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1.0 GENERAL INFORMATION
1.1 Purpose of this Manual

This PMWeb Manual (the “Manual”) provides Department of Administrative Services (DAS) /
Construction Services with a step by step guide to answer frequently asked questions (FAQ)
on how to administer projects in PMWeb. For a general overview of PMWeb, refer to the
PMWeb Quick Start Guide prepared by Saybrook Associates Inc. for DAS Construction
Services.

1.2 Manual Update

This Manual is not all inclusive and will be updated from time to time to respond to new FAQ’s
or reflect changes in DAS Construction Services policy and procedures that impact project
administration in PMWeb. Updates will be posted in a Manual Notice as a preface to the
Manual. Any questions, comments, or suggestions regarding this manual should be submitted
to the DAS Office of Construction Support Services.

1.3 Manual Organization

The body of this Manual is divided into seven (7) subsections, each representing a major
milestone from the PMWeb Project Milestones Form. Within each of these subsections is a
set of administrative tasks that are performed to achieve that major milestone. Each assigned
task includes a simple set of instructions on how to perform said task in PMWeb. Some tasks
require action under multiple major milestones and have been documented and referenced
accordingly. Effort was made to list the tasks, in chronological order, in the subsection where
the task is most frequently implemented.

1.4 Abbreviations

Bl Business Intelligence

BIC Ball In Court

CMR Construction Manager at Risk

GC General Contractor

SOV Schedule of Values

. Section 1
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15

Definitions

Backspace Select. The process in PMWeb for which the backspace key on a keyboard is
used to clear the selected item from a drop-down, making the full list of options available from
the drop-down list. This is the way to toggle between projects (see Section 100.2, Viewing
Project Assignments).

Company Record. Company nhame, address, and list of contacts assigned to a project. These
records are made available to the consultants, contractors, client agencies and the
Department. A company record is required to create contract records and to invoice.

Construction Value. The estimated cost of construction for a project. The estimated cost of
construction can be found in the Capital Project Initiation Request (Form 1105), Part 2, Section
9, Line Item 3.

Contacts. Contacts are listed within the Company Record in PMWeb. Contact information
includes name, title, phone, and email. If a person moves from one company to another, a
new contact record must be created for them at their new company.

Cost Codes. Cost codes are the DAS/CS categories for project funding and costs. Cost codes
are listed, for each project, in the Cost Codes tool, in the Cost Management module.

Contract Record. A record in PMWeb of a commitment that requires payment on a project,
i.e. formal contract, informal contract, purchase order (PO).

Document Manager. A tool in the Toolbox module of PMWeb that has a system of folders
matching the standard DAS/CS file folder system.

Dialogue Box. A small window that communicates information to the user and prompts them
for a response with options and controls for a particular function in PMWeb and other software.

Line Item Transfers. Transfer of funds from one cost code to another in the Project Financials.

Major Milestone. A major milestone is one of the seven (7) milestones in the PMWeb Project
Milestones form (see Section 120.2, Project Milestones).

Module. The main subdivision of PMWeb functions, located in the lower left of the PMWeb
screen.

Name. For purposes of this Manual, “Name” is the project title on the Project Portfolio Page.

Notifications. A PMWeb tool that functions like a transmittal (See Section 100.5, Notifications)
or, a list of all the people who have been notified about the transmission of a document in
PMWeb.

Payment Application. A PMWeb tool for invoicing on state construction projects.
Program. A category of projects, typically organized by client agency.
Project ID. The project number assigned by DAS.

Project Portfolio Page. The main project data page in PMWeb. The project portfolio page can
be accessed by navigating to the Portfolio module, clicking on “Lists”, then “Projects” and
selecting the project in question.

Project Record. Record data regarding a DAS/CS construction project in PMWeb.

Section 1
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Status.
follows:

Toggle.

viewing

The position of something at a given time. The status fields in PMWeb are defined as

Draft — the status of an item prior to submission and review.

Submitted — the status of an item put forward for review.

Returned — the status of an item after review has been completed and given back to
the sender.

Approved — the status of an item that has been reviewed and accepted by the final
authorizing authority.

Rejected — the status of an item that has been reviewed and denied by the final
authorizing authority.

Resubmitted — the status of an item that was previously rejected and submitted again
for review and approval after corrective action was taken.

Changing your view between different options. For example, when you switch from
the data about one project to the data about another, you are said to be “toggling”

between the projects.

Tool. This is the DAS/CS term given to the PMWeb functions that are listed in the upper left
part of PMWeb. Tools are organized within PMWeb modules.

User. Also referred to as a “PMWeb user”, these are people who have PMWeb user access.

User Access. Also referred to as a “PMWeb user access”, user access is an account within
PMWeb with a username and password for a particular person. User access is set to different
permissions, based on the role of the user.

DAS 12/21/17
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2.0 PMWeb BASICS

The PMWeb Basics section consists of instructions on how to perform basic tasks in PMWeb
and provides instruction on how to perform administrative tasks that are performed throughout
the life of a project.

100.1 PASSWORD UPDATE

1. To modify your password, proceed as follows:
A. Click the Navigation button
B. Select “My Settings”.

Figure 100.1.A

& .
PMileb [ © ©
Create Reminder -

Home

=] Dotument Control 5t
- B. |nty Settings -

= rFis _— -

[ “OmmolET [ FOTmong viEw

When prompted, check the box entitled “Prompt to save when managing away from records.”
Modify your password under the “Login” Section as shown below in Figure 100.1.B.

Figure 100.1.B

Ol Password
MNew Password

Confirm Password

100.2 VIEWING PROJECT ASSIGNMENTS
1. To view a specific project assignment:

A. Enter the project name in the “Project Selection Box”, press the down arrow key and
then press “Enter” on your keyboard.

Figure 100.2.A

PMVileb 9 0.

Dot ument Control
= [IE_II] Save H Save & Exit é Delegate
= rFis

B submittal ltems Profile

Section 2
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2. To view all of your project assignments:
A. Clear the contents in the “Project Selection Box” and click the dropdown arrow.
Figure 100.2.B

A.
= @ Workflow > Fo
=| Document Control Drag [F(Fortfolio) ~

RFls = E;ECS::d— W"_"B'b'_‘"“' ArE_a Regional Fire School I

. . ministrative Project
Submittal ltems Proi DGS Template Project{1}(7)(1){1) !
Submittal Packages .DCS Template Project({1)}{8)(4) [
Meeting Minutes 099 Test Schedule Workflow
Drawing Lists Mo re 95 Washington 5, Superior Couwrt - Fire Alarm

- [al ASD - Gym Floor Replacement/Rock Climbing VWall - Ward &

100.3 CUSTOMIZING SCREEN VIEW IN PMWEB

PMWeb allows each user to customize the “layout” of any of the documents listed in the
Document Control module. Customization features include the ability to: 1) Add and remove
column headers from your screen view (see the PMWeb Quick Start Guide - Customizing
Layouts, pg. 16); 2) Change the order of columns in your screen view; 3) Sort and filter data
within a column; and 4) Organize data by grouping. Once the layout is customized and
saved, the user can use the template to group, sort, and filter the data for other projects.
Multiple layouts can be created by the user and the user has the ability to toggle between
any of those layouts to view project data.

1. To create a layout:

A. Open the Project Assignment you want to view by following the steps described in
Section 100.2 - Viewing Project Assignments.

B. Select the “Document Control” module.

C. From the list of Elements in the “Document Control” module, select the element you
want to create a layout for (In the example below, Figure 100.3.A, Submittal Items
was selected).

Figure 100.3.A

=/ Document Gontrol Drag a column header and drop it here to group by that column
RFis Programs  saj* ~ Projects  O'Brien fest project 2 ~ dmAdd X Delete 2 Refresh Layouts
c
— Project Name | Project # ‘ Record # | Phase | WwBS | Description ‘ Category
g — — — — — —
Mesting Minutes 2 L¥] L¥] &2 &2 &
(= Drawing Lists O'Brien test project 2 TOB-002 000006 032000 - Concrete Reil test &
Drawing Sets O'Brien test project 2 TOB-002 000007 032000 - Concrete Reil 009999qaaq
Daily Reparts O'Brien test project 2 TOB-002 000008 032000 - Concrete Reil test submittal 3
O'Brien test project 2 TOB-002 000009 032000 - Concrete Reil Test submittal 9
Punch Lists O'Brien fest project2 | TOB-002 000010 032000 - Concrete Reil Submittal 10
Transmitials O'Brien test project 2 | TOB-002 000001 042000 - Unit Masonry test 1
Action Items O'Brien test project 2 TOB-002 000001 053110 - Steel Deck
Comrespondence O'Brien tesi project 2 | TOB-002 000001 053110 - Steel Deck
O'Brien test project 2 TOB-002 000002 053110 - Steel Deck
O'Brien test project 2 TOB-002 000002 053110 - Steel Deck
O'Brien test project 2 TOB-002 000001 057300 - Ornamental N test edit attachmenis
B . N Document Control O'Brien test project 2 TOB-002 000001 062000 - Carpentry test 1
. N Section 2
DAS 12/21/17 Project Initiation
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D. Selectthe “Layouts” button at the top of your screen to begin the setup for your layout.

E. Click “Save As” to open the “New Layout” dialogue box.

Figure 100.3.B

| EECETETTTRE ©  DocumertConol> Sibmitartens ——
rag a column header and drop it here to group by that column D .
frograms = - Projects  O'Brien test project 2 + o Add X Delete & Refresh Layouts I
roject Name | Project # | Record # | Phase | WES | Description (¥ | - system Defauit -
E. [ saves

F. Type a name for the new layout in the space provided.
G. Click the “Create Layout” button to save the new layout template.
Figure 100.3.C

Layout Mame F. |My Custom Layout

Once you have created the new layout template, you can move and organize the columns
and their contents to suit your document tracking needs.

2. To change the order of the columns in the layout:
A. Hover over the column header that is to be moved. The addition sign (+) will appear
over the subject column.

B. Click on the addition sign and drag the column header to the desired location on the
screen.

Figure 100.3.D

ﬁ. CFwin desd prost 2 = [l Dicumient Conirod > SubmiEtal Bems
F | Cong o g Bk wnd i & bt B ronp by B
Programa  ar w  PRofeeRE  OiTwien tewt promsl 2 = opds X Deiete 2 Rebesh 5] Laynda
Priget| Hme | Promate | Revords | Prase | Destripnon | Worifow Siates | Company
'.r , W ¥, T 0 i
DBrem lmal progecE D iS00 1} [wa] weifwerfwerfser?
Brin el d | DSva0l e eal] L
Dren sl proicE D D00 1} [waarg aril
(B st pregeer Sl b Diie Crat
. o Section 2
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3.

To sort column records:
A. Click on the column header once to sort the column data in ascending order.

B. Click on the column header a second time to sort the column data in descending
order.

In the example provided below Figure 100.3.C, the Phase column is sorted in ascending
order.

Figure 100.3.E

PMileb =9 0

- @ Document Control > RFls

= Document Confrol Drag a column header and drop it here to group by that column

@ RFls Programs  =pp ~ Projects  O'Brien test project 2 - dpAdd X Delete : Refresh Layouts

B2 submittal tems
Project Hame ‘ Project # | Record # ‘ Workflow Status A IPhnse . Description

@ Submittal Packages Sort Ascending

T Y b b'é concrete ¥

Meefing Minutes Sort Descending

=] Draving Lists O'Brien fest project 2 TOB-002 000001 Approved 031000 - Concrete Formwork Clear Sorting

@ Draving Sefs O'Brien test project 2 TOB-002 000002 Draft 031000 - Concrete Formwork Group By
O'Brien test project 2 TOB-002 000001 Submitted 032000 - Concrete Reinforcement

@ Daily Reports Ungraup
O'Brien test project 2 TOB-002 000001 Submitted 033000 - Cast-In-Place Concrete

= Punch Lists - . ; Columns b
O'Brien test project 2 TOB-002 abed Submitted 033000 - Cast-In-Place Concrete

Transmittals — == —

= [ (1 [2] (] Pagesee 20 ¢

2 Ackion ttems

E] Correspondence

]

Records can also be sorted using a filter. To filter data:

A. Enter the data you want to filter in the “Filter Selection Box” (in the example provided
in Figure 100.3.D, the data entered into the filter selection box was “Concrete”).

B. Select the “Filter” icon under the column for which you want to filter data.
C. Select the filtering option you want to implement (in the example provided in Figure
100.3.D, the filtering option selected was “Contains”);

Figure 100.3.F

B.
Workflow Status | Phase « MBS To
- =1 =
A MD MoFilter ]
C. Contains
Approved 031000 - Concref DoesMotContain I
Draft 031000 - Concre StarisWith
EndsWith
Submitted 032000 - Concre EqualTo I
MotEqualTo
Submitted 033000 - Cast-n GreaterThan ]
Submitted 033000 - Castn LessThan
GreaterThanOrEqualTo i
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Finally, records can be grouped by subject matter. Figure 100.3.E below, provides an
example of Submittal Iltems grouped by project “Phase.”

5. To group records by subject matter, do the following:
A. Hover over the column header and the addition sign will appear.

B. Right click the addition sign and select “Group By.” The selected column will be
arranged in a common grouping order.

Any one column or multiple columns can be organized by group.

Figure 100.3.G
N oo @ Docmer Cont S —————— |

= | [PeaT]
Fregaems  up = Pl G bl et D s ks X Deisis 2 umws (] Lot
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W (8 i ' W LK iV L
=  Prase
Ofwn b D1l Cleee il Srims S e el
O¥Birimr gl poogmc 3 (= ] . debiaraartadfad
O el plagmi 2 Cirma 002 e wrt
OB sl aming  Clread =) ras
OBrenieml promet 2 Oéfrme-002 OHE Crait
Orben sl pramind | Oles i Sin =] A
O'Brian el proime 2 Ol EN (="
i el pi imi 2 CiSrms-002 o (= ] 8 1N - St
= Ol st Qlean o] =] ) = CplF oy
OBreniml promet 2 Défrme-002 oot Cirat P00 - CobF ore
O bl PRI Oees i Srihe =]
O'Drimn i proimc 2 Cilfrimaa OO te i ST O =]
Ui Wl promdis =] Qoo Wl 2
P el oo Gl (0t e wald S
OBriwn el progmcd 2 (= i) Qa0 ol 3 (= ]
i e e 2 Clrma 00 =re [ L Tateited
O Seal progms o (= P ial =vifh ] iy (=" FE NG PP
v Prose (3410 - Selectve Denolton
.ﬁ‘ﬁ'l"'hﬂ?*c'.: = ] =] 1 1 - S e Gy ]
100.4 ADDING PROJECT CONTACTS

1. To add people and companies to PMWeb as “Contacts” and to request PMWeb user
access for project team members, please fill out, or have the project CA or someone
else fill out, the PMWeb Contacts Template.

Contacts may be entered by either unit secretaries or CSS.

3. To provide PMWeb user access to people, please contact Construction
Support Services.

Section 2
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100.5 NOTIFICATIONS

1. The PMWeb natifications tool allows for a structured, trackable way to send email
messages in PMWeb. Notifications are not available in all PMWeb tools, but they are in
some.

A. Noatifications are accessed by pressing the Envelope Button.

Figure 100.5.A

=9 0

. O'Brien test project 2

O'Brien test project 2 - 021 - - 0O Ea ﬁ |}| j &G - -

Project’ O'Brien test project 2 From

A.

The Envelope Button will open a dialogue box like the one portrayed in Figure 100.5.B.
2. To access the distribution list of contacts in PMWeb:
A. Click on the ellipsis button (...) adjacent to the “To”, “CC”, or “BCC” field entry box.

Figure 100.5.B

ctType=SUBMITTALSET&Id=2

Subject PMWeb Notific ation-Submittal Pac kages 021 - O'Brien test project 2 -

==

DPW Subenittal Form

DPW Subeital Log BIC 03 10 2015
DPW Subenital Log By ltem Status 03 10 2015
DPW Submital Log By Pkg 03 10 2015 - DEFAY

DPW SubemitalLog 03 10 2015

o) [l [1]205] 4] Pageses s

V| Font Name ';Realm' B 7 U ae "’.'A'Q"E‘B|

Notific ation:
Project: O'Brien test project 2

Section 2
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A list of project contacts, like the one shown in Figure 100.5.C, will be displayed after you
click on the ellipsis.

3. To create a contact distribution list, do the following:

A. Enter relevant “search” data into the field box under the respective column. For
example, if you know the name of the firm or the name of the contact you are looking
for, you can enter the firm name under the “Company” column and / or the contact
name under the “Contact” column.

B. Press the enter key on your keyboard or click on the filter button to sort the data
based on your search criteria.

To select one or more people to receive the natification:

C. Click on the box next to their name. If you are sending the notification to more than
one person, follow the steps above to search for the rest of the people that will make
up your distribution list and click on the box next to their names. If the same person
appears more than one time, select one record with their name in it, regardless of
the information in the other columns of the row you select.

D. Click the “Save and Close” button.
Figure 100.5.C

Companies/Contacts Distribution Lists .
Drag a column header and drop it here to group by that column ’
Specs - Select~ x| [ Save and Close ]/Sﬁ Layout | Loa\N{fauﬂ Layout
i Company A/ Nﬂomd Email
DAS v tim i il
m DAS Construction Services Timothy Murphy fimathy. murphy@ct.gov
|:| DAS Construction Services Tim O'Brien as test Arch QBrienPMWeb1DAS@ct gov
|:| DAS Construction Services Tim O'Brien as test Arch QBrienPMWeb1DAS@ct.gov
1 DAS Construction Services Tim ('Brien as test CA OBrienPMWeb2DAS@cE qov

You will now be returned to the main notifications dialogue box.
4. To send the notification to a contact that is not listed in database:

A. Type the email of the individual you want to send the notification to in the “Manual

CC” field box.
Figure 100.5.D
cc
BCC
|
IManualCC
Subject FTMWeh No!iTicaljon Submﬁal Packages 001 - TOB-002 - (TBrien test project 2 - test items
. o Section 2
DAS 12/21/17 Project Initiation

Page 10 of 108



Project Phases & Milestones
0150 - PM Web Manual

5. To complete and send the Notification do the following:

Under “Options”:

A. Check the “Completed” box to automatically populate the “Completed Date” field with
the current date, otherwise manually select the “Completed Date.”

B. Keep the “Add Link” box selected to ensure that there is a link to the item you are
sending in the notification email. In the example provided in Figure 100.5.E, the
recipient(s) will receive the notification with a link to the subject matter Submittals.

Under “Select to Attach to Email”:

C. Select the report(s) and/or document(s) you want to attach to the notification from
the list provided.

If you want to include a message with the notification:

D. Type the message in the message box at the bottom of the page.

¢ While the notification begins with a standard message in the text box, you can
make whatever changes you would like to this text.

E. Click the “Save” button to save the natification without sending it.

F. Click the “Send” button to send the notification and exit out of the dialogue box.

Figure 100.5.E
I @ dpwpmweb.com/PMWel et ]
F- ' HSave X Close

From Timothy O'Brien e | System

%o Tim OBrien as test PM [DAS Construction Services] x L

ccC _J

BCC _J

Manual CC

Subject PMWVeb Notific ation: Submittal Pac kages 021 - O'Brien test peopect 2 -

Status w ' Type [ Description

Notificutiontype b Repor | DPW Submital Form

Reference PR e

Dire Date VAR017 .'_‘ 12-00 PM @ Report DPW Submittal Log BIC 03 10 2015

Reaniider (d Report DPW Submittal Log By ltem Status 03 10 2015
A. Completed G Report DPW Submittal Log By Pkg 03 10 2015 - DEFAY ‘
|, | Completed Date 57 © Report DPW SubmittalLog 03 10 2015 ‘

* Add Link SinigHoio e - ‘

| fonthome <|Resi.c| B Z Dode EZAE|A-O- | & ’
Notific ation:
D ' g‘oz’fxcn:egt E";;’; ‘é‘ﬁé«fzﬁcﬁi kages
Document Number. 021
Description
Section 2
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6. To view previously sent notifications:

A. Click on the “Notifications” tab within the section from which the notification was sent.
In the example below, the notification was sent from Submittal Packages under the
“Document Control” module.

B. Click on the “Magnifying Glass” button to view the email version of the notification
sent.

Figure 100.5.F

Details Specifications Notes Attachments A. Notifications

rag a column header and drop it here to group by that column

Z Edit o Add X Delete P Refresh Save Layout | Load Default

] Created Date Created Time Created by
] ] v
B. P Dec-05-2017 2:39 PM | Timothy O'Brien
(W] [J[1]>] 4] Pagesize 20 &

7. The natification, above, produces an email that looks like this:

Figure 100.5.G
E@_ Reply fﬁfg_ Reply All E:i Forward
Wed 3/22/2017 4:12 PM

Timothy O'Brien <dcs@pmwebonline.com>

PMWeb Motification:Submittal Packages 021 - O'Brien test project 2 -
To  OBrienPMWeb4aDAS

Message X OBrien test project 2 - 021-.pdf (58 KE)

Notification:

Project: O'Brien test project 2
Document Tvpe:Submittal Packages
Document Number: 021
Description:

Click here to open the document.

. o Section 2
DAS 12/21/17 Project Initiation
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100.6

DOCUMENT MANAGER

Project Managers are required to maintain clear and accurate Project Record Documents
related to the performance of the Work. Complete documentation supports the Department’s
position if a formal dispute or formal claim is made.

Project Record Documents that need to be maintained include, but are not limited to changes
in the Work; project files and progress reports required to track, monitor, and administer the
Contract Documents; the Contractor’s applications for payment; and invoices paid through
Core-CT.

Project Record Documents can be stored and managed using the Document Manager tool in
PMWeb, which functions similarly to the Windows Explorer file storage system.

The default template should be used to manage Project Record Documents. This template
was designed to mimic the Construction Services paper filing folder system (see Appendix |
— File Folder Headings, a copy for which can be found in the DAS/CS Library, Form 1110 —
File Folder Headers). Like the paper filing system, the digital filing system has primary file
folders entitled “Administration, Initiation Selection, etc.” and subfolders within the primary
folder with the same name as those listed in the subsections below, e.g. Initiation Selection —
Project Initiation, A/E Selection.

Section 2

DAS 12/21/17 Project Initiation

Page 13 of 108


http://portal.ct.gov/DAS/Lists/State-Building-Construction-Projects---Publications-and-Forms/1000-Series---Project-Initiation-and-Consultant-Selection
http://portal.ct.gov/DAS/Lists/State-Building-Construction-Projects---Publications-and-Forms/1000-Series---Project-Initiation-and-Consultant-Selection

Project Phases & Milestones

0150 - PM Web Manual

1. To access a file folder system in Document Manager:

A.
B.

Select the “Toolbox” module.

Click on “Document Manager” to open the file system.

e Alist of all of your project file folders will appear below the Project Selection Box.

Figure 100.6.A
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2. To upload documents to a file folder, do the following:

A.

Locate the project file folder you want to add files to and click the “+” to open the

folder.

Select the subfolder where you want to store your documents and right click on the

file folder.

Click “Open”, and then click the “Upload File” button.

Figure 100.6.B
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Once you have clicked “Upload File,” the Add File(s) dialogue box will appear.

D. Click the “Select” button and search your local or network drive for the file you want

to upload.

E. Once you have found the file you want to upload, right click on the file and select
“Open” or “OK” to upload the file to the designated file folder.

F. After completing the upload, you have the option of adding more files to the file folder

or you can close the “Add File(s)” dialog box by clicking the

corner.

Figure 100.6.C
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When the Add File dialogue box closes, the uploaded file will appear on the right side of the
Files Lookup dialogue box. In the example below, a jpeg picture entitled “Hydrangeas.jpg”
was uploaded to the “Project Initiation” File folder.

Figure 100.6.D
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3. To access files that have already been uploaded to a project file:
A. Find the file folder / subfolder where the document is stored in Document Manager.
B. Click on the subfolder to open the file viewer.
From the list of files in the file viewer, find the document of interest. Once you have found
the document of interest, you can do one of the following:

C. Click on the link to the file to download it to your local drive,

Figure 100.6.E
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Or...
D. Check the line item box to select the file;

E. Click the “File Actions” button; and
F. Select the desired File Action — Upload, Download, Copy, etc.
Figure 100.6.F
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100.7

ATTACHMENTS — UPLOAD & LINK FILES IN THE ATTACHMENTS TABS

Attachments can be uploaded in many of the PMWeb tools. Attachments provide backup
information for the record input. If there is an “Attachment” tab in the tool you are working in,
you can upload an attachment to the record document. The following section outlines how to
upload an attachment to the “Submittal ltems” tool. Follow the same procedures to upload an
attachment using any of the applicable tools.

1. To upload an attachment:

A. Select the tool for which you want to upload an attachment.

e For Submittal Items, select the “Document Control” module and then the
“Submittal Items” tool.

e See Section 710.3, Individual Submittals.

Figure 100.7.A

= Decument Confrol

RFls

Submittal ltems

Submittal Packages

Meeting Minutes
Drawing Lists
Drawing Sets
Daily Reporis
Punch Lists
Tranzmittals
Action ltems
Comespondence

B. Create a document record and enter the required record document information.

Once you have entered the required record document information and saved the new
project record:

C. Click on the “Attachments” tab.

D. Click the “Document Manager” button to open the Document Manager dialogue box.
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After opening the Document Manager dialogue box:

E. Locate the file folder / subfolder where you want to store the attachment. The folders
in the PMWeb Document Manager are based on the DAS/CS paper filing folder
system (see Appendix | — File Folder Headings, a copy for which can be found in the
DAS/CS Library, Form 1110 — File Folder Headers).

F. Right click the folder you would like to place the document into and click “Open”.
G. Click “Upload File” button to open the “Add File(s)” dialogue box.

Figure 100.7.B

PR ——

Project: O'Brien test project 2 -

=13 Project: O'Brien test project 2 (2) 9\ i Upload Fie_| [

ﬂfj 1 DPW PG Administration Folder D L

ﬂE: 2 DPW G Intiation Selection Contrac

+}-C3 3 DPW B Design Phases Folders 0
+}-[1 4 DPW R Bid Phase Folder (1)

g

jfj 5 DPW Y Construcfion Phase Folder

b [« (1]

+|-E3 YHO Contract Documents
i Folder:/0'Brien test p

:r_rlfj ¥H1 Construction Reports Meetin
j-_rlfj ¥H2 Payments

:r_rlfj YH3 Change Clarifications
:r_rlfj YH4 Testing Inspection Reports
i;--E‘] ¥H5 Submittals

t_llfj Submittals Returned - CS| Di
:tlfj Submittals Sent - CS1 Divisio

----- 3 01 00 00 - General Requ

E. -3 0200 00-Existing Cond |

{loa 00 00~ Cuncﬂ 'ﬁl
Open
-

04 00 00 - Masonr

T NE DA B Aodaln £

DAS 12/21/17

Section 2

Project Initiation
Page 20 of 108


http://portal.ct.gov/DAS/Lists/State-Building-Construction-Projects---Publications-and-Forms/1000-Series---Project-Initiation-and-Consultant-Selection

Project Phases & Milestones
0150 - PM Web Manual

After opening the “”Add File(s)” dialogue box:

H. Click the “Select” button and search your local or network drive for the file you want

to upload.

I.  Once you have found the file you want to upload, right click on the file and select
“Open” or “OK” to upload the file to the designated file folder.

J. After completing the upload, you have the option of adding more files to the file folder

or you can close the “Add File(s)” dialog box by clicking the

corner.
Figure 100.6.C
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After the “Add File(s)” dialogue box closes, the uploaded file(s) will appear on the right side
of the Files Lookup dialogue box.

2. To link the uploaded file(s) to the record document:
A. Check the file(s) you would like to link to the record document.
B. Click the “Save & Exit” button.
Figure 100.7.D
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3.0 Project Phases and Milestones

120.0 Project Initiation Phase - Approval of Capital Project Initiation Request, Form 1105

During the Project Initiation Phase, an Agency will submit a Capital Project Request (Form
1105/B100) for DAS review and approval. If approved, a project number is assigned to the
project and the project is assigned to a DAS PM to administer. The DAS PM will begin project
tracking in PMWeb at this time.

The following section outlines the tasks and processes performed to originate a project in
PMWeb after the Capital Project Initiation Request has been approved.

120.1 CREATING A NEW PROJECT RECORD

To start a project in PMWeb, a Project Record needs to be created. A Project Record can be
created using one of several project portfolio templates. It is important to use the portfolio
template because it includes pre-established user permissions, file and cost management
systems and workflow structures to help properly administer the subject project by delivery
method.

1. To create a Project Record using a project portfolio template, do the following:

A. Click on the “Project Selection Box” at the top of the screen and clear the content by
using the delete or backspace keys.

Figure 120.1.A
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B. Type the word “template” into the selection box to see the Project Record template, as
shown below in Figure 120.1.B.

C. Select the template labeled:
e “.DAS-CS General Template Project” for projects using a General Contractor.

Figure 120.1.B
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After selecting the template:

D. Select the “Portfolio” module;

E. Click on the “Projects” tool from the “Lists” file folder;

F. Click on the template “Record #” to open the template.

Figure 120.1.C
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After opening the Project Record template:

G. Click on the dropdown arrow to the right of the copy icon button; and
H. Select “Copy Project” to open the Copy Project dialog box.
Figure 120.1.D
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After opening the “Copy Project” dialog box:

I.  Check all of the boxes under the “Copy” and “Options” sections; and

J. Click the “Copy Records” Button;

K. When the dialogue box informs you that you are done copying, click “OK.”
L. Click “X” to close the Copy Project dialogue box.

Figure 120.1.E
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After closing the “Copy Project” dialogue box, you will receive a message stating that the
“Project Copied Successfully.” The new project portfolio will now be visible and ready for

editing.

2. To make the new portfolio project specific, proceed as follows:

A.

Click the dropdown arrow next to the “Program” heading and select the appropriate
Project Program.

Replace the template “Project ID” with the project number for the subject project (Form
1105, Part I, Section 6.1 or if a new project number, the number will be stamped on
the top of Form 1105).

Replace the template project name with the standardized, official name of the project
(Form 1105, Part I, Section 6.0 — Project Title).

Click the dropdown arrow from the “Project Status” heading and select the current
status of the subject project.

Click the dropdown arrow from the “Project Type” heading and select the appropriate
project type.

Click the dropdown arrow from the “Status” heading and change the status from “Draft”
to “Approved” to record that the Capital Project Initiation Request was approved.

Figure 120.1.F
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K.

Enter the estimated Construction Value of the project (Form 1105, Part Il, Section 9,
Line Item 3.0) next to the Construction Value heading.

Click the dropdown arrow from the “Agency” Heading and select the appropriate client
agency.

Enter the assigned Assistant Director of Project Management (ADPM) in the DPW
ADPM Field. Enter the last name first, first name last. It is important that the name be
entered exactly as shown in sample below.

Sample data entry format for ADPM

a) Cavacas, John
b) OQuillette, Don
c) Pizzoferrato, Emilio

Any error in spelling and/or improper spacing of the name will not allow for the project
data to be properly tracked.

Enter the Project Manager in the DPW Project Manager Field, and enter the APM in
the DPW Asst. on Project Field using the same format structure.

Click on the “Save” icon to save the project record.

Figure 120.1.G
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PROJECT MILESTONES FORM

120.2

The Project Milestones Form is used to monitor the status of critical tasks performed on State
Construction Projects and the overall progress of that project.
1. To access the Project Milestones Form:

A. Click on the “Scheduling” module;

B. Select the “Project Milestones” tool from the “Forms” file folder; and
C. Click on the Record # to access the form.

PMileb = o ©

Figure 120.2.A
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D.

If no record is displayed, a new form can be created by clicking on the “Add” button.

Figure 120.2.B
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To complete the creation of the new form:

E. Click “Select Project” to view a list of your assigned projects and select the project
for which you wish to create a new Project Milestones form; and

F. Click the “Save” icon to save the Milestones Form for the specified project.

Figure 120.2.C
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Once the Project Milestones Form has been saved for a specified project, the form is ready
to be populated.

2. To complete the Project Milestones, proceed as follows:

A. Note the column entitled “Milestone Descriptions” includes a list of the seven major
milestones that need to be tracked on a State Construction Project. These include:

120.
310.
610.
651.
710.
760.
850.

Approval of Capital Project Initiation Request, Form 1105

Design Development Phase — Design Kick-Off

Contract Documents Phase — Documents to Bidding and Contracts
Project Funding — Funding Request to Bond Commission
Construction Phase — Notice to Proceed Issued

Project Closeout - Substantial Completion

Project Closeout - Financial Closeout, Project Complete

Enter the baseline date for each major milestone in the space provided under the
“Planned” column.

Enter the date each major milestone is achieved in the space provided under the
“Actual” column.

Check the box under the “Risk to milestone or budget’, if the major milestone may
not be met by the “Planned” date of completion.

If the box is checked under the “Risk to milestone or budget”, then a brief description
of that risk should be included in the “Description of risk to milestone or project
budget” heading for the major milestone that is at risk.

Click the “Save” button any time you make changes to the Project Milestones Form.

Figure 120.2.D
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120.3 BUDGET TRACKING

The PMWeb Budget Tracking tool is used to track the project budget prior to the start of
construction. Use the budget provided by the Client Agency in Part Il, Section 9.0 of the
Capital Project Initiation Request (Form 1105) as the base budget for Budget Tracking.
120.4 BUDGET TRACKING — CREATING A BUDGET TRACKING RECORD

1. To create a new Budget Tracking record, do the following:

A. Click on the “Cost Management” module;

B. Select the “Budget Tracking” tool from the “Budgets” file folder;

C. Click the “Add” Button.

Figure 120.4.A
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The new Budget Tracking record will now be visible.

2.

Details Attac hments hotific ations
Drag a column header and drop it here to group by that column
. LHSaweI 13 cancel | A. B. C.
y
/ Line # Groupl Cost Code* Description Budget Value

To make the new Budget Tracking record project specific:

A. Select the project for which you want to track the budget from the “Project Selection
Box” dropdown menu at the top of your screen.

B. Enter a budget description in the space provided;

C. Click “Save” and the control buttons will appear.

To add line items to the Budget Tracking record:

D. Click the “Add” button for each line item you want to create. Only one line item can
be created at a time. Follow the instructions in Step 4 below before proceeding to
adding another line item.

Figure 120.4.B

B [ oswntestproea2 - CostManagement > Budgets > Budget Tracking
O LHEIGIE 28 -

1135 - O'Brien test propect 2 - 1105 Original Budget - Rev:w

A.
Fropect O'Brien test pro 2 / B
Revigion 0 Date 25207 Dest ription |1h'.'l5 Qriginal Bugdget
Status Draft - C.
Detais Aftac hments Notific ations l

Dra; a column header and drop i here to group by that column

~ Edit e Add [] Add Cost Codes X Delete T Update Tasks 2 Refresh  [) PasteF

D: Line 2 Groupl Cost Code* Desc ription

i3 res £ Ay

For each line item created, do the following:

A. Select the appropriate Cost Code for the line item from the dropdown list.

B. The Description field will automatically populate after you select a Cost Code.
C. Enter the budget amount for that line item in the “Budget Value” field;

D. Click “Save” to record the budget line item, or

Click “Cancel” if you do not want to save the line item.

Figure 120.4.C

E. | El 50.00

Mo regords o display.
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4.

5.

To make changes to budget line items that have already been saved:
A. Click on the row you wish to make changes, so that it is highlighted.
B. Click the “Edit” button and make the necessary changes;

C. Click the “Save” button to save the edits.

Figure 120.4.D

/~ Edit [] Add Cost Codes X Delete ) Update Tasks o Refresh [ Paste From Excel Save Layout
Line # | Group1 Cost Code* Description Budget Value
: 001 03 - Total Constructic 03-0300-03-000000 Total Construction $12.00 I
$12.00

Once you have added all of the line items and finalized the budget:
A. Change the status of the budget to “Approved”;
B. Click the “Save” button.

Figure 120.4.E

Iﬁ l O'Brien test project 2 Cost Management > Budge
1135 - O'Brien test project 2 - 1105 Original Budget - Rev: 2 4 Eﬁ LI
Progect* O'Brien test project 2
Revision 0 Date |3MS2017 Description
Status A. | Approved -

Each time a new project budget is entered as a Budget Tracking Record, the approved
Capital Project Initiation Request (Form 1105) is to be uploaded to the Attachments tab of
that budget record (See Section 100.7 Attachments — Upload & Link Files in the Attachments
Tabs).

DAS 12/21/17
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120.5

BUDGET TRACKING - REVISING A CAPITAL PROJECT BUDGET RECORD

If a Capital Project Initiation Request (Form 1105) is revised and resubmitted for approval,
the revised Capital Project budget will need to be entered into PMWeb.

1. Torevise a Capital Project (Form 1105) budget record:

A.
B.
C.

Click on the “Cost Management” module;

Select the “Budget Tracking” tool from the “Budgets” file folder;

Selection Box” dropdown menu at the top of your screen.

D.
Figure 120.5.A

4 Cost Management =
= (3 Busgets
B. |2
23 CostCoces
B3 CostLedgers
3 Focecosts
3 Cost Worksheets
E Project Fnancinls
E3 Journal Entries
=i 3 Contracts
53 CMR Contracts
3 Master Commements

B3 Contracts

" Abcess Slensnanennt

»

Do o

Select the project for which you want to enter the revised budget from the “Project

Click on the Record Number of the original budget entry (or double click on the row).

)

Drag a column hes:?rv: Crop & here 10 group by that column

OBrien test propet 2

Programs Ay

v Projects OBrien test projpd

Cost Managem

Projects Record #
¢ ¢
ect 2 OBcen-002 ICOH?S' I
o« / »| M PageSce 20
C. D.

The original budget will now be visible.

E. Change the Status of the original budget from “Approved” to “Withdrawn”;
F. Click the “Save” button, then
G. Click the “Create Revision” button.

Figure 120.5.B

DAS 12121117

Project Initiation

£. G.[=
1135 - O'Brien test project 2 - 1105 Original Budget - Rev:» P _'IJ X ]l-l
Project* Brien test pro ect 2
Revision 0 Date 3INS2017 Description 1105 Onig
Status E. | withdrawn -
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This will open the original budget for editing.

2. To enter the revised budget:

A.
B.

C.
D.

Change the Description to reflect the revision being made.

Add, delete, or edit the budget line items as necessary (See Section 120.4 Budget

Tracking — Creating a Budget Tracking Record).
When complete, change the Status from “Draft” to “Approved”;
Click the “Save” button.

Figure 120.5.C

1139 . O'Brien test project 2 - 1105 Revised Budget - Rev v E)_ H x ..--; o "
Project’
Revision 1 Date M152017 Description IH:‘. Revised Buoget I
$‘.:t~.sC'| Approved 'I

Oetots Altac hments Notfic ations

Drag 8 column header and drop R here 10 group by that column

J Ec o Ade Acd Cost Codes X Delete T) Updete Tasks % Refresh

Lnes Grovp! Cost Code* Description

Y Paste Fr

Each time a new project budget is entered as a Budget Tracking Record, the approved
Capital Project Initiation Request (Form 1105) is to be uploaded to the Attachments tab of
that budget record (See Section 100.7 Attachments — Upload & Link Files in the Attachments
Tabs).

DAS 12/21/17
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120.6 PROJECT FINANCIALS

The Project Financials tool is used to track funding allocations for a project, and to track
funding allocations within a project. Iltems tracked using the Project Financials tool include
those items that increase or decrease funding for a project, i.e. bond fund allocations, the
transfer of funds from one project to another, the transfer of funds from an agency to a
project, and line item transfers within a project.

120.7 PROJECT FINANCIALS - CREATING A PROJECT FINANCIAL RECORD

1. To create a Project Financials record:

A. Click on the “Cost Management” module;

B. Select the “Project Financials” tool from the “Budgets” file folder;
C. Click the “Add” button.

Figure 120.7.A

PMi{leb

= Cost Management

=00

Drag a column header and drop it here to group by that column

B Cost Management > Budgets > Project Financ|

fallt P
=/ (3 Budgels Programs  aj = Projects  O'Brien test project 2 C. = # ad I
= Budget Tracking t — — |
Project Name Project # I Record # ] Description [ Workflg
=4 Cost Codes [ B
. w v W v
ﬂ Cost Ledgers
=3 Forecasts O'Brien test project 2 TOEB-002 000001 design Approv
Eﬂ Cost Worksheets O'Brien test project 2 TOB-002 000002 construction Approv
B. Iglpm'}ecl Financialsl O'Brien test project 2 TOB-002 000003 Approvi
=3 Journal Entries LIRES 1j | m Page Size 20 ~
= |3 Contracts
=3 CMR Contracts
=3 Master Commitments
=3 Contracts 4
£ >
L\ ‘Document Control
A. I gi-cmmnmmn‘li
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The new Project Financial record will now be visible (See Figure 120.7.B below).

2.

To make the new Project Financial record project specific:

A. Select the project for which you want to track the budget from the “Project Selection

Box” dropdown menu at the top of your screen.

B. Select the “Type” of funding/transaction that is being recorded:

e  “Design Bonding”
e  “Construction Bonding”

e  “Additional Funding”. This is generally to record new funding to the project that
is separate from the Design Bonding and Construction bonding. However, it
can also be used to record transfers of funding that have occurred between
projects. If this is the case, one project should have new funding entered as an
“Additional Funding” type Project Financials entry, while the other project
should have a deduct entry for the same amount in “Additional Funding.”

e “Line Item Transfer” (See Section 120.8 below)

Set the “Post As” field to “Original Budget”.
Set Category to “DCS”.

mmo o

To add line items to the Project Financials record:

Write a description of the entry being recorded in the “Description” field.

Click the “Save” button. After clicking Save, the control buttons will appear.

G. Click the “Add” button for each line item you want to create. Only one line item can
be created at a time. Follow the instructions in Step 3 below before proceeding to

adding another line item.
Figure 120.7.B

Postas D |OriginalBudget  +|

Details Adjustments Specific ations Notes Attachments

|§ . O'Brien test project 2 Cost Management > Budgets > Proj
001 - O'Brien test project 2 - Design Bonding v K \_E [lﬁ-f‘l] 1 )! 1 ]
A.
Project” I O'Brien test project 2 I Reference
Record® 001 E. Category
Type B_I -- Select -- v I
DescriptionC | Design Bonding |
Status Draft b 4
Revision 0 Date 3/15/2017

Drag a column header and drop it here to group by that column

2 Edit | o Add L] Add Cost Codes X Delete & Refresh  Save Layout
G_/v | Line # Cost Code* l Description uoMm
1 001  08-0800-08-000000 Total A/E Fee
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3. For each line item created, do the following:
A. Select the appropriate Cost Code.

B. After you select a Cost Code, the name of that Cost Code will automatically
populate into the Description field, but you can change it, if appropriate.

C. Fillin the remainder of applicable fields in the line item.
D. Click the “Save” button to record the line item; or
E. Click “Cancel” if you do not wish to record the line item.

Figure 120.7.C

Details Adjustments Specifications Notes Attachments
Drag a column header and drop it here to group by that column
Save Cancel | A. B.
1 fine # l Cost Code* ] Description [ uom | Quantity
/ /
D. E: 000 -1 | ] [-sele(v] 1.00
D 001 | 03-0300-03-000000 Total Construction 1.00

4. To make changes to Project Financial record line items that have already been saved:
A. Click on the row you wish to make changes, so that it is highlighted.
B. Click the “Edit” button and make the necessary changes;
C. Click the “Update Records” button to save the edits.
Figure 120.7.D

C. il Update Records |

B. /2 Edt I-[.Aau [] Add Cost Codes X Delste =7 Update Tasks  J* Refresh [ Paste FromExcel  Save Layout

| Line # Groupl Cost Code* Description Budget Value
A_ D 001 03 - Total Constructic 03-0300-03-000000 Total Construction $12.00
$12.00

5. Once you have added all of the line items and finalized the financial record:
A. Change the status of the record to “Approved”;
B. Click the “Save” button.

Figure 120.7.E

- B. -
001 - O'Brien test project 2 - Design Bonding E]‘ /l_.J Lﬂ f

Project® O'Brien test project 2 Reference
Record #* oo Category DC
Type _ Select — -
Descripion  Design Bonding
Status  A. |Approved -
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Each time a new Project Financials record is created, it records new funding allocated for
the project. Documentation of the funding allocation decision shall be uploaded under the
Attachments tab of the financial record (See Section 100.7 Attachments — Upload & Link

Files in the Attachments Tabs).
120.8 PROJECT FINANCIALS - LINE ITEM TRANSFERS

Line item transfers track line item funding increases and decreases within a project, i.e. an
increase in funding to the construction line item is matched by a line item decrease to

contingency. The net effect of a line item transfer should always be zero.

1. Follow the same steps outlined in Section 120.7 - Creating a Project Financial Record to

create a line item transfer with the following exceptions:
A. Select “Line Item Transfer” in the “Type” field.
B. Inthe “Post As” field, select “Revised Budget”.

C. Create a pair of lines for each transfer, a cost code for the funding deduction (a
negative unit cost) and a cost code for the funding addition (a positive unit cost).

e The total amount of a line item transfer must always equal $0.

Figure 120.8.A

o
e

B e sstprperz T Cost Management > Budgets > Project Financials
t [ 8 =
003 - O'Biien beat pregect 2. - ,o Ej H X O s ?
Progec 1 O'Brien fesi progect 2
Record # 003
e A.
Deszriptcn
Saatus Dovalt -
Revision Date 242007

|&qu:mmmnmlmmwwwmt:m

rl,*!ﬂ o Add [ AddCoatCodes M Delste 2 Refresh  Sove Layout

| Load Defaul Layout I g

' |res | costoose | Description | vom | cusnity | unecost ||| amount
C D 001 | O 0400068 000000 Conngant y 1.00 S1.00 5-1.00
’ 002 | Oc-0N00-03%-000000 Total Constru Bon 1.00 £1.00 S1.00
Please inform Glenn Knapsack about any transfers.
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310.0 Design Development Phase — Design Kick-Off
The following section outlines the tasks and processes performed in PMWeb during the
Design Development Phase.
310.1 CREATING A CONTRACT RECORD IN PMWEB
A contract record should be created as soon as an agreement is entered into with the
Contractor or Consultant on a project.
1. To open the Contract Record screen in PMWeb:
A. Select the “Cost Management” module;
B. Open the “Contracts” file folder;
C. Select the “Contracts” tool;
D. Click the “Add” button.
Figure 310.1.A
PMileb = © ©
I W o B @ CostManspement> Conacts > Conracts
L Lades “ || Drag a column header and drop & here to group by that column
He r
EF:::::“ | Programs  "ar = Projects  O'Brien test projest 2 D,-l o 2ad I
E Cost Worksheats | Project Name | Projct# | Record # l
E3 Defne Workshests v =
=3 Preject Fnancials Mo records to display
B4 Journal Entries CINED ,_', (M [m]  Pagesze 250 =
3 procustion
» [S=—]
B3 cmRr Contracts
B3 master Commitments
.
= [33 Change Management
=3 onine Change Requi ™
1 ¥
i'tm_
R —
i Section 3
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The Contract Record screen will now be visible.
2. To create a Contract Record:
A. Select your project name from the “Project*” dropdown list;

B. Click the “Save” button to create a new project specific contract record.

Figure 310.1.B

Cost Management > (

I:-: . O'Brien test project 2 -

T R pa—p— -

Typs Subcontract -

Project A. I Or'Brien test project 2 TI

Once the project specific contract record is created, the remainder of the form will need to
be completed for either a formal or informal contract.

3. If the contract is formal, populate the Contract Record as follows (see Figure 310.1.C on
the following page for image):

A. Select the “ID” field and type in the project number with the appropriate contract
delivery method suffix (Contractor) or the appropriate contract type (Consultant).

e CMR for Construction Manager at Risk
e DB for Design Build

e No Suffix for General Contractor

e ARC for Architect

e CA for Construction Administrator

e MDE for Multidiscipline Engineer

B. Select the company that the contract is with from the “Company” dropdown list. If
the company in question is not on the list, please contact Construction Support
Services.

C. Enter a brief description of contract type in the “Description” field.

o

Select “Formal” from the “Category” dropdown list.
E. Enter the date of the Notice to Proceed in the “Effective Date” field.

e No invoicing can be processed prior to this date. The “Effective Date” serves as
the start date for compliance with the contracted timetables.

F. Enter the number of days of the contracted timetable in the “Days” field, if
applicable.

Section 3
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Figure 310.1.C

PMVileb

= Cost Management

= CMR Contracts

=3 Master Commitments

_’,fl:ostﬂanagemnti

@ O

- ¢ ) Cost Management

NS 1P LE
=| [_J Budgets -
=4 Budget Tracking Type ES— .
=4 Cost Codes Project* =
=4 Cost Ledgers
_ 1o A. | BI-DCS-100-ARC |
= Forecasts Compan _
_ Pan¥ 5 | christopher williams Architects, LLC ~| &
=3 Cost Worksheets o
_ DescriptiofC | Standard Fixed Fee Architect |
= project Financials
. Reference
= Joumal Entries
Category D, I Formal "I
=l |_J Contracts
Revision 0 Date Oct-19-2017

Status -

Draft

B 5 [on F
L. Paid In Full O

4. Forinformal contracts, populate the contract record as follows (see Figure 310.1.D on

the following page for image):

A. Select the “ID” field and type in the project number with the appropriate contract

type (Consultant).

ANLY for claims analysis

ARC for architect

AUD for claims auditor

CA for construction administrator

CIV for civil engineering

CMR for Construction Manager at Risk

ENGY for energy consultant

ENV for environmental engineering

EPA for Environmental Policy Act consultant
HAZ for hazardous materials consultant

MDE for multi-disciplined engineering consultant
MEP for Mechanical Electrical Plumbing Engineer
ROOF for roofing consultant

SCHL for scheduling consultant

STR for structural engineer

VEH for vehicular parking consultant

Select the company that the contract is with from the “Company” dropdown list. If
the company in question is not on the list, please contact CSS.

Enter the On-Call Contract Number and Task Assignment Number in the
“Description” field.

DAS 12/21/17
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D. Select “On Call” from the “Category” dropdown list if the contract record is for a
task letter associated with an on-call contract.

E. Enter the date of the Notice to Proceed in the “Effective Date” field.

¢ No invoicing can be processed prior to this date. The “Effective Date” serves as
the start date for compliance with the contracted timetables.

F. Enter the number of days of the contracted timetable in the “Days” field, if
applicable.

G. Click the “Save” button to save your record.
Figure 310.1.D

PMileb = o ©

| N osvcn tost proc ¥ @ CostManagement >
=| Cost Management A 003 . i j ﬂ |']

=l [ Budgets
Budget Tracking Type Subcontract ’
Cost Codes Project* :
Cost Ledgers ID* A. |oo3 I
=4 Forecasts Company B Iﬁ\rl:adis-u.s., Inc. 'I -

Cost Worksheets

- DescriptionC  |0C-DCS-CA-0019, Task No_ 2
Project Financials ' I I

. Reference
Journal Entries

B Contract Category D, IDn Call vI
= entracis
7 isi Oct-19-2017
CMR Confracts Revisicn 0 Date
- Stat
Master Commitments s Draft ~

Contracts w| Effective Date [oct20.2017 B E.
B Days | 3500
< > ¥ F. 3500

. Document Control |
- Paid InFull [ |

ié Cost Management

The Contract Document shall be uploaded under the Attachments tab of the Contract
Record (See Section 100.7 Attachments — Upload & Link Files in the Attachment Tabs).

Notes: 1.
2.

Do not create more than one contract in the same project for the same vendor.

When a vendor has a contract that starts in the design phase of the project and extends
into construction, their SOV should include their estimated costs for both design and
construction, even if funding has not yet been provided for construction.

If a vendor is working under an On-Call contract and has more than one task letter in the
course of the project, enter the second and subsequent task letters as change orders to
the first task letter, rather than as new contract records.

All CMR Contracts are to be entered using the regular Contract Records tool. The CMR
Contracts tool can no longer be used to enter Contracts.

DAS 12/21/17
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610.0 Contract Documents Phase - Documents to Bidding and Contracts

This section has been intentionally left blank for future development.
610.1
651.0 Project Funding — Funding Request to Bond Commission

This section has been intentionally left blank for future development.
651.1

Section 4
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710.0 Construction Phase — Notice to Proceed Issued

The following section outlines the tasks and processes performed in PMWeb during the
Construction Phase.

710.1 WORKFLOW PROCESS

RFI’'s, Submittals, as well as other types of project records are processed in PMWeb through
a Workflow. The Workflow establishes a flow chart for electronically routing documents for
review and approval by the key people on a project. The Workflow templates are created by
Construction Support Services (CSS). If you need a new Workflow template created, need a
template revised, or have any questions regarding a Workflow template, please contact CSS.

For the purpose of this demonstration, we will show the Workflow process for those tools
found in the Document Control module.

1. To submit arecord into a Workflow:
A. Select the “Document Control” module;
B. Select the tool for which you want to enter into a Workflow, i.e. Submittal, RFI.

C. Enter the project name in the Project Selection Box at the top of the screen and
press “Enter” on your keyboard.

D. Follow the instructions for creating the specified type of record as described in
Sections 710.2 through 710.9. Save the record by Clicking on the “Save” button.

Figure 710.1.A

C.
=/ Document Control Welcome back Craig Russell, your last login Ny

RFls

| Controls [ Portfolio View ]’ Mag
Submittal ltems

Submittal Packages R3S Feed

Meeting Minutes Witnesses Describe Shooting in Texas Churc

B Drawing Lists

Drawing Sets Links1

Daily Reports « PMWeb

Punch Lists

Transmittals Weather

Action Items Weather feed is not available

Please check your intermet connection.

Comespondence

A. r‘_g_ Document Controt
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E. Click on the “Workflow” tab on the middle of your screen.
F. Click the “Submit” button to enter the line item into the Workflow.

Figure 710.1.B

Details Spec ific ations Motes Attac hmentsE. Waorkflow Motific ations
[l workflow Actions
) Subject
= Procesd Email Body
T Return
e Reject
o Withdraw
=) Final Approve
oy Delegate
F.l Submit |
Add CC

The person sending the item into the Workflow is the “Submitter,” e.g. the GC on a DBB
project for submittals. The submitter does not have the capability to take any action on the
item being submitted. The submitter can only submit the item into the Workflow.

The person to receive the item is the first person listed in the “Business Process.” This person
will be the first person to have access to the Workflow controls and the first eligible to take
action. The available workflow Actions (not grayed out) are defined as follows:

e  “Proceed’ is the basic command that sends the item to the people at the next step in
the workflow

. “Return” is an option that allows for a user to send the item back to the submitter,
allowing the submitter the option to “Resubmit” it.

. “Reject” kills the item and locks it in workflow. If this option is chosen, this particular
submittal, RFI, etc. cannot be approved.

. “Withdraw” also Kills the item and locks it in workflow. If this option is chosen, this
particular submittal, RFI, etc. cannot be approved.

. “Final Approve” is available to the people in the last step of the workflow, instead of
“Proceed”. This option, as the name implies, ends the workflow in approval of the item.

. There are options, such as “Delegate” and “Team Input” that allow for the referral of
an item to someone not in the structured workflow. Prior to using this option, contact
Css.

The person who has access to the Workflow controls at any point in the Workflow process is
known as the person who has “Ball In Court” or BIC. The person with BIC must take action
before the next person in the Workflow can take action.

Section 5
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The person who has BIC can also see the Workflow template for the item under review. The
current status of the Workflow is outlined in orange; steps that have been completed to date
are filled with a blue background and steps to be completed are filled with a gray background
(see Figure 710.1.B below).

Figure 710.1.C

Evemp
RFls 1
I:i:l Ro Seamier S m
O Nomes - -

710.2 REQUEST FOR INFORMATION (RFI)

For information on how to create a Request for Information (RFI), please see pages 19-20 of
the PMWeb Quick Start Guide Contractor Edition prepared by Saybrook Associates Inc.

SUBMITTALS

The Submittal Items and Submittal Packages tools are used to manage the Submittal process
in PMWeb. The Contractor is responsible for creating Submittal Items (one detailed submittal
at a time) and Submittal Packages (multiple submittal items at a time).

710.3 SUBMITTAL ITEM

1. To create a Submittal Item:
A. Select the “Document Control” module;
Click on the “Submittal ltems” tool.
Select the project from the “Project Selection” dropdown list;
Click the “Add” button.

O 0w

Figure 710.3.A
C

— W oo 9 @ Document Conrol> Submitainems |
=| Document Control Dwrag a column header and drop it here to group by that column D .
RFls Programs  =p[* » Projects  O'Brien test project 2 'I o Add I
8. | |
= Project Name | Project # | Record & | Phaze | WEBS
Submittal Packages
Meeting Minutes [
Drawing Lists O'Brien test project2 | TOB-002 000001 024119_A -Test2
Drawing Sets O'Brien test project 2 TOB-002 000002 024119_A - Test 2
Daily Reports O'Brien test project 2 TOB-002 000003 024119_A - Test 2
] O'Brien fest project 2 TOB-002 000004 024119_A-Test2
Punch Lists O'Brien test project2 | TOB-002 000004 031000 - Concrete Fon
Transmittals O'Brien test project 2 TOB-002 000002 031000 - Concrete Fon
Action ltems O'Brien fest project 2 TOEB-002 000003 031000 - Concrete Fon
Correspondence O'Brien fest project 2 TOE-002 000001 031000 - Concrete Fon
O'Brien test project 2 TOB-002 000001 032000 - Concrete Reil
O'Brien fest project 2 TOB-002 000002
O'Brien test project 2 TOB-002 000001
A . m O'Brien test project 2 TOB-002 000004 024119 - Test 1
ARcantant neinatd | TOR 00D nonnan 074440 Tontd
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I o mm

Select the appropriate CSI Division from the “Phase” dropdown list.
Select the Company Name from the “Company” dropdown list.
Enter a “Description” for the Submittal Item in the space provided.

The PM assigned to the project may also require that the Contractor provide the
CSI Code, Start Date, Finish Date, Lead Time, Due Date, and Notes in the space
provided under the Specifications tab.

Click the “Save” button to save the Submittal. After having saved the Submittal, the
Workflow tab will appear on your screen.
Click on the “Workflow” tab and follow the instructions for submitting a record into
Workflow (see Section 710.1, Workflow).

Figure 710.3.B

=/ Document Control
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Supporting documentation for an individual Submittal should be uploaded to Submittal Items
under the Attachments tab (see Section 100.7, Attachments — Upload & Link Files in the
Attachments Tabs).

DAS 12/21/17

Construction Phase

Section 5

Page 49 of 108



Project Phases & Milestones
0150 — PM Web Manual

710.4 SUBMITTAL PACKAGES

The standard method for managing the Submittal process is to use the Submittal Items tool in
conjunction with the Submittal Packages tool. Submittal Items are linked to specified Submittal

Packages. Submittal Packages are organized by CSI Division.

1. To create a Submittal Package, select the “Submittal Packages” tool from “Document
Control” module and follow steps D-H* from Section 710.3 above.

e The list of fields provided under the Specifications tab in Submittal Packages is
different than those listed in Section 1.E. above. Under Submittal Packages, the PM
assigned to the project may require the Contractor to provide the CSI Code,
Category, and Contact Information in the space provided under the Specifications

tab.

2. After you save the Submittal Package, you can link Submittal Items to the Submittal

Package by doing the following:
A. Select the Details tab in Submittal Packages.

B. Click the “Submittal Items” button to open the Submittal Items dialogue box.

Figure 710.4.A
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The dialogue box will show a list of Submittal Items created by the Contractor. To add
specific Submittal ltems to the Submittal Package:

C. Click the check box to the left of the specific Submittal Item. Do the same for all of
the Submittal Items that you want to add to the Submittal Package.

D. Click the “Save to Record” button to attach those items to the Submittal Package.

After you saved the Submittal Item to the Submittal Package, the Workflow tab will
appear on your screen

E. Click on the “Workflow” tab and follow the instructions for submitting a record into
Workflow (see Section 710.1, Workflow).

Figure 710.4.B
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710.5

After a Submittal Item or Submittal Package has been entered into the Workflow,

SUBMITTAL RESPONSES

designated parties within the Workflow will be notified by email that the Submittal is ready
for review. For purposes of this demonstration, we will document how to respond to a
Submittal Package.

1.

B.
C.
D

A. [ vocementeonror ]

Select the “Document Control” module;
Click on the “Submittal Packages” tool.
Select the project from the “Projects” dropdown list

To review and respond to the Submittal Package notification:
A.

Select the “Record #” for the specified Submittal Package to open the package.
Figure 710.5.A
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E. Select the Details tab in the Submittal Package.
F. Click on the Submittal Item # to open the Submittal Item for response.

Figure 710.5.A
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Once the Submittal Item is open:
G. Select the “Attachments” tab.

H. Click on the “+ Document Manager” button to attach the response (see Section
100.7, Attachments — Upload & Link Files in the Attachments tabs) and
corresponding back up.

I.  Change the “Submittal Status” to the appropriate setting, and
J. Click the “Save” button.

If additional Submittal Items in a Submittal Package require a response, return to the
Submittal Package, and proceed as follows:

K. Click on the “Submittal Set #” and click on the “Details” tab to view the list of
Submittal Items. Select the next “Submittal Item #” that requires a response and

begin the Submittal response process again.
Figure 710.5.B
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710.6 CREATING A REVISED SUBMITTAL PACAKGE

Once the final person in the Workflow has completed their review of the Submittal Package,
they will mark the package as “Final Approved”, changing the Workflow Status in PMWeb to
“Approved.” Although the Workflow Status is “Approved”, there may be Submittal Items
within the Submittal Package that require additional action be taken. Submittal Items that
require additional action will need to be revised and resubmitted in a Revised Submittal

Package.

1. To determine whether a Submittal Package has completed the Workflow process with
Submittal Items that require additional action:

A. Select the “Document Control” module;

B. Click on the “Submittal Packages” tool.

C. Select the project from the “Projects” dropdown list
D

Find the Submittal Package in question and check the Workflow Status column to
see if the Submittal Package has been “Approved.” If “Approved” the package has
completed the Workflow process.

e Please note that when the Submittal Package is marked as “Final Approved”
and email notification with a direct link to the approved Submittal Package will
be sent to all individuals listed in the Workflow.

To determine if there are Submittal Items within the package that require additional

action:

E. Click on the “Record #” to open the Submittal Package.

Figure 710.6.A
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2. Once the Submittal Package is open:
A. Select the Details tab.
B. Review the “Status” column to identify which Submittal Items require additional

action.
Figure 710.6.B
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3. To create a Revised Submittal Package of those Submittal Items that were not
approved:

A. Click on the row of the Submittal Item that requires additional action to highlight the
row for inclusion in the Revised Submittal Package.

e If there is more than one Submittal ltem that requires additional action, hold
down the “Ctrl” key on your keyboard and click on each Submittal Item that

requires additional action to highlight each of those rows for inclusion in the
Revised Submittal Package.

B. Click the “Create Revision” button to create a duplicate Submittal Package of only
those Submittal Iltems that require additional action.

C. Click the “Save” button to open the Revised Submittal Package.

Figure 710.6.C
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D. Note that the new Submittal Package has the same Submittal Set # as the original
submission, and

E. A new Revision # to identify the Submittal Package as a revision.
F. Click on the “Submittal Item #” to open the Submittal Item for editing.

Figure 710.6.D
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4. After you have selected the “Submittal Item #”, you can edit the Submittal Iltem for the
Revised Submittal Package by doing the following:

A. Select the “Attachments” tab and upload revised submittal materials in the same
manner as was done for new Submittal ltems (see Section 710.5, Submittal
Responses).

Click the “Save” button.

C. Click on the “Submittal Set #” label to return to the Submittal Package and repeat
this process for each Submittal Item in the Revised Submittal Package.

w

D.
Figure 710.6.E
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Once all of the Submittal Items have been revised, the Revised Submittal Package is
entered into Workflow (see Section 710.1, Workflow).
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710.7

PROPOSAL REQUEST FORM

Proposal Request can be used as a receptacle for Consultants and Contractors to upload

documentation to process future PCO’s and CO’s in PMWeb.

1. To create a Proposal Request:

A.

“Projects Selection Box” dropdown;

Select the “Cost Management” module;

Figure 710.7.A
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Once the form is open:;

F.

G.

Fill out the form in its entirety. The form cannot be saved unless all fields have been

filled out.

Click on the “Attachments” tab to upload relevant documentation (see Section 100.7,
Attachments — Upload & Link Files in the Attachments tabs).

Click the “Save” button.
Figure 710.7.B
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If the Proposal Request has been set up to use in the Workflow, the Workflow tab will appear
and the Proposal Request can be sent into the Workflow (see Section 710.1, Workflow).
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CHANGE IN THE WORK
710.8 POTENTIAL CHANGE ORDERS (PCO)

The Potential Change Orders (PCO) tool is used to document potential modifications to
committed costs on a project.

1. To create a PCO:
A. Click on the “Cost Management” module;

B. Open the “Change Management” folder and click on the “Potential Change Orders”
tool;

C. Select the project for which you want to create a PCO from the “Projects” dropdown
list;
D. Click the “Add” button to open a new PCO form.

Figure 710.8.A
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2. To create a PCO record:

A. Select the project name from the “Project™ dropdown list.

B. PMWeb will automatically assign a “Record #” and “Change Request #” for the PCO.
C. Enter a short description for the PCO in the “Description” field.
D

Select the consultant/contractor whose work the PCO pertains to from the
“Company” dropdown list.

m

Select the “Cause” of the change from the dropdown list.
F. Select the party requesting the change from the “Requested” dropdown list.

Select whether the request is In Scope or Out of Scope from the “Category”
dropdown list.

H. Click the “Save” button

Figure 710.8.B
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3. Once the PCO record has been created, line item detail is added by doing the following:
A. Select the “Details” tab;

B. Under the “Cost” Section, click the “Add” button to open the data entry for the PCO
line item.

* Do not make any entries in the “Budget” section.
Figure 710.8.C
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4. The PCO line item is to be populated as follows:

[l save

A.
B.

I

*

*

The “Line #” will automatically populate when the PCO line item detail is filled in.

The “Status” will automatically populate as “Pending” and should never be changed
to “Approved” using the PCO tool. The status will automatically change to “Approved”
when the PCO is brought into an actual Change Order. If it is however determined
that the PCO is no longer applicable, the status can be manually changed to “Void”.

Enter the name of the PCO line item in the “Description” field. The name entered into
the “Description” field will ultimately appear in the details section of a Payment
Application if this PCO line item is included as part of an approved Change Order.
Any invoice line prefixes or other common protocol text should also be included in
the PCO line at this stage.

Enter the proposed monetary change, if any, in the “Ext. Cost” field.

Select the name of the contractor/consultant from the “Commitment” dropdown list,
whose contract may be affected by a Change Order from this PCO line.

Select the correct “Cost Code” for the PCO from the dropdown list.

*  For GCs and CMRs, Cost Code 03 is almost always used.

*  Cost Code — 04 — Contingency cannot be used for PCO’s.

Enter the proposed schedule change in days, if any, in the “Days” field.

Note that the proposed schedule change will not automatically populate into a
Change Order. Schedule changes proposed in PCOs need to be manually
entered into Change Orders in the header section of the Change Order form.

Click the “Save” button.

Note: Do not enter data or make changes in any fields other than those cited above.
Figure 710.8.D
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PCOs can be created in PMWeb before the contract record is created. However, COs
require that a contract record exists.

If the PCO is created first, it can be changed so that it names a commitment company
once the contract is created and marked as approved in PMWeb. Thereafter, a CO can
be created with that PCO linked to it.
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710.9
1.

CHANGE ORDERS

To create a Change Order (CO):

A. Click on the “Cost

Management” module;

B. Open the “Change Management” folder, and click on the “Change Orders” tool;

C. Select the project for which you want to create a CO from the “Projects” dropdown

list;

D. Click the “Add” button to open a new PCO form.

Figure 710.9.A
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2. Tocreate a CO record:
A. Select the project name from the “Project*” dropdown list.

B. Select the name of the contractor/consultant in whose Payment Application the CO
is to appear from the “Commitment” dropdown list.

PMWeb will automatically assign a “Record #” for the CO.
Enter a short description for the CO in the “Description” field.
Select “Revised Scope” from the “Post As” dropdown list.
Select the “Cause” of the change from the dropdown list.

Select the party requesting the change from the “Requested By’ dropdown list.

I 0MmmOooO

Select the “Category” of the change from dropdown list.

Enter the “Change Order Date” and the “Effective Date” of the CO in the space
provided.

J. If the Change Order includes a project schedule change, enter the number of days
the schedule is to change in the “Days” field.

*  Proposed schedule changes from a linked PCO will not automatically populate
into the CO and must be manually entered into the CO.

Figure 710.9.B
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CO line item detail can be added by linking a PCO to the CO or it can be manually added.
3. To add line item detail by linking a PCO to the CO:

A. Select the “Details” tab.

B. Click the “Link PCO” button to open the Link PCO dialogue box.

Figure 710.9.C

A. Detais Adjustments Spec ific ations Notes Attachments
Drag a column header and drop R here to group by that column
B. || e@inkPco | @@LinkChangeRequest(s) sk Add [] Additems P Edt X Delete 2 Refresh [ | yse Unts Save Lay
! Line 2 Item ‘ Description | Amount Requested | Adjustment 1 | Adjustment 2 | Tax
No records to display
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C. Click the check box from the “Select” column for any PCO(s) you wish to bring into
this Change Order.

D. If the PCO you are looking for is not listed, it may be because a commitment
company was not selected in the PCO. If this is the case, select “All Commitments”
from the “Description” dropdown list and click the “Filter” button beneath it. It may
show the PCO.

E. Click the “Save and Close” button.

* A pop-up box may appear, reminding you to select a cost code. If the PCO
already has the cost code selected, you can ignore this.

Figure 710.9.D

w

Commitment 001 - zz=-testing purposes not real company - GG 1
Progect CErien tesl projeci 2 D
Company Zzz-besfing purposes not real company Description ITI'H Commiltrsn Only 1|II

Change Ovder® DO
Changs Order Date 34207
Dbt ription Hﬂﬂqﬂrmﬂ

Filter

Dirsg & column header and drop &t here to group by that ¢ ohenn
[&M CE® [DEHI‘W\ ] CORe ] Requestied By | Cause
C. *I 00 | protest1 oo E.

Sa.uel Save and Close I Close

Once you have saved and closed the Link PCO dialogue box, you will be returned to the CO
record form. All of the PCO’s that were to be brought into the CO should be listed in the
“Details” tab.

4. To manually enter line item detail into a CO:
A. Select the “Details” tab.
B. Click the “Add” button to open the CO line item detail for editing.

Figure 710.9.E

A. || Detass Adpstments Specifications Notes Attachments
Drag a column header and drop R here 1o group by that column
@ Link PCO @@ Link Change Request(s)p | # Add [] Add ltems .

Lneg | item | Description Amou
No records to disola |
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C. Enter a name for the new CO line item in the “Description” field.

©

Enter the amount of the CO in the “Amount Requested” field.
E. Select the correct “Cost Code” from the dropdown list.
* Cost Code 04 — Contingency cannot be used for CO line items
F. Click the “Save” button to save your work or click “Cancel” to delete the line item.
Figure 710.9.F

" Detaiis \ Adjustments Specifications Notes Attachments Nofifications
Drag a column header and drop it here to group by that column
F.| kdsave X cancel C. D. E.
Line # |Ilem |D¢muhon |Amouanequested|Cost00de
l 11 so.od | -1
001 test 1 $5.00 | 03-0301-03-000010

5. To edit a Change Order line item that has already been entered:
A. Select the row you would like to edit and click Edit.
B. If you are editing the amount of a CO line item that came from a PCO, you will need
to change the “Amount Approved” field, rather than the “Amount Requested” field.

Figure 710.9.G

[ Details l Adjustments Specifications Motes Attachments MNotifications

Drag a column header and drop it here to group by that column B

@z LinkPCO @z Link Change Request(s) o Add [] Add tems # Edit ¥ Delete & Refresh [ ]Use Units \SaveLayuul

Line # | ltem Description | Amount Requested | Cost Code | Amount Approved

A. o1 test 1 5500 03-0301-03-000010 $5.00

6. Before completing the CO entry:

A. Upload signed copies of the corresponding contract amendments and any other
relevant documentation pertaining to the CO in the “Attachments” tab of the CO (see
Section 100.7, Attachments — Upload & Link Files in the Attachments tabs).

Figure 710.9.H

A.
Details Adjustments Specifications Notes Attachments
7 Edit o= Add 4k Document Manager & Link PMWeb Record(s) X
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7. After the CO has been signed and uploaded:
A. Change the Status of the CO to “Approved”, and
B. Click the “Save” button

Figure 710.9.1

B.
001 - OBrien test project 1 v ' +’
Project* test project 1 v Cau
Commitment* {t CMR ta ; v Req
Company zzz-test CMR sub - not a real company Cate
Type Subcontract Refe
Record #* 001

Ass
Description

Cha
Post As Revised Scope .

Effe:
Revision 0 Date Jul-07-2017

Day
Status A. IApproved vI
Change Request v

Note: Any increase(s) or decrease(s) to the original contract amount should be listed individually
as a Change Order rather than as a change to the SOV in the contract record. Work
Authorization Orders (WAO) and Guaranteed Maximum Price (GMP) SOV lines are the
exception to this rule. Please contact CSS for assistance in managing changes to WAOs and
GMP SOV line.
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710.10 ACCESSING STANDARD REPORTS

PMWeb offers standardized reports to help manage project documents, e.g. RFlI’s,
Submittals, etc.

1. To access the standard reports in PMWeb:

A. Select the “Portfolio” module;

B. Click on the “Bl Reporting” tool to open the Report Manager.

Reports are organized into the following PMWeb categories: Asset Management, Cost
Management, Document Control, Planning, Portfolio, Scheduling, Toolbox, and Workflow.

Figure 710.10.A

- W oeccr oo

= Portfolio
3 Portfolio View
B. | eI Reporting
=3 PMWeb Reporting
=3 Ms Office Templates
3 PMWweb Calendar
E Calendar Setup
=l 3 Email
Email Home
(=l 3 Lists
Programs
= Projects
Companies
= tems

~

Report manager

=[] saL Report
*::J I_:_I Asset Management
[#}-[-] Cost Management
ﬂ [] Document Control
tJ I:__] Planning
] Portrolio
[+ Scheduling
55 Toolbox
-] Workflow
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To find a specific type of report, open the PMWeb file folder category that contains the type
of report you want to view. For purposes of this manual, we will demonstrate how to view a
Submittal Package report.

D. Open the “Document Control” file folder:

E. Open the “Submittals” subfolder.

F. Click on the “DPW_SubmittalLog_By Pkg” Report to open the report profile.
Figure 710.10.B

[=] Portfolio | Report manager
E Portfolio View (=] saL report A
Bl Reporting (#l-] Asset Management

PM\WWeb Reporting 4 £ Cost Management

MS Office Templat ;
= ce Tempates D. I_—j--rf] Decument Control I

PMWeb Calendar -
o[ Action ltems

@ Correspondence

Iﬁ Calendar Setup

= Email :
- [#-[4 Daily Reports
E Email Home
R | —t}@ Meeting Minutes
= Lists
[Ed Programs _ﬂl_j Nen Conformance
Projects _tll_j Punch Lists
Companies L2 RFIs

ltems v E |_—J@ Submittals I

--[Z} DPW_SubmittalLog_2017-09-27a

DPW_SubmittalLog_By_ltem_2017-0

i -

% MEW DCS Submittal ltems 12 25 201

-2 Submittal Items Log by Workflow Steg

-2 SubmittalLogBIC_Workflow

[+ 4 Supplemental Instructions
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After your open the report profile:

G. Select the project for which you want to view the Submittal Package Report from the
Projects section under the General tab to highlight that project.

H. Click the ® button to move the selected project to empty box on the right.
I.  Click the “Preview” button to open the Report Viewer.

Figure 710.10.C

io = Bl Reporting

General Printing Setup
Report Name* DPW_SubmittalLeg_By_Pkg_2017-09-27a
Folder Path S0L ReporfiDeocument ControfSubmitialsh
Server URL* hitp=/f192.168_33. 10/ReportSenver

Projects H.

Garage i »

Mew Haven Courthouse - 7

Elevator Upgrades IE\
New Lendon Armery - Window
Replacement

OBrien test project 1

G I O'Brien test project 2 I
O'Brien test project 3
OC-DCS-ARC-0043 - OakPark ¥

Py

After you open the Report Viewer:

J. Fill'in the fields on the top of the screen to format the report.
K. Click the “View Report” button to show the format you selected.

* You can change your options & click “View Report” again to change the view.

Figure 710.10.D

L O Dl progecs b Bogeiat Bk Subarel Sty Ragea K.
J o by | Sk S v Sort by Lk
T e [farr * Fuiage et Crfl, foteiled, et end, Rl o
(3 § = bt v T [Tow B o Puse Figwn = i -
M4 Wy kB &* Fad e bl o T -
Subenittal Sets Repod
A Serrifliahi
= e Fl Pttt 800
Lise St [esrptes Dute Copamed Dt Rl Dust Resp Sen 4
Seri i -4
B B L5 4 [ Hors
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Once you have the report view that you like, you will need to save the report in an electronic
format of your choosing:

2. To save the report:
A. Click on the “Output” button;
B. Click on the line with the electronic file type for which you want to save the report.
Figure 710.10.E

O'Brien test project 2 A Report title Submittal Sets Report
Set = ¥ Sort by Set = ¥
a1 v Package Status |Draft, Submitted, Returned, Resul:v:
1 - Architect - Tim (Tim O'Brien a:V: Phase Mone - Mone V
A.
1 of1 [ [l & Find | Next [ -] &2
tal Sets Repo"_ ®ML file with report data
tals CSV (comma delimited)
POF
MHTML (web archive)
ne: O'Brien test project 2 Excel
Submittal # Description B. TIFF file d Date Resp Status
1- | Word
edfwwefiwey ’ RIS EeirjL: Sler2016
efvwertghwretghrt ETRY Dt L 982016
7-
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710.11 ACCESSING REPORTS BY RECORD TYPE

Reports can also be accessed through the record document. For purposes of this manual,
we will demonstrate how to access the Submittal Package Report through the Submittal
record.

1. To access a report through a record:
A. Select the appropriate module, e.g. Document Control;
B. Select the appropriate document tool, e.g. Submittal Packages;
C. Select the project from the “Projects” dropdown list.
D. Select the “Record #’ to open the Submittal Package record.
Figure 710.11.A

=| Document Conirol Drag a column header and drop it here to group by that column C.
RFls Programs =) = Projects I O'Brien test project 2 'I
Submittal ltems
- | Project Mame | Project # | Record # | Description
8. |
Meeting Minutes ‘
Drawing Lists (O'Brien test project 2 TOB-002 000001 test items
Drawing Sets (O'Brien test project 2 TOB-002 D. test package
Daily Reports (O'Brien test project 2 TOB-002 000002 test package
Punch Lists (O'Brien test project 2 TOB-002 000003 test 3
Transmittals (O'Brien test project 2 TOB-002 000001
Action ltems O'Brien test project 2 TOB-002 000002
Correspondence O'Brien fest project 2 TOB-002 000004 test 1
O'Brien fest project 2 TOB-002 000001 test pi2a
O'Brien fest project 2 TOB-002 000002 test pi2b
W O'Brien test project 2 TOB-002 000003 test p12e
A' — O'Brien fest nroiect 2 TOR-002 O00nnsS
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After opening the Submittal Package record:
F. Click the dropdown arrow next to the Printer icon.
G. Select “View Reports” to open the “Reports Preview” dialogue box.
Figure 710.11.B

A.
O'Brien test project 2 - 002 - fest pa | ~ p Ea ﬁ L | J = |~ ‘ Assign | ~

Project* O'Erien fest project 2 - B. | A4/ View Reports

A-b' PMWeb Reporting
Phase* 024119 - Test 1 - DA GUNS OG0T SSTVICES = 1
WBS ~ |2 Category | — Select —
Set#* 002 Closed Lines 1 of 2
CSl Code Assigned To | zzz-festing purposes not real ¢
Description test package Reference
Status Approved -
Revision 1 Date
|' Details ] Specifications Notes Aftachments Workflow Noifications

H. The Reports section of the dialogue box will show a listing of the types of reports
that are available for that record type (Submittal). Since the Submittal Packages tool
was used to access this record, the default report selected and highlighted is the
Submittal Package Report.

*  The report type can be changed by selecting the magnifying glass icon next to
any one of the other report types listed.

Figure 710.11.C

e

&

| Repers | Recond Tige
& | DPW Scbensl Feerm Subeninal Sets
& | DN Sobeingl Leg BIC 03 0D Sobeinal Seta
S5 DP Sobminal Log By B2 Subenal St
H £ oews Log By Phg 3 Submital Seta
42 DFdScbmitalog 03 10 2015 Sobmital Sety
42 | Submical Set Detals Suberiial Sate
£ Submial Sets Submital Sets

q 1 »

TPt TPOF [ Pt ToBxcel 50 Send Eoad 5 Repot Viewnr 3¢ Cancl
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2. To save an electronic copy of the report with the pre-selected settings:
A. Click the “Print to PDF button”.

Figure 710.11.D

\ay Print To Excel Send Email JE\ Report Viewer ¥ Cancel

3. To edit the report format:
A. Click the “Report Viewer” button and follow the steps in Section 710 ... Accessing
Standard Reports, 1. J-K above.

Figure 710.11.E
A.

le; Print To PDF - Print To Excel Send Email JH\ Report Viewer ¥ Cancel
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CONSTRUCTION PHASE REPORTS

710.12 CREATING A DAILY REPORT IN PMWEB
For information on how to create a Daily Report in PMWeb, please see page 29 of the
PMWeb Quick Start Guide Contractor Edition prepared by Saybrook Associates Inc.

710.13 CREATING MEETING MINUTES & MEETING MINUTES SERIES

Project meetings are typically done in a series, meaning the topics of discussion for one
meeting carry on to the next meeting until the subject matter is closed. Accordingly PMWeb
developed their Meeting Minutes tool to allow for Meeting Minute line items to be tracked
from one meeting to the next until such time that an issue is resolved or the item is

complete.

The section that follows describes how to create Meeting Minutes and how to incorporate
Meeting Minutes, for some meeting types, e.g. jobsite meetings, into a series.

1. To create Meeting Minutes:
A. Go to the “Document Control” module;
B. Select the “Meeting Minutes” tool,

C. Select the project for which you want to create a series of Meeting Minutes from the

“Projects” dropdown menu.

D. Click the “Add” button to open the Meeting Minutes template form.

Figure 710.13.A

- ) Document Control > Meeting Minutes

= Document Control

Drag a cclumn header and drop it here to group by that column C D

RFls Programs Al

- Projects IO'Bri&n test project 2 :I

e Add

Submittal ltems
Project Name

| Project #

| Record # | Ideeting # | Description

Submittal Packages

B. Meeting Minutes

W

Mo records to display.

Drawing Lists

_ (] [« [1]) ]
Drawing Sets S |—|_ —

Page Size 20 |z

Daily Reports
Punch Lists
Transmittals
Action ltems
Correspondence

=l 3 Forms
L TR O I ST

A. r_\ Document Control

aé(:m‘llhmemem
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2. Complete the new Meeting Minutes Form as follows:

A.

Select the project for which you want to create Meeting Minutes for from the
“Project*” dropdown list.

e The “Record #* field will automatically populate with a number in sequential
order to the previous record. The Record # serves as the link between Meeting
Minutes and cannot be changed.

Select the appropriate meeting “Type*” from the dropdown list.

e Once the meeting type is entered and saved it cannot be changed for the entire
meeting series.

Click the “Save” button.
Figure 710.13.B

C.
Select Meeting Minute. .. - 2 _-IJ [IE_II]
. * E
Project’s I OBrien test project 2 -
) . . Conta
Type* B. IF'r::-grsss [DIsC) Meeting vI Required
Mo recd

Record # Progress

Ieeting #
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Next, create the attendance list for the meeting by doing the following:

D.

E.

Click the “Add Multiple” button under the “Participants” header to bring up the Select
“Companies/Contacts” tab.

To search for a specific Company or Contact, enter the search criteria in the
“Company” or “Contact” field and click the Enter key on your keyboard to sort the
data based on the search criteria entered.

Once you have found the person you are searching for, click on the box next to their
name to select that person, and then begin your search for the next person to be
added to the list, click on the box next to their name to select that person, and so on
until you have completed your list of attendees.

e If the individual you are looking for cannot be found in the Company/Contacts
list, please contact CSS.

Once you have completed your attendance list click the “Save and Close” button.

Figure 710.13.C

Meeting

([ 1DI ] Peesee s &
R

|
1/ Select Companies/Contacts (3 elected) - Google Chrome EIEIES

Fartitipafis D ITala Tl

St dpadd X Delete | o Acd Mutipe | Date ‘To

Contact ‘ Present Mo records to display.

No records to displey. E| |I| |T||z| |E| Page Size 3

® dpwpmweb.com/PMWeb/CompaniesFilterPopup.aspx?txtContact=NotExist&txtEmail=NotExist&Type=Contacts&txilds=NotExist&d

Companies/Contacts Distribution Liets 5

&

Drag a column header and drop it here to grouﬁthat column E.
SpECE .. Celert.. = H Saveand Close | Save w Default Layout
| Company Type Reference Project ‘Scn\taAct Email
1% g TR [
5 BL Companies Connecticut, Il Architect Julia O'Brien
| 5 Clough, Harbour & Associate: Engineer Tom O'Brien tobrien@c hac ompanies.. I
F. DAS Construction Services | Agency/Owner (OBrien test project Timothy O'Brien
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To mark a contact as having been in attendance at a particular meeting:

H. Select the name of the individual you want to mark as “Present” so that their name
is highlighted.

I.  Click the “Edit” button.
Figure 710.13.D

Dartir imsnte
Participants

. Edit | wfa A o Delete o Add Multiple

Contact Present
H.| DAS Construction Services - Timothy O'Brien ]

DAS Construction Senvices - Tim O°Brien as test Arch d

J. Select the “Present” box next to their name.
K. Click the “Update Records” button.
Figure 710.13.E

Participants -
Update Records | X Cancel
Contact Present
DAS Construction Services - Timothy O Brien > &0 | ¥
DAS Construction Sernvices - Tim O'Brien as test Arch O
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Complete the rest of the form by doing the following:

L. Type the meeting name in the “Description” field.
M. Type the meeting location in the “Location” field.
N. Enter the “Meeting Date”, “Start” and “End” times for the meeting in the respective
fields.
O. Select the Meeting Minute “Status” from the dropdown list.
e The “Status” should remain in Draft format until all of the Meeting Minute Details
have been added.
Figure 710.13.F
O'Brien test project 2 - 5 - new one - }h" m H
Project* 0'Brien test project 2 -
Phase — Select — -
WBS - |
Type* Abatement f Remediation Meeting |
Record #* 001
L. || Description|new one |
M. || Location I I
Reference
Category -- Select - &
N.[peere e
Started {5 Ended o
o e
P. Enter the “Location”, “Meet Date”, and “Start” time for the “Next Meeting” in the
fields provided.
Q. Click the “Save” button.
Figure 710.13.G
O G D2 %I B+ | @ oo |- .
|_.r’ Edt  dkAdd X Delete = Add Muliple INo records to display.
| Gontact | Present [i] [«][1]»] [n] PageSize 5 =
Mo records fo display _
[F— T———
[1a] [+ 1’.> M| Page Sze 5 =
I
P. Meet Date B
B Start ©
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3. To start entering individual Meeting Minute line item details:

A. Click the “Add” button under the “Details” tab to open the line item Meeting Minute
details for editing.

Figure 710.13.H

L

Dretails Specifications Motes Attac hments Metific ations

Drag a column header and drop it here to group by that column

A EditA. | 2dd | X Delete 2 Refresh  Savelayout | Load Defaul Layout
Item # SEQH Description

Populate the Meeting Minute fields as follows:
B. The “ltem #” field will automatically populate each time you enter a new line item.

¢ The first number in the sequence identifies the meeting number. The second

number in the sequence identifies the sequential order in which the item was
discussed at the meeting.

C. Enter a detailed description of the line item subject matter in the “Description” field.
Figure 710.13.1

Details Specific ations Notes Aftac hments Notific ations

Drag a column header and drop it here to group by that column

;H Update Records 3 Cancel
Item & I Seq# Description

v v v
C.

details of minutes item 1

| o F5 20 -
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D. Click on the magnifying glass button next to the “Assigned To” field to open the
“Contacts/Companies” tab. Select the person(s) to whom the item is to be assigned,
using the same process outlined above in #2: D — H.

E. Select the appropriate “Category” for the item from the dropdown list.

F. Enter the title or header for the line item in the “Subject” field.

G. Enter the “Due Date” applied to the item, if applicable.

H. Enter the “Date Completed”, when appropriate.

I. Select the line item “Status” from the dropdown list - “Open”, “Closed” or “On Hold”.

J.  When the line item is complete, check the “Done” box (not depicted).

K. Click the “Save” or “Update Records” button to save your changes (not depicted).
Figure 710.13.J

Assigned To ‘ Category ‘ Subject ‘ Due ‘Complehea ‘ Status

(] =] = =

- D&t n P O I
Craig Russell 1. - Safety Jobsite Safety Report Oct-31-2017 Open
4. After you have saved your changes, review the Meeting Minutes in report form by doing

the following:
A. Click the dropdown arrow to the right of the print button;
B. Click “View Reports”, then

H “ H ”
C. Click the “Print to PDF” button.
Figure 710.13.K A
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5. To create the next set of Meeting Minutes in a series of Meeting Minutes, proceed as
follows:

A. Go to the “Document Control” module;

B. Select the “Meeting Minutes” tool;

C. Select the project for which you want to create a series of Meeting Minutes from the
“Projects” dropdown menu.

D. Click on the “Record #” of the Meeting Minutes for which you want to create a series
to open the Meeting Minutes.
e If you have already created a series of minutes, like the one in Figure 710...
below (Record # 000001; Meeting #'s 1, 2, 3), click on the highest Meeting #
(Meeting #3) to create the next set of Meeting Minutes in the series.

Figure 710.13.L
®
PMileb

v O
—_. C'Brien test project 2 - @ Document Control > Meeting

= Decument Control Cirag a column header and drop it here to group by that column C
RFls
Submittal Items

Programs =g ~ Projects I O'Brien test project 2

Project Mame Project # | Record # | Meeting #

Submittal Packages

- w w 't w
B. Meeting Minutes

Drawing Lisis O'Brien fest project 2 TOEB-002 000001 1

Drawing Sets O'Brien test project 2 TOB-002 000001 2

Daily Reports O'Brien test project 2 TOB-002 D. I 000001 I 3
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E. Click the Create Next button to create the next meeting in the series.

e Note the new meeting record has the next Meeting # in the series, but the
same Record #.

e DO NOT use the Copy button in the Meeting Minutes tool.
To edit a minutes item carried forward from a previous meeting:
F. Select the Meeting Minutes item, so that it is highlighted;

G. Click the “Edit” button and populate the fields in the same way as described in #3,
B-K above.

Figure 710.13.M

i Dcssat o O'Brien test project 2 - 4 - . p Eﬂ Eﬂ
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&3 Transmittals Location
=3 Action ltems —
E Correspondence Category - Select =
e &
Started © Ended O]
Status Draft v
| Revision 0 Date O0ct252017 |[E
Details |  Specifications Notes Attachments
| Drag a column header and drop it here to group by that column
P Edt |4 Add X Delete g Refresh  Save Layout
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[¥] [¥] v/
F.] 11 test
31 wewedwedwedwed
32 2343 Next line
queqwdfw
quicwedcw
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w
(1] |Z] LT].Z] [»| PageSze 20

New minute items may be created in the same way as described in #3, A-K above
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710.14 CREATING A MONTHLY REPORT
The PM is required to submit a project report by the 15 of each month that includes
updates to the project status and contractor information, project milestones, and project
financials.
1. To update the project status and contractor information:
A. Select the “Portfolioc” module;
B. Open the “Lists” file and click on the “Projects” tool, and select the project for which
you want to create a Monthly Report from the “Projects” dropdown menu;
C. Click on the “Record #” for the subject project.
Figure 710.14.A
=l Porffolic A Drag a column header and drop it here to group by that column
& Portiolio View Programs =l ~ Projects  O'Brien test project 2 -
[= BI Reporting
Project Mame | Record # | Project Status | Workflow Status
[= Pmweb Reporting
Iﬁ MS Office Templates
=3 prweb calendar 0'Brien test project 2 C. I TOB-002 I M-2050-CMR. Early ¥ Draft
EﬂcﬂendarSetup E EI EI E‘ Page Size 20 -
=l [ Email
Email Home
=| [ Lists
B. Programs
S[paecs]
@ Companies
Items v
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D.
E.

Update the “Project Status” field with the appropriate “M* Code.
Update the “Construction Value”, if applicable.
Figure 710.14.B

(O'Brien test project 2

Program

Project 1D

Mame*
Location
Project Status | M-2050-CMR Early Work Packages  ~|
Project Type
Category
Status

Revision 0

PLLUE XD

Currency

- B39

Saybrook Test Area Dollar (United States of £

TOB-002 Program WEBS

O'Brien fest project 2
fien fest projs Construction Value E. [

*

Target Revenue

uo

Tar|

Target Duration 0

Target Start

*

DBEB-Design Bid Build

Percent Complete 0.00%

- Select -

Date Mar-07-2016

*

Scope

As soon as the A/E for the project is conditionally selected, select that firm in the
“Architect/Engineer” field.

As soon as the CA for the project is conditionally selected, select that firm in the
“Construction Administrator” field.

As soon at the GC for a DBB project is awarded the bid on the project, select that
firm in the “GC/CMR” field. If project is a CMR project, select the CMR in this field
as soon as a CMR is conditionally selected.

Make sure the ADPM, PM and APM fields are accurate.
Figure 710.14.C

Ferson

GC/CMR

Contacts Payments Notes (2) Attachments (1)

DAS Construction Services ~  DPW Project Manager TOB_002

H. | zzztesting purposes not real compa ~] / DPW Asstg. on Project

F. Architect / Engineer | Department of Consumer Protection ~|/ Consy/Administrator (5 I zzz-test CMR sub - not a real comp: vI
DPW ADPM<TC)\ / A DAS Construction Services v
l.
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2. Next, update the Project Milestones by doing the following:
A. Select the “Scheduling” module;

B. Open the “Forms” file folder, and click on the “Project Milestones” tool;

C. Click on the “Record #” for the subject project.

e If there is no Project Milestones record for the subject project, create a new one

(see Section 120.2 — Project Milestones).

Figure 710.14.D

PMileb @ O

- Scheduling > Forms > Project Milestones

l-\' Document Control

ﬁ-anmt

‘== Scheduling

| | Stheduling Drag a ¢ olumn header and drop it hers to group by that ¢olumn
[ B schedules Programs.  "Ar ~ Projects O'Brien test project 2 ~  ofn Add
=3 e | : ) ) §
Project Mame Froject # Record ® Work flow Status Referénce
=l 3 Forms i - - - o
B s ' '
: =|Project Milestones
| O'Brien test project 2 OBrien-002
w| [a]|10e] [m Page See 20 x

E. Update the Milestone dates as applicable.

Figure 710.14.E

120.

Approval of

Capital

Pr[]ject May-07-2017 E
Initiation

Request,

Form 1105

L\L* Document Control

& Cost Management 310. Design
Development

_E B Phase

& | Aug-13-2017

Milestone BT mi||sstonz ]
Descriptions: budget:

[ 1
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3. Next, update the Project Financials to ensure that all of the cost codes are in balance.
1. Select the “Cost Management” module.

2. Open the “Budgets” file folder, and select the “Project Financials” tool.

3. Select the project for which you are updating Project Financials from the “Projects”
dropdown list.

4. Select the “Record #” of the project financials that you want to update to open that

record.
Figure 710.14.F
= Cost Management A Drag a column header and drop it here to group by that column C. |
=| (3 Budgets Programs  p|f* « Projects | O'Brien test project 2 ‘I
Budget Tracking
) Project Name | Project # | Record # | Drescription
B. Cost Codes
Cost Ledgers
Forecasts O'Brien test project 2 TOE-002 000001 design
Cost Worksheets ('Brien test project 2 TOB-002 D construction
Project Financials O'Brien test project 2 TOB-002 000003
Joumnal Entries (1] [4] E||Z| [»] Pagesie 20 |-
=| [ Contracts
CMR Contracts
Master Commitments
Contracts v
U e T Py 1y P —— Y
£ >
N
A.
After opening the Project Financials record:
5. Select the dropdown arrow next to the “Printer” button and
6. Select “View Reports” to view the default report.
Figure 710.14.G
E.
001 - O'Brien test project 2 - design - }:) [,a H @ @‘ _'_J [jh|v @|v ?
Project* O'Brien test project 2 - Reference F.
AU PMWeb Reporting
Record# 001 Category* | DCS -
. Section 5
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7. If the Projected (Over)/Under in this report shows a negative nhumber for any cost
code, the line item transfers for the subject project need to be updated (see Section
310.8, Line Item Transfers).

Figure 710.14.H

Project Financial Summary

with Cost To Date
‘oject 2 Status: M-2050-CMR Early Work Packages
50 50 510 50 s G, | 510 | 50
$185 3185 $43 50 348 $137 314 $3
59 ] 50 50 50 %9 50 3
50 $0 $0 $0 $0 $0 50
$13 $13 50 S0 $0 $13 30

4. Once you have completed all of your updates, update the “Project Status Updated On”
field in the Portfolio module (see page 16 of the PMWeb Quick Start Guide — Monthly
Update Cycle).
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PROJECT INVOICING & PAYMENTS

710.15 UPDATING CONTRACT RECORDS (RETENTION & SOV)

Prior to the creation of the first Payment Application (invoice) in PMWeb, the retainage values
need to be set and the Schedule of Values (SOV) needs to be uploaded to the Contract
Record.

1. First open the subject Contract Record by doing the following:
A.

B. Open the “Contracts” file folder and select the “Contracts” tool;
C. Select the subject project from the “Projects” dropdown list.
D. Click on the “Record #’ to open the Contracts form view.

Figure 710.15.A

Select the “Cost Management” module;

= Cost Management A Drag a column header and drop it here to group by that column C .
= [ Budgets Programs  =a|l* +| Projects |0'Brien test project 2 -|

Budget Tracking
_ Project Name | Project # | Drescription

Cost Codes — — —
- w w W

Cost Ledgers l—l l—l LI

Forecasts O'Brien test project 2 TOB-002 GC test

Cost Worksheets O'Brien test project 2 TOB-002 D 000002 test 2

Project Financials O'Brien test project 2 TOB-002 BI-DCS-100-CA CA

Journal Enfries [] [«] | 1 ||T| [w]  Pagesize 20

=l CJ Contracts
CMR Coniracts

Master Commitment

E I ¥

< >
|\ Bestconie
- 3'? Cost Management

DAS 12/21/17

Construction Phase

Section 5
Page 90 of 108



Project Phases & Milestones

0150 - PM Web Manual

2. Next set the retainage values by doing the following:

A. Select the “Retention on Services” and “Retention on Stored Materials” fields and type

in the correct percentages.

= |If the correct retainage percentages are not input, the Payment Application

Retainage will be incorrect.
B. Click the “Save” button.
Figure 710.15.B

Billing
o — - .
(%) Do not allow overbilling (revised value or lines)

P [—
I Allow overbilling

[ upte 0.00% % of revised value
[[]upte 0.00% % of line tem
Billing Terms — Select -
Retention on Services 0.00%
A.
Retention on Stored Materials 0.00%
Deliven
Due Date Aug-07-2017 E
Scheduled Delivery Date Aug-07-2017 H
Ship Via - Select -- -
Ship To O'Brien fest project 2377 Fitch Stn

3. Next, upload the Schedule of Values (SOV) to the Contract Record. The draft SOV
submitted by the Consultant/Contractor can be directly uploaded to the Contract Record
(Contact Construction Support Services for assistance with this process), or it can

manually be entered by doing the following:
A. Select the “Details” tab; and

B. Click the “Add” button to open the SOV line item detail for editing.

Figure 710.15.C

A. Details Adjustments Specifications Change Orders

Drag a column header and drop it here to group by that column

/' Edit [] Add ltems B _ |=f= Add ¥ Delete = Refresh
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C. Enter the billable SOV amount in the “Ext. Cost” field.
D. Select the correct cost code from the “Cost Code” dropdown list.

e Make certain the correct cost code entered. Once the first Payment Application
is created, incorrect cost codes in the SOV will produce incorrect data in the
project financial reports.

e Once the cost code is selected, the “Description” field will populate
automatically. If necessary, the “Description” field can be edited.

E. Click the “Save” button and click the “Add” button again to create a new line, or Click
the “Cancel” button if you do not wish to save your changes.

Figure 710.15.D

Deetails Adjustments Specifications ‘Change Orders Progress Invoices Payments Notes Attachments (1)

Dirag a column header and drop it here to group by that column
E. Save x cancal |

| Line # | Description | Unit Cost | Ext. Cost | Total Cost | Caost Code

] ] C G

4. To edit a previously created SOV line item:

A. Click on the line item that you want to edit so that it is highlighted.
B. Click the “Edit” button. The SOV line item will open for editing.

Figure 710.15.E

Details Adj i if Change Orders Progress Invoices Payments HNotes Attachments (1)
Drag a column header and drop it here to group by that column
B. | /2 Edit I [ Add ltems o Add ¥ Delete = Refresh [ Paste From Excel ~ Save Layout | Load Default Layout [ 7]yse unit
| Line # | Description | Unit Cost | Ext. Cost | Total Cost ‘ Cost Code
[¥] [¥] [¥] [¥] [¥] l
A i |:| 001 first 1 51.00 51.00 $1.00  03-0300-03-00f
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5. Upon completing the updates to the contract record and after entering the SOV:

Note: 1.

A. Change the contract record “Status” from “Draft” to “Approved.”

B. Click the “Save” button to save your changes.

Figure 710.15.F

T','pé

Project”

ID*

Company
Description
Reference
Category
Revision

[=1)

Status A.
Effective Date
Days
Procurement 2

Paid In Ful

Subcontract -

001

-

0 Date

Draft =
Diraft

Submitted

Returned

Resubmitted
(Approves |
Rejected
Withdrawn

A contract record must only be used to record the original contract amount.

e Anyincrease or decrease of the original amount, including a contract amendment or
an additional task letter, is to be treated as a change order.

The SOV cannot be altered after the Payment Application has been created.

*  The SOV for a CMR project crossing from the design to construction phase is the
exception to this rule. Provide CSS with the construction phase SOV to update the
contract record to allow for the next Payment Application to include the construction
phase billable lines.

Only contracts marked as approved can be invoiced against.

At the end of a project, the contract amount for each vendor should be equal to the actual

payments.
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710.16 PAYMENT APPLICATIONS
1. To create a Payment Application:
A. Click on the “Cost Management” module;
B. Open the “Invoices” file folder and click on the “Payment Applications” tool;
C. Select the project for which you want to create a Payment Application from the
“Projects” dropdown list; and
D. Click the “Add” button to open a new Payment Application form.
Figure 710.16.A
__ “ | Drag a column header and drop it here to group by that ¢olumn C D
=3 master Commiments
22 contracts Programs A ~| Projects JO'Brien test project 2 -] |4 Acd
4 (2 Change Management Project Name | Projets | Recoras [ nvokes | Descripton
= potential Change Orders s i g (s i
B cMR contract COs Mo records to display.
= Change Orders (1] [« _‘|L| [M] Pagesge 20
- C3|invoices
B. B3 cMR Requisitions
=3 Miscelleneous Invoices
= |Payment Applications
- 3 Forms
=3 Construction Change Direx
=3 proposal Request -
N
A.
Section 5

DAS 12121117

Construction Phase
Page 94 of 108




Project Phases & Milestones
0150 — PM Web Manual

2. To create the Payment Application record:

A. Select the project name from the “Project*” dropdown list.

B. Select the name of the contractor/consultant whose invoice is being processed from
the “Commitment” dropdown list.

* |If the consultant/contractor is not listed, it is likely that the contract record was
not marked as “Approved”.

C. Enter a short description for the Payment Application in the “Description” field.
PMWeb will automatically assign an “Invoice # and “Record #” for the Payment
Application.

E. Select the “Cost Period” for the Payment Application.

F. Insert the “Invoice Date” in the space provided.

G. Select whether the “Invoice Type” is a “Progress Payment” or a “Final Invoice.

H. Click the “Save” button to open the contract SOV in the “Details” tab.

Figure 710.16.B
H.
001 - O'Brien test project 2 - zzz-testing purposes notrea » 'IJ l ] %l ? ‘
A. || Proictr | OBrien test projest 2 | |
Invoice Date C
B. Commitment* I 001 - zzz-testing purposes not real company - I - A
Biling Terms - Saject - -
Company ZzZ-testing purposes not real company R
C. || Deseription Construe tion I Invoic e Due [ r
Reference Invoice Type G R
Invoice # 1 Create Mext Contact E
D. Record #* 001 L
Revision 0 Date 3242017 C
Status Draft - Comment u
E. || cost Period P
P ol
Category - Select - v |_Print Lien Waiver Signed Lien Waiver attached B
Paid In Full
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3. Tolink CO’s to the Payment Application:
A. Click on the “Link Change Orders” button to open the “Add Change Orders” dialogue
box.

Figure 710.16.C

| Detsis | Adustments  Spechcatons  Peyments  Notes  Afochments  Noticotons
Drag a column header and drop R here 1o group by that column A
2 Edt X Delete & Refresh Save Layout | Load Defauk Layout ExpmdlCollpuI & Link Change Orders
Line # Description Cost Code Adjustment 1 Tax Adpustment 2
[¥] [] 2 2 ]
001  test1 03-0300-03-000000 $0.00 $0.00 4

After opening the “Add Change Orders” dialogue box:
B. Check the boxes next to the CO’s you want to bring into the Payment Application.

*  |f you do not see the CQO’s you are trying to link, check to make sure that those
CO'’s are marked as “Approved”.

C. Click the “Save & Exit” button.
Figure 710.16.D

C.
E Save !; Save & Exit 0 Cancel
Project OEvien teat progect 2 Options

) ss Revised Unis

Comemmant 001 - GC best
2 Append Change Orders ss

Company ZZZ-besting pUrposes not real company
Imvoice & [1]]

Descripion | Constrac tion

Involce Dote  M2A0017

Drag a column header and drop & hare ko group by Ehat column

= Undo
B W | cos |<:El |n-urum |uu-l ]ww|m ]mw Agnount
N & Jom o1 | e i s3.00 5300
) o This new ne 1 S2.00 S2.00
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Next you will enter invoice payment details for the subject Payment Application.
4. To enter the invoice amount to be paid for each line item in the Payment Application:

A. Click on the row that you want to enter the invoice amount so that the line item is
highlighted.

+  |f you want to select more than one row at a time, hold down the Ctrl key on your
keyboard while clicking on each of the line items that you want to enter cost data
so that all of the selected rows are highlighted.

B. Click the “Edit” button to open those line items for editing.
Figure 710.16.E

Cietails Adjustments Specifications Motes Attachments Motifica

Crag a column header and drop it here to group by that column B.

Link PCO Link Change Request(s) ok Add [ ] Addltems | . Edit x

Line # Item Description | Amount Requested

A. o WECVWETC $3.00
ooz adaa $5.00
$8.00

After opening the line items for editing:

C. Enter the billable amounts in the “Current Invoice” column for each of the line items
in the Payment Application.

Figure 710.16.F

Current
Inwvioic &
" 3
&
so.o0 | 0.0
30.00 20.00

D. Click the “Update Records” button.

Figure 710.16.G

D. EE—.|]Update Records XCann&I

Line # Drescripticn

Section 5
Page 97 of 108

DAS 12/21/17 Construction Phase



Project Phases & Milestones
0150 - PM Web Manual

The payment application is now ready for processing.
5. To print a hard copy of the Payment Application:
A. Click the dropdown arrow to the right of the print icon;

B. Click “View Reports” to open the “Reports Preview” dialogue box.

Figure 710.16.H

B. I/w View Reports

A/ PMWweb Reporting

C. Click the “Print to PDF” button to generate a copy of the Payment Application for
printing.

Figure 710.16.1
mo WO

eports
| Repon | RecoaType |
Commitment Invoices Progress Invoices

DCS Consultant Payment App Progress Invokes

DCS Final Lien Waiver_10.23.' Progress Invoices

DCS Partial Lien Waiver_10.27 Progress Invokes

DCS Payment Applic ation (Se< Progress Invoices

DCS Progress Invoikce Form_‘ Progress Invokes
DCS_Progress_Invoice_Form Progress invoices
DCS_Progress_Invokce_Form Progress Invokes

DPW_Final_Lien_Waiver1207" Progress Invokes

DDO@DDDDDCJE

LIRS AR IR IR IR IR

DRAFT_DCS_Progress_lnvol Progress Invokces P n o oo
[1]2 JEEL v = =
C. lEPrntToPoFI (@ PrintToExcel ¢ SendEmad  [B) Report Viewer X Cancel

After the Payment Application is signed it should be uploaded as an attachment to the
Payment Application record (see Section 100.7, Attachments — Upload & Link Files in the
Attachments tabs).
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6. After a signed copy of the Payment Application has been uploaded:
A. Change the Status of the Payment Application to “Approved”.
B. Click the “Save” button.

Once a Payment Application is marked as “Approved”, the next Payment Application from
that vendor can be created by:

C. Clicking the “Create Next” button; and
D. Click the “Save” button.

Figure 710.16.J
B.

. . . . > | & @ = « (D
001 - O'Brien test project 2 - zzz-testing purposes not re L H X ® et 'J'n | @ | %l_l ?
Project* rien test project 2 - nine Invoice
Invoice Date Oct-27-2017 |
Commitment* 1 - GC test - )
Billing Terms - Select - -
Company zzz-testing purposes not real company
Description test Payment Application Invoice Due B
Reference Invoice Type |— Select - v
invoico # 7 C. Contact
Record #* 004
Revision 0 Date Oct-27-2017
Comment
staws A
Cost Period Oct 2016 &
Category — Select — - Print Lisn Waiver | [ signed Lien Waiver attached
Paid In Full O
Details Adjustments Specifications Payments Notes Attachments Notifications
[_/’ Edit & Add 4D t Manager &3 Link PMWeb Record(s) X Delete Selected Line + Refrest o D¢

Note: A Contract Record and Payment Application must be created for all Invoicing. The
Miscellaneous Invoices Feature can no longer be used.

710.17 RETAINAGE REDUCTION

To implement an approved retainage reduction in a vendor's Payment Application, please
contact CSS.
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760.0 Project Closeout - Substantial Completion
The project closeout process begins in PMWeb once the DAS PM receives a signed certified
copy of the Certificate of Substantial Completion. At this time, the DAS PM should access
PMWeb Form 7990 — Construction Closeout Document Submission Checklist and begin
recording the dates from which the required closeout documents are collected for submission
to DAS Project Accounting and to the Office of Legal Affairs, Policy and Procurement.
This section of the manual will focus on how to create and complete a Form 7990 for a project
entering the project closeout phase; how to collect and store project closeout documents in
PMWeb; and how to closeout project financials in PMWeb.
760.1 Construction Closeout Document Submission Checklist (Form 7990)
The Construction Closeout Document Submission Checklist (Form 7990) is a PMWeb based
form that was created to track the status of a project during the closeout process so that
Construction Support Services (CSS) can assist DAS PM’s with some of the administrative
functions of project closeout. Form 7990 contains a list of all project closeout documents and
processes that are to be completed to issue the final payment; prepare a project for outside
audit; and complete the project closeout process in PMWeb.
The DAS PM should begin filling out Form 7990 when the Certificate of Substantial
Completion (Form 7810) has been executed and Substantial Completion Date has been
established. Thereafter, any items listed in Form 7990 should be uploaded to the YH7 Project
Close-Out file folder in PMWeb the date the document has been completed and signed, and
the date the document was completed and signed should be entered into Form 7990.
1. To create a new Project Closeout Checklist:
A. Select the “Workflow” module.
B. Click on the 7990 Construction Closeout Checklist in the Forms File Folder.
C. Select the subject project from the “Projects” dropdown list.
D. Click the “Add” button to open Form 7990.
Figure 760.1.A
=l Workflow Drag a column header and drop it here to group by that column C D I
[E Inbox o - j "Brien roje -
B g A Projects | O'Brien test project 2 1' + Mdl
Project Name Project # | Record # ‘ ‘Workfl
i”‘IWolkﬂuw
= [ Forms i i i
B. O'Brien test project 2 TOB-002 000001 Submit
[ [J[1]D) (1]  Pageswe 20
< >
I\ Document Control
.j.muamgernem
,_-_2 Scheduling
A. [J Workflow
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E. Select your “Project Name” from the dropdown list; and
F. Click the “Save” icon to save the Checklist.

Figure 760.1.B B

: S PR

7990
Construction Closeout
For Project Accounting

prapees s |1 I

instrustione: For DAS Project Manager [DAS PM):

N Carmplefo T Eoliowing formes sred Lk, s imsfrecked

Imner T dein of nEsarce o compisiion B B wpacs provided For esch of B e nfed bokow
o oy g 5 ot el sl F i
Dasiricais husd srion siscirone copae of guch o fua Fooma an immiescied o e sebec] Fomm
Ligho sl 8 Ry WRLOE FOmphitid Cof of B0 o b BTV IAIRD Dbl B0 ek PAFSERD FTakl
Clobbou] B tokdai prioet ta tobralineg B Finel Requsiion o T 085 Propd Socouling

e

2. If a Project Closeout Checklist already exists for your project, it will appear near the top
of your screen. To open an existing Form 7990:

A. Click on the “Record #” for the subject project.
Figure 760.1.C

PMileb = o ©
__l oo mm DT | mg = ) Workfow > Formas > T Coastructios Cliosecdt for Persect A rcoasfing
W oriSon Dvag & cobamn beader and drog € here i growp By Bl colerme:
B o [ - = Peajests cur o ks X Deiels 32 Rebesh
o e | Pazmo] e Froest il‘-uul | ‘Wortion Sl
BT worichow
. T T i ¥
o [ Ferrea

HI@ CTHE . Wilkten st & ferovaliorn B0 T840 A. I-uowl Inul
Cribren b deaml T TORSET HE0ea Dk
DA . CRINC, i Ol Eansglion  BLARL1 128 200001 Demt
CTHE . FRG Separsiors « Mokl Tech & BLATSE ol Daad
WL - Ferervaliorn B Lichilei! Benide ©F 0275 00001 Desl
DEEP . Husresasid Death 5P - Comt 847080 ‘FEai {C]
[ g — e e st
DELF . Muwrsoasst Beach 5P . sl B TR50 == il Lo
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3. To complete Form 7990:

A. Follow the Instructions provided at the top of the Form; and
B. Enter a date next to the respective Item No.; or

Figure 760.1.D

Project Name: =

PilWek: re on number, version: | Draff b
Instructions: For DAS Project Manager (DAS PM):
1. Complete the following forms and tasks, as instructed.
2. Insert the date of issuance or completion for the final phase of the subject project in the space
provided for each of the items listed below.
A 3. Obtain all required signatures as instructed on each subject Form.
) 3. Distribute hard and/or electronic copies of each of the Ferms as instructed in the subject Form.
4 When any of the items listed below has been completed and signed, upload a copy of said
document to the YHT Project Clese-Out file folder in PMWeb and netify the Director of
Construction Support Services (CS5), via email, that the document has been uploaded. Distribute
hard copies of the required forms to DAS Project Accounting as instructed in Section 10.0 of the
sub'EI form
Item
D?:D;rﬁ;:fgdor Item Description:
No.

= I

1.0 Certificate of Compliance Part 2 — Construction Phase (7150):
Cerlification by the Consultant, the General Contractor (GC) / Construction Manager at Risk (CMR) /
Design-Builder (D-B), and the CT DAS Commissicner that the “Completed Project” or the “Designated
Portion of the Work®, is in substanfial compliance with the approved plans and specifications and the
requirements of the Connecticut State Building Code and all other applicable codes as required by Chapter
541, Connecticut General Statutes.

C. Fillin the requested information in the space provided.

Figure 760.1.E

Date Issued or 17.0 Other Closeout
Submitted

17.1  Percent for Art Contract:
The Art in Public Spaces program requires that not less than 1% of the cost of construction or
renovation of publicly accessible state buildings be allecated for the commission or purchase of artwork
for that building. With reference to the Percent for Ant Program, please provide the following
information:

Yes D D 1. Does the Percent for the Art Program apply to this project? If no, proceed to Secfion 17.2.
Yes D D 2. Has an Arfist been selected by the Department of Economic and Community Development (DECD)
for this project?

No
No
—
A 3. Has a contract been executed by and between the Arfist, DECD, and DAS? If so, please provide the
r date of execution in the space provided.

: 4_If a schedule has been established for the Percent for Art Project, please provide the estimated date

of completion in the space provided.

\ In the space below, please provide a brief summary of the status of the Percent for Art Project

Click the “Save” icon whenever any changes are made to the Checklist.
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Once the date issued or completed has been entered into Form 7990, the issued or completed
document should be uploaded to the YH7 Project Close-Out File Folder.

1. To access and upload a closeout document to the YH7 Project Close-Out file folder:

A.

moOoOw

m

Click on the “Project Selection Box” and select the project number from the dropdown
list to open the project (if you are already in the project, proceed to the next step) for
which you wish to upload closeout documents.

Select the “Toolbox” module.

Click on the “Document Manager” tool from the Toolbox.

Click on the “+” symbol to the left of the file folder to open the “Project” file folder.

Perform the same action to open file “5 DPW Y Construction Phase Folders,” and
then open the “YH7 Project Close-Out” file folder.

Click on the file folder where you want to upload a project closeout form.

Figure 760.1.F

=i Toolbox

C. Zl|loocument Manager

PMileb

- W osrentestprogect: . Too

7o,

D. Project: O'Brien test project 2 (1)
b
+1-_] 2 DPW G Initiation Selection Contract Phases Fo
+1-[_) 3 DPW B Design Phases Folders
+1-__] 4 DPW R Bid Phase Folder (1)

J 5 DPW Y Construction Phase Folders

:

E.

Configure Tree

. 1 DPW PG Administration Folder

+/-[_3 YHO Contract Documents
+-[_J YH1 Construction Reports Meeting Minutes (
+-[_J YH2 Payments
+-[_ YH3 Change Clarifications
+1|_J YH4 Testing Inspection Reports
+1-[Z3 YHS Submittals
+1-[ 1 YH6 Issue File
[=]a[v#i7 Project Ciose-out

| Certificate of Acceptance

| Certificate of Completion
| Certificate of Compliance
[ Certificate of Occupancy
| Certificate of Substantial Completion

1 Contractor As-Built Drawings
. Final Lien Waivers

Follow the steps in Section 100.7, Attachments — Upload & Link Attachments in the
Attachments tab for guidance on how to upload documents to the project closeout folders.
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A separate file folder should exist for each of the project closeout documents. If a project was
created from a template that does not have a specified file folder for each project closeout
document listed in Form 7990, a new subfolder will need to be created for that file in the “YH7

Project Close-Out” file folder.

2. To create and name a new subfolder within the “YH7 Project Close-Out” file folder, do
the following:

Right click on the “YH7 Project Close-Out” file folder.

Click on “New Folder” from the menu to create a new file folder.

>

Find the “New Folder” within the list of file folders and right click on the file folder.

Click “Rename” from the menu to rename the new file folder.

Type the name you want for the new file folder (not depicted).

Figure 760.1.G

=] Toolbox

E Document Manager

PMileb = o 0

I~ W s - viicox aaatons & Renova - [ MERCITE

'ﬂﬁ YHO Contract Documents Drag a column header and|
:Jﬁ YH1 Construction Reporis M @& 4UploadFile
_ﬂﬁ YHZ Payments = | | | —
+H[J YH3 Change Clarifications (1
_ﬂﬁ YH4 Testing Inspection Rep:
:Jﬁ YHS5 Submittals (2)
:Jﬁ YHB Issue File B
JA\ENE rrer— :
- Asset Valuati -l' New Folder I]
----- (3 Cerlificate of A 3 | Open
""" [ Cerificate of G ", Edit Folder
..... . [? dle | Rename I
[d Certificate of &
----- £3 Gertficate of Og [ | Subscribe
_____ [ Cerfificate of Su Unsubscribe
_____ £ Consent of Surs URL | Copy Folder URL q—‘
..... 3 Contractor As-8 4 | Upload File o A
----- [ Final Lisn Waivy L) | Copy Foider
----- I Insurance Lette| I0) | Paste Folder es i
----- [ Liguidated Dam| X  Delete

..... [ Warranties (1)

C. | ----- [ New Folder 16 I

""" [ Operation and Maintena
""" [ Performance Evaluation:
""" [ Project Summary Report
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760.2 Financial Closeout, Project Complete

After final payment has been made on a project in CORE CT, the DAS PM shall notify the
DAS/Construction Services Associate Accounts Examiner (AAE) to begin an internal audit of
the project budget to ensure that all line item entries posted in CORE CT have
correspondingly been posted in PMWeb.

Upon completion of the internal audit, the AAE will send an email notification to the PM
through PMWeb, with a copy to the ADPM, that the financial records review is complete. The
email will include a link to the “Review ltems” form for the project in PMWeb, which is the
document used to track the status of the project financial records, and an excel workbook

with a detailed analysis of the financial records review. These items can also be accessed
directly in PMWeb.

1. To access the Review Items directly in PMWeb, proceed as follows:
A. Select the “Cost Management” module.
B. Find the “Forms” file folder and Click on the “Review ltems” tool.

C. Click on the “Projects” dropdown list and select the project for which you wish to see
“‘Review ltems.”

D. Click on the “Record # for the subject project to open the Review Items for that
project.

Figure 760.2.A

®
P b =9 0
" EmB —
m CTHS - Wilcox Addifions & Renava e 3} Cost Management > Forms > Review
- Drag a column header and drop it here to group by that column
CMR Contracts A C.
Master Commitments Programs a1 ~ Projects I CTHS - Wilcox Additions & Renavation 'I ]
Contracts Project Name | Project # | Record #
=l [ Change Management
Potential Change Orc . N
i CTHS - Wilcox Additions & Renovations = BI-RT-843 D I 000001
CMR Contract COs ————
- (] [«][1]»] [»] Pagesze 20 -
Change Orders -
=l [ Invoices
CMR: Requisitions
Miscellaneous Invoic
Payment Application:
=l [ Forms
. v
B. Review ltems:
<
>
: Section 6
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See Figure 760.2.B below for a sample of the Review Items Form.

1.

The Review Items form shall be completed as follows:
The top of the Review Items form will be filled out by the AAE.

A. The “Workflow Status” dropdown list will define the status of the item under review.
The Workflow Status is updated throughout the review process. The following is a
list of Workflow Status definitions and the required action to update the status:

e Draft — The item has not been reviewed by the AAE. No action has been taken.

e Submitted — AAE review of project financials is complete. AAE updates Workflow
Status to “Submitted” and sends notification to PM/ADPM, through PMWeb, that
review is complete. See Step 4 below to determine if corrective action is
required.

e Returned — PM has taken action to resolve financial discrepancies, updates
Workflow Status to “Returned”, and sends notification to ADPM, through
PMWeb, of action taken. See Step 5 below for next steps.

e Approved or Rejected — ADPM approves or rejects the corrective action,
updates Workflow Status to “Approved” or “Rejected”, and sends natification to
PM and AAE, through PMWeb, of approval or rejection.

e Resubmitted — PM takes additional action to resolve rejected submission,
updates Workflow Status to “Resubmitted” and sends notification to ADPM,
through PMWeb, of action taken.

If there are any discrepancies between the record documentation in CORE CT and
PMWeb, and / or any incomplete or missing records, the AAE will:

B. Make note, in the “Comments” section, that a detailed financial records analysis has
been added as an attachment (A.1) to the Review Items form. The financial records
analysis will list all items that require corrective action.

Figure 760.2.B

| W ProgramProject Login - -y Cost Management > Forms > Review ltems
d| O
005360- - s E H ) = |- I";,|-
Details Motes Aftachments (2) Motification

Review ltems

Project Name -

Review item # on this project 1

Workflow Status Submitted -
Drraft
Date Reconciled fo (Core) Submitted
- | Returned
Date Reconciled to (PMWeb) Resubmitted
Approved
Date Sent fo PM Rejected
Withdrawn
General Status __ Select - -
—
Refer to attach for more details
Comments B B

DAS 12/21/17

Section 6

Project Closeout
Page 106 of 108



Project Phases & Milestones
0150 — PM Web Manual

Findings from the analysis that require corrective action will need to be resolved
before the project can be closed in PMWeb.
2. The bottom of the Review Items form is filled out by the PM.

A. Whenthe PM is ready to submit/resubmit a notification to the ADPM of the corrective
action taken, he/she should enter the date of submission in the “Date PM Replied”
field.

B. The corrective action taken should be listed in the “Corrective Action Taken” field, or
if applicable, attach documentation of corrective action taken under the Review
Iltems Attachments tab (See Section 100.7, Attachments - Upload & Link Files in the
Attachments tabs) and make reference to the attached documents in the “Corrective
Action Taken” field.

Figure 760.2.C

PMileb = o ©

m . - Program/Project Login - - Cost Management > Forms > Review ltems
CMR Contracts /|  005360- < M 4 H - = | - B | -
Master Commitments

Details Notes Aftachments (2) Netification

Contracts
=| 1 Change Management
Potential Change Orc RE\”eW Items
CMR Conlract COs Project Name -
Change Orders
= [ Invoices Review ffem # on this project 1

CMR Requisitions:

Miscellaneous Invoic: Workilow Status -
Payment Applicafions
Date Reconciled to (Core) 0Oct-31-2016 E
= [ Forms
- v
Date Reconciled fo (FMWeb) | Now-042016 | [
< >
l‘\k T Date Sent to PM Jan-10-2017 B
';é S Al General Stafus | . Select — - I
= Scheduling
Refer to attach for more details
[JT Workflow Comments
e Portfolio
é Toolbox A.
Date PM Replied May-16-2017 E B

See attached email
Corrective Action taken

Click the “Save” icon whenever any changes are made to Review Items.

Once all corrective actions have been updated to “Approved” in Workflow Status, the ADPM
will send a natification to the PM and the AAE, through PMWeb, that the corrective action for
all project financial records is complete and have been approved. The AAE will then conduct
a final review of the financial records and if it is determined that no further action is required,
the audit will be completed.

At this point, CSS can closeout the project in PMWeb and change the status of the project
to “Inactive,” thus closing the project in PMWeb.
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3.0 REFERENCE DOCUMENTS

3.1 PMWeb Quick Start Guide
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Pale Yellow Hartford Yellow Field
cilr;)eg)n ADMINISTRATION G(rg‘)a“ 'N'g'(’)“NT'TOR’XgEPLHEESTI'E%N / B('E‘j)e DESIGN PHASES ® BID PHASE (YH) CONSTQW,O,\} PHASE YF) cowsméﬁ%m PHASE
Folder Title and Contents - - Folder Name and Contents - Folder Name and Contents Folder Name and Contents Folder Name and Contents
PG1 Project Financials G1 Project Initiation B1 Pre-Design R1 Permits / Approvals / YH1 Construction Reports / YE1 Construction Reports /
Budget Spreadsheets Update Bonding, Allotment Notices Master Plan ___Agreements Folder Meeting Minutes Meeting Minutes
B100 Budget(s) (OPM & DCS) Feasibility Studies Bid Data Form Monthly Progress Status Monthly Progress Status
T Sroeol Tracking Fold Project Work Plan Program Bid Release Form Reports / Logs Reports / Logs
: J g Toger Master PM Project Schedule Traffic Studies Building Permit (As Applicable) Progress Photos _ Progress Photos _
Project Tracking Updates Project Directory Borings / Geo-technical Report Certificate of Compliance Project Meeting Minutes Project Meeting Minutes
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PG2 A/E Invoice Folder Hazardous Material Reports Certificate of Occupancy
RFQ Documents DCS/ CA/ OSBI/ OSFM / Temporary Certificate of YH2 Payment YF2 Payment
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PG2.1 In - Correspondence OBS Interview Documents Reviews and A/E Responses Statement of Special Certified Payrolls Certified Payrolls
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Other Invoices A/E Submitals (3 Lowest Bidders) : iRERONIS . L
AJE Cost Estimate(s) Letter of Recommend Special Inspections Special Inspections
O oA Contract DCS / CA/ OSBI/ OSFM /. Site/Soils Site/Soils _
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Fee Proposal(s) Reviews and A/E Responses Contract Award Meeting Alarm / Fire Protection Systems Alarm / Fire Protection Systems
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PG4.2 Ou?_t(r;grrrg;):;rna:jcéice Amendments ?;Al,nnli:z(s;t YH5 Submittals YF5 : Submittals
Task Letters Notice to Proceed Submittal Log Subm!ttgll Log
Agency SPRB Submittal Packages Pre-Construction Meeting CSlI Divisions 1 through 17 CSI Divisions 1 through 17
— In - Correspondence Minutes .
G4 Other Contract Selections Misc. Reviews and A/E YH6 Issue File YF6 Issue File
oe 1 Agency R Foder Responses CSI Divisions 1 through 17 CSI Divisions 1 through 17
: ocuments
Out - Correspondence QBS Screening Documents YF7 Project Close-Out YE7 Project Close-Out
QBS Interview Documents Certificate of Substantial Certificate of Substantial
PG6 Legal of Formal QBS Submittal Booklet Completion Completion
In-Correspondence Certificate of Compliance Certificate of Compliance
~ G41  Other Contracts Folder Certificate of Occupancy Certificate of Occupancy
PG6.1 LEgel of Contracts Certificate of Acceptance Certificate of Acceptance
Out-Correspondence Scope Meeting Minutes Certificate of Completion Certificate of Completion
: Fee Proposals Insurance Letter to Agency Insurance Letter to Agency
PG7 Evaluatlons.FoIder Commission Letters Final Lien Waivers Final Lien Waivers
(Orange Sticker) Amendments Warrantees Warrantees
A/E Task Letters Contractor’'s As-built Drawings Contractor’s As-built Drawings
CA SPRB Submittal Packages Operation & Maintenance Operation & Maintenance
Contractor Manuals Manuals
Misc. Reviews and A/E Misc. Reviews and A/E
Responses Responses
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