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PARTI:
PROJECT SET UP
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Section 1: Basic User Navigation

1.01 Accessing the project

Log in to e-Builder: https://gov.e-builder.net.

£ e-Builder I

MyHome  Dashboard  Projects PManning  Forms Processes  Doouments  Calendar  Contacts Cost Schedule

Welcome, Rebeccal

My Forms

Find the project you wish to access in the list, as shown below, and click on the Project Name to open the
project;

& e-Builder NG

My Home Dashboard = Projects Processes Documents Contacts Cost Schedule Reports Setup s

Proj'ég\:ts
!

L ]
. DAS Project Project - :
P - P =
mjl::t‘l_\‘lnmr Number ADEM Manager roject Status Agency Description
b rar

- g : < e
2 e BI-C5-1 i Russail Test Project

C5-510 Ru |

< HE — g Russell | M:190C ICD R 75 gt This is a test project report to test the
= Russell . Higher Education his 15 a test project report b {

or you can search for your project by entering the project number into the “All projects” dropdown list,
or by looking for it under the list by clicking dropdown arrow from the “All projects” dropdown list.

& e-Builder I

Projects = Purning  Forms Processes Documents Calendar  Confacts  Cost Schodule Repoats

Projects
w T
B0 - Tt B OF - B 00 Buidsg
v cipd Fp e
BTl - T
LR} ]
i ] S Pyoge o Fropenl
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Either option will bring up the “Project Details” page. The “Project Details” page has a Project Menu
with links for the modules related to that specific project.

My Home Dashboard | Projects Processes Documents Contacts Cost Schedule Reports

Project Details For &i-38-123- Thisis a test

Project Name Bl-3B-123 - This is a test
e-Builder Project Administrator O'Brien, Timothy
Project Status Active
Address
Country USA
Start Date 09.11.2023
¢ ¢ T Target Date 09.11.2023
Description fqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn
Project M enu rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwrfqwrfg wrgfwer gweg
Project Webcam
Details Last Modified By Q'Brien, Timothy
Planning Date Last Modified 12.06.2022
Forms
lssues Custom Fields (85) = Notes (0) Documents (0) Forms {0)  Processes (0) | Settings
Processes DAS Project Number:
Documents Project Name: Bl-3B-123 - This is a test
DAS Project Status: M=-2910 Claim Phase
Schedule . )
Project Delivery Method:
Cost Project Type:
Contacts Is this a CHEFA project:
Calendar Date Project Initiated:

1105 Submission:
1105 Reviewed:
Agency Request for Project

Submittals
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Section 2: Project User Access

For DAS Project Managers:

When a DAS Project Manager is assigned to a project in e-Builder, the Project Manager may contact
Project Support Services (Tim O’Brien in Teams or at timothy.o’brien@ct.gov ) to gain access to the
project in e-Builder.

For Agency Users:

Agency PMs may contact Project Support Services (Tim O’Brien in Teams or at timothy.o’brien@ct.gov )
to gain access to a project in e-Builder for themselves, or for other agency staff. For each user, please
provide the following information:

1. Name

2. Department

3. Email address

4. Project numbers, if only certain projects, or all in a department prefix.
5. Role: Agency PM, Agency Signatory or review only.

For Consultants and Contractors

Requests for user access to a project for consultant staff, contractors or any other outside user should
come from the DAS Project Manager or from the CA assigned to the project, if the DAS Project Manager
has delegated the CA with that responsibility. These requests for access may be made to Project Support
Services (Tim O’Brien in Teams or at timothy.o’brien@ct.gov ). Please provide the following information
for each user:

1. Name

2. Company

3. Email address

4. Project number or numbers

5. Role on project, such as A/E, A/E subconsultant, CA, GC, CMR or other.

Please specify if the users will only need access to submit invoicing/Payment Applications, otherwise the
user will be in workflows and get workflow notifications.
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Section 3: (Reserved for future use)

3.01 Coming Soon
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Section 4: Add Funding Sources
4.01 Accessing the Project

Follow the instructions provided in Section 1 to Access the Project.

Under the “Project Menu”, click “Cost” and then click “Commitment” to navigate to the Commitment
record. Click “Edit” after opening the “Commitment Details” page.

Commitment Details

Commitment Overview  Other Delsds  Finaneial Surrmary

Mail Mérge  Requedt Approval  Approwe  Maks Perdfing  Delste

Commitrvent loews (21 Cuscom Fosids 131 Notes 0 Documents (D Formi ) Processes (0
Export = View Funding
Qriginal
[T Budget Ling tem Deseription Current Budget Funding Rule Commitmaent Retainage Peveent  Cisitom Fleld(s)
Amount
R oot A A CAM, CX 1 &
% On-Call {CA, CAm, ) 2 o 1.00 0 &
Total 000 200

Click on the pull down menu in the “Funding Rule” column and then select the most appropriate funding
source.

Commitment Items Manage Funding
Item Number | Line Item Description Current Budget Amount | Allowance Custom Fleld(s)
’ 210 4 &
Q10,1 )

Total 2,00

Add New Commitment Item

e Number 003 State Bond Funds
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After selecting the appropriate funding source, click “Save.”

Funding Source Distribution For : All Items

Distribution

Funding Source ® Percentage Amount

Agency Transfer of Funds

ARPA Funds

CHEFA Funds

DAS Minor Capital Project Funds
Energy Funds

Federal Funds

HazMat Funds

Other Funds (Special Legislation, etc.
School Construction Grant Funds

State Bond Funds

Total

Note that the “Funding Rule” has been changed for all of the lines. Click “Save” to complete.

Edit Commitment

Commitment Overview oy

Project “Tes 2 Project Name

Master Commitment:

Please select 2 master commitment. e
* Commitment Type: | €A Contract v| Status: Draft
* Commitment Number [o11 * Company.

Unit Cost Options: Company Number. Zz72-teS

t real company =
gonly / v

Select a contact... v | /

Lump Sum Amount v

Contact:

* Description

Created:

Other Details

Commitment Date: m Motice to Proc m
Scope of work:
4
* Default Retainage Percent: 0.00 Snrr,ar‘, manual entry
Commitment Items Manage Funding
) Item Number  Line Item Description Current Budget Amount Allowance  Custom Field(s)
’ 001 Q{10130 # On-Call (CA, CAm, CX) o0 O @ Delete
O | # o002 g 10,130 # On-Call (CA CAm, CX) o C @ Delete
»

Total
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Section 5: Edit Budget Details

The Budget tool in e-Builder is used to track money that has been allocated or otherwise made available
for commitment and expenditure on a project. The Budget tool is not for the entry of the whole 1105
project budget unless funding has been allocated for the entire project. The following instructions
concern making changes to the Budget in e-Builder so that it reflects the money that has actually been
allocated to a project.

5.01 Accessing the project
Follow the instructions provided in Section 1 to Access the Project.
5.02 Creating a new Budget Change entry

After accessing the project, under the Project Menu:
1. Click the arrow next to “Cost” to open the Cost options.
2. Then click on “Budget Details”. That will open show the current project allocated Budget.
3. Then Click on the “Budget Changes” tab. Previously entered budget changes will be listed.
4. To start a new Budget Change entry, click “Add."

My Home Dashboard Projects Processes  Documents Contacts | C€ost Schedule Reports Setup  eee

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Budget Details For 5i-35-127 - This is a test -

Mail Merge  Edit

lementation) Status: Approved

mplementation) Budget Controk: Controlied Total

Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{Under)

3 0.00 (10.00)
Project Menu

> [ Details

Budget Lina ltems () stom Fields () Notes (0) | Documents{0) Forms(0) | Processes (0)
- o
'@ FPlanning B e
Forms Show: Al el T Export ———MaitMdeg
¥y 7 Issues T
U [#a Deseription Reason For Change Applies To Status Date Of Change Chahge Awg
00 10,00

Processes T -
First test entry Original Budget Original Amount Approved 12.18.2023
Documents

Schedule Jrotats 00

24 [N

Mail Merge Add

Budget Details
Lomgnitments
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A new screen will open entitled “Add Change Details”. Complete the following:

1. Select a reason code, such as “Original Budget”. “(Original)” at the end of it means that the
reason code will make this change show up in the budget as original costs.

2. Enter a Description.

3. Select “Save and Add All Line Items”.

Add Change Details

Save and Add All Line ltems Save and Add Items One at a Time Cancel

Project Name:

r

-127 - This is a test

* Budget Change Number: Status: Draft

I reason Code: Original Budget (Original) | * Date Of Change: 12182023 | BB

it
!
I * Description: v Completing the budget for the test project I

Custom Fields

Save and Add All Line Items aye and Add Items One at a Time Cancel

On the next screen, click, “Continue.”

Add Change Details
Confirm Add All Budget Items

Are you sure you want to add all budget line items to the change?

g Back
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The “Edit Change Details” screen will open. Then enter the changes:

A This column has the Cost Codes for each line in the Budget.
B This column has the current Budget amount for each Cost Code.
C This is the column where the changes being made are entered. Click on the “0.00” or the “pencil”

button in the line item you want to edit. Enter the change amount for that Cost Code, which can be
either a positive number, for an addition, or a negative number, for a reduction.
D The Net Budget Amount for each Cost Code will calculate automatically. The Net Budget Amount is
equal to the Current Budget Amount (B), plus (or minus for negative numbers) the Change Amount
(C).
The value at the bottom of the Net Budget Amount column should reflect the total amount currently
allocated to the project.
F  When the entry is complete, click “Save.”

m

Edit Change Details

F ancel

I Sia Drett

Original Budget {Originalj v | # Date OF Change: 12182023 | [

Completing the for the test praject
Budget Change Items A B C D Recalculate All

Description [Budget Line Item Current Budget Amount | Projected Commitments | Formula Change Amount [Net Budget Amount
1 Total Acquisition (Land / Building) _j01.000 | 000 o0 oo0 | @
2 Total Environmental Remediation ... 0.00 0.00 A 000 a00 | @&
3 On-Call {ENV, HAZ) 02,130 0.00 0.00 Add noo & oo0 | &
1 Total CMR Construction Phase (W... [03.100 10.00 0.00 T ooo | @
Tatal DBE C iction Phase 0.0 0.00 0 o | B

3 Total DASH 0.00 0.00 .00 0 2
7 Total Equipment j05.000 0.00 0.00 Add oo oo | @
8 Total Telecommunications 0.00 .00 Add i oo | R
9 Total Studies (Pre-Design, Environ.. 0.0i .00 Add 000 L
0 Total A/E (Design Phase, Bidding P... 08000 000 0.00 Add 000 000 | 4
1 On-Call {4RC, CIV j02.130 0.00 0.00 Add 000 oo | IR
2 Total Other (including CM 0.00 0.00 Add 0.00 "
3 Total CA (Desig 10,000 0.00 0.00 Add [ , oo | &
1 2
tal 10.00 0.00 0.00 E
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5.03 Navigating back to a draft budget change

To access a previously saved budget change entry:

1. Follow the instructions in 5.1 & 5.2, steps 1-3 to navigate to the Budget Details/Budget Changes tab.

2. Click on the item # of the draft change to reopen the draft.

Budget Details For | 5-38-127 - Thisis 2 test

Mail Merge Edit

Quick Cost Summary

Current Budget

Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under

Export = Mail Merge Add

Reason For Change Applies To Status Date Of Change Change Amount

leting the budget

fior the test project

000

10.00

Mail Marge Add

5.04 Approving a budget change

A budget change can be approved by clicking “Approve”. Alternatively, the “Edit” button can be clicked
to re-open the draft for further changes.

Budget Change Details

Mail Merge Make Pending Make Projected Request Approval [Ed] Delete

Quick Cost Summary

Current Budget

Current Commitments

Actuals Approved Actual Cost To Complete Projected Over/{Under)

0.00 (10.00)

If “Approve” was selected, the approval confirmation screen will appear. Click or enter the approval
date. Comments may be entered under “Note,” but are not required. Click “Approve”.

Confirm approval

Are you sure you want to approve the budget change 002 - Compieting the budget for
the test project for 0.007

Approval datd
12.19,2023
MNote

Check inelli::l
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The project budget should now appear updated, based on the sum of the initial budget and all of the
Budget Change entries. The budget is broken down by cost code in the “Line Item” column and the

“Current Budget” column should reflect the updated current project budget. The number at the bottom
of the “Current Budget” column should be the total money allocated to the project, as updated by the
Budget Changes made.

Project Menu

> Details
¥ Planning
Farms

> iz lIssues
Processes
Documents
Schedule
v wm$s Cost
Cost Summary
Funding Sources
Budget Details
Commitments
Actual Costs
Cash Flow
Other Cost Columns
&1 Contacts
Calendar

Submittals

Budget Details For Bi-30-127 - Thisis 2 test

Project
Created
Approved
Description
Quick Cost Summary

Current Budget |

uilder implemet

e-builder implementation

Current Commitments| Actuals Approved |

Statws: | Approved

Budget Control:  Controlied Totai

Actual Cost To Complete

NUTY | ACCOUNT Level Lost

Mail Merge Edit

Projected Over/(Under]

10.00 0.00 0.00 0.00 (10.00
Budget Line Hems (18) | Budget Changes (2) | Custom Fields (0} | Motes(0) = Documents{0) Forms{D)  Processes (0)
Group By: | Line Item v | Show Filter Export ~  Apply Template  Add
Show 100 v 18 items in 1 pages
Approval o
il cted
escription Snption | oW Required For Original Budget Current Budget Pehding Changes Praje Projected Budget
Charges Changes
Change @
T
1tal Acquisition " 0 00 100 0
and / Building)
tal Environmental
Remediation & Haz- v 00 0.00 000 [0
at Abatement By
urier
v 00 o0 100 0
o 1005 o aan 100
10.00 0.00 0.00 10.00
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Section 5A: Tracking DAS Fees

5A.01 Accessing the project
Follow the instructions provided in Section 1 to Access the Project.
5A.02 Creating a Commitment Record for DAS Fees

The following applies if the project does not already have a Commitment record for DAS fees.

1. After opening the project record, select “Commitments” under the “Project Menu” and then click on
“Commitments”. If no commitment appears for DAS fees, click, “Add.”

My Home Dashboard Projects Processes  Documents Contacts = Cost Schedule Reports Setup  eee

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Commitments For |2-38-126 - Thisis 5 test -
Commitment Summary
Project: BI-3B-126 - This is a test
Original Commitments: 0.00 Pending Commitment 0.00
Changes:
Approved Commitment 0.00 Projected Commitment 0.00
Changes: Changes:
Non-commitment Costs: 0.00
- Current Commitments Value: 0.00 Projected Commitments 0.00
Value:
PrOJE‘Ct Menu Quick Cost Summar_y )
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
> Details 000 0.00 000 0.00 0.00
®e Planning
Forms Show: [ All v| [All Commitments v| Go | ShowAll Show Filter Add
>
> 3 Issues =<
: [J/#. Description Company Date Status Commitment Type Comiiment Cument P"’j““j""/ms e
*s Processes 2 ot Lt i Amount Commiwmﬁ;nt‘ Approved Balance
> W Documents There are no commitments for thesefelion,
= Schedule e
=
v s Cost s s =
Cost Summary LS
Funding Sources L me

B¥dgkt Detalls | et
Commitments
AAGuahCoRts s x

2. That brings up the draft Commitment form. This description will concern three different parts of that
form (labeled A, B and C, below):

Add Commitment

Commitment Overview Save Cancel
A - Pome st —ad
- 001 il * -
- [Enn S At %P | =
* ~]
" .’
Project Menu
] Dewils Other Details
o
7~
* Defaut Retainage fi I

Commitment Items

Add New Commitment Item
e B
[
T
=3
Add
it Fasconmn Einicle
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A. Add Commitment
A.1. Inthe “Commitment Type” field, select, “DAS Fees.”

Commitment Overview

Contrelled By Commitment liem

A.2. Inthe “Company” field, type “Department of Administrative Services”. Note that the Company
Number will populate automatically as “DAS001”.

A.3. Enter the Commitment Number, using the following format. Starting with “DAS001” (the
“company number”), then type one dash. Then, excluding the “Bl”, “CF”, etc. and all other

dashes, enter the project number as shown.

Project: BI-3B-126 - This is a test
Master Commitment: Plea;(-;_f slé,_ll\ect a master commitment... v
* Commitment Type: [ DAS Féé___s v
* Commitment Number: ﬂm;58326 ]
* Unit Cost Options: [ Lump Sum Amount V]

A.4. Inthe “Description” field, type a prose description, such as, “DAS Fees on project 3B-126.” The
“Unit Cost Options” field should not be changed.

B. Add New Commitment Item

Under the “Add New Commitment Item” section:
B.1. Click on “Please Select a Line Item”. This is where the Cost Code is selected.

Add New Commitment Item

Item Numbfer

Budget Line It
Current Budgy

Description
Retainage Percent : 0.00
Amount j 0.00

Allowance Item? L]

Custom Field(s) G
Add

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals
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B.2. Click on Cost Code 12.000.

Budget Line Items [x

‘ Account Code | Description

=]

00

01
02.000

o
@
=
=]

03.20

S

04.000
05.000
06.000
07.000

08.000

Total Acquisition (Land / Building)

Total Environmental Remediation 8 Haz-Mat Abatement By Owner

On-Call (ENV, HAZ)

Total CMR Construction Phase (WAOs, Cost of the Work, Allowances, CMR Fee, & Contingency)
Total DBB Construction Phase

Total DAS/CS Contingency [Non-Commitment Cost]

Total Equipment

Total Telecommunications

Total Studies (Pre-Design, Environmental Impact Evaluation, & Other)

Total A/E (Design Phase, Bidding Phase, & Construction Phase)

On-Call (ARC, CIV-SUR-LA, ENGY, EPA, EST, MBE-ARC, MBE-CIV, MDE, MEP, ROOF, SCH, STR, VEH)
Total Other (including CMR Preconstruction Phase)

Total CA (Design Phase, Bidding Phase, & Construction Phase)

On-Call (CA, CAm, CX)

Total Art

Total DAS/CS Fee [Non-Commitment Cost]

Total Claims Fee

On-Call (ANLY-AUD)

Clear Selection Close

Page 17 of 199

B.3. Enter the Amount to be committed to DAS fees, at least initially, and then click “Add”.

Add New Commitment Item

Item Number
Budget Line Item

Current Budget
Description

001
12.000
0.00

|Tota| DAS/CS Fee [Non-Commitment Cost]

Custom Field(s

CT DAS 0175 (Rev. 03.07.2024)
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C. Commitment Items

Under the “Commitment Items” section, confirm that the information is correct. Any fields with a pencil
next to them can be opened for editing by clicking on the “pencil”. For example, to edit the Amount, click
on the pencil next to that number, change the number and click in any blank area of the form to allow it

to update.
Commitment Items
Item Number Line item Description Current Budget Retainage Aljowance E
A
Total 0.00 0.00

C.1. If the information is correct, click “Save.”

Add Commitment
Commitment Overview cel

C.2. Saving the draft commitment leads to a pre-approval summary screen. Before the
commitment can be used, it must be approved, which Project Managers can do.
a. Toapprove the DAS fees commitment, click, “Approve.”

Commitment Details

Commitment Overview  Other Detads  Fnancial Susmmary
Mail Merge  Request apprau ake Pending  Delete  Edit

Commitrent Fems (1)

Export =
Original

Current Budget Commitment Retainage Percent  Custom Field(s)

Item # Budget Line Item Description
Amount

0.00 10.00

b. Inthe next screen, click on the date hyperlink to populate an approval date or enter an
“Approval Date.” Enter a note, if applicable.
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Then either click “Yes, Approve the Commitment” to approve or “No, Cancel” to return back to the
screen with the commitment as a draft.

Commitment Details

Confirm Approval

Are you sure you want to approve the commitment?

Approval Date

Add a note:

Yes, Approve the Commitment

5A.03 Entering DAS Fees Actual Costs

1. Under Costs > Commitments, click on the commitment number of the DAS fees commitment.

£2 e-Builder tobrien3 «

(7]

My Home Dashboard Jocuments  Contacts | Cost | Schedule Reports Setup

Commitments For |5 35126 Thaisaten ~

Commitment Summary

Quick Cost Summary
Current Budget Current Commitments. Artuals Approved Artual Cast To Complete Projected Over/(Under)

Project Menu . L 21000 =

Show AR & L Export « Mail Merge Add
Comanitment Current Projected Actuals Remaining
T ot T Ameunt  Commitment|  Commitment Appraved Batanse

10.00 1008 10.00 b.00 10.08

MailMerge  Add
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tobrien3 - @

Documents  Contacts |~ Cost | Schedule  Reports Setup

Commitment Details

Commitment Overview  Othr Datads  Financial Summary
Mail Merge Vol Close  Edit

Add

Invoice X Description —_ Date Recetved » | Status | Inwoice Amount

3. Enter a description of the actuals record in the “Description” field. Under “Invoice Amount,” enter
the amount of new DAS fees to record, then toggle “Status” to Approved” and then click “Save”.

Add Invoice
Save and Add ¥ pheel

Invoice Overview

Invoice items i i \
Commi Item # Budget Line ltem | Current |m|=c:r:ﬁ'-|_n"-m=_r_5_5-:- Remaining to b |mm>~wnl Retinage % |1
Commitment "'——-lnl!ﬂ.(__tg____ I
0 g otal e [Non-Comemitment o> 100/ 000 %
'
Total 10.00 0.00 0.00 1

4. Inthe next screen, click on the date hyperlink to populate an “Approval Date” or enter an “Approval
Date.” Then click “Yes, Approve the Invoice” to approve or click “No, Cancel” to return to the draft

screen.

Add Invoice

Are you sure you want to approve the invoice?

Approval Date:
12.12.2023

Yes, Approve the Invoice

No, Cancel

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals
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5. If approved, the “Invoice Details” page will open to display the actual cost. Click “Mark Paid” to
approve (which includes approval under another approve screen). Click the link next to
“Commitment” to return to the record for the commitment.

Invoice Details

Invoice Overview  Other Details

Approved:

Involca fama {1)  Cusiom Fields (4]~ Notes(0)  Documents i) | Formsif)  Processes (0
Show Approved Commitment Items  Show Filter Export -
f,umln'l!mznt emd | ition E::‘gﬂ Line :;:Tm o ::;i::d T nD::ined Ta :T;::;Tu :‘-::I::t This :;r::'i::d THis. ooy Fieldis)
? &, el il =
Total 10,00 1.00 0.00 9.00 1.00 0.00

6. The Commitment Details page shows information about the commitment record, including the
Current Commitment amount, the Actuals Approved and has a tab to show the Actual Costs
entries against that commitment.

&2 e-Builder

My Home  Dashboard d Documents  Contacts | €ost Schedule  Reports Setup

Commitment Detalls

Comritormind Ovirvben | Othar Detels | Framsctsl Summan

Comminmant Hems (1) | Commtment Cr ar(13)  Notesfl Cocuments i) - Forms(  Proossses (0

Original
Frgdeted Retainage Cutrent
Hem p Budger Line item Deseription | Curvent Budget :::!:::‘mpnl i atans . e ool i 2 4

Total 18.00 1ok 10.00
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5A.04 Manually Entering a Commitment Change

To manually change a commitment amount for the DAS fees commitment on a project, proceed as
follows:

1. Under Costs > Commitments, click on the commitment number of the DAS fees commitment.

§2 e-Builder. NG

My Home Dashboard Projects s Documents

tobrien3 - @

Schedule

Contacts = Cost Reparts Setup

Commitments For | 5126 fhis e

Commitmant Summary

Quick Cost Summary

Current Busget Current Commitments Actuals Approved Actual Cost To Complete Projected Qver/ [Under}

Show All | Srow Bport ~  MailMerge  Add
Commitment Current Projected Actuals Remaining

i) St [Commme L Amount|  Commitment  Cammitment Approved Balance

10.00 18.00 10.00 0.00 1000

Mail Merge  Add

Commitments’
gty

2. That leads to the “Commitment Details” screen. On that screen, under the “Commitment
Changes” tab, click “Add.”
Commitment Details

Commitment Overview  Other Detsls  Financil Summary

Mail Merge  Close  Edit

Add

= Description Reason For Change———_

Applies To Status Date Of Change Change Amount

There are na com

3. Onthe “Add Change Details” page, enter a Description, select the correct change “Reason Code”
and click “Save and Add All Items.”

Add Change Details

Save and Add All Items we and Add [tems One at a Time Cancel
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4. On the next screen, click “Continue.”

Add Change Details
Confirm Add

Are you sure you want to add all commitment items to the change?

g Back

5. Under “Change Amount,” enter a positive or negative number for the “Change Amount” and
click “Save.”

Edit Change Details

Cyncel

P //
* Cam r i
¢ * o riginal / v
escription This DAS fees change
.l

Commitment Change Items

L] Commitment ltem Description 1 Current C i Change Amount Commitment Custom Field{sy

Percent Amount Amfount

6. To approve the commitment change, click “Approve.” Click “Edit” to return to the draft
commitment change for further editing.

Commitment Change Details
Mail Merge  Make Pending  Make Projected  Request Approfral  Approve {[Edft] Delete

Quick Cost Summary

Current Budget Current Commitments Actuats Approved Actual Cost To Complete Projected Over/(Under)
240,00 10.00 10 200 {230.00)
Cemmitmant Change ltema (1) Custo Mates e oo Free,
ow Filtes Export = Add All Line Items Add Item
e Commitment ltem Description Budget Line Item Current Commitment Amount  Change Amount
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7. If approved, click on the date hyperlink to populate an “Approval Date” or enter an “Approval

Date.” Enter a note, if applicable, and click “Continue” to approve, or “No, Cancel” to return to
the commitment change as a draft.

Commitment Change Details

Approve Commitment Item(s)

Are you sure you want to approve the commitment change 001 - 1.00?

Please review the following $0 change line items that will be included in the change upon approval. Note: Line items less than, or greater than, $0 are
not displayed in the below grid.

Approval Date

DD ...

Click continu

tus to Approved.

Check Spell p, Cancel

8. If “Continue”, the Commitment Change Details page will open, which is the record of that

commitment change. To return to the commitment, itself, click on the commitment number next
to label for “Commitment.”

Commitment Change Details

Mail Merge Void Edit

Quick Cost Summary

Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under
401 D0 (229,00
Commitment Change Items (1) Custom Fields (7] Maotes (0! Documents @)  Forms (0] Processes
Show Filter Export «
LS Commitment item Description Budget Line Item Current Commitment Amount  Change Amount
Totals 11.00 oo
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Section 5B: PM Creation of Other Commitments

Generally, commitments are entered by Project Support Services as part of established procedures.
There are some circumstances, generally when the commitment was approved prior to the migration
into e-Builder, when a commitment record may need to be entered manually. PM’s are encouraged to
contact Project Support Services before doing this in order to avoid the creation of conflicting records.
Additionally, Project Support Services is available to assist project managers in performing this function,
should the need arise. The below are instructions for how to create a commitment.

5B.01 Accessing the project

Follow the instructions provided in Section 1 to Access the Project.

5B.02 Creating a Commitment Record

1. After opening the project record, click “Cost”, under the “Project Menu”, then click “Commitments”.
To add a new commitment, click, “Add.”

Dashboard  Projects Processes  Documents  Contacts | €ost | Schedule Reports Setup  =ss

Commitments For | 235126 - This is s test ' =

Commitment Summary

Pr oject Menu Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{Under)

/| | All Commitment w| Go | ShowAll - Add ¢

Commitment Current Projected . —— Actuals R £

# . Description Company Date Status  Commitment Type Amount  Commitment __Commitment R Balance

Cast Summarny

Commitments — )

SAGUBLORIE I S

2. That brings up the draft Commitment form. This description will concern three different parts of that
form (labeled A, B and C, below):

Add Commitment

Commitment Cereviem

A - = .

Other Dietaly

C

A Firw Comeam st [sem
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A. Add Commitment
Enter the “Commitment Type” field. Ensure that “CMR GMP” is selected for CMR GMP

Al
commitments, and that “Prime Contractor Contract” is selected for DBB GC commitments. The

other options are for consultants and other commitments.

Commitment Overview

In the “Company” field, type “Department of Administrative Services”. Note that the Company

A.2.
Number will populate automatically as “DAS001”.

A.3. Enter the Commitment Number, using the following format. Starting with “DAS001” (the
“company number”), then type one dash. Then, excluding the “Bl”, “CF”, etc. and all other
dashes, enter the project number as shown.

A.4. Inthe “Description” field, type a prose description, such as, “DAS Fees on project 3B-126.” The

“Unit Cost Options” field should not be changed.

B. Add New Commitment Item

Under the “Add New Commitment Item” section:
B.1. Click on “Please Select a Line Item”. This is where the Cost Code is selected.

Add New Commitment Item

Description
Retainage Percent 0.00
Amount 0.00
Allowance ltem? i

Custom Field(s) :;\.
Add

B.2. Click on the applicable Cost Code.

Budget Line Items

Account Code | Description

0000 Guidance Manuals
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B.3. Enter the Amount to be committed and then click “Add”.

Add New Commitment Item
[tem Number 001

Budget Line Item 12.000
Current Budget 0.00

Description Total DAS/CS Fee [Non-Commitment Cost]

C. Commitment Items

Under the “Commitment Items” section, confirm that the information is correct. Any fields with a pencil
next to them can be opened for editing by clicking on the “pencil”. For example, to edit the Amount, click
on the pencil next to that number, change the number and click in any blank area of the form to allow it

to update.

Commitment Items

Item Number Line Item Description Current Budget Retainage Allowance C

x

Total 0.00 .00

’

C.1. If the information is correct, click “Save.’

Add Commitment
Commitment Overview cel

C.2. Saving the draft commitment leads to a pre-approval summary screen. Before the
commitment can be used, it must be approved, which Project Managers can do.

a. To approve the DAS fees commitment, click, “Approve.”

Commitment Details

Commitment Overview  Other Detads  Forancisl Summary
Mail Merge  Request npprauaxg Pending  Delete  Edit

Commitrent Mems (1) Custom Fredds (1.
Export ~
Original

Current Budget Commitment Retainage Percent  Custom Field(s)

Item # Budget Line Item Description
Amount

0.00 10.00
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b. Inthe next screen, click on the date hyperlink to populate an approval date or enter an
“Approval Date.” Enter a note, if applicable. Then either click “Yes, Approve the
Commitment” to approve or “No, Cancel” to return back to the screen with the

commitment as a draft.

Commitment Details

Confirm Approval

Are you sure you want to approve the commitment?

Approval Date

Add a note:

Check Spellfng Yes, Approve the Commitment d Cancel
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Section 5C: Cost To Date Report

5C.01 Coming Soon
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Section 6: Project Manager Monthly Reports
6.01 Accessing the project

Log in to e-Builder: https://gov.e-builder.net.

On your homepage, find your project by clicking on the top tab for “Projects”:

£ e-Builder. I

My Home  Dashboard r % Manning  Forms Processes  Documents  Calendar Contacts  Cost

Search for your project by entering the project number or by looking for it under the list that appears
below on this screen.

Click on your project to bring up the “Project Details” page.

6.02 Starting the Project Manager Monthly Status Report process (One time per project).

Note: The Project Manager Monthly Status Report process only requires one process instance per
project. Only complete Step 1 for the first monthly report submission. For each subsequent report
submission, begin at Step 6.03.

Within the project’s record, go to the Processes module in the Project Menu. Then click on the Start
Process button.

My Home Dashboard Projects Documents Contacts Cost  Schedule

Start Process

In My Court / In Progress Process Status :_i All filters R«;ctml-’r;
=

Subject Step In Step-Siice Date Due Status Hecested

Comment

Note: If you do not see all of your projects, contact Tim O’Brien to gain access to them in e-Builder.
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Click on the “Project Manager Monthly Status Report (PMrep)” process.

& e-Builder

Start a process on BI-3B-123 - This is a test

Cancel

Process Name Description

Project Manager Monthly Status Report (PMi

Enter the due date of the first project report on this project in e-Builder and then click Submit.

£ e-Builder ©
Project Manager Monthly Status Report (PMrep)

Start Process Print Check Spelling Submit Save Draft Cancel
Project: BI-3B-123 - This is a test

Process: Project Manager Monthly Status Report

Details Documents (0) Attached Processes (0) Attached Forms (0)

Expand All | Collapse All

Data

Report Due Datey

Print

Check Spel e Draft Cancel

6.03 Starting a second or subsequent project status report.

Within the project’s record, go to the Processes module in the Project Menu. Then click on the Start
Process button.

Unfinished Drafts | Import Pr
Processes For | BI-38-123 - This s a test

Start Selected Process Type Star

In My Court In Progress ~/ Process: Project Man ... 0 Status = Allfilters @ Reset filters
Frocesses Reports (0)
v
) Print
Project Menu
L) Process « Piect Step | In Step Since Date Due | Status
> Details — 1
oy i O pMrep-1 -123 - This is a test - 11/01/2023 Start Monthly Report 11.27.2023 Pending
© Planning
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Enter the due date of the current report and then click “Take Action”. Note that the only workflow action
available will be to Start.

$ e-Builder

Project Manager Monthly Sta Delett
Take Action eck Spel
Project: Bl-3B-12
Process Document: PMrep - 1 Overall Dui
show History | Current Actors
Current Workflow Step: Start Monthly Report show Workflow Giigram Step Dui
Subject: BI-3B-123 - This is a test - 11/01/

Status: Pending

Details Comments (0) Documents (0) Attached Processeg Attached Forms (0) Attached To (0}

Expand All | Collapse All

Data

Report Due Date: 12.01.2023 ;=|

v | Take Action Check Spe

6.04 Completing the monthly report form

Access the process instance for what should be the one instance of the “Project Manager Monthly Status
Report (PMrep)” process.

& e-Builder IEEEEEGEGEND

My Home Dashboard Projects Processes Documents Contacts Cost Schedule .-

Processes For BI-38-123 - This is a test

In Progress + Process: Project Man ... 8 Status -_T;" All
Prgcesses Reports (0)
Project Menu
bject Step In Step Sil
o .
> Details
-123 - This is a test - 12/01/2023 Monthly PM Report 11.27.202:

alnla .
© Planning

.
*f=  Processes
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update form.
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Note: If a monthly report was completed in the previous month for the subject project, the information
from that month’s report will still be included in the current report form, except that, if there were any
manual updates to the project details during that month, i.e. project status or budget information
updates, those updates should have refreshed and be included in the updated information.

& e-Builder )

Project Manager Monthly Status Report (PMrep) - 1 Delete Instance Workflow Override Al Fields View
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: BI-3B-123 - This is a test
Process Document: PMrep - 1 Overall Due Date:
Show History | Current Actors
Current Workflow Step: Menthly PM Report Show Workflow Diagram Step Due Date:
Subject: BI-3B-123 - This is a test - 11/01/2023
Status: Submitted
Details Comments (0) Documents (0) Attached Processes (0) Attached Forms (0) Attached To (0)
Expand All | Collapse All
. ~
Project Team
Note: If the A/E or CA company that appears, below, are incorrect, you can manually correct, here, but also correct it in the project Details page.
Report Due Date: 11.01.2023 j
DAS Project Manager 1: | Timothy O'Brien hd ‘
DAS Project Manager 2: | Please select.. bl ‘
Client Agency Name: | State Library v ‘
Agency PM: | Please select... ~ ‘
AE: |examp\e company 1 ‘
CA: |examp\e company 2 ‘
CMR - Firm: | ‘
GC - Firm: |examp\e company 3 ‘
Schedule Status - Construction £
Date Duration Calculator: Days Befween Dates (timeanddate com)
Contract Award: B
NTP / Construction Start: =
Current days into contract:
Current days into contract %
Scheduled Substantial -]
Completion date: i
Scheduled Substantial
Completion days:
Commentary / Risk to schedule »
Commentary / Risk to schedule: This is a test project that will only ever be a test,
4
Notes o
Notes: These are notes.
P
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
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If the PM is unable to complete the report in one sitting, the PM can click the “Save” button to save a
draft of the report. The PM can regain access to complete the draft report by returning to, and re-
opening, the process instance.

Upon completion of the monthly report, the PM should scroll down to the bottom of the page and either
select “Progress Report” (project is in process) or “Last Report” (final monthly report at project closeout)
from the dropdown list next to the “Take Action” button and click the “Take Action” button.

-- Please select an action --

Progress Report £
Last Report
-- Please select an action ——)'¢| Qheck Spelling Print Copy Delega ancel

The ADPM and PM on the project should then receive an email notification with a PDF of the report
attached.

Message  Developer  Help  BLUEBEAM  Attachments

. 13 -,
58 X B R |o . .- — T
7 Signatures # - Bl 3 scumen Documant2*
Open  (ick  Remove Save  Save All Upload
Print  Attachment As  Attachments = All ; ~ Signatures
Actions Save 10 Computer save to Cloud selection

BI-3B-123 - This is a test - BI-3B-123 - This is a test - 11/ @ Project Manger
Monthly Project Status Report

E3EH

e-Builder Metworlk Motification <bounces@e-builder.net> Project: Bl-3B-123 - This is @ test

Process Instance:
Date:

1
11.27 2023 09-37AM
Report Due Date: 11.01.2023

(1) cnek'nere b download ictures. Ta help protict your prvaty, Oulook plevent

By PMrep-0000T - BI-36-123 - This s a test - 11012023000
.|;|F i KBI P Project Taam
WS Prajest Manager 1
DAS Project Manager 2
Client Agancy Name Stata Libeary

OBrign, Tirothy

example comgany 1
example company 2

BI-3B-123 - This is a test GC: exampie company 3

Projoct Dascription

The mail merge for the following process is attached. To view process details.
DAS Project Status: M-0100 - Projact Initigton

Process Details This s an example project.

Project BI-32-123 - This s a test Financial: Mosl recent 1105 date:

Buces PMrep -1 1. Total Project Budget .26
- X 2. Constucsion Budgat: .83
Subject Bl-38-123 - This is a test - 11/01/2023 3. Pay Apps Paid to Contractor
a. Amount: [
Step Repart PDF Creation b, Percant: ¢
c. Date:
In Step Since 11.27.2023 4. Cost bo Date: 1
a. DAS-RECS Budget: 1
Last Action Progress Report [

b. Cost as % of Budgel:
™

Last Action Timothy O'Brien
Taken By
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This file should also appear in the project’s Documents module in e-Builder, in the 01 Project Planning >
Progress Reports folder. Note that the number at the end of the file name indicates the due date of this

report.
Documents For | 8i-38-123 - This is a test v
Folders ‘\_‘ l| =~ Documents \ 01 Project Planning \ Progress Reports C
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private U
= Documents[1] [ | Name Da

Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compal

00 DocuSign
- Request[0]

1

Doynload (80,3KB) | Redline | Stamp | Compare With | Send | Properties

PI'OjECt Menu 01 Project Planning[1)

> Details
© Planning

Forms

Issues

Sent ltems
Document Log
Folder Permissions
Find Deleted
Documents

Progress
Reports[1]

hedyle[0]

In the project’s Details page, certain, but not all, fields will be updated from what was entered into the
monthly report, such as DAS Project Status, Total Project Cost and Construction Budget.

& e-Builder. NG

My Home Dashboard = Projects Processes  Documents Contacts Cost Sc

Project Details For 8138123 - Thisis a test

Details Export A
Project Name BI-3B-123 - This is a test
e-Builder Project O'Brien , Timothy
Administrator
Project Status Active
Address

Country
Start Date

Target Date
Description This is an example project.
Project Webcam

Details Last Modified By O'Brien, Timothy
pp\ Tery Date Last Modified 11.27.2023
Project Participants
Manage Bill Rates Custom Fields (75) Notes (0)  Documents () Forms (0) = Processes (0) Settings

Manage Form Types

Total Project Cost:

Manage Permissions ject Name: 1-3B-123 * This Is a test Construction Buc'gc—t-

Permissions By User V-0100 - Project Initiation
: DCS fee:

Process Notification

Cattinac
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PART II:
PROCESSES
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Section 7: Process Filter

“Filter Processes” can be found under the “Processes” tab in eBuilder. “Filter Processes” allows the user
to locate and list certain process instances, including whether process instances are in the user’s court,
the type of process, and the status and step of the process instance.

1. Change the Process filter settings to find the process instances you are looking for. For example,
users may filter for process instances of a specific Type of Process. Selecting All Processes will

show all instances, regardless of whose ball-in-court the instances are in. Draft, Open or Finished
status can be selected, as well.

2. The filtered list appears here. Click on the instance you wish to open. A pop-up will open. That is
the process instance.

X
Processes For | “Testing6723a Project Name - < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress +/ Process: 7390 Applic ... 9 Status

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

10| Process « Subject '::‘::?::

" 7390 Application and Certifica ... |
A/E Invoice (InvAE)
AJ/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)
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Section 8: 1105 Project Intake Request

8.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f. On your homepage,

Go to the “Processes” tab and select the “*Project Creation Project” from the “All Projects” dropdown
list.

8.02 Capital Project Initiation Submission (Process Initiator)

Click the “Start Process” button.

ms Processes Documents Contacts . Schedule Reporis

Unfinished Drafts | Import Processes

Processes For “Project Creation Project -
Filter Processes Start Process
Search In (O Processes Initiated By Me ) Processes In Wy Court ® 2| Processes
Type of Process |A Processes hl p Draftld Open_JFinished
Containing Text | |

Click on the link entitled “1105 Project Intake Request (1105)”.

Start a process on *Project Creation Project

Processes Cancel
Process Name | Description |
1105 Project Intake Request 1105 Run out of the Project Creation project, this process includes a code step o create a new project in e-Builder and apply

o e e e templates to the new project. It incorporates data that appears on the 1105 form.,

Provide the “Project Name” and select from the “Agency Request for Project Administration” dropdown
list whether the project will be administered by “DAS/CS” or “Agency Administered”. Upon completion,
click the “Submit” button to start the process.

Capital Project Initiation Request -

Provide the "Project Mame” and select whether the Capital Project Initiation Reguest is for an "Agency Administered” project or 2 "DAS Administered” project.

* project Name: @

* Agency Reguest for Project -- Please select an option --

v]
Administration:

Print Check Spelling Submit Save Draft Cancel

Depending upon how the project administration question was answered, the Process Initiator will be
directed to fill out the required portion of Form 1105 — Capital Project Initiation Request.
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To access the newly created Form 1105, click on the “Processes” tab again to reset the landing page,

select “1105 Project Intake Request” from the view dropdown list, and click on the link in the “Process”
column for the subject project.

Orms Processes Documents Contacts Cost Schedule

Processes

|| 105 Praject Intake Request il ||E:'t Add View All Projects

Project Name =~ Process | Current Actors | Current Step

*BI-C5-TEST - Test Project 5 1105 - & [JCraig Russeall Praject Info - DAS Administered

Review the “General Instructions” and complete Form 1105 in its entirety.
Details Comments [0) Documents () Attached Proceszes (D) Attached Forms (0) Attached To (0)

General Instructions

Please note for any question in this form, you can hover your cursor over the *7* next to the specific question for additional detail on the question being asked.

Please alsc note that additional instructions may be provided relative to the data you are required to input as part of the Capital Project Initiation Request Workflow. If
additional instructions are available, they can be viewed by selecting the "Instructions” button at the top of the page.

Upon completion of all of the necessary data input, scroll down to the bottom of the page and select the appropriate action from the dropdown list, Le. "Submit”, "Revise”,
"Approve”, etc. and press the "Take Action” button.

Helpful Hints for completing Form 1105

The “Agency PM” is to be selected from a dropdown list of Agency PM’s. If the Agency PM is not listed,
please contact Craig Russell by email at craig.russell@ct.gov and request that the name be added.

State/Federal/Other Funding - When completing these sections, be sure to hover over the “?” next to the
respective field for an explanation of what is to be provided in that field. For each line item, you will

need to provide a “Description”, amount “Awarded/Authorized”, amount “Received/Allocated”, and the
“Funding Source” if not State Bond Funds. After filling in the required fields, click the “Add” button. This
step will need to be repeated for each line item.

State Funding | Row Height Download Template | Import Delete

To add a funding line item, fill in the relevant funding detail below and dick the "Add® button. Continue this process for each respective line item.

‘# Description [ Authorized [ Allocated

Grand Totals 0.00 0.00
(0 items)

Add New ltem for State Funding
Descriptio [
Authorized

Clear Add
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Project Budget Detail — The 1105 Project Budget Detail spreadsheet will need to be downloaded from the
DAS/CS Portal and filled out separately from the eBuilder 1105 Project Intake Process. Upon completion,
the project budget should be saved, dragged and dropped into the “1105 Project Budget” field.

Project Budget Detail

Upload 1105 Project Budget Detail spreadsheet for the subject project.

* 1105 Project Budget:@ [ Drag and drop flle here or | Browse Computer Browse e-Builder

Upon completion of the draft Form 1105, scroll down to the bottom of the page, read the instructions
for the section entitled “Interagency Review”, and then select either “Interagency” from the dropdown
list next to the “Take Action” button if there are any individuals within or outside of your Agency that
need to review or provide data input into the subject 1105 prior to submitting the 1105 to PSS for ADPM
assignment and review; or “Submit” if no interagency review is required.

After selecting your option, you will receive a prompt to provide a comment, for the next individual in
the process slated to review the 1105 submission. If “Interagency” was selected, provide the reviewer
with the required direction for data input and/or to help them complete their review of the subject 1105
submission in the comment section. If “Submit” was selected you have the option to provide a comment,
but it is not required.

| Interagency | bl I Take Action I Check Spelling Print Copy Delegate Save Cancel

Add Comment

[ private

If you selected “Interagency”, you will also be required to either select an individual with an active
eBuilder account from the list of “Available Users” to send the 1105 submission to for review, or input
the email address of an outside user that does not have an account in eBuilder to allow them the ability
to review and comment on the 1105 submission.

*  Please note that only one (1) user at a time can be selected to review, comment, and if
applicable, edit the revised submission. Repeat this process for each individual reviewer until all
revisions are complete.

*  Please also note that only those individuals with eBuilder accounts will have the ability to edit
the draft 1105 submission in eBuilder. Individuals without eBuilder accounts will only have the
ability to view the 1105 submission and provide comments, under the “Comments” tab,
regarding the submission. Any proposed revisions recommended by the outside user would have
to be input by the individual that initiated the 1105 process.

To add an actor to the next step in the process, find the name of the actor from the list of “Available
Users”, click on their name to select the person, then click on the “>” to move that person into the
“Selected Users” column.
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To add an outside user, enter the outside users email address to the “To” field under “Request External

Comment”. When entering the email address, the word “Add” will appear to the left of the email you are
typing in. Click “Add” after you have entered the complete address.

Complete the remainder of the questions under the “Request External Comment” section. Upon
completion, click the applicable button to proceed to the next step in the process, which will either be
“Submit” (no interagency review) or “Interagency” (interagency review).

Add actors to the next step

Available Users Selected Users
O'Brien, Timothy {Department of Administrative Services - Construction Services)
[.Jssel , Craig (Depariment of Administrative Services - Construction Services) |

A

Recuest External Comment
To |I _
Ype 10 searcn..

Enter External Users Email or Lookup

Allow external users to attach

files

Subject |£-.':TIDP‘ REQ'D - *BI-C5-10035 - DAS Tst 5 - 1105R BI-C3-1003

Message

|| “Times New.. =/ 16px - B I U e |=

[
il
L[}
B |
T
14
W
1
iii
&
a
n (]

Check Spelling @ Cancel

If there is an individual from your agency that should be granted access to Interagency Review and is not

included in the list of actors, please contact Tim O’Brien by email at Timothy.O’Brien@ct.gov and request
that the name be added.

8.03 Other Reviewers (Interagency/Outside Reviewer)

The Interagency Reviewer will receive an email from eBuilder as notification that the Capital Project
Initiation Request is ready for them to review.

To access the Capital Project Initiation Request for revision, either click on the email link or log into
eBuilder (https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f ), if you have an active

eBuilder account, select the “My Home” tab and click on the “Instance” column link for the subject
project under “My Processes”.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take action, [click here. |
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My Home Projects Forms Processes Documents Contacts Schedule

Welcome, Craig!

My Processes

Project T2 |Instance T4 | Subject 15 | Step T4

= 1103 -13 1105R BI-C5-1005 Interagency Review

After opening the project instance, click on the “Comments” tab to review comments provided by
previous actors and to get direction related to the 1105 review; then return to the “Details” tab to
review, and if applicable edit the submission. If the reviewer does not have editing capabilities, provide
direction for proposed revisions under the “Comments” tab after reviewing the 1105 submission.

I Details:  Comments (1} | Documents (1) Artached Progesses (0)  Attached Forms (0) | Attached To (0]

‘ ‘ ‘ Private| Comment =

Craig Russell, Department of Administrative Services - Construction Services
Make Private Please review and revise,

e —

Upon completion of the review, scroll down to the bottom of the page and click “Take Action” to return
the 1105 to the process initiator.

8.04 ADPM Assignment (PSS)

PSS will receive an email from eBuilder as notification that the Capital Project Initiation Request has
been submitted for ADPM Assignment.

After accessing the 1105 submission, PSS will scroll down to the bottom of the page and complete the
Section entitled “Project Assignment”. Upon completion, click “Submit”. After clicking submit, a prompt
will open for PSS to select the appropriate ADPM for review. Once selected, click “Submit”.
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8.05 Capital Project Initiation Request Review (ADPM)

The ADPM assigned to the Agency will receive an email from eBuilder as notification that the Capital
Project Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the ADPM can either click on the link provided in the email
or log into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request” view from
the dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take actinn,

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

|| 105 Project Intake Request bl ||£:'t Add View All Projects -
Export -~

Project Current | Date

MName « Process | Current Actors Step Submitted Most Recent Comment

“g128.7EST - | 1105 - lennifer Vigneault, Peter Form 1105 to acquire the sevices of a CA for the

Tect Proiéc- - - Simmoens, Craig Russell, Sara ADPR 10.25.2023 Statewide Hazardous Abatement Program has been

R Tierney, Amy Sowitcky submitted for your review and approval

The ADPM can review the 1105 submission in its entirety under the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, the ADPM can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the ADPM can click on the “Documents” tab and then double
click the “1105 Project Budget.xlsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

-- Please select an action --

Praject: *Project Creation Project
Process Document: 1105 -12
Showw Histony Current Actors
Current Workflow Step: Agency Signatory - Agency Administered Show
Workflow Diagram
* Subject: |Test
Status: Submitted

I Dretails Cormments [0) Documents (1) I Attached Proceszes (D) Attached Forms [(O) Attachsd To [(O)

L_!'| File Mame

B (| 1105 Project Budget.axdsx [version S]I
- Properties | Download [17.2KB) | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and complete the section entitled “CT DAS Management Review and Approval”.

€T DAS Management Review & Approval

If the propesed project is DAS Administered, then this saction must be compisted in its entirety by the ADPM assigned 1o the proje

if the proposed project is Agency Administered, then the ADPM assigned to the project must prownde dats input for the AL
Adeministrate”, and the "Document Folder Template Praject”.

| e e | I I Check Spefling

Then select one of the following from the dropdown list at the bottom of the page next to the “Take
Action” button:

e "Revise" if the project requires the User Agency to revise the 1105 for resubmission.
e "Approve" if the content of the 1105 is approved and ready for the Agency Authorized Signatory
and the Deputy Commissioner for review and approval.

*  Note: If the ADPM answered the “Consultant “Selection Type(s)” question as “Formal A/E
Selection”, then the 1105 will automatically be forwarded to the Chief Architect for review
prior to being forwarded to the Agency Authorized Signatory and the Deputy Commissioner
for review and approval.

Once you have made your selection from the dropdown list, click the "Take Action" button. After
selecting the "Take Action" button, a comment prompt will appear, where you can provide a reason for
your selection, if applicable. After providing a comment click the appropriate button (Revise or Approve)
to move the 1105 to the next step in the process.

* Add Comment

|| private

Check Spelling Cancel
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8.06 Capital Project Initiation Request Revision (Process Initiator)

If the Capital Project Initiation Request requires revision, the Process Initiator will receive an email
notification from eBuilder that the Capital Project Initiation Request has been returned for revision.

To access Form 1105 for review and revision, the Process Initiator can either click on the link provided in
the email or log into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request”
view from the dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take action,

Processes Documents Contacts Cost  Schedule Repaorts .

Unfinished Drafts | Import Pracesses
Processes
I‘ 105 Project Intake Reguest il IE:'t Add View All Projects -
Export ~
‘ Project Name ~ ‘ Process ‘ Current Actors | Current Step Date Submitted | Most Recent Comment
*Bl-2B-TEST - Test Project | 1105 - 8 | Craig Russe Project Info - DAS Administered 10.25.2023 Additional funds required,

Click on the “Comments” tab to review any comments provided regarding the Capital Project Initiation
Request submission.

If the Capital Project Initiation Request itself requires revision, click on the “Details” tab and make the
required revisions within the Capital Project Initiation Request for resubmission.

1105 Project Intake Request (1105) - 12

- Please select an action -- %
Project: *Project Creation Project
Process Document: 1105 -12
Show History Current Actors
Current Workflow Stepe: Agency Signatory - Agency Administered Show
Workflow Diagram
* cubject: Test
Status: Submitted
Details Comments (0 Documents 1) Artsched Processes (0] Atrached Forms (0] Attached To (0)

If the 1105 Project Budget Detail requires revision, click the “Documents” tab, and then click the
“Download” link beneath the project budget to download the project budget to an accessible file to
upload back into eBuilder.

Zetails Comments (1) Documents (2] Attached Processes (0] | Attached Forms (0]

|l J|File Mame

[ZE| 1105 Project Budget ebldrxls (version 5

L]
Properties |{E=".-‘- KB) | Redline | Most Recent
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After completing edits to the project budget detail, save your changes, and then drag and drop the

edited document back into the “Documents” tab in eBuilder. The latest version of the project budget
edits will have the highest version number.

Cretails Comments (2) Documents (2) | Attached Processes (0] Attached Forms (0 | Attached To (0)

L] File Mame Attached By

Russell, Craig
O (] | 1105 Project Budget ebldr.xls {version £)

Properties | Download (33.2KB) | Redline | Meost Recent Administrative Services -

(Department of

Construction Services)

Ruszell, Craig
=ik Checked out by Craig Russe {Department of
- Properties | Download (39.45EB] | Remove | Edit | Theck In Adminisirative Services -

Construction Services)

After all revisions have been made, scroll down to the bottom of the page, select “Submit” from the

dropdown list next to the “Take Action” button and click “Take Action” to send the revised 1105 back to
DAS/CS for further review and processing.

After clicking the “Take Action” button, the Process Initiator will receive a prompt to provide a comment
to the ADPM regarding the revisions made. After providing a comment, the Process Initiator should
select Craig Russell from the list under “Add actors to the next step” and click the “>” to add him to the
“Available Users” column and click “Submit”.

Add Comment

[ private

Add actors to the next step

Available Users Selected Users
O'Brien, Timothy (Department of Administrative Services - Construction Services)
Russell, Craig (Department of Administrative Services - Construction Serv :e'_:l

>

<

Repeat Steps 8.4 — 8.6 until such time that the ADPM approves the Capital Project Initiation Request
submission.

8.07 Capital Project Initiation Request Review (Chief Architect)

If the ADPM answered the “Consultant Selection Type(s)” question as “Formal A/E Selection”, then the
Chief Architect will receive an email from eBuilder as notification that the Capital Project Initiation
Request has been “Approved” by the ADPM and is ready for the Chief Architect to review.
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To access Form 1105 for review and revision, the Process Initiator can either click on the link provided in

the email or log into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request”
view from the dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take action,

Processes Documents Contacts Cost Schedule

Reports

Unfinished Drafts | Import Processes
Processes
”‘35 Project Intake Reguest hl |I=_:'t Add View All Projects -
Export -
Project Name = Process | Current Actors | Current Step Date Submitted | Most Recent Comment
*Bl-2B-TEST - Test Project (1105

(=]

Craig Russe Project Info - DAS Administered 10.25.2023

Additional funds required.
To review the 1105 submission in its entirety, click on the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, click on the “Documents” tab and then double click the “1105
Project Budget.xlsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

-- Please select an action -

Praject: *Project Creation Project
Process Document: 1105 -12
Show Histony Current Actors

Current Workdflow Step: Agency Signatory - Agency Administered Show

Wiorkflow Diagram
* Subject: [Test
Status: Submitted
I Dretails Comments [0) Diocurments {1} I Artached Processes (0) Attached Forms [(0) Attached To (O)

| L | File Mame

m |l§ 1105 Project Budget.xlsx (version 5} |
- Properties | Download (17.2KB) | Redline | Edit

Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and either select “Return” from the dropdown list at the bottom of the page next to the “Take Action” to
return the submission to the ADPM, or select “Submit” to forward the submission for the selection of the
Agency Authorized Signatory and then click “Take Action”. After clicking the "Take Action" button, you
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will be prompted to provide a comment, where you can provide detail regarding your review of the 1105
submission. Once you have added a comment, click the applicable button - “Return” or “Submit”.

* Add Comment

[ private

Check Spelling Submit Cancel

8.08 Authorized Signatory Selection (Process Initiator)

The Process Initiator will receive an email from eBuilder as notification that the Capital Project Initiation
Request has been submitted for them to take action.

To access the Capital Project Initiation Request for revision, either click on the email link or log into
eBuilder (https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f), select the “My Home” tab
and click on the “Instance” column link for the subject project under “My Processes”.

After opening the link to the 1105 submission, scroll down to the bottom of the page and click the “Take
Action” button.

After clicking the “Take Action” button, the Process Initiator will receive a prompt to provide a comment

to the Agency Authorized Signatory for sign off. After providing a comment, the Process Initiator should

select your Agency Authorized Authority from the list of Authorized Signatories under “Add actors to the

next step” and click the “>” to add the signatory to the “Selected Users” column from the “Available

Users” column and click “Submit” to send the revised 1105 to the Authorized Signatory for signature.
Add Comment

(] Private

Add actors to the next step

Available Users

Selected Users
Ballard, Willis {Department of Emergency Services and Public Protection)
Barkin, David {Department of Administrative Services - Construction Services)
Carlos, Sharonda {Department of Comrections) E
Cibery-Schaab, Deanna (Connecticut State Colleges and Univerities - WCSU) I <
Lintrng, al [Lonnecticut tate Lolleges and Univenties - L)
DiPietro, Stephen [Department of Mental Health and Addiction Services) b

Check Spelling Submit Cancel

If your Agency Authorized Signatory is not listed, please contact please contact Tim O’Brien by email at
Timothy.O’Brien@ct.gov and request that the name be added.
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8.09 Capital Project Initiation Sign Off (Agency Authorized Signatory)

The Agency Authorized Signatory (AAS) will receive an email from eBuilder as notification that the
Capital Project Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the AAS can either click on the link provided in the email
or log into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request” view from
the dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take adiun

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes
|‘ 105 Project Intake Request il IEG't Add View All Projects -
Export ~

Project Current | Date

T Process | Current Actors Step Submitted Most Recent Comment

[ - Jennifer Wigneault, Peter Farm 1105 o acquire the sevices of a CA for the
BI-2B-TEST -| 1105 - X R - G e - A

Tect Proiecs | 8 Simmans, Craig Russell, Sara ADRPN 0.25.2023 | Statewide Hazardous Abatement Program has been
B Tierney, Amy Sowitcky submitted for your review and approval

The AAS can review the 1105 submission in its entirety under the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, the AAS can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the AAS can click on the “Documents” tab and then double
click the “1105 Project Budget.xlsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

-- Please select an action --

Praject: *Project Creation Project
Process Document: 1105 -12
Showw Histony Current Actors
Current Workflow Step: Agency Signatory - Agency Administered Show
Workflow Diagram
* Subject: |Test
Status: Submitted
I Dretails Cormments [0) Documents (1) I Attached Proceszes (D) Attached Forms [(O) Attachsd To [(O)

L_!'| File Mame

B (| 1105 Project Budget.axdsx [version S]I
- Properties | Download [17.2KB) | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, the AAS should return to the “Details”
tab and scroll down to the bottom of the page to complete the section entitled “Capital Project — Agency
Authorization”. The AAS will select either “Approve” or “Reject” the Capital Project Authorization, and
provide his/her name and title as the Agency Authorized Authority. Upon completion, the AAS will either
select “Approve” or “Reject” from the dropdown list next to the “Take Action” button and click “Take
Action”.

Capital Project - Agency Authorization

The User Agency Authorized Representative certifies that to the best of my knowledge, information, and belief that the information provided herein regarding the Capital
Construction Project Request is complete and accurate. The User Agency Authorized Representative further certifies that if the project/contract identified herein is designated as
Agency Administered for design 8 construction that the User Agency: 1) shall conform to all guidelines and procedures established by the Department of Administrative Services for
agency-administered projects.; 2) shall be in substantial compliance with applicable State of CT building/fire codes & statutes; 3) will have funds in place prior to award of contracts; 4)
shall remain within the User Agency's statutory budget limits for Design & Construction, and 5) certifies that the Agency project manager &/or code official identified in this Capital
Construction Project Request are qualified and have the time available to provide such services.

* Capital Project Authorization: [ approve Reject

* Agency Authorized | |

* Representative Title: | |

1105 Submission: kdl 06.16.2023

Lolleasacelegianadion v |  Check Spelling Print Copy Delegate Save Cancel

o If “Reject” was selected, the AAS will be given a prompt to provide a comment to the Process
Initiator regarding the reason for rejection and/or instructions for revision and resubmission. After
providing a comment, click “Reject” to return the 1105 submission to the Process Initiator for
revision and resubmission.

* Add Comment

| Private

Check Spelling Cancel

o If “Approve” was selected, the 1105 will be submitted to DAS/CS for submission to the DAS/CS
Deputy Commissioner for review and approval.

8.10 Capital Project Initiation Request Review (PSS)

If the Agency Signatory chose “Approve”, PSS will receive an email from eBuilder as notification that the
Capital Project Initiation Request has been submitted for them to take action.

No additional review is necessary at this point. Scroll down to the bottom of the page and select
“Submit” from the dropdown list next to the “Take Action” button and click “Take Action” to send the
1105 submission to the Deputy Commissioner for review and signature.

After clicking the “Take Action” button, you will receive a prompt to provide a comment to the Deputy
Commissioner. Click on the instructions tab at the top of the page for draft language to include as part of
the comment to the Deputy Commissioner. Click “Submit” to forward the 1105 to the Deputy
Commissioner for signature.
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8.11 Capital Project Initiation Request Review (DC)

The Deputy Commissioner (DC) will receive an email from eBuilder as notification that the Capital
Project Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the DC can either click on the link provided in the email or
log into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or talck here.

Processes Documents Contacts Cost Schedule Reports
Unfinished Drafts | Import Processes
Processes
|“:5 Project Intake Request VIE:'t Add View All Projects hd
Export -
Project Current | Date
Name ~ Process | Current Actors Step Submitted Most Recent Comment
ot o = - Jennifer Vigneault, Peter Form 1105 1o acquire the sevices of a CA for the
BlI-2B-TEST 4| 1105 - R . . s e . .
Test project | & Simmens, Craig Russell, Sarah ADER 0.25.2023 Statewide Hazardous Abatement Program has been
e Tierney, Amy Sowitcky submitted for your review and approval

The DC can review the 1105 submission in its entirety under the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, the DC can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the DC can click on the “Documents” tab and then double click
the “1105 Project Budget.xIsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

-- Please select an action -- ™

Project: *Project Creation Project

Process Document: 1105 - 12
Show History Current Actors

Current Workflow Step: Agency Signatory - Agency Administered Show
‘Workflow Diagram
* Subject: Test
Status: Submitted
I Dretails Comments (0] Documents {1} I Artached Proceszes [0) Attached Forms [0} Attach=d To (D)

| L] | File Name

rlI ¥ | 1105 Project Budget.xisx {version SI
- Properties | Download (17.2KB) | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and read the instructions for and complete the section entitled “Capital Construction Project — DAS
Approval”, then select either “Approve” or “Reject” from the dropdown list at the bottom of the page
next to the “Take Action” button and click “Take Action”.

Capital Construction Project - DAS Approval
Please check the applicable box as to whether you “Approve” or “Reject” the submission as either an Agency Administered or DAS Administered project.

If approved, sign the request, then select "Approve” from the dropdown list at the bottom of the page, next to the "Take Action” button, and press the "Take Action®
button.

If rejected, sign the request, then select "Revise" from the dropdown list at the bottom of the page, next to the "Take Action" button, and press the "Take Action”

button. When prompted to comment, provide a brief explanation for the rejection.

DAS Administered Project O approved O Rejected
Authorization:

Agency Administe Project O approved O Rejected

Authaorization:

* Deputy Commissioner |
Authorization: B
EETA LT 7 |

l- Pleges celect anaction i | | | Check Spelling Print Delegate Save Cancel

*  If “Reject” was selected, you will receive a prompt to provide a comment to the ADPM to explain the
reason for rejection and click “Reject” to return the submission to the ADPM. The ADPM will then

contact the Client Agency to discuss proposed revisions.

*  |f “Reject” was selected, you will receive a prompt to provide a comment to the ADPM to
explain the reason for rejection and click “Reject” to return the submission to the ADPM.
The ADPM will then contact the Client Agency to discuss proposed revisions.

* Add Comment

| private

Check Spelling Cancel
Capital Project Initiation Request Project Number Assignment (PSS)

PSS will receive an email from eBuilder as notification that the Capital Project Initiation Request has
been submitted for them to take action.

To access Form 1105 for review and approval, PSS can either click on the link provided in the email or log
into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

PSS shall complete and submit Form 1115 — Capital Project Number Request to Financial Administrative
Services (FAS) to assign a number to the project through normal means, outside of eBuilder.

Upon receipt of the project number assignment, PSS will log back into eBuilder, select the “My Home”
tab and click on the “Instance” column link for *Project Creation Project under “My Processes”.

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals


https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

0175 e-Builder Guidance Manual

Page 53 of 199
PSS will complete the sections entitled “Project Number” and “Project Budget Detail” and upload a copy
of the executed Form 1115 to the respective field in eBuilder. PSS will then scroll down to the bottom of
the page, select “Submit” from the dropdown list next to the “Take Action” button and click “Take
Action” to forward to Environmental Services for CEPA review.

8.11 Capital Project Initiation Request CEPA Review (Environmental Services)

The Environmental Analyst (EA) will receive an email from eBuilder as notification that the Capital
Project Initiation Request has been submitted for them to take action.

To access Form 1105 for review and approval, the EA can either click on the link provided in the email or
log into eBuilder, click on the “Processes” tab, select the “1105 Project Intake Request” view from the
dropdown list, and click on the link in the “Process” column for the subject project.

*Project Creation Project

Process instance is in your court. To view details or take aclinn,

Processes Documents Contacts Cost  Schedule Reports e

Unfinished Drafts | Import Processes

Processes

I“CS Project Intake Request VIEc't Add View All Projects -
Export -

Project Current | Date

Name ~ Process | Current Actors step Submitted Most Recent Comment

R - Jennifer Vigneault, Peter Form 1105 to acguire the sevices of a CA for the
*BI-2B-TEST { | 1105 - e
T‘“(_F‘jr’.'ac- 5 Simmaons, Craig Russell, Sarah ADERE 10.25.2023 Statewide Hazardous Abatement Program has been
e I Tierney, Arny Sowitcky submitted for your review and approva

The EA can review the 1105 submission in its entirety under the “Details” tab.

To see any comments provided by previous actors in the process regarding the Capital Project Initiation
Request submission, the EA can click on the “Comments” tab to review those comments.

To see the “1105 Project Budget Details”, the EA can click on the “Documents” tab and then double click
the “1105 Project Budget.xIsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

Project: *Project Creation Project
Process Document:

Current Workflow Step: Ay
‘Workflow Diagram

* Subject: |Tes:

Status: Submitted

IDetails Comments (0} | Documents :-:I Attached Processes (0) | Attached Forms (0] | Attached To (0)

1| File Name

O |E| 1105 Project Budget.xisx (version 5} |
- Properties | Download (17.2KB) | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and complete the section entitled “DAS Environment Review” and upload a copy of the Initial
Environmental Review to the respective field in eBuilder. Upon completion, select “Submit” from the

dropdown list next to the “Take Action” button and click “Take Action”.

DAS Environmental Review
|-- Pleass select 2n option -- |

* |5 the proposed project an
action as defined in Sec. 223-1a-
1{2) of the CEPA Regulations?:

* |nitial Environmenta
Review/CEPA: | | Drag and drop file here

Upload Initial Environrnental Review/CEPA ERC for the subject project.
I cr | Browse Computer Browse e-Builder

|| susmit w || Take Action | Check Spelling

The 1105 Project Intake Process is now complete. A copy of the executed Form 1105 will be distributed,
via email through eBuilder, to all process participants and to the subject project file folder.
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Section 9: 1105R Project Revision Request

9.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

On your homepage, Go to the “Processes” tab and select the “*Project Creation Project” from the “All
Projects” dropdown list.

Processes Documents Contacts Cost  Schedule Reports

Processes
Processes initiated by Me | ot | Ag vie I f 'I
Export =
Project Mame = | Process Type Process | Subject Camrent Step | Date Due

¥

Fimge

9.02 Project Revision Request Submission (Process Initiator)

Click the “Start Process” button.

Processes For |«i-cs-1005 - DAS Test 5 -
Filter Processes Start Process
Search In () Processes Initiated By Me O Processes In My Court ® 2l Processes
Type of Process |A Processes hd p Dzl openlJFinished
Containing Text | |

Click on the “1105R Project Revision Request (1105R)” link to start the process.
Start a process on *BI-C5-1005 - DAS Test 5

Processes Cancel
|Proc155 MName | Description
1105k Project Import (SRPI} For DAS USE OMLY, Import 1105 data from the 1105R report for Client Agency revision,
I 1105R Project Revision Request (1105R) I Process for the submission of a revised 1105 - Capital Project Initiation Request.
Answer the question under the header “Revised Capital Project Initiation Request”.
Revised Capital Project Initiation Request -

Only answer "Yes" if the original 1105 submission for the subject project was completed by the Client Agency through eBuilder or if the first iteration of the revised 1105 submission was

entered into eBuilder by the Client Agency. If the 1105 information for the subject project was entered into eBuilder by DAS prior to the implementation of the eBuilder program or if this
is a revised 1105 submission for a project that has not yet been created in eBuilder, answer "Ng".

Was an criginal or revised || -- Please select an option -- ~
1105 submitted by the Client
Agency through eBuilder for

this project™

Only answer "Yes" if the original 1105 submission for the subject project was completed by the Client
Agency through eBuilder or if the first iteration of the revised 1105 submission was entered into
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eBuilder by the Client Agency using this process. This will notify DAS of the request, at which time DAS
will import the original submission back into eBuilder and send it back to the Process Initiator for
revision.

If the 1105 information for the subject project was not entered into eBuilder by the Client Agency,
answer "No".

*  Please note that if future revisions are required to this 1105 submission, the Client Agency can
answer “Yes” to having the first iteration of the revised 1105 submission as being entered into
eBuilder and DAS can import that submission back into eBuilder for the Client Agency to edit.

Answer the question under the header “Agency Request for Project Administration” and click the “Take
Action button.

Agency Request for Project Administration

If the Agency Request for Project Administration has changed, please update now.

9.03

| 2qency |

|[5ubmit w| Take Action Check Spelling ~ Print  Copy Delegate = Sawe  Cancel

If the Agency answered “Yes” to the “Was an original or revised 1105 submitted by the Client Agency for
this project,” the submission will be forwarded to Project Support Services to initiate the “1105R Project
Import Process”, at which time the original or revised 1105 that was entered into eBuilder will be
imported back into eBuilder and forwarded to the Agency for revision and submission.

If the Agency answered “No” to the question, the request will be forwarded to the Process Initiator to
complete the revised Capital Project Initiation Request.

Complete Revised Capital Project Initiation Request (Process Initiator)

The Process Initiator will receive an email from eBuilder as notification that the Capital Project Initiation
Request is ready for them to prepare the revised 1105 for submission in eBuilder.

To access the Capital Project Initiation Request for revision, either click on the email link or log into
eBuilder (https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f), select the “My Home” tab
and click on the “Instance” column link for the subject project under “My Processes”.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take action,

Process Details

Project *BI-C5-1010 - DAS Test Project
Process 5RPI-3
Subject 1105R BI-C5-1010
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My Home Projects Forms Processes Documents Contacts ] Schedule Reports i
Welcome, Craig! l projects > Edit My Home
My Processes
Project T2 |instance T4 |Subject T¢ | step T4 | Date Due 14 | Requested Com... T%
*BI-C5-1010 - DAS Test]| - e Ln roject Info - DAS
roject SRFI-3 105R BI-CS-1010 el

If the Client Agency answered “No” to the question “Was an original or revised 1105 submitted by the
Client Agency through eBuilder”, then either no data will be imported (the project does not exist in
eBuilder), or if DAS/CS entered the data for the subject project into eBuilder prior to the release of the
program to the Client Agency, then some data will be transferred into the revised 1105 submission, but
that data will be primarily limited to Administrative information. The Client Agency will be responsible
for completing the balance of the revised 1105 submission. To complete the revised 1105 submission,
the Client Agency will follow the directions provided under “Section 8: 1105 Project Intake Request, Line
8.2 — Capital Project Initiation Submission” of this document, and scroll down to “Helpful Hints for
completing 1105” to begin the process for completing the revised 1105.

If the Client Agency answered “Yes” to the question “Was an original or revised 1105 submitted by the
Client Agency through eBuilder”, then the data import should be comprehensive. The Client Agency
should review the data imported and revise the 1105 accordingly. At minimum, the Client Agency will be
required to provide data input for the following fields and sections:

a. Within the “Administrative Information” section, answer the question “Agency Request for Project
Administration” again and revise the “Project Description and Special Requirements” field, if
applicable.

Administrative Information

This Capital Project Initiation Request provides details to the Connecticut Department of Administrative Services (DAS) / Construction Services (CS) that is necessary for
project planning. State User Agency Representatives are REQUIRED to consult with the DAS/CS about their Budget formulation for any Capital Project prior to submission
of a Capital Project Initiation Request (1105).

*Age"cy: | Board of Regents for Higher Education v|
* Project Name: @

*BI-C5-1010 - DAS Test Project

* Project Address:

* City:

Agency Request for Project I
Administration:

DAS/CS Building Mumber: @

CAPEX Number @

22
Land Mumber @ |23
E

* Project Description and est Project
Special Reguirements: a

b. Within the “Budget Details” section, upload a revised “1105 Project Budget”; and

Project Budget Detail

Upload 1105 Project Budget Detail spreadsheet for the subject project.

* 1105 Project Budget: @ I'_'.":; and drop file here I:-r Browse Computer Browse e-Builder
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c. Complete the Financial Information section. Be sure to hover over the “?” next to the respective field
for an explanation of what information is to be provided. For each line item, provide a “Description”,
amount “Awarded/Authorized”, “Received/Allocated”, “Encumbrance”, and the “Funding Source”, if
not State Bond Funds. Upon completion, click “Add”. Repeat this step for each line item.

State Funding Row Height Do e Template

Import  Delete

To add a funding line item, fill in the relevant funding detail below and click the “"Add” button. Continue this process for each respective line item

# Description @ Authorized @ Allocated @

Grand Totals 0.00 0.00
10 items)

Add New Item for State Funding

[
i —
L 1

e

Upon completion of the draft Form 1105R, scroll down to the bottom of the page, read the instructions
for the section entitled “Interagency Review”, and then select either “Interagency” from the dropdown
list next to the “Take Action” button if there are any individuals within or outside of your Agency that
need to review or provide data input into the subject 1105 prior to submitting the 1105 to PSS for ADPM
assignment and review; or “Submit” if no interagency review is required.

After selecting your option, you will receive a prompt to provide a comment, for the next individual in
the process slated to review the 1105 submission. If “Interagency” was selected, provide the reviewer
with the required direction for data input and/or to help them complete their review of the subject 1105
submission in the comment section. If “Submit” was selected you have the option to provide a comment,
but it is not required.

| Interagency | ~ I Take Action I Check Spelling Print Copy Delegate Save Cancel

Add Comment

[ private

If you selected “Interagency”, you will also be required to either select an individual with an active
eBuilder account from the list of “Available Users” to send the 1105 submission to for review, or input
the email address of an outside user that does not have an account in eBuilder to allow them the ability
to review and comment on the 1105 submission.

*  Please note that only one (1) user at a time can be selected to review, comment, and if
applicable, edit the revised submission. Repeat this process for each individual reviewer until all
revisions are complete.

*  Please also note that only those individuals with eBuilder accounts will have the ability to edit
the draft 1105 submission in eBuilder. Individuals without eBuilder accounts will only have the
ability to view the 1105 submission and provide comments, under the “Comments” tab,
regarding the submission. Any proposed revisions recommended by the outside user would have
to be input by the individual that initiated the 1105 process.
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To add an actor to the next step in the process, find the name of the actor from the list of “Available

Users”, click on their name to select the person, then click on the “>” to move that person into the
“Selected Users” column.

To add an outside user, enter the outside users email address to the “To” field under “Request External

Comment”. When entering the email address, the word “Add” will appear to the left of the email you are
typing in. Click “Add” after you have entered the complete address.

Complete the remainder of the questions under the “Request External Comment” section. Upon
completion, click the applicable button to proceed to the next step in the process, which will either be
“Submit” (no interagency review) or “Interagency” (interagency review).

Add actors to the next step

Awvailable Users Selected Users
O'Brien, Timothy [Department of Administrative Services - Construction Services)
fussell, Craig (Department of Administrative Services - Construction Services) | .
>
<
Request External Comment
To |I B
ype to search.,
!
Enter External Users Email or Lockup
Allow external users to attach 0
files
Subject |£-.'_'TIOr~, REQ'D - *BI-C5-1005 - DAS Tst 5 - 1105R BI-C5-1005
Me - —_ = o
R =RaE | TimesNew.. | 16px ~ B I U | = = E@J iEim i s N B |

Check Spelling @ Cancel

If there is an individual from your agency that should be granted access to Interagency Review and is not

included in the list of actors, please contact Tim O’Brien by email at Timothy.O’Brien@ct.gov and request
that the name be added.

9.04 Other Reviewers (Interagency/Outside Reviewer)

The balance of the “1105R Project Revision Request” process will be completed in the same format as
the “1105 Project Intake Request” process, including Steps 8.03 —8.11, and 8.13.

*  Please note that process instances in the 1105 process begin with “1105” and process instances

for the 1105R process begin with “1105R”.
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Section 10: 1135 Task Letter

10.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

On your homepage, Go to the “Processes” tab and select the project for which you want to submit Form
1135 from the dropdown list.

$ e-Builder NG

crusselld -

My Home Projects Forms Processes Documents Contacts

Cost  Schedule Repaorts ot

Current Step | Date Doe

A

10.02 On-Call Request (PM if DAS Administered or Supplemental Task; PSS if AA Administered)

Select 1135 — Task Letter from the “All Processes” dropdown list and click “Start Process”.

Unfinished Drafts | Import Processes

-

Processes FOr |“Bi-cs-1005 - DAS Test 5

Filter Processes Start Process
Search In (O Processes Initiated By Me O Processes In My Court @ All Processes
Type of Process | [[All Processes v || crart B open O Finished
Status All Statuses v
Containing Text
Filter

In the subject field at the top of the page input “Project Number - On-Call (On-Call Contract Type — ARC,
CA, etc.) Request”, i.e. BI-2B-472 — On-Call Architect Request.

1135 - Task Letter (TL)

Start Process Print Check Spelling Submit
Project: *BI-C5-1005 - DAS Test 5
Process: 1135 - Task Lefter
* Subject: I |
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Below the subject are directions with a link to create a project task letter file folder within:

*  The On-Call Checklist Review file folder (if the cumulative total of all task letters for a consultant
is less than $100,000) for DAS Administered Projects (PM); or

*  The AA Projects — DAS.CS.PM file folder (if the cumulative total of all task letters for a consultant
is less than $100,000) for AA Projects (PSS); or

*  The SPRB Contract Approval file folder (if the cumulative total of all task letters for a consultant
is greater than or equal to $100,000) for DAS Administered Projects (PM) or Agency
Administered Projects (PSS).

On-Call Consultant Selection Request: e

In the “Subjact” line shove, input the Projact Number followed by the nama of the type of On-Call Service béing requested, (.2, "Bl-28-472 - On-Ca| Architect Riguest”.

DAS Administered Projects:

1. If the subject project s Administered by DAS and t I | of 2il letters with a consuftant for the same project s less than §100,000, the DAS PM assigned to the
project shall create a new file folder in your ADPW s On-Call Checlchist Review] file foider an the OneDrive with the following naming protoco! — Preject ¥ - Preject Name.

2 |fthe subject project is Administered by DAS and the cumulstive To
Accigned to the project chail crepte a new file folder In your ADPM
Name.

Lt . consuitant for the same project is greater than or equal to §100,000, the DAS PM
file foider on the OneDrive with the following naming protoco! — Preject # - Project

3. The DAS PM shall then prepare an On-Cai Seiection Reguest; Form 1135, to initiate selection process, upioad the draft Form 1135 {in Word format), aiong with 2 copy of the
completed Form 1103 {signed by D), and a copy of the coresponding 17105 praject budget details to the subject file folder.

4, After both Form 1105, the corresponding 1105 project budget detaiix, and Form 1135 have been upioaded to the subject file foider copy the link to the subject file folder and paste
the link in the On-Cai| Sefection Reqlest Fieid below, To create a copy of the file foider iink, proceed as follows:

a. Either right cilce on the subject flle foider on the Onelrive on your computer and select "View onfine” from the dropdown list, or
b Click on the On-Call Checklist Review link; open your ADPM'’s file folder, and scroll down the fist fo find the file folder you created;
€. Howver over the sublect flie foider from the online OneDrive and click on the eilipsis
d. Ciick on "Copy fink™
&. Paste the link in the On-Cali Selection Reguest field beiow,

A Administered Project

1. If the subject project s Agency Administered and the cumulative tota! gl aliiask [= uith 2 cogsuitant for the same project fs less than $100,000, efther Project Support Services or
the DAS PM assigned 1o the project shall create a new fie foider in the ie folder on the DneDrive with the foliowing naming protoco! = Project # -
Project Name.

2 IFthe subject project is Agency Administered and the cumulative total of all task letters with a consuitant for the same project is greater than or equal to $100,000, the DAS PM
assigned 1o the project shall create a new fiie fosder in your ADPM's “SPRE Conftract Approval” fiie foider on the OneDrive with the following naming protocol — Project # - Project
Mame.

3. PS5 or the DAS PM assigned to the projact shall then prepare an On-Call Selection Request, Form 1135, to initiste selection process, uplead the draft Form 1135 {in Word format],
along with & copy of the compieted Form 1105 (signed by DC), and a copy of the corresponding 1105 project budget details to the subject fite folder.

4, After bath Form 1105, the corresponding 1105 project budget details, and Form 1135 have been uploaded to the subject flie folder, copy the link to the subiject file folder and paste
the link in the On-Cai| Sefection Reguest Fietd below, To create a copy of the file folder Iink, proceed as follows:

3, Either right ciick on the subject file fioider on the Onelrive on your computer and selsct “View online” from the dmpdown 1t or
b Chck on the AR Projects - DAS C5.PM fink and scrofl down the Bst ta find the file folder you created;

€. Hover ower the subiect file folder from the online OneDrive and ciick on the ailipsis

d, Click on "Copy fink™;

&, Paste ine link in the On-Cail Salection Request field below,

Right click on the applicable hyperlink and select “Open Link in New Tab” to open the file folder structure
in SharePoint.
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If the “On-Call Checklist Review” file folder was selected, click on the file folder with your ADPM'’s initials
to open the file folder.

My files > On-Call Checklist Review

™M MName ~
&  Archive
& DB
a W
g PS
g ST

After opening either the appropriate file folder within “On-Call Checklist Review”, or the “SPRB Contract
Review"”, or the “AA Projects — DAS.CS.PM” file folder under a separate tab, click the “New” button at the
top of the page to create a new file folder for the subject project.

‘ 4+ New f Upload B Editin grid view 12 Share @ Copy fink

Mame Modified

Naming protocol for the project task letter file folder is the Project Number — Project Name, i.e. BI-2B-
472 - DPH Flex Lab.

Upon completion, hover over the newly created file folder and click on the ellipsis “...".

Mame Modified
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Select “Copy Link” and then paste the link in the “On-Call Selection Request” field in eBuilder and click
“Save Draft”.

* (On-Call Selection Reguest: |

1135 - Task Letter (TL)

Start Process Print Check Spelling Submit Save Draft Cancel
Project: *BI-C5-1005 - DAS Test 5
Process: 1135 - Task Letter
* Subject: |BI -CS-1005 - On-Call Architect Request

Complete Form 1135 and upload the 1135 and the executed 1105 with the project budget to the project
task letter file folder you created.

* |fthe Form 1135 submission is for a supplemental task on an expired On-Call Contract, also complete

and upload a “Supplemental Task Justification Memo” to the project task letter file folder.

After uploading the documents to the project task letter file folder, return to the “Processes” tab in
eBuilder and select the subject project from the “All Projects” dropdown list.

$ e-Builder NG

crussell3 - @
My Home

Projects Forms Processes Documents Contacts Cost  Schedule Reports ikl

Processes
Processes Inftiated by Ma v | Bt | & 1 Whe I F 'I
Export =
Project Mame = | Process Type Process. | Subject Cament Step | Date Doe

ns Processes  Documents

Contacts Cost  Schedule Reports

Processes For |«i.cz.i00s. pasten s

Filter Processes Start Selected Process Type

Start Process
Sean!
Type of Process e
Statug
Siep Mame -
Cams Teut
Filter
Processes Enorts
Print Log
Process Subject Step | In Step Since Date Due Skatus = MUHIE:I
Commen
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After opening the project process, scroll down to the bottom of the page and select “Submit” from the
dropdown list next to the “Take Action” button and click on the “Take Action” button.

After clicking the “Take Action” button, you will receive a prompt to select an ADPM to review the 1135
submission. Select the appropriate ADPM from “Available Users” and move them to “Selected Users” by
clicking the “>”. Then click “Submit” to submit the request to your ADPM.

Add actors to the next step

Available Users Selected Users

Bl

£

Russell, Craig (Department of Administrative
v, Amy (Department of Administ
y, Sarah (Department of Administrative 5
Vigneault, Jennifer {Department of Administrativ

10.03 ADPM 1135 Review (ADPM)

The ADPM will receive an email from eBuilder as notification of the request for On-Call Assignment. To
access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

*BI-C5-1005 - DAS Test 5

Process instance is in your court. To view details or take action) click here

My Home Projects Forms Processes

Documents Contacts Cost Schedule

Welcome, Craig! v Edit My Home

My Processes

Project T2 |Instance T4 | Subject T% |Step T4 | Date Due 1% | Requested Com... T%

5-20 Test 1105 Executed
Can BI-C5-1005 - On-Call Support Services Task
. Architect Request Letter Review

After opening the project process, review the “General Instructions” and then click on the file folder

project link provided in the “On-Call Selection Request” field to access the On-Call Selection Request
(Form 1135) for review.

On-Call Selection Request: @

After completing the review, scroll down to the bottom of the page and either select "Submit" from the
dropdown list next to the "Take Action" button to forward the On-Call Selection Request to PSS for

assignment, or "Revise" to return the On-Call Selection Request to the PM for revision, and click the
"Take Action" button. You will be prompted to provide a comment.

If "Submit" was selected, utilize the comment section to provide applicable detail regarding any
intricacies to the project that PSS should be made aware of, or if there is a specific consultant that is
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being requested for this project, please provide that information along with the reason why that specific
consultant should be selected.

If "Revise" was selected, provide the PM with direction on the revisions required to process the
submission for approval in the comment section.

10.04 PM Revision —1105/1135 (PM)

The PM will receive an email from eBuilder as notification that a revision is required to process the
request for On-Call Assignment. To access the project process, either click on the link provided in the
email or log into eBuilder, select the “My Home” tab and click on the link in the “Instance” column for

the subject project under the “My Processes” section. The process “Step” will be entitled “PM Revision —
1105/1135”.

*BI-CS-1005 - DAS Test 5

Process instance is in your court. To view details or take actiun,

Projects

Forms Processes Documents Contacts Cost Schedule

Welcome, Craig!

My Processes

Project T4 | Instance T4 | Subject T2 |Step 12

*Backy Test Proje 6010-12 6010 Bid Release Form | 05 - ADPM: Approve
mriy festProjedt ) BUIR- 12 for BI-RCTEST-995 Bid Relzase Form

*BI-C5-1005 - DAS Tst TL-5 BI-C5-1005 - On-Call PM Revizion -

5 Architect Request 11051135
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After opening the project process, review the “General Instructions” under the “Details” tab, and any
comments provided under the “Comments” tab. Click on the file folder project link provided in the “On-
Call Selection Request” field to access the On-Call Selection Request (Form 1135) Forms for revision and
revise accordingly. Upon completion, click “Take Action”.

General Instructions

ses(0) | Attached Forms (0) | Attached To [0

-~

The subject on-call selection request (Form 1135) and/er the Capital Project Initiation Reguest (Form 1105) for the subject project requires revision prior te submission of said document
to DAS/CS Project Support Services for assignment. Please review the comments provided by your ADPM under the comments tab and revise accordingty.

Upon completion, scroll down to the bottom of the page, select “Submit” from the dropdaown list and click the “Take Action” button. You will be prompted to provide a comment.
Provide a comment if applicable.
On-Call Selection Request: a

Project Contacts

Project Manager:

ADPM:

Agency PM:

Capital Project Information
1105 Submission:

1105 Rev

Agency Request for P

Administrat]

DAS Project Number: a

Praoject Name:
Construction Budget:
Total Project Cost:
DCS Fee:

Submit ~ | I Take Action I Check Spelling Print Copy Delegate Save Cancel

On-Call Assignment (PSS)

PSS will receive an email from eBuilder as notification of the request for On-Call Assignment.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

To access the On-Call Selection Request (Form 1135), click on the file folder project link provided in the
“On-Call Selection Request” field.

PSS shall then review Form 1135, assign a Consultant to the project, upload the executed Form 1135 to
the project file folder, complete filling out the “On-Call Information” section in eBuilder and click
“Submit” to spawn the “Task Letter Cost Integration” process. After completing the Task Letter Cost
Integration process, PSS will click the “Take Action” button to forward the assigned request to the PM to
begin preparing the task letter package.

Prepare Task Letter Package (PM)
The PM will receive an email from eBuilder as notification that a revision is required to process the
request for On-Call Assignment.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the link in the “Instance” column for the subject project under the “My
Processes” section. The process “Step” will be entitled “PM Revision — 1105/1135”.

*BI-C5-1005 - DAS Test 5

Process instance is in your court. To view details or take actinn,
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My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 | Instance T4 | Subject T2 |5tep 14

*Backy Test Proie 6010-12 6010 Bid Release Form | 03 - ADPM: Approve
=Cky [est Frojed R for BI-RCTEST-999 Bid Release Form
*BI-C5-1005 - DAS Tst TL-5 BI-C5-1005 - On-Call PM Revizion -
5 B Architect Request 11051135

After opening the project process, review the instructions provided under the “On-Call Consultant
Request” section to begin preparing the task letter package for submission.

To access the On-Call Assignment, click on the file folder project link provided in the “On-Call Selection
Request” field.

On-Call Selection Request: @

After opening the project process file folder, open the executed Form 1135 from the project file folder to
see the consultant assigned to the project and schedule the scope review meeting. No action will be
taken in eBuilder until the draft task letter package is complete.

Upon completion of the draft task letter package, log back into eBuilder, select the “My Home” tab, and
click on the subject project from the list under “My Processes”.

Right click on the file folder project link provided in the “On-Call Selection Request” field and select
“Open Link in New Tab”.

On-Call Selection Request: @

Upload the applicable documents, listed in the instructions, to the file folder to complete the task letter
package for submission.

Return to the open eBuilder tab and enter the “Date of Scope Review”, select “Submit” from the
dropdown list and click the “Take Action” button.

Task Letter Execution
* Date of Scope Review: : f|

(=unmit v || Take Action

10.07 Support Services Review (PSS)

PSS will receive an email from eBuilder as notification of the request for On-Call Assignment.
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To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the subject project process link from the “My Processes” section.

Right click on the file folder project link provided in the “On-Call Selection Request” field and select
“Open Link in New Tab”.

Review the task letter package submission.

If the value of the task letter, or if a supplemental task the cumulative value of all task letters, is less than
$100,000, PSS shall conduct the initial review of said task letter, and if applicable, revise and return the
task letter to the PM for review and revision.

If the value of the task letter, or if a supplemental task the cumulative value of all task letters, is greater
than $100,000, PSS shall forward the task letter package to the ADPM to conduct the initial review of
said task letter.

After the value of the task letter has been confirmed, and if applicable, the task letter has been reviewed
by PSS, PSS will return to the open tab in eBuilder and complete the “On-Call Information” section,
adding the “Actual Consultant Fee” from the draft task letter and answer the question regarding the
total value of the task letter assignment.

Upon completion, PSS will either select “Revise” from the drop-down list, next to the “Take Action”
button, to return the task letter package to the previous step for PM revision or select “Submit” to
forward the task letter package to the ADPM for review. After taking action, PSS will be prompted to
provide a comment regarding the proposed revisions for the PM or a comment regarding the type of
review the ADPM is to conduct prior to submitting the package to Legal.

Task Letter Revision (PM)

If “Revise” was selected in the previous or consequent step, the task letter package is returned to the
PM. The PM will receive an email notification from eBuilder that the task letter package has been
returned and the task letter package will also appear in eBuilder under “My Processes” within the “My
Home” tab in eBuilder.

The PM can either click on the email link to connect to the subject project process in eBuilder, or the PM
can access the project process by logging into eBuilder, selecting the “My Home” tab, and clicking on the
link in the “Instance” column for the subject project from the “My Processes” section.

*BI-C5-1005 - DAS Test 5

Process instance is in your court. To view details or take actinn,
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My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig! :

My Processes

Project T4 | Instance T4 | Subject T2 |step 14

*Backy Test Proie 5010 - 12 6010 Bid Release Form | 03 - ADPM: Approve
sy lestProjec ) bOTR- 12 for BI-RCTEST-999 Bid Release Form
*BI-C5-1005 - DAS Tst TL-5 BI-C5-1005 - On-Call PM Revision -
5 B Architect Request 11051135

After gaining access to the project, within the task letter process, the PM should review the “Comments”
tab for additional information regarding proposed revisions.

Details Documents {0} Artached Processes (D) Attached Forms (0) Attached To (D)

Request Comment Comment

| | |Pri\rate|(l:lmmentv |

There are no comments for this process.

After reviewing the comments, the PM should re-open the “Details” tab and right click on the file folder
project link provided in the “On-Call Selection Request” field, and select “Open Link in New Tab” to open
the project file. The PM should review the proposed task letter revisions, and if applicable, accept said
revisions and/or make additional revisions for resubmission.

On-Call Selection Request: B

repoint.com/:f./r/personal/craig_russell_ct_gov/Documents/On-Call%:20Checklist®2 0Review 2 0New/ JV/CF-RS-
W2 0Replacement?csf=18%web=18e=5%wuw7

*  User Tip — To get more accessibility when editing a Microsoft Word document in SharePoint, double
click on the subject document to open it in SharePoint. After opening the document in SharePoint,
make sure the dropdown list next to “Share” is in “Editing” mode and select “Open in Desktop App”.
This will allow you to open the document in your desktop to make edits and those edits will
automatically be save to the document in SharePoint.

Word JoeM CASB - Saved ~ A Search (Alt + Q) 8% Russell, Craig
Home Insert Layout References Review View Help 1 Comments A y Editing v ﬂl‘-‘\ Share v
Calibri (8od 1 B I U .. =v = 7 A
E v ‘ alibri (Body) V‘ V| - = = %; Make any changes g
,('{j Reviewing

Add comments and suggest changes

Viewing
View the file, but make no changes

i Open in Desktop App
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After completing the review, return to the open eBuilder tab, select “Submit” from the dropdown list
and click on the “Take Action” button.

10.09 ADPM Review (ADPM)

The ADPM will receive an email from eBuilder as notification that the task letter package has been
forwarded to their attention to take action.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the subject project process link from the “My Processes” section.

*BI-C5-1005 - DAS Test 5

Process instance is in your court. To view details or take action| click here

My Home Projects Forms Processes Documents  Contacts Cost  Schedule

Welcome, Craig! v Edit My Home
My Processes
Project T% | Instance 1% |Subject 1% |step T4 |Date Due 1% | Requested Com... T%

*Back 05- 20 Test 1105 Executed
*BI-CS - DAS Test TL-10 BI-C5-1005 - On-Call Support Services Task
5 - Architect Request Letter Review

After opening the project in eBuilder, select the “Comments” tab to note whether the task letter was
initially reviewed by PSS for their review and submission to the Legal Director for final approval or if the

ADPM is to conduct the initial review and submit the task letter package for legal for assignment and
SPRB review.

Diztailz Comments (0} Documents (0] Artached Processes (D) Attached Forms (0) Attached To (D)

Request Comment Comment

Private | Comment

There are no comments for this process.

After reviewing the comments, re-open the “Details” tab and then right click on the file folder project
link provided in the “On-Call Selection Request” field, select “Open Link in New Tab” to open the project

file to review the draft task letter, and if applicable, recommend additional revisions prior to submission
to legal.

On-Call Selection Request: B

After completing the review, return to the open eBuilder tab, scroll down to the bottom of the page and
either select “Revise” from the drop-down list next to the “Take Action” button to return the task letter
package to PSS to complete the revision; or select “Submit” to forward the task letter package to the
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Legal Director for final review and approval (>$100,000) or for assignment and SPRB Approval
(<$100,000).

* |If “Revise” was selected, the ADPM will be prompted to provide a comment after clicking the “Take

Action” button to provide direction for revising the task letter package for resubmission.
10.10 Legal Assignment/SPRB Review or Legal Director Review (Legal Director)
If the cumulative value of all task letters is less than $100,000:

The Legal Director will receive an email from eBuilder as notification that the task letter package has
been forwarded to their attention to take action.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

*BI-CS-1005 - DAS Test 5

Process instance is in your court. To view details or take action) click here

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig! - Edit My Home

My Processes

Project T4 |Instance T2 |Subject T4 |step T2 |Date Due 1% | Requested Com... T%

5-20 Test 1105 Executed

BI-C5-1005 - On-Ca Support Sen
Architect Request Letter Revie

To review the task letter package, right click on the file folder project link provided in the “On-Call
Selection Request” field and select “Open Link in New Tab”. The project file folder will open with the
draft task letter package inside for review, and if applicable, revision.

On-Call Selection Request: B

LICsi="&web=

After reviewing the comments, re-open the “Details” tab and then right click on the file folder project
link provided in the “On-Call Selection Request” field, select “Open Link in New Tab” to open the project

file to review the draft task letter, and if applicable, recommend additional revisions prior to submission
to legal.

Upon completion of the task letter review, return to the open eBuilder tab and scroll down to the
bottom of the page and either select “Revise” from the drop-down list next to the “Take Action” button
to return the task letter package to PSS for additional revision or select “Submit” to forward the task
letter package to PSS for processing through DocuSign (Step Eleven).
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If the cumulative value of all task letters is greater than $100,000:

The Legal Director will receive an email from eBuilder as notification that the task letter package has
been forwarded to their attention to take action.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

After opening the project in eBuilder, answer the “Make Legal Assignment?” question by selecting “Yes”
from the dropdown list and then will select “Submit” from the dropdown list next to the “Take Action”
button and click the “Take Action” button to proceed to the next step.

On-Call Information

Type of OC Consultant:
On-Call Consultant Mame:

On-Call Contract Number:

Actual Consultant Fes:

* hake Legal Assignment?: |-- Please select an option -- | bl |

Task Letter Execution

10.11

Date of Scope Review 08212023

e Lagal Receive P

| P w|  Take Action Check Spelling Print

After the “Take Action” button has been clicked, a prompt will be displayed to provide a comment, and a
list of Attorney’s will be visible to select from for assignment. Click on the Attorney to be assigned, and
then click on the “>” to move the Attorney from the “Available Users” to the “Selected Users” section
and click “Submit” to make the assignment.

Add Commant

Add actors to the next step

OLAPP Review (OLAPP - Attorneys)

The OLAPP Attorney assigned to the project will receive an email from eBuilder as notification that the
task letter package has been forwarded to their attention to take action.
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To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

*BI-C5-1005 - DAS Test 5

Process instance is in your court. To view details or take action) click here

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig! v Edit My Home

My Processes

Project T4 | Instance T2 |Subject T4 |step T2 |Date Due 1% | Requested Com... T%

105- 20 Test 1105 Executad

Can BI-C5-1005 - On-Call Support Services Task
Architect Request Letier Review

After opening the project process in eBuilder, select the “Comments” tab to note comments provided by
previous actors in the process.

Cewilz | Comments (0) Documents (0] Artached Processes (0)  Attached Forms (0) | Attached To (0)

Request Comment Comment

Private | Comment ~

There are no comments for this process.

After reviewing the “Comments”, return to the “Details” tab, right click on the file folder project link
provided in the “On-Call Selection Request” field, and select “Open Link in New Tab”. The project file
folder will open with the draft task letter package inside for review, and if applicable, revision.

On-Call Selection Request: @ ents/On-Call%:20Checklist3a2 0Reviewde2 DMew/V/CF-RS

,.
1!
.
i
=
s
;
L

Upon completion of the task letter review, return to the open eBuilder tab and scroll down to the
bottom of the page and either select “Revise” from the drop-down list next to the “Take Action” button

to return the task letter package to PM for revision or select “Submit” to forward the task letter package
to OLAPP Paralegals for submission to SPRB.

10.12 SPRB Review (OLAPP - Paralegals)

The OLAPP Attorney assigned to the project will receive an email from eBuilder as notification that the
task letter package has been forwarded to their attention to take action.
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To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

*BI-C5-1005 - DAS Test 5

Process instance is in your court. To view details or take action) click here

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig! v Edit My Home

My Processes

Project T2 |Instance T4 | Subject T% |Step T4 | Date Due 1% | Requested Com... T%

1105- 20 Test 1105 Executed
Can BI-C5-1005 - On-Call Support Services Task
. Architect Request Letter Review

After opening the project process in eBuilder, right click on the file folder project link in the “On-Call
Selection Request” field and select “Open Link in New Tab” to access the task letter package.

On-Call Selection Request: @

Download the applicable task letter package for submission to SPRB and provide the “SPRB File Number”
and the date “Sent to SPRB” under the section entitled “On-Call Information”. Then scroll down to the
bottom of the page and click the “Take Action” button to proceed to the next step.

On-Call Information

Type of OC Consultant: ARC
On-Call Consultant Name: *5ample Company
On-Call Contract Number: OC-DC5-DAS-0001
Task Noa T
Actual Consultant Fee: 101,000.00
% SPRS File Number: 23-999
* Sent to SPRB: 05222023 | B

The subject task letter package will not be submitted to SPRB through eBuilder. The TL Package should
be submitted to SPRB through normal means for their review.

10.13 SPRB Approval (OLAPP - Paralegals)

After SPRB has completed their review, select the “My Home” tab again, and click on the link to the
subject project from the “My Processes” section to open the process in eBuilder. Once opened, scroll
down to the section entitled “On-Call Information” and provide the date “Approved by SPRB”, if
applicable. Then, follow the “General Instructions” provided to “Approve”, “Revise”, or “Void” the task
letter package and click on the “Take Action” button to proceed to the next step in the process.
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Process Task Letter through DocuSign (OLAPP-Paralegals)

If “Approved” by SPRB, the task letter package will proceed to this placeholder step for the OLAPP
Paralegal to process the task letter through DocuSign.

As was the case in the previous step, OLAPP Paralegals will receive an email from eBuilder as notification
that the task letter package has been forwarded to their attention to take action and will appear under
“My Home” tab in the “My Processes” section in eBuilder to take action.

Again, the OLAPP Paralegal can either click on the email link to connect to the project process in eBuilder
or can click on the link to the subject project from the “My Processes” section, under the “My Home”
tab, to connect to the project process (refer to diagrams in Step 11).

After opening the project process, the paralegal should right click on the file folder project link in the
“On-Call Selection Request” field and select “Open Link in New Tab” to gain access to the task letter
package file folder, download the final version of the subject task letter, and process the task letter
through DocuSign.

After initiating the processing of the task letter through DocuSign, the paralegal should return to the
open eBuilder tab, scroll down to the bottom of the page, select “Submit” from the dropdown list next
to the “Take Action” button and click on the “Take Action” button.

Process Task Letter through DocuSign (PSS)

PSS will receive an email from eBuilder as notification that the task letter package has been forwarded to
their attention to take action and will appear under “My Home” tab in the “My Processes” section in
eBuilder to take action.

PSS will access the project file folder, download the final version of the task letter and process the task
letter through DocuSign.

After initiating the processing of the task letter through DocuSign, select “Submit” from the dropdown
list next to the “Take Action” button and click on the “Take Action” button.

Task Letter Executed (PSS)

PSS will receive an email from eBuilder as notification that the task letter has been processed through
DocusSign.

PSS will access the project process, complete the “Task Letter Executed” section of eBuilder, upload a
copy the executed task letter to the “Task Letter Executed” field for placement in the project file (Pre-
Construction/On-Call Task Letters), and select “Submit” to complete the task letter process.
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Section 11: Contract and Amendment Process

THIS PROCESS IS CURRENTLY UNDER DEVELOPMENT

Accessing the Process (OLAPP Procurement or PM)

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

On your homepage, Go to the “Processes” tab and select the subject project for which you wish to draft
a Contract or Amendment from the from the “All Projects” dropdown list. If the Contract or Amendment
to be drafted is an On-Call, select “*Master On-Call” from the “All Projects” dropdown list.

Select “Contract and Amendment” from the “Type of Process” dropdown list and click “Start Selected
Process Type”.

Selecting the Contract Type (OLAPP Procurement or PM)

Select the type of Contract being submitted for approval from the “Contract Submission Type” dropdown
list and click the “Take Action” button.

Selecting the Document Type (OLAPP Procurement or PM)

Select the type of document being submitted for approval from the “Document Type” dropdown list and
click the “Take Action” button.
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Section 11A: On-Call Contract Approval

THIS PROCESS IS CURRENTLY UNDER DEVELOPMENT
11A.01 On-Call Contract Series Initiation (OLAPP Procurement)

Create an On-Call Contract Series file folder on the OneDrive by clicking on the following hyperlink: "On-
Call Consultant Services".

Hover the cursor over the file folder entitled “OC-DCS-(Series Number) and click on the ellipsis "...".

Select "Copy to" and then click “Copy here”. A prompt will appear “1 item wasn’t copied...”. Click “Keep
both”.

Hover the cursor over the file folder entitled “OC-DCS-(Series Number)1 and click on the ellipsis "...".
Select “Rename” and rename the newly pasted file folder with the subject On-Call Series Number, i.e.
OC-DCS-ARC-0073-0078.

Hover the cursor over the renamed file folder and select “Copy link”. Paste the link in the "Contract
Approval File Folder" field in the "On-Call Contract Series" section.

Provide data input for the remaining fields in “On-Call Contract Series” section. Upon completion of data
input and after uploading the respective supporting documents, scroll down to the bottom of the page
and press the "Take Action" button.

Note: If legal requires additional documentation and/or information regarding the subject On-Call
Contract Series submission, OLAPP Procurement will receive an email from eBuilder as notification that
additional documentation and/or information is required.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the subject project process instance link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take actiun

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T2 |Instance T2 | Subject T% | step 14
*Master On-Cal PP — On-Call Architect Prepare Contract
TS e Series Pa:
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Click on the “Comments” tab to see what additional information or documentation is required.

Cetzil: | Comments (0) Documents (0] Attached Processes (0)  Attached Forms (0} | Attached To (0)

Request Comment Comment

| | |F‘r'r\.rate|Commentv |

If additional documentation is required, return to the “Details” tab and click on the link in the "Contract
Approval File Folder" field to open subject On-Call Contract Series file folder. Upload the respective
supporting documents to the “Supporting Documents” file folder and scroll down to the bottom of the
page and press the "Take Action" button.

If additional information is required, scroll down to the bottom of the page and press the "Take Action"
button.

After clicking the “Take Action” button a prompt will appear that will allow you to provide a comment

regarding the request for additional documentation and/or information. After providing the comment,
click “Submit”.

Contract Approval File Folder | |
| Submit b | Iake Action I Check Spelling Print Copy Delegate Save Cancel

Add Comment

[ private

11A.02 On-Call Contract Series Initiation (PSS)

PSS will receive an email from eBuilder as notification that the required documents have been submitted
by DAS Procurement to initiate the drafting of a new On-Call Contract Series.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the subject project process instance link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take action,

Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T% |Instance T% | Subject T4 |Step 12
#aster On-Cal I — [On-Call Architect Prepare Contract
dEmEr S e Series Package for SPRE
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Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

Click on the link in the "Contract Approval File Folder" field to open subject On-Call Contract Series file
folder. Open the "Supporting Documents" file folder to view the "On-Call Contract Checklist" documents.

Open the On-Call Selection Approval Memo on your desktop and return to the On-Call Contract Series
file folder. Rename each of the individual On-Call Contract file folders, starting with the first number in
the On-Call Contract Series and the first firm name from the On-Call Selection Approval Memo. Repeat
this step until all of the firm names from the On-Call Selection Approval Memo have their own file folder.

Return to the process instance to complete the section entitled “On-Call Contract Data”.

Under the subsection entitled “Add New Item for On-Call Contract Data”, click the “Lookup” link in the
“Vendor” field to lookup the first “Vendor” selected from the On-Call Selection Approval Memo, answer
the remaining questions in the section, and click “Add”. Repeat this process for each selected Vendor.
Upon completion, select “Send to Legal” from the dropdown list next to the “Take Action” button and
click “Take Action”.

Add New ltem for On-Call Contract Data

* \iendor I_ Lookup I

%* On-Call Contract No. @ | |

Clear

| 5end to Legal v || Take Action | CheckSpelling  Print  Copy  Delegate | 24 of 24 -

11A.03 Legal Assignment (Legal Director)
The Legal Director will receive an email from eBuilder as notification that the required documents have
been submitted by DAS Procurement to initiate the drafting of a new On-Call Contract Series.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the subject project process link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take action,

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T2 | Instance T2 | Subject T2 | Step 13
#aster On-Cal JEpE— I0n-Call Architect Prepare Contract
dEmEr S e Series Package for SPRE
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Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

Click on the link in the "Contract Approval File Folder" field to open subject On-Call Contract Series file
folder. Double click on the "Supporting Documents" file folder to view the "On-Call Contract Checklist"
documents.

If additional documentation is required to initiate the drafting of said contract, scroll down to the bottom
of the page and select "Return" from the dropdown list next to the "Take Action" button and then click
the "Take Action" button. A prompt will appear to add a comment for the request of additional
documentation.

If the necessary documentation has been submitted, scroll down to the bottom of the page and select
"Submit" from the dropdown list next to the "Take Action" button and then click the "Take Action" to
assign an Attorney and a Paralegal to draft the contract.

After the “Take Action” button has been clicked, a prompt will be displayed to provide a comment, and a
list of Attorney’s and Paralegals will be visible to select from for assignment. Click on the name of the
Attorney and Paralegal to be assigned, and then click on the “>” to move the Attorney and Paralegal
from the “Available Users” to the “Selected Users” section. Click “Submit” to make the assignment.

11A.04 Draft Contract/Credential Review (Attorney and/or Paralegal)

The Attorney and/or Paralegal assigned to draft the subject On-Call Contract Series will receive an email
from eBuilder as notification that the required documents have been submitted by DAS Procurement to
initiate the drafting of a new On-Call Contract Series.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take actir.m

My Home Projects Forms Processes  Documenis Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 | Instance 14 | Subject T% | Step 15
+Mastar On-Cal P On-Call Architect
e s e Series B

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.
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Click on the link in the "Contract Approval File Folder" field to open subject On-Call Contract Series file
folder. Double click on the "Supporting Documents" file folder to view the "On-Call Contract Checklist"
documents.

Complete data input for the “On-Call Checklist for Credential Review” field in the “On-Call Information”
section. Upload copies of each of the respective documents checked off to the respective file folder
listed in the field instructions.

Prepare a draft contract for the subject On-Call Contract Series.

Upon completion of the draft contract, click on the link in the "Contract Approval File Folder" field to
open subject On-Call Contract Series file folder. Upload a copy of the draft contract to the “Drafts”
subfolder within the subject On-Call Contract Series file folder.

After completing the draft contract, the data input, and after all of the required documents have been
uploaded to the respective file folders, scroll down to the bottom of the screen and click the “Take
Action” button to submit the draft to the Legal Director for review and approval.

Note: If all of the required documentation has not yet been submitted by selected firms by the time the
draft On-Call Contract is ready for the Legal Director to review, you can proceed with clicking the “Take
Action” button and finish the data input and uploading the required documents in step 11A.06 - Prepare
On-Call Contract Packages for SPRB Review.

11A.05 Legal Director Contract Review

The Legal Director will receive an email from eBuilder as notification that the draft contract for the
subject On-Call Contract Series is ready to be reviewed.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the subject project process link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take action,

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 |Instance T4 | Subject T4 | Step T2
e o (On-Call Architect Prepare Contract
*Master On-Cal aC - 27 Caries Pack=ra fne CODD

Click on the link in the "Contract Approval File Folder" field to open subject On-Call Contract Series file
folder. Open the "Drafts" file folder to view the draft Contract. Open the “Credentials and Insurance”,
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and “Supporting Documents” file folders to review such documents related to the On-Call Series
Contract.

Review and revise the draft contract as needed. Upon completion of your review, scroll down to the

bottom of the page and select one of the following from the dropdown list next to the "Take Action"
button:

e Select "Return" and then click the "Take Action" button to return the draft to the Attorney
and/or Paralegal assigned to the project for additional review and revision; or

e Select "Submit" and then click the "Take Action" button to forward the process to Attorney
and/or Paralegal assigned to the project to finalize the On-Call Contract for each of the selected
firms and further prepare the On-Call Contract Series package for SPRB review.

After clicking the "Take Action" button, a prompt will appear to allow for comments related to the draft
agreement and to again select the Attorney and/or Paralegal assigned to the project to complete the

next step in the process. After providing your comments and making your selection, either click the
"Return" or "Submit" button.

11A.06 Prepare On-Call Contract Packages for SPRB Review (Attorney and/or Paralegal)

The Attorney and/or Paralegal assigned to the subject On-Call Contract Series will receive an email from
eBuilder as notification that the Legal Director has completed a review of the draft contract and the
Attorney and/or Paralegal can finalize the draft contract for each of the selected firms and begin
preparing the On-Call Contract Series package for SPRB review.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the subject project process link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take action, ¢lick here]

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 |Instance T4 |Subject 14 |step T4
e (s PR — On-Call Architect Prepare Contract
MEsIErUn-LE e Series Packzge for SPRE
Complete data input for the “On-Call Checklist for Credential Review” and "On-Call SF the

“On-Call Information” section.

Click on the link in the "Contract Approval File Folder" field, in the “On-Call Contract Series” section, to
open the subject On-Call Contract Series file folder. Upload copies of each of the respective documents
checked off in the “On-Call Checklist for Credential Review” and "On-Call SPRB Checklist" fields to the
respective file folders listed in the field instructions.
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Upload copies of the final draft Contract for each of the selected firms to the SPRB file folder and into the
"Drafts" subfolder within each respective "On-Call Contract" file folder.

Complete data input for the “SPRB File No.” and “Date Sent to SPRB” fields in the “On-Call Contract
Data” section.

To edit the above referenced fields for any given On-Call Contract, go to the row of the subject vendor;
then scroll over to the column for the subject field and click on the "Pencil" toggle () to edit the field.

On-Call Contract Data Show Filter | Select Al Fow Height: Delete
For each individual On-Call Contract, OLAPP shall input data into the following fields:

1. SPRE File No.
2. Date Sent to SPRB

To edit the above referenced fields for any given On-Call Contract, go to the row of the subject vendor; then scroll over to the column for the subject field and click on the "Pencil” toggle
to edit the subject field

If any of the subject On-Call Contracts is cancelled, select the spedified row of the contract that is to be cancelled and click “Delete” in the first cell of the specified row to delete the
confract data. After deleting the contract data, select the "Comments™ tab above and provide an explanation for the contract deletion. After providing a comment, return to the “Details”
tab and finish providing the data input for each individual On-Call Contract.

After completing the data input for one or more On-Call Contracts, scroll down to the bottom of the page, select "Submit” from the dropdown list and press the "Take Acticn” button.

#. Vendor On-Call Contract No. [[§ | Actual Fee [[j |SPRE File No. | Date Sent to SPRE  (Date Approved by SPRB | Date Sent to AC
] a @
Delete *3ample Company OC-DC5-ARC-0001
Delete 2 *5ample Company 0OC-DC5-ARC-0002 1,000,000] & 9995
13
Grand Totals
(2 items)
Submit b I Take Action I Check Spelling Print Copy Delegate Save Cancel

After completing the data input in the "On-Call Information" and "On-Call Contract Data" sections, and
after all of the required documents have been uploaded to the respective file folders, scroll down to the
bottom of the screen and click the “Take Action” button.

11A.07 SPRB Approval/AG Review (Paralegal)

The Paralegal assigned to the subject On-Call Contract Series will receive an email from eBuilder as
notification that the On-Call Contract series has been submitted to SPRB for review and approval. This

will serve as a hold step until such time that the SPRB has reviewed and approved one or more of the
subject On-Call Series Contracts.

After SPRB has reviewed and approved one more of the subject On-Call Series Contracts, the Paralegal
should proceed to process On-Call Series Contracts through DocuSign and prepare the Contracts for sign

off by the Attorney General’s Office. A copy of each executed On-Call Contract should be sent to PSS
upon completion.

After sending the Contracts for sign off, the Paralegal should open the process instance in eBuilder for
data input.
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To access the process instance, either click on the link provided in the email or log into eBuilder, select
the “My Home” tab and click on the subject project process link from the “My Processes” section.

*Master On-Call

Process instance is in your court. To view details or take actiun

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig! A

My Processes

Project T2 |Instance 1% | Subject T% | Step T4
*Master On-Cal - (On-Call Architect Prepare Contract
dEstErina i Series Fackaze for SPRE

Follow the instructions provided under the “On-Call Contract Data” section and provide the “Date
Approved by SPRB” and the “Date Sent to the AG” for each individual On-Call contract. Click on the

“Pencil” toggle ( ") under the respective column header to provide the necessary data input.

On-Call Contract Data
Show Filtzr | Szlect Al Row Height

For each individual On-Call Contract, input data into the following fields:

1. 5PRE File No.
2. Date Sent to SPRB

To edit the above referenced fields for any given On-Call Contract, go to the row of the subject vendor; then scroll over to the column for the subject field and click on the "Pencil” toggle to edit

After completing the data input in the "On-Call Information” and "On-Call Contract Data" sections, and after all of the reguired documents have been uploaded to the respective file folders, scrt

S Vendor On-Call Contract No. |J | Actual Fee SPRB File No. | Date Sent to SPRE | Date Approved by SPRB | Date Sent to AG |
7] 7]
Delete 1 # ¥ Nautilus Consulti... | & 0C.DCS-ANLY-AUD.. soo000 & | 4 ’ ’
Delete |2 # R ArcaDisUSINC | & oCDCS-ANLY-AUD.. 500,000 & £ £ £
Delete |3 # R Whittiesey PC # OC-DCS-ANLY-AUD.. 500,000 & g ’ ’

After completing the data input for one or more On-Call Contracts, scroll down to the bottom of the page
and click the "Take Action" button.

After clicking "Take Action", a prompt will appear to allow the Paralegal the opportunity to comment on
the SPRB Review and Approval Process. If any of the subject On-Call Series Contracts were suspended or
rejected, the Paralegal should provide a listing of those On-Call Contracts and the status of those
contracts as being suspended or rejected in the "Comments" box. Upon completion, click "Submit".

Add Comment

O private
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Note: If any of the subject On-Call Series Contracts were suspended or rejected, the data input for those
respective Contracts will be input by PSS during the Final Review step.

11A.08 Support Services Final Review (PSS)

PSS will receive an email from eBuilder as notification that an On-Call Contract Series has been submitted
to the AG for approval. No action is required by PSS at this time. After one or more of the On-Call
contracts has been processed through DocuSign and executed, the OLAPP — Paralegals will provide PSS
with a copy of said contract(s).

Upon receipt of said contract(s), PSS should access the On-Call Contract Approval process by either
clicking on the link provided in the email or by logging into eBuilder, selecting the “My Home” tab, and
clicking on the link in the “Instance” column for the *Master On-Call project from the “My Processes”
section.

After opening the On-Call Contract Approval process in eBuilder, select the “Comments” tab to note
comments provided by previous actors in the process.

Select the “Documents” tab and upload copies of the executed On-Call Contracts.

Select the “Details” tab and follow the instructions provided under the section header “On-Call Contract
Data” and provide data input for all of the remaining date fields, answer the “Document Uploaded?”,
and provide the “CORE Contract No.” for each individual On-Call contract.

*  To edit the "Document Uploaded" field for any given On-Call Contract, go to the row of the subject
vendor; then scroll over to the column for the subject field and click on the dropdown list within the
field to select your response. To edit all other fields, click on the  “ “toggle under the respective
column header to provide the necessary data input.

After entering the data for one or more On-Call Contracts, scroll down to the bottom of the page and
select "Create OC" from the dropdown list and click the "Take Action" button to proceed to the “On-Call
Contract Creation — Cost Integrated” process.

11A.09 On-Call Contract Creation — Cost Integrated (PSS)

PSS will receive an email from eBuilder as notification that one or more of the On-Call Contracts in the
contract series has been executed and is ready to be set up as a Master Commitment.

To access the On-Call Contract Creation — Cost Integrated process, either click on the link provided in the
email or log into eBuilder, select the “My Home” tab and click on the link in the “Process” column for the
“Subject” - “On-Call ... Series” from the “My Processes” section.

— _ _ Requested
J P Subject St In Step S5 Date D/ Status -
rocess | Subjec ep n Step Since | Date Due | Status Comment

Call Architect Series Cost Integrated OC | 06.30.2023 Submitted
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Upon opening the On-Call Contract Creation — Cost Integrated process, a warning prompt will appear.
Select the “Click here” link in the prompt to proceed to the next step and create the Master

Commitment.

On-Call Contract Approval (0OC) - 27 Delete Instance Workflow Override | All Fields View

A draft On-Call Contract Creation - Cost Integrated has been automatically creat: to provide required Master Commitment information and submit the instance.

In the section entitled “Master Commitment Overview” section, provide data input for the following
fields:
1. Master Commitment Type: Select “On-Call Contract” from the dropdown list.
2. Company: Select the vendor from the dropdown list that is assigned to the On-Call Contract.
3. Contact: Select a contact for the subject company from the dropdown list.
In the section entitled “Add New Master Commitment Item” section, provide data input for the following
fields:
1. Account Code: Click the “ " toggle.
Select one of the following from the “Category” dropdown list:
a. 10.0 - CAif the subject On-Call Contract is for CA, CA, or Cx services.
b. 13.0-Claims if the subject On-Call Contract is for ANLY or Audit services.
c. 8.0-A/E for all other On-Call Contract services.
Select one of the following from the “Code” dropdown list:
a. 10.130 - CAif the subject On-Call Contract is for CA, CA, or Cx services.
b. 13.130 - Claims if the subject On-Call Contract is for ANLY or Audit services.
c. 8.130- A/E for all other On-Call Contract services.

2. Amount: Input the Award amount for the subject On-Call Contract.

Complete the “Master Commitment Custom Fields” section in its entirety for each individual on-call
contract that has been executed. Each individual on-call contract will be submitted separately.

Helpful Hints for completing the “Master Commitment Custom Fields” section

1. Return to the eBuilder webpage tab and select the “Processes” tab.
2. Select “*Master On-Call” from the “All Projects” dropdown list.

3. Click on the link under the “Subject” column header for the respective On-Call Contract Series.
This will open the “On-Call Contract Creation — Cost Integrated” process page again. All of the
subject On-Call Contract data for each individual On-Call contract will be visible under the “On-

Call Contracts” section.

After entering the On-Call Contract data, scroll down to the bottom of the page and select "Submit" from
the dropdown list and click the "Take Action" button.

Return to the “Processes” tab and click on the link for the subject On-Call Contract Series.
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Answer the question “All Contracts Complete?” under the “On-Call Contract Series” section. Respond
“No” to the question each time, until such time that all of the subject On-Call Contracts in the series have
been executed and the data input has been completed for each contract.

Select “Complete” from the dropdown list next to the “Take Action” button and click “Take Action” each
time an individual On-Call Contract is executed.

Accept Decline
Process Document:
Current Workflow S

OCC - 45

- re, Cur
oW Histony Ly

Support Services

I:.--:‘Tp ete bt | ITake Action | Check Spelling Print Copy Delegate Save

Crwerall Due Date:

Step Due Date:

|br-Ce Architect Series (OC - 27) |

submitied

When prompted, insert the “Approval Date” and click “Yes, Approve”.

After all contracts have been executed and the data input for each individual contract has been

completed, return to the “Processes” tab and click on the link in the “Instance” column for the *Master
On-Call project one last time.

Answer the question “All Contracts Complete?” under the “On-Call Contract Series” section. Respond
“Yes”, scroll down to the bottom of the page and select “Complete” from the dropdown list next to the
“Take Action” button and click “Take Action” to complete the process.
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Section 11B: Design Bid Build - DBB

11B.01 (Coming Soon)
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Section 11C: Construction Manager at Risk - CMR

11C.01 (Coming Soon)
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Section 11D: Design Bid Build - DBB

11D.01 (Coming Soon)
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Section 12: 1165 HazMat Project Intake Request

12.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

On your homepage, Go to the “Processes” tab and select the “*HazMat Project Creation Project” from
the “All Projects” dropdown list.

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes
| 1165 Process Status W | Edit | Add View | -
*Becky Test Project
*Becky Test Project - 2
*BI-C5-1005 - DAS Test 5
|iject MName = |Agency |Agenc_v PM | 1 U II:S' ti ot
-C5-1010 - DAS Test Proj
DASSCS | Matthew Pafford { *e-Builder Testing Project
2400 -HAZ-05_Paff Test DASSCS Matthew Pafford

lI*H azidat Project Creation Project I

Click the “Start Selected Process Type” button. The Type of Process should be listed as “1165 HazMat
Project Intake Request (HAZ)”.

Processes For |<Hazva Project Creation Project -
Filter Processes I Start Selected Process Type Start Process
Search In (O Processes Initiated By Me O Processes In Wy Court ® Al Processes
Type of Process | R Hazhat Project Intake Reguest [HAZ) v K8 Dzl Open I Finished
Step Mame d
Containing Text | |

12.02 Hazardous Materials Assistance Request (Agency PM)

Click the “Instructions” button at the top of the page for an overview of the Statewide Hazardous
Abatement Program, general eBuilder instructions, and additional instructions for completing Form
1165. In the “Subject” field, input the name of the project for which you are requesting HazMat

Assistance.
1165 HazMat Project Intake Request (HAZ) | Instludionsl
Start Process Print Check Spelling Submit Save Draft Cancel
Prgject: *HazMat Project Creation Project
Process: 1165 Hazhat Project Intake Reguest
* Subject: | |
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~

Hazardous Materials Assistance Request - Form 1165
Please click on the “Instructions” button above for an overview of the Statewide Hazardous Abatement Program, general eBuilder instructions, and additional instructions for completing

Form 11&5.

In the “Subject” field above, input the name of the project for which you are applying to participate in the Statewide Hazardous Abatement Program, then provide the requested “Agency
Information™ below to initiate the Hazardous Materials Assistance Request. Upon completion, scroll down to the bottom of the page and select "Submit” from the dropdown list next to

the "Take Action” button and then dick the "Take Action” button to proceed to the next step in the application process.

* Incomplete applications will not be accepted. If response is not applicable (N/A), or unknown (UNK]), mark accordingly. Approved applications will be funded through the Statewide

Hazardous Abatement Program.

Agency Information
* pgency: | Board of Regents for Higher Education

* agency Pv:B [Please select...

* Agency PM - Email: |
|

* Agency PM - Phone: |

Print Check Spelling Save Draft Cancel

* |f the name of the Agency PM is not listed in the dropdown list, please notify Craig Russell by email
at craig.russell@ct.gov to have that individual added to the list and provide that individual with an

eBuilder license, username, and password.

12.03 HazMat Project Information (Agency PM)

Return to the “Processes” tab and click on the link for the subject project in the “Subject” column.

Processes Documents Contacts Cost  Schedule Reports

Processes For -dzzva Project Creation Project

Filter Processes Start Selected Process Type Start Process

Search In Processes Imtiated By Me O Processes In Wy Court ® Al Processes
Type of Process 1165 HarMat Project Intake Request (HAT) v B orarll OgenFinisned
Statuc
Skep Mame -
Containing Text
Filter
Processes  Repoms [0
Print Log
| | |
m 1 ’ Requested
| | Process | Subject 5t [Ins Since Date Due Status =
[ s - | o Comment
1 |HAZ-2 I Hazhat Test Project Agency Proect Info 0B.25.2023 Submitted
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Review the general instructions for and complete the sections entitled “Project Information” and
“Emergency Use of HazMat Funds”.

Project Information

Provide information regarding the subject project below. Upon competion, scroll down to the bottom of the page and select “Submit”™ from the dropdown list next to the "Take Action”
button and then click on the "Take Action” button to proceed to the next step in the application process.

* Project Building Mame: |

* Project Address:

* City:

|

|

DAS/CS Building Number: @ |
Room Mumber: B |

DAS Project Mumbern: If this project is part of a larger project for which a DAS Project Mumber was assigned, please provide the project number hera,
* Project Description/Haziat n 300 words or less, describe the project scope, including type of work (e.g. initial investigation/testing, abatement/remediztion, abatement
SO menitoring, other), type of hazmat(s), and location specifics.

Emergency Use of HazMat Funds

In limited instances, DAS/CS may authorize the use of HazMat Program funding in response to an emergency condition if the condition meets the criteria defined below or as approved at
the discretion of the DAS Deputy Commissioner.

An emergency is defined as a condition which presents an immediate threat to the health and safety of any persons, and/or disrupts the normal operation of the agency (or portions thereof)
and reguires the commencement of hazmat services within a twenty-four (24) hour period.

* Emergency Use of Funds: 7] |-— Please select an option - o |

*  Only answer “Yes” to the “Emergency Use of Funds” question if the subject project presents a
condition that is an immediate threat to the health and safety of any persons, and/or disrupts the
normal operation of the agency (or portions thereof) and requires the commencement of hazmat
services within a twenty-four (24) hour period.

Upon completion, scroll down to the bottom of the page and select “Submit” from the dropdown list
next to the “Take Action” button and click the “Take Action” button. If you answered “Yes” to the
“Emergency Use of Funds” question, proceed to Section 12.04. If you answered “No”, proceed to Section
12.05.
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12.04 HazMat Emergency Project (Agency PM)

If the response to the “Emergency Use of Funds” question was “Yes”, return to the “Processes” tab and
click on the link for the subject project in the “Subject” column. The “Step” column should denote the
subject project as “Agency Emergency Project”.

Processes Documents Contacts Cost  Schedule Reports

Processes FOr | -Hazvat Prolect Creation Project i
Filter Processes Start Selected Process Type Start Process
Search In

Type of Process

Status

Step Mame

Filter

Processes  Repors (0

Print Log
= Requested
_ | Process | Subject S In Step Since Date Due Status =
tabj b 3 | Comament
HAZ - & I HazMat Test Project & Agency Emergency Project 07.20,2023 Submitted

Click the “Instructions” button at the top of the page for an overview of the processing of emergency
HazMat project requests.

1165 HazMat Project Intake Request (HAZ) - 8 Delete Instance Workflow Override | | All Fields View m

| Submit i | Take Action Check Spelling Print Copy Delegate Save Cancel

Review the general instructions for and complete the sections entitled “Services Requested”,

“Emergency Consultant/Contractor”, “Statement of Verification” and “Terms of Acceptance &
Signature”.
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To complete the “Emergency Consultant/Contractor” section, scroll down to subsection “Add New Item
for Emergency Consultant/Contractor” and select the “Preferred Consultant/Contractor” from the
dropdown list provided and provide the “Preferred Consultant/Contractor Quote”. Select “Other” from
the dropdown list if your selected Consultant/Contractor is not formally listed. After providing the

information for the first Consultant/Contractor, click the “Add” button and repeat this process if
applicable.

Emergency Consultant/Contractor -

R Height Download Template | Import Delete

This request to participate in the Statewide Hazardous Abatement Pragram is for an emergency project. Please click on the "Instructions” button above for additional detail regarding the
processing of emergency HazMat praject requests.

After reviewing the instructions, please provide the name of the Consultant(s)/Contractor(s) selected to perform the work in the "Preferred Consultant/Contractor” space below and, if
available at the time of submission, the estimated fee for the work to be performed. After providing the information for the first "Preferred Consultant/Contractor”, click the “Add”
button. Repeat this process for each "Preferred Consultant/Contractor”,

# Preferred Consultant/Contractor g Preferred Consultant/Contractor Quote |

Grand Totals
{0 items)

Add New Item for Emergency Consultant/Contractor

* preferred | Please seledt... Vl
Consultant/Contractor B

Consultant/Contractor Quote

Clear

If “Other” was selected from the “Preferred Consultant/Contractor” dropdown list, then provide the
name of the Consultant/Contractor and the proposed fee in the “Other Consultant/Contractor” section.

Other Consultant/Contractor -

If the Consultant/Contractor is not listed in the "Preferred Consultant Contractor” list above, please provide the name of the Consultant and/or Contractor and the proposed fee in the space
provided below.

Other Consultant/Contractor: | |

Cther Consultant/Contractor ;

Fee:

After adding the Emergency Consultant/Contractor, answer the “Estimated Fee Known” question by
selecting “Yes” or “No” from the dropdown list.

Estimated Fee Known?: [[Ma |

e Answer “Yes” if the estimated fee is known for all "Preferred Consultant/Contractor"(s).
e Answer “No” if the estimated fee is unknown for either the Consultant or Contractor and leave the
"Preferred Consultant/Contractor Quote" field blank.

*  Please note that if no fee was provided at the time of submission, you will have 24 hours after
the work has started to acquire a rough estimate from the Consultant and/or Contractor for the
services that are to be provided. sufficient time to assess and gain a better understanding of the
emergency project, so that a rough estimate can be provided.
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After responding the “Estimated Fee Known?” question, complete the sections entitled “Statement of
Verification” and “Terms of Acceptance and Signature”.

Upon completion of all sections, scroll down to the bottom of the page and select “Submit” from the
dropdown list next to the “Take Action” button and click the “Take Action” button.

The Client Agency may begin work immediately after notifying DAS/CS of the emergency project through
the submission of Form 1165. Pre-approval is not required to initiate the work on an emergency project.

If the client agency answered "No" to the "Estimated Fee Known?" question, then the client agency will
receive an email notification through eBuilder that action is required by the client agency to complete
the application.

To access the application, the client agency can either click on the link provided in the email or log into
eBuilder, select the “My Home” tab and click on the link in the “Instance” column for the “*HazMat
Project Creation Project” from the “My Processes” section. The “Step” column should read “Emergency

”n

Fee”.

ACTION REQ'D - *HazMat Project Creation Project - HazMat Test Project

. _ = €~ Repl
Craig Russell via e-Builder <bounces@e-builder.net=> ® <P
To @ Russell, Craig

[_l Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pi

XTERMAL EMAIL: This email originated from outside of the organization. Do not click any links or open any attac
ontent is safe

*HazMat Project Creation Project

Process instance is in your court. To view details or take actinn

Process Details

Project
Process
Subject

Step

My Home

Projects

*HazMat Project Creation Project
HAZ - 1
HazMat Test Project

Emergency Fee
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—
B
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*>
To add the rough estimate, clickonthe" © "iconinthe column entitled "Preferred Consultant/Contractor
Quote", next to the name of the respective Consultant/Contractor, and input the estimated fee. Repeat
this action for each Consultant/Contractor.

Emergency Consultant/Contractor

Ao Heighe [T w | Download Template | Import Delete

For the sublect emergency project, the client agency enswered ‘Mo’ 10 the “Estimated Fee Known®" guestion and a5 such 2 required 10 provice a rough estimate for the propossd
Consuftant andfor Contractor sendices within 24 hours after the work has started. This will aliow the Consultant and/for Contractor the opportunity to assess and gain an understanding of
the emergency scope of work in order to provide a rough estimate. DAS/CS understands that the rough estimate &5 sublect to change

To agd/edit the ectimate, click on the " lcon in the column entitied "Preferned ConsuitantContractor Quote”™ next to the name of the respective Consuitant/Contractor and (nput the
estimated foe

Repeat this action for sach Consultant/Contractor. Upon completion, scroll down to the bottom of the page and click the "Take Action” button

4 Preferred Consultant/Contractor g Preferred Consultant/Contractor Quote |

Upon completion, scroll down to the bottom of the page and click the "Take Action" button to submit
the application to the DAS Supervising Environmental Analyst for review and for sign off on the
application.

After the application has been signed and executed, the client agency will receive an email notification
from eBuilder with a copy of the executed Form 1165.

FYI - *HazMat Project Creation Project - Paff Test 05

e-Builder Network Motification <bounces@e-builder.net=
To @ Russell, Craig

@ Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pi

= HAZ-00015 - Paff Test 05.pdf |
Jpdf File

EXTERMAL EMAIL: This email originated from outside of the organization. Do not click any links or open any attad
content is safe.

*HazMat Project Creation Project

The mail merge for the following process is attached. To view process details, click here.

At the conclusion of the emergency project, the consultant/contractor shall provide an itemized invoice
for time and materials for services performed, and payment will be made in accordance with the
approved rates in the appropriate state contracts. DAS/CS reserves the right to reject payment at the
discretion of the DAS Chief Architect.
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This concludes the HaMat Application process for emergency projects for the client agency in eBuilder.
12.05 HazMat Services Requested (Agency PM)

If the response to the “Emergency Use of Funds” question was “No”, return to the “Processes” tab and
click on the link for the subject project in the “Subject” column. The “Step” column should denote the
subject project as “Agency HazMat Service Request”.

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes FOr |<Haziat Project Creation Project -
Filter Processes Start Selected Process Type Start Process
Search In ) Processes Initiated By Me ) Processes In Wy Court ® Al Processes
Type of Process | 1165 HazMat Project Intake Reguest (HAZ) o P Draftld 0pen_JFinished
Status
Step Name -
Containing Text |

Filter

Processes Reports (0]

Print Log
ted
[ )| Process | Subject Step InStep Since | Date Due |Statusw | 29UeS
Comment
] |HAZ -8 |Hazhat Test Project 8 Agency HazMat Senvices Request 07202023 Submitted

Review the General Instructions for and complete the sections entitled “Services Requested”,
“Environmental Consultant Services”, “Abatement Contractor Services”, “Other Consultant/Contractor” if
applicable, “Preferred Consultant/Contractor”, “Service Justification” if applicable, “Work Plans & Cost
Estimates”, and “Terms of Acceptance & Signature”.
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To complete the “Environmental Consultant Services” and “Abatement Contractor Services” sections,
scroll down to the subsection entitled “Add New Item for...” in those respective sections and select one of
the “Environmental Consultants” and or “Abatement Contractors” solicited from the dropdown list and
provide said “Environmental Services Quote” and/or “Abatement Contractor Quote”. Click the “Add”
button and repeat this process for all Consultants/Contractors solicited.

Envirenmental Consultant Services
Show Fiker | Smiecc All Fow Haeight |—'~ W Dowenioad Termplate  Import Delete

Select the Consuitant name and provide the dotiar value fior all estirmates receved, After providing the nasme and cost estimate for the first consuitant, ciick the “Add™ button ang nepeat
fior sach Consultant proposal solicited, Cick the “instructions” button at the top of the page for detall on the number of estimates reguired for approval

& Emvironmental Consultant Environmental Services Cuote
Deizte 7 §
Deste ATC/ANES 51,000 4
eiete 55 B Okl d
L
Grand Totals M 50,000
{3 items)

Add New ltem for Environmental Consultant Services

Ernironmental Consuitant Please selec il I

Erviranmental Senvices Quate I

Abatement Contractor Services

Download Termplate  Import Delete

Select the Contractor name and provide the dollar vaiue for all estimates receiesd, After providing the name and cost estimate for the first Contractor, ciick the "Add” button and nepeat
for each Contractor proposal solicited. Click the “Instructions™ bution at the top of the page for detail on the number of estimates required for approva

-} Abatement Conlraclon Abatemen! Conlracion Quols
Delete Bestes 101.000.00 &
D Haz_Pr #
sets I o
b
Grand Tolals iz 100, 000,00
3 iMems)

Add New Item for Abatement Contractor Services

Clear

If the Consultant and or Contractor is not in the respective dropdown list, select “Other” from the

respective dropdown list and provide the name of said Consultant/Contractor and their proposed fee in

the “Other Consultant/Contractor” section.
Other Consultant/Contractor

If the Consultant/Contractor listed above is "Other”, please provide the name of the Consultant and/or Contractor in the space provided below.
Other Consultant/Contractor: |
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Complete the same steps noted above for the “Preferred Consultant/Contractor” section, adding only
the “Preferred Consultant/Contractor” and their respective quotes.

Preferred Consultant/Contractor -
Show Filter | Select Al Row Height Download Template | Import Delete
Select the Consultant and/cor Contractor name and provide the dollar value of the low-bid/preferred bidder in the space provided.
# Preferred Consultant/Contractor [ Preferred Consultant/Contractor Quote [
Delete |1 TRC 50,000.00 #
Delete |2 Omni 100,000.00 &
3
Grand Totals Sum: 150,000.00

(2 items)

Add New Item for Preferred Consultant/Contractor

* Preferred || Please select... \I |
Consultant/Contractor B

Consultant/Contractor Quote

c lear

If the “Preferred Consultant/Contractor” is not the low bid, complete the “Service Justification” section.

Complete the “Work Plans & Cost Estimates” section by first reviewing the instructions. After reviewing
the instructions, scroll back up to the top of the page, click on the “Documents” tab, and then click the
“Attach Documents” button.

Detils | Comments (5) Documents (4)| Attached Processes (0) | Attached Forms (0) | Attached To (0)

Attach Documents

Once prompted, select “Upload from your Computer”, click “HazMat Application” as the destination
folder and press the “Select” button.

Select Destination Folder

Documents /| HazMat Application

" [ Documents

P B HazMat Application
» BB HazMat Invoices Cancal

Upload the required documents into the space provided. Please note that the upload process may be
delayed.

Upon completion of the upload, click on the “Details” tab to return to the application. Scroll down to the
end of the application and complete the section entitled “Terms of Acceptance and Signature”.

Upon completion of all sections, select “Submit” from the dropdown list next to the “Take Action” button
at the bottom of the page, and click the “Take Action” button.

After the Supervising Environmental Analyst reviews the application for approval, the client agency will
receive an email notification through eBuilder that either the application will need to be revised to be
considered for approval, or the request has been approved and assigned.
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To access the application after the Environmental Analyst has completed his review, the client agency
can either click on the link provided in the email or log into eBuilder, select the “My Home” tab and click
on the link in the “Instance” column for the “*HazMat Project Creation Project” from the “My Processes”
section. The “Step” column should read “Agency Project Info”.

*HazMat Project Creation Project

Process instance is in your court. To view details or take aclinn

Process Details

Project *HazMat Project Creation Project
Process HAZ - 21
Subject HazMat Test Project

Step Emergency Fee

My Home

Projects Documents Contacts

Welcome, Craig!

My Processes

Project T? Instance

-
B

Subject T?

6010 Bid Release Form

Announcem .. S ——
ents Creation Pro

After opening the application in eBuilder, scroll down to the bottom of the page and review the section
entitled “Consultant/Contractor Approval and Assignment”.

Consultant/Contractor Approval & Assignment -~
FOR DAS USE ONLY
Ervironmental Consultant Rejected
Request:
Approved Environmenta ATC/Atlas

Consultant:

Environmental CORE No.: B
Approved Environmenta
Consultant Fee:

Abatement Contractor

Approved Ab ent
Contractor Fee:

Assignment Comments: @
Reguest Reviewed byz
Date of Review:

19PSHOTZ0AE - ATLAS (ATC)
0.00

Rejected

Bestech

20PSX01324AB - BESTECH
0.00

Please provide the reguired number of quotes and resubmit.
Supervising Environmental Analyst

08.17.2023

|S.J::n"t Check Spelling Print

v Ealce Actionl

Copy

Delegate Save Cancel

If the application was rejected, the field entitled “Assignment Comments” will provide the reason for
rejection and instructions for corrective action, if applicable.
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After reviewing the “Assignment Comments”, revise the application in accordance with the comments.
Upon completion, scroll down to the bottom of the page and click the “Take Action” button to resubmit
your application.

If the application was approved, follow the same process noted above to access the application. After
opening the application in eBuilder, scroll down to the bottom of the page to the section entitled
“Consultant/Contractor Approval and Assignment” and review the field entitled “Assignment Comments”.
This will serve as the notification to the client agency and the assigned consultant/contractor that the
application has been approved and the Supervising Environmental Analyst will follow up with the
respective parties to schedule a scope review meeting.

The process is similar for the recommendation of the Notice to Proceed.

After the Supervising Environmental Analyst provides a recommendation for the Notice to Proceed, the
client agency will receive an email notification through eBuilder that either the application has been
submitted to the DAS Authorized Authority for signature or that the application will need to be revised
before it can be considered for recommendation.

If the application is rejected, the client agency should access the application by either clicking on the link
provided in the email or log into eBuilder, select the “My Home” tab and click on the link in the
“Instance” column for the “*HazMat Project Creation Project” from the “My Processes” section. The
“Step” column should read “Agency Project Info” (see sample diagrams above for illustrations regarding
accessing the application). After opening the application in eBuilder, scroll down to the bottom of the
page and review the section entitled “Notice to Proceed Recommendation” and refer to the field
entitled “Notice to Proceed Comments” for an explanation of rejection and instructions for corrective
action, if applicable.

After reviewing the “Notice to Proceed Comments”, revise the application in accordance with the
comments. Upon completion, scroll down to the bottom of the page and click the “Take Action” button
to resubmit your application.

If the application is recommended for a Notice to Proceed, the application will be forwarded to the DAS
Authorized Authority to sign-off on the project. After the application has been sighed and executed, the
client agency will receive an email notification from eBuilder with a copy of the executed Form 1165.

%
e-Builder Network Motification <bounces@e-builder.net=

To @ Russell, Craig

IEI Click here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pi

HAZ-00015 - Paff Test 05.pdf |
Jpdf File

EXTERMAL EMAIL: This email originated from outside of the organization. Do not click any links or open any attad

content is safe.

This concludes the HaMat Application process for the client agency in eBuilder.
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12.06 DAS Approval & Assignment (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from eBuilder as notification that the HazMat Assistance
Request has been submitted for DAS Approval and Assignment.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home"” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section. The “Step” column should read “DAS Approval & Assignment”.

*HazMat Project Creation Project

Submit action was taken on Agency HazMat Services Request step. To view details on this item,

Process Details

Project *HazMat Project Creation Project
Process HAZ -8
Subject Hazhat Test Project 8

Step DAS Approval & Assignment

My Home

Projects

Forms Documents Contacts

Welcome, Craig!

My Processes

Project T? Instance

—
B

Subject T’;‘

10 Bid Release Form

&0
=har act Prolact ! -

Announcem ..
ents Creation Project

Review the application submission under the “Details” tab. To review any comments provided on the

application submission, click on the “Comments” tab. To review any supporting documents submitted
with the application, click on the “Documents” tab.

Project:
Process Document:

Current Workflow Step:
* oy bject:

Status:

*HazMat Project Creation Project
AT -5
Show History | Current Actors

DAS Project Authorization Show Workflow Diagram

HazMat Test Project &

Submitted

Details

Comments [2)

Documents (2)

Artached Processes [0)  Attached Forms (0) | Attac
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After reviewing the application submission, scroll down to the sections entitled “Consultant/Contractor
Approval & Assignment” and “Project Status Summary”, review the general instructions for and
complete those sections.

Consultant/Contractor Approval & Assignment -
Complete the Consultant/Contractror Approval & Assignment section below.
Ervironmental Consultant -- Fleaze select 3n option -- |
Request:
Approved Environmenta -- Please select an option -- v |
Consultant:
Environmental CORE Ne.: B -- Please select an option -- b |

Approved Environmenta

Consultant Fee:

Abaternent Contractor -- Fleaze select an option -- v |
Request:

Approved Abatement -- Fleaze select 3n option -- b |
Contractor:

Abatement CORE No: B -- Please select an option —- v)

Approved Abatement ‘

Contractor Fee:

Reason for
Consultant/Contractor
Approval/Reiection: @

P
* Request Reviewed by -- Please select an option -- hd
Date of Review: 7.20.2023
Project Status Summary -

Complete the Project Status Summary section below, if applicable. Once complete, scroll down to the bottom of the page and either select "Approve”, “Reject”, or "Void™ from the
dropdown list next to the "Take Action” button and click on the "Take Action” button. After clicking the “Take Action” button, you will be prompted to provide a comment, where you can
provide additional detail regarding the reason for approval or rejection, if applicable, and you can select additional users (j.e. approved Consultant/Contractor) to allow access to the
submitted Form 1165 for review and comment.

Project Status Summary: Provide notes on the status of the project application and/or status of the praject as applicable.

I -- Please select an action -- v ||| I Check Spelling Forward Print Copy Save Cancel

Upon completion of all sections, scroll down to the bottom of the page and select either “Approve”,
“Reject”, or “Void” from the dropdown list next to the “Take Action” button and click the “Take Action”
button.

If “Approve” was selected, you will be prompted to “Add users for review and comment”, which will
allow access to the submitted Form 1165 to those selected users for review and comment. Select the
approved consultant/contractor from the list of “Available Users” to grant them access to review the
application and receive notification that a scope review meeting is to be scheduled.

Add users to review and comment

HAvailable Users Selected Users
Asselin, Mathieu (Deparirent of Emergency Services and Public Protection)
Bantz_Marilvn {Department of Administrative Senvices)

Beermann, Ahmed [Connecticut State Colleges and Unive 's't'es:l m
Burke, Stephen {Connecticut State Colleges and Universities) <
Calvi, Frank (Connecticut State Library}

Caminero, Ervin {CT Military Department) -

Check Spelling Cancel
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If “Reject” was selected, Form 1165 will be returned to the client agency for revision, if applicable.

12.07 Emergency Assignment/NTP (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from eBuilder as notification that an Emergency HazMat
Assistance Request has been submitted for DAS Review and Processing.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section. The “Step” column should read “Emergency Assignment/NTP”. Please
refer to the diagrams in Section 12.0.6 DAS Approval & Assignment for a visual representation on
accessing the process.

Review the general instructions and complete the “Emergency Assignment”, “Notice to Proceed
Recommendation”, and ”Project Status Summary” sections.

When completing the “Emergency Assignment” section (see diagram on the next page):

a) Select “Emergency” from the dropdown list for the fields entitled “Environmental Consultant
Request” and “Abatement Contractor Request”;

b) Input the names and quotes provided by the client agency from the “Preferred
Consultant/Contractor” section into the respective “Approved” consultant, contractor and fee
fields.

c) The “Project Name” field should consist of the following: “HazMat Project Number — HazMat
Project Name” as listed under “Subject” at the top of the page, i.e. 24-CSCU-HAZ-01 - HazMat
Test Project 8.

d) Select Craig Russell as the “eBuilder Project Administrator”.

Select Matthew Pafford as the “Project Manager” of the HazMat Program.

Emergency Assignment

Compiete the Emergency Assignment section beiow. If the Consuitant and/or Contractor fee is unknown at the time of submission, input a doliar vaiue of 0.and make & note in the Notice to
Proceed Recommendation - Recommendation Comments that the fees zre to be determined.

Please select an option v|
Piaase select an option v|
- Please select an option -- v|
-~ Please seleci an option v |
Base salec V|
EE5E SEIEC v|
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When completing the “Project Status Summary” section, select “Active” from the dropdown list for
“Project Status”.

Project Status Summary -

Complete the Project Status Summary section below, if applicable. Upon completion, scroll down to the bottom of the page and either select "Approve”, "Reject”, or "Void" from the
dropdown list next to the "Take Action” button and click on the "Take Action” button. Once you have clicked the "Take Action” button, you will be prompted to provide a comment,
where you can provide additional detail regarding your recommendation, if applicable. You will also be prompted to add an "Actor” to the next step for project authorization. Select
either the DC or Chief Architect and click the "Recommend” button.

* Project Status: @ |Active i |
Project Status Summary: Provide nates on the status of the project application and/or status of the project as applicable.
M/A

g

Upon completion of all sections, scroll down to the bottom of the page and select “Recommend” from
the dropdown list next to the “Take Action” button and click the “Take Action” button.

After clicking the “Take Action” button, you will be prompted to “Add actors to the next step”, which will
direct the application to the Authorized Authority to sign off on the approval of the application; and to
“Add users to review and comment”, which will allow selected users access to the submitted Form 1165
for review and comment.

To add an actor to act as the Authorized Signatory, select the individual’s name from the list of “Available
Users” for which you wish to sign off on the application, then click on the “>” to move that individual
into “Selected Users”.

Add actors to the next step

Available Users Selected Users
Earkin David Denantoent of Adoinistrativ

~Constouction Senices | Russell, Craig (Department of Administrative Services - Construction Services)
Hobbs, Darren (Department of Administrative Services - Office of Regulatory Compli:
Pafford, Matthew [Department of Administrative Services - Construction Services) E

<

Check Spelling Recommend Cancel

Repeat this process to “Add users for review and comment”. Select the “Approved” Consultant and/or
Contractor from the list of “Available Users” so that they can receive notification that the application is
being processed and to allow them access to the application for review and comment. After adding the
actors and users, click the “Recommend” button. Proceed to Section 12.10 Form 1165 Executed.

12.08 Sscope Review/NTP Recommendation/Project Assignment (EA — DAS Only)

The “Scope Review/NTP/Project Assignment” step should not be completed until after the scope review
meeting has been scheduled and completed.

After the scope review meeting, the Environmental Analyst can access the project process by either clicking
on the link provided in the aforementioned email or by logging into eBuilder, selecting the “My Home” tab
and clicking on the link in the “Instance” column for the “*HazMat Project Creation Project” from the “My
Processes” section. The “Step” column should read “Scope Review/NTP/Project Assignment”. Please refer
to the diagrams in Section 12.06 DAS Approval & Assignment for a visual representation on accessing the
process.
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Review the general instructions and complete the “Scope Review”, “Consultant/Contractor Approval &
Assignment”, “Notice to Proceed Recommendation”, “Project Assignment”, and ”Project Status
Summary” sections.

*  When completing the “Project Assignment” section, the “Project Name” should consist of the
following: “HazMat Project Number — HazMat Project Name” as listed under “Subject” at the top of
the page, i.e. 24-CSCU-HAZ-01 - HazMat Test Project 8. Select Craig Russell as the “eBuilder Project
Administrator”. Select Matthew Pafford as the “Project Manager” of the HazMat Program.

Project Assignment -

Assign & Hazhat Project Mumber in the space provided.

HazMat Project Nm'ber:l 24-CSCU-HAZ-01 |

* Project P.EME:EII 24.CSCU-HAZ-01 - HazMat Test Project & |

* e_Builder Project| | Please zeled.., | +~ |

Administrator: B

*  When completing the “Project Status Summary” section, select “Active” from the dropdown list for
“Project Status”.

* Project Status: @ [ vl

If “Recommend” was selected, you will be prompted to “Add actors to the next step”, which will direct
the application to the Authorized Authority to sign off on the approval of the application.

To add a user, select the individuals name from the list of “Available Users” for which you wish to sign off

on the application, then click on the “>” to move that individual into “Selected Users” and click the
“Recommend” button.

Add actors to the next step

Available Users Selected Us
ITerkn, Dav [Department of ACmiInIstrative Services - CoNStICON Ser ces) | Russell, Craig (Departrnent of Administrative Services - Construction Services)
Hobbs, Darren (Department of Administrative Senvices - Office of Regulatory Compliz
Pafford, Matthew (Department of Administrative Services - Construction Services) m
<

Check Spelling Cancel

If “Reject” was selected, Form 1165 will be returned to the client agency for revision, if applicable.

12.09 Project Authorization (Chief Architect/Deputy Commissioner — DAS Only)

Either the Chief Architect or the Deputy Commissioner will receive an email from eBuilder as notification
that the HazMat Assistance Request has been submitted for Project Authorization.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section.

*HazMat Project Creation Project

Submit action was taken on Agency HazMat Services Request step. To view details on this item,
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Documents Contacts Schedule

Welcome, C

My Processes

Project

T2

Announcem -..
ents

raig!

Instance T4 |Subject T¢ Step T2
o ; 1 03 - ADPM: Approve

- Bid Rel=ase Form
TLeT -3 PM Prepare Task

Letier Package

Emergency Fee

Review the application submission under the “Details” tab. To review any comments provided on the
application submission, click on the “Comments” tab. To review any supporting documents submitted
with the application, click on the “Documents” tab.

Project:
Process Document:

Current Workflow Steps
* Subject:
Status:

*HazMat Project Creation Project
HAZ - &
Showr Histony | Current Actors

LAT

DAS Project Authorization Show Wo
HazMat Test Project &

Submitted

rlflow Diagram

Details | Comments (2)

Doournents (Z)

Attac

Artached Processes [0) Attached Forms (0)

To review comments specific to the “Recommendation for Notice Proceed”, scroll down to the section

entitled “Notice to Proceed Recommendatio
Comments”.

Notice to Proceed Recommendation

Complete the Motice to Proceed Recommendation and Project Assignment sections.

n” and refer to the field entitled “Notice to Proceed

* Recommend Notice to |-- Flease select an option --

Proceed:

Expected Deliverables: If applicable, select one or more deliverables from

n the list below.

Survey Report
Compliance Report
Other

Mote: Please hold Ctrl to select multiple items from the

Other Deliverables:

ist

If "Other” was selected from the list of expected deliverables, please provide a listing of said deliverables below,

Motice to Proceed Comments:
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After completing your review of the application submission, scroll down to the section entitled “Project
Authorization”, review the general instructions for and complete that section.

Project Authorization -

Sign in the space provided for project authorization. Upon completion, scroll down to the bottom of the page and either select “Approve” or "Reject” from the dropdown list next to the
“Take Action” button and then click the "Take Action”. If "Rejected”, you will be prompted to provide a comment to explain the reason for rejection.

Project Autharization: B | |

Authorization Date:

| -- Please seiect an action -- v | | | ChecksSpelling ~ Print =~ Copy  Delegate | Save | Cancel

Upon completion of all sections, scroll down to the bottom of the page and select either “Approve” or
“Reject” from the dropdown list next to the “Take Action” button and click the “Take Action” button.

If "Reject" was selected, you will be prompted to provide a comment to explain the reason for rejection
and to provide guidance for corrective action. After providing the comment, click the “Reject” button.

Add Comment

[ private

Check Spelling Cancel

If "Approve" was selected, the application will be sent to the Environmental Analyst to formalize the
submission and an email will be distributed through eBuilder to the client agency that includes a copy of
the executed Form 1165. The executed Form 1165 will also be uploaded to the eBuilder “HazMat
Application” project file folder.

12.10 1165 Executed (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from eBuilder as notification that the HazMat Assistance
Request has been executed.

To access the project process, either click on the link provided in the email or log into eBuilder, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation Project”
from the “My Processes” section.

*HazMat Project Creation Project

Submit action was taken on Agency HazMat Services Request step. To view details on this item,
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My Home Projects Forms A Documents Contacts 0 Schedule

Welcome, Craig!

My Processes

Project T$ |Instance T4 |Subject T4 Step T2

5010 Bid Release Form | 03 - ADPM: Approve

= 1= far BI-RCTEST-993 Eid Relsase Farm
“Bi-C5-1005 - DAS Test TLT-3 *BI-C5-1005 - On-Call | PM Prepare Tazk
= - Architect Request Letier Package

Announcem .. F—
ents Creation P

HAZ-2 I HazMat Test Project Emergency Fee

A PDF of the Form 1165 submission will be visible in the “Form 1165 Executed” field.

1165 Executed -

The mail merge step is complete. Scroll down to the boftom of the page and select “Submit” from the dropdown list next to the “Take Action” button, and click the “Take Action Bution™
to distribute the executed 1165 to the project Actors and the proiect file folder.

Farm 1165 Executed: "L| HAZ-00008 - HazMat Test Project B.pdf [version 1

3r0|:5"ti§_5 Diownload (122 8KB) | Redline | Remove

If no work plans or cost estimates were provided with the application submission, and/or if the subject
project is an emergency project for which additional documentation was provided, those documents
should be uploaded now

To add these documents, click on the "Documents" tab, near the top of the page, and then click the
"Attach Documents" button to begin the process.

Detils | Comments (5) Documents (4) | Attached Processes (0]  Amached Forms (0] | Attached To (0]

Attach Documents

Once prompted, select “Upload from your Computer”, click “HazMat Application” as the destination
folder, and press the “Select” button.

Select Destination Folder

Documents | HazMat Application

" [ Documents

» [ HazMat Application

» BB HazMat Invoices

Select Cancel

Upload the required documents into the space provided. Please note that the upload process may be
delayed.
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Upon completion of the upload, click on the “Details” tab to return to the application, then scroll down

to the bottom of the page and click the “Take Action” button to complete the HazMat Project Intake
Request Process.

After clicking the “Take Action” button, a prompt will appear that will allow you the opportunity to
provide a comment regarding the executed 1165, and will allow you to select the HazMat contacts that
are to be assigned to the subject project to review and comment on the submission and to be assigned a
role on the project. Upon completion, click "Submit”

Add Comment

[ private

Add users to review and comment

Available Users Selected Users
Asselin, |

Bantz R

ieu (Depariment of Emergency Services and Public Protection)
n {Department of Administrative Services

Beermann, Ahmed [Connecticut State Colleges and Universities) m
Burke, Stephen [Connecticut State Colleges ana Universities) <
Calvi, Frank (Connecticut State Library)

Caminero, Ervin {CT Military Department) hd

*  Please note that the executed Form 1165 and all other documents uploaded as part of the 1165
Project Intake Request Process will be uploaded to the *HazMat Project Creation Project/HazMat
Application file folder. These files will need to be moved to the respective project file folder upon
completion of the 1165 Project Intake Request Process.

12.11 Project Files (Environmental Analyst — DAS Only)

To access the *HazMat Project Creation Project/HazMat Application file folder, go to the “Projects” tab
and select the *HazMat Project Creation Project from the “All Projects” dropdown list.

Projects Forms Processes  Documents Contacts Cost Schedule Reports

Hidden Projects
Projects

|—az‘v‘a: Projects W | Edit | Add View | -

Project Name

I*—az‘v’at Project Creation Project I
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Next, select “Documents” from the “Project Menu” on the lefthand side of your screen. After selecting
“Documents”, click on the “HazMat Application” file folder to access the newly executed Form 1165 and
any other documents that were uploaded as part of the 1165 Project Intake Request Process. Then,
check the box(es) of the files that you want to move to the newly created HazMat Project file folder.
Next click the “Move” hyperlink to move the selected project files.

Project Menu Documents For | “Hazvat Project Crestion Project -

v Details

apply Templates Folders I‘—I|_|| =  Documents\ HazMat Application
Project Participants Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipt
Manage Bill Rates

y =[] Docurments(1] [l | Name =
Manage Form Types
IManage Permissions i Delste | Mowe ICDFJ,- | Download | Check Out | Send | Fill Cut
Permissions By User | HazMat | — |FAZ-00031 - HazMat Test Project.pdf {version 1)
Process Motification | Application[1] —— | Download (124.1KE) | Redline | Stamp | Compars With | Send
Settings
Sent Items

Froject Level
Options

@ Planning
Forms

> Issues

Frocesses

I) L Documents I

After clicking the “Move” hyperlink, you will be given a prompt to move the project files. Select the
project name for the newly created HazMat Project from the dropdown list. Then click on the “HazMat
Application” file folder.

Move File(s)

Move 1 of 1 file(s) to Project: |22.C5CU-HAZ-900 - HazMat Test Project M |

HAZ-03031 - HazMat Test Project.pdf

Move To Folder:

Expand All | Collapss All | Create Mew Folder

=2 Documents

I -] HazMat Application I

HazMat Invoices

After clicking the “HazMat Application” file folder hyperlink, you will be given a prompt asking, “Are you
sure you want to move the selected files...”; press “OK”.

gov.e-builder.net says

Are you sure you want to move the selected file(s) to this folder?
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Another prompt will pop up stating that “The following file(s) will be moved to...”; click “Continue”.

Move File(s)

The following file(s) will be moved to the destination folder

HAZ-00031 - HazMat Test Project.pdf

Clicking "Continue’ will move the most recent version of the file(s) into the destination
folder. Files will be given a unigue suffix in the destination folder. Older versions of the
file(s) being moved will be lost.

Continue Cancel

The document(s) have now been moved to the project file folder.

To access the newly created HazMat Project/HazMat Application file folder, go to the “Projects” tab and
select the name of the newly created project from the dropdown list, i.e. 24-CSCU-Hazmat-900 — HazMat
Test Project (refer to the diagram at the beginning of Section 12.11 Project Files).

Next, select “Documents” from the “Project Menu” on the lefthand side of your screen. After selecting
“Documents”, click on the “HazMat Application” file folder to access the newly executed Form 1165 and

any other documents that were moved from the *HazMat Project Creation Project to the newly created
HazMat Project.
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Section 13: HazMat Commitment

13.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

On your homepage, Go to the “Processes” tab and select the hazmat project number for the project for
which you want to make against from the “All Projects” dropdown list.

Processes Documents Contacts Cost Schedule Reports

Unfinished Dri
IWCES5Es
i5 Process Status W | Edit | Add View
*Becky Test Project
*Becky Test Project - 2
*BI-C5-1005 - DAS Tst 5
eSS - Subject | Current Step | I .

*BI-C5-1010 - DAS Test Project

Mo items match *e-Builder Testing Project
*Hazhat Project Creation Project
*Haziat Project Template
*Implementation Project
*Master On-Cal
*Plan Review - Testing

Project Creation Project

E

*Project Management Administration
*Template - State of Connecticut
*TestingE723a Project Mame

1105 Test

|2£-C5CU-HAZ-900 - HazMat Test Project |

Click the “Start Process” button and select the “HazMat Commitment” link.

Processes For | z4-cscu-HAZ-800 - Haziat Test Froject -

Start Process

13.02 HazMat Commitment

Read the “General Instructions”, fill in the “Subject” field in accordance with the instructions and click
the “Submit” button.

After clicking “Submit”, you will be returned to the “Processes” tab. Click on the link to the project listed
in the “Subject” column.

Process . In Step Date Requested
|
l: - TILEE S Since Due LTI Comment
U HC-4 o :'-Fj RS- E - - 3 0.02.2023 Sub ed
— - _HAT_O0I0 - Ervwi Ty £ ¥
) HE -5 24-CSCU-HAZ-900 - Ervironmental & HazMat Consultant / 10.04.2003 Submitted
Abatement Contractor
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Read the “General Instructions”, revise the Consultant/Contractor Information, if applicable, and click
the “Take Action” button.

After clicking “Take Action”, you will be returned to the “Processes” tab. Click on the link to the project
listed in the “Subject” column again to spawn the cost integration for the commitment process.

13.03 HazMat Cost Integration

When spawning the commitment process, you will receive a “Warning” notification. Click on the link
within the warning notification to access the cost integrated process where you can enter the
commitment details for the subject HazMat project.

HazMat Commitment (HC) - 5 Delete Instance Workflow Override Al Fields View

A draft HazMat Cost Integrated has been automatically create: ick here fo provide required Commitment information and submit the instance.

Begin the HazMat Cost Integrated process by completing the “Commitment Details” section. Under
“Commitment Details”, go to the “Master Commitment” field and select the Master Commitment
Contract, from the dropdown list, for either the “Approved Environmental Consultant” or “Approved

Abatement Contractor” listed under the Consultant/Contractor Information section.
*  This process will be repeated at a later stage if there are multiple Consultant / Contractor(s) listed
within the Consultant/Contractor Information section.

Consultant/Contractor Information

Approved Environmenta

|La“;a" Engineerign and Environmenta | Approved Environmenta
Consultant:

Consultant Fee:

Approved Abatement
Contractor:

Mew England Yankee | Approved Abatement 101,000

Contractor Fee:
Commitment Details
Status: Crraft

Master Commitment: Fease selact 3 master commtm | *
|

* Commitment Type: If':";::-s_’_tmaﬂ_ Company Description C;rigr' Contract Jmp Sum Amount
* Commitment Controk: Nurnber
* Company: -
DASX2B501 ARCADIS USIMC  HazMat CA 75,000.00
e DASKIEG2D CANGAN Erwironmenta 718.12
ENGIMEERING Consultant

After selecting the Master Commitment Contract, all of the remaining fields in the “Commitment Details”
section will infill automatically, but for the “Contact” field for the company. You may leave this field

blank, or you may select a contact from the dropdown list. Please note that the contact is specific to the
contract, not to the project.

After completing the “Commitment Details” section, scroll down to the “Commitment Custom Fields”

section and input the “CORE Contract No.” for the subject Consultant/Contractor and the “PO Number”
assigned to the CORE Contract.

Commitment Custom Fields

Primary Construction Contrac Mo L
On P t

Type of OC Consultant:
CORE Contract Mo | |
PO Number: || 0000000300 I

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 116 of 199
Then, scroll down to the “Add New Commitment Item” section. Click on the link in the “Master

Commitment Item” field and then click on the “Iltem Number” link under “Master Commitment Items”.

Next, input the dollar amount of the approved fee for the subject Consultant/Contractor in the

“Amount” field and click the “Add” button. Upon completion, scroll down to the bottom of the page and
click the “Submit” button.

Add New Commitment Item

tem Mumber 001
haster Commitment ltem Flease Select a Master Lommitment ltem |
Budget Line liem Please Select a Line ltem
Current Budget
Description |
Retainage Percent |3.33 |
Amount |3,33 |

Allowance [tem?
Custom Fields m

After clicking “Submit”, you will be returned to the “Processes” tab. First, click on the “Reset filters” link.

Processes For | z4-cscu-Haz-300 - Haziviat Test Project

¥

Start Selecied Process Type Start Process

In My Court " Process: HazMat Cost ... €3 Status IE Allfilters @ Reset filters

Then, click on the project link in the “Subject” column to return to the HazMat Commitment Process (The
“Step” column should read “Commitments Complete?”).

Process . In Step Date Requested
- Subject Step Since Due Status Comment
Commitments
HC-7 | 24-CSCU-HAZ-900 - Environmental & Abatement | | or Lo 10.05.2023 Approved
Complete?

Read the HazMat Commitment(s) instructions, answer the “All Commitments Entered” question and click
the “Take Action” button.

HazMat Commitment(s)
Answer the guestion below. Only answer “Yes™ to this question if all commitments for this project have been entered. This process cannot be undone.
* All Commitments Entered?: | -- Please select an option -- o |
| submit v | Take Action Check Spelling |~ Print |~ Copy | Delegate

If you answered “No” to the question, you will be returned to the “Processes” tab. Click on the project
link under the “Subject” column to spawn the commitment process again (The “Step” column should
read “Spawn Commitment”) . Repeat Step 13.02 until all commitments have been entered.

— | Process . In Step Date Requested
J Subject Ste Status
- E Since Due Comment
24-CSCU-HAZ-500 - Emvironmental & Spawn
O |He-7 —-e ? pEwn 10.05.2023 Approves
Abatement Commitment
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If you answered “Yes” to the question, the commitment process will be completed. The commitment
status will be marked as “Pending”, so that the line item can be adjusted if necessary. The commitment
status will need to be “Approved”, prior to payment.

13.04 Edit or Approve a HazMat Commitment

Click on the “Projects” tab and select “HazMat Projects View” from the View dropdown list.

Projects Forms Processes Documents Contacts Cost  Schedule Reports

Hidden Projects

Projects

Click on the link in the “Project Name” column to access the HazMat Project Details page.

LHazkiat Brojects o W] Edit | Add View All Projects -

After opening the HazMat Project Details page, select “Cost” from the “Project Menu” and then select
“Commitments” under the Cost dropdown list. This will open the Commitments display page, which will
show all commitments related to that project.

Project Menu

» B Details

=% Planning

Farms

» 3 Issues
of  Processes
» & Documents
— Schedule

Cost Summary

L

Funding Sources
Budget Details

Click on the link in the “Description” column to access the “Commitment Details” page for the line item
commitment you wish to edit or approve.

Show: [A w | [ 4l commitments v| Go | Show ANl Show Filter Export ~ | Mail Merge | Add
— S Commitment | Commitment Current Projected
| #a Description Compan Date Status
v pany Type Amount | Commitment | Commitment
24-C5CU-
;;‘_ i ANGAN
i AL -500 - - o e
O thC_IM Ervironmenta meE'F' HE 10.05.2023 | Pending ja“?t 50,200.00 S0,000.00
00003 8 Abatement MD Program
; f . O | ENVIRONMEMNTAL
HC - 7)
24-CSCU-
"_|4 : SGCH MEW EMGLAMD
B - - -
HCI - YAMKEE HazMat
r i LF 0 W7 T i mey 10 4 P
20010 Iér.. ronmental CONSTRUCTION 10.05.2023 | Pending Program 100,000.00 00,000.00
& Abatement c
(HC-T) o
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After opening the “Commitment Details” page, you can either click the “Approve” button, if you wish to
approve the commitment as is, or click the “Edit” button if you wish to edit the commitment amount.

Commitment Details

Commitment Owverview | Other Detzils | Fimancial Summary

Mail Merge Request Approval Approve Return to Draft Edit

If the “Edit” button was clicked, then scroll down to the section entitled “Commitment Items” and scroll
over to the column entitled “Amount”. Click on the “Pencil” toggle to edit the commitment amount.
Upon completion, scroll down to the bottom of the page and click the “Save” button.

Commitment Hems

After saving your changes, you can either click the “Approve” button, if you wish to approve the
commitment, or closeout of the “” page until such time that you wish to approve the commitment.
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Section 14: 6010 Bid Release Form

14.01 Accessing the Form

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

On your homepage, find your project by clicking on the top tab for “Projects”:

& e-Builder. G reutler - @

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports P

Welcome, Rebeccal! v Edit My Home
My Forms
Project T4 | Number 14 | Subject 1% | Date Due T4 | Author i F3

No matching records found

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

$ e-Builder. G rcutier - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

Hidden Projects
Projects

[ Active Projects view | et | g vie 2 -
BI-CTC-620 - Three Rivers CC - Roof and Building

Envelope Repairs

BI-T-620 - Salt Rock Campground Bathhouse

DAS Project Project
Number ADEN Manager

1] Project Name =

The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

& e-Builder. Testecky - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule

Project Details For| |*aecky Test Project -

Details Export Address Book Printable Participants Directory Cancel

Kidden Projects

No project photo uplcaded.

Project Menu

v [ Details
Project Participants

Sent ltems
Praject Level
Options

Documents () | Forms (0) | Processes(0) | Settings

-999

€ the project name should go

Forms

Issues
E Processes
> I Documents
Schedule
» wm$ Cost
£ Contacts

Calendar

> & Submittals
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Click on “Start Process” to find and start a process.

$ e-Builder. I

My Home Dashboard Projects Planning Forms Processes Documents

Calendar Contacts  Cost

Page 120 of 199

TestBecky -~ @

Processes For “Becky Test Project

Unfinished Drafts

Filter Processes

' All Processes

v | 8 orart @ open CFinished

Containing Text

Search In O Processes Initiated By Me ® Processes In My Court C
Type of Process All P
Status

Start Process

Click on “6010 Bid Release Form (6010)” to begin the process.

£ e-Builder

Start a process on *Becky Test Project

Processes
Process Name Description

1135 - Task Letter (TL)

LTI 2 e i 5 DAS/CS Procurement Unit, and (2)

. | The "Bid Release Form - 8010" process is used as follows: |

s used for the creation of the task orders for On Call contracts

1 by the DAS/CS Project Manager to submit Bid Information to the
y the DAS/CS Procurement Unit to document the Construction Contract Award process.

Cancel

Read the first page and then click on “Submit”.

€ e-Builder

6010 Bid Release Form (6010)

(2]

Instructions.

Start Process

Details | Documents (0} Attached Proce:

Attached Forms {5)

information.

form is for your use only).

Print Check Spelling Submit Save Draft Cancel

Press the "Submit” button below to initiate the "6010 Bid Release Form” process.

NOTE: After pressing "Submit”, you will be taken to the list of processes in your court. Find the 6010 process and click on it to begin entering

For a list of bid release items, download the original “6010 Bid Release Form" from the DAS/CS Library (do NOT email the form to OLAPP; the

Print | Check Spelling Save Draft  Cancel
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14.02 Project Manager Instructions for Entering Bid Release Form Information:

On the Processes page, if you cannot find the process, check the boxes for “Draft”, “Open”, and
“Finished”, and click on “Filter”. This should show you the process for 6010.

€ e-Builder

Dashboard

TestBecky - (@

My Home Projects Planning Forms Processes Documents Calendar Contacts  Cost

Unfinished Drafts

Processes For *Becky Test Project d
Filter Processes Start Process
Search In _ s Initiated By Me O Processes In My Cou Processes
Type of Process [anPro v | 6 orart @ open B Finished
Status
Containing Text

On the Processes page for the Project, click on the process for 6010.

Project Menu
Processes | Reports (1)
> [ Details

'@ Planning Print Log
Forms
m N - . Requested
3 s |ssues ‘ Process Subject Step In Step Since Date Due Status Comment
'{: Processes t_‘fﬂ.u_l 6010 Bid Release Form for BI-RCTEST-9996 02 - PM: Enter Bid Release Form Info 05.25.2023 Pending
H

> & Documents

Schedule

Read the “Bid Release Form Instructions”.

Upload all files indicated with a red asterisk (*).

FILES:

* FILE 1: Liquidated
Damages:ﬂ

# FILE 2: Certificate
of Compliance - Part |
(Form 3150;:@

* FILE 3: Consultant
Bid Data Statement
(Form 6005): @

* FILE 4: Building
permit: @

% FILE 5:00 01 01
Title Page:ﬂ

* FILE 6: 00 01 10
Table of Contents: @

* FILE 7: 00 01 07
Seals Page:ﬂ

* FILE8: 00 01 15
List of Drawing
Sheets: @

*FILE9: 002513
Pre-Bid Meeting
Agenda:ﬂ

* FILE 10: 00 30 00
General Statements
for Available
Information: @
FFILE1:
Specifications (Vol. 1)

*FILE12: Drawings
(vol. 1@

Complete and upload form 3080 Liquidated Damages Calculator.
I e or Browse e-Builder

Browse Computer

Upload form 3150 signed by Consultant and Chief Architect.

C ile here or

Browse e-Builder

Upload form 6005 completed by the Consultant.

C re or

re or

or

ng Permit from the

Browse e-Builder

Office of State Building Inspector (OSBI)

Browse e-Build

Browse Computer

Browse Computer

Browse Ci

Browse e-Build

or Browse e-Build: Browse Comp
or Browse e-Builder Browse Computer
or  Browse e-Build: Browse Comp
or Browse e-Builder Browse Computer
or Browse e-Builder Browse Computer

Browse Ci

Upload one PDF file less than 2 GB (2000 MB) in size.

C re or

Browse e-Builder

Upload one PDF file less than 2 GB (2000 MB) in size.

Drax re or

Browse e-Builder

Browse Computer

Browse Computer

Enter all Bid Information as instructed. Any items indicated with a red asterisk (*) are required.
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For Supplemental Bids and Named Subcontractors, follow the instructions in the process. Once the Bid
Information has been entered, you have three options:
1. Save as a Draft: Select “Save”.

2. Perform Final Review Prior to Submitting to the Procurement Unit: Click on “Please select an action”,
select “Review”, then click on “Take Action”.

3. Delete this Process: Click on “Please select an action”, select “Void”, then click on “Take Action”.

NOTE: You will LOSE all of the information you have input and will NOT be able to return to this page.

"TAKE ACTION" INSTRUCTIONS:

NOTES TO PROJECT MANAGER:
+ To save as a draft, select "Sawve” at the bottom of this page.

« To perform the final review prior to submitting to Bidding, click “Please select an action”, select “Review”, and then click “Take
Action".

« To delete this process, click “Please select an action”, select “Void” and “Take Action”. NOTE: You will LOSE all of the information
you have submitted and will NOT be able to return to this page.

| |-- Please select an action -- % I Check Spelling Print Copy Delegate Save Cancel

14.03 Project Manager Instructions for Reviewing the Bid Release Form Information:

From the Processes page for the Project, click on the process for 6010. Review the Bid Information. If the
information is correct and complete, you have three options:

1. Save as a Draft: Select “Save”.

2. Submit to the Procurement Unit: Click on “Please select an action”, select “Submit”, then click on
“Take Action”.

3. Delete this Process: Click on “Please select an action”, select “Void”, then click on “Take Action”.

The process is then in Procurement Unit’s ball court.

BID RELEASE FORM SUBMITTAL & "TAKE ACTION" INSTRUCTIONS:

NOTES TO PROJECT MANAGER:

+ Review all of the information above.

« Ensure that any information with a "*" has been completed (it is required).

+ To save as a draft, select "Save” at the bottom of this page.

« To submit to Bidding, click "Please select an action’, select "Submit”, and then click "Take Action”.

« To delete this process, click "Please select an action”, select “Void” and “Take Action”. NOTE: You will LOSE all of the information
you have submitted and will NOT be able to return to this page.

14.04 Procurement Unit Instructions for Bid Release Form:

Read the instructions. Download the files. Review the Bid Information.
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At the bottom (or top) of the page, click on “Please select an action” and select “Approve” or “Revise”.
Then click on “Take Action”. The process is then in the ADPM'’s ball court.

OLAPP: BID RELEASE FORM INSTRUCTIONS:

* Review the information below.
« |f incorrect, select “Revise” and “Take Action” at the bottom of the page. Add comments to describe information to be corrected.
« |f correct, sclect “Approve” and “Take Action” at the bottom of the page.

6010 BID RELEASE FORM (“mail merge”):
Once approved by the ADPM and Chief Architect, the "6010 Bid Release Form” will be printed to PDF and emailed to:

* DAS/CS Agency Legal Director
» DAS/CS Chief Architect

+ DAS/CS DPM

s DAS/CS ADPM for Project
DAS/CS Project Manager
DAS/CS OLAPP Bidding Unit
Agency Representative

Teams Project File

14.05 ADPM Instructions for Bid Release Form:
Read the instructions. Review the Bid Information.

Click on “Please select an action” and select “Approve” or “Revise”. Then click on “Take Action”. The
process is then in the Chief Architect’s ball court.

ADPM: BID RELEASE FORM INSTRUCTIONS:

» Review the information below.
» |f incorrect, sclect “Revise’ and "Take Action” at the bottom of the page. Add comments to describe information to be corrected.
» |f correct, sclect "Approve” and "Take Action” at the bottom of the page.

6010 BID RELEASE FORM (“mail merge”):
Once approved by the ADPM and Chief Architect, the 6010 Bid Release Form” will be printed to PDF and emailed to:

DAS/CS Agency Legal Director
DAS/CS Chief Architect
DAS/CS DPM

DAS/CS ADPM for Project
DAS/CS Project Manager
DAS/CS OLAPP Bidding Unit
Agency Representative

Teams Project File
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14.06 Chief Architect Instructions for Bid Release Form:

Read the instructions. Select Yes or No for Priority Project. Review the bid information. Click on “Please
select an action” and select “Approve” or “Revise”. Then click on “Take Action”.

CHIEF ARCHITECT: BID RELEASE FORM INSTRUCTIONS:

Select "Yes" or "No" when asked if this is a Priority Project.

Review the information below.

If incorrect, sclect “Revise’ and "Take Action” at the bottom of the page. Add comments to describe information to be corrected.
If correct, sclect “Approve” and “Take Action” at the bottom of the page.

6010 BID RELEASE FORM (“mail merge™):
Once approved by the ADPM and Chief Architect, the "6010 Bid Release Form” will be printed to PDF and emailed to:

DAS/CS Agency Legal Director
DAS/CS Chief Architect
DAS/CS DPM

DAS/CS ADPM for Project
DAS/CS Project Manager
DAS/CS OLAPP Bidding Unit
Agency Representative

Teams Project File

DAS/CS Chief Architect: Is This A Priority Project?

* DAS/CS Chief Select "YES" if this is a Priority Project; select "NO" if this is not a Priority Project.
Architect - Approved "\7)' YES
Priority Project: ONO

14.07 6010 Mail Merge:

When the 6010 Bid Release Form has been reviewed and approved by the Procurement Unit, the ADPM,
and the Chief Architect, the 6010 Bid Release Form “mail merge” will be generated as a PDF document
and emailed to everyone as indicated at the beginning of the process.

The 6010 Mail Merge will also be saved in the following e-Builder Documents folder:
Documents > 08 Bidding > DAS Procurement

Once the 6010 Mail Merge step is complete, the process is in the Procurement Unit’s ball court.

14.08 Procurement Unit Instructions for Pre-Bid Meeting Information:

Enter the Date of the Bid Advertisement and the Planned Date of the Bid Advertisement Ending. Select
“Send” and “Take Action” to forward the process to the Project Manager.

The process is then in the Project Manager’s ball court, who will have three (3) days to enter the Pre-Bid
Meeting Information and re-submit back to the Procurement Unit.

BID SCHEDULE:

+ Bidding: Enter the following infoermation for the bid:

Date of Bid Date of Bid Advertisement on State Contracting Portal:
Advertisement: @ 10.31.2023
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
Opening®@ | 11232023
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14.09 Project Manager Instructions for Pre-Bid Meeting Information:

Enter the Pre-Bid Meeting Information and send the process back to Bidding within three (3) days by
selecting “Send” and “Take Action”. The process is then in the Procurement Unit’s ball court.

REQUEST FOR PRE-BID MEETING INFORMATION:
NOTES TO PROJECT MANAGER:

* Using the bid information provided below by the OLAPP Bidding Unit, enter the Pre-Bid Meeting Information.
* Send to the Bidding Unit within three (3) business days of this request.

Date of Bid Date of Bid Advertisement on State Contracting Portal:
advertisement: @ 10.31.2023
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
opening: @ 11.23.2023
* PRE-BID MEETING Select One for Pre-Bid Meeting Attendance:

attendance:E O No Pre-Bid Meeting Will Be Held
) Attendance is Encouraged

@ attendznce is MANDATORY
PRE-BID MEETING _‘,'atEeI Date of Pre-Bid Meeting:

11012023 | B

PRE-BID MEETING Time: Time of Pre-Bid Meeting (with AM or PM):
[10:00 am
PRE-BID MEETING Exact Location of Pre-Bid Meeting (building name, room ber, street, town, etc.):

Location: @ Town Hall, 123 Main St, Notown, CT 06555

p:
PRE-BID MEETING Site Site Contact for Pre-Bid Meeting (name, cell phone ber, email address, etc.):

Contact:@ Ms. Jane Doe (860-555-1234); janedoe@fakegmail.com

P

14.10 Procurement Unit Instructions for Reviewing the Pre-Bid Meeting Information:
Review the Pre-Bid Meeting Information. You have three options:

1. Select “Save” to save as a draft.

2. If the information is correct, select “Go To Wages” and “Take Action” to enter the dates that the
Prevailing Wages were requested from the Department of Labor.

3. If edits are required, select “Revise” and “Take Action” to send the process back to the Project

Manager.
PRE-BID MEETING INFORMATION:
Date of Bid Date of Bid Advertisement on State Contracting Portal:
Advertisement: @ 10312022
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
Opening: @ 11.23.2023
PRE-BID MEETING Select One for Pre-Bid Meeting Attendance:
Attendance:@ Attendance is MANDATORY
PRE-BID MEETING Date Date of Pre-Bid Meeting:
11.01.2023
PRE-BID MEETING Time Time of Pre-Bid Meeting (with AM or PM):
a 10:00 am
PRE-BID MEETING Exact Location of Pre-Bid Meeting (building name, room number, street, town, etc.):
Location: @ Town Hall, 123 Main St, Notown, CT 06555
PRE-BID MEETING Site Site Contact for Pre-Bid Meeting (name, cell phone number, email address, etc.):
contact:@ Ms, Jane Doe (860-555-1234); janedoe@fakegmail.com
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14.11 Procurement Unit Instructions for Prevailing Wage Rates:

NOTE: Instructions are provided in e-Builder for requesting Prevailing Wage Rates from the Department
of Labor. The request itself is conducted separately from e-Builder. E-Builder is only used to track the
dates that the wage rates were requested and the dates they were received.

Enter the Date Requested and (if available) Date Received. Select either “Refresh Screen” (to view the
date that the wage rates are due) or “Go To Bid” to view Bid Information from the Project Manager and

to begin entering additional Bid Information.

PREVAILING WAGE RATE REQUEST:

Date of Bid
Advertisement: @

Planned Date of Bid
Opening: @

NOTE TO BIDDING PERSONNEL:

s Enter the dates below as instructed.

Date of Bid Advertisement on State Contracting Portal:

1031.2023 B
Planned Date of Bid Advertisement Ending on 5tate Contracting Portal:
11.23.2023

PREVAILING WAGE RATES
Requested: @

Enter Date REQUESTED from CT Department of Labor:
10.17.2023 |

PREVAILING WAGE RATES
Due (10 Business Days)
7]

(Automatic Field: To update, scroll to bottom of page and select “Refresh Screen”™ then “Take Action™.) The
DUE DATE of the Prevailing Wage Rates from the CT Department of Labor is as follows:

103170723
PREVAILING WAGE RATES Enter Date RECEIVED from CT Department of Labor:
Received: @ 10.30.2023 ‘=1

14.12 Procurement Unit Instructions for Bidding Information:

NOTE: After Pre-Bid Meeting Information and Prevailing Wages Request Information has been entered,
the Procurement Unit arrives at the final Bid Information page. The Procurement Unit will insert the
Unique Solicitation Number and use the information to complete the Invitation to Bid and Bid Proposal
Form outside of e-Builder. The Procurement Unit will also enter the Actual Date that the Bid
Advertisement ends as well as the Number of Addendum for the Solicitation.

Follow the instructions on the e-Builder page in order to enter information and dates. Select “Refresh
Screen” and “Take Action” at the bottom (or top) of the page in order to update Automatic Fields.

INVITATION TO BID & BID PROPOSAL FORM INFORMATION:

Solicitation Number:

NOTE TO BIDDING PERSONNEL:

= Use the following information to complete the Invitation to Bid and Bid Proposal Form.

Unique Solicitation Number Assigned by OLAPP Bidding Personnel:
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BID ADVERTISEMENT:

NOTES TO BIDDING PERSONNEL:

« Enter the following information as instructed.

= Select “Refresh Screen” and “Take Action” at the bottom of the page to update automatic fields.

Actual Date of Bid
Opening: a

Date Pre-Bid RFls
Must Be Submitted
By:ﬂ

Number of
Addendum: @

Actual Date that the Bid Advertisement ends on the Portal (same date that the Bid Tab is

uploaded to the Portal and emailed to the PM):

{Automatic Field: To update, scroll to bottom of page and select “Refresh Screen” then “Take
Action”.) The DUE DATE of all Project Questions, Bid Questions, and Pre-Bid Equals and
Substitution Requests is as follows (14 Calendar Days prior to Actual Date of Bid Opening):

Number of Addendum:

14.13 Procurement Unit Instructions for 6010 Bid Release Form Closeout:

Once the Project has gone into construction (or the Bid is cancelled/no award), close the e-Builder 6010
Bid Release Form process by selecting “Closeout” and “Take Action”.

NOTE: “Closeout” will permanently close the process — do NOT select this option if the process is still

open.
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Section 15: (Reserved for future instructions)
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Section 16: (Reserved for future instructions)
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Section 17: GC /| CMR - Create Schedule of Values

17.01 SOV Approval for Upload

Project Support Services (PSS) uploads SOVs into e-Builder commitments upon request of the DAS
project manager for that project. Please submit a request for the project manager to ask PSS to carry out
the upload of the file described in Section 17.02, below.

17.02 SOV file format

When sending the SOV for upload, please follow the following format:

1.

Use Excel, another similar spreadsheet format or CSV. Please do not send it in PDF, Word or similar
file formats.

If the file is Excel or another spreadsheet, the data should be in a single sheet, not divided between
two or more sheets.

Ensure that each SOV row has at least columns for (1) description or title and (2) SOV dollar amount.
A row line number is permitted, as well.

Do not have any blank rows.

If it is desired to have rows that are section titles, please place this title in the description column and
place a $0 in the amount column.
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Section 18: Consultant and General Vendor Invoice

18.01 Access the project Process

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

& e-Builder. I

My Home  Cashboard Progects Manning  Forms Processes  Documents  Calendar Contacts  Cost  Schedule Repaorts

Welcome, Rebeccal

My Forms

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

Farming  Fourns Processes Documsents Calendar Lrhgdule Repoats

e ——— i
) 1 BT 4000 - Tones Wiwen O - Mo ot Bsiimg
; - I Emid it Sapam
= N -
1 & p—
T ] L] ¢ T A L
r'-iqu,-;_\"l.‘"‘{“ S Py -
ol i N R = ADsPRE

The “Project Details” page is your home page for your project. Under the “Project Menu” on the left,
click on Processes to find project-specific processes.

& e-Builder

Dooumenss

Papret Aabtrwm Bk

rratie Pate wae s Desctory

CT DAS 0175 (Rev. 03.07.2024)

0000 Guidance Manuals


https://gov.e-builder.net/

0175 e-Builder Guidance Manual

Page 132 of 199

18.02 Initiate the invoicing Process.

Click on “Start Process” to find and start a process.

Projects Processes Documents Contacts Cost  Schedule Reports Setup  «e»

Unfinished Drafts | Import Processes

Processes For | “Testing6723a Project Name -

Start Process

A/E users then click on “A/E Invoice (InvAE)” to begin the process. Users from other consultant types
click the equivalent process, including “CA Invoice (InvCA)”, “CMR Pre-Construction Invoice (CMpre)”,
“Other Consultant Invoice (InvOt)” or “Hazmat Invoice (InvHz)"”

& e-Builder >)

Start a process on *Testing6723a Project Name

Processes Cancel

Process Name Description

Proceed as follows to complete the consultant Invoice form:

1. Either drag and drop the invoice into the “Drag and drop file here” or click “Browse Computer” to
locate and upload the file. For other supporting documentation, a second upload block is available.

2. Select the applicable vendor commitment. Take care to select the correct commitment if the vendor
has more than one task on the project. Once selected, note that the “Invoice Items” part populates.

3. Enter the vendor’s invoice number and the beginning and end dates for the invoice.
Click on the “0.00” or pencil icon the “Invoice Amount” column and enter the amount of the invoice.

When the invoice form is correct, click “Submit” to submit the invoice to the project manager. The
“Save Draft” button is available to save the form as a draft and return later.

& e-Builder. e

A/E Invoice (InvAE)
Start Process Print | Check Spel Draft | Cancel
Test Project Name

petaits || Documents ©) | Atisched Processes 01 | Aracrea Forms 5

Invoice Items

Commitment Item & Description Budget Line ftem | Funding Rule Current Invoiced ToDate | Retained To Date | Remaining to Dy~  Invoice Amount | Retairlpge %  Retained This
~ | Commitment Invoiced Invoice.

P o On-Call [ARC, CIV-SUR-L&, ENGY, EPR, EST, .. 08130 # State Bond Fu
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18.03 Invoices Returned for Revision

Once the form is submitted, the project manager may return it to the vendor if changes are needed.

* Vendor Invoice Use this field to upload vendor invoice document
Document: & ™. supporting test 2.pdf (versi
Properties | Download (36.1KB) | Redlj

Clicking on that will remove the current document, and a replacement can then be uploaded in its place.

After the needed changes are made, note, at the top and bottom of the pop-up, that there are workflow
action controls.

-- Please =elect an action -- +

By clicking “Please select an action” the user can select what action is intended on the invoice.

The option to “Resubmit” will appear and, if that is the intended action, select that. There is also an
option to “Void”, which has the effect of closing review of the invoice and voiding the invoice process
instance.

When the action is selected, clicking on the “Take Action” button finalizes the user’s action and sends the
item to the next user in the workflow, if the “Resubmit” option is taken, or ends the workflow with no
payment, if the “Reject” option is taken.
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Section 18A: PM Review of Consultant & Vendor Invoice

18A.01 Access the Project Process

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

& e-Builder. I

My Home  Cashboard Progects Manning  Forms Processes  Documents  Calendar Contacts  Cost  Schedule Repaorts

Welcome, Rebeccal

My Forms

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

Farming  Fourns Processes Documsents Calendar Lrhgdule Repoats

e ——— i
) 1 BT 4000 - Tones Wiwen O - Mo ot Bsiimg
; - I Emid it Sapam
= N -
1 & p—
T ] L] ¢ T A L
r'-iqu,-;_\"l.‘"‘{“ S Py -
ol i N R = ADsPRE

The “Project Details” page is your home page for your project. Under the “Project Menu” on the left,
click on Processes to find project-specific processes.

& e-Builder

Dooumenss

Papret Aabtrwm Bk

rratie Pate wae s Desctory
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18A.02 Locate the Process Instance

Click on the Projects tab and then open the project by clicking on the project name.

My Home Dashboard Projects Planning  Forms Processes Documents  Calendar Contacts Cost  Schedule

AL Hidden Projects
Projects
Actile Projects View | cait | Add -
I
\ Bulk Edit
DAS Project Project s
\Pm]ed Name i ADPM e Agency Description

st 3 test and | am writing 10 take up space. More things for this. Change this

g-TEST

gweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn th thart harthn
weg wegweg w hntyrhnet hn rtha rthn the trhn tha thnrt

rthnt hnfgy

hrthn rthnt hinfg wrgfwer gweg wegwegdddtf

i d Dralt n
Processes For |g-38-125 - Thisis 8 test -
C a _ = Filters
e In st
Instance State Subject _—3TEp i Date Due
o Since
7310-1 | Closed | Timathy O'Brien = i Finish Feb 22, Feb 79, 2024 05:00
Project Menu o 2024
7310-2 [ Ciosed | Timathy O'Brien o Finish Feb 22,
> Y Details ot 2024
7310-3 Finish Feb 29, Mar 7, 2024 05:00
e 2024
73601 = m o1 Fimish Feb 20,
sl 2024

Under the Filters control, click “search processes”. Then, click on the consultant type invoice that is to be
reviewed, i.e. “A/E Invoice (InvAE)”, “CA Invoice (InvCA)”, etc.

Start process Process

7310 731p Request For Information

7360 : 736 Change Order
T Step

INVAE : A/E Invoice

Click on the process instance number for the pending invoice, which should appear in the “PM Approve”
step. It will also appear as “Open” in the State column.

My Home Dashboard Projects Processes Documents Contacts Cost Reports Setup  eee

Processes For |8i-38-125 - Thisis a test

C a InVAE @
PROCESSES REPORTS
a Instance 'l State 1! Subject Step
Project Menu
BI-3B-125 *Sample Company InvAE - 00001 Finish

> [ Details

BI-3B-125 *Sample Company InvAE - 00002 PM Approve

® Planning

Forms
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18A.03 Key Items for PM Review
Key items for PM Review include:

A. Click on the filename to cause a pop-up window to appear that has the vendor’s invoice.

B. Under “Commitment Invoice Details”, it is important to make sure that the vendor is invoicing their
own company and the correct commitment, if they have more than one commitment on the
project.

C. Vendor invoice number, and beginning and end dates are requested for the Business Office.

D. The Invoice Amount needs to be entered correctly for the e-Builder record to be accurate.

E. Select one of the following for payment of the invoice:

a. Select “Business Office” to send the invoice automatically to the Business Office to be
paid when the PM Approves the invoice, as described in items F and G, below.

b. Select “Agency” to send the invoice to the appropriate agency to pay expenses on a
project. If the “Agency” is paying the invoice, the person processing these payments will
need to be added to the Agency Payor role on the project.

F. The Action pull down menu allows the PM to select Approve, Revise or Void.

a. “Approve” causes the invoice, with a cover sheet noting that the PM has determined
that it is OK to Pay, to be sent to the Business office or agency for payment, depending
on what was selected in item E, above.

b. “Revise” sends the invoice back to the vendor for any needed corrections. The PM will be
prompted to enter comments for the vendor about what needs to be corrected.

c. “Void” ends consideration of the invoice.
G. After the Action to be taken is selected, the Take Action button causes that Action.

The cansultant invoice, below, has been submitied foryour review.

Additional Invoicing Dacumentation: B

Commitment Invoice Details

D

Invoice Items [ Show Approved Commitment items iew Funding

Commitment Item # Description Budget Line ltem Funding Rule Current Invoiced To Date Retained To Date Remaining to be Invoice Amount Regainage %  Retained This
Commitment Invoiced Invoice

8 | ], On-Call MEP Fee 8.130 State Bond Funds £9,820.00 0.00 0.00 89,8200

00

* Who is responsible for tracking payment of

this invoice?: Bl

heck Spelling | Print  Copy  Delegate = Save = Cancel
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Section 18B: Hazmat Invoice Instructions for Agencies

18B.01 Access the Project Process

HazMat Invoices require review and approval by agencies. Agency staff will receive an email notification
from eBuilder that an invoice is pending. To access the pending invoice, the agency can either click on
the link in the email and the browser instance will appear as a pop-up.

Process instance is in your court. To view details or take acﬁon

or the agency can log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f
and click on the “Projects” tab to find the applicable project.

$ e-Builder. NG rautler - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports "

m Welcome, Rebecca! v Edit My Home
Aoy

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

® e-Builder. G reutler -~ @

My Home Dashboard Projects  Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

Hidden Projects

[Active Projects View | £dit | Add Viey 624 -
BI-CTC-620 - Three Rivers CC - Roof and Building

Enveiope Repairs

BI-T-620 - Salt Rock Camparound Bathhouse

The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

$ e-Builder.  EEEG—— TestBecky - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule

Hidden Projects
Project Details For I*se-:k:;'est Project -

Details Export Address Book Printable Participants Directory Edit Cancel

Project Name *Becky Test Project

e-Builder Project Administrator

No project photo uploaded.

Used by Becky for testing

Project Menu

v [& Details

Cutler, Rebecca
Project Participants 03.15.2023
Sent Items
Project Level Documents (0} | Forms (0} | Processes (0) | Settings
Options
Farms BI-RCTEST-399
. . Project Mame: < this where the project name should go
*» Y Documents Date Project Initiated:
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1. Change the Process filter settings to find the process instances you are looking for. In this case,
switch Type of Process to “Hazmat Invoice (InvHz)”. Selecting All Processes will show all instances,
regardless of whose ball-in-court the instances are in. Draft, Open or Finished status can be
selected, as well.

2. The filtered list appears here. Click on the instance you wish to open. A pop-up will open. That is the
process instance.

X
Processes For | “Testing6723a Project Name - < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress ~/ Process: 7390 Applic ... 0 Status

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v

7360 Change Order (7360)

In Step Date Shatins Requested

1a - j
ErRes Sublect Since Due Comment

" 7390 Application and Certifica ... |
A/E Invoice (InvAE)

AJ/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

18B.02 Invoice Review

Regardless of which route used to access it, when the pop-up for the invoice process instance appears,

review the invoice information.

1. Click on the document name in the “Vendor Invoice Document” field. A viewer pop-up will appear,
allowing review of the vendor’s invoice document. There may be supporting materials attached to
this document or in “Addition Invoicing Documentation” field.

* viendor Invoice Use this field to upload vendor invoice document.
Document: @ "L supporting test 2.pdf (version 8)
Properties | Download (36.1KB) | Redline | Remove

Additional Invoicing

i Drag and drop file here or = Browse Computer Browse e-Builder
Documentation: @

2. Documentation may also be uploaded into the Documents tab of the process instance. Review all
documentation in each of these locations.

Details Comments (4) Atta

3. Inthe “Invoice ltems” section, scroll to the right until the “Invoice Amount” column is seen. This is
where the vendor should have entered the correct invoice amount. If there is more than one invoice
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row, the correct amount should be in each row and the correct total for the invoice should appear in
the gray summary row at the bottom.

Invoice Amount R

1.00

18B.03 Invoice Approval

If the information included in the invoice process instance is correct, and the agency wishes to approve,
doing so involves two steps.

1. The first step is to select the “Agency Approver” and the approval date.

2. Then, at the top and bottom of the pop-up, there are workflow action controls.

-- Please select an action -- v

3. By clicking “Please select an action” the user can select what action is intended on the invoice. The
option to “Approve” will appear and, if that is the intended action, select that. There is also an option
to “Reject”, which has the effect of closing review of the invoice and voiding the invoice process
instance.

4. When the action is selected, clicking on the “Take Action” button finalizes the user’s action and sends
the item to the next user in the workflow, if the “Approve” option is taken, or ends the workflow
with no payment, if the “Reject” option is taken.
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Section 19: 7390 Application and Certification for Payment

19A GC & CMR Users
19A.01 |nstructions for the GC/CMR for creating and submitting Payment Applications:

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

£ c-Builder I

MyHome  Dashboard  Projects Manning Forms Prooesses  Documents Calendar  Contacts Cost Schedule Reports

Welcome, Rebeccal

My Forms

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

£ e-Builder IS

My Home Drashibsgard Projects Plaraing Fouens Procrsses Documsents Calerdar Contacls Cost Lohiduls Repouts

Projects

e ]

B2 A - T B OF - e 0o B g
B a oo Rapam

—

BAS Pyiogean = Fropen
Mt ST

Farge T brte =

The “Project Details” page is your home page for your project. Under the “Project Menu” on the left,
click on Processes to find project-specific processes.

@ e-Builder  IEEEG—

DCooaments Calemoar Contwrts

Papaet hbwress Bouk Tpmmrstis Pt s Destry

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals


https://gov.e-builder.net/

0175 e-Builder Guidance Manual

Page 141 of 199

Click on “Start Process” to find and start a process.

Projects Processes Documents Contacts Cost Schedule Reports Setup  «s»

Unfinished Drafts | Import Processes
Processes For *Testing6723a Project Name A

Start Process

Click on “7390 Application and Certification for Payment (7390A)” to begin the process.

Processes Cancel
| Process Name Description

7390 Application and Certification for Payment

(73904)

19A.02 Complete the Payment Application Form

In the “Counter Prefix” field, enter the Payment Application number of this payment application.

7390 Application and Certification for Payment (73904) Instructions
Start Process Print Check Spelling Submit Save Draft Cancel
Project: *TestingQy7233 Project Nap
Process 3 tion for Payment

Counter Prefix:

Details Documents (0) Attached Processes (0) Attached Forms (0)

Carefully read and follow the instructions provided.

Upload supporting documentation for the Payment Application to the Documents tab. Click on the tab
header to access the tab. Either drag-and-drop the documents to the tab or click the “Attach” button.

Detfils  Documents (0) Agfached Processes (0)  Attached Forms (0)

)| File Name

1 Drag and drop files here to upload, or browse.

Attach

If the “Attach” button is clicked, a pop-up will appear. Click “Upload from your Computer” to locate a
locally stored document.

PP Y

Cancel
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Then, click “Select” to use the pre-selected default folder (highlighted in blue font) as the destination
folder in the eBuilder Documents module to upload the supporting documents. If applicable, an
alternate folder can be selected.

Select Destination Folder

Documents / 09 Construction Phase / Prime Contractor Pay Apps [Default]
v [ Documents

» [ 00 DocusSign Request

» [ 01 Project Planning

» [ 02 selections

» [ 03 Preconstruction Contracts

» [ 04 Pre-Design

» [ 05 Schematic Design

» [ 06 Design Development

» [ 07 Construction Documents

.

Then click “Browse”.

o

Drag your filed or Browse

Select the file(s) you wish to upload and click “Open”.

Organize ~ New folder =+ O e
Whiteboards * [] Name 2

workingitems

W This PC Select a file to
Sreview
B 3D Objects
[ Desktop v
B Myrsirnante ol >
File name: | FilY (") v
Open Cancel
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If it worked properly, you should see a green line under where the filename is. Then click “Done.”

1 of 1 files uploaded successfully Properties for all files
Documents \ 09 Constr... v Select a file to apply properties to just that fila
100%.0 B.uploaded

of 33 KB.uploaded

Description
ﬁ supporting test 1.pdf
Uploaded successf

Drag & drop files here or browse “

The uploaded document should then appear in the Documents tab. Also note the number in parentheses
next to the “Documents” tab title, indicating the number of uploaded files.

Details Documents (1) Attached Processes (0} Attached Forms (0)

Download Attach Remove

]| File Name Attached By

[ T4 supporting test 1.pdf (version 2)
View | Download S

O'Brien, Timothy

d | Redline (0) | Stamp

Download Attach Remove

Complete the rest of the Payment Application Form as follows:

1. First group of questions after the blue instructions area.

a. Ensure that all required documentation is attached, as described above, and then acknowledge
that it is in the field here.

b. Select who the contractor’s approver is in that field. This is the person whose name will appear
in the signature block on the PDF copy of the Application and Certification for Payment, signing
on behalf of the contractor.

c. Indicate whether securities in lieu of retainage is being used and, if so, the amount.

2. Select the correct commitment for the vendor. Take care to select the correct commitment if the
vendor has more than one on the project. Once selected, note that the “Invoice Items” part of the
form populates.

3. Enter the vendor’s own invoice number and the beginning and end dates of the period being
invoiced. This information is required.

4. Click on the “0.00” or pencil icon in the “This Period” column and enter the amount of the current
invoice in each line.

5. If stored materials are being used, update each relevant row with the amount of current stored
materials as of this Payment Application. In subsequent Payment Applications, when those amounts
are to be used, reduce this amount and add the amount reduced to the amount billed in that
Payment Application under This Period for that row.
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6. If there is any retainage release for this Payment Application, enter the amount released for each
row under Retainage Release Amount. (If there is a need to change retainage percentages, please
communicate that to the DAS Project Manager.)

Commitenert [mvabce Curtel

Invice fseens

\\\\\\\

Sortel o e A now

When the invoice form is correct, click “Submit” to submit the invoice to the into the workflow for
review. The “Save Draft” button is available to save the form as a draft and return later.

19A.03 payment Application Form Returned for Revision

A payment application may be returned for revision. If the pay application is returned, the Actor having
submitted the application will receive an email notification that the application has been returned for
revision. The email will appear as follows and include the following information:
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1. Process Details show the project, process type the notice concerns and the step the workflow is
presently in, as of the notification.
2. The Comments section has comments from the workflow and other information.

3. There are links, top and bottom. Clicking on the link, of you are logged into e-Builder, will open the
process instance pop-up.

*Testing6723a Project Name q

{

A comment was added by
To view details or take a

step GC/CMR Revise on the following process.,

Projact

*Tastingd723a Projact Name

Process 73904 - natw test 1 - 15

Subject testing-TEET-0723a - Application for Payment - 08/31/2023

Step GC/CMR Revise

Last Action Revize
Last Action Timothy O'Brien
Taken By

Comment(s)

Timothy O°Brien, Department of Administrative Services - Construction Services, 10/11/2023 10:26
AM

A document was attached

Timothy O°Brien, Department of Administrative Services - Construction Services, 10/11/2023 10:14
AM

This is a test

A comment was added by
To view details or take 3

Comments explaining the reasons for the return information on the actions needed may be included in
the Documents tab:

Details Commenjs (2) Documents (1) Attdrhed Processes (0) =~ Attached F

(J | File Name

0 "L supporting test 1.pdf (version 3)

Properties | Download (33.6KB) | Redline | Stamp | Remove

Or the Comments tab:

Detale PAcuments (0}  Attached Processes (0)  Attached Forms (0)  Attached To {0)

Private Comment =

Timothy O'Brien, Department of Administrative Services - Construction Services 10.11.2023 10:14 AM
Make Private This is a test
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Make the needed changes, and then the Payment Application process instance can be resubmitted
forward in the workflow by selecting Submit from the action menu on the top or bottom of the form and

clicking “Take Action”. There is also an option to void the Payment Application.

| Submit A | Take Action

-- Please select an action --

19B CA Users

19B.01 Instructions for the CA for Review and Certification of Payment Applications:

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

& e-Builder I

MyHome  Cashboard  Projects  Manning  Forms Processes  Doouments Calendar Contacts Cost Schedule  Reports

M Welcome, Rebeccal
gy

Search for your project by entering the project number. Click on your project to bring up the “Project

Details” page.

£ e-Builder IS

My Home Drashibsgard Projects Plaraing Fouens Procrsses Documsents Calerdar Contacls Cost Lohiduls Repouts

Projects

g SR B0 oF AP L ]
£ B2 A - T B OF - e 0o B g
L B a oo Rapam

" — = e =

The “Project Details” page is your home page for your project. Under the “Project Menu” on the left,
click on Processes to find project-specific processes.

@ e-Builder  IEEEG—

Ay Home Dashiboas Flanming arms

Project Details For

e TR

Frocesses DCooaments Calemoar Contwrts

Papaet hbwress Bouk Tpmmrstis Pt s Destry Euiik L
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Change the Process filter settings to find the process instances you are looking for.

1. Select “7390 Application and Certification for Payment” from the “Search Processes” dropdown
menu. Select one or more of the following from the “Filter by” dropdown menu: “All Processes”,
“Draft”, “Open”, or “Finish”. “All Processes” will show all process instances for the subject project,
regardless of whose ball-in-court the instances are in. Draft, Open or Finished status can be selected,
as well.

2. The filtered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

Processes For | “Testing6723a Project Name - < Process

Start Selected Process Type Start Process a

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress v/ Process: 7390 Applic ... 9 Status

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes = Reports (0)

— 2

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

In Step Date et Requested

| Process « Rufject Since Due Comment

v 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

Once the process instance opens, review all of the information entered, including the files uploaded to
the Documents tab. To view the pencil requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

* Who is responsible fg

Invoige: "L 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)

Properties | Download (38.2KB) | Redline

Contractor Approvef O’Brign, Tignothy,

Do you require Securities in
lieu of Retainage (CGS 3-
112a)2:
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After reviewing the pencil requisition, return to the “Details” tab and:

1. Select whether the payment is to be issued by the DAS Business Office or by the client agency. If
there is any question about this, consult with the DAS Project Manager.

2. The CA should then select their firm name from the “CA Reviewer” dropdown list and the input the
date of approval.

* Who is responsible for O Business Office () Agency 1
paymeyt of this invpice?:
i - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)
Properties | Download (38.2KB) | Redline
Contractor Approver: O’Brien, Timathy
Do you require Securities in Mo

lieu of Retainage (CGS 3-

112a)%

f yes, enter value of

Retalnage:

* CA Reviewer: Please select... 2

* CA Review Date:

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take on the item. “Submit” will send the item to the A/E for review. “Revise” will
send the item back to the GC/CMR for any corrections that are needed. Once the action to be taken is
selected, click the “Take Action" button.

|Submit v Take Action

-- Please select an action --

Revise

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

7390 Application and Certification for Payment (7390A) - new test 1 - 15
Add a comment.

* Add Comment

ate

~ X X

Check Spellin: Revise ancel
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19B.02 Other Items for Verification

Under Cost > Commitments, in the Custom Fields tab of each commitment, please check to ensure that
the PO Number field is the correct purchase order number, especially for DAS Business Office invoicing.
(The number “0000000000” is a placeholder and is not an actual PO Number.) This is important to
ensure that the DAS Business Office is able to process payments without them being held up by
uncertainly about the what purchase order to use for payment.

Commitment Details

Commitment Overview  Other Detalls = Financial Summary

Project:
Commitment Type: Status:
Commitment 001 | > Company:
Number:
= Unit Cost Options Lump Sum Amount Company Number;
i Description: GC TEST TEST TEST Contact:
P roj ect Menu Commitment Control: Controlled By Line Item
Created: 06.07.2023 (Timothy O'Brien) Approved:
> [ Details
Forms
7 Issues Commitment Items (12)  Commitment Changes (8) = Actual C Custom Fields (7) = Ngte
'E Processes Processes (0)
> 1= Documents Primary Construction No
= Schedule Contract On Project?:
Type of OC
v s Cost Consultant:
Cost Summary CORE

Budget Detak

Commitments sl

Number:
AstuahCos Project Status
Cash Flow Summary:

19C A/E Users
19C.01 Instructions for the A/E for Review and Certification of Payment Applications:

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

& e-Builder. I

My Home  (ashboard Progects Manning  Forms Processes  Documents  Calendar Contacts Cost  Schedule Reparts

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

MyHome  Dushboard | Projsets | Punning Forms Proossses Dooumsents  Calendar  Contacts

Projects

" e - |
g X BC5C- 0 - Tovee Mg L - Bosts BeE ity
E [ty
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The “Project Details” page is your home page for your project. Under the “Project Menu” on the left,

click on Processes to find project-specific processes.

& e-Builder

Flanming  Forms Precesses Doouments

Fapur 1 hafiorwms Bauk pmratie Pats ety Desctory ik CEww

Change the Process filter settings to find the process instances you are looking for.

1. Select “7390 Application and Certification for Payment” from the “Search Processes” dropdown
menu. Select one or more of the following from the “Filter by” dropdown menu: “All Processes”,
“Draft”, “Open”, or “Finish”. “All Processes” will show all process instances for the subject project,
regardless of whose ball-in-court the instances are in. Draft, Open or Finished status can be

selected, as well.

2. The filtered list will appear as displayed below. Click on the instance you wish to open. A pop-up will

open of the process instance selected.

Processes For | «Testings723a Project Name -

Start Selected Process Type

In My Court In Progress v Process: 7390 Applic ... @ Status

< Process X

Start Process

0-X1 Test 1105 Project Intake ... (0-X
1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes

Reports (0)

— 2

1 Show | 1000 v

Date
Due

|| Process = Subject Status

7310 Request For Information (731C

7360 Change Order (7360)

Requested
Comment

+ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)
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Once the process instance opens, review all of the information entered, including the files uploaded to
the Documents tab. To view the pencil requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

* Who is responsible fg

Invoigs "L 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)
Properties | Download (38.2KB) | Re
Contractor Approvef O’Brign, Tignothy,
Do you require Securities in
lieu of Retainage (CGS 3-
112a)2:

The A/E should then select their firm name from the “AE Approver” dropdown list and the input the date
of approval.

* AE Approver: | Please select... v |
* AE Approve Date:

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take on the item. “Submit” will send the item to the A/E for review. “Revise” will
send the item back to the GC/CMR for any corrections that are needed. Once the action to be taken is
selected, click the “Take Action" button.

| Submit v Take Action
-- Please select an action --

Revise

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

7390 Application and Certification for Payment (7390A) - new test 1 - 15

Add a comment.

* Add Comment

ate

X X

Check Spellin: Revise ancel
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19D pM Users
19D.01 Instructions for the PM for Review and Certification of Payment Applications:

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

& e-Builder I

MyHome  Cashboard  Projects  Manning  Forms Processes  Doouments Calendar Contacts Cost Schedule  Reports

M Welcome, Rebeccal Filit My Heseme

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

£ e-Builder I

My Home Drashibsgard Plaraing Fouens Procrsses Documsents Calerdar Contacls Cost Lohiduls

Prajects

B2 A - T B OF - e 0o B g
B a oo Rapam

—

The “Project Details” page is your home page for your project.

19D.02 Project set-up on Payment Applications whose costs are paid for by the Agency

If the Agency is directly responsible paying payment applications, the person who attends to the
payment must be in the Agency Payor role. If that person is not in that role, please request that Project
Support Services (Tim O’Brien) place that person in that role.

My Home Dashboard | Projects Processes  Documents Contacts Cost  Schedule Reports Setup  ese

Project Participants For |B-38-125 - This is a test -
Groups Agency Payor
Create | Rename | Delete First Name: 7‘
Administrators Last Name:
Members Username: ‘
Company: ‘
Custom Field:

Select a custom field v

Project Menu

v [ Details

7 it B There are no users that meet’y!
Project Participants

Msgade BiMBates
Manage Form Types
Manage Permissions
Permissions By User
Process Notification
Settings

Sent ltems

Project Level
Options

CAs-billina
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If the payment will be made using CHEFA funds, proceed as follows:

1. Atthe top of the Project Details page, click “Edit”.

& c-Builder

[ a]
Projects

MyHome  Dashboard

Processes

Detalls

Documents

Project Details For v i

Contacts  Cost  Schedule

tobiiend - @

Reports  Setup

Frinusie

2. Select “Yes” on the line that asks, “Is this a CHEFA project.”

3. Enter the CHEFA series number for the Payment Application cover letter.

4. Enter the agency reviewer for the signature page on the cover letter.

5. Click “Save.”

Edit Project

Higden Projects

Details

* project Name
* e Builder Project Administrator
escription

* Project

tus

Project Photo
- Address

Project Menu

. ial Code
v B Details

Country
Start Date
Targes Date

Project Webgam URL

Custom Fialds (65)  Settngs

Process Motification

Settings Custom Fields

Sent Items

145 Project Number.

Project Level

Optians
o Planning
Forms

¥ I= lssues

s Processes

> & Documents T

Fee:
AR Clossout Complete:

CMR - Contact Email:
GC - Firm:
&€ - Contact:

[Bsitas - s s a et

| & Brien, Timathy v |

[

[ Ghaoss File | o fie chosen

Cheek Spelling  Save  Camcel

[
[ |
[ |
—
oo112003 |

09.11.2023

Check Spelli ncel
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Under the “Project Menu” on the left, click on Processes to find project-specific processes.

& e-Builder

Flanming  Forms Precesses Doouments

Fapur 1 hafiorwms Bauk pmratie Pats ety Desctory ik CEww

Change the Process filter settings to find the process instance you are looking for.

1. Select “7390 Application and Certification for Payment” from the “Search Processes” dropdown
menu. Select one or more of the following from the “Filter by” dropdown menu: “All Processes”,
“Draft”, “Open”, or “Finish”. “All Processes” will show all process instances for the subject project,
regardless of whose ball-in-court the instances are in. Draft, Open or Finished status can be

selected, as well.

2. The filtered list will appear as displayed below. Click on the instance you wish to open. A pop-up will

open of the process instance selected.

Processes For

*Testing67;

Start Selected Process Type

In My Court In Progress +" Process: 7390 Applic ... 9 Status

< Process =

Start Process

0-X1 Test 1105 Project Intake ... (0-X

1105R Project Revision Request (11(

Processes  Raports (0}

—2

In Step
Since

Date
Due

| Process = Subject Status

7035 Construction Phase Agency ...
7310 Request For Information (731C

7360 Change Order (7360)
Requested

Comment 7390 Application and Certifica ... 1

AJE Invaice (InvAE)

A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)
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Once the process instance opens, review all of the information entered, including the files uploaded to

the Documents tab. To view the pencil requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

* Who is responsible fg e Y
payment of this invoicg?:

Invoigs

Contractor Approveg

Do you require Securities in

The PM should then select their firm name from the “PM Approver” dropdown list and the input the
date of approval.

* pM Approver: | Please select...

v
* pM Approve Date: o

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take on the item. “Submit” will send the item to the A/E for review. “Revise” will

send the item back to the GC/CMR for any corrections that are needed. Once the action to be taken is
selected, click the “Take Action" button.

| submit

-- Please select an action --

v | Take Action

Revise

The project manager will then be prompted to approve the payment for the project Cost part of e-
Builder and enter the Approved date.

Are you sure you want to approve the commitment invoice?

Approval Date: [ 02.08.2024 ]

Yes, Approve Mo, Cancel

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

Add a comment.

* Add Comment

PNfate

S, G

Check Spellin Revise

ancel
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Section 20: Request for Information

E

feubmit Reise Respond Send to Sub Respond send Code Unit

Cetermination

trus
1
.: cdt Complete :':q“ulﬂu I Spaun Complete

20.01 GC/CMR RFI Submission - Accessing the Process

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”:

& c-Builder I

My Home  Dushboard  Projects Manning  Forms Processes Documents Calendar  Contacts Cost Schedule  Reports

M Welcome, Rebeccal fiit My Heseme

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

& e-Builder. I

My Home [ d Parning  Foms Processes  Dacumsents  Calepdlar Contacts  Cost Schoeduls

. ',
BLCTC-E0 - Tovet Bive OF - Mo wea Buieng
Lot Papas
k .,- — - e —

The “Project Details” page is your home page for your project. Under the “Project Menu” on the left,
click on Processes to find project-specific processes.

Flanring Farms Frocesses Donamenes Calemoar

Paport Adsvwws Asck  Srastaise Parta gty Dwsciory

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals


https://gov.e-builder.net/

0175 e-Builder Guidance Manual

Page 157 of 199
Click on “Start Process” to find and start a process.

Projects Processes Documents Contacts Cost Schedule Reports Setup  «»»

Unfinished Drafts | Import Processes
Processes For | *Testing6723a Project Name

A pop up will appear with processes that the user is able to initiate. Select “7310 Request For
Information (7310)” from the list of available process types.

Start a process on *Testing6723a Project Name

Processes

Cancel
| Process Name Description

The RFI pr i 1 for th mission and routing of fi
7310 Request For Information (7310) e RFl process is used for the submission and routing of requests for

information. If there is a cost impact, it may spawn a proposal request.

That causes the pop-up to change into the RFI form. Complete the answers to the questions asked in the
form.

7310 Request For Information (7310) Instructions
Start Process

Print Check Spelling Submit Save Draft Cancel

10 Request For

* Date Due: 10.18.2023

Detalls | Documents (0}  Attached Processes ([0 Attached Foems {0)

Proposed Solution

&
-« Please sslect an option -«

vee O N

5 There a Potential Time
Impact?

Yes' S Ne

Print Check Spelling Submit Save Draft Cancel

Click on the “Documents” tab header to open the tab. Upload supporting documents for the RFI to the
Documents tab by either using the “drag-and-drop” feature or by clicking the “Attach” button.

Detflils Documents (0) ached Processes (0} Attached Forms (0)

L1/ File Name

.!_ Drag and drop files here to upload, or browse.

Attach
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If the “Attach” button is clicked, a pop-up will appear. Click the “Upload from your Computer” button to
locate a locally stored document.

Ll

Then, click “Select” to use the pre-selected default folder (highlighted in blue font) as the destination
folder in the eBuilder Documents module to upload the supporting documents. If applicable, an
alternate folder can be selected.

Select Destination Folder

Documents / 09 Censtruction Phase / Prime Contractor Pay Apps [Default]
v - Documents

» B 00 DocuSign Request

» B 01 Project Planning

» [ 02 selections

4 - 03 Preconstruction Contracts

» [ 04 Pre-Design

» B 05 Schematic Design

» BB os Design Development

» [ 07 Construction Documents

. e

Then click “Browse”.

o

Drag your files or Browse
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Select the file(s) you wish to upload and click “Open”.

Organize = New folder S 7 ]
Whiteboards ™[] Mame -~
workingitems

=™ This PC
3 30 Objects
B0 Desitop ~

P g il

File name:

If it worked properly, you should see a green line under where the filename is. Then click “Done.”

1 of 1 files uploaded successfully Properties for all files
Documents \ 09 Constr... o Select a file to apply
100% KB.upload

properties to just that file

of 33 ded

Description
‘ supporting test 1.pdf
Up Jed s 3siu

uccessftully

Drag & drop files here or browse “

The uploaded document should then appear in the Documents tab. Also note the number in parentheses
next to the “Documents” tab title, indicating the number of uploaded files.

Details Documents (1) Attached Processes (0) Attached Forms (0)

Download Attach Remove

Attached By

m]k" supporting test 1.pdf (version 2)

O’Brien, Timothy
v | Download | Redline (0) | Stamp

Download Attach Remove

If the user would like to save the RFI, and keep it in draft form for future editing, the “Save Draft” button
is available.

7310 Request For Information (7310)

Istrsctiansg

Start Process Primt  Check Spefling  Swubmit  Save Oraft  Cancel

* Date Dus 1oomzoes M xXipm w

Detaila  Dowuvmiila |1 ARt Procmsss (C
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The RFl is saved as a type of e-Builder “Process instance”.

To locate the draft Process instance that is the draft RFI, go back into the project, and open the Processes
module within the project.

® e Builder  IEG—

Processes v sments Cabemi

Puped Aibtrwws Bovk  Fromtabie Partapsts Deschory

Proceed as follows to change the Process filter settings to find the process instance you are looking for:.

1. Select “7310 Request for Information (7310)” from the “Search Processes” dropdown menu. Select
one or more of the following from the “Filter by” dropdown menu: “All Processes”, “Draft”, “Open”,
or “Finish”. “All Processes” will show all process instances for the subject project, regardless of
whose ball-in-court the instances are in. Draft, Open or Finished status can be selected, as well.

2. Thefiltered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

Processes FOr | “Tesings7232 Project Name z < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X

in My Court In Progress ' Process: 7390 Applic .. € Status

1105R Project Revision Request (11(

7055 Construction Phase Agency

7310 Request For Information (731C
7360 Change Order (7360)
Eopmen 7390 Application and Certifica ... 1
A/E Invoice (InvAE)

AJE Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

When the user is ready to submit the RFI, click “Submit”. This will cause the RFI to be sent into workflow.

7310 Request For Information (7310) Instructions

Start Process Print  Check Spelling  Submit  SawveDraft  Cancel

T

10982003 opm v
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20.02 CA RFI Review - Accessing the Process

The CA will receive an email notification from eBuilder that an RFl is pending. To access the pending RFlI,
the CA can either click on the link in the email and the browser instance will appear as a pop-up; or

Process instance is in your court. To view details or take action

the CA can log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f and click
on the “Projects” tab to find the applicable project.

& e-Builder. G reutler - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports "

m Welcome, Rebecca!

Search for your project by entering the project number. Click on your project to bring up the “Project

~ Edit My Home

Details” page.

® e-Builder. G reutler -~ @

My Home Dashboard Projects  Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

Hidden Projects

Projects

Active Projects View v | Edit | Add Viey 624

BI-CTC-620 - Three Rivers CC - Roof and Building
Enveiope Repairs

BI-T-620 - Salt Rock Camparound Bathhouse

The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

= -
§2 e-Builder. NG TestBecky - @
My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule ***
Hidden Projects
Project Details For I*se-:k:;'est Project -
Details Export Address Book Printable Participants Directory Edit Cancel
Project Name *Becky Test Project
e-Builder Project Administrator Cutler, Rebecca
Project Status A
esss [Add =S No project photo uploaded.
rrrrrrrrr -
- o 23
Project Menu Used by Becky for testing
v [8 Details Cutler, Rebecea
Praject Participants Date Last Modified 03.15.2023
sent Items
Project Level
Options
Farms
> | Documents

Proceed as follows to change the Process filter settings to find the process instance you are looking for:

1. Select “7310 Request for Information (7310)” from the “Search Processes” dropdown menu. Select
one or more of the following from the “Filter by” dropdown menu: “All Processes”, “Draft”, “Open”,
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or “Finish”. “All Processes” will show all process instances for the subject project, regardless of
whose ball-in-court the instances are in. Draft, Open or Finished status can be selected, as well.

2. The filtered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

%
Processes FOr | “Tesings7232 Project Name z < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X

In My Court In Progress ~" Process: 7390 Applic ... e Status

1105R Project Revision Request (11(

7055 Construction Phase Agency

Processes

7310 Request For Information (731C

7360 Change Order (7360)

Process = Subject oy
7390 Application and Certifica ... 1

A/E Invoice (InvAE)
AJE Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the “Documents” tab, and any comments made regarding the RFl under the “Comments”
tab. The CA will then return to the “Details” tab and provide a response to the editable questions. The
CA has the option to “Save” its edits and return for further edits, if it so chooses, by clicking the “Save”
button.

7310 Request For Information (7310) - 3 Woarkflow Override Al Fields View  Instructions

_ Please select an action -- i Check Spelling Print Copy Delegate Save Cancel

Project: 67234 Project Name

Process Document: * Overall Due Date: 08.10.2023 ‘=“ 05:00pm v

Step Due Date:

Attached Frocesses (0) Attached Forms (0) Attached To ()

sdfudsfusfug
Specfication S
[ Num
Is There a Potential C Ve L No
Impacts;
Yis ' Mo
Na
Request Needed?: Yes - Pending
‘fes - Completed
Mote: Please hold Cirl to select multiple dems from the st

-- Please

et an action -- v Check Spelling Print Copy Delegate Cancel

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take. “Submit” will forward the RFI to the A/E for review. “Revise” will return the

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 163 of 199

RFI to the GC/CMR for any corrections that are needed. Once the action to be taken is selected, click the
“Take Action" button to complete the action.

| Submit A | Take Action
-- Please select an action --

1 Revise

If “Revise” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Revise” to complete and send the comments.

Add a comment.

* Add Comment

ate

X X

Check Spellin Revise ancel

20.03 A/E RFI Review - Accessing the Process

The A/E will receive an email notification from eBuilder that an RFl is pending. To access the pending RFI,
the A/E can either click on the link in the email and the browser instance will appear as a pop-up; or

Process instance is in your court. To view details or take acﬁon

the A/E can log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f and click
on the “Projects” tab to find the applicable project.

$ e-Builder. I

rcutler - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

m Welcome, Rebecca! v Edit My Home
™\ S EELLYy,.

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

P e-Builder. G reutler - @

My Home Dashboard Projects  Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports

Hidden Projects
Projects

[Active Projects View Ecit | Add View e

BI-CTC-620 - Three Rivers CC - Roof and Building
Envelope Repairs

BI-T-620 - Salt Rock Campground Bathhouse
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The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts  Cost  Schedule ***

Hidden Projects

| Project Details For |*aa-:k:; Test Project -
Details Export Address Book Printable Participants Directory Edit Cancel
Project Name *Becky Test Project
e-Builder Project Administrator Cutler, Rebecca
Project Status

[wiew map) Address

No project photo uploaded.

Country

Start Date

ate

Project Menu I

v [ Details

Targ

Description

Used by Becky for testing

Cutler, Rebecca
Project Participants Date Last Modified 03.12.2023
Sent Items
Project Level Custom Fields (47) | Motes (0) | Documents{0) | Forms (0} | Processes(0) | Settings
Options
Farms DAS Project Number: BI-RCTEST-399
B Project Name: s this where the project name should go
H Issues
- Project Delivery Method: DBB
{8 Processes Project Type: N

> L= Documents

Date Project Initiated:

Proceed as follows to change the Process filter settings to find the process instance you are looking for:

1. Select “7310 Request for Information (7310)” from the “Search Processes” dropdown menu. Select
one or more of the following from the “Filter by” dropdown menu: “All Processes”, “Draft”, “Open”,
or “Finish”. “All Processes” will show all process instances for the subject project, regardless of
whose ball-in-court the instances are in. Draft, Open or Finished status can be selected, as well.

2. The filtered list will appear as displayed below. Click on the instance you wish to open. A pop-up will
open of the process instance selected.

X
Processes FOr | *fetngsi2ls Froject Name - < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X

In My Court In Progress + Process: 7390 Applic ... 9 Status

1105R Project Revision Request (110

7055 Construction Phase Agency ..

7310 Request For Information (731C

7360 Change Order (7360)

In Step Requested

oy Comment " 7390 Application and Certifica ... i

A/E Invoice (InvAE)

A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)
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Once the process instance opens, the A/E can review all of the information entered, including the files

uploaded to the “Documents” tab, and any comments made regarding the RFl under the “Comments”
tab. The A/E will then return to the “Details” tab and provide a response to the editable questions. The

A/E has the option to “Save” its edits and return for further edits, if it so chooses, by clicking the “Save”
button.

7310 Request For Information (7310) - 3

Waorkflow Override All Fields View Instructions

- Please select an action -- w Check Spelling Print Copy Delegate Save Cancel

Project: 67234 Project Name

Process Document: * Cverall Due Date: 08102023 | ER [05:00pm v
Current Workflow Step: w Werkflow Diagram Step Due Date:
Subject:

Attached Frocesses (0) Attached Forms (0) Attached To ()

Cluestion: sfudsfusfug

ks There 3 Potent
I

Is an Agency Change o

Request Needed?: Yes - Pending

‘fes - Completed

- Check Spelling Print Copy Delegate Cancel

At the top and bottom of the form are pull-down menus that allow the user who is ball-in-court to select
the action they need to take. “Respond” will forward the RFI to for final determination. “Return” will
return the RFI to the CA for any corrections that are needed. “Send to Sub” will forward the RFI to the

sub for review and comment. Once the action to be taken is selected, click the “Take Action" button to
complete the action.

-- Please select an action -- v

-- Please select an action --
Respond T T
Return

Send to Sub

If “Return” was selected, a comment screen will appear which, in this case, is required. After comments
are entered into the space provided, click “Return” to complete and send the comments.

Add a comment.

* Add Comment

ate

L

Check Spellin Return ancel
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When the “Send to Sub” option is selected, a comment screen will appear, with an “Add Comment” for
the A/E to give instructions to their subconsultants, and an “Add actors to the next step” to select the
subconsultant(s) to which the RFl is to be referred.

To add a subconsultant to the next step, the A/E will select the subconsultant’s name from the list of
“Available Users” column and then click the “>” to move that individual into the “Selected Users”
column. After adding a comment and selecting the user, click “Send to Sub.”

7310 Request For Information (7310) - 3

Instructions

Add a comment.

* Add Comment

Drivate

Add actors to the next step

Available Users Selected Users

Jim Johnson

o]

Check Spelling Send to Sub Cancel

As an alternative to the “Send to Sub”, it may be preferable to go to the “Comments” tab of the RFI
instance and click the “Request Comment” button. Using this “Request Comment” method allows the

A/E to maintain control of the item in workflow, rather than giving the subconsultant control in the
workflow.

7310 Request For Information (7310) - 3

Workflow Override All Fields View Instructions
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: *Testing6723a Project Name
Process Document: 7310-3 * Overall Due Date: 08.10.2023 =
Show History | Current rs o
Current Workflow Step: AE Review & Response Show Workflow Diagram Step Due Date:

Subject: Timothy O'Brien

Status: Submitted

DEtails Comments (2) Dodyments (1) Attached Processes (0) Attached Forms (0) Attached To (0)

Request Comment Cdmment

Private | Comment ~ ( bY

) N X\ 5\ ) ‘
e S—— p—

Timothy O'Brien, Department of Administrative Services - Construction Services 08.03.2023 10:54 AM

Make Private Requested comment on step CA Review & Action from Timothy O'Brien {(Department of Administrative Services - Construction Services).

After clicking the “Request Comment” button, a pop-up will appear that allows the A/E to select their
subconsultant users in the “To” field by selecting their names and pressing the arrow button to move
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them to the right panel. The “Message” field allows the A/E user to provided instructions to the

subconsultants. Then the “Request Comment” button sends a comment request notification to the
subconsultant.

Request Comment

Request Comment Cancel

Sel

from Users on Project .
All Users o

Cardinale, Jaime (Department o Tim2, testing (Department of Administrative

Grab, Alexander (State of esting1 (DAS)

Masson, Brianna (Department of Administrz
QO'Brien, Timothy (Department of Administ
Tim2, testing (Department of
TOB, Testing1 (DAS)
Warren, Allen (DCS)

Enter External Users Email or Lookup
Allow external users to U
attach files
* Subject | ACTION REQ'D 6723

Respond By

Message,

Note - Participants acc

sing the process externally will

Request Comment Cajpicel

When the subconsultant responds, their comments will be posted in the “Comments” tab of the RFI
instance.
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20.04 CA Determination

After the A/E completes their review, the RFI will be forwarded to the CA for final determination. To

access the RFl instance, the CA should follow the steps outlined in Section 20.02 to open the process
instance.

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the “Documents” tab, and any comments made regarding the RFl under the “Comments”
tab. The CA will then return to the “Details” tab and provide a response to the editable questions.

7310 Request For Information (7310) - 3

Workflow Override All Fields View Instructions

-- Please select an action -- ¥

Check Spelling Print Copy Delegate Save Cancel

Project:

Process Document:

Current Workflow Step:

Subject:

Status:

Details ~ Comments(2)  Documents (1)
Expand All | Collapse All

Question:

Proposed Solution:

Specification Section:

Drawing Number:

Is There a Potential Cost Impact?:
Is There a Potential Time Impact?:
Is an Agency Change Request
Needed?:

AJE Response:
A/E Response Date:
CA Comments:

*Testing6723a Project Name
7310-3
Show History | Current A

CA Determination Shov
Timothy O'Brien
Submitted

Attached Processes (0) | Attached Forms (0) = Attached To (0)

sdfvdsfusfvg

v )
®vesO No

®esO No

% Overall Due Date: 08.102023 B

Step Due Date:

No
Yes - Pending
Yes - Completed

Note: Please hold Ctrl to select multiple items from the list
This is the A/E response,
11.22.2023

y

At the top and bottom of the form are pull-down menus that allow the CA to select the action they need
to take. The CA can either select “Determination” or “Return”. “Send Code Unit” is also listed as an
option, but should not be used at this time. After making a selection, click the “Take Action” button.

-- Please select an action -- w

-- Please select an action --
Determination
Return

Send Code Unit

[

* Over

T

If the CA selects “Return”, the RFI will be returned to the A/E with instructions for correction

If the CA selects “Determination” and answered “Yes” to the “Is there a Potential Cost Impact” question,

then the RFI workflow will generate a Proposal Request, as part of a “Potential Change Order (PCO)”
process instance.
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20.05 A/E Proposal Request Step

After the CA makes a final determination on an RFI that was identified as having a potential cost impact,
the A/E will receive an email notification to that effect. To access the RFl instance, the A/E should follow
the steps outlined in Section 20.03 to open the process instance.

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the “Documents” tab, and any comments made regarding the RFl under the “Comments”
tab. The CA will then return to the “Details” tab and provide a response to the editable questions.

The purpose of the RFI process instance at this step is to launch a Proposal Request instance. After
opening the process instance, note the “Warning” banner at the top of the page. The only action the A/E
should take is to click the “Click here” link in the banner. DO NOT click “Take Action” at this step.

| F
| §2 e-Builder [2)
7310 Request For Information (7310) - 3 Workflow Override All Fields View Instructions
A draft Potential Change Order has been automatically ¢ jde required Commitment Change informatiog = jnstance
Spawn Complete w int Copy Cancel
Project: *Testing6723a Project Name
Process Document: 7310-3 Overall Due Date: 08.10.2023 05:00PM
srov sy | s DO NOT click here
Current Workflow Step: Proposal Request Show Workflow Diagram Step Due Date:
Subject: Timothy O'Brien
Status: Submitted

After clicking “Click here,” an instance of the “Potential Change Order (PCO)” process type will be
launched. This is an entirely new process type and an entirely new process instance. The “Potential
Change Order (PCO)” is the umbrella name for a process that begins with Proposal Requests and may
generate into CCDs and/or COPs. See the instructions for the “Potential Change Order (PCO)” process for
how to proceed with this process.

Note that the RFI’s workflow process will be automatically completed when the Submit button is pressed
by the A/E user in the Proposal Request part of the “Potential Change Order (PCO)” process, meaning
that no further action needs to be nor should be taken by users on the RFI.

Potential Change Order (PCO) Instructions

Start Process Print Copy Check Spelling Show Workflow Submit Save Draft Delete Draft Cancel

Details Documents (0]  Attached Processes (1) Attached Forms (0}

Proposal Request

Note:
While this form is a part of the Proposed Change Order/Change Order Proposal process in e-Builder, at this point in the process, you are submitting a Proposal
Request. A PCO/COP may be created as a result of your Proposal Request, later in the workflow of this process.

®

Description of the Work This is the A/E response.
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Section 21: Proposal Requests

21.01 Coming Soon
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Section 22: CCDs

22.01 Coming Soon
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Section 23: COPs

21.01 Coming Soon
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Section 24: Change Orders

21.01 Coming Soon
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Section 25: Submittals

25.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f and click on the
“Projects” tab to find the applicable project.

Dashboard

& e-Builder

rcutler - (@

My Home Planning Forms Processes Documents Calendar Contacts Cost Schedule Reports Ty

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

Projects

Welcome, Rebeccal - Edit My Home

(Y reutler - @

Contacts  Cost

£ e-Builder

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Schedule Reports

Hidden Projects
Projects

[Active Projects View £t | Add View 2q

BI-CTC-620 - Three Rivers CC - Roof and Building
Envelope Repairs

BI-T-620 - Salt Rock Campground Bathhouse

The “Project Details” page is your home page for your project. (Click “Edit” to edit info.). Under the
“Project Menu” on the left, click on Processes to find project-specific processes.

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule ***
Hidden Projects
Project Details For I"Ee-:ky Test Project -
Details Export Address Book | Printable Participants Directory =~ Edit  Cancel

Project Name *Becky Test Project

e-Builder Project Administra Cutler, Rebecca

Project Status

{vizw map) Address Mo project photo uploaded.

Used by Becky for testing

Project Menu

v Details
Project Participants
Sent Items
Project Level
Options
Forms
i lssues

= Processes

> L= Documents

Project W
Last Mod
Date Last Modified

Custom Fields (47) | Motes [0)

DAS Project Number:
Project Name:

Project Delivery Method:
Project

Date Project Initiated:

Cutler, Rebecca

03.15.2023

Documents{) | Forms (0} | Processes(0) | Settings

BI-RCTEST-999
s this where the project name should go

DEB
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25.02 Submittals Settings (Project Manager or CA)

Before the Submittals begin on a project, click on the settings option for Submittals.

Project Menu

> = Details

o Planning

ol Iy & it

o

Lontacts
Calendar
v © Submittals

Submittal Register

Uptate Dates

Settings

Ensure that the Offset Type setting is set to “Calendar Days.” Then select one or more CA staff as
Submittal Coordinators by clicking on their names and then clicking the right arrow button.

Submittal Settings for BI-3B-126 - This is a test

ntague - Mo items in review

H_.,L_h___*w/v.

<
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Set “General Contractors for Submissions” to “GCs” or “CMRs”, ensure that the other settings are correct
and click Save.

Submittal Package Options

25.03 Filter Functionality

The processing of Submittals and Submittal Packages involves the changing of their status, as discussed,
below. Users can filter the Submittal Register and the list of Submittal Packages using the eBuilder filters.

There are a number of filter criteria that are available. These include the ability to toggle different
statuses. Select, for example, “Open” and “Draft” to filter only for submittals that have been submitted
or have not been submitted yet; or select “Closed” to find items that have been marked as closed. When
the filter selections are made, click the “Filter” button and the respective Submittals or Submittal
Packages will appear in the grid, as shown below.

My Home Dashboard = Projects Processes Documents Contacts Cost Schedule Reports Setup ==+

Submittal Register for = 6126 fhssaes -

~ Filter Submittal Items

Project Menu Responsible SubManctactuorer |

s Details

B Plannin Field 2 Phesse select 2 custom fidld v
% Planning

"~ ltem Details Title |~ Rev# Package # SpecSection  SubSection  Category

dar

@ Submittals
Submittal Register
Submittal Pac ‘.J:VC-:
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25.04 Creating Submittals in the Submittal Register (GC or CMR)

To create new submittals in the Submittal Register, click “Submittal Register” and then the “Add Item”
button.

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost Schedule Reports

Submittal Register for s.e0m. e -

~ Filter Submittal ltems

Rear Fitter
roup fy | None w| rage[1v]ot sre | pee page Add to Packagh Déigte  Import
. Subemissal e
omDetsis Tale | Rav# Package® Specection  SubSection  Catepery Status . Hld-y— Raviewers

Then complete the required fields. Enter a Title and select the Specification Section and Category.
Complete the other fields required by project procedures. Then click either “Save” to complete entering
new submittals or “Save & Add New” to save and start another submittal.

Details Save & Add New

Target Actual

Once a submittal has been saved, the tools for uploading attachments become available. Documents can
be uploaded by either using the “drag-and-drop” feature or by clicking the “Attach” button.

Detfils = Documents (0) Aj#ached Processes (0}  Attached Forms (0)

L] File Name

1‘, Drag and drop files here to upload, or browse.

Attach
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If the “Attach” button is clicked, a pop-up will appear. Click the “Upload from your Computer” button to
locate a locally stored document.

NI

When uploading, a dialogue box will appear for the user to select the applicable Submittals folder in the
eBuilder Documents module. After clicking on the applicable Submittals folder, click the “Select” button
to initiate the upload.

Select Destination Folder

Documents / 09 Construction Phase /| Submittals

v

= Mtg Minutes

r B Pay Apps

» . Permits

» BB Frime Contractor Contracting
» B Prime Gontractor Pay Apps
» BB schedules

» B submittals

r 0 Testing and Inspections

» BB 10 SC and Closeout Phase

SE:Fﬂ Cancel
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When the upload is completed, click “Done”.

1 of 1 files uploaded successfully Properties for all files
Submittals v select a file fo apply properbes It
100% of 33 KB unloaded
Description
i supporting test 1.pdf v

Ciran & Aron f = ha e RS

The file is then attached to the submittal and can be viewed in a pop-up window by clicking on its
filename.

& e-Builder NG TestingTim1 ~ @

My Home Dashboard ' Projects Planning Forms Processes  Documents Calendar Contacts Cost

Submittal Item Details
Submittal ltem Overview Date Dets

Send to Sub Delete Edit Submit to GC

Documents (1)  Comments [0 Custom Faekds @

Download Attach Remove

File Name - Artached By _ Date Attached

2 supporting test 1.pdf Version (2

Download Attach Remove
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Saving the submittals causes them to appear in brown italic as drafts in the Submittal Register. (Note
that this list shows drafts because it is set to include Drafts in the Filter.)

Submittal Register for ==

~ Filter Submittal Items

Project Menu

Clear Filter

Send to Sub Add to Package Add Item Delete Import

L Rev Sub Submittal
Item Details Tith Package # Section Cat Statu: Held B R
& Contacts = 1= _=e =il s Section sl " Coordinator T Y iy

@ Submittals
Submittal Register

Package

The buttons in the “Item Details” column of the Submittal Register allow users to interact with certain
details of the submittals without reopening the records.

Submittal

» Rev Sub
Held B Reviewers
. Coordinator ¥

Package £ Spec Section Section Category Status

For example, the paperclip button allows users to bring up a dialogue box allowing users to view or add
attachments to the submittal.

Attached Documents - this submittal 2 - £2

File Name

Attached By
" supporting test 1.pdf (ve

Add Remowe
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Send to Sub Add to Package Add Item Delete Import
Submit to GC

Submittal
AR Heid By Reviewers

25.05 Creating Submittal Packages (GC or CMR).

Submittal packages can be created by clicking on Submittal Packages and then clicking the “Create
Package” button.

Submittal Packages For (552126 - ths s aten v

“ Filter Submittal Packages

Search In ® il U Pending My Review

Project Menu e P

Details

Form: Fage | 1] of 10 v | por page

Revision

Titlea Description Package #
2z w2 - Number

Trade Status

There are no Submittal Package
Schedule

Select the specification section of the package in the “Submittal Package Number” field, enter its
“Submittal Package Name” and any other relevant information and click the Save button.

Save Cancel

Project Menu

» ™ Detail

Save  Cancel
Forms
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25.06 Adding Submittals to Submittal Packages (GC or CMR).

Once a submittal package is saved, submittals can be added to it by clicking the “Add Items” button.

Submittal Package Details

Submittal Package Overview

Request Comment Update Dates Generate Transmittal Delete Edit
Hems (0) Diocuments Comments
2 w Bans 1w f ' w
. # Rev Spec - Submittal -
Item Details Title _ | g Section Sub Section Category Status Coordinator Held By Reviewers

The user will be able to create new submittals, but keeping the setting to “Add Existing Items” & clicking
“Add” will allow submittals that are in the Submittal Register to be added to the submittal package.

In the pop-up box that appears, mark the check boxes next to the submittals to be linked to the
submittal package and click the “Add to Package” button. (Note that the top of the pop-up box has filters
that allow the user to find submittals more easily in the Submittal Register, if there are many.)

I Add Items to This package number 1

~ Filter Submittal Items Clear Filter
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After clicking “Add to Package”, the user will be asked to confirm the addition, and then the submittals
will be added to the submittal package.

Submittal Package Details

Request Comment Update Dates Generate Transmittal Edit

ems (2) Document: (0 ettt uttom Feldt ([ Renmzons (C

Remove Items

2 =
Item Details Title Sub Section Category Status Reviewers

Test Report NEW

REQUIREMEN
REQURREMER

Note that the submittals brought into the submittal package now appear in the Submittal Register as
“Open”, rather than “Draft”, and show what submittal package they are in.

Submittal Register for = 32126 Thssates -

~ Filter Submittal Items

- ategor qor v
mber
2 ubm - = i
Project Menu i x =
> [ Details = i
Forms
e v
H Issues
Clear Filter
o Processes
¥ & Documents Send to Sub Add to Package Add Item Delete Import
v
= Schedule Submit to GC
> s Cost Submittal
¥ Coritadts item Details Title Category Status PR Held By Reviewers
~ a8
Subfhittals [] 0 = = -
Submittal Register
SubymittalyPackages
g (W _

Settings ==
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25.07 Sending the submittal package to the CA (GC or CMR).

Click on “Submittal Packages” to see the list of submittal packages, then click the check box next the
submittal package to be sent to the CA, and then click “Send for Review.”

Submittal Packages For 238126 - Thisis 2 test >

# Filter Submittal Packages

'roject Menu

Details

Forms

Cost

Contacts

: oL
: 5

Calendar

Submittal Register
Submittal Packages

A pop-up box will open after clicking “Send for Review”. The Submittal Coordinator(s) will be pre-
populated, but the user will be required to enter a “Review Complete Due Date” and will have the option
to cc others, either by user role or by name. In addition, the user can add a message regarding the
submittal package in the “Message” box. Upon completion, click the “Send for Review” button.

Send for Review

Lookup
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25.08 Sending a submittal package for A/E review (CA).

When the GC or CMR has sent a submittal package to the CA (as Submittal Coordinator), the CA will be
able to see, in the Submittal Register, the “Held By” field populated with whoever holds the submittals at
the moment and will also see the Status field values for each submittal as toggleable. It is the CA, as

Submittal Coordinator, who marks the Status of submittals in the system, based on the A/E’s
communication after their review. (See below.)

Submittal Register for 23216 Thesates

~ Filter Submittal Items

Clear Filter

Add ltem Delete Import

To send submittals to the A/E, the CA will locate the applicable submittal package from the Submittal

Packages list and open the submittal package. In the submittal package, the CA marks the check box next
to the submittals and clicks “Forward for Review.”

Submittal Package Details

Submittal Package Overview i)

Request Comment  Generate Transmittal

Il g & it

Update Status  Send to Contr m Items

Calendar

Submittals

A pop-up box will appear that requires a “Respond By” date to the selected or entered. The “Forward
To” box is where the CA enters the A/E users to whom the submittals will be sent for review.
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To select users, locate and click on their name(s) and click the right arrow button. There are optional
boxes to cc others, either by user role or by name and a message box to add a text message. (Note that

there is also a “Notify Only” optional choice, as opposed to the “Action Required” option.) To complete
the send action, click the “Forward for Review” button.

Forward For Review

Forward for Review Encel

The links in the Reviewers column show who the reviewers are.

Submittal Package Details

Submittal Package Overview  History

Request Comment  Generate Transmittal

‘
F

‘
g

Items (2) Documents {0) Comments ([0) Custom Fields (0 Rewrssons (0)
Group 8y | None ~ Page 1w of 10 v | perpage Update Status Send to Contractor Forward for
| item Details Title Fa Revd Category Status z"o:"d'i':'m Held By
pom oo - - e
submi e evien esting
0= 0 Test Repart InReview  ~ |DIEOGN testing Tim2
. O'Brien
L
Reviewers for this submittal 1 =
Reviewer Requested By Date Requested Date Due Review Completed Date
testing ﬂmz Timothy O'Brien 11.21.2023
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The “Held By” column, shown here in Submittal Packages, identifies who has the item, ball-in-court.

Submittal Packages For m -

= Fllter Submittal Packages

Project Menu . . . -

Title= Descripticn Package ® Ravision Number  Trade Status Date Created

[l i

25.09 Submittal Review by A/E Users (A/E)

When the CA has sent a submittal package to the A/E, the A/E will be able to see, in Submittal Packages,
the “Held By” field populated with whoever holds the submittals at the moment. The A/E user clicks on
the Package # to go into the package.

Submittal Packages For oos126- Tha s ssest v

-~ Filter Submittal Packages

£ .
P s ™

Project Menu

Ciear  Filter

Tithe- Descrigtion Package # Revision Mumber Trade Sann Dwte Created

Subsmitt. "
Submittal Packages ™

In the Submittal Package, individual submittals can be opened by clicking on the Title or # of the
submittal.

My Home Dashboard | Projects Planning Forms Processes Documents Calendar Contacts Cost Schedule Reports Time Tracking

Submittal Package Details
Submittal Package

Request Comment  Generate Transmittal

Project Menu

Details
Forms

Issues

E Items (2) Documents
off Processes
= Documents Group By | None 1w of - | - page Forward for Review Review Complete Add Items
=i
oriey MamDetals Tle | |#2 |Rev? |SpecSection  |SubSection Cat Statur el | 01 Revi
#  Calendar il = egory = il y eviewers
~ §®& Submittals o
Submittal Register m o 2 — y e J—

Submittal Packages

lindata Natec
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In the submittal records, under the “Documents” tab, (A) click on the file name to open a viewer to see
the file and (B) click the “Download” link below the file name to download the file. Additional files can
be attached by (C) clicking the “Attach” button and (D) click the Comments tab to add or request a

comment. In addition to noting the A/E marking/stamp when sending the package back to the CA, the
A/E should also note the marking in the comments of each submittal.

Planning  Forms ocesses Documents  Calendar Contacts  Cos Schedule Reports Time Tracking ==+

Submittal item Details

Subaumisl Nem Owerviem Dt Dot

Forward for Review  Review Complete

8 Calon Pes— P i
Subemittal I-. kages Ier-me-A Abtached By Date Attached
i b . Ffrering t g ol . 108 Testing! 112123 12000 C

Submitted

Attached Processes (0) ~ Attached Forms (0)  Attached To (0)

Private | Comment ~

Timothy O'Brien, Department of Administrative Services - Construction Services 08.03.2023 10:54 AM

After clicking “Request Comment”, a pop-up will appear that allows the A/E to select their subconsultant
users in the “To” field by selecting their names and pressing the “>” to move them to the right panel. The
“Message” field allows the A/E user to provide instructions to the subconsultants. Upon completion, click
the “Request Comment” button to send the notification to the subconsultant.

Request Comment

Request Comment  Cancel

AdmiestiTative

Thm2, testing (Depanment of
T08, Testing! (DAS)

SegosUr A+ T2pe + B L U e [BE = W m[W) == 6B |5

st - Partisiisnts accessing the percess eiterrilly il g all commments and attachment Request Comment  Capleel
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When the subconsultant responds, their comments will be in the Comments tab of the submittal
instance.

To complete the review and return the submittals to the CA, the A/E goes into the Submittal Package, (A)
selects the applicable submittals and then (B) clicks “Review Complete”.

Submittal Package Details

Submittal Package Overview  History

Request Comment Generate Transmittal

1% of 1 Show (10 | per pags 2 itemis) selected Fom.ralucl!u Items
Submittal
Spec Section Sub Section Category Status o Heid By Frtviwers

Coordinator

Temotthy
Test Repost W

Test Report R |_ mothry
CONTRACTING O'Brien
RECHIIREMENTS.

testing Tim2 Reviewers

A pop-up screen will appear to allow confirmation.

Very important: (A) The A/E needs to note, for each of the submittals being sent back to the CA, what
their marking is. The CA controls the toggle on the Status column for submittals, so this message is
important to inform the CA what the A/E stamp says. Then, (B) click “Review Complete”.

£ e-Builder

Review Complete Submittal ltems

Review Complete Cancel

Comment:

Title £l

Package Status Reply To
this submittal 1 1-00 00 D IR Timothy O'Brien
this submittal 2 2 1-00 00 00-0 IR Timothy O'Brien

Review Complete
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25.10 Return of submittals to GC/CMR (CA)

When the A/E has returned a submittal package, the CA will click on the “Comments” tab to review the
comments left by the A/E. Click the “+” sign to the left of the submittal name, as shown below, to open
the comments. The comments will also appear in the submittal items, themselves.

I Submittal Package Overview = History

Request Comment Generate Transmittal Re-Open

Project Bl-3B-126 - This is a test
Title This package number 1 Status Closed
Description
Submittal Package # 1-00 00 00-0 Trade PROCUREMENT AND CONTRACTING
REQUIREMENTS
Date Created 11.21.2023 12:01 PM Created By TOE, Testing1
[tems Held By
Baseline Start Range 1.2 Baseline Finish Range 11.22.2023 - 11.22.2023
tems (2) = Documents y g$tom Fields (0) | Revisions (1)
Expand All | Collapse All
- Comments for Submittal Package Add Comment

There are no comments for this submittal package.

- Comments for Submittal Item #1: this submittal 1

Timothy O'Brien, Department of Administrative Services - Construction Services, 11.21.2023 12:20 PM
This need to the changed to....

testing Tim2, Department of Administrative Services, 11.21.2023 12:17 PM
1 is revise and resubmit and 2 is approved.

testing Tim2, Department of Administrative Services, 11.21.2023 12:12 PM
This is revise and resubmit.

While in the submittal package, click on the “Items” tab, then click the arrow in the Status field in the
row of a submittal, and then select the marking indicated by the A/E.

Submittal Package Overview  Hastory

Regquest Comment Generate Transmittal

Iems (2) | Documarts ([0
sionap By | None w| Page|lw|ol 10w | per page pctor Forward for Review Add ltems
ltem Details Title #. |Rev®  SpecSection Sub Section Cegory Reviewers
0000 00
Dom P —

In Review Timathy O Brien

T onrien

This will prompt the CA to enter a comment about the action.
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Update Status - this submittal 1 (#1)

New Status: Revise & Resubmit

Add Comment

Comment

In the submittal package, after (A) updating the statuses of the submittal items, the CA then (B) selects

all of the submittal items and (C) clicks “Send to Contractor.”

Submittal Package Details

Suihmittal Backage Overview
Request Comment  Generats Transmittal

Mami () Documants |

G 5y [ 7 O ey g9 g P—

#. Rev®  SpecSection Sub Scction Category

grward for Review Add Items

Revicwers

A pop-up will appear. The CA can provide a comment in the message box if applicable, then click

“Send to Contractor.”

Send to Contractor
Send to Contractor Cancel

Project
tle
* send To
CC Roles =
>
b
<
sers
>
<

CC External Users Via Email

Lookup

** Sefect folder for external [Sele:
user to attach files

Message
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25.11 Closing Returned Submittals (GC or CMR)

The GC or CMR will receive notification that the submittal package has been returned and can find the
submittal package in the Submittal Packages list. Noting that (A) the submittal package is now held by
them, as users, (B) the GC or CMR click on the submittal package title or package number.

My Home Dashboard | Projects Planning Forms Processes Documents Calendar Contacts Cost «s«

Hidden Projects

Submittal Packages For [z138126 Thisisatest v

~ Filter Submittal Packages

Gopen Dciosed Eorant D overdue

Search In ® a1 O Pending My Review

Please Select.. v |

Project Menu

> B Details A Clear  Filter
Forms Create Package YTor R
:_ \fsues Trade Status Date Created I;;’" Mo Held By
s Processes :

> & Documents ] e B il;{é{tREz-‘ENT

= Schedule Sk = 1-00 00 00-0 CONTRACTING Open 11.21.2023 Testing1 TO@ Testing1 TOB
> s Cost REQUIREMENTS

& Contacts

# Calendar

v © Submittals
Submittal Register
Submittal Packages

After opening the package, click on a submittal’s title or # to open the submittal, or open the submittal
from the Submittal Register.

Items (1) Documents (0) Comments (0) Custom Fields (0) Revisions (1)

Update Status Send to Contractor Forward for Review
Add Items
# Sub Submittal
0 &is | Ti i i
‘ Item Detéils | Title = Spec Section A Category Status @ Held By Reviewers
00 00 00 -
0 @ this PROCUREMENT ]
0 ' Timothy ' o o
Wl submittal | 1 1 AND Test Report InRev * O'Brien Timothy O'Brien Reviewers
1 CONTRACTING

REQUIREMENTS
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If the submittal is approved, it can be marked by the GC or CMR as closed by clicking the “Close” button.
(Note that the “Close” button then changes to a “Re-Open” button, allowing for the submittal to be re-
opened.)

Submittal ltem Details

’ Note X

The item is pending review or has been approved by the coordinator or has been closed. It cannot be edited at this time.

Submittal Item Overview Date Details History

Send to Sub Close Submit to GC

Project Bl-3B-126 - This is a test
Title this submittal 2 Status
Number 2 item Status

Description his is the other cne
Package # 00-0 Priority
Spec Section 00 00 00 - PROCUREMENT AND Revision 1]
CONTRACTING REQUIREMENTS
Category Test Report Sub Section
Responsible Commitment
Sub/Manufacturer
Item Held By Testing1 TOB

Refer to Section 25.03 for instructions on how to use filtering to list submittals that are Draft, Open and
Closed.

25.12 Revision Submittals

If a submittal package contains one or more submittals that have a “RAR” (Revise and Resubmit) Status,
check the box(es) to the left of the submittal(s) and then click the “Create Revision” button.

Submittal Package Overview  History

Request Comment Update Dates Generate Transmittal Close Edit

Project BI-3B-126 - This is a test

is package number 1 Status Open

AND CONTRACTING

Items Held By

Baseline Start Range

lems (2) = Docum Commenis {0) Custom Felds (0} = Rewvisions (0)

Send to Sub

1 itemis)

Group By | None ~w| page|1w|of 1 Show [10 | perpage
P By g g selected

Remove Items

_!| tem Details

Category Status Reviewers

‘ submittal 1 0 Test Report | RAR Testing1 TOB Reviewers
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That brings up a screen for the creation of a revised submittal package. The revised package (A) has the
same package number as the package being revised, except that the revision number is incremented up
by 1; (B) contains a newly created revised submittal (or multiple revised submittals, if multiple submittals
require revision); and (C) the revised submittal, itself, is identified by an increased revision number,
incremented up by 1. If is all correct, (D) click Save.

Create Revision Package

b
Details Save Cancel
Project BI-3B-126 - This is a test
Submittal Package # 000 m A
* Submittal Package This package number 1 ‘
Name
Description ‘
Trade AENT AND CONTRACTING REQU |
Custom Fields
There are no custom fields for this submittal package.
Page ‘ 1w|of 1 Show |25 w| per page
Title # Rev # Spec Section Sub Section Category Status

Hl this submittal 1 B

Test Report RAR

D Cancel

The default views in the Submittal Packages list and the Submittal Register will now only show the
revised version of each. The original version can still be seen, using the filter controls. For example, (A) in
the Submittal Packages list, (B) select the filter options for Open, Closed and Draft to (C) make both the
revised and original submittal package visible. The (D) Status of each option will be displayed.

My Home Dashboard = Projects Planning Forms Processes Documents  Calendar Contacts  Cost  es»

Hidden Projects

Submittal Packages For

» Filter Submittal Packages B
Search In ® a1l U Pending My Review C:r.er 8 Closed Draft I Overdue
Titie ] o - ]
Trade Please Select
ustom Field 1 ~
Project Menu i b
Clear Filt:
> Details ?’"]
Forms Page |1v| of 1 Show |10 w| perpage Create Package Send for Review
Issues =
Titles Description Package & il Trade Status Date Created i Held By
f Processes Number By
of* Processes
*» & Documents
= Schedule cuikie 1 Draft 11.21.2023 Testing1 TOB Testing1 TOB
> ms Cost C D
& Contacts T
This package = e =
" Closed 11.21.2023 Testing1 TOB
#  Calendar wmber 7 s
v © Submittals

Submittal Register

Submittal Packages A

Update Dates

CT DAS 0175 (Rev. 03.07.2024) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 195 of 199

The GC or CMR can access the revised submittal package and upload attachments and comments to the
revised submittal, which is now linked to the submittal package. Upon completion, the GC or CMR would
follow the steps outlined in Section 25.07 to send the submittal package to the CA.

Submittal Package Details

Submittal Package Overview  History

Project BI-38-126 - This is a test
Title This package number 1
Description
Submitral Package # 1-00 00 00-1
Date Created 11.21.2023 12:25 PM
Items Held By Testing1 TOB

Baseline Start Range

Original Submittal Package

Items (1) Documents (0} Comments (0} Custom Fields (0) Revisions (1)

Group By | None V| Page|1w|of 1 show [10 | perpage
& Rev Sub
‘B = 5 :
! | tem Details Title 4 Spec Section Section Category
00 00 00 -
0 —mm Bthis PROCUREMENT
] iz submittal 1 1 AND Test Report

CONTRACTING
REQUIREMENTS

Request Comment Update Dates Generate Transmittal

Status

rade

Created By

Baseline Finish Range

Send for Review

Submittal
Coordinator

Status

NEW

Draft

PROCUREMENT AND CONTRACTING
REQUIREMENTS
TOB, Testing1

-

Edit

Submit to GC Send to Sub Add Items

Remove Items

Testing 1 TOB

Held By Reviewers |
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Section 26: 7989 AA Project Closeout

26.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f. On your homepage,
Go to the “Processes” tab and select the AA Project you want to closeout from the “All Projects”
dropdown list.

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes
Processes

| 1105 Project Intake Request b |Ea't Add View I All Projects - I

26.02 Form 7989 — AA Project Closeout (Process Initiator)

Click the “Start Process” button.

Processes Documents Contacts Cost

Unfinished Drafts | Import Processes
Processes For |=ei-cs-1005- DAS Tst 5 -

Start Process

Click on the link entitled “7989 AA Project Closeout (7989)”.

Start a process on *BI-CS-1005 - DAS Tst 5

Processes Cancel
Process Name Description
For DAS USE OMLY. Process for importing original 1105 submission from an eBuilder report to allow for the Client Agency to
1105R Project Import (SRPI) (SR-P) S, gerane : 7 g
prepare & revised 1105,
1105R Project Revision Request (1105R) Process for submitting a revised Capital Project Inititation Reguest.
1135 - Task Letter (TL) This process is used for the creation of the task letters for On-Call contracts,

The "6010 Bid Release Form” process is used as follows: (1) for the DAS/CS Project Manager to submit Bid Files, Bid Information,
and Pre-Bid Meeting Information to the DAS/CS Procurement Unit; (2) for the DAS/CS Procurement Unit, the ADPM, and Chief
6010 Bid Release Form (6010} Architect to review and approve the Bid Release; (3) to generate and email an approved 6010 Bid Release Mail Merge; and (4)
for the DAS/CS Procurement Unit to document the request for Prevailing Wages, the Bidding Process, and the Construction
Contract Award process.

7310 Request For Information (7310) The RFI process is used for the submission and routing of requests for information, If there is a cost impact, it may spawn a
ST oo proposal reguest,
7360 Change Order (7360) This Process has the code step built in to bundle and approve PCOs.

7390 Application and Certification for Payment {73904)

7805 Substantial Completion {7805)

ITQE.S AA Project Closecut (7989) I Closeout process for Agency Administered Projects.

Read the “General Instructions” and fill in the applicable fields under “Project Information”.

Project Information
DAS Project Number:
Project Name:
Construction Start Date: @

Acceptance Date:

&=
Final Project Cost: @ I:I
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Complete the section entitled “Consultant/Contractor/Supplier Information” under “Add New Item for
Consultant/Contractor/Supplier Information”. The first vendor input should be the project On-Call
Consultant. To add a vendor, click on the “Lookup” link in the Vendor field to find the project On-Call
Consultant. Then, provide the “On-Call Contract No.” and “Task Number” and click the “Add” button.

Next, click on the “Lookup” link in the “Vendor” field to select any other Contractors that provided
services on the subject project, the Contract Number and PO Number for the subject Contractor. If the
Contractor is not listed in “Lookup”, provide the name of the Contractor in the “Other Vendor” field and
click the “Add” button upon completion. Repeat this process for each Contractor having performed
Work on the project.

Consultant/Contractor/Supplier Information -

| R Height Download Template | Import Delete
If more than one Consultant'ContractorSupplier was used on the above referenced project, please provide the requested information below for each. Subcontractor information is not
required.

‘ # ‘ Vendor Other Vendor [ On-Call Contract No. [[j | Task Number State Contract Number | PO Number
3

Grand Totals
{0 items)

Add New ltem for Consul‘tant‘ Contractor/Supplier Information

Vendor ¥ Lockup
Other Vendor @

On-Call Contract Mo, B

Task Mumber

State Contract Number

PO Number

Complete the section entitled “Project Closeout Supporting Documentation”. Drag and drop executed
copies of the requested forms into their respective fields.

Project Closeout Attachments -~
The following documents shall be completed, signed, & uploaded as attachments to this form upon completion of the Project. The required documents can enly be marked as N/A if the
project scope of work does net include the construction, repair, alteration or addition to any state building or any other public works of the state. Once complete, select "Submit” from
the dropdown list at the bottom of the page and press the "Take Action” button.

7150 Certificate of I._-_.,.. and
Compliance: @

I or | Browse Computer Browse e-Builder

7810 Certificate of Substantia f the Substantial Completion Form was completed cutside of eBuilder, upload a copy of the signed Form here
Completion: @

p file here or | Browse Computer Browse e-Builder
Substantial Completion: f the Substantial Completion Form for this project was completed in eBuilder, click the "Lockup” link to find the process instance of the
completed Substantial Completion Form and click on the instance link to add the Substantial Completion Form fo the AA Project Closeout
Process.
[Lockup]
aEcericatelng Drag and drop file here or  Browse Computer Browse e-Builder
Accepiance: a
7987 - qu“ﬁt to Terminate Drag and drop file here or | Browse Computer Browse e-Builder
ask Assignment:
7988 - Notice of Project Drag and drop file here or | Browse Computer Browse e-Builder
Cancelation:
7995 Archival Data for Project Drag and drop file here or | Browse Computer Browse e-Builder
Documents: @
745 Contractor Evaluation: B Drag and dn

or | Browse Computer Browse e-Builder

Closeout Documents - Not Please check the box for each form that is considered not applicable fo this project.
Applicable: @ [CJzarm 745 - Contractor Performance Evaluation
[Drorm 7150 - Certificate of Compliance
CIForm 7810 - Certificate of Substantial Completion
CJForm 7820 - Certificate of Acceptance

O Form
[Czarm

orm 79

- Request to Terminate On-Call Assignment

- Natice of Project Cancellation.

- Archival Data for Project Documents
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If the form submission is not applicable to this project (the project scope of work does not include the
construction, repair, alteration or addition to any state building or any other public works of the state),

then check the appropriate “Closeout Documents — Not Applicable” field.

*  Note that there is a field to upload “Form 7810 — Certificate of Substantial Completion”, as well as a
field entitled “Substantial Completion”. If you have a paper copy of the substantial completion form, it
should be uploaded to the respective field.

If the substantial completion form was completed in eBuilder, click on the “Lookup” link in the
“Substantial Completion” field to open the “Filter Processes” page for the subject project.

7810 Certificate of Substantia f the Substantial Completion Form was completed outside of eBuilder, upload a copy of the signed Form here
Compietion: & I_ o file here I or  Browse Computer Browse e-Builder
Substantial Completion: f the Substantial Completion Form for this project was completed in eBuilder, click the "Lookup” link te find the process instance of the

Substantial Completion Form and click on the instance link to add the Substantial Completion Form to the AA Project Closeout

Complet
Droces

Make sure both the “Open” and “Finished” boxes are checked and click the “Filter” button. The process
link to the subject project’s substantial completion form will appear in the process table. Click on the link
in the “Process” column for the subject substantial completion form to be added to the closeout

supporting documents.

Filter Processes

Status: All Statuses W COpen Gl Finished

Step Mame:

Containing Text: |

Page of 1 Show

Process Subject =~ Step In Step Since Date Due Status

Project Closeout Supporting Documentation
The following documents shall be completed, signed, & uploaded as attachments to this form upon completion of the Project. The required documents can only be marked as N/A if the
project scope of work dpes not include the construction, repair, alteration or addition to any state building or any other public works of the state. Once complete, select "Submit” from
the dropdown list at thg bottom of the page and press the "Take Action” button.

7150 Ceftificate of or  Browse Computer Browse e-Builder
Compliance: @

7810 Certificate of Substantia n was completed outside of eBuilder, upload a copy of the signed Form here
Compietion: B or = Browse Computer = Browse e-Builder
Substantial Cgmpletion: f the Substantial Completion Form for this project was completed in eBuilder, click the "Lookup” link to find the process instance of the
completed Substantial Completion Form and click on the instance link to add the Substantial Completion Form to the AA Project Closeout

[Changs] [Remove]

Upon completion, scroll down to the bottom of the page and click the “Take Action” button to submit
your project closeout documentation. If the project closeout submission is considered incomplete, the
submission will be returned to the Process Initiator to provide additional information. Instructions for
the additional information required will be noted under the “Comments” tab. If the project closeout

submission is complete, no further action is necessary.
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Section 27: 7990 Project Closeout

27.01 Coming Soon
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