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l. Reporting Overview
Reporting allows the user to obtain desired information organized by various topics. The reports
herein have been customized based on identified needs within the organization. This manual
will provide step-by-step instructions on the creation of reports. Refer to Appendix A of this
manual for a listing of all reports.

I1.  Multi-Project Level Reporting

Multi-Project level reporting will allow a user to report against all projects (based on level of
access) or a specific group of projects.

A. Selecting a Multi-Project Level Report

1. Once logged into Primavera, the Control Center screen appears (as shown).

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

Workspace: (My Workspace) - % E

Al Projects -
@ o

B (%4

= All Projects) it -
[= Al Projects Actions
[EE] 000114 - Number 7, Grant E.S. {Passaic City)

[E] 000487 - Hubbard M.S. (Plainfi
[E] 000804 - Peterstown £ 5. #3 1
[E] 000810 - John Msrshall E.5. 20 (Elizsbet
[E] 000811 - Elizabeth H.S. (Eli
[E] 000702 - John F. Kennedy

e

2Rl Lull-SC)

Alerts

0 ! High

E

* Normal 0

4+  Low 0

-
=
=
=
[
=)

,_

=]

=
e

010080 -
010051 - Dr. Alber
010822 -
010554 - Memarial H.S. [West New York)
B e e o e e e

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

2. The Project View drop down list on the top left side of the screen determines how your
project list will be displayed on the screen. The default view is the All Projects view which

shows all projects with no grouping.

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

Alerts

RN

Actions

[y | »

000114 - Number 7, Grant E.5. (Passaic City)
000467 - Hubbard M.S. (Plainfield)

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

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

[

[

[

[

- [E] ooos11

- E5 ooovoz -
- [E] 010082 -
- [E] 010080 -
-] 010081
- [E] 010822 -
[+ ] 010554 -
= = -~

- Elizabeth H.5. (Elizabeth)

John F. Kennedy H.5. {Paterson)
Mew pre K-8 #27 (Elizabeth)
Mew pre K-8 #28 (Elizabeth)

- Dr. Albert Einstein #29 (Elizabeth)

Mew MS (=01} (Long Branch)
Memaorial H.5. (West New York)

- % =
=
(=]
=]
=
[
[=]
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3. To facilitate organization and reporting, additional Project Views have been created. All

views sort by project number.

e All Projects

e By Capital Plan

e By Construction Type

e By Project Status

e By Project Team

4

- Number 7, Grant E.5. [Passaic City)
- Hubbard M.S. {Plainfield)

- Peterstown E.S. #2 (Elizabeth)

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

- John F. Kennedy H.5. {Paterson)

- Mew pre K-8 #27 (Elizabeth)

- Mew pre K-8 #28 (Elizabeth)

- Dr. Albert Einstein #29 (Elizabeth)
- Mew MS {01} {Long Branch)

[Lm | »

[ [ Templates

By Construction Type

% =&
- struction Typ
Addition
Additicn and Rehab
Mew Construction
Rehabilitation

@|ﬁd}m=l|&?i

‘Open Projects
Closed Projects

By Project Team

BE|% s
B c, o

Team DaSilva
Team Milsted
Team Minervini
Team Schrum
Team Adams
Unassigned Projects
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e By Project Type B Eroiest Tyee )
B % =&

[BRET By Project Typ
; SDA Managed Projects
Delegated Projects
Templates

e By School District By School Disict i)
B|% 4
= ;

»

Asbury Park-0100

Atlantic City-0110

Bass River Township-0200
Barnegst Township-0185
Bridgeton—-0540

Buena Regional-0520
Burlington City-0600
‘Camden City—-0880
Chesilhurst Borough-0810
City of Orange-3880

m

e By Demonstration Projects

ion Proj Y]

- [DP] Unign City HS & Athletic Complx
- [DP] Daylight/Twilight Alt {Trenton)

- [DP] Cctavius . Catte Comm {Camden)
- [DP] Mew Brunswick HS{Mew Brunswick)
- [DP] Performing Arts Sch (E. Orange)
[E=] 04000C - [DF] Fre-K-6 Schocl {Vineland City)
Templates

e By Emergent Projects i ™
B %= s

B Emergent Fro

4. Select the view you wish to work with. Click the top folder on the project list.

ORACLE Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

i Frojects = I

= Actions 2% & Alerts

- Mumber 7, Grant E.S. [Passaic City) |=|

- Hubbard M.S. (Plainfield) i
- [E] 000804 - Peterstown E.S. #3 (Elizabeth)

v+ ] 000810 - John Marshall E.S. #20 (Elizabeth) ! High 0 !
(- [l 000811 - Elizabeth H.5. (Elizabeth) a y—— n a

0000000000000 ]
-
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5. Click the Print link on the top right corner of the Control Center screen.

ORACLE Primavera Contract Management crange Groue| prine | e togout

Welcome, Jennifer Irizarry July 24, 2012

Contract Management Control Center

(lhiajects i Workspace:  (My Workspace) [
= I Actions 2Nle Alerts T
) 000114 - Number 7. Grant E.S. (Passaic City) Iil
[ 000467 - Hutbard M., (Plainfisld) S
) 000204 - Paterstown E.S. #2 (Elizabsth)

[ 000810 - John Marshall E.S. #20 (Elizabsth) ! High o ! High 292
[ 000811 - Elizabsth H.5. (Elizatsth) ¢ Normal 5 R q
[ 000702 - John F. Kennedy H.S. (Paterson) = Sy

=] 010089 - New pre K-8 #27 (Elizabeth) 4+ Llow 0 4 Low 0

] 010090 - New pre K-8 #28 (Elizabath)
] 010091 - Dr. Albert Einstein #23 (Elizabath) Last System Refresh: uly 24, 2012 1:00:34 AM EDT
] 010522 - New MS {01} (Long Branch)
] 010554 - Memorisl H.S. (West New York)

6. The Print window displays. Select the desired reporting module from the drop down menu
on the left side of the screen and click the Show button.

Print - Change Management help
Change Managemert | {uchon | -
g geim - 02 - Multi-Project Pending Change Order Aging Report - By Cost (m_co_aging_pend_cost) F
Contact Information F 03 - Multi-Project Pending Change Order Aging Report - By PMF/CM Approval (m_co_aging_pend_pmfappr) E
Contracts 04 - Multi-Project Pending Change Order Aging Report - Const (m_co_aging_const) =
Corr. Received Log 05 - Multi-Project Pending Change Order Aging Report - Design (m_co_aging_design)
Caorr. Sent Log 06 - Multi-Project Pending Change Crder Aging Report Over 30 Days (m_co_aging_pend_over30)
Daily Construction Rpts 07 - Multi-Project Pending Change Order Aging - Over 20 Days since PMF Approval Report (m_co_aging_pend_over: i
Drawing Sets N0 Bl Denimek DBmed Fhonna FPinmiean br =~ +FC AAN ne ~nue Timma Cub. foenfA SO ARD CA_Cem o T
Ml |Drawings < LLL} | +
Final Change Documents
Insurance
—|Invoices
e
Letters/Doc. Templates Closs
— Materials

m

Meeting Minutes
MNoncompliance Notices
Notices

Payment Requisitions
Permits/DCA Inspections
Pracurement/Bids Please select a report
| [Project Cost Report
Project Properties
Proposals

Punch Lists

Purchase Orders
Request for Information
Safety

Submittal Packages
Submittals

Telephone Logs
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7. Choose the desired report from the report window, then click one of the following buttons.

Print - Change Management help

Change Management R

- Multl Project Pandlnq Chanqa Order Acuncl Report (m co_aging_pend) - -

- Multi-Project Pending Change Order Aging Report - Const (m_co_aging_const)

05 - Multi-Project Pending Change Order Aging Report - Design (m_co_aging_ de.5|gn)

06 - Multi-Project Pending Change Order Aging Report Over 30 Days (m_ceo_aging_pend_owver30)

o7 - Multl Project Peru:lmg Change Order Aging - Over 20 Days since PMF Appruva\ Report {m_co_aging_pend_over:

nao JTER . .Y Flhoman Pincienaobe . #TC AN Ae —mae Timns Cork fernIA SO AAR A CeT e T I

4 m | *

- . _Pe
- Multl Projec:t Pendmg Change Order Aglng Repor‘t Bv EMF/CM Approval frn co_ aglng pend_pmfappr) |=|‘,‘

jl

Impo

Click Print to get a printed output.

Click Preview to see your output displayed in the window.

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

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

rtant: Access to projects and reporting modules is based on each user’s level of access to the
system.
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I11. Project Level Reporting

Single Project level reporting will allow a user to select a specific project to report against.
Several of the Multi-project level reports are also available as single project-level reports.

A. Selecting a Project Level Report

1. Once logged into Primavera, the Control Center screen appears (as shown).

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

| iibEmiacts hd Workspace:  (My Workspace) - % =)
BB % |
g= All Projects e Actions 2 Alerts Iy & &
000114 - Number 7, Grant E.S. (Passsic City) |E|
[ 000467 - Hubbard M.S. (Plsinfield) =
[E] 000804 - Peterstown E.S. #2 (Elizabeth)
[&] 000210 - John Marshsll E.5. #20 (Elizsbeth) ¥ High o ! High 268
[E 000811 - Elizabeth H.S. (€I & Nomnil 0 & Normal 0
& 010082 - New 3 Llow o 4 Low o
& 010090 - Nex
& 010031 Last System Refresh: May 29, 2012 1:00:25 AM EDT
-] 010822 - New MS (x01) (Long Bran
- [E] 010854 - Memorial H.5. (West New Yori)
B mammm e e e e

2. The Project View drop down list on the top left side of the screen determines how your
project list will be displayed on the screen. The default view is the All Projects view

which shows all projects with no grouping.

ORACLE" Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

AR
i oj n Actions 2% & Alerts
Number 7, Grant E.S. (Passaic City) |E |
-- 000487 - Hubbard M.S. {Plainfield) | 5
'- 000804 - Peterstown E.S. #3 (Elizabeth)
-- 000610 - John Marshall E.5. #20 (Elizabeth) ! High 0 !
-- 000811 - Elizabeth H.5. (Elizabeth) A Alne——d 1 n -

3. Select the project you wish to work with. Click the Print link on the top right corner of
the Control Center screen.

ORACLE' Primavera Contract Management Transmittal Queuel print |5eamh Help  Logout
Welcome, Jennifer Irizarry July 24, 2012

Contract Management Control Centar

Workspace:  (My Workspace) - B

Al Projects -

Actions &N e Alerts Lo

[E] 0400DB - Number 22 ES. (J
-] 0400DC - Alexander D Sulliv
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4. Select the desired reporting module from the drop down menu on the left side of the
screen and click the Show button.

Print - Change Management help

Change Managerment
02 - Pending Change Order Aging Report - By Cost (r_co_aging_pend_cost)

03 - Pending Change Order Aging Report - By PMF/CM Approval (r_co_aging_pend_pmfappr)

04 - Pending Change Order Aging Report - Const (r_co_aging_const)

05 - Pending Change Order Aging Report - Design (r_co_aging_design)

06 - Pending Change Order Aging Report Over 30 Days (r_co_aging_pend_over30)

07 - Pending Change Order Aging - Over 20 Days since PMF/CM (r_co_aging_pend_owver20) i

N0 Mmmimctie —nd —h Voo fTocliidae NCT _~rnis ~0 AAD FA —em 0en decomeoete) fe a0l

Contact Information E
Contracts

Corr. Received Log
Corr. Sent Log

Daily Construction Rpts
Drawing Sets

Drawings < LI} | +
Final Change Documents
Insurance

Invoices

Issues
Letters/Doc. Templates

Materials

Meeting Minutes
Noncompliance Notices
Notices

Payment Requisitions
Permits/DCA Inspections
Procurement/Bids Please select a report
Project Cost Report
Project Properties
Proposals

Punch Lists
Purchase Orders

m

Request for Information
Safety

Submittal Packages
Submittals

Telephone Logs

5. Choose the desired report from the report window, then click one of the following
buttons.

Print - Change Management help

Change Management Y

- d ge d po - D
Pendlng Change Order Aglng Repur‘t Ely PMF!CM Appruval {r co_ agmg pend_pmfappr)
04 - Pending Change Order Aging Report - Const (r_co_aging_const)

@

- Reports 05 - Pending Change Order Aging Report - Design (r_co_aging_design)

) Dunning Letters 06 - Pending Change Crder Aging Report Over 30 Days (r_co_aging_pend_over30)
07 - Pending Change Order Aglng Owver 20 Days since PMF!CM (r_co_aging_| pend over20) i
A9 Nrnimete and i fTmelidne NET _—rnin AAD Cr mem Aen damieennte) fe es a0t
a "o ] »

Default Report: r_chag_20

Click Print to get a printed output.

Click Preview to see your output displayed in the window.

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

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

Important: Access to projects and reporting modules is based on each user’s level of access to the
system.

0000000000000 ]
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B. Entering Criteria for Select Project Level Daily Construction Reports

Some reports require the entry of date ranges in order to create the report.

1. Select the desired report from the report list and click the Preview button.

Print - Daily Construction Rpts help
Daily Construction Rpts ~ 01 - Daily Reports Construction Activity Landscape (r_dr_01 |
- Daily Reports Construction Activity By Date Range (r dr 02) iy
03 - Daily Reports Construction Activity Past 7 CD's (r_dr_03) L
@ Reports 04 - Daily Reports Construction Activity Past 31 CD's (r_dr_31) L 3
- 05 - Eqguipment Used this Week (r_dr_05) b
) Dunning Letters 06 - Equipment Used by Date Range (r_dr_05_bydats)
07 - Field Labor this Week (r_dr_04 i
no Cimld | mbme bue Dimbm Mmemms fe Ae 0A baed—dn
4 (T ] »
Default Report: r_dr_01
Print ‘ __m _m __m Cluse

2. The Report Criteria window displays.

Report Criteria

Column: Report Date
Criteria:
or:

EF EF EE EF EF EF EF ET ER ER

4
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3. Enter your date ranges in the Criteria fields. Be sure to enter your criteria using the
formatting shown in the examples below. When completed, click the OK button to
continue. Your report will display in the report window.

Example 1: Enter two individual dates to search Example 2: Enter a range of dates to search using “AND”

Report Criteria Report Criteria
Column:  Report Date Colurnn: - Reportt Date

Criteria:  »=Jan 1, 2008 B8 Criteria; »=Jan1, 2009 B2

O <=Dec3l.zo09 [ Or  AMND <=Dec31, 2(

] B2

[

B2

H

= E
8 e Ot A |
= [ 5
%4 [ S A P |

oK | Cancel 0K | Cancel
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Document Level Reporting

Document level reporting will allow a user to print reports specific to the project and module
they have selected. This includes standard NJSDA forms which are populated with data from the

currently displayed document.

There are several standard NJSDA forms available in the system. These include, among others:

NJSDA Form 500 within the Contract Change Request/Authority Document
NJSDA Form 501 within the Authority Agent Recommendation Document
NJSDA Form 503 within the Final Change Order Document

NJSDA Form 505 within the Notice of Claim Document

NJSDA Form 506 within the Construction Change Directive Document
NJSDA Form 506A within the Construction Change Directive Document
NJSDA Form 655 within the Request For Information Document

NJSDA Form 803 within the Payment Requisition Document

Change Order Checklist within the Change Management Document

A. Selecting a Document Level Report or Form

1. Once logged into Primavera, the Control Center screen appears (as shown).

ORACLE’ Primavera Contract Management

Welcome, Jennifer Irizarry

Contract Management Control Center

(BllRmiaci | Workspace:  (My Workspace) - o
o o
B % ==&
B .l Frojects - Actions 28 & Alerts & &
000114 - Number 7. Grant E.S. (Passaic City) |2
=] 000487 - Hubtard .S, (Plainfisld) &
000804 - Paterstown E.S. #3 [Elizabath) 0 0 .
000810 - John Marshall E.S. High 0 I  High 268
* Norma 0 * Normal 0
4 Lo 0 4+ Low 0
Last System Refresh: May 29, 2012 1:00:25 AM EDT
010 (x01) {Long Branch)
010854 - Memarial H.S. (West New York)

B e

2. The Project View drop down list on the top left side of the screen determines how your

project list will be displayed on the screen. The default view is the All Projects view
which shows all projects with no grouping. Select the project you want to report on from
this view or any of the other available views.

ORACLE' Primavera Contract Management

Welcome, Jennifer Irizarry

Transmittal Qui

Contract Management Control Center

mepmms - I Workspace:  (My Workspace) - B
Actions 2&leE Alerts LU
040008 - N 2E5. 1 ' Ligh 0 ' High 292

N u Uerey C
| A1 0400DC - Alexander D Sullivan #30 ESUmvCh
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3. Select the project you wish to work with then Select the desired folder within that
project. The example shown is selecting the Final Change Documents within the

Change Order Management folder.

:J 04000V - Arthur L Johnson HE {Clark Township =
D Project Information

: D Communication

[#-(Z3 Centract Information

[ Legs

Ba Change Order Management

@ Change Management
Final Change Documents

4. The folder’s log view displays. Select the desired document from the log view.

Control Center > Final Change Documents

Final Change Documents  Select an action... ~

B Construction (NT-0032-C04) (Contract)

(=]

o
s ExpandAll = Collapse Al "m Layout: Change Order log by Contract

@ﬁ © EX-NT-0032-C04 CO2211/CO#212 Z12 Change Order
Bf © Ex-nr-00se-cos coszzo 220 Change Order

Title Number Type Approved? To To Contact From

@, ; Sl £x-1T-0032-C04 CO2206 206 Changs Ordsr ve Hawe 3 Schools De Ine
3

g © EX-NT-D032-C04 CO=189 185 hange Ordar ¥ Hew 3 Schools De Ine

@“ © EX-NT-0032-C04 CO*213/CO#213 213 Change Order Ye New Jersey Schools Development Auth Tnc

m

ersey Schools Development Au DandK Construction Co, Inc

ersey Schoals Development Aul DandK Construction Co, Inc

5. The selected document displays. With the document open, select Advanced Print
from the Select an action menu on the top of the screen.

Control Center > Final Change Documents Log > Change Order

i s

Change Order: 206 | Mew Jersey Schools Development Auth ff Select an action...  +
— - Select an action... N
2 " General ]f Review Status. ][’ Summary V Line Items ] oelbi Edit Document it
L—l Print Form
e Print Preview
[— Type Change Order e
Send to Corr Sent
@ 5 g
Contract # Construction (NT-0032-C04 A O Red
16 MNew Jersey Schools Development Auflh Send to Inbox
Donna O'German E-Mail Form i
Generate Transmitta
From DandK Construction Co, Inc Wersion Document
Dilip Verghese
Number 206 \ /
Title EX-NT-0032-C04 CO#206
Date Mar 10, 2009
Total Cost $6,030.00
Time Change (days) 0
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6. The Print window will display. Choose the desired report from the report window,

then click one of the following buttons.

Print - Final Change Documents

F_CHANGE.PBL

help

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

@ F SDA Form 503 - Change Order (f co 503
- arms SDA Form 506 - Construction Change Directive (f_co_506)
) Reports SDA Form S06A - Construction Change Directive (f_co_506a)

) Dunning Letters

m._ | »

4 1

| Default Farm: f_co_503

|

e Click Print to get a printed output.
e Click Preview to see your output displayed in the window.
e Click E-Mail to electronically send the output to another user.

e Click Save As to save the output to your local computer or other desired location.

e Click Close when finished to return to the Control Center screen.
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<

Exporting Data to Excel

It may be desirable to export your report information to Excel in order to create a customized
report.

1. With the desired report selected, choose the Save As option.

Print - Change Management

Change Management -

help

e
02 - Multi-Project Pending Change Order Aging Report - By Cost (m_co_aging_pend_cost) i [l
03 - Multi-Project Pending Change Order Aging Report - By PMF/CM Approval {m_co_aging_pend_pmfappr) |E| :
04 - Multi-Project Pending Change Order Aging Report - Const {m_co_aging_const) milE
05 - Multi-Project Pending Change Order Aging Report - Design (m_co_aging_design)
06 - Multi-Project Pending Change Order Aging Report Over 30 Days (m_co_aging_pend_over30) b
07 - Multi-Project Pending Change Order Aging - Over 20 Days since PMF Approval Report (m_co_aging_pend_over!
le Peninck Damdine Choman Cosoesanke s $T5 QAN Ae e Tima ; frrnia e aAn o cen oed o

< | [1[} | *

== co- |

2. When the Save dialog box displays, select the desired location from the Save in: field (either

the desktop or your network drive) and enter the desired file name. Click the Save button
when completed.

f - - — ]
|2 Save SB- = —— -
T = "
P> Savein: Bl Desktop T E| =
T % Computer
-;} “ﬂ Network
Recent Items 7 Libraries

A Jennifer Irizarry |
| eval samples
_- . examples
Desktop | Style Sheets
H
My Documents
A

Computer

-
File name: CO Extract] [&]

Network

Files of type:  [C5V with Headers - Cancel

3. Double click on the icon (if saved to your desktop) or file name (from a file list) to display
the file.

CO Extract
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4. The file will display in Excel and can be edited or rearranged as required.

£ Microsoft Excel - Export of Report
@_] Eile Edit “iew Insert Format Tools Data  Window Help  Adal

IR NEE R I= NN AR =N - RS ARl - R 1
T Wl Wt JEE S f O | By | ¢ Renly with Changes... End Re
Al - B "crew "title"
&, B | ¢ | o | E | F | @&

1 "erew” "titld"crae" "iter "vnmt”. "co isnull("wndt "proj”. "proj "proj"."cor "cres" "to_
2 |Unsuitalbe CO Cobra Con Clair Tsai-(0650-130-0 New Jerse| 220358858
3 [Cumul CO GO JCA Assoc Clair Tsai-10B80-180-0 Mew Jerse 22605293
4 |CA-0005-LICO JCA Aszsoc Clair Tsal-(0660-150-0 Mew Jerse| 225056258
& |CA-O005-LCO Fidelity Ma Clair Tgai-({0680-190-0 New Jerse 31286310
B [Cumul COCO J McHale ¢ Clair Tgai-10680-190-0 Mew Jerse 4005334
7 |[Cumul COCO Gensler ar Clair Tsai-(0650-190-CNew Jarse| 41663305

Important: Any changes completed to the exported file cannot be uploaded into Contract
Management.

V1. Help Desk Information
If you experience any problems running reports, please contact the SDA Contract Management
Help Desk by phone at 609-943-4500 or by Email at pehelpdesk@njsda.gov.
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Appendix A — Contract Management Reports
Multi-Project Reports

a. Change Management — Multi-Project Change Management Reports

Report Title

1. Multi-Project Pending Change Order Aging Report

Description: Displays pending Change Orders, approvers, cost and processing time

2. Multi-Project Pending Change Order Aging Report — By Cost

Description: Displays pending Change Orders, approvers, cost and processing time; sorted by cost

3. Multi-Project Pending Change Order Aging Report — By PMF/CM Approval

Description: Displays pending Change Orders, approvers, cost and processing time; sorted by PMF/CM Approval date
4. Multi-Project Pending Change Order Aging Report - Const

Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show only Construction
contracts

5. Multi-Project Pending Change Order Aging Report - Design

Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show only Design contracts
6. Multi-Project Pending Change Order Report Over 30 Days

Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show Change Orders with
processing time over 30 days

7. Multi-Project Pending Change Order Aging — Over 20 Days Since PMF Approval Report
Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show Change Orders with
processing time over 20 days beyond PMF’s approval

8. Multi-Project Pending Change documents >$75,000 or >30 Days

Description: Displays all pending Change Management documents with a value over $75,000 or time extensions over 30
days

9. Multi-Project Pending CCD (CCD-TBD, RCO)

Description: Displays all pending CCD-TBD and RCO documents

10. Multi-Project Pending Change Order Report (CO’s, CCD’s and RCO’s only)

Description: Displays all pending CO, CCD and RCO documents

11. Multi-Project Pending Requests (includes RFI, CCR/A, CP, AAR)

Description: Displays all Change Management documents leading up to, but not including, CO/CCD documents

12. Multi-Project Pending Requests (includes RFI, CCR/A, CP, AAR, CO, CCD and RCO
documents)

Description: Displays all pending Change Management documents

13. Multi-Project Requests and Changes (All Change Documents)

Description: Displays all Change Management documents and their statuses

14. Multi-Project Pending Change Documents — Construction Contracts

Description: Displays all Change Management documents; filtered to show only Construction contracts

15. Multi-Project Pending Change Documents — Design Contracts

Description: Displays all Change Management documents; filtered to show only Design contracts

16. Multi-Project All Change Documents by Change Management Number

Description: Displays all Change Management documents grouped by Change Management number

17. Multi-Project Approved Change Orders (CO, CCD, RCO)

Description: Displays all Change Orders and Construction Change Directive documents with a status of approved

18. Multi-Project Executed Change Order Aging Report

Description: Displays all executed Change Orders

19. Multi-Project Executed Change Order Aging Report — 1** Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the first quarter of the year entered

20. Multi-Project Executed Change Order Aging Report — 2" Quarter (Year Prompt)
Description: Diselazs all Executed Change Orders within the second guarter of the year entered
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21. Multi-Project Executed Change Order Aging Report — 3" Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the third quarter of the year entered

22. Multi-Project Executed Change Order Aging Report — 4™ Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the fourth quarter of the year entered

23. Multi-Project Executed Change Order Aging Report — by Month(s) Entered
Description: Displays all Executed Change Orders within the month and year entered

24. Multi-Project Executed GC Change Order Aging Report
Description: Displays all Executed Change Orders; filtered to show only Construction contracts

25. Multi-Project Executed A/E Amendment Aging Report
Description: Displays all Executed Amendments; filtered to show only Design contracts

26. Multi-Project Executed Settlement Change Order Report
Description: Displays all Executed Settlement documents

27. Multi-Project Executed CCD Report - Within the Last 30 Days
Description: Displays all Construction Change Directive documents executed within the last 30 days

b. Contracts — Multi-Project Contract Reports

Report Title

1. Multi-Project Budgeted Contracts
Description: Displays Budgeted contracts

2. Multi-Project Committed Contract Log by Project
Description: Displays Committed contracts

c. Daily Construction Reports — Multi-Project Daily Construction Reports

Report Title

1. Multi-Project Daily Reports
Description: Displays Daily Reports including project, climate, activity and description

2. Multi-Project Daily Reports — Past 7 Days
Description: Displays Daily Reports for the last 7 days including project, climate, activity and description

3. Multi-Project Daily Reports — Past 31 Days
Description: Displays Daily Reports for the last 31 days including project, climate, activity and description

d. Issues — Multi-Project Issue Reports

Report Title

1. Multi-Project Open Issue Log by Project
Description: Displays open Issues for selected projects

2. Multi-Project Issue Log by Project
Description: Displays all Issues for selected projects

e. Meeting Minutes — Multi-Project Meeting Minute Reports

Report Title

1. Multi-Project Meeting Minutes Business Items by Ball in Court
Description: Displays open items for all projects

2. Multi-Project Meeting Minutes Business Items by Ball in Court — Latest Meeting
Description: Displays open items for all projects from the latest meeting only
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f. Payment Requisitions — Multi-Project Payment Requisition Reports

Report Title

1. Multi-Project Pending Payment Requisition Aging Report
Description: Displays pending Payment Requisitions, approvers, cost and time to pay

2. Multi-Project Pending Payment Requisition Aging Report — By Cost
Description: Displays pending Payment Requisitions, approvers, cost and time to pay; sorted by cost

3. Multi-Project Pending Payment Requisition Aging Report — By PMF/CM Received Date
Description: Displays pending Payment Requisitions, approvers, cost and time to pay; sorted by PMF/CM Received date

4. Multi-Project Pending Requisition Details (Region Use Only)
Description: Displays pending Payment Requisitions, SIMS payment detail, retainage and payment amounts

5. Multi-Project Pending Requisition Details Export Report
Description: Intended for export to Microsoft Excel only

6. Multi-Project Pending Payment Requisition Aging Over Thirty (30) Days Report
Description: Displays pending Payment Requisitions, approvers, cost and time to pay

7. Multi-Project Paid Payment Requisition Aging Report — 1% Quarter (Year Prompt)
Description: Displays Payment Requisitions paid within the first quarter of the year entered

8. Multi-Project Paid Payment Requisition Aging Report — 2" Quarter (Year Prompt)
Description: Displays Payment Requisitions paid within the second quarter of the year entered

9. Multi-Project Paid Payment Requisition Aging Report — 3" Quarter (Year Prompt)
Description: Displays Payment Requisitions paid within the third quarter of the year entered

10. Multi-Project Paid Payment Requisition Aging Report — 4th Quarter (Year Prompt)
Description: Displays Payment Requisitions paid within the fourth quarter of the year entered

11. Multi-Project Paid Payment Requisition Aging Report — by Month(s) Entered
Description: Displays Payment Requisitions paid within month and year entered

12. Multi-Project Paid Payment Requisition Aging Report
Description: Displays paid Payment Requisitions, approvers, cost and time to pay

13. Multi-Project Paid Payment Requisition Aging Report — by Selected Vendor
Description: Displays Payment Requisitions paid to the selected vendor entered

14. Multi-Project Pending Pay-Regs Not Approved, 15-Day Deadline
Description: Displays pending Payment Requisitions not approved, but need to be approved within a 15-day deadline

g. Project Cost Report — Multi-Project Project Cost Reports

Report Title

1. Multi-Project Status Report — Internal Use Only
Description: Displays school description, budget and committed costs, status and Gantt chart. This report is intended only
for internal use.

2. Consolidated Project Status Report with Gantt Chart
Description: Displays school description, basic budget data and Gantt chart

3. Multi-Project Charter Budget Status Report
Description: Displays project budget and committed contract data
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h. Project Properties — Multi-Project Project Property Reports

Report Title

1. Project Status Report — External Use
Description: Displays a school description, committed costs, status description and Gantt chart. This report is intended for
external use.

2. Active Projects Report
Description: Displays Legislative district(s), County, project name, type, phase, costs and start/completion dates

3. Active Projects Report for Substantial Completion Year Entered
Description: Displays Legislative district(s), County, project name, type, phase, costs and start/completion dates based on
year entered

4. Active Projects Report by Substantial Completion Prior to Today
Description: Displays Legislative district(s), County, project name, type, phase, costs and start/completion dates based on a
substantial completion prior to the current date

5. Active Projects Report by Substantial Completion After Today
Description: Displays Legislative district(s), County, project name, type, phase, costs and start/completion dates based on a
substantial completion after the current date

6. Project Phase Report
Description: Displays projects by project phase

7. Project Phase Report - Regional
Description: Displays project by project phase; grouped by regional office

8. Project Phase Report (2009)
Description: Displays project by project phase (for 2009 projects completed in 2009 only)

9. Project Phase Report — Capital Plan
Description: Displays project by project phase; grouped by capital plan funding year

10. Project Phase Report — Capital Plan and Substantial Completion Year
Description: Displays project by project phase; grouped by capital plan funding year; filtered by substantial completion
year entered

11. Project Phase Report - District
Description: Displays project by project phase; grouped by district

12. Project Phase Report — District and Substantial Completion Year
Description: Displays project by project phase; grouped by district; filtered by substantial completion year entered

13. Project Phase Report — Region and Substantial Completion Year
Description: Displays project by project phase; grouped by regional office; filtered by substantial completion year entered

14. District Summary Report
Description: Displays school name, type, key contacts and comments; grouped by regional office; filtered by district

15. District Summary Report — Capital Plan
Description: Displays school name, type, key contacts and comments; grouped by capital plan year; filtered by district

16. District Summary Report — District
Description: Displays school name, type, key contacts and comments; grouped by district

17. District Summary Report — Region
Description: Displays school name, type, key contacts and comments; grouped by regional office and district

18. Project Phase Report — Substantial Completion Year
Description: Displays project by project phase; grouped by substantial completion year

19. Projects Created Within the Last 30 Days
Description: Displays date entered, DOE number and Project Manager

20. School Type Report
Description: Displays school type (ECC, ES, MS, HS, Other)

21. School Type Report — Capital Plan
Description: Displays school type (ECC, ES, MS, HS, Other); grouped by capital plan year
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22. School Type Report — District
Description: Displays school type (ECC, ES, MS, HS, Other); grouped by district

23. Project Team Report
Description: Displays project’s key members (PM, GC, AE, CM, Project Budget Managers, RES Members)

24. School Type Report — Regional
Description: Displays school type (ECC, ES, MS, HS, Other); grouped by regional office

i. Request for Information — Multi-Project Request for Information Reports

Report Title

1. Multi-Project Open RFI Log
Description: All RFI log view, dates and costs for all RFIs not closed or approved

2. Multi-Project RFI Log
Description: All RFI log view, dates and costs for all RFls

3. Multi-Project Open Request and Answer Log with Cost or Schedule Impact
Description: Displays all open RFIs with cost or schedule impact

j. Submittal Packages — Multi-Project Submittal Package Reports

Report Title

1. Multi-Project Open Submittal Log by Package
Description: Displays submittal packages, submittals (not closed or approved), revisions, dates and titles

2. Multi-Project Submittal Log by Package
Description: Displays submittal packages, submittals (not closed or approved), revisions, dates and titles; grouped by
package

k. Submittals — Multi-Project Submittal Reports

Report Title

1. Multi-Project Open Submittal Log by Package
Description: Displays submittal packages, submittals (not closed or approved), revisions, dates and titles

2. Multi-Project Submittal Log by Package
Description: Displays submittal packages, submittals (not closed or approved), revisions, dates and titles; grouped by
package

|. Safety — Multi-Project Safety Reports

Report Title

1. OSHA Form 300
Description: Displays log of work-related injuries and illnesses
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Project Level Reports
a. Change Management — Project Level Change Management Reports

Report Title

1. Pending Change Order Aging Report
Description: Displays pending Change Orders, approvers, cost and processing time

2. Pending Change Order Aging Report — by Cost
Description: Displays pending Change Orders, approverst and processing time grouped by cost

3. Pending Change Order Aging Report — by PMF/CM Approval
Description: Displays pending Change Orders, cost and processing time grouped by approvers

4. Pending Change Order Aging Report — Const
Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show only Construction
contracts

5. Pending Change Order Aging Report — Design
Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show only Design contracts

6. Pending Change Order Report Over 30 Days
Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show Change Orders with
processing time over 30 days

7. Pending Change Order Aging — Over 20 Days Since PMF/CM Approval Report
Description: Displays pending Change Orders, approvers, cost and processing time; filtered to show Change Orders with
processing time over 20 days beyond PMF’s approval

8. Requests and Changes Log (includes RFI, CCR/A, CP, AAR, CO, CCDA, RCO documents)
Description: Displays all Change Management documents and their status

9. All Change Documents by Change Management Number
Description: Displays all Change Management documents grouped by Change Management number

10. Executed Change Order Aging Report
Description: Displays all executed Change Orders

11. Executed Change Order Aging Report — 1% Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the first quarter of the year entered

12. Executed Change Order Aging Report — 2" Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the second quarter of the year entered

13. Executed Change Order Aging Report — 3" Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the third quarter of the year entered

14. Executed Change Order Aging Report — 4™ Quarter (Year Prompt)
Description: Displays all Executed Change Orders within the fourth quarter of the year entered

15. Executed Change Order Aging Report — by Month(s) Entered
Description: Displays all Executed Change Orders within the month and year entered

16. Executed GC Change Order Aging Report
Description: Displays all Executed Change Orders; filtered to show only Construction contracts

17. Executed A/E Amendment Aging Report
Description: Displays all Executed Amendments; filtered to show only Design contracts

18. Executed CO Settlement Report
Description: Displays all Executed Settlement documents
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b. Contact Information — Project Level Contact Information Reports

Report Title

1. Project Status Report — External Use
Description: Displays summary project data including picture, project costs and project schedule

2. Default Contact Addresses
Description: Lists names, addresses and contact information for default contacts of each company

3. Primary Contact List
Description: Lists names, addresses and contact information for primary contacts of each company

4. Primary Contact List by Role
Description: Lists names, addresses and contact information for primary contacts of each company; grouped by job role

5. Primary Contact List by Spec Section
Description: Lists names, addresses and contact information for primary contacts of each company; grouped by spec
section

6. All Contact Addresses and Remarks
Description: Displays names, addresses, contact information and remarks; grouped by company

7. All Contact Addresses
Description: Displays names, addresses, contact information; grouped by company

c. Contract Information — Project Level Contract Information Reports

Report Title

1. Contract Log
Description: Displays contracts, cost centers and approved, pending, revised amounts associated with each contract

2. Committed Contracts with Changes
Description: Displays contracts, vendors and all changes associated with the contract

3. Committed Contracts by To Company
Description: Displays contract number, description, total cost, approved and revised amounts; groups contracts by To
Vendor

Contract Management User Manual Page 23 of 32 Created: 9/20/08
Section 32 — Reports Revised: 11/21/12




d. Correspondence Received — Project Level Correspondence Received
Reports

Report Title

1. All Correspondence by Item Type
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

2. Correspondence Received Log
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

3. Correspondence Received Log — Landscape (All Fields)
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

4. Correspondence Received Log by From Company
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

5. Correspondence Received Log by Month Received
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

e. Correspondence Sent — Project Level Correspondence Sent Reports

Report Title

1. All Correspondence by Item Type
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

2. Correspondence Sent Log — Landscape (All Fields)
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

3. Correspondence Sent Log by To Company
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date

4. Correspondence Sent Log by Month Sent
Description: Displays to/from company, document type, person who created the document and short description; groups by
Correspondence Sent/Received, sorted by date
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f. Daily Reports — Project Level Daily Reports

Report Title

1. Daily Reports
Description: Displays daily reports including project, climate, and activity description

2. Daily Reports Construction Activity by Date Range
Description: Displays daily reports including project, climate, and activity description by date range

3. Daily Reports — Past 7 Days
Description: Displays daily reports for the last 7 days including project, climate, and activity description

4. Daily Reports — Past 31 Days
Description: Displays daily reports for the last 31 days including project, climate, and activity description

5. Equipment This Week
Description: Displays equipment used in the last week

6. Equipment Used by Date Range
Description: Displays equipment used within a date range

7. Field Labor This Week
Description: Displays field laborers working in the last week

8. Field Labor by Date Range
Description: Displays field laborers working within a date range

9. Visitors This Week
Description: Displays visitors to the job site within the last week

10. Visitors by Date Range
Description: Displays visitors to the job site within a date range

g. Drawings — Project Level Drawing Reports

Report Title

1. Drawing Set Catalog Report
Description: Displays region, district, school, project number, title, phase, set name, date, location, Ball-in-Court and Ball-
in-Court contact

2. Drawings Grouped by Set
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer; sorted by set

3. Drawings Sent for Distribution — All Revisions
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and date
issued; displays all drawings with the distribution populated

4. Drawing History for Distribution
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer

5. Drawing Log Grouped by Area with Latest Revision
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer; sorted by revision number

6. Drawing Log Grouped by Bid Package with Latest Revision
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer; sorted by bid package

7. Drawing Log Grouped by Discipline with Latest Revision
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer; sorted by discipline

8. Drawing Log Grouped by Percent Progress with Latest Revision
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer; sorted by percent progress
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9. Drawing Log Grouped by Phase with Latest Revision
Description: Displays drawing number, latest rev, title, area, discipline, phase, bid package, progress, received and
designer; sorted by phase

10. Drawing Reproduction Based on Transmittal - Today
Description: Displays attention, company, description, transmittal date, drawing size and number of copies; shows
transmittals created from drawings within the last 24 hours

11. Drawing Reproduction Based on Transmittal — Prompted For Dates
Description: Displays attention, company, description, transmittal date, drawing size and number of copies; shows
transmittals created from drawings for the dates entered

12. Drawing Sent for Distribution by Distribution Contact
Description: Displays attention, company, description, transmittal date, drawing size and number of copies; shows
transmittals created from drawings with their distributions

h. Invoices — Project Level Invoice Reports

Report Title

1. Invoices by Contract / Purchase Order
Description: Displays invoice title, contract, payment information, amount and subtotals

I. Issues — Project Level Issue Reports

Report Title

1. Open Issues Log by Project
Description: Displays open issues regardless of status including document number, type, title, Ball-in-Court, value, issue,
open, closed, involved and status dates

2. lIssues Log by Project
Description: Displays all issues regardless of status including document number, type, title, Ball-in-Court, value, issue,
open, closed, involved and status dates

3. Issues — Change Documents
Description: Displays issues related to Change Management

4. lIssue History by To Company
Description: Displays issues grouped by To Company

J. Letters — Project Level Letter Reports

Report Title

1. Correspondence Letters
Description: Displays log number, document date, to, from and subject

2. Correspondence Letters Requiring Response
Description: Displays letters with no response date including log number, document date, to, from and subject
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k. Meeting Minutes — Project Level Meeting Minute Reports

Report Title

1. Meeting Minutes Business Items — Latest Meeting
Description: Displays business items from the latest meting including business item number, Ball-in-Court, description,
date due and comply

2. Meeting Minutes Business Items
Description: Displays all business items including business item number, Ball-in-Court, description, date due and comply

3. Meeting Minutes List
Description: Displays all meeting minutes pertaining to the selected project

I. Non-Compliance Notices — Project Level Non-Compliance Notice Reports

Report Title

1. Non-Compliance Notice Log

Description: Displays contract, to ,from, document number, title, status, costs and dates relating to each non-compliance
notice

m. Notices — Project Level Notice Reports

Report Title

1. Notice Log
Description: Displays document type, to, from , document number, status, cost and dates relating to each notice
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n. Payment Requisitions — Project Level Payment Requisition Reports

Report Title

1. Pending Requisition Aging Report
Description: Displays pending payment requisitions, approvers, cost and time-to-pay

2. Pending Payment Requisition Report Over 30 Days
Description: Displays pending payment requisitions, approvers, cost and time-to-pay; filtered to show payment requisitions
over 30 days since PMF/CM approval

3. Pending Payment Requisition Aging Report — by Cost
Description: Displays pending payment requisitions, approvers, cost and time-to-pay; sorted by cost

4. Pending Payment Requisition Aging Report — by PMF/CM Received Date
Description: Displays pending payment requisitions, approvers, cost and time-to-pay; sorted by PMF/CM received date

5. Paid Payment Requisition Aging Report — 1* Quarter (Year Prompt)
Description: Displays paid payment requisitions within the first quarter of the year entered

6. Paid Payment Requisition Aging Report — 2" Quarter (Year Prompt)
Description: Displays paid payment requisitions within the second quarter of the year entered

7. Paid Payment Requisition Aging Report — 3" Quarter (Year Prompt)
Description: Displays paid payment requisitions within the third quarter of the year entered

8. Paid Payment Requisition Aging Report — 4™ Quarter (Year Prompt)
Description: Displays paid payment requisitions within the fourth quarter of the year entered

9. Paid Payment Requisition Aging Report — by Month(s) Entered
Description: Displays paid payment requisitions within the month and year entered

10. Paid Payment Requisition Aging Report
Description: Displays paid payment requisitions

11. Paid Payment Requisition Aging Report - by Selected Vendor
Description: Displays paid payment requisitions; filtered to show requisitions paid to the selected vendor entered

12. Requisition Summary Totals by Contract
Description: Displays all payment requisitions against grouped contracts including retainage, paid to date and remaining
balance values

13. Pending Pay-Reqs Not Approved, 15-Day Deadline
Description: Displays pending Payment Requisitions not approved, but need to be approved within a 15-day deadline

0. Permits — Project Level Permit Reports

Report Title

1. Open Permits
Description: Displays all open permits

2. Closed Permits
Description: Displays all closed permits

3. All Permits
Description: Displays all permits
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p. Project Cost Report — Project Level Project Cost Reports

Report Title

1. Single Project Status Report — Internal Use
Description: Displays school description, budget and committed costs, school picture, statues description and gantt chart;
used for monthly status meetings

2. Project Charter Budget Status Report
Description: Displays budgeted and committed costs; cost codes are grouped in accordance with Budget Manager
requirements

3. Actual and Variance Costs
Description: Displays received, issued and variance costs relating to each cost code

4. Budget vs. Actual Variance
Description: Displays budgeted, actuals and variance costs relating to each cost code

5. Budgeted Costs
Description: Displays all budgeted costs relating to each cost code

6. Budgeted, Committed and Actual Costs - Landscape
Description: Displays budgeted, committed, actual and variance costs related to each cost code

7. Committed Costs
Description: Displays all committed costs relating to each cost code

8. Committed vs. Actual Variance
Description: Displays all committed and variance costs relating to each cost code

9. Cost Code Definitions and Titles
Description: Displays all cost codes broken out by category (CC1, CC2, BTL) and provides the title of each

10. Committed Cost Detail by Cost Code
Description: Displays all documents that affect the committed cost column of the Project Cost Report

g. Project Properties — Project Level Project Property Reports

Report Title

1. Project Status Report — External Use
Description: Displays school description, budget and committed costs, school picture, statues description and gantt chart;
used for monthly status meetings

2. NJSDA - Users Who Have Not Logged in Within 15 Days
Description: Displays users by user account type and the number of days they have been inactive

3. Spec Section Report — List of All Sections Available
Description: Displays section number and description of all specs in the system

4. Distribution Lists
Description: Displays the distribution lists relating to each project and all contacts that are members of that list

5. NJSDA - Modified Document in the Last 30 Days w/Date and User Name
Description: Displays all documents modified within the last 30 days

6. NJSDA — Modified Document in the Last 7 Days w/Date and User Name
Description: Displays all documents modified within the last 7days
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r. Punch Lists — Project Level Punch List Reports

Report Title

1. Punch Lists
Description: Displays punch list number, Ball-in-Court by vendor ID, short description, location and value

2. Open Punch List Items by Ball in Court
Description: Displays full Ball-in-Court contact company and name, status, dates, location and description; grouped by
Ball-in-Court

3. Open Punch List Items by Location
Description: Displays full Ball-in-Court contact company and name, status, dates, location and description; grouped and
totaled by location

s. Request for Information — Project Level Request for Information Reports

Report Title

1. All - Request and Answer Log
Description: Displays all RFI’s relating to the selected project, includes full request and answer dialog

2. Open — Request and Answer Log
Description: Displays open RFI’s relating to the selected project, includes full request and answer dialog

3. Request for Information by Issue Only
Description: Displays RFI’s relating to an issue

4. Request and Answer Log by Architect Number - Landscape
Description: Displays RFI’s relating to an A/E number

5. Request and Answer Log by Subcontractor - Landscape
Description: Displays RFI’s relating to a subcontractor

6. Request and Answer Log with Drawings and Distribution List
Description: Displays all RFI’s relating to the selected project, includes full request and answer dialog, and any drawings
and distribution lists

7. Open Request and Answer Log with Cost or Schedule Impact
Description: Displays all open RFI’s with a cost or schedule impact

t. Safety — Project Level Safety Reports

Report Title

1. OSHA’s Form 300 (Landscape)
Description: Displays OSHA’s latest form 300 populated with data

2. OSHA’s Form 300a (Landscape)
Description: Displays OSHA’s latest form 300a populated with data

3. Safety Log by To Vendor
Description: Displays all safety documents including Ball-in-Court and date created; grouped by To Vendor
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u. Submittal Packages — Project Level Submittal Package Reports

Report Title

1. Submittal Log by Package Open
Description: Displays all submittal packages, submittals, revision, dates, title and submittals not closed or approved

2. Submittal Log by Package
Description: Displays all submittal packages, submittals, revision, dates, and title; grouped by package in title

3. Submittals Status Report by Days Held
Description: Displays package, submittal, revision, title, Ball-in-Court and dates; grouped and sorted by days held

4. Submittals Status Report by Days Overdue
Description: Displays package, submittal, revision, title, Ball-in-Court and dates; grouped and sorted by days held beyond
due date

5. Submittal Log by Ball-in-Court
Description: Displays title, submittal, revision and dates; grouped by Ball-in-Court company

6. Submittal Packages Summary
Description: Displays an overall summary of all submittal packages including package number, title, required start/finish
dates, status and the total number of submittals included in the package

7. Submittals Not Received by Ball-in-Court
Description: Displays package, submittal revision, title and number of days held; grouped by Ball-in-Court company and
contact

8. Submittals Revision Cycles Detail - Landscape
Description: Displays the review cycle information for all submittals in a package; grouped by package number

9. Submittals Revision Cycles Detail including Sets - Landscape
Description: Displays the review cycle information for submittals with multiple reviewers in a package; grouped by
package number

v. Submittals — Project Level Submittal Reports

Report Title

1. Submittal Log by Package Open
Description: Displays all submittal packages, submittals, revision, dates, title and submittals not closed or approved

2. Submittal Log by Package
Description: Displays all submittal packages, submittals, revision, dates, and title; grouped by package in title

3. Submittals Status Report by Days Held
Description: Displays package, submittal, revision, title, Ball-in-Court and dates; grouped and sorted by days held

4. Submittals Status Report by Days Overdue
Description: Displays package, submittal, revision, title, Ball-in-Court and dates; grouped and sorted by days held beyond
due date

5. Submittal Log by Ball-in-Court
Description: Displays title, submittal, revision and dates; grouped by Ball-in-Court company

6. Submittal Packages Summary
Description: Displays an overall summary of all submittal packages including package number, title, required start/finish
dates, status and the total number of submittals included in the package

7. Submittals Not Received by Ball-in-Court
Description: Displays package, submittal revision, title and number of days held; grouped by Ball-in-Court company and
contact

8. Submittals Revision Cycles Detail - Landscape
Description: Displays the review cycle information for all submittals in a package; grouped by package number

9. Submittals Revision Cycles Detail including Sets - Landscape
Description: Displays the review cycle information for submittals with multiple reviewers in a package; grouped by
package number
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w. Transmittals — Project Level Transmittal Reports

Report Title

1. Transmittal Log

Description: Displays all transmittal information including to, from, subject, document number and attention; sorted by
date

2. Transmittal Log by To Company
Description: Displays all transmittal information including to, from, subject, document number and attention; grouped by
company and sorted by date

3. Transmittals by Package Number
Description: Displays all transmittal information including to, from, subject, document number and attention; sorted by
package number

X. Trends — Project Level Trend Reports

Report Title

1. Trends
Description: Displays budgeting information such as the budget revision number, title, status and the value of the budget
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