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l. CHANGE MANAGEMENT

Going forward, General Contractors (GC) and Architects (A/E) will be contractually required to use the
SDA Contract Management system. In the meantime, it is the responsibility of the PMF/CM to use the
system. This may require direct data entry of GC and A/E related information. This may also be
delegated to the GCs and A/Es if possible.

Change documents in Contract Management will include:

Requests for Information (RFI)

Contract Change Request/Authority (CCR/A)
Contractor Proposal (CP)

Authority Agent Recommendation (AAR)
Change Order (CO)

Construction Change Directive (CCD)
Contractor Claim Notice (CCN)

No gk DR

Any of the phases of change management as they have been defined can be skipped if they are
inappropriate considering the circumstances around the change.

As the person who certifies that all necessary procedures have been followed and signatures obtained,
the Project Manager (PM) will also be the person best able to determine whether all phases of the
change management process will need to be utilized in any given case.

SPECIAL NOTES:

a. All Change Orders for E-Rate contracts should be entered into Contract Management. They will
be automatically updated in the SIMS (Schools Information Management System) Accounts
Payable system.

b. Change Orders, Task Orders and Amendments that are not related to Design/Construction/E-
Rate/CM Contracts will be updated automatically in Contract Management on a daily basis. This
includes Real Estate and other types of contracts that are not directly managed in Contract
Management.

c. All documents default to a status of New Item when they are created. As they flow through the
Change Management process, their status will automatically change to Closed. However, a status
of Cancelled is available to be selected manually. A Cancelled status indicates that the document
is no longer required, but should be retained for historical purposes. A cancelled document
cannot be reopened for processing.

d. There are two items in the Review Status section that we are currently not using. The first is a
check box labeled Do not check or this document will need to be deleted. Do not check this
box. The second is Document Owner, relating to functionality we are currently not using.
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Il. CREATING THE CONSTRUCTION CHANGE DIRECTIVE (CCD)

A. Creating the Initial Change Management Document

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 v Workspace:  (My Workspace) -]
B % =4
b Al Projecty Il Actions 28 eE Alerts & &
000114 - Number 7. Grant E.S, [Passaic City) ‘,‘
000487 - Hubbard I.S. [Plainfield) =
=] 000804 - Peterstown E.S. #3 (Elizabeth) ) ] .
[EE] 000510 - John Marshal| E.S. #20 (Elizabath) ®  High 0 ¢  High 268
[ 000811 - Elizabeth H.5. (Elizabeth) ¢ Nomal T ¢  Normal T
000702 - John F. Kennedy H.8. [Paterson) = = ——
010089 - New pre K-8 #37 (Elizabeth) L Low 0 4 Low o

010080 - New pre K-8 #28 (Elizsbeth)
010091 - Dr. Albert Einstein #29 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM EDT
010522 - New MS (x01) (Long Branch)
=] 010554 - Memorial H.S. (West New York)
[E] 010558 - Number 3 E.5. (West New York)
[E] 010857 - Number 4 E.S. (West New Yor) Prepare Reports Y Prepare Reports N
010555 - Number 2 E.S. (West New York)
010582 - Unien Gity ECC (Schiemm) [ 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment Requisitio...
010571 - [DF] Union City HS & Athletic Complx
010580 - Number 24 E.S. (Jersey City)

EE] 010581 - PS #20 Lersey City) [ 02 - Issues Log by Project (r is 0isda all) [ 24 - School Type Report - Regional (m proi sc...
E 010587 - ECC 03 (Jersey City)
2] 010583 - ECC 13 (Jersey City) B 26 - Multi-Project CCD Report - Executed in t...
@ 010884 - ECC 14 (Jersey City)

010687 - ES 3 (Jersey City)

010810 - Phillipsburg Early Childhood Center
010617 - New Science Park HS (Newark)

010618 - New First Avenue (Newark) -
I I ] »

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

.

Primavera Contract Management  Trusted sites | Protected Mod
———— ™ e —==n

2. Select your desired project.

Contract Management Control Center

All Projects v | ‘ Workspace: (My Workspace)
o o ||

BE(%=

SSES| 04000V - Arthus L Johnson HS (Clark Township)

(21 Project Infarmation

(£ communication

(Z1 centract Informaticn ’ - ”

- 0 ' q 268

; B ! High ! High

i [#@-[Z] change Order Management * Normal 0 - Normal U]

3. Select the Change Order Management folder, and then select Change Management.

82|
s Actions 28 Alerts ol &

Contract Management Control Center

:AII Projects hd
B %= &
~[E] 04000V - Arthur L Johnson HS (Clark Townshis) B Actions 2 ¢ Alerts

(£ Project Information
(£ communication
(£ contract Information

D Logs ! ﬂgﬂ 0 ! High
[=}-£53 Change Crder Management * Mormal o T Normal
8] Change Managemend
@ Final Change Documents 3 Low 0 4 Low

@ Proposals

0000000000000 ]
-
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4. When the log view displays, click the Add Document button on the upper left side of the screen
to create a new master Change Management document.

Control Center > Change Management

Change Management Select an action... > 1112345 ... [ Find # Expand All = Collapse All

Title Number Dated | Status Collected into Change Number |
Iﬁ ® NT-0032-C04 CO#220 00116 Feb 17, 2003 New Item
Iﬁ ® NT-00232-C04 CO#219 00115 Feb 17, 2008 New Item

m

B? o wrenmaomna Aot e e e

5. The new Change Management document displays. From the General tab, Contract
Management will provide the next available change management number for this document in
the Number field. Do not change this assigned number. Adjust the date as necessary by
choosing the calendar icon to the left of the Dated field. Enter the title in the Title. The format
for the title should be contract number and Change Order number.

Note: The fields on the Status tab should never be changed.

New Change Management Select an action... ¥
[AZ) I|' General i Status ]|’ Budget ][ Commitments ][ Remarks “’ Documents by Phase ]|’ Details “’ SDA Data ][ Issues ]|' Attachments ]
R
— Number * 00131
@ 9 Dated Dec 3, 2012 e
@ LTitIe NT-0032-C04 CCD #100
=
Phase Estimated Cost Quoted Cost Negotiated Cost Final Cost Projected Cost
Budgeted $0.00 $0.00 50,00 £0.00 $0.00
Committed $0.00 $0.00 $0.00 $0.00 $0.00
'|
|
* Reguired
!
[ Seve |

0000000000000 ]
-
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6. Click the Remarks tab and add any applicable comments.

New Change Management Select an action... -

((General |[ Stetus |[ Budast |[ Commitments | Remarks || Documents by Phase || Detmite |[ S0A Date || issues || Atschments |
Additional Remarks
This CCD will resolve the issue with the cracked foundation.| -

7. Click the Details tab. Use the pull-down list to select the Reason for Change. This is a
required field. Do not change the value in the Scope field.

8. If applicable, click the select button if there is a Referenced Document within this project that
can be linked to this Change Management record.

9. If applicable, enter the P6 project schedule Activity ID related to the early/actual start and fnish
dates for this change.

New Change Management Select an action... =

|’ General ]|’ Status ]|’ Budget ]|’ Commitments V Remarks V Documents by Phase || Details | SDA Data ]f Issues ][ Attachments ]
9 Feason for Change Owner-Initiated Change -
Scope Out of Scope
Referenced Document =
Activity ID
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10. Click the SDA Data tab and complete the Justification field. Additionally, since this change is

a CCD, the CCD Justification field can also be completed.

I New Change Management Select an action... -

——
‘ m |' General ]" Status ]" Budget ]" Commitments 1( Remarks ]( Documents by Phase ]" Details SDA Data Issues ]( Attachments ]

Justification

Foundation was cracked during construction, but must be fixed in order to continue

@

-~ [} Justification Caost for this change is still in negotiation

DCD Justification [

FOR CMD USE ONLY O

Contract Number

Change Order / Amendment Number 0
Vendor Name
Program Officer

Brief Description

Program Operations Team EI b4

Change Order Type EI b 4

m

| sove || concel |

13. If this Change Management document relates to an issue that was previously entered in the
Issues log, it can be linked to this document. Click the Issues tab and click the Link button.

New Change Management Select an action... =

‘ PS—— P (VS PSSS———— P | (FVS——Eri—— | " g |( R ()
=

FrETE e T Tode

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

G PPN R T ML AU TS A e

Select Issues help

| =

Al ABCDEFGHIJKLMNOPQRSTUVWXY Z Other

! select  Bulletin #01 Add'| Work (CM00S)

select  Bulletin £02 Steel (CM002)
_ilbselect Cracked Foundation (CF1)

select  Existing Urban Soil (CMO04)

select  Expedition Submtl/RFI Process Reqt (CMO0O3)
select  Morgan Village Heat Pump Condensates (DIV 15)
select  PSE&G Bills (MUMS) (l
select  Sitework-Soil Testing (CM0O01)

L

15. The selected issue will display in the Issues tab.

Change Management: 114 | CA-0010-C01 CCD #100  Select an action... -~

@ |' General ]" Status ]" Budget -]|' Commitments ]( Femarks ]" Documents by Phase ]" Details ][— SDA Data -]|' Issues ]" Attachments “’ Versions ]

[ tink |
@ Issue Title and Code

@ & Cracked Foundation (CF1)

5

unlink

[ e
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16. To attach supporting documentation to this Change Management document, click the
Attachments tab and click the Attach File button.

Change Management: 114 | CA-0010-C01 CCD £#100  Select an action... -

|' General ]" Status ]" Budget ]" Commitments ]( Femarks ]( Documents by Phase ]" Details ]" SDA Data ]" Issues | r Attachments 1

| Attach File | I Attach URL |
@ Y | ATrachment | Subject | File Size | Date Attached | Attached By |

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

Attach File help

Attachment * | Browse...

Subject
Location MISCCTRN-Attachments v
Date Attached Dec 4, 2012

Attached By Jennifer Irizarry

* Required

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

[SEX)

=) Choose File to Upload

Q'\_} |- Desktop » - | 3 | | Search Desktop pe |
Organize v New folder s 0 @
L O 50O A
W Favorites F MISDA - Contract Manager
Bl Desktop (Expedition)
& Downloads Internet Shortcut

MNISDA-intranet

=] Recent Places L]
/ @ Internet Shortcut |
245 bytes

m

4 Libraries
@ D n primavera_logo_cm
ocuments - GIF image
@' Music 390 KB
] Pictures | [ RemoteNJSDA.GOV
B Videos / e)“ Internet Shortcut
14 L.t T
| - E
1M Computer report B
. Adobe Acrobat Document
&, Local Disk (C3) X 336K
e jirizarry (Visanfsly - N
File name: | ~ [AlFiles ¢ -
[ Open |v ’ Cancel ]

L —

19. Enter the subject and/or name of the document in the Subject field and click Save and Close.
To add additional documents, click the Save & Add Another button and repeat the process.

~

-
(2 httpsy//pe.njsda.gov/ - Attach File - Windows Internet Explorer |4

Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse...

P sSubject report]
Location NISCCTRN-Attachments «
Date Attached Dec 4, 2012 i
Attached By Jennifer Irizarry i

* Required
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20. The attached file will display in the Attachments tab.

Change Management: 114 | CA-0010-C01 CCD #100

Select an action...

-

[ General |[ status |[ Budget || Commitments |[ Remarks || Documents by Phase |[ Details |[ SDA Data || Issues | Attachments |

Y

| g quegurt.gdf

[ Attach File | [ Attach URL |
@ | Attachment | Subject Location File Size | Date Attached | Attached By |
report MNISCCTRN-Attachments 33 KB Dec 4, 2012 Jennifer Irizarry

remove

21. When all entries are completed, click the Save button to save the Change Management

document.

Change Management: 114 | CA-0010-C01 CCD #100

Select an action... =

|’ General “’ Status ]|’ Budget “’ Commitments 1( Remarks 1( Documents by Phase ]|’ Details ]|’ SDA Data “’ Issues “’ Attachments ]

| g @regor‘t.gdf

report NISCCTRN-Attachments

| Attach File | | Attach URL |
@ & | Attachment Subject Location | File Size | Date Attached | Attached By
33 KB Dec 4, 2012 lennifer Irizarry

remove
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B. 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.

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... =
'®|Edit Document Bl

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?

2N T

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.

Change Management: 114 | CA-0010-C01 CCD £#100  Select an action... -

[ General ][ Status ][ Budget ][ Commitments ]( Femarks ]( Documents by Phase ][ Details ][ SDA Data ][ Issues ][ Attachments “’ Versions ]

[T Show all versions
7 | Version | User Account | Date

D 1.0 Jennifer Irizarry Dec 4, 2012 8:59 AM
Contract Management User Manual Page 12 of 57 Created: 05/23/07
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Creating the Contract Change Request/Authority (CCR/A)

1. From within the new Change Management record, click the Commitments tab and click the

Add button.

Change Management: 114 | CA-0010-C01 CCD #100  Select an action... ~

Remarks ]" Documents by Phase ][‘ Details ][‘ SDA Data ]" Issues ]" Attachments ]" Versions ]

|'Gene:a| ][ Status ]|' Budget | Commitments
R
[ I Add Multiple Estimates Total Included Commitments:$0.00 [ Copy Commitments to Budgst J
Contract/PO Estimated (CCRA) | _ Quoted (CP) | _ Negotiated (AAR) | _ Fin
Eost Time Date Cast Time Date Eat Time Date o

SR

4| 1}

2. Click the OK button to accept the default option of Estimated (Contract Change
Request/Auth).

o -

Add Commitment Row.

Add a Commitment row starting with the following phase:

(Contract Change Request/Auth) l

I @ Estimated
) Quoted
D) Megotiate

©) Final

(Contractor Proposal)
d (Authority Agent Recommendation)
(Change Order) |

ok
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3. The Contract Change Request/Auth document displays. Enter information in the following

tabs:

Control Center > Proposals Log * Contract Change Request/Auth % Return to Change Management

Contract Change Request/Auth: 00001  Select an action... -

|' General W" Status 1" Line Items 1[ Details 1[ Schedule 1( SDA Data 1" Issues 1" Attachments ]

Type * Contract Change Request/Auth

Contract * <none selected» \ZI
To * <none selected> EI -
&&
From * <none selected > EI

Number * 00001

Title Found underground storage tank
Date Oct 18, 2012 g

Total Cost $0.00

Time Change (days) 0

* Required
| save [J| concel |
A. General Tab
Control Center > Proposals Log * Contract Change Request/Auth % Return to Change Management
seiliachLhange Request/Auth: 00001 Select an action... -
[AZ} |' General Status 1" Line Items 1[ Details 1[ Schedule 1( SDA Data 1" Issues 1" Attachments ]
7
v Type * Contract Change Request/Auth
Contract * <none selected>
To* <none selected= (] .
From * <none selected= e
Number * 00001
Title Found underground storage tank
Date Oct 18, 2012
Total Cost $0.00
Time Change (days) 0
* Required
| save J| cancel |

e Type - defaults to Contract Change Request/Auth

e Contract — click the select button next to the fields to pick the applicable contract.

This is a required field

e To-—will be populated automatically after the contract is selected. This must be
changed. Click the select button next to the field to choose the GCs name from the

contact list. This is a required field.

e From — will be populated automatically after the contract is selected. This must be
changed. Click the select button next to the field to choose the PMF/CM/SDAs

name from the contact list. This is a required field.
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e Number — Contract Management automatically numbers the document. Do not
change this number. This is a required field.

e Title — Contract Management automatically titled this document based on the
Change Management record. If necessary, make any required adjustments.

e Date - date the document was created. If necessary, click the calendar icon to
change the date.

e Total Cost — will be automatically completed once the value for the CCR/A is
entered

e Time Change in Days — will be automatically completed if the information is
entered in the schedule tab.

IMPORTANT: This is the only opportunity you will have to select the To/From
company. Once you save the document, you will not be able to edit the company, only
the contact names.

A completed section is shown:

Contract Change Request/Auth: 00001  Select an action... -

“ |'Ge||era| H’ Status ][ Line Items || Details ” Schedule ” SDA Data ][ Issues ||’ Attachments]
4

Type * Contract Change Request/Auth

@‘ Contract * Construction (NT-0032-C02) D
‘@Q To * gﬁ‘l;ljd\lfecr:;'::;;uctmn Co, Inc = ﬂ
| frome e
Number * 00001
Title Found undergrouﬁd storage tank
Date Oct 18, 2012 ‘33
Total Cost $0.00

Time Change (days) 0

* Required

B. Status Tab

Contract C equest/Auth: 00001  Select an action... -

’@‘ [ General | status |[ Line ttems | Detsils | Schedule || spaDats |[ 1ssues | Attachments |

Ball in Coiirt Dandk Construction Co, Inc

‘ ! ; ‘ Dilip Verghese

Priority MNormal -

@ ‘ Status MNew Item -
3
i) r

e Ball in Court — If necessary, click the select button next to the field to select a
name from the contact list.

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

e Status — leave the default of New Item
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C. Line Items Tab

1. Click the Line Items tab. A zero value line item needs to be added with the appropriate cost
code. This line item will be carried over to all phases of change management. Click the Add

Lump Sum button.

Contract Change Reguest/Auth: 00001  Select an action... -
[AZ} General Status Line Items Details ]l’ Schedule ]l’ SDA Data 1" Issues 1" Attachments ]
&7

| Add Lump Sum Il | Add Unit Price | | Copy from Contract |
@ < | Line Item No. | Duantity Units of Measure | Description | Unit Price | Net A id Tax Rate Sales Tax Line Item Total

—

4 I 2

2. In the Costing section of the window, click the Add button to choose the single cost code that
the Lump Sum should be distributed to. To add multiple cost codes, click the Add Multiple
Cost Codes button.

| Lump Sum help  +
| Spelling BE @ @
Change Proposal Unit
Type Lump Sum -
Line Item Mo. * 00001

Description

m

Lump Amount ($) 0.00
Tax Rate 0.00000
Sales Tax (3) 0.00

Line Item Total ($) 0.00 I
Material Name EI X I
Material Title

Activity 1D -] X Ex
top of page

“ Costin =B
| Add | | Add Multiple Cost Codes | Remoye Zero Valuss |
OSL Code i L | Distributed
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3. Select the cost code that the Lump Sum should be distributed to (search by either Cost
Code or Title). Use the Search window at the top of the screen to search for cost codes
rather than paging through the entire list. Enter the high level cost code that you wish to
choose (a full list of cost codes can be viewed in Section 34), then click the Search button.

To add a single cost code, click the select link to the left of the cost code. If you are adding
multiple cost codes, click the select link for each desired cost code.

Select Cost Code 010:Rea! Estate Services
020=Design Fees
030 Search 030=Construction
040=FF&E
Cost Codes 050=Technology
All 0123456 060=Project Contingency
070=0Other Costs, Direct
- 030 {Construction) _ ;
select 030,00 (Constructability Review) 080—Temp0rary Space
select 030.01 (General Conditions) 090=Rebates and Refunds
select 030.02 (Existing Conditions) —
select 030.02.41.00B (Selective Site Demolition (BTL)) 100=Local Share Funds
select 030.02.41.168 (Building Demolition (BTL)) 110=PMF/CM/SDA Fees
select 030.02.41.19B (Selective Structure Demolition (BT) 120=0CIP
gelect 030.02.50.00B (Selective Site Remediation (BTL)) .
select 030.02.60 (Plastic Fabrications) 130=0ther Costs, Indirect

Important: Be sure that the selected cost code is in the same group as the contract
level cost code. For example, if 030 is selected on the contract, you must
select an 030 group cost code for the change order (030.10, 030.20, etc.).

Important: Your change order will not be processed if this step is forgotten.

4. Scroll to the bottom of the Lump Sum screen and choose Save and Close. You will return to the
Contract Change Request/Authority screen.

Lump Amount (§) 0.00
Tax Rate 0.00000
Sales Tax ($) 0.00

Line Item Total ($) 0.00

Material Name E X
Material Title =
Activity ID = X EX
#Costing B8 top of page
[ Add | [ Add Multiple Cost Codes | | Remove Zero values
Cost Code = [ ntle | pistributed
030 [=] Canstruction 0.00 add balance ramave
~ Issues ﬂ top of page

# Attachments @ top of page

* Required

—_— T T I
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5. The item displays in the Line Items tab.

Contract Change Request/Auth: 00001 | DandK Construction Co, Inc

Select an action... -

[ General ][ Status ]( Summary ][ Line Items ][ Details ][ Schedula ][ SDA Data ][ Issues ][ Attachments ]

D. Details Tab

|  addiumpsum || add Unit Prics | | copy from contract |
o | Line Item No. | Duantity | Units of Measure | Description Unit Price | Net Amount Tax Rate Sales Tax Line Item Total
Ig" 00001 $0.00 0.00000 $0.00 $0.
|| | Grid Totals: 0.00 | $0.00 | $0.00 | $0.
4 1 ] r

Select an action... -

Contract Change Request/Auth: 00001 | Da ion Co, Inc
|' General ]|' Status V Summary W Line Item;i Details i Schedule |' SDA Data ]|' Issues ]|' Attachments ]

»

Description

irour estimate for this change is requested

Spec Section

Cost Category

Previous Change Management Phase

rhanne Mananameant Mimher

Commitment

Cost Type Estimated
Required Date Oct 25, 2012 et]
Acknowledged Date ﬁ

Frnnd nndararnind etarane tank fNN1317

m

A. Enter any information for the GC in the Description field.
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E. SDA Data Tab

Contract Change Request/Auth: 00001 | DandK Construction Co, Inc  Select an action... -

@ [ General || status |[ summary |[ Line items |[ Details | Schedule i[ SDA Data ]_i Issues |[ Attachments |

Construction Change Directive [}

‘ @ ‘ Is this Document an Amendment? |:| X

@ 1= this Request = 75,0007 |:| X

m

1

e —

e Construction Change Directive — click the checkbox if this CCR/A relates to a
Construction Change Directive document

e Is this Document an Amendment? — if this CCR/A is part of an amendment,
click the select button next to the field and choose the Yes option to indicate that
this information must be e-mailed to the Contract Management Division (CMD)

e Is this Request >75,0007? — this field will not be utilized for a CCR/A document

F. Issues Tab

If this CCR/A relates to an Issue that was previously entered in the Issues log, it can
be linked to this document. Click the Link button.

Contract Change Request/Auth: 00001  Select an action... ~
“ |' General ]l’ Status ]" Line Items N‘ Details ]( Schedule 1[ SDA Data ]r Issues 1" Attachments ]

[ Link |

S
ssue litle and Code

[

5|
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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 CCR/A. Once you click the select link,

you will return to the CCR/A.

| Select Issues help
| e
Issues
Al ABCDEFGHIJKLMNOPQRSTUVWXY Z Other
| L Cracked Foundation (CF1)
l select lUndergrDund Storage Tank (USTL)
|
| Cancel |
An example of a completed section is shown:
Contract Change Request/Auth: 00002 | Safeway Contracting, Inc  Select an action... -

@ |' General ]" Status ]" Summary ]" Line Items ]" Details ]" Schedule ]" SDA Data ][‘ Issues ][ Attachments ]

| Link |

Issue Title and Code

® Underground Storage Tank (UST1

Ll

unlink
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F. Attachments Tab

To attach additional supporting documentation, click the Attach File button. Note that any
documents that were attached to the Change Management record have carried forward to this
phase of change management.

Contract Change Request/Auth: 00001 | DandkK Construction Co, Inc

Select an action... -

(r—
[ General |[ status |[ summary |[ Line items |[ Details || Schedule || SDA Data || Issues U Attachments |

[ r—r—
@ Attachmen | Subject Location ‘ File Size | Date Attached | Attached By
|§1§ = report.pdf report 0350-005-04-000V 33 KB Oct 18, 2012 Jennifer [rizarry remove

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

Attach File

help

Attachment * [
Subject

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

Attached By Jennifer Irizarry

* Required

Save & Close ||| Save and Add Another
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The Choose File to Upload window displays. Navigate to the desired file location, click on
the file to highlight it, and click the Open button.

==

r
@ Choose File to Upload

.
uu |- Desktop » - ‘ 3 ‘ ‘ Search Desktop yel |
Organize New folder B~ O @
. - = | Microsoft Word 97 - 2003 Docum... -
[ Favorites B
Preposed Training Initiatives
W Desktop | Microsoft Word 97 - 2003 Docum..
& Downloads =l 720 KB
El Recent Places . RemoteNJSDA.GOV
= ’_@ Internet Shortcut
= Libraries Fl Lo butes
@ Documents report
J, Music Adobe Acrobat Document
! A 336kE
[&=] Pictures —
- bl section 53 updates
"
E Videos é Microsoft Word 97 - 2003 Docum...
—1| 336 KB

P

Lo

1™ Computer f ) WEBMAIL

& Local Disk (C:) |£ Internet Shortcut
# jirizarry (\\sanfsy ™ 118 bytes

File name: report « | All Files (**) -
Open |+ Cancel

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.

help

Attach File

Attachment * C:\Users\jirizarry\Desktop\backup info.pdf Browse...

> Subject backup informaticn

Location 0850-005-04-000V -
Date Attached Oct 18, 2012

Attached By Jennifer Irizarry

* Required
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The attached file displays in the Attachments section.

Contract Change Request/Auth: 00001 | DandK Construction Co, Inc ~ Select an action... -
@ PSS ea—. (- S— | TPWNETISI (W (P WTION (e Gre— Y —— .
|_ Attach File | |_ Attach URL |
@ £ | Attachment | Subject | Location | File Size | Date Attached Attached By
@ @5 Eﬂ backup info.pdf backup information 0850-005-04-000V 33 KB Oct 18, 2012 Jennifer Irizarry Iemove
@ W report.pdf report 0850-005-04-000V 33 KB Oct 18, 2012 Jennifer Irizarry O

e O]

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

Contract Change Request/Auth: 00001 | DandK Construction Co, Inc  Select an action... -

|' General W" Status ]" Summary ]" Line Itams ]" Details W" Schedule “’ SDA Data -]" Issues -]" Attachments ]

’j Type * Contract Change Request/Auth

Contract * Construction (NT-0032-C02)
* DandK Construction Co, Inc
A 10 Dilip verghese EI
* Epic Management, Inc.
From william Costella =
MNumber * 00001
Title iz.crund-.una.ergruun-:i siurage‘ tank
Date oct1s, 2012 fH
Total Cost $0.00

Time Change (days) 0

* Required

(e
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IV. PRINT A CCR/A DOCUMENT (Form 500)

To print the Contract Change Request/Authority (SDA Form 500), choose either the Print Form
button or the Print Preview button on the left side of the screen. Additionally, you can choose
Advanced Print from the Select an Action menu on the top of the screen.

Control Center > Proposals Log » Contract Change Request/Auth % Return to Change Management

Contract Change Request/Auth: 00001 | DandK Construction Co, Inc' Select an action... - ‘
Select an action...
f |' General ]|’ Status ]|’ Summary “’ Line Items “’ Details “’ Schedule Edit Document tadhments ]|’ Versions W

Print Form

Type Contract Change Reguest/Auth Print Preview
Advanced Print
Contract & Construction (NT-0032-C02 Send to Corr Sent
Send te Corr Revd
To Dandk Construction Co, Inc Send to Inbox
Dilip Verghese E-Mail Form
X Generate Transmittal
From Eplc_ Management, Inc. Get Markup
William Costello Recalculate
Version Document
Number 00001
Title Found underground starage tank
Date Oct 18, 2012
Total Cost $0.00

Time Change (days) 0

If you choose Advanced Print, click SDA Form 500 — Contract Change Request/Authority
from the report list.

Print - Proposals help
F_RFP.PBL
MISDA - Change Order Checklist Routing / Release Document (f_rfp_: 30) -

@ Forms —
(3] Reports

) Dunning Letters

SDA Form 501 - Authority Agent Recommendatlon (f_ rfp_SDl)

Request For Proposal - FIXED. Does not display any costlnformatlon f_rfp_01_no_cost ‘ ‘

Default Form: f_rfp_001a

Click Print to get a printed output or to create a PDF file

Click Preview to see your output displayed in the window

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

Click Save As to save the output to your local computer or other desired location
Click Close when finished to return to the document

0000000000000 ]
-
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A sample of an SDA Form 500 is shown using the Preview button. Click the Close button to
return to the CCR/A document.

[ 1S T SIS YUY, = FIIIIGVEIS T YEIaUS 1SS EADIUIC —

L ——

Print - Proposals

g

F_RFPPEL NJSDA Change Order Checklist Routing / Release Document (f_rfp_30)
equest For Proposal - FIXED. Does not display an’ cosllnformallon T rfp_01_no_cost
SDA Form 500 - Contract Change Re i 001a
@ Forms SDA Form 501 - Authority Agent Recommendation (f_ rfp 501)

Feports
© Dunning Lettars

Default Farm: _tfp_001a Pint_ & Preview[ E-Mail &= Save As g

S1are oF NEw JERsEY

ScHOOLS DEVELOPMENT AUTHORITY

New Jersey School: Development Authority NJSDA Form 500
CONTRACT CHANGE REQUEST/AUTHORITY (CCR/A) CCR/A No.: 64

Date: 7/10/2009 RFI No.: 00357

Contract No.: NE-0010-C02 School Name:  TRAIN--Park School (Newark)
Contractor Name: Termumal Construction Corp NJSDA Region: NOR--Northern Regional Office
PME/CM: Hill International, Inc District Name: Mewark--3570
PME/CM/PM: Tom Colombo

Design Consultant Firm: RJF Fletcher Thompson Architecture.
Please submit an itemized proposal for changes in the Contract Sum and/or Time incidental to proposed modifications to the Contract
Documents described herein.

[ Lump Swm Proposal @fs, Materials, & Equipment) || Lump Sum Proposal (Unit Costz) [] Time and Matenl

THIS IS NOT 4 CHANGE ORDER NOR A DIRECTION TO PROCEED WITH THE WORK DESCRIBED HEREIN.

Deseription.
Vour estimate for this change is requested
Question : During excavation a hidden underground storage tank was discovered.

The tank is approximately 2500 gallons and is extremely corroded, with some areas rusting through.
The structural stability of the tank iz in doubt, it will likely be necessary to remova it in piaces.

Tt is umelear what type of liquid was stored, but we are assuming that it was fsel oil for an old heating system.
Answer

[ ¢ Tl

To return to the Change Management document, click the Return to Change Management link
on the top of the screen.

Control Center > Proposals Log > Contract Change Request/Auth [ © Return to Change Management
Contract Change Request/Auth: 00001 | DandK Construction Co, Inc  Select an action... -

‘f (Gemeral |[ Status |[ Summary | tine ttam= | Dataii= | Schaduie |[ 50A bate |[ tesues || Atmchmants |[ Varsions |

Type Contract Change Request/Auth
Contract # Construction (NT-0032-C02

To Dandk Construction Co, Inc
@ Dilip Verghese

Epic Management, Inc.
From William Costello

0000000000000 ]
-
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The line item now displays on the Commitments tab.

Change Management: 114 | CA-0010-C01 CCD #100

Select an action..

=7

" General -]r Status Tl’ Budget m Commitments ]I Remarks ][‘ Documents by Phase ]l’ Details ]l’ ‘SDA Data ]l’ Issues ]r Attschments ]l’ Versions ]

B

[ Add | | Add Multiple Estimates | Total Included Commitments:$0.00 | Copy Commitments to Budgst |
@ S Include Contract/PO Estimated (CCRA) 7 Quoted (CP) R Neg
Cot Time Date ot Time Date
@ = B v # Chanree Construction Co Inc (CA-0010-C01) % $0.00 0 | Dec4, 2012
| Total Included: | $0.00 | | $0.00 ‘ |
FHl| 1 |

You can also click the Documents by Phase tab to see

Change Management: 114 | CA-0010-C01 CCD #100  Select an action...

the line item.

|' General 1( Status ]l’ Budget ]l’ Commitments ]( R.Emafksﬂj Documents by Phase ]’ Details ]l’ SDA Data ]( Issues ][ Attachments ]l’ Versions T

Y

Commitments
@ m Display Only Included Commitments

| Title | Required Date | Current Status Include | Cost |
@ Commitments Estimated (CCRA)

CA-0010-C01 CCD #100 (00027, 12/4/12, Chanree Construction Co Inc) Dec 11, 2012ZNEW v £0.00

O Total Included: $0.00|

Budget

| Title Required Date | Current Status Cost
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V.  Creating the Construction Change Directive - TBD (CCD-TBD)

A TBD value CCD indicates that all parties recognize the need for this change, however, a
final price has not yet been determined. This CCD authorizes commencement of work while
negotiations for cost continue.

NOTE: If you are beginning from this point, perform the following steps to
open the Change Management document:
e Log into Contract Management
e Locate your project from the project list
e Choose the Change Order Management folder, then choose Change
Management
e Locate your desired Change Management document from the log and
open in edit mode

1. From the master Change Management document in edit mode, click the edit icon next to the
Contract Change Request/Authority listed in the Commitments tab. This document will
become the CCD-TBD.

Change Management: 114 | CA_ = =100 Select an action... ~
fl |’ General 1" Status ]" Budget M Commitments luRernarkS 1" Documents by Phase ]" Details 1" SDA Data 1[‘ Issues 1" Attachments ] Versions ]
[ add | [ Add Multiple Estimates_| Total Included Commitments:$0.00 | Copy Commitments to Budgst |
@ - Include Contract/PO Estimated (CCRA) | _ Quoted (CP) | _ Negd
Cost Time Date Cost Time Date
@ I B v % Chanree Construction Co Inc (CA-0010-C01) © $0.00 0 | Dec 4, 2012
1
@
1

Total Included: $0.00 | | $0.00 | | |
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2. On the Commitments window, click the Start Final Phase button. This will open a Change
Order document.

r B

—
@ hitpsi//pe njsdagov/Imasterkey=13155c6adSbbAee2a004c046af&action=show - Commitment - Windows Internet Expl.. [

-

ﬁéﬂ;ﬁ?‘e" Ef edit this phase
Cost 0.00

Time Change (days) o
Document Date Dec 4, 2012

# CA-0010-C01 CCD #100 (00027, 12/4/12, Chanree Construction Co Inc

Quoted (CP) [
Cost 0.00 I
Time Change (days) | Start Quoted Phase i
Document Date .

» Negotiated (AAR)
Cost 0.00

m

Time Change (days) | Start Negotiated Phase

Document Date A

Final (co)
Cost 0.00

Time Change (days) | Start Final Phase |]

Document Date

“Issues 57 top of page
| Link |
Issue Title and Code | |

0000000000000 ]
-
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3. A Change Order document displays. Complete the information in the following tabs:

1. General Tab

The To and From fields on the General tab will need to be edited in order to display the
proper contact information. The CO should be sent To the SDA PO From the Vendor.
Click the Select button next to the fields to select the names from the contact list.

der: 061 | Chanree Construction Co Inc  Select an action... -

|' General T Review Status ]l’ Summary 1" Line Items ]l’ Details 1" Schedule 1" SDA Data 1[‘ Issues 1[‘ Attachments -]

.7 4
Type * Change Order
Contract * Construction (CA-0010-C01)
. Chanree Construction Co Inc
*
To Angelo Nucci EI -
L 1]
New Jersey Schools Development Adth
*
From Kimberli Banegas EI
Number * 061
Title cracked foundation|
Date Dec 4, 2012 ﬁ
Total Cost $0.00

Time Change (days) 0

* Required

[_save ]| Concel |

L T —

IMPORTANT: This is the only opportunity you will have to select the To/From
company. Once you save the document, you will not be able to edit
the company, you will only be able to select the contact name.
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Check the Number field to be sure the system has generated the correct document

number. It should match the Change Order number on the Vendor’s documents. If not,
you will need to change the number.

Change Order: 061 | Chanree Construction Co Inc

Select an action...

-

7
Type *

Contract *

To *

2le

From *

" Number *

Title
Date
Total Cost

Time Change (days)

* Required

Change Order

Construction (CA-0010-C01)

Chanree Construction Co Inc

Angelo Nucci EI -

New Jersey Schools Development Auth
Kimberli Banegas

061

L 1]

[--)

cracked foundation|
Dec 4, 2012 ﬁ
$0.00

0

|' General Tl’ Review Status ]l’ Summary 1" Line Items ]l’ Details 1" Schedule 1" SDA Data N‘ Issues N‘ Attachments ]
A2,

[_save ]| Concel |

IMPORTANT: Ifitis necessary to change the Change Order number, remember

that this field can only contain numbers — no alpha or special

characters are permitted. The Change Order will not be processed
if alpha or special characters are entered in this field.

If you are entering from a hard copy, please make sure the Change
Order number in the system matches the Change Order number on

the hard copy.
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B. Summary Tab

Click the Summary tab to view the final amount of the change order and the Net Amount
of Previous Changes.

Change Order: 5 | Safeway Contracting Inc  Select an action... -

@ |' General ][ Raview Status I|' Summary ]’ Line Itams ”’ Details ]|’ Schadule ]|' SDA Data 1[ Issues ][ Attachments ] i

| Details || Markup for changes |

@ [ Update Totsls |

@_& Original Contract/PO Sum $243,300.00

Met Amount of Previous Changes $123,355.00 Include Pending Changes E

Contract/PO Sum Prior to This Change  $366,655.00 Contract/PO's Completion Date Prior to This Change
Current Change Value $210,000.00

Current Contract/PO Sum $576,655.00 Contract/PO's Completion Date Including This Change

C. Line Items Tab
Click the Line Items tab to view the final amount for this change order.

Change Order: 061 | Chanree Construction Co Inc  Select an action... ~

Az [ General |[ Review Status |[ summary l Line Ttems || Details || Schedule |[ SDA Data |[ Issues || Attachments |

o

| Add Lump Sum | | Add Unit Price | | Copy from Contract |
@ e | Line Item No. | Quantity ‘ Units of Measure | Description | Unit Price | Net A it | Tax Rate | Sales Tax Line Item Total

_..@_*g 00001 50.00 0.00000 $0.00 $0.

Grid Totals: 0.00 | $0.00 | $0.00

K

14 [0 ] L3

r

Contract Management User Manual Page 31 of 57 Created: 05/23/07
Section 31 — Change Management CCD Revised: 12/12/12



D. Details Tab

Click the Details tab and enter the description of the change in the Description field.

Change Order: 061 | Chanree Construction Co Inc  Select an action... ~

|' General ]" Review Status -]" Summary ]" Line Items ]" Details ]" Schedule ]" SDA Data ][ Issues ][ Attachments ]

L

Description

»

p [This Change Order- TBD document will authorize continuation of waork]

Spec Section

Cost Category

Cost Type

Required Date

Acknowledged Date

Previous Change Management Phase
Change Management Number
Collected Into Change Number
Reason for Change Order

Initiator Log Number

Commitment

Pending

Dec 11, 2012 ﬁ
cracked foundation (00028)

(113)

Diff. Site Conditions -

m
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E. Schedule Tab

If this Change Order will include information for time, click the Schedule tab. If there is a
schedule linked to this project, choose an Activity ID by using the select button next to the
field. If there is no schedule linked to this project, manually enter the Activity ID and skip to
page 34.

Control Center > Final Change Documents Log > Change Order % Return to Change Management

Change Order: 5 | Safeway Contracting, Inc ~ Select an action..

[ General 1|’ Review Status ]|’ Summary “’ Line Items ]|’ Details I Schednle [ SDA Data “’ Issues “’ Attachments ]

Details  Activity ID | Start

Finish | Time Change (day=)

a Ex [ X o ® O & o

[__save ] Concel |

When the Activity menu displays, find your desired activity and choose the select link next to
the activity name to add it to the change order.

Select Activity help

I | seach

Activities
Al ABCDEFGHIJKLMNOPQRSTUVWXYZ

slect  Building Enclosure (Masonry. Windows. Roofs) (30630)

stleet  Building Purge (31300)

select  Building Tempering {Building Tempuratre Adjustrnent) (30650)
sleet  Certificate of Occupancy Issues (CO) (40260)

seleet  Complete Construction Punch List (31100)

seleet  Construction Notice to Proceed (NTF) (30300)

seleet  Construction Phase (Duration) (30600)

sdect  Construction Procurement/GC Bid and Award [30000)

seleet  Correction of Deficiencies (40100)

1234 [Next>> I

Cancel
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Enter the projected start and completion dates for work related to this change. Click the
calendar icon to select a date from the pop-up calendar, or use the schedule activity early/actual
dates from the activity entered in the Activity ID field. If the checkbox next to each field is
marked, the date is an actual start or finish date. Also, enter the number of days added or
subtracted from the schedule because of the change document in the Time Change (days) field.

F. SDA Data Tab

Change Order: 5 | Safeway Contracting, Inc ~ Select an action... -
G | Review Stat Si Line It Details || Schedul SDA Data I Attachi ts
“ |' enera ]" aview us ][ ummary ][— ne 2ms -”' i 1" ule ]" a ]" sSsues ]" chment ]
@ Details Activity ID | Start Finish | Time Change (days)
Ex 30600 B x [ |Aug1, 2012 i Aug 29, 2012 B 24

]
|
|

e

Click the SDA Data tab and select the Change Order Type by using the select button next to

the field. This is a required field.

Change Order: 059 | Chanree Construction Co Inc  Select an action... ~

—
[AZ) |’ General 1[ Review Status “’ Summary ]|’ Line Items N’ Details ]|’ Schedule SDA Data Issues “’ Attachments ]
o | I bttt |
..@ Change Order Type (required): * CCD-ValueTBL X

Anticipated Board Date ﬁ
Related to Claim/Settlement [}

CO Originated in SIMS (Check=Yes)(5) [}

PMF/CM Approval Date (reguired)™ * ﬁ

m

Approver Comments

SIMS ChangeOrder Number (S)

CO Originated in SIMS(Check for Yes) [}

SIMS CO Notes (S)
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If required, complete the Anticipate Board Date by clicking the calendar icon next to the field.
Complete the PMF/CM Approval Date by clicking the calendar icon next to the field. This is
a required field. Enter Approver Comments as necessary.

Change Order: 5 | Safeway Contracting, Inc  Select an action... -
|’ General 1" Review Status -]lr Summary 1" Line Items ]l’ Details ]l’ Schedule ]l’ SDA Data ]l’ Issues 1" Attachments ]
=
4 Change Order Type (required): * ChangeCrder EI x o
P Anticipated Board Date =
Related to Claim/Settlement [} £
CO Originated in SIMS (Check=Yes)(5) (=]
PMF/CM Approval Date (required)® * Oct 22, 2012 ﬁ il
Approver Comments

SIMS ChangeOrder Number (S)

0 Orininatad in @TMEChacl far Vel =

The SDA Data tab also contains additional fields that will be automatically populated by
SDA’s SIMS system. Do not enter any information in these fields (all fields designated with
an (S)):

Change Order: 5 | Safeway Contracting, Inc  Select an action... -

|' General ]" Review Status ]" Summary ][’ Line Items -]" Details ]" Schedule -]" SDA Data ]" Issues ]" Attachments ]

»

SIMS CD Note((sj
\/

i

CO Rejected in SIMS (S) =

SIMS CO Rejection Count (S) 0 = |
Sent to A/P (3) &=

Received by A/P (S) ez I
Reviewed by A/P (5) . ﬁ

AJP Analyst Reviewer (5)

" Trusted sites | Protected Mode: Off o v WI100% -

™

Primavera Contract Management
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VI. NUMBER OF APPROVALS REQUIRED PER OPERATING AUTHORITY

It should be noted that Contract Management only captures 3 approvals. If more than 3 approvals are
required, the process will be as follows:

e By creating the change order, the first approval (from the PO) is implied.

e The remaining interim approvals should be captured in Contract Management via the following
process.

1. With the applicable Change Order open, click the Review Status tab. The Ball-in-Court is set
to the first person whose approval is required based upon the cost of the change and the total
amount of previous changes in this project.

Change O 2 5 | Ney =ey Schools Development Auth  Select an action... -

N
Generall Review Status l e }[ e ]f Details W Schedule 1[ SDA Data ]f e }[ Attachments 1

@ Document Owner <none selected=
New Jersey Schools Development Auth

Ball in Court

@ Aaron Goss
= Priority Normal -

Status Mew Item -

Approved by

Company New Jersey Schools Development Auth
Contact Aaron Goss [

Approved Date ﬁ

Note: There is a new item in this section called Document Owner whose
functionality we are currently not using.

2. When this person logs on to Contract Management, he/she will see this item in their actions
list on the Control Center. The approver will open the Change Order, click the Review Status
tab and enter the following approval information in the first approval field.

Change Order: 5 | New Jersey Schools Development Auth  Select an action... -

@| f e} ]|' Review Status ][ e M SEToa ][ Details W Schedule ][ SDA Data ]f e W[ T ]

‘ ; | Document Owner
ﬁ Ball in Court
e}

<none selected>

New Jersey Schools Development Auth
Aaron Goss ':I

Priority Normal -

mn

Status New Item -

Approved by

Company New Jersey Schools Development Auth

Contact Asron Goss &

Approved Date  Oct 22, 2012 fz=i)

NOTE: It is recommended that you also send an email to the approver.
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3. Upon indicating approval, this person will then set the Ball-in-Court to the next person whose

approval is required.

Change Order: 5 | New Jersey Schools Development Auth  Select an action... -

“ ( General ]|' Review Status V Summary “’ Line Items ][ Details “’ Schedule ][ SDA Data ”’ Issues ]|' Attachments 1

@ ‘ Document Owner <none selected=

=

" New Jersey Schools Development Auth
Ball in Court B Ao s EI
Priority Mormal -
Status Mew Item -

Approved? no Approve and Save

Approved by

Company New jersey Schaals Development Auth
Contact Aaron Goss =

Approved Date  Oct 22, 2012 ﬁ

Approved by |

|

. This process continues until all required approvals have been obtained, at which time the Ball-

in-Court is set back to the PO, who will review the document to ensure that all approvals are
in order. The PO will set the Ball in Court to Sent to A/P then click the Approve and Save

slo

&

button to complete the change:

Change Order: 5 | New Jersey Schools Development Auth  Select an action... -

1| [ General |[ Review Status || summary |[ Line ttems |[ Details || Schedule |[ 5DA Dats |[ Issues |[ Attachments |

Document Owner <none selected>
. New Jersey Schools Development Auth
Ball in Court Sent to AP
Priority Normal -
Status New Item -

soproved?  no | zepmvazndseve |

Approved by

Company New Jersey Schools Development Auth
Contact Aaron Goss &

Approved Date Oct 22, 2012 g]

Approved by ‘

m

.

————

Primavera Contract Management iF3i| +/ Trusted sites | Protected Mode: Off da v ®100% v

1

Note: There must be three (3) approvals captured in the screen above in order to mark the
change order as Approved and Saved. The Program Officer is responsible for

making sure that all approvals are captured. If less than the required three (3)

signatures appear on the screen, the Program Officer should enter their information

as the last signature before the Approve and save button is executed.
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5. The Change Order will now show a status of Approved. A Change Order cannot be edited
after it has been approved unless you have the appropriate level of access.

Change Order: 5 | New Jersey Schools Development &uth

Select an action...

-

Document Owner

‘@ ‘ Ball in Court
@ ‘ Priority
a3

=none selected=

New Jersey Schools Development Auth

Sent to AP

# Normal

Approved?

Status AEErDved '

ves

@‘ f General 1" Review Status ]l’ Summary ”’ Line Itemns -” Details N‘ Schedule -" SDA Data "’ Issues ]l’ Attachments 1" Versions ]

Approved by

Company
Contact

Approved Date

MNew lersey Schools Development Auth
Aaron Goss

Oct 22, 2012

Approved by

Company

New Jersey Schools Development Auth

| »

m

1

Note: A status of Cancelled is available. A Cancelled status indicates that the document
is no longer required, but should be retained for historical purposes. A cancelled
document cannot be reopened for processing.

The Change Order will now be processed through SDA’s SIMS (Schools Information Management

System) system. Once the document is processed in SIMS, information will be pushed back into

Contract Management updating the change order with the SIMS processing information. Additionally, a
prefix of “EX-* will be added to the title of Change Order indicating it has been executed. This will
allow users to more easily identify which Change Orders have been executed and are ready to be pulled
into a payment requisition for processing.
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VII. PRINT A CCD-TBD (SDA Form 506)

To print the CCD (SDA Form 506), choose either the Print Form button or the Print Preview
button on the left side of the screen. If you choose the Print Preview, select the Print button to
print the report when the preview displays. Additionally, you can choose Advanced Print from
the Select an Action menu on the top of the screen.

Control Center > Final Change Documents Log > Change Order

Change Order: 5 | New Jersey Schools Development Auth ’ Select an action... - ‘

HSelect an action... -
[ General W( Review Status ]( Summary ][ Line Items ](_D B Edit Document [Q[ Issues ][ Attachments ]( Versions ]
Print Forn'!
Type Change Order nt
Contract ® Construction (NT-0032-C02 Send to Corr Sent

Send to Corr Rcvd
New Jersey Schools Development [y Send to Inbox

To Aaron Goss E-Mail Form
Epic M sl Generate Transmittal

From mc Management, Inc. Version Document
William Costello

Number 5

Title Found underground storage tank

Date Cct 22, 2012

Total Cost $210,000.00

Time Change (days) 24

If you choose Advance Print, click SDA Form 506 — Construction Change Directive from the
report list.

Print - Final Change Documents help

F_CHANGE.PBL
Change Crder Checklist Routing / Release Document (f_co_30)

Record of Pending or Approved Contract Changes (f_co_sda_co)

@ Forms SDA Form 503 - Change Order (f_co_503
' ey, | 502 Form 506 - Construction Change Directive (f_co 506)

) Reports SDA Form 5064 - Construction Change Directive (f_co_506a)

leoam. |

) Dunning Letters

] 1 | »

Default Form: f_co_503

Click Print to get a printed output or to create a PDF file

Click Preview to see your output displayed in the window

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

Click Save As to save the output to your local computer or other desired location
Click Close when finished to return to the document

0000000000000 ]
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A sample of an SDA Form 506 is shown using the Preview button. Click the Close button to
return to the CCD document.

I
]

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

Print - Final Change Documents help
F_CHANGE.PBL . .
Change Order Checklist Routing / Release Document (f_co_30) -
Record of Pending or Approved Contract Changes (f_co_sda_co) F
@ Forms SDA Form 503 - Change Crder (f_co_503 L
- SDA Form 506 - Construction Change Directive (f_co 506 3
) Reports SDA Form 5064 - Construction Change Directive (f_co_506a) B
) Dunning Letters
T
4 [ | »

Default Form: f_co_503

T T =
@ Collaborate ~ ﬂf 50

$l1 /2 kY & e e [0 -

SDA
10 Schooks Cpglopman Moty New Jersey Schools Development Authority NISDA Form 505

Bliting Tiak Sy S o That Sy L.

CONSTRUCTION CHANGE DIRECTIVE (CCD)
FOR CONSTRUCTION CONTRACT(S)

Date: Decamber (4. 2012 SDA CCD#: 038 |
Comtract No.: CA-0010-C01 Comtracior CCD#,
Contractor: Chanres Comstruction Co Inc Program Director: Jame: Adams
PMF/CAM:  New Jarsay Schools Development Auth  School Name: TEAMN--Morgan Villags M.5. (Camda
PMF/CM/PM: Team Carnay Diserict Name: Camdan City-0680
e i o s |
Description of Work:
[ D Tasus with & 5 ]
|Jnsiﬁmin- (Rieszom for Change) |

Return to the master Change Management record by clicking the return to Change
Management link on the top of the screen.

Control Center > Final Change Documents Log > Change Order % Return to Change Management

Change Order: 059 | Chanree Construction Co Inc  Select an action... hd

|’ General 1" Review Status Tl’ Summary ]l’ Line Items ]l’ Details -]lr Schedule -]lr SDA Data ]l’ Issues ]l’ Attachments 1" Versions ]
Document Owner  <none selected=
Ball in Court g::;]tirsag Schools Development Auth
Priority * Normal
4

Status Approved

Approved? yes

Approved by

Company MNew lersey Schools Development Auth
Contact Aaron Goss

Approved Date Dec 3, 2012

Approved by

Company MNew lersey Schools Development Auth
Contact James Adams

Approved Date Dec 4, 2012

Approved by

Company Rothe-lohnson-Fantacone

»

m

0000000000000 ]
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When you return to the master Change Management document, you will see the line in the
Commitments tab now has a Final Change Order associated with it and has no dollar value. This is

the CCD document.

Change Management: 114 | CA-0010-C01 CCD 100  Select an action... -

@ [ General |[ status |[ Budget| Commitments |[JRemarks |[ Dacuments by Phase || Details |[ sDAData |[ Issues |[ Attachments || Versions |

| Add | [ Add Multiple Estimates | Total Included Commitments:$0.00 | Copy Commitments to Budget |
@ ‘ Estimated (CCRA) : Quoted (CP) 2 Negotiated (AAR) 3 Final {CO)
Cast Time Date Cost Time Date Cost Time Date et
| o Inc (CA-0010-C01 & $0.00 0 Dec 4, 2012 & $0.00
You can also click the Documents by Phase tab to see the line item updates.
Change Management: 114 | CA-0010-C01 CCD #100 Select an action... v
Y i —
f [ General “’ Status 1( Budget “’ Commitments ]|’ Remarks l Documents by Phase Details N’ SDA Data ]|’ Issues ]|’ Attachments 1( Versions ]
Commitments
[ Display only Incuded Commitments
| Title ‘ Required Date | Current Status | Include | Cost |
@l Commitments Estimated (CCRA)
— ® CA-0010-C01 CCD #100 (00027, 12/4/12, Chanree Construction Co Inc) Dec 11, 2012CLO £0.00
l'\) Total Included: $0.00
Commitments Final (CO)
® CA-0010-C01 CCD £100 (059, 12/4/12, Chanree Construction Co Inc) Dec 11, 2012APP $0.00
Total Included: $0.00

The CCD will now be processed through the SDA’s SIMS (Schools Information Management System)
system. Once the document is processed in SIMS, information will be pushed back into Contract
Management updating the change order with the SIMS processing information. Additionally, a prefix of

“EX-“ will be added to the title of CCD indicating it has been executed.
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VIIl. CREATING THE RESOLVING CHANGE ORDER (RCO)

NOTE: If you are beginning from this point, perform the following steps to
open the Change Management document:
e Log into Contract Management
e Locate your project from the project list
e Choose the Change Order Management folder, then choose Change
Management
e Locate your desired Change Management document from the log and
open in edit mode

1. From the master Change Management document, click the Commitments tab and click the Add
button. This document will become the RCO.

Important: The RCO must be generated from the same Change Management record in
which the CCD was created. This is the only way the two documents will be linked.

Change Management: 114 | CA-0010-C01 CCD #100  Select an action... ~
fl |’ General “’ Status ]|’ Budget I|’ Commitments 1' Remarks 1|’ Documents by Phase ]|’ Details “’ SDA Data “’ Issues “’ Attachments ]|’ Versions 1
| Add | | Add Multiple Estimates | Total Included Commitments:$0.00 | Copy Commitments to Budget |
@ Contract/PO Estimated (CCRA) | _ Quoted (CP) | _ N
Cost Time Date Cost Time Date
B v o Chanree Construction Co Inc (CA-0010-C01) o $0.00 0| Deca, 2012
1
—
Total Included: $0.00 | | $0.00 | | |
4| m b
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2.

In the Add Commitment Row window, choose the Final (Change Order) option and click the

OK but

———

ton.

e e R

Add Commitment Row.

Add a Commitment row starting with the following phase:

) Estimated (Contract Change Request/Auth)

) Quoted (Contractor Proposal)

P

Recommendation)

(Change Order)

e

3. A Change Order displays. Complete the information in the following tabs:

A. General Tab

2oe

=)

General I Review Status -]" Summary ][ Line Items ]" Details ]" Schedule ]" SDA Data ][ Issues 1[‘ Attachments b

Select the contract using the select button next to the field. The To and From fields on
the General tab will need to be edited in order to display the proper contact information.

The CO should be sent To the SDA PO From the Vendor.
to the fields to select the names from the contact list.

Change Order: 5 | Safeway Contracting, Inc  Select an action... -

Click the Select button next

Type *
Contract *
To *

From *
Number *
Title

Date
Total Cost

Time Change (days)

* Required

Change Order

Construction (NT-0032-C02)

New Jersey Schools Development Aut

Aaron Goss prs
L1

Epic Management, Inc.

William Costello EI

o
Found underground storage tank
Oct 22, 2012 il
$210,000.00

0

[ sve I concel

IMPORTANT: This is the only opportunity you will have to select the To/From
company. Once you save the document, you will not be able to edit
the company, you will only be able to select the contact name.
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Check the Number field to be sure the system has generated the correct document
number. It should match the Change Order number on the Vendor’s documents. If not,
you will need to change the number.

Change Order: 5 | Safeway Contracting, Inc  Select an action... -

[ General W( Review Status ]( Summary ][ Line Ttems ]( Details ]( Schedule ][ SDA Data ][ Issues 1[ Attachments

&le

Type * Change Order
‘ Contract * Construction (NT-0032-C02)
* New Jersey Schools Development Auth
‘@ ELs Aaron Goss ’:‘ s
= L1
Epic Management, Inc.
krom william Costello EI
$ nNumber * 5
Title Found underground storage tank
Date Oct 22, 2012 |
Total Cost $210,000.00

Time Change (days) 0

* Required

[ save [ cancel |

IMPORTANT: If it is necessary to change the Change Order number, remember
that this field can only contain numbers — no alpha or special
characters are permitted. The Change Order will not be processed
if alpha or special characters are entered in this field.

If you are entering from a hard copy, please make sure the Change
Order number in the system matches the Change Order number on
the hard copy.

B. Summary Tab

Click the Summary tab to view the final amount of the change order and the Net Amount
of Previous Changes.

Change Order: 5 | Safeway Contracting, Inc  Select an action... -
‘ |’ General ][ Review Status I|' Summary l Line Items ”’ Details -][ Schedule ]|’ SDA Data ][ Issues ][ Attachments
—— | | petails || Markup for changes |

B | [}
@

b R |

Original Contract/PO Sum $243,300.00

Met Amount of Previous Changes $123,355.00 Include Pending Changes E
Contract/PO Sum Prior to This Change  $366,655.00 Contract/PO's Completion Date Prior to This Change
Current Change Value $210,000.00

Current Contract/PO Sum $576,655.00 Contract/PO's Completion Date Including This Change
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C. Line Items Tab

1. Click the Line Items tab and click the Add Lump Sum button.

Change Order: 00001  Select an action... *

|’ General “’ Review Status 1[ Summary I Line Items 1' Details “’ Schedule “’ SDA Data ]|’ Issues ]|’ Attachments ]
Add Lump Sum i| Add Unit Price | [ copy from contract |

#. | Line Item No. Duantity | Units of Measure | Description Unit Price Net Amount Tax Rate Sales Tax Line Item Total

&0/«

4 L} »

| seve || concel |

2. In the Costing section of the window, click the Add button to choose the single cost code that
the Lump Sum should be distributed to. To add multiple cost codes, click the Add Multiple
Cost Codes button.

| Lump Sum help -~
| Spelling BE @' @
Change Proposal Unit
Type Lump Sum -
Line Item Mo. * 00001

Description

Lump Amount ($) 0.00 =
Tax Rate 0.00000

Sales Tax ($) 0.00

Line Item Total () 0.00 |
Material Name EI X f
Material Title

Activity 1D -] x Ex
i i BE top of page

| Add | | Add Multiple Cost Codes | | Remoye Zero Valuss [ |

OSt Lode Title Distributed
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3. Select the cost code that the Lump Sum should be distributed to (search by either Cost
Code or Title). Use the Search window at the top of the screen to search for cost codes
rather than paging through the entire list. Enter the high level cost code that you wish to
choose (a full list of cost codes can be viewed in Section 34), then click the Search button.

To add a single cost code, click the select link to the left of the cost code. If you are adding
multiple cost codes, click the select link for each desired cost code.

Select Cost Code

030 Search

Cost Codes
All 0122456

EIBIZI {Construction)
select 030.00 (Constructability Review)

select 030.01 (General Conditions)

select 030.02 (Existing Conditions)

select 030.02.41.00B (Selective Site Demaolition (BTL))
gselect 030.02.41.16B (Building Demolition (BTL))

select 030.02.41.19B (Selective Structure Demolition (BT)
gelect 030.02.50.00B (Selective Site Remediation (BTL))
select 030.02.60 (Plastic Fabrications)

010=Real Estate Services
020=Design Fees
030=Construction
040=FF&E
050=Technology
060=Project Contingency
070=0ther Costs, Direct
080=Temporary Space
090=Rebates and Refunds
100=Local Share Funds
110=PMF/CM/SDA Fees
120=0CIP

130=0ther Costs, Indirect

Important: Be sure that the selected cost code is in the same group as the contract
level cost code. For example, if 030 is selected on the contract, you must
select an 030 group cost code for the change order (030.10, 030.20, etc.).

Important: Your change order will not be processed if this step is forgotten.

4. Enter the amount of the Resolving Change Order in the Lump Amount Field. The amount you
entered will be automatically applied to the cost code you added.

Change Unit
Type Lump Sum hd
Line Item MNo. * 00001

Description

210,000.00

» Lump Amount ($)
Tax Rate 0.00000
Sales Tax () 0.00

Line Item Total (%) 210,000.00

m

Material Name EI b4
Material Title
Activity ID
“Costing =B top of page
| Add | | Add Multiple Cost Codes | | Remove Zero Values
Cost Code - | Title Distributed
P 030 EI Construction 210,000.00 =dd balance remove
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5. Scroll to the bottom of the Lump Sum screen and choose Save and Close. You will return to the
Contract Change Request/Authority screen.

“Costing =B top of page
Add | | Add Multiple Cost Codes | | Remove Zero Values

Cost Code & | Title | Distributed

030 =] Construction 210,000.00 2dd balance remove
» Issues & top of page i
» Attachments @ top of page

* Required
e | Save and Close | -

6. The item displays in the Line Items tab.

Change Order: 5 | Safeway Contracting, Inc__ Select an action... -
(—
General Review Status Summary Line Items Details Schedule SDA Data Issues Attachments
[ Il Il I J[ oot [ Il N )
[ addumpsum | | Add Unit Price | [ copy from Contract |
-~ Line Item No. Quantity ‘ Units of Measure | Description Unit Price | Net Amount Tax Rate Sales Tax Line Ttem Total
— g 00001 $210,000.00 0.00000 $0.00 $210,000.
| Grid Totals: 0.00 | $210,000.00 | $0.00 | $210,000.
4 [ | b

0000000000000 ]
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D. Details Tab

Click the Details tab and enter the description of the change in the Description field.

Change Order: 061 | Chanree Construction Co Inc oM. ™
|’ General 1" Review Status -]lr Summary 1" Line Item*]l’ Details ] Schedule 1" SDA Data 1[ Issues 1[ Attachments ]
.7 4
Description £
@P This Change Order repesents the final negotiated value -
Spec Section -
Cost Category Commitment
Cost Type Pending =
Required Date Dec 11, 2012 ﬁ
Acknowledged Date iz=t]
Previous Change Management Phase cracked foundation (00028)
Change Management Number (113)

Collected Into Change Number J
Reason for Change Order Diff. Site Conditions -
Initiator Log Number

E. Schedule Tab

If this Change Order will include information for time, click the Schedule tab. If there is a
schedule linked to this project, choose an Activity ID by using the select button next to the
field. If there is no schedule linked to this project, manually enter the Activity ID and skip to
page 49.

Control Center > Final Change Documents Log > Change Order % Return to Change Management
Change Order: 5 | Safeway Contracting, Inc  Select an action... -
% |’ General ]" Review Status -]" Summary ]" Line Items ]" Details I Schedule .I|’ SDA Data ][‘ Issues ][‘ Attachments -]
Details Activity ID | Start Finish | Time Change (days)
0 EX =] X o @ O &= 0
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When the Activity menu displays, find your desired activity and choose the select link next to
the activity name to add it to the change order.

Select Activity help

I | seach

Activities

slect  Building Enclosure (Masonry. Windows. Roofs) (30630)

stleet  Building Purge (31300)

select  Building Tempering {Building Tempuratre Adjustrnent) (30650)
sleet  Certificate of Occupancy Issues (CO) (40260)

seleet  Complete Construction Punch List (31100)

seleet  Construction Notice to Proceed (NTF) (30300)

seleet  Construction Phase (Duration) (30600)

sdect  Construction Procurement/GC Bid and Award [30000)

seleet  Correction of Deficiencies (40100)

1234 [Next>> I

Cancel

Enter the projected start and completion dates for work related to this change. Click the
calendar icon to select a date from the pop-up calendar, or use the schedule activity early/actual
dates from the activity entered in the Activity ID field. If the checkbox next to each field is
marked, the date is an actual start or finish date. Also, enter the number of days added or
subtracted from the schedule because of the change document in the Time Change (days) field.

Change Order: 5 | Safeway Contracting, Inc  Select an action... -

“ |’Genera| -“’ Review Status ][ Summary -" Line Items ”’ Dietails 1" Schedule ]l SDA Data ][ Issues -“- Attachments |

Details Activity ID | Start | Finish | Time Change (days)

EX 30600 B X @ Aug1, 2012 8 [ Aug 29, 2012 sz 24

D)

5|

ﬁ
ET
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F. SDA Data Tab

Click the SDA Data tab and select the Change Order Type by using the select button next to

the field. This is a required field.

Change Order: 00001  Select an action...

Anticipated Board Date

&=

—
@ |’ General 1[ Review Status “’ Summary ]|’ Line Items ”’ Details ]|’ Schedule SDA Data Issues “’ Attachments ]
Change Order Type (required): * Resolving CO X

m

Related to Claim/Settlement =
CO Originated in SIMS (Check=Yes)(5) [}
PMF/CM Approval Date (required)® * ﬁ
Approver Comments
-
SIMS ChangeOrder Number (S)
CO Originated in SIMS({Check for Yes) [}

SIMS CO Notes (S)

If required, complete the Anticipate Board Date by clicking the calendar icon next to the field.
Complete the PMF/CM Approval Date by clicking the calendar icon next to the field. This is
a required field. Enter Approver Comments as necessary.

Change Order: 00001  Select an action...

-

Change Crder Type (required): *

== Anticipated Board Date

@ Related to Claim/Settlement
CO Originated in SIMS (Check=Yes)(5)

PMF/CM Approval Date (reguired)™ *

]
o

=

Dec 4, 2012 s

’@‘ [ General |[ Review Status |[ Summary | Line items |[ Details || Scheduls || SDA Data |[ Issues |[ Attachments |

= X

| »

m

Approver Comments

SIMS ChangeOrder Number (S)

CO Originated in SIMS{Check for Yes)

o

SIMS CO Notes (S)

==

r
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The SDA Data tab also contains additional fields that will be automatically populated by
SDA'’s SIMS system. Do not enter any information in these fields (all fields designated with

an (S)):

Change Order: 5 | Safeway Contracting, Inc  Select an action... -

[ General || Review Status |[ Summary | Line items |[ Detsils || Schedule || SDA Data |[ Issues |[ Attachments |

»

SIMS CO Note((sj
\/

2ol

CO Rejected in SIMS (5) [}

SIMS CO Rejection Count () 0 2
Sent to A/P (5) =zl

Received by A/F (3] ﬁ il
Reviewed by A/P (S) i ﬁ

ASP Analyst Reviewer (5)

—_————

,f Trusted sites | Protected Mode: Off r(;-] - H100% -

Primavera Contract Management E

r
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IX. NUMBER OF APPROVALS REQUIRED PER OPERATING AUTHORITY

It should be noted that Contract Management only captures 3 approvals. If more than 3 approvals are
required, the process will be as follows:

e By creating the change order, the first approval (from the PO) is implied.

e The remaining interim approvals should be captured in Contract Management via the following
process.

1. With the applicable Change Order open, click the Review Status tab. The Ball-in-Court is set
to the first person whose approval is required based upon the cost of the change and the total
amount of previous changes in this project.

Change O 2 5 | Ney =ey Schools Development Auth  Select an action... -

N
Generall Review Status l e }[ e ]f Details W Schedule 1[ SDA Data ]f e }[ Attachments 1

@ Document Owner <none selected=
New Jersey Schools Development Auth

Ball in Court

@ Aaron Goss
= Priority Normal -

Status Mew Item -

Approved by

Company New Jersey Schools Development Auth
Contact Aaron Goss [

Approved Date ﬁ

Note: There is a new item in this section called Document Owner whose
functionality we are currently not using.

2. When this person logs on to Contract Management, he/she will see this item in their actions
list on the Control Center. The approver will open the Change Order, click the Review Status
tab and enter the following approval information in the first approval field.

Change Order: 5 | New Jersey Schools Development Auth  Select an action... -

@| f e} ]|' Review Status ][ e M SEToa ][ Details W Schedule ][ SDA Data ]f e W[ T ]

‘ ; | Document Owner
ﬁ Ball in Court
e}

<none selected>

New Jersey Schools Development Auth
Aaron Goss ':I

Priority Normal -

mn

Status New Item -

Approved by

Company New Jersey Schools Development Auth

Contact Asron Goss &

Approved Date  Oct 22, 2012 fz=i)

NOTE: It is recommended that you also send an email to the approver.
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3. Upon indicating approval, this person will then set the Ball-in-Court to the next person whose

approval is required.

Change Order: 5 | New Jersey Schools Development Auth  Select an action... -

“ ( General ]|' Review Status V Summary “’ Line Items ][ Details “’ Schedule ][ SDA Data ”’ Issues ]|' Attachments 1

@ ‘ Document Owner <none selected=

=

" New Jersey Schools Development Auth
Ball in Court B Ao s EI
Priority Mormal -
Status Mew Item -

Approved? no Approve and Save

Approved by

Company New jersey Schaals Development Auth
Contact Aaron Goss =

Approved Date  Oct 22, 2012 ﬁ

Approved by |

|

. This process continues until all required approvals have been obtained, at which time the Ball-

in-Court is set back to the PO, who will review the document to ensure that all approvals are
in order. The PO will set the Ball in Court to Sent to A/P then click the Approve and Save

slo

&

button to complete the change:

Change Order: 5 | New Jersey Schools Development Auth  Select an action... -

1| [ General |[ Review Status || summary |[ Line ttems |[ Details || Schedule |[ 5DA Dats |[ Issues |[ Attachments |

Document Owner <none selected>
. New Jersey Schools Development Auth
Ball in Court Sent to AP
Priority Normal -
Status New Item -

soproved?  no | zepmvazndseve |

Approved by

Company New Jersey Schools Development Auth
Contact Aaron Goss &

Approved Date Oct 22, 2012 g]

Approved by ‘

m

.

————

Primavera Contract Management iF3i| +/ Trusted sites | Protected Mode: Off da v ®100% v

1

Note: There must be three (3) approvals captured in the screen above in order to mark the
change order as Approved and Saved. The Program Officer is responsible for

making sure that all approvals are captured. If less than the required three (3)

signatures appear on the screen, the Program Officer should enter their information

as the last signature before the Approve and save button is executed.
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5. The Change Order will now show a status of Approved. A Change Order cannot be edited
after it has been approved unless you have the appropriate level of access.

Change Order: 5 | New Jersey Schools Development &uth

Select an action...

-

Document Owner

‘@ ‘ Ball in Court
@ ‘ Priority
a3

=none selected=

New Jersey Schools Development Auth

Sent to AP

# Normal

Approved?

Status AEErDved '

ves

@‘ f General 1" Review Status ]l’ Summary ”’ Line Itemns -” Details N‘ Schedule -" SDA Data "’ Issues ]l’ Attachments 1" Versions ]

Approved by

Company
Contact

Approved Date

MNew lersey Schools Development Auth
Aaron Goss

Oct 22, 2012

Approved by

Company

New Jersey Schools Development Auth

| »

m

1

Note: A status of Cancelled is available. A Cancelled status indicates that the document
is no longer required, but should be retained for historical purposes. A cancelled
document cannot be reopened for processing.

The Change Order will now be processed through SDA’s SIMS (Schools Information Management

System) system. Once the document is processed in SIMS, information will be pushed back into

Contract Management updating the change order with the SIMS processing information. Additionally, a
prefix of “EX-* will be added to the title of Change Order indicating it has been executed. This will
allow users to more easily identify which Change Orders have been executed and are ready to be pulled
into a payment requisition for processing.
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X

PRINT AN RCO (SDA Form 503)

To print the Change Order (SDA Form 503), choose either the Print Form button or the Print
Preview button on the left side of the screen. If you choose the Print Preview, select the Print
button to print the report when the preview displays. Additionally, you can choose Advanced

Print from the Select an Action menu on the top of the screen.

Control Center > Final Change Documents Log > Change Order

Change Order: 5 | New Jersey Schools Development Auth ’ Select an action... - ‘

HSelect an action... -
[ General W( Review Status ]( Summary ][ Line Items ](_D B Edit Document [Q[ Issues ][ Attachments ]( Versions ]
Print Forn'!
Type Change Order nt
Contract ® Construction (NT-0032-C02 Send to Corr Sent

Send to Corr Rcvd
New Jersey Schools Development [y Send to Inbox

To Aaron Goss E-Mail Form
K Generate Transmittal

From Epic Management, Inc. Version Document

pulliam Costelle N——
Number 5
Title Found underground storage tank
Date Cct 22, 2012
Total Cost $210,000.00

Time Change (days) 24

If you choose Advance Print, click SDA Form 503 - Change Order from the report list.

Print - Final Change Documents help

F_CHANGE.PBL

Change Order Checklist Routing / Release Document (f_co_30) -
Record of Pending or Approved Contract Changes (f_co_sda_co

SDA Form 503 - Change Order
- SDA Form 506 - Construction Change Directive (f_co_506)
| Reports SDA Form 5064 - Construction Change Directive (f_co_506a)

@ Forms

[

) Dunning Letters

14 10 | *

Default Form: f_co_503

Click Print to get a printed output or to create a PDF file

Click Preview to see your output displayed in the window

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

Click Save As to save the output to your local computer or other desired location
Click Close when finished to return to the document

0000000000000 ]
-
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A sample of an SDA Form 503 is shown using the Preview button. Click the Close button to
return to the CO document.

-
@ https://dev2pe.njsda.gov/ - Primavera Contract Management - Windows Internet Explorer E@g

F_CHANGE.PBL

® Forms
_) Reports
~) Dunning Letters

Default Form: f_co_503

Print - Final Change Documents

Change Order Checklist Routing / Release Document (f_co_30)
Record of Pendini or Aii roved Contract Chanies if co_sda_co P
SDA Form 503 - Change Order (f co 503

SDA Form 506 - Construction Change Directive (f_co_506)

SDA Form 5064 - Construction Change Directive (f_co_506a)

< m | »

| pint [ proview [} Ewail | ml

% ,T /3 e \“‘_'? ’E& & ® (5% - @ Collaborate = /Sign' = E::' Find -

s  ISDATFom 303
CHANGE ORDER (CO) Chatye wowe. Jo 5
FOR CONSTRUCTION CONTRACT

Date: October 22, 2012 AAR No.: 00001

Contract No.: NT-0032-C02 Program Director: Aidita Milsted

Contractor:  Safeway Contracting. Inc School Name: Asthur L Johnson HS (Clark Townshi
PME/CM: Epic Mz  Inc. District Name: Clark Township--0850

PME/CM/PM: Brian Farley

Does this Change Order resolve a CCD? Yes [] [X] No Ifyes, enter the SDA's CCD #:
€CD's Execution Date:
CCD Amount :

Were there previons invoices approved against this CCD?Yes [ | [] No If yes, what amount? §

’The Contractor is directed to make the following changes to the contract:

15 change order represents the final negotiated value for this change.
till need to talk about this estimate.

internal estimates are lower than your provided estimates. Please review the attached and let’s discuss
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When you return to the master Change Management document, you will see a second line in the
Commitments tab has been created for the RCO. The Total Included Commitments amount will
reflect the total value of the CCD.

Change Management: 114 | CA-0010-C01 CCD #100  Select an action... -

@‘ |' General 1" Status ]" Budget If Commitments 1' Remarks ]l’ Documents by Phase ]l’ Details ]l’ SDA Data ]l’ Issues Wl’ Attachments ][‘ Versions ]

Click the Documents by Phase tab to see all processed documents.

Change Management: 114 | CA-0010-C01 CCD #100  Select an action... «

|’ General 1" Status 1( Budget 1" Commitments ]l’ Remarks l( Documents by Phase Details Tl’ SDA Data ]l’ Issues -]lr Attachments 1( Versions ]

| Add [ Add Multiple Estimates_| > Total Included Commitment=:$210,000.00 | Copy Commitments to Budget |
@ Estimated [CCRA) ) Quoted [CP) ) Negotiated [AAR) ) Final {CD)
Cost Time Date Cost Time Date e Time Date et
@ CA-0010-CO01) ® $0.00 0| Decs, 2012 = $0.00
k)
CA-0010-CO1}) % $210,000.00
©)

Commitments

] Display Only Included Commitments

S Y

| Title ‘ Required Date | Current Status | Include | Cost |

Commitments Estimated (CCRA)
® CA-0010-C01 CCD £100 {00027, 12/4/13, Chanree Construction Co Inc) Dec 11, 2012CLO v £0.00
Total Included: $0.00

Commitments Final (CO)

& CA-0010-C01 CCD #100 (060, 12/4/12, Chanree Construction Co Incl Dec 11, 2012APP v $210,000.00
® CA-0010-C01 CCD £100 {059, 12/4/13, Chanree Construction Co Inc) Dec 11, 2012APP v $0.00
Total Included: $210,000.00

Budget

Title Required Date | Current Status Cost

The RCO will now be processed through the SDA’s SIMS (Schools Information Management System)
system. Once the document is processed in SIMS, information will be pushed back into Contract
Management updating the change order with the SIMS processing information. Additionally, a prefix of
“EX-“ will be added to the title of RCO indicating it has been executed. This will allow users to more
easily identify which Change Orders have been executed and are ready to be pulled into a payment
requisition for processing.
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