to change the information, use the calendar icon
to the right of the field to select the finish date. Click the checkbox if the activity has finished.

e 9% Complete — The percentage of the activity that is complete. If schedule information has been
populated, the percentage will display. If you are manually entering this information or need to
change the information, enter the percentage complete.
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e Original Duration — The original time duration for the activity (represented in hours). If
schedule information has been populated, the duration hours will display. If you are manually
entering this information or need to change the information, enter the original duration in hours.

e Remaining Duration — The remaining time duration for the activity (represented in hours). If
schedule information has been populated, the duration hours will display. If you are manually
entering this information or need to change the information, enter the remaining duration in
hours.

e Total Float — The number of work periods the start or finish of the activity can be delayed
without affecting the project finish date. Float is measured in hours, days, weeks or months
(depending on what time representation was agreed upon when the project was planned) and can
have negative, zero or positive values. Regardless of whether the activity was already linked to
the project or is being manually entered, Contract Management will automatically populate the
value in this field.

e Free Float — Regardless of whether the activity was already linked to the project or is being
manually entered, Contract Management will automatically populate the value in this field.

NOTE: The Schedule Activity section will only display if the schedule information has been
populated. None of the fields in this section can be modified, they only summarize the same
information that was entered in the Daily Schedule section above.

- Schedule Activity = top of page
Criginal Duration 2840
Rermaining Duration 2282
% Complete 220
Start v Aprib, 2009 A
Finish Jun 28,2011
Total Float 0

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

Note: Issues can also be linked at the Daily Report document level in addition to the
Schedule level.

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

“Issues £7 top of page

—F Link: |

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

Select Issues help

| Search Add Issue

Issues

Al ABCDEFGHIJKLMMNOPQRSTUVWXYZ Other

select Cabinets needed in classroom (CABO1)
select Defective Walkway Material (WM1)
select Underground Storage Tank (UST1)

p sclect  Wall Repair (WR1)

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

“Issues @‘ top of page
| Link |
Issue Title and Code
P | @ Wall Repair (WR1) unlink

4. Scroll to the Attachments section and complete the following, if applicable.

Note: Attachments can also be linked at the Daily Report document level in addition to the
Schedule log.

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

“ Attachments @ top of page
_I'_ﬁ Attach File | | Attach URL |

Subject File Size | Date Attached Attached By

. | Attachment

m
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¢ 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

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

r m
& Choose File to Upload ﬂ
IKJU ‘- Desktop » - | ‘,| ‘ Search Desktop yel |

Organize + New folder = 1 @
- — | Microsoft Word 97 - 2003 Docum... -
i Favorites B
Proposed Training Initiatives
M Desktop 3| Microsoft Word 97 - 2003 Docum...
& Downloads =l 730 kB
il Recent Places A Femste NISDAGOY
E ’_g Internet Shortcut
4 Libraries A 115 bytes
@ Decuments report
J, Music Adobe Acrobat Document
336 KB
[ Pictures B =
Vid SECtion 33 updates
B videos = | Microsoft Word 97 - 2003 Docum...
336 KB
L]
% Computer \ WEBMAIL

m. |

1

& Local Disk (C) Iﬁ Internet Shortcut
¥ jinizarry (\\sanfs\y — 118 bytes

File name: report

(**] v]

= rl ==

0000000000000 ]
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e Enter the subject and/or name of the document in the Subject field and click Save and
Close. You can also choose the Save and Add Another button to add additional documents
repeating the same process.

(@& hitpsy//dev2pe.njsdagov/ - Attach File - Windows Internet Explorer ==
Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:
— S ibject Report
Location NISCCTRM-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

]

e The attached file will display in the Attachments section.

< Attachments @ top of page
| Attach File | | Attach URL |
. | Attachment | Subject | Location | File Size Date Attached Attached B
@ = report.pdf report 0350-005-04-000V 33 KB Oct 15, 2012 Jennifer Iriz| |E

4 I 2 |

5. When all entries are completed, scroll to the bottom of the screen and click the Save and Add
Another button to add additional Schedule items or click the Save and Close button to return to
the Daily Construction Report screen.

||‘
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J. Weather Tab

1. Click the Weather tab to track the weather conditions for the day. This section is divided into
three periods and can be used to indicate first, second and third shift, if applicable. All three
periods contain the same fields.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action..
(Ge neral ] Status ( Work Activity V Additional Comments ][ Equipment ]( Field Force Wm[ Materials V Schedul |q} wQau.u 'sm Data W@[ Attachments ]

Details | Period 1 || Periocd 2 || Pericd 3 |

Length of suitable conditions -

ﬁ@@

¢ Length of suitable conditions (Details subtab) — Click the drop down box to choose an option.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action...

@ i ) i\
m Details 'Penudl. m}[ﬁ‘

Length of suitable conditions -

4 Acceptable all day
More t

han 50% of worlday
Le=s than s uf workday
Il da

&

o

L

[ seve Il concel |

0000000000000 ]
-
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e Time (from Period Subtab) — Enter the time the weather conditions were recorded.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action..

@ (Gengr | ]@( Work Activity V Additianal Comments ][ Equipment ]( Field Farce Vm[ Materials V Schadule }[ Weather V SDA Data 1(@%1

g: -[Permdlup od 2 Dda}l
——— .> Time 11:00 am|
@)

Temperature - F
Precipitation i -
Duration

sky -
wind -
Impact -

[ sove Il concel |

e Temperature — Click the drop down box to choose one of the temperature ranges provided.

Danly Report: 10/04/2012 | Epic Management, Inc.  Select an action...

ral |[ status kam ity V Additional Commants ][ Equipment ]( Field Farce. H visitors || Msterials V Schedule }[ Weathe: V S0A Data} Issues || Attachments

@\

g Details | Period1 || Period 2 |[ Period 3 |

I—J Time

e T ——
emperature

Precipitation
Duration
Sky

wind

Impact

| sove I Goncel |

e Precipitation — Click the drop down box to choose one of the precipitation options provided.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action...

(Ge neral ]m( Work Activity V Additional Comments ][ Equipment ]( Field Force Wm[ Materials V Schedule }[ Weather V SDA Data me]fm

Details || Period1 || Period 2 |[ Period 3 |
111:00 amf

Time

Temperature 50 - 60 + F
——p Precipitation

Duration
sky
Wind

Impact
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¢ Duration - Enter the length of time that the precipitation lasted (12 character field).

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action..

|@‘ (Gengal ]@( Work Activity V Additianal Comments ][ Equipment ]( Field Farce Vm[ Materials V Schadule }[ Weather V SDA Data 1(@%1

@‘ Details || Period1 || ;:D::m” Period 3 |

Time
|@§ ‘ Temperature 50- 60 v F
"~ || predpitation Rain =
Duration 1 hour
sky -
wind =
Impact =

e p—

e Sky - Click the drop down box to choose one of the options provided.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action...

|@‘ (eemaal ]m( Worle Activity V Additianal Comments ][ Equipment ]( Field Force Vm[ Materials V Schedule }[ Weather V SDA Data }fm[ Attachments ]

g == w =5

Time
& | | romporotws om0 v r

Precipitation Rain =
Duration i hou
Sky i
Wis] Clear

vvvvvv
mpest Prtcloud

e —

e Wind - Click the drop down box to choose one of the wind speed ranges provided.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action..

[ General ]m( Work Activity V Additional Comments || Equipment |[ Field Farce Wm[ Materisls | Schadule || Weather || 35A Data me][m

et || peveds | o= w =EY)

Time

Temperature 50 - 60 -~ F
Precipitation Rain -
Duration 1 hour
sky Overcast -
wind
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Daily Report: 10/04/2012 | Epic Management, Inc.  Select a

Impact — Click the drop down box to choose one of the impact options provided.

n.
(ae neral ] Status ( Work Activity V Additional Comments ][ Equipment ]( Field Fm(e} Visitors [ Materials V Schedule }[ Weather V SDA Data } 1ssues || Attachments

Details || Period1 || Period 2 |[ Period 3 |

=

Time 11:00 am

Temperature 50 - 60 ~ F
Precipitation Rain -
Duration 1 hour
sky Qvercast -
Wind 00-10 -
Impact <

o

High Winds

Rain

Sleet

Snow

Ice

Hard Fraeze

rozen Groun

Extreme Cold

Bayond Spec. Tolerance

ema w Bla k t

5 ef
Prewous ath

at
Standing Wate
Other

2. An example of a completed weather section is shown. If required, repeat these steps for

additional periods.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action...

General |[ Status || Work Activity || Additional Cammants. ]| Equipment || Field Fun:e} tors || Materials || Schedule || Weather || 50A Date || 1ssues || Attachments |

& f

[g Detsils || Period 1 || Period 2 || Pariod 3

:‘ Time 11:00 am

|@§ ‘ Temperature 50-60 - F

- Precipitation Rain =
Duration 1 hour
Sky Owercas - =
wind 00-10 -
Impact Standing water -

K. SDA Data Tab

1. Click the SDA Data section and enter the Humidity conditions for Periods One,
The percentage will be entered as a number.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action..

[ General ]mv Work Activity V Additional Commants || Equipment |[ Field Forea Vm[ Msterials || Schadule ||

Waamer!f SDA Data lrssua [ attachments |

[ oo [ conca |

Two and Three.

Period 1 Humidity % ©

@
&
&)

Period 2 Humidity % 0

Period 3 Humidity % 0
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L. Issues Tab
1. Click the Issues tab and complete the following, if applicable.

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

Control Center > Notices Log > Bulletin

New Bulletin Select an action... ~
— (m(m&—m]m(mam
7 ( . )

Link I

e The Select Issues dialog box displays. Locate your desired issue and click the select link to the
left of the issue title to link it to the Notice. Once you click the select link, you will return to the
Notice.

Select Issues help

| Search Add Issue

Issues

Al ABCDEFGHIJKLMNOPQRSTUVW XY Z Other

| select  Cabinets needed in classroom (CABO1)
select Defective Walkway Material (WM1)

A= Underground Storage Tank (UST1)

[ Wall Repair (WR1)
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An example of a completed section is shown:

Daily Report: 10/04/2012 | Epic Management, Inc.  Select ai

n..
General } Status [ Warke Activity ]( Additional Comments V Equipmant }[ Field che] Visitars ( Materials }[ Schedule V Weathar }[ SDA Data ] Issues ( Attach hmen«s]

[T

Issue Title and Code

© Wall Repair (WR1)

@@@

unlink

M. Attachments Section

1. Click the Attachments tab and complete the following, if applicable.

e To attach supporting documentation, scroll to the Attachments section and click the Attach

File button.

Daily Report: 10/04/2012 | Epic Management, In

[ General ]mf Work Activity V Additional Comments || Equipment |[ Field Forc= W(m[ Waterials || Schedule || Weather |[ SDA Dats VEN Attachments l

Attach File ‘ Attach URL

ETarTEm

[ Attached By

@@@

[ save Il Goncal |
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e 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

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

r m
& Choose File to Upload ﬂ
wu ‘- Desktop » - | 4,| ‘ Search Desktop yel |

Organize » New folder - 0 @
- — | Microsoft Word 97 - 2003 Docum... -
i Favorites B
Proposed Training Initiatives
B Desktop ] 3| \icrosoft Word 97 - 2003 Docum..
& Downloads = 730 KB
) Recent Places . Remote NISDA.GOV
= "‘@ Internet Shortcut
4 Libraries . 115 bytes
@ Documents report
J, Music Adobe Acrobat Document
) A 336KB
[ Pictures
- oS apGanT
B videos ] 3| Microsoft Word 97 - 2003 Docum...
— | 336 KB
ol Computer  WEBMALL

& Local Disk (<) I£ Internet Shortcut 3
G jirizarry (\isanfey = 118 bytes it
File name: report = | All Files () -
m Cancel
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e Enter the subject and/or name of the document in the Subject field and click Save and Close.
You can also choose the Save and Add Another button to add additional documents repeating
the same process.

(@& hitpsy//dev2pe.njsdagov/ - Attach File - Windows Internet Explorer ==
Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:
* Subject Report
Location NISCCTRM-Attachments «

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required

e The attached file will display in the Attachments section.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

’@ [ seneral ](EW Work Activity | Additional Comments || Equipment | Field Force. Vm}[ Msterials || Schedule || Weather |[ SDA Dats }(m[ Attachments |

Attach File i Attach URL |
@ -~ ‘ Attachment ‘ Subject | Location ‘ File Size ‘ Date Attached | Attached By
_@ B @ reportodt report 0850-005-04-000V 33 KB Oct 15, 2012 Jennifer Irizarry remeve

5. When all entries are completed, click the Save button to save the document.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

( General W Status. [ Waorke Activity ]f Additional Comments V Equipment V Field Force W Visitars ( Materials. W[ Schedule ]( Weathar V SDA Data ] Issues ( Attachments. W

Reporng Fary ©
Date * Oct 4, 2012
Report Number 00001
Report Period * Daily
Contract Construction (NT-0032-C02) EI X

Change Management Number
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IV. Version Document

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

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

A. Create a Document Version

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

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

Print Form

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

Add Document
Delete Document
Version Document

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

Do you want to version this document?

L_ves ] ___no |

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

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -
|E [(seneral ”my Work Activity || Additional Comments || Equipment |[ Field Farce Hmu Materials | Schedule |[ weather |[ 3D Date H'm}[m]m
—— | O Show all versions
@ [ | Date
@ B 1o Oct 15, 2012 12:28 PM
@
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V. E-Mail a Daily Construction Report
The Daily Construction Report document can be e-mailed for distribution and review before the
document is approved and saved. Users who have an account on Contract Management will be able to
click the document link in the e-mail message.

Users with the appropriate access will have the ability to edit the Daily Construction Report as
necessary. Any documentation supporting the changes should be attached in the Attachments section of
the Daily Construction Report.
To e-mail a Daily Construction Report:

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

ORACLE' Primavera Contract Management
Welcome, Jennifer Irizarry
Contract Management Control Center
Al Projects -] Workspace:  (My Workspace) - B
B ‘ Yo o ‘ &
E Al Project = Actions a8 @ Alerts Iy & &
-[E] 000114 - Number 7, Grant E.S. (Fassaic City) ‘:‘
-[E] 000467 - Hubbard M.5. (Plainfield) =
-[E] 000804 - Petesstown E.S. #3 (Elizabetn) . . ] i
[&] 000810 - John Marshall E.S. #20 (Elizabath) High o !  High 268
[ 000811 - Elizsbsth H.S. (Elizsbatn) &  Nommal 0 o el 0
4 Low 0 4 Low 0
-[E] 010030 - Ne
-[E 010081 - Or. Albert Ei Last System Refresh: May 29, 2012 1:00:25 AM'EDT
Prepare Reports N Prepare Reports B
[ 01 - Project Status Report - External Use (r ... [ 01 - Multi-Project Pending Payment Requisitio...
-[E 010571 - DR U
% 010880 Lu " D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...
-[E] o10881-F3 B 02 - Issues Log by Project (r i Oisda all) B 24 - School Type Report - Regional (m proj sc...
B 26 - Multi-Project CCD Report - Executed in t...
[E 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newark) =
] 7| n | »
Primavera Contract Management J Trusted sites | Protected Mod
—— T T —— ——oalW
Contract Management Control Center
| dilligojects _ i Workspace:  (My Workspace) - '% =
o | |
B | % = [
55 04000V - Arthur L Johnson HS (Clak Township RS Actions 28 e Alerts % @
(L Project Information
(£ Communication
Contract Information <
~ ! Hah ° ! High 268
Change Order Management + Mormal 1] * Normal 0

0000000000000 ]
-
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3. 0O

pen the Logs folder (a list of modules will display) and select Daily Construction Rpts.

Ela Logs
@ Drawing Sets

@ Drawings

S [ Submittsl Packages
S [ submittals

@ Materials

— - Daily Construction Rpts

@ Insurance

L[] Punch Lists

I .

4. The Daily Construction Rpts Log View displays. Locate your desired document and click the
blue title link to open it.

Control Center > Daily Construction Rpts

(=9

Fz
= Layout: <my layout>

| Day Date | Number Reporting Party Last Edit By Contact
g ® Thursday Oct 4, 2012 00001 Epic Management, Inc. Jennifer Irizarry William Cos

Daily Construction Rpts  Select an action... = Fin

1| il 3

Primavera Contract Management " Trusted sites | Protected Mode: Off da v W10% -

5. The Daily Report document displays.

=]
5

5

Daily Report: 10/04/201Z2 | Epic Management, Inc.  Select an action... -

+* |' General W" Status -]( Work Activity ]" Additional Comments ]" Equipment W" Field Force ]( Visitors ]" Materials “’ Schedule W" ‘Weather -]( SDA Data ] -

Epic Management, Inc.

Repoting Berty William Costello

Date Oct 4, 2012

Day Thursday

Report Number 00001

Report Period Daily

Contract @ Construction (NT-0032-C02

Change Management Number

U
Primavera Contract Management " Trusted sites | Protected Mode: Off fa v WI0% -
0000000000000 ]
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6. With the Daily Report document open, choose the Select an Action drop-down list at the top of
the screen and choose E-Mail Form.

Control Center > Daily Construction Rpts Log = Daily Report

Daily Report: 10/04/2012 | Epic

Management, Inc|

Select an action... -

|' General ]" Status ]" Work Activity W" Additionf

Select an action...
Edit Document

Reporting Party
Date
Day

Report Number

©#EB

Report Period
Contract

Change Management Number

Epic Managemeny,

William Costello

Oct 4, 2012
Thursday
oooo1l

Daily

# Construction QT Version Document 'j

Print Form

1| Print Preview
Advanced Print
Send to Corr Sent
Send to Corr Rovd
Send to Inbox
Add Document
Generate Document
Generate Transmittal
Delete Document

1' Field Force |[ visitors || materials |[ Schedule |[ weather |[ spa Date |[ [+

Initiate CM

Primavera Contract Management

/ Trusted sites | Protected Mode: Off

Sy v ®100% v

L

7. The E-Mail dialog box displays. Click the select button in the To box to bring up a list of

companies and contacts.

E-Mail

Subject

DAIL: Daily Construction Report

Remarks

D Include Attachments

Contract Management User Manual

Section 23 —Daily Construction Reports

Page 48 of 65

Created:
Revised:

5/3/07
10/3/13



8. Choose the names from the contact list by clicking the select link to the left of the contact name
and click the Save button when finished.

Select Contacts help
Organize by: () Contact @ Company () Distribution List
Search | Add Company
Contacts Sorted by first name | Sort by last name
Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

select | » Epic Management, Inc. {(William Costella) add contact...

» New lersey Schools Development Auth (To Be Determined) add contact...
select » NI Department of Community Affairs (John Mallon) add contact...
Selected Contacts  (0) Unselect All

9. The selected names display in the To section of the E-Mail dialogue box. It is also
recommended that the sender of the e-mail include their own name in the To box.

E-Mail help
To * EI_

Brian Farley <bfarley@epicbuilds.com=, -
Aaron Goss <agoss@njsda.gov>

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

Subject
DAIL: Daily Construction Report
|

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

Remarks

This i= a record of today's activities. Please review and advise of any changes. =«

1
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12. If there are any attachments to be included with the e-mail, check the Include Attachments box
at the bottom of the E-mail window.

Include Attachments

13. When all fields have been completed, scroll to the bottom of the E-Mail window and click the
OK button to send the e-mail.

E-Mail help
To ¥ EI_
Brian Farley =bfarley@epicbuilds.com=, -

Aaron Goss <agoss@njsda.gov>

Subject
DAI: Daily Construction Report
Remarks

This iz a record of today's activities. Please review and advise of any changes. =

Include Attachments
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VI. Approve and Save a Daily Construction Report

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

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

To approve and save a Daily Construction Report:

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

ORACLE' Primavera Contract Management
Welcome, Jennifer Irizarry
Contract Management Control Center
Al Projects -] Workspace:  (My Workspace) - B
B ‘ Yo o ‘ &
F= All Project] - Actions a8 @ Alerts IR @
-[E] 000114 - Number 7, Grant E.S. (Fassaic City) H
-[E] 000467 - Hubbard M.5. (Plainfield) =
-[E] 000804 - Peterstown E.5. #3 1 =th) . . ] i
[&] 000810 - John Marshall E.S. #20 { High o !  High 268
[E 000811 - Elizsbsth H.S. (Elizsbath &  Nommal 0 o el 0
[E 000702 - John F. Kennedy H.S. (Paterson,
[E] 010089 - New pre K-8 #27 4 Low 0 4 Low [}
-[E] 010090 - New pre K-8 £2
-[E 010081 - Or. Albert Ei Last System Refresh: May 29, 2012 1:00:25 AM'EDT
-[E] 010522 - New MS (-
Prepare Reports N Prepare Reports B
[ 01 - Project Status Report - External Use (r ... [ 01 - Multi-Project Pending Payment Requisitio...
‘B 010580 - Number D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...
-[E] 010881 - F5 420 B 02 - Issues Log by Project (r i Oisda all) B 24 - School Type Report - Regional (m proj sc...
-[& 010587
- o10se2 B 26 - Multi-Project CCD Report - Executed in t...
[&E 010594 - EC
[E] 010597 -E5 2 (Jense
[ 010810 - Phillipst ntes
& 010817 - New S
-[E] 010818 - New First Avenue (News =
< m 3
Primavera Contract Management J Trusted sites | Protected Mod
—— T T —mm—  ——oal
Contract Management Control Center
giliBjests - be Workspace:  (My Workspace) - '% =
o T
B | % = [
JE5 04000V - Arthur L Johnson HS (Clak Township SRS Actions 28 e Alerts % @
[ Project Information
(£ Communication
(2] Contract Informsticn [] [ ] =
o 268
3 Leas 5 High L] High
{  [-[Z] Change Order Management +  Normal 0 * Normal 0

0000000000000 ]
-
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3. Open the Logs folder (a list of modules will display) and select Daily Construction Rpts.

Ela Logs
@ Drawing Sets

@ Drawings

i [8) Submittal Packages
i [B] Submittals

@ Materials
— - Daily Construction Rpts
@ Insursnce

L[] Punch Lists

I .

4. The Daily Construction Rpts Log View displays. Locate your desired document and click the
edit icon to open it.

Control Center > Daily Construction Rpts

Fz
= Layout: <my layout>

| | Day Date | Number Reporting Party Last Edit By Contact
® Thursday Oct 4, 2012 00001 Epic Management, Inc. Jennifer Irizarry William Cos

(=9

Daily Construction Rpts  Select an action... = Fin

4 m 3

Primavera Contract Management /" Trusted sites | Protected Mode: Off fa v ®100% ~

5. The Daily Report document displays. Click the Status tab.

Daily Report: 10/04/201Z | Epic Management, Inc.  Select an action... -

|' Genersl [ Status r ‘Woaork Activity -]l' Additional Comments -]l' Equipment ]l’ Field Force ][‘ Visitors ]( Materials -"' Schedule ]l’ Weather ][‘ SDA Data ] -

Priority MNormal -
. Epic Management, Inc.
BaltinEouts Brian Farley EI

slel«

Approved by

Company New Jersey Schools Development Auth
Contact Jennifer Irizarry EI

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

Daily Construction Report. Click the select button next to the field to select the correct name
from the contact list.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -
@‘ - [ General ][ Status ][ Worle Activity ][ Additional Comments ][ Equipment ][ Field Force ][ Visitors W Materials ][ Schedule ][ Weather ][ SDA Data W -+
Priority Normal -
@ Ball in Court EEii;:nMsaanIigfmant, Inc. El

5|

Approved? no Approve and Save

Approved by

Company New Jersey Schools Development Auth

Contact Jennifer Irizarry

Approved Date ﬁ

7. Once selected, the Company and Contact fields will be populated. Click the calendar icon on
the Approved Date field to select the date the document is approved.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

|’ General 1[ Status ]|’ Work Activity ]|’ Additional Comments ]|’ Equipment “’ Field Force “’ Visitors 1( Materials “’ Schedule “’ Weather “’ SDA Data ] -
iz
Priority Mormal -
Ball in Court Epic Management, Inc.

Brian Farley EI

Approved by

Company Epic Management, Inc.

Contact Brian Farley E|

Approved Date  Oct 15, 2012 I ﬁ l
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8. To ensure that this document will not continue to display in a user’s Action Item box on the
Control Center, the Ball in Court should be set to To Be Determined. Click the select button
next to the field and choose To Be Determined from the contact list.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -
% |' General ]|' Status ]|' Work Activity -”’ Additional Comments -“' Eguipment ]|' Field Force ]|' Visitors ”’ Materials -“' Schedule ]|' Weather ]|' SDA Data W -
—— Priority Normal -
E=TE - e
@

Approved? no Approve and Save

Approved by

Company Epic Management, Inc.

Contact Brian Farley EI

Approved Date oct iS, 2012 ﬁ

[ save I concel |

9. Once the Approved by information has been completed and the Ball in Court has been changed,
click the approve and save button.

Daily Report: 10/04/201Z2 | Epic Management, Inc.  Select an action... -
|' General ]" Status ]" Woaork Activity -][- Additional Comments -]|' Equipment ]" Field Force ]" Visitors W" Materials -]|' Schedule ]" ‘Weather ]" SDA Data W -+
Priority Normal -

- To Be Determined
Baltircout To Be Determined EI

e

Approved by

Company Epic Management, Inc.

Contact Brian Farley &

Approved Date  Oct 15, 2012 i

[ swe [ concel |
0000000000000 ]

- |
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10. The Approved? field will change to yes. This means that the document cannot be changed
unless you have the appropriate edit rights.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

|’ General “’ Status “’ Work Activity “’ Additional Comments ]|’ Egquipment ]|’ Field Force “’ Visitors ”’ Materials ]|’ Schedule ]|’ Weather “’ SDA Data W -

Priority * Normal
@ . To Be Determined
Ball in Court To Be Determined
= @b Approved? yes
P
O Approved by
Epic Management, Inc.

Company

Contact Brian Farley

Approved Date Oct 15, 2012

#100% -

Primavera Contract Management [ /' Trusted sites | Protected Mode: Off ‘ ~

r
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VII. Generate a Subsequent Daily Construction Report
This procedure outlines the steps to create a new Daily Construction Report from a previous Daily
Construction Report. This will allow all information entered on the original document to be copied
over into the new document, reducing entry time.

It is recommended that the previous Daily Construction Report be Approved and Saved before
beginning this process.

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

ORACLE Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects -

o nc-‘rﬂi

Workspace:  (My Workspace) - % E

Actions 2%l Alerts 8| &

[El 000114 - Number 7, Grant E.5. (Passaic City)
[E] 000467 - Hubbard M.5. (Flsinfield)

[E] 0005804 - Paterstown E 5. #3 (Elizabeth)

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

-[E] 000702 - John F. Kennedy H.5. (Paterson)
-[E) 010089 - New pre K-8 #27 (Elizabeth)

[E] 010090 - New pre K-8 #28 (Elizabeth)

[E] 010091 - Dr. Albert Einstein #29 (Elizabeth) Last Systemn Refresh: May 29, 2012 1:00:25 AM EDT
[El 010522 - New MS (x01) (Leng Branch)
[E] 010554 - Memarial H.5. (West New York)
- 010555 - Number 2 E.5 (West New York)
-[E] 010557 - Number 4 E.S. (West New York) Prepare Reports % Prepare Reports %

[ »

=

High 0
Normal

- o=
4 =
IE.
=
N
&
o

Low 0 4  Low 0

-[E] 010555 - Number 2 E.8. (West New York)

. . 01 - Project Status Report - External Use (r ... 01 - Multi-Project Pending Pavment Requisitio...
010562 - Union City ECC {Schlemm) 01 - Multi-Project Pending Payment Requisitio...
-[E 010571 - [DF] Union City HS & Athletic Compl - A -
g 1080 Lplb;'z: E“; o C:;: mekx B 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Dailv Reports - Past 7 Dav...
- Numi 5. (Jersey Ci
[l 010521 - PS #20 (Jersey City) ) 02 - Issues Log by Project (r is O1sda all) ) 24 - School Type Report - Regional (m_proj_sc...
[E 010567 - ECC 03 (Jersey City)
= 010593 - ECC 13 (Jersey City) D 26 - Multi-Project CCD Report - Executed in t...
- 010594 - ECC 14 (Jarey City)
-[E) 010597 - ES 3 (Jersey City)
-[E] 010810 - Phillipsturg Early Childhood Center
-[E) 0108717 - New Science Park HS (Newark)
-[E] 010813 - New First Avenue (Newsrk) -
« [ | »
Primavera Contract Management J Trusted sites | Protected Mod
——— ™ ] = =W
Contract Management Control Center
| All Projects il | Workspace:  [My Workspace) - % = |

B & [ % = &

8BS 04000V - Arthur L Johnson HS (Clark Township)
(L Project Information
(2 Communication

o Actions 2% & Alerts I8 &

7] Gontract Informaticn

- [} i L] i
i ! High 0 High 268
[£] Change Crder Management * Normal 0 * Normal 1]

0000000000000 ]
-
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3. Open the Logs folder (a list of modules will display) and select Daily Construction Rpts.

Ela Logs
@ Drawing Sets

@ Drawings

i [8) Submittal Packages
i [B] Submittals

@ Materials
— - Daily Construction Rpts
@ Insursnce

L[] Punch Lists

I .

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

Control Center > Daily Construction Rpts

(=9

Fz
= Layout: <my layout>

| Day ‘ Date | Number Reporting Party Last Edit By Contact

g L] Thurdag Oct 4, 2012 00001 Epic Management, Inc. Jennifer Irizarry William Cos

Daily Construction Rpts  Select an action... = Fin

1| il 3

Primavera Contract Management " Trusted sites | Protected Mode: Off da v W10% -

5. The Daily Report document displays.

Daily Report: 10/04/2012 | Epic Management, Inc.  Select an action... -

@‘ +* [ General ]" Status -“' Worke Activity ]" Additional Comments ]" Equipment ]" Field Force W" Visitors -]|' Materials ]" Schedule ]" ‘Weather -“' SDA Data -] -+

. Epic Management, Inc.

@ Reporting Party William Costello

Date Oct 4, 2012
@l\‘ Day Thursday
— Report Number 00001
€
\) Report Period Daily

Contract & Construction (NT-0032-C02)

Change Management Number

Primavera Contract Management E " Trusted sites | Protected Mode: Off 43 v Hix -
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6. With the Daily Construction Report open, click the drop down box on the Select an action menu
on the top of the screen and choose Generate Document from the menu options.

Control Center > Daily Construction Rpts Log > Daily Report

Daily Report: 10/04/2012 | Epic Management, Inc.f | Select an action... -
Select an action...

|' General ”’ Status 1( Work Activity “’ Additional ¢ £dit Document

Print Form

Epic Managementj 1| Print Preview

william Costello | |Advanced Print

Send to Corr Sent

3

jld Force || visitars |[ Materials |[ Schedule |[ wWeather |[ spapat= |[ [+

Reporting Party

Oglgs)

Date Oct 4, 2012 Send to Corr Revd
Send to Inbox
Day Thursday E-Mail Form
Add Document
Report Number 00001
. i Generate Transmittal
Report Period Daily Delete Document

Initiate CM

Contract % Construction (KT Version Document J

Change Management Number

Primavera Contract Management @ o/ Trusted sites | Protected Mode: Off i v W10% - A‘

r
[Se—

7. The Generate Daily Report dialog box displays.

Py e S

Generate Daily Report

Your entries for Activity, Equipment, and Field Force will be copied from the selected Daily Report.
Date * foet 15, 2012 ez

Day Monday

Report Number ooooz2

. Epic Management, Inc.

* r

Company William Costello EI
Report Period * Daily -

* Required

[ next | rimsn [l cancet |

o Date — Will reflect the current date. Use the calendar icon to change if necessary. This is a
required field.

e Day - Corresponds to the Date field and will change if the Date field is changed.

e Report Number — Will automatically increment to the next report number.
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e Company — Will default to the name in the Reporting Party field on the previous document.
Click the select link on the right side of the screen to pick another name from the Contact list.
This is a required field.

e Report Period — Will default to Daily. Use the drop down list to make another selection if
desired (Daily, Weekly, Monthly, Quarterly, Semiannually, Annually). This is a required field.

8. When all selections have been made, click the Next button to continue to make further
selections, or click the Finish button to generate the new document. In the example shown, the
Next button has been clicked.

- -

Generate Daily Report

Your entries for Activity, Equipment, and Field Force will be copied from the selected Daily Report.
Date * foet 15, 2012 ez

Day Monday

Report Number ooooz2

Epic Management, Inc. EI

*
Company William Costello

Report Period * Daily -

* Required

* het | nn-sn
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9. If you click the Next button, additional options displays. Read each option carefully and choose
the correct response to create the new document. Please note that the Visitor and Materials
sections will not be copied over, they must be recreated. When all options have been selected,
click the Finish button to create the new document.

Generate Daily Report

Copy the original Daily Report's Work Activity?
@ yes () no

Copy the original Daily Report's Additional Comments?
@ ves (O no

Copy the original Daily Report's Weather Conditions?
) yes @ no

Link the new Daily Report to the same Issues as the original?
@ ves () no

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

T . T

10. The new Daily Report displays. Click the Edit Document button on the left side of the screen to
edit the fields as needed.

Daily Report: 10/15/2012 | Epic Management, Inc.  Select an action... -

|' General ]" Status -]|' Work: Activity ]" Additional Comments “’ Equipment ]( Field Force ][ Visitors ][ Materials ]" Schedule ]( Weather -]|' SDA Data ] -

B

Epic Management, Inc.
William Costello

Reporting Party

5|

Date Oct 15, 2012
’E Day Monday
— Report Number ooooz2
@ Report Period Daily
Contract % Construction (NT-0032-C02

Change Management Number

m

javascriptivoid 0; J Trusted sites | Protected Mode: Off 43 v ®10% -
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Vil

. Available Reports

A. Print the Daily Report Form

To print an individual Daily Construction form:

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects -

EL ISR

19
[l 000114 - Number 7, Grant E.S. {Passsic City) ‘
[E 000467 - Hubbard M5, (Plsinfield)

[E] 000804 - Paterstown E.S. #3 (Elizabeth)

-[E] 000810 - John Marshall E.S. #20 (Elizabeth)

-[E] 000811 - Elizabeth H.S. [Elizabeth)

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

-[E] 0100859 - New pre K-8 #27 (Elizabeth)

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

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

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

[E 010554 - Memorial H.5. (West New York)

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

-[E] 010557 - Number 4 E.S. (West New York)

-[E] 010555 - Number 2 E.8. (West New York)

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

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

[E 010881 - PS #20 (Jersey City)

[E] 010587 - ECC 03 (Jarsey City)

[ »

Actions
! High 0
* Normal 0
4 Low 0

Prepare Reports

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

2Re

Workspace:  (My Workspace) -
Alerts !&'l %
' High 268
* Normal o
4  Low 0

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

Prepare Reports

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

B &

@

B

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

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

[ 02 - Issues Log by Project (r is O1sda all)

[ 24 - school Type Report - Regional (m_proj sc...

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

[ 010892 - £CC 12 (Jersey City)

-[E] 010894 - £CC 14 Yersey City)

-[E] 010897 - 8.3 (Jersey City)

-[E] 010810 - Phillipsburg Early Childhood Center

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

-[E] 010818 - New First Avenue (Newark) o
<7 i ] »

Primavera Contract Management ' Trusted sites | Protected Mod

2. Select your desired project.

Contract Management Control Center
|llifioject — ]| | Workspace: (My Workspace) - % & ‘
B % s i
uthur L Johnson HS (Clark Township JES Actions 2 wEg Alerts N &
-[£0 Project Information
Communication
(L::::am\nfnimatmn ] tiidh o ' High Sen
-[] Change Order Management * Normal 0 * Normal 1]

3. Open the Logs folder (a list of modules will display) and select Daily Construction Rpts.

Ela Logs

@ Drawing Sets

@ Drawings

[#] submittal Packages
[ submittals

- [# Punch Lists

0000000000000 ]
-
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4. The Daily Construction Rpts Log View displays. Locate your desired document and click the
blue title link to open it.

Control Center > Daily Construction Rpts

=N

- _ 2
Daily Construction Rpts  Select an action... = Fin Bg Layout: <my layout=

I;) | Day ‘ Date | Number Reporting Party Last Edit By Contact

g ® Thursday Oct 4, 2012 00001 Epic Management, Inc. Jennifer Irizarry William Cos

4 I b

Primavera Contract Management J Trusted sites | Protected Mode: Off g v w10% v

5. The Daily Report document displays. Click the Print Preview button on the left side of the
screen. When the Daily Report form displays:

e Click the Print button on the upper right side of the screen to get a printed output or create a
PDF document.

e Click the Save a Copy button on the upper left side of the screen to save this report to your
local or network drive.

e Click the Close button on the upper right side of the screen when finished.

Daily Report: 10/15/2012 | Epic Management, Inc.  Select an action... -
ﬁ [ General ]|’ Status N’ Waork Activity 1( Additional Comments “’ Equipment ]|’ Field Force N’ Visitors ]|’ Materials ]|’ Schedule ]|’ Weather N’ SDA Data ] -
. Epic Management, Inc.
Reporting Party William Costello
L Date Oct 15, 2012
Day Monday
:.) Report Number 00002

(

Report Period Daily

Contract & Construction (NT-0032-C02

Change Management Number

0000000000000 ]
-
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B. Advanced Reports

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

ORACLE" Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

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

28

= Al Proj

- Number 7, Grant E.S. (Fasssic City) ‘
- Hubbard M.S. (Flainfield)

- Peterstown E.S. #3 (Elizabeth)

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

- Elizabeth H.S. (Elizabeth)

- John F. Kennedy H.S. (Paterson)

- New pre K-8 #27 (Elizabeth)

- New pre K-8 #28 (Elizabeth)

- Dr. Albert Einstein #28 (Elizabeth)

- New MS (x01) {Long Branch)

- Memarial H.S. (West New York)

- Number 3 E.S. (West New York)

- Number 4 E.S. (West New York)

- Number 2 E.S. (West New York)

- Union City ECC (Schiemm)

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

- PS #20 (Jersey City)

- EGG 03 {Jersey Gity)

- EGG 13 {ersey Gity)

- ECC 14 {Jessey City)

-ES3 (Jersey City)

- Phillipsburg Early Childhood Centar

- New Science Park HS (Newark)

-[E] 010818 -

o= | 4

[y »

New First Avenue (Newsrk) =

« |

m ] »

Actions

- 4 =
EEE
Eij
N
o o

Prepare Reports

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

2N e

% Prepare Reports %

W& &

Alerts

4 =
4
=
5
Ef
[
o

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

D 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...

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

Primavera Contract Management

«/ Trusted sites | Protected Mod

— — —— —

2. Select the project you wish to work with.

Contract Management Control Center
| dilligojects _ i | | Workspace: (My Workspace) - '% = ‘
8% |
- i Actions 2% G Alerts S @
[Z] Project Information
(£ communication
(£ Contract Informaticn ] n
0 L] a 268
(£3 Logs 5 High L] High
(#-(Z] Change Order Management - Normal 0 * Mormal (1]

3. Open the Logs folder (a list of modules will display) and select Daily Construction Rpts.

563 Logs

@ Drawing Sets

@ Drawings

[#) submittsl Packages

[ Punch Lists

L .
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4. The Daily Construction Rpts Log View displays. Locate your desired document and click the
blue title link to open it.

Control Center > Daily Construction Rpts

ml
5

Fz
— = Layout: <my layout>

| Day ‘ Date | Number Reporting Party Last Edit By Contact

g L] ThTsdag Oct 4, 2012 00001 Epic Management, Inc. Jennifer Irizarry William Cos

Daily Construction Rpts  Select an action... -

14 1 +

Primavera Contract Management " Trusted sites | Protected Mode: Off g v w10% v

5. The Daily Report document displays. Click the drop down box on the Select an action menu on
the top of the screen and choose Advanced Print.

Daily Report: 10/15/2012 | Epic Management, In fSE|ECt an action... - ‘
o] Select an action...
P [ General ]|' Status )|' Wark Activity ]( Additioh=l {£ it Document ||' " }[ i ]|' FREE ]|' Schadile ]|' Weather )|' SDA Data ] N
@ Print Form
—— . Epic Managemeft, I|Print Preview
Reparting Rary william Costelld  [ERTE==EI0
Send to Corr Sent
Date Oct 15, 2012 Send to Corr Revd
Send to Inbox
@0 Day Monday E-Mail Form
Add Document
— Report Number ooooz Generate Document
U N . Generate Transmittal
Report Period Daily Delete Document
Initiate CM

Contract 2 Constructioqi MTversion Document )

Change Management Number

m

Primavera Contract Management /' Trusted sites | Protected Mode: Off 43~ 1w -
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6. The Print — Daily Construction Rpts dialog box displays. Click the Reports radio button to

display the report options.

Print - Daily Construction Rpts

R_DAILY.PBL
oz
03
) Forms 04
—— @ Reports gg -
) Dunning Letters 07

- Daily Reports Construction Activity Landscape
- Daily Reports Construction Activity By Date Range (r_dr_02)

Equipment Used this Week (r_dr_05)

- Equipment Used by Date Range (r_dr_05_bydate)
- Field Labor this Weelk (r_dr_04)

Cinld | obime bue Pimin Dmmce fe de A4 boodoind

- Daily Reports Construction Activity Past 7 CD's (r_dr_03)
- Daily Reports Construction Activity Past 31 CD's (r_dr_31)

m
m

1

Default Report: r_dr_01

[_poec [ Preview ' Evad _J Sever ] e ]

Please select a report

Click the Print button to get a printed output of the report

Click the Preview button to see the report displayed on the screen

Click the E-Mail button to e-mail the report to a selected user(s)

Click the Save As button to save the output to your computer in an Excel format
Click the Close button to close this report window

[

Note: if report criteria is requested, use the following examples to enter your criteria for the report.

Example 1: Enter a single date to search

Example 2: Enter a range of dates to search

Report Criteria

Column: Report Date
Criteria: Oct1, 2013

or:

El B EE EF EE BE EF ET EF EF

helo Report Criteria
Column: Report Date
Criteria: >==Jan 1, 2009

Or:

&=

AND <=Jul 7, 2011 5}

ER EF EF EE EE EF EE EF

help
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