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I. Insurance Overview

Construction contractors carry several types of insurance for their company and employees, and some
contracts require proof of insurance for all project participants, including subcontractors. With the
Insurance module, you can conveniently store information about relevant insurance policies for all
project participants, including worker’s compensation and bonding.

I1. Add New Insurance Documents

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

Change Group Print  Help  Logout

ORACLE Primavera Contract Management

Welcome, Jennifer Irizarry

May 29, 2012

Contract Management Control Center

iliRajaci =) Workspace:  (My Workspace) - N R
& | R ‘ o

= 2l Projec]

10114 - Number 7, Grant E.5. (Passsic Gity)
[E] 000467 - Hubbard M.S. (Flsinfield)

[E] 000604 - Paterstown E.5. #3 (Elizsbeth)

[E] 000810 - John Marshall E.S. #20 (Elizabeth) !
E 000611 - Elizabeth H.S. (Elizabeth) *
[E] 000702 - John F. Kennedy H.5. (Paterson)
[E] 010089 - New pre K-8 %27 (Elizabeth) 4 Low
[E] 010050 - New pre K-8 #23 (Elizabath)

[E] 010081 - Dr. Albert Einstein #28 (Elizabeth)
[ 010522 - New MS (301) (Leng Branch)
[E] 010554 - Memarial H.5. (West New York)
[E] 010556 - Number 2 E.S. (West New Yark)
[ 010557 - Number 4 ES. (West New Yore) Prepare Reports = Prepare Reports e
[E] 010589 - Number 2 E.S. (West New Yerk)
[ 010582 - Unian City ECC (Seniemm) B 01 - Profect Status Report - External Use (r ... B 01 - Mutti-Project Pending Pavment
] 010571 - [OF] Uinion City H5 & Athletic Complx Y 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Daily Reports - Past 7 Day...
[ 010580 - Number 24 E.S. lJersey City)
[E] 010881 - PS5 #20 (Jersey City) B 02 - Issues Log by Project (r is O1sda all) [ 24 - School Type Report - Regional (m proj sc...
[E] 010587 - ECC 03 (Jersey City)

[ 010283 - ECC 13 (Jersey City) B 26 - Multi-Project CCD Report - Executed in t...
[E] 010584 - ECC 14 (Jersey City)

[ 010597 - E5 3 (Jersey City)

[E] 010810 - Fhillipsburg Early Childhood Center

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

[E] 010818 - New First Avenue (Newark) >
<« i, ] »

Actions g2l @ Alerts % &

[l

! High 268

E
E
4

* Normal o

=
2
2
o
e

4 Low 0

,_
€
o

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

// Trusted sites | Protected Mode: Off 4@ v H100% -

Primavera Contract Management
—— o ————

2. Select your desired project.

Contract Management Control Center

: ;
| Al Projects - Workspace:  (My Workspace) - B E‘

B[ % = |

= Actions 2% & Alerts Ihisd @

04000V - Arthur L Johnson HS (Clark Township)

(L Project Information
(£l Communication

[0 Gontract Information ' 4 =
- 0 ' 268
3 Logs : High 3 High

i [@-[Z] change Order Management + Normal 1] * Normal (1]

F- [ 04000W - Valley Road E.S. (Clark Tawnshio)

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

Ba Logs

----- @ Drawing Sets
@ Drawings
i [} submittal Packages

i [ submittals

: @ Materials
[ Daily Construction Rpts

— .

- 8] Punch Lists
4. The Insurance log view displays. Click the Add Document button to add a new Insurance
document.
Arthur L Johnson HS (Clark Township) (04000vV) May 29, 2012
Insurance Select an action... ¥ Find F“? Layout: <my layout> -
: [5‘ ‘Paii:vTvpe Insured Insured Contact Policy Number Effective Expiration | Insurance Provider

B

5. The Insurance document will display. Click the applicable tab to enter information on one of the
sections of the document.

Control Center > Insurance Log > Insurance

-

@ [t R e !

Insured <none selected> [=] X
policy Type =
Palicy No.

Insurance Provider

Contact Person <none selected= =%
Effective Date sz
Expiration Date fzzi)

policy Limit

0000000000000 ]
-
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A. General Tab

Control Center > Insurance Log > Insurance

New Insurance Select an action... -
=t

% |' General ] Status ][ Details ][ SDA Data ][ Issues \|[ Attachments ]
Insured <none selected=>
Policy Type
Policy MNo.
&)

Insurance Provider

Contact Person

<none selected=
Effective Date ﬁ
Expiration Date ia=i)

Policy Limit

Insured — Click the select button to choose the NJSDA.

Policy Type — Click the select button to choose the type of insurance policy. Choices
include Automobile, Bid Bond, Errors and Omissions, General Liability, Other,
Performance Bond, Professional Liability, Umbrella and Workers Compensation.
Policy No. — Enter the insurance policy number (36 character field).

Insurance Carrier — Enter the name of the insurance carrier (36 character field). Note:
If the select button is chosen for the Contact Person, the name of the insurance carrier
will automatically populate.

Contact Person — Click the select button to choose the contact name for the insurance
carrier.

Effective Date — Click the calendar icon to select the date this policy goes into effect.
Expiration Date — Click the calendar icon to select the date this policy expires.
Policy Limit — Enter the maximum insured limit for this policy (36 character field).

An example of a completed section is shown:

Control Center > Insurance Log > Insurance

New Insurance Select an action... -

Goneral |[ States || Dataite | 508 pate || fesues || Atchmanss |

New Jersey Schools Development Auth
To Be Determined =X

Insured
Policy Type Warkers Compensation =
Policy Mo. wcC1234

Insurance Provider  Chicago Title Insurance Company

Contact Person Rich Barrington =X
Effective Date Jan 1, 2012 i)

Expiration Date Dec 31, 2012 ]

Policy Limit $100,000
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B. Status Tab

New Insurance _ Select an action

e T e

Ball in Court <none selected= =

rrrrr ity Normal -

Status New Item -

e

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

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

C. Details Tab

Control Center > Insurance Log > Insurance

New Insurance Select an action... -

General sm Data |[ Issues | Attachments |

Contract <nane selected> I Elq
= J
Remarks

e Contract — You must click the select button next to the field to choose an associated
contract. This is a required entry.

e Remarks - Enter any applicable comments.

An example of a completed section is shown.

Control Center > Insurance Log > Insurance

New Insurance Select an action. -

[ encral |[ stetus || petails |[ s0A Data |[ ssues |[ Attachments |

Contract Construction (NT-0032-C02) El x
Remarks
[This is the latest policy.
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D. SDA Data Tab

Control Center > Insurance Log > Insurance

New Insurance Select an acti

ion...
General || Status Deta\\sl SDA Data IIssues Attachments
)

¥
Body of Letter 4
Cancellation Alerts (=]
Reinstatement Date iz
Policy Limits (=]
Expiration Dates ]
Additienal Insured Language [
Palicy Expiration Alerts =
Cancellation Date i)
SIR Deductables ($) 0.00

Broker Information

e Body of Letter — Will be populated with standard language. Note: once the document is
saved, this field will expand to the full width of the screen.

e Cancellation Date — Click the calendar icon to select the date the policy was cancelled

e Reinstatement Date — Click the calendar icon to select the date the policy was
reinstated

e Policy Limits — Click the checkbox if policy limits are incorrect

e Expiration Dates — Click the checkbox if expiration dates are incorrect

e Additional Insured Language — Click the checkbox if additional insured language is

required

Policy Expiration Alerts — Click the checkbox if policy alerts are needed

Cancellation Alerts — Click the checkbox if cancellation alerts are needed

SIR Deductables ($) — Enter the deductable amount of the self insured retention

Broker Information — Enter the name of the broker

An example of a completed section is shown.

Control Center > Insursnce Log > Insurance
New Insurance Select an action... =
‘@| [ General |[ status |[ petsils |[ sDA Data |[ tssues |[ Atachments |
f| Body of Letter =
Cancellation Alerts &
Reinstatement Date May 1, 2012 i3}
Policy Limits & 3
Expiration Dates ]
Additicnal Insured Language =
Policy Expiration Alerts @
Cancellation Date Mar 12,2012 {5
SIR Deductables ($) 500.00
Broker Infarmation Smith and Sens, Inc
[ see | concel |
Primavera Contract Management E /" Trusted sites | Protected Mode: Off fa -~ ®|100% -~
W

L= T —r ——
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E. Issues Tab

Control Center > Insurance Log > Insurance

New Insurance Select an action...

General || Status || Details r SDA Data r Issues ]I Attachments 1

=] mrer—
1

ssue Title and Code

Select Issues help

——————
|
Issues

Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

mmmp> sclect  Addtional Black Stained Sand (00005)
select  Compaction Testing (00006)

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

select NTP (00003)

select  NTP (00001)

select  Stop work (0006)

select  Submittals in Primavera (0007)

select UST (0D0004)

o If this policy relates to an Issue that was previously entered in the Issues log, it can be
linked to this Insurance document. Click the Link button and choose the desired issue
from the dialog box. You can also click the Add Issue button to create a new issue,
however, you will need to return to the Issues module to populate additional fields
relating to the Issue.

F. Attachments Tab

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

Control Center > Insurance Log > I

New Insurance Select an action... «

General || Status || Details f SDA Data Wf Issues If Attachments. WI

Attach File | Attach URL J

- ‘ Attachment | Subject File Size Date Attached Attached By

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

[ Seve 8 Gose ]| Seve and Add Anoter || Camcel |
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¢ Navigate to the desired file location, click on the file to highlight it, and click the Open

button.

-
& Choose File to Upload

[S52=)

—

= Recent Places

m

4 Libraries ,"

@ Documents

J’ Music

[ Pictures

B Videos

-~

1M Computer @
£, Local Disk ()
e jirizarry (Visanfsh ™ [zarl ﬁ

File name: policy

u'\_) ‘- Desktop * - |¢f| | Search Desktop pel |
Organize = Mew folder ﬁz > [ @
) - Microsoft Word 2010 .
i Favorites Shortcut
Bl Desktop =1 2.59KB
4 Downloads MJSDA - Contract Manager

s MISDA-intranet

(Expedition)
Internet Shortcut

Internet Shortcut
245 bytes

policy
Adobe Acrobat Document
336 KB

Remote.NJSDA.GOV =
Internet Shortcut B
115 bytes
section 5a updates -
« [ AiFiles ) -
[ 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:/fdevZpe.njsda.gov/ - Attach File - Windows Internet Explorer » Ll
Attach File help
Attachment * Ci\Users\jirizarry\Desktop\policy.pdf Erowse..

— SUbjeCt policy
Location
Date Attached May 29, 2012

Attached By Jennifer Irizarry

* Required

MISCCTRN-Attachments -

T [T e

e The attached file will display in the Attachments section.

nce Company  Select an action... =

| Attach File J | Attach URL J
a~ | Attachment ‘ Subject ‘ Location File Size Date Attached Attached By
> @‘ [~ policy.pdf policy NISCCTRN-Attachments 33 KB May 29, 2012 Jennifer Irizarry remove
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When all fields are completed, click the Save button at the bottom of the document window.

Control Center > Insurance Log > Insurance
nnnnnnnnn : WC1234 | Chicago Title In: e Company Select an action... A
General Details r SDA Data 1 Issues r Attachments W
‘ Attach File | ‘ Attach URL |
@ - ‘ | Subject | Location File Size Date Attached Attached By
Ig policv.pdf policy MNISCCTRN-Attachments 33 KB May 29, 2012 Jennifer Irizarry remove
B1
- | = =
Primavera Contract Management El «/ Trusted sites | Protected Mode: Off 43 v R10% -
z N

To add additional policies, open the Insurance log, click the Add Document button, and follow the

entry processes starting on page 4. As Insurance policies are entered, they will be automatically linked to
Payment Requisitions and Contracts.

~ »
B Primavera Contract Management | | G~ v [ dsh v Pagew Safetyw Toolsw @~
ORACLE' Primavera Contract Management Transmittal Queue  Print  Search Help  Logout
Arthur L Johnson HS (Clark Township) (04000V) May 29, 2012
Control Center > Insurance
Insurance Selectan action... -~ Find Fa Layout: <my layout> -
= ‘ Palicy Type Insure d TInsured Contact Policy Number Effective Expiration | Insurance Provider
< |I©)
@ g o Workars Compensation MNew Jarsey Schools Devalopment Auth To Be Daterminad WC1234 J=n 1, 2012 Dec 31, 2012 Chicago Title I
o m v
Primavera Contract Management E / Trusted sites | Protected Mode: Off h v ®10% v
o =

0000000000000 ]
-
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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

a

Send to Corr Rovd
Send to Inbox
E-Mail Form

Add Document
Delete Document
Version Document

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

Do you want to version this document?

L_ves ] ___no |

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

Insurance: WC1234 | Chicago Title Insurance  Select an action... -

E‘ |’Genera| ” Status \IIJ Details ][ SDA Data \“’ Issues “ Attachments ”’ Versions ]

— | show all versions

@ - Version ‘ User Account Date
Ty | B 10 Jennifer Irizar Oct 22, 2012 3:08 PM
& :
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IV. Generate a Subsequent Insurance Document

This procedure outlines how to create a new Insurance document from a previous Insurance
document. This will allow all information entered on the original document to be copied over into

the new document.

Important: This process will automatically close the previous Insurance document. Therefore, it
should only be used if you are updating policy information.

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

Welcome, Jennifer Irizarry

Contract Management Control Center

(Al Projects. -
o =
BE|% A
= Al Froject] ~
[l 000714 - Number 7, Grant E.S. (Passaic City) |:
[E] 000457 - Hubbard .5, (Flainfield) =

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

[E] 000810 - John Marshall E.S. #20 (Elizabeth)
[E] 000811 - Elizabsth .. (Elizabatn)

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

[E] 010088 - New pre K& %27 (Elizabeth)

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

[E] 010051 - Dr. Albert Einstain #28 (Elizabath)
[E] 010522 - New MS [x01) (Leng Branch}

[l 010554 - Memerial H.5. (West New Vord)

[E] 010556 - Number 3 E.S. (West New Yort]

=] 010557 - Number £ E.5. (West New Yars)

[E] 010555 - Number 2 E.5. (West New Yort]

=] 010562 - Union City ECC {Schlemm)

[E] 010571 - [DP] Unian City HS & Athletic Complx
[E] 010580 - Number 24 E.8. ey City)

[E 010581 - PS #20 (Jarsey City)

[E] 010587 - ECC 02 (Jersey City)

[E=] 010582 - ECC 12 [ersey City)

[ 010584 - ECC 14 (Jersey City)

[E] 010587 - £8 2 (Jersey City)

[l 010810 - Phillipsburg Early Childhood Canter
[E] 010817 - New Science Park HS (Newart)

=l 010818 - New First Avenue (Newsr) -
< n ]

ORACLE' Primavera Contract Management

Workspace:  (My Workspace)

Actions 2% & Alerts LU
! Hgh o ! High 268
* Normal o * Normal o
4 Low 1] 4 Low 0

Last System Refresh: May 29, 2012 1:00:25 AMEDT

Prepare Reports Prepare Reports

B o1 - Multi-Project Pending Pavment

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

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

Y 02 - Issues Log by Praject (r is Olsda all) [ 24 - School Type Report - Regional (m_proj_sc...

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

(5]

R

Change Group Print  Help  Logout

May 29, 2012

- R

/" Trusted sites | Protected Mode: Off

A v ®100% -

Primavera Contract Management
..

———— —

¥

2. Select your desired project.

‘Contract Management Control Center

All Projects

R 8% [

_? 04000V - Arthur L Johnson HS (Clask Township)

(£ Project Information
~] Gommunication

(£ Contract Informaticn
(£ Loas

i &[] Change Order Management

- [E] 04000W - Vallev Road E.S. (Clark Townshio)

| Waorkspace:
i Actions 2% Alerts

! High 0 ! High

* Normal 0 * Normal

- &2

(My Workspace)

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

53 Logs

----- @ Drawing Sets

@ Drawings

i [} submittal Packages
i [ Submittals

----- @ Materials
> [#] Daily Construction Rpts
5| (nsurancel

o [ Punch Lists
T A - e

4. The Insurance log view will display. Locate your desired Insurance document and click the
blue title link to open it.

Control Center > Insurance

Insurance Selectanaction.. = Find P2

8 Layout: <my layout> -
‘ Policy Type Insured Insured Contact Policy Number Effective Expiration | Insurance Provider
|§f ©» Workers Compansation New Jarsay Schools Davelopmant Auth To Ba Determined wC1234 Jan 1, 2012 Dac 31, 2012 Chicago Title Insurance

5. With the Insurance document open, click the drop down box on the Select an action menu on
the top of the screen. Choose Generate Document from the menu options. You can also click
the Generate Document button on the left side of the screen.

Control Center > Insurance Log > Insurance

Insurance: WC1234 | Chicago Title Insurance Compan

General || Status || Details || SDA Dat=

Iﬁ New Jersey Schools Developme
Tnsured To Be Determined
Send to Corr Sent
Policy Type Workers Compensation Send to Corr Zent
Send to Inbox
Policy No. we1234
etey o E-Mail Form
Insurance Provider  Chicago Title Insurance Compa
Iaj
| | Contact Person Rich Barrington e Tranem
Effective Date Jan 1, 2012 [Version Document t
Expiration Date Dec 31, 2012
Policy Limit $100,000

Contract Manager User Manual Page 13 of 16 Created: 5/6/10
Section 24 — Insurance Revised: 11/21/12



6. The Generate Insurance dialog box will display.

|
Generate Insurance
Effective Date  Dan 1, 2012 i

Expiration Date ~ Dec 31,2012 £
Link the new Insurance to the same Issues as the original?
@ yes (O no

Link the new Insurance to the same Attachments as the original?
@ yes (O no

Fiich ||| concal |

7. The Effective Date and the Expiration Date will reflect the same dates as the previous
Insurance document. If this is incorrect, click the calendar icon to change the dates. In the
example shown, the dates were changed.

|
Generate Insurance

Effective Date Jan 1, 2013 =]
1

Expiration Date  Dec 31, 2013 i)
Link the new Insurance to the same Issues as the original?
@ ves () no

Link the new Insurance to the same Attachments as the original?
@ ves () no

T T |

8. The Yes/No options for the Issues and Attachments questions will default to yes. If the new
Insurance document should be linked to the same Issues or Attachments as the original, leave the
default to yes, otherwise click the no option to change it. In the example shown, the no option
was selected for both questions. When all options have been selected, click the Finish button to
generate the new Insurance document.

Generate Insurance

Effective Date Jan 1, 2013 e

Expiration Date Dec 31, 2013 ﬁ
Link the new Insurance to the same Issues as the original?
) yes @ no

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

.
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9. The new Insurance document displays. Click the Edit Document button on the left side of the

screen to edit any field using the previously described processes. Save your changes when
complete.

Control Center > Insurance Log > Insurance

nnnnnnnnn : WC1234 | Chicago Title In e Company  Select an action.. -~

General || Status || Detsils r SDA Data W Issues [ Attachments. ]r Versions W

New Jersey Schools Development Auth
Insured To Be Determined

Policy Type Workers Compensation

Policy No. wc1z34

Insurance Provider  Chicago Title Insurance Company

EEEE)

Contact Person Rich Barrington
Effective Date Jan 1, 2013
Expiration Date Dec 31, 2013
Policy Limit $100,000

10. As noted, this process automatically closes the previous Insurance document. To verify this,
return to the Insurance log view. You will see both documents listed. Click on the blue title
link of the previous Insurance document to open it.

Control Center > Insurance

7 5 2
Insurance Select an action... - Find Fx Layout: <my layout> -
|‘:). ‘ Tnsured el e Policy Number Effective Enparation| Tnsucame Prowider
— Mew Jersey Schools Development Auth To Be Determined WC1234 Jan 1, 2012 Dec 31, 2012 Chicago Title Insurance
New Jersey Schools Develapment Auth To Be Determined wci1234 Jan 1, 2013 Dec 31, 2013 Chicago Title Insura

£y

11. The Insurance document will display. Notice that the Status field in the Status section now
displays as Closed.

Control Center > Insurance Log > Insurance

Insurance: WC1234 | Chicago Title Insurance Company ~ Select an action...
General || status |[ petails || 50A Data |[ tssues |[ Attschments || versions ]
Ball in Court <none selected>

Status Closed

L |

0000000000000 ]
-
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V. Insurance Alert Subscription

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

Should you require any assistance with alerts, please contact the SDA Contract Manager help desk at
pehelpdesk@njsda.com.
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