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PMWeb Overview

Logging In

Overview:

PMWeb is a fully web based application and can be opened from any computer with internet access. It designed
to run on most internet browsers, but we recommend Chrome or Firefox.

DCS URL http://dpwpmweb.com/PMWeb

PMileb

User Login

[ 1020
| W2
| Ches
| Caent iame oW

1 I Database  CToRU = PORTFOLIO & PROGRAM MANAGEMENT
User Merana z Project Management

Password Document Management

Technical Suppen
Visit PMWeb com

e Enter you User ID and password (1) [There is only one database for DCS = CTDPW)]

Golden Rule with PMWeb: Save Early, Save Often.

A lot of data being entered is being lost simply because people move onto another screen without first saving
their work. So please make sure you save your work as often as you can.
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PMWeb Overview

Basic Navigation

Overview:

On the lower left hand side of the screen you will see the various PMWeb Modules you have access to (1). When
you select a Module you will then see a breakdown of all the elements within that module on the top left hand
side of the screen (2). The main portion of the screen is a customizable User defined Dashboard (3).

Controhs [ Porfosioview | MipView | Colendar | Repon | FinuncislSumenay | MyFavortereport | EmmetFinaniaci | SaybeoskRepot |

FS5 Fend = X Wokdow lobox ue

o records 1o gispay.

A Ringal Bagie Srizen the Spctight
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PMWeb Overview

New Navigation Buttons

Under this button there are 4 options:

e Create areminder

e Event calendar

e Home (i.e. Dashboard View)
o My settings

=9 0
SAYBROOK DEMD PACJECT -

Waicoms Back Aidan aran, yoor st ogn 262015 4:35]

Porifoke Panning
Loy v | Comtrals | Dashbosrd | Pectiotio View
3 raates

3 portivio Pansng Wer

Create Reminder —]
ECY
S Event Center

2l

=l Planning
Home

- £ Portfolio Planning ]
- My Settings
Initatives ¥ Seng

o/

0

This button allows you to view your reminders. When there is a notification the 0 will turn into the
number of notifications. How to create a reminder will be described on the next page.

@ Log out button

This button displays or hides the navigation column on the left hand side of the screen

CT DAS 0150.1 (Rev. 12.17.2022)
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PMWeb Overview

Standard PMWeb Icons

Across the top of each Form you will several standard icons that can help you quickly preform a task or navigate
through the software.

' Toggles back to the list form

_= i:a H i:; |j] -_’J [j'n et IEI i @Gener&te... G

To add a new record

Save data in the Header only

o | |ED| | e

Delete a record

(J

Copy a record

Email or notify someone about a particular record

[ -

Export to MS Word

@ |v @Gener

/“} View Reports
A4} PMWeb Reporting

Print Icon — select the down arrow next to the Printer Icon to View Reports. Note: You cannot
print directly from PMWeb you have to first save the document as a PDF and then print it.

<G> cenerate: |~

A4/ change Event

Some modules allow you to automatically generate another document from another one. In this
case you can generate a Change Event (or Proposed Change Order) from an RFI.
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PMWeb Overview

Standard Form Tabs

In the detailed section of nearly every form you will see several standard tabs.

Details Specifications Notes Attachments (1) Workflow Notifications

Details: — This is where you will edit specific information about the record (e.g. costs details)

Specifications: This is where you can enter custom data items, fields that are specific to the project or your
organization (e.g. Project justification). These fields can then be used to populate custom reports.

Notes: This section is where you add specific notes
Attachments: Where you can attach or link to specific documents.

Workflow: If the document has to be submitted into workflow then this tab will appear. This is where the
submitter enters the document into workflow.

Notifications: This shows a list of all the people who have been notified about the document

Note: If a record is added to any of these tabs a number in brackets will appear against the name of the tab
showing how many records there are.
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PMWeb Overview

Standard Screens and Workflows

One of the key things to remember about PMWeb is that once you select one of Modules you’ll notice that it is
in fact split into two sections, a Header on top and a more Detailed view on the bottom. For the most part these
screens while they appear to be related are in fact separate forms. So if you modify something in the Header you
have to save that data in the Header form (1). Similarly if you modify something in the Detailed section/form
you have to save your changes within that form (2). In other words depending in which module your are saving
data using the Header Save icon (1) may not save your changes in the Detailed section.

PMileb =

= | Header

Efasts Date
Post s

Havgred To - o

D mzzIma

Amputt Reguested | Amourt Approved | Coat Trpe Cead Code Funde =
2+ Touie Clean up 55 Gallon Brurm 21000003 04 21,000 003 00 v 038000.03.000000

Details

PMWeb Workflow:

One of the features of PMWeb is the ability to establish dynamic flow charts for electronically routing
documents for review or approval to key people on the project. These are called Workflows. Most of these are
established by the PMWeb administrator(s) and the Project Team at the beginning of a project. Workflows are
mainly used for RFI’s and Submittals.

n[ Visual Workflow
GC Projects - Request for Information Generic

1 |
1 Return Return Return

Workflow
Completed
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PMWeb Overview

List or Management Screens

In general if you just want to see data related to one single project then you should enter the name of your

project at the top of the screen (1). If you wish to switch to another project then you will have to delete out this

entry completely (using the delete or back space keys) and enter the name of the new project. If you are on one
particular record in this case a specific RFl and then you wish to see all the RFI’s for this project then click on the

Magnifying Glass Icon (2).

p h Saybrook - Large DBB Example

~ 4
~ 4

Answier]

|

Invest

B| Saybrock - Large DBB Example - 001 =
Project Saybrook - Large DBB Example From Gilbane Building Company - Amber Berry
Online Submittals Phase -- Select -- To Fusce Corperation, Inc - Bill Conant
B submittal ftems WBS Select WBS... - & Trade 02A - Demolition
1 Submittal Packages RFI# 001 5l Code
Mesting Minutes Description 55 Gallon Drum Zean Up Category - Select -
Drawing Lists Reference Priority High
=3 Drawing Sets Status Draft
Daily Reperts
|| Revision 0 Date g/22/2014
'unch Lists
Transmittals RF1 Dat
B Action ltems Ctails Specifications Notes Attachments Workflow Notifications
| I,
4 Question Date Required | g/28/2014
o i = =
| % FontName +|Real.v|| B £ U e = =E|Aa-H-|Ed|
Excavsted site area to discover several 56 gallon drums full of used ol
L y4

Progams  ar

Sajtrock + Lase DOD Exam B-DC5-1003

e o

= Prowen Sajtesch . Lasge 068 Evirpie L T
| Faconte | Ewmerpace. ekt Sl
v
‘00001
oateaz
000003
£ Fin Leatorg Prpe &
00001 Lead Fat Remavs Dot

~ I Exag 5 courme hmater an trog 8 heve 15 g By Bt coturen
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PMWeb Overview

Document Manager

PMWeb is designed to store all the documents associated with a project in one central location. If you select the
ToolBox Module (1) and then Document Manager (2) at the top left hand corner, you will then see the standard
folder structure for storing any documents related to the project in the center section of the screen (3).

R o -

Project: CCSU, HVAC CD‘[S\DH of 53~

‘ Files | Attributes Permissions

=~ Projects: CCSU, HYAC Conversion of 5 Residence Halls

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

: Upload File 2 Refresh Check Out
PMWeb Viewer +1-C3 2 DPW G Initiation Selection Contract Phases Folders @ Ul | - »

Form Builder =1~ 1 OPW PG Administration Folder_1

File Name Size Type

=l @ Forms ﬂ 23 3 DPW B Design Phases Folders
& Project Manager Comm ﬂ ‘23 4 DPW R Bid Phase Folder
j I3 5 DPW ¥ Construction Phase Folders
[=I-C@ YHO Contract Documents
3 Plans
" fssecratens
(+-C3 YH1 Construction Reports Meeting Minutes
[+l YH2 Payments
[+1-Cl YH3 Change Clarifications

(+1-[ ¥H4 Testing Inspection Reports [ [ [1)+] (] Pageses 10 =
[+1-C@ YHS Submittals Folder: [CCSU, HVAC Conversion of 5 Resi Halls/s DPW Y Construct§
‘ [+ YHE Issue File

[+ YHT Project Close-Out
(@ Shared Folders

P e——pe

= R e ARCDUTE s
ER o Butder ACAMLIMAM A S0 R A R B DA
PG @ Upcad Fie  ltesn | ciect Ol r . "
X Hame | e | Time Added Added by | Last Cheched InOut Last Checked Ini0ut By
3 0 Forns 4 & n? E— s e PP NS TR —— S| o—
i ? M Pl b gy
B frojen: Manager Camem. (e -mmm]

To upload a file into a folder, just highlight the folder you want to upload into (4) and then select Upload File (5)

Note: You have the ability to add additional folders by selecting any existing folder, then simply Right Clicking on
the Mouse and select New Folder
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PMWeb Overview

Printing Reports

Option #1:

Once you are in a Module you can go directly to the reports for that particular module by simply clicking on the
Printer Icon (1) and selecting View Reports. A pop-up widow will appear with all the reports for that particular
module. You can then decide in what format to print it to (2).

| Cont Maragemern

4 [ Budgets

Bl podge: Tackirg Progest” PR
B cont Coten Comimtmen” P — FEP— itaie atia e mesa.
B3 cout eugens Campany e |
B rocecarts Trve Subcon]  © — — .
R Cost Worksmeens et =] | Rocord Type
BB Cetine Workahents Change Grder Daie & Commbmen! GO Cormeriment C04
B #roject Financies Dszpm Co Aoy | - 102413
B jeurm Erias alaon 5 | Porttoly Semmary (wih Goog (Pestinde
Calagory Doc Dy 5 Porttolio View (P}
Fgvon ] ”
Stann .
R L]
7 '
3
Deta Sgpe Peatian
. Drag 2 esumn Beader and crel
Gumpeo 4 an P
i Unes | ftem —
= 00t TP ToPOF (g Pt ToEoel ) Send Emad [l Repor Viewss 3 Cances
- 02
2 503
004 QSPCO-013 Dispose of ACM coated - $0,000.00 $0,000.00 G0207-03-020100 5000

Option #2:

From the Portfolio Module (3) select Bl Reporting (4). Then all the report folders and reports will appear (5).
After you select and double click on the report you want the report selection criteria will appear (6). Once you
select a project or group of projects just click on the preview button.

Portfofis » 1 Reperting

i Cees Peeteg et

) I

Fragon s DCS Changa Ortse Summmmary Lig_18.3411

oo P S0, RapartCost ManagumetiCou Cusiss Raportric!

sarver URLY M0 TV 1A 13 10 gt
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PMWeb Overview

Printing Reports - continued

Option #3:

You can configure a tab to run a report. If for example you have to run a few reports every week or month you

may want to decide to set them up here for convenience.

Step #1: Click the icon and then click on My Settings (1).
Step #2: Under the Home Page Tabs. Make sure the tick box is checked.
Step #2: Under description type in the name of the report

Step #3: Select tab type as Report

Step #4: Click on the yellow square under SQL (2).

Create Reminder

=| Planning ~ Event Center

Hi
= 3 Portfolio Planning Ll

Inttiatives

My Seftings

| S R

PMWeb Report

SQL Report

Home Page Tabs
& Refresh
2 Show | Order | Tab Label Tab Type
| 001 Controls System
002 Financial Report Report

[

Step #5: Under Portfolio -> Bl Reporting select the report you want and also define what project(s) you want to

run the report for. Save & close. (3).

= Portfolio Report manager
rifolio View [ CMR Budget | General Printing Setup
Reporti
o [ CWR Contract Change Orders Report Name* DCS_Project_Financial_Summary_with_Funding
MWeb Repartin
= porting o [ Construction Change Directive Folder Path S0L ReportiCost ManagementiCost Custom Reports\DCS Financial
MS Office Template .
ce Templates + [ contracts Server URL® hitp://192.168.33.10/ReportServer
B prweb Calendar I 77 DCS Financial Reports- Internal Projects
= calendar setup
5 pcs agengy Project summany_1c 474 Capital Ave, Roof ~ || ¥ || saybrook - Large DBB Example
= [ Email |52 pcs agengy Report Repairs/Structural Repairs .
Email Home [ DCS Budget Projet Details War Willard-Cybulski Correctional o
= Email setup : nstitution - Roof Relacement \—I_
DCS CMR Contingency Repart_1 Institution - Roof Rel “
=/ [ Lists 55 DS Portfolio Summary_10.25,12 DCS Administrative Project [v]
3 Programs ~[5% DCS Project Financial Summary-) DCS CMR Template Project
Projects B3 0Cs_BudgetTracking Report 20 DCS Military Project Template
= L _ DCS Template Project
T~ ~ ~ — 1 DCS Training Project
. I [ | pCs_Projed_Financial_Summary faining Frojec
N A Potential Change Orders =
R =T
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PMWeb Overview

Printing Reports - continued

Note: that once you add the report, the name of the report will show up next to the yellow square (1).

Home Page Tabs
g— o Refresh
1 Show | Order | Tab Label® Tab Type PMWeb Report SQL Report
\ ) 001 Controls System

ooz Dashboard Report

rtfolio View System

004 Map View

005 Calendar System

006 Report Report || DPW Portfolio Summary wil

007 Project Financials Report DCS_Project_Financial_Sur =) ||

Step #6: To save your dashboard and view it don’t forget to save & exit (2).

2 I E_l Saybrook - Large DBB Example vm

Saw H Save & Exit

Step #7: Now at the top of the page a new tab will appear (in the example called dashboard) when you click on
the Project Financials tab the report will run automatically (3).

Iﬁ . Saybrook - Large DBB Example - [Ja¢ 3] Portfolio > BI Reporting I
l * | Welcome back Aidan Moran, your last login 2/8/2015 10:19:56 AM
| | [ Conuols | PorfolioView | MapView | Calendar | Report ||  Project Financials E
4 4 1 of2 bkl s Find | Next B~ (@)

Project:  SAY-DCS-TR0038 - 038 DCS Training Project

Cost Code Description D S ERIEn BT ey AT

Bonding _ Bonding Funding
‘| m Acquisition (Land / Buiding) S0 52000000  $2,000,000 100,000
_ 0z Haz S0 5500,000 500,000 50
03 Total Construction 50 526,000,000 526,000,000 50

H 04 Contingency S0 54000000  $4,000,000 50
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PMWeb Overview

Monthly Update Cycle

It is expected that each project is fully updated and current by the last Friday of each month. This includes all
cost data, schedule updates and the addition of any PM comments. After the Project Manager (PM) has
reviewed their project in PMWeb, they need to update the date in Project Status Updated On Field (5).

This field is found under the Portfolio Module (1) -> Projects (2) -> Specifications Tab (3) ->Project Status Tab (4)

Project Manager Monthly Update Check List:
a) Review and Update the Project Milestones Form
b) Review Costs and complete any Contingency Transfers.
c) Update Overall Project Status
d) Update Project Comments
e) Updated On” Field
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PMWeb Overview

Recommended User Settings

To personalize your settings:

If you need to personalize your settings or to modify your password, you can do this:

Step #1: Click the = jcon (1)

Step #2: select My Settings (2)

Prompt Save and Password Modification:

B

-| Planning
lic Planning

Initiatives

@ "
—_— S
=10 ©

Create Reminder -

EC

Event Center N

C rlg
Home

—| My Settings j

It is strongly recommended that Users select the option listed below to have PMWeb automatically prompt you

to save your updates/changes before you leave a particular form or screen (3).

If you want to update or modify your password you can do so from the same screen (4)

[
H Save H Save &t Exit

Profile

First Name* Aidan
Last Mame Moran
Email*
3 Cell

Last Login - 10/30/2014 2:56:38 PM

ameran(@s aybreck-associates.com

Login
Old Password

Mew Password

Confirm Password

Options

T Prompt to save when navigating away from records

Open with menu collapsed
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PMWeb Overview

Customizing Layouts

To customize a layout:

PMWeb allows each user to hide any data fields that they do not use or that not required. If you right click the
mouse on the column header and select Columns -> you can then turn on or off which columns you want to
display (1). Once you are satisfied with your selection make sure to Save Layout (2). This way PMWeb will
remember the columns you have selected the next time you return to that screen.

Note: If at some point you select the Load Default Layout, PMWeb will delete your customized layout so you will

have to manually reset it.

Change Ouder Dale | B257014 [ Coriractfs This Change SE1L111.00 1) \
Descripion Addmoral Tosic Waste Remayal
Relerence
Camgory Feld Cendition - EMective Date  &/2472014 B T @ s
Raviaicn ] Dule B/252004 Fosk 23 Revaeg Scope - ) e
=l hpprived i Asigned To | Air Tos Evemtmental, Company - ¥ Daserpmon
Dap .00 oy
Duanity

Detus | Specifcations Maotes Attachments | Wnk Coarl |
Dby @ cohumn Bodded i Srop i Reie 1 proap by Tl Colmsn r— | Remested

O LAPCO  spAdd | Addlmes  FEdt XK Deete  ZFAskesh || liem | Load Cosfansl Layout ) iount Requested |
Lese | e ' [Dropen | Ameurt ResurtE T = Ut G e

[ Ademonal Tex i Waie Removal e S194,111,00 | 02-0700.0 - i o Spprowed sciten T oxic Warste

procan of 54 - Saybeook Assocabes. Ing.

e L0 g fld= 3531 &Moduleld= 35  ageld= 1718

In the Headers you can create multiple layouts for the same form /module which you can switch back and forth
on (3).

h. Saybrook - CMR Exampe D Document Control > Meeting Minutes
Drag 2 column header and drop il here to group by thal column

Programs  “ar = Projects  Saybrook - CMR Exampie » e Add X Deete 3 Refiesh | (5 Layouts |
Project Name: Project # ] Record # Meeting # Descrigtion - System Defaull - |
- = = : = z . 2
[#] [+ I [ 2 Aidan-Mesting Minutes i
[§f) Aidan Meeting Minutes -Layout 2 i

Saybsock - CMR Example 00001- Saybrook 000001 2 March 4 2014 Pre-Constructi e

Tarch 11. 2014 Pre-Construction Coordination fle. bl Save

Saybeook - CHIR Example 00001- Saybrook
= ampl 00001 Saybrook 000003 & March 25 2014 Pre-Construction Coordination e [l Save As
3 Saybrock - CMR Example 00001- Saybrook 000004 &  Aprl 8 2014 Pre-Construction Coordination Medin 3 Delete Custom Layoul
Saybeook - CMR Example 00001- Saybrook 000005 2 Apri22 2014C Job Mesting -
Saybeook - MR Example 00001- Saybrook 000006 4 Apri 29. 2014 Construction Job Meeting Minutes Progress (Q/AIC) Meetr 4292014
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Document Control Module

Creating a Request for Information (RFI)

Overview:

In Document Control, Select RFI’s in the Top left hand section (1). Then click on the Add button (2).

Saybrook - Large DEB Example  ~ Rt} Document Control > RFls

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

f ] = Programs  *AlI" - Projects  Saybrook - Large DBB Example -I 4 Add Delete 2 Refresh Layouts
1 Project Name ‘ Project # | Record # ‘ Description rkflow Status | Phase ‘ WE
l T v ttals

=l Document Control

I »

)
B submittal ftems
BT suomittal Packeges Saybrook - Large DBB Exam  BI-DCS-1003 000001 55 Gallon Drum CleanUp  Caft
Saybrook - Large DBB Exam  BI-DCS-1003 000002 Additional Pump Rental ofatt
B2 Meeting Minutes
Saybrook - Large DBB Exam  BI-DCS-1003 000003 New Electrical Transformer | Dfaft
B prawing Lists Saybrook - Large DBB Exam  BI-DCS-1003 000001 Fix Leaking Pipe plart
Drawing Sets Saybrook - Large DBB Exam BI-DCS-1003 000002 Lead Paint Removal Dfaft
Daily Reperts |E E\ uﬂ] |E Page Size 20 =

unch Lists

ransmittals

ction ftems gl
= -

4 , 2

] i

- Inlrel S RFls
J:\’h
Descripion Saeel with Lead Paint ategory et -
Arterence Prsety. o ST o -
Slatn
Hevion o Dute 5232004
1 Date i
Detaily Spec Featiom Nty Anschmenty Workfew Netfcationt
Chumaiin Dute Fequred B Anvweeer Date Answered B
P ofonthame - Reslc| B L U B EE|A-O-|E 3 B fonthare ol falc| B2 Uke BERE|A-&-|E W
A Design | €3 HTML B Preview # Deugn | €3 HTML ) Previcn
Efects: [ Seope of Work 1) Cont [ Sehedue peoe o
Bnopoted Soubon Task -
it N " B =y | R —_——————
B fontbare Rl | BZ Lode BEAE|A-O-|H 4 T =
Rev | Dme Trpe
Mo recorms v deapiay.
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Document Control Module

Creating an RFI- continued

In addition to asking a question (1), you also have the option of adding additional information such as attaching
a marked up drawing etc. (2)

RFlDate  9/23/2014 /
Details Specifications Motes Attachments Workflow Motifications
Question Date Required | 10/3/2014
I |?FDntName ~ Real.. ~ B 7 U ahe %EEE'A'&'I@ Lﬁl
We believe that the existing steel on the project is coated with lead paint ? How would you like us to procesed?

| # Design |€» HTML €, Preview
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Document Control Module

Submitting an RFI into Workflow

Once you have completed the RFl you have to save it in order to see the Workflow tab. Select the Workflow Tab
(1) and then click the Submit button (2). This will expand the Workflow screen and included the Workflow
graphic. To start routing the RFI just click on the Save button (3).

Satall specifications MNotes Atta:hmem:‘ Warkflow Motifications
5] Proceed To Comments
cC
e Retum
Add CC
e Reject Subject
=] Withdraw Email Body
. —
Details Specifications Notes Attachments Workflow | Notifications
To admin@pssgroup.com Comments
cc admin@pssgroup.com
Add CC
Subject PMWWeb Approval Request: RFIs 0003 - Saybrook - Large DBE Exampl
Email Body ) .
A document has been Submitted for approval by Aidan =
Moran
Workflow Document Information:
Cancel
- Document type: RFls
- Project Name: Saybrock - Large DBB
Example
N’ Nescrintion: Steel with h
Step 2:;.5:: 2';‘:"'0“:'& ‘ Retum To ‘ Due Date ‘ Role(User} Action Date | Action | Signature Comments
= Submit O Aidan Moran(MoranA)
1 [m] Construction Administrater(&dmin )
2 [m] Architect ! Engineer(Admin |
3 [m] Construction Administrator(Admin |

Workflow Template - GC Projects - Request for Information Generic

(" Visual Workflow
GC Projects

- Request for Information Generic

Lo - Proceed

Return Return

Workflow

Eo - Proceed Completed

Enginaer
(Admin )

Relel:t

CT DAS 0150.1 (Rev. 12.17.2022)

Page 20 of 44 0000 Project Manuals and Guidelines




Document Control Module

Routing an RFI through Workflow- Continued

The next person in the RFI Workflow process will be automatically notified and they are expected to review the
RFI and to respond to the issue in the Answer section (1) and then SAVE the RFI (2)

e o 2 = e z 8

[y ot b Tt e s <) (41| 1]e] (M) Papesced =
2 | LT caCak

| O~y E— gty By - -

| nseree Pty e -

Sesa | fperfotes Nete  Ameen Wenfes hettates

free- e et

B/ la BEEE| A

| s das] il

# Dengn [ €X WML O Prevew

From the Workflow Tab the User has several choices:

a) Proceed (3) + SAVE (4) — this routes it to the next person in the process

b) Return + SAVE — this sends the RFI back to the last person in the process

c) Reject + SAVE — Try not use this as this will basically “kill” the RFI, locking the record so no one can
edit or modify it.

d) Withdrawal + SAVE — Again try and use this as little as possible as this too will “kill” the RFI record.

Dretails Specifications Motes Attachments Workflow Motifications
© @ proceed I To admin@pssgroup.com Comments
— cc
© ) Return
Add CC
© © Reject Subject PMWeb Approval Request: RFs 2 - New York City Hall -
TN Email Body X

@ O withdraw A document has been Approved by Admin. =

Workflow Document Information: ‘E

T Document type: RFis
- Document Name: Mew York City Hall
- Document Description:
- Action Date: 11/09/2011 -
Due Date : 11/13/2011
Step anyCan Bl Due Date Role(User) Action Date Action Signature
Approve Approve

Submit O Admin (admin) 1UEZ011 Submit
Lo O 1MM3201 Capital Accounting Manager (Admin )
2 (| 11182011 Project Accountant (Admin }
3 O 1423201 Project Engineer (Admin }
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Document Control Module

Submittal Items

Submittal Items: This should be used simply as a check list of all the required submittals for the project. This list
should be created at the start of a project and can be used to compare what has been actually submitted in the
Submittal Package module to ensure that everything has been submitted. These can be entered using two
different options:

Option #1: Enter Submittal Items individually.

In Document Control, Select Submittal Items in the Top left hand section (1). Then click on the Add button (2).

—
PMileb &
Saybrook - CMR Example Document Control > Submittal ltems
=l Document Control | Drag a column header and drop it here to group by that column
B safety Forms Programs  *All ~| Projects  Saybrook - CMR Example - I & Add I X Delete  Z Refresh
[ gl
e Project Name | Project # ‘ Record # ‘ Description | Workflow Status

ubmittal Packages Saybrook - CMR Example 00001- Saybrook 000001 013100 - Project Management and Coor Draft
Saybreok - CMR Example 00001- Saybrook 000002 013100 - Project Management and Coor Draft
Mesting Minutes Saybrook - CMR Example 00001- Saybrook 000003 013216.13 - CPM Schedules - 1.6-A - Pr Draft
& Drawing Lists Saybrook - CMR Example 00001- Saybrook 000004 013216.13 - CPM Schedules - 1.7-A - B: Draft
= o wing Sets Saybrook - CMR Example 00001- Saybrook 000005 013233 - Photographic Documentation - Draft
=] Daily Reports Saybrook - CMR Example 00001- Saybrook 000006 013233 - Photographic Documentation -| Draft
@ Bunch Lists =41 Saybrook - CMR Example 00001- Saybrook 000007 013233 - Photographic Documentation - Draft
_— Saybrook - CMR Example 00001- Saybrook 000008 013300 - Submittal Procedures - 1.6-A - Draft
2 Tranzmizials Saybreok - CMR Example 00001- Saybrook 000009 014530 - Concrete Floor Moisture & PRT Draft
. Saybrook - CMR Example 00001- Saybrook 000010 015000 - Temporary Facilities and Contr  Draft
' Saybrook - CMR Example 00001- Saybrook 000011 015000 - Temporary Facilities and Contr  Draft
Saybrook - CMR Example 00001- Saybrook 000012 015740 - Construction Indoor Air Quality Draft
Saybreok - CMR Example 00001- Saybrook 000013 017123 - Field Engineering - 1.3-A - Cer Draft
Saybrook - CMR Example 00001- Saybrook 000014 017123 - Field Engineering - 1.3-B - Finz Draft
| = { Saybrook - CMR ExamE\e 00001- Saybrook 000015 017123 - Field Engmeenna -1.3-C - Proy Drﬂ

You have to select the Project first (3) and then you can fill out the other details. Save the Submittal (4)

PMileb &

. Saybrook - CMR Example

=] Decument Control ) _
001 - Saybrook - CMR Example - Site
= satety Forms
. Project” E I Task Select Task T
Phase on WEBS Select WBS... v e
. 001 tart Date
ittal P
& submittal Packages Submittal Sel # 4 ish Date
Meeting Minutes Company CT Test Barings v &
3 ad Time: 0
Drawing Lists Description Site Plan for Borings
i g Due Dats
Drawing Sets CSl Code Select a Contact... v
M I - 4
= — - T Select o Contact.. s
= . = Supplier | Select o Contact... s
Punch Lists Status Draft -
= - Hotes
B Transmittals Revision 0
[E action ltems
- Specifications Notes Attachments
[ I
4 3
Custom Fields
a _
2 7 Edit
Spec uom Data
| | = | Mo recards to display
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Document Control Module

Submittal Item (continued)

Option #2: Import list of submittals from Excel.

PMWeb allows you to import the list fo submittals directly from Excel. First choose the Import option at the top

of the screen (1). This will open a pop up menu asking for the Excel file location and most importantly the

mapping of the fields in your Excel spread sheet to the fields in PMWeb (2).

[E|submittal ltems

Submital Packzges
Meeting Minutes
= Drawing Lists
[ Drawing Sets
Daily Reports
Punch Lists
A Trensmittals
B3 action Items
Correspondance

= @l Forms

B3 supplemental Instruc

3 Non-Conformance N+
« »

Saybrook - CMR Example i ®

&7 - Saybrook - CMR Example - 0283 7

Document Control > Submittal ftel s

Project” .
Phase
I+ a7
Submital Set#
Company Select Ca
Descrigtion 028300 - Lead Remediation - 1
CSICode | Select o Contact..
M #
Status Draft -
Revision o
Specfications Notes Aftachmen
Custom Fields
# Edit
Spec
No records fo display

Fie Type Microsoft Excel No file chogkn Uplosd

Field Name [ import Fie Fieid /

Project * — Select v
Document Number * ~ Select - v
Phase — Select v
Description ~ Select— v
Company — Select — v
5l Code — Select— v
i ~ Select - v
Wi Number — Select v
Supplier ~ Select - v
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Document Control Module

Submittal Packages

All submittals should be entered as a Submittal package.

Golden Rule: Most submittal packages will probably contain more than one item. There may be instances where
some of the items contained in the package will have to be revised. In these cases the package should still
continue to move forward through the workflow process. We do not want to hold up an entire package because
of one of two items have to be revised. Once the package is returned to the Originator, they will simply resubmit
those items that needed to be revised.

PMileb &

Saybrook - CMR Example N @) Do e ontro b al Package
=l Document Control “ [ Drag a column header and drop it here to group by that column
Safety Forms Programs  *All* + Projects  Saybrook - CMR Example -] o Add X Delete  Refresh Layouts
1 e Project Name ‘ Project # | Record # ‘ Description Workflow Status | WBS
\ - Dn\"E“SJIDi“\Ii.as

Saybrook - CMR Example 00001- Saybrook 000001 Site Logistics Phase 1 Draft
Saybrook - CMR Example 00001- Saybrook 000001 Temporary Lunch Room Floor Plan Draft
Drawing Lists Saybrook - CMR Example 00001- Saybrook 000001 Building Egress Plan Phase | Draft
Drewing Sets Saybrook - CMR Example 00001- Saybrook 000002 Site Logisfics Plan Phase 1 Draft
Daily Reparts Saybrook - CMR Example 00001- Saybroaok 000001 Temporary Lunch Room Floor Plan Draft
Punch Lists Saybrock - CMR Example 00001- Saybrook 000001 Anchor Bolt Drawings AR1 thru ARS Draft
Transmittals Saybrook - CMR Example 00001- Saybrook 000001 Rebar Shop Drawings R-01 thru R-07 {Areas A E, F) Draft
Saybrook - CMR Example 00001- Saybrook 000003 Construction Scheduler Qualifications Draft
- Saybrook - CMR Example 00001- Saybrook 000001 East and West Basin Storm Trap Systems Shop Draw  Draft
= c 2 Saybrook - CMR Example 00001- Saybrook 000002 Rebar Shop Drawings R-058, 08 thru R-12 (Areas G, | Draft
Saybrook - CMR Example 00001- Saybroaok 000001 Revised Building Egress Plan Phase | Draft
Saybrook - CMR Example 00001- Saybrook 000002 Revised Site Logistics Plan Phase 1 Draft

You have to select the Project first (3) and then you can fill out the other details. Save the Submittal (4). If you
want to “bundle” individual Submittal Items into this Submittal package then select Submittal Items (5)

4

. Saybrook - CMR Example

=l Document Contrel Saybrook - CMR Example - 001 - Stes ™) Assign =
3 s .
. . Project* Saybrook e From Fairfield Testing Lab, LLC - Maria Valdes Aar ] rans
nline Submittals Phase 02 41 13 - Site Preparation To Gilbane Building Company - Amber Berry M NET
ubmittal items WBS Select WBS... -o Category  Structural - E
Set# 001 Closed Lines 0 of o 0.00% —
Mesting Minutes Sl Code Assigned To | Select o Contact.. L
= Drawing Lists Description | Stesl Paint Removal Process Reference
Drawing Sets Status Draft

aily Reparts Revision 1 Date
& punch Lists
Details Specifications Notes Attachments Workflow Notifications

Transmittals

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

T | LEdt [ Addttems  duAdd X Delete g Refresh | Generate Transmi & Submitial ltems Save Layout | Load Default Layout
4 T ¥ CSl Code | Sub# | Submittal ltem 2 | item ‘ Compg, i T
<. piamn

o records to display

[ = [1[3] (1] Pagesee 20 -

8
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Document Control

Module

Routing the Submittal Package through Workflow

Overview:

Once you are ready to submit your Submittal Package for review you will click on the Workflow Tab (1) and then
select Submit (2). Again somewhat similar to the RFI Workflow Process the Submittal Package gets automatically

routed to the correct people for review.

Details Specifications Motes Attachments Waorkflow Notifications
L] Proceed To
e Return cc
Add CC
@ Reject Subject
©® ' Withdraw Email Body

Detas Specificatons

Matex Attacrments 12 Warstiow Netifcations

| Arwy Can
| Ao

El

Stop

Sabrt
! @
! @
1 w a]
2 @
Workfow Temptate - Div 05 - DRA Reviaw Only Default Submital Process

AMust
Retum To ‘Dmﬂm ‘mem ‘imnm ‘m |

a ey e

s1s2014  Submn

s23201s  Proceed

=} 5232014 | CMA - Project Managor (Mol Swauss) so7201s  Proceed

I Visusl Workflow
Div 05 - DRA Review Only Defaul Subittal Pracess

If you are someone that has to review a submittal then after you reviewed it you must update the status (3) of

each submittal line item

Hm—h— xrn-

Somc Sty L L Sl

i 0 i o g gy DB b gt by B e

[

L i par e P

]

Breee b Cuvmnes
e

Pl

e L L T
[Fran

As with the RFI workflow process you then have to select one of the flowing options to either send the submittal

package back or move it forward (4)

Details

Specifications

] Proceed
= Return
© . Reject
=]

Withdraw
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Document Control Module

Routing a Submittal Package through Workflow- continued

What happens if a few Submittal line items are rejected or have to be revised?

- Even if a few of submittal line items within a schedule package are rejected or need to be revised you
should not send the Submittal Package back to the original person that generated the submittal
package. The best way is to continue getting the submittal package through the entire process.
Eventually the package will come back to the person that created it. Once they have made the necessary
corrections they can create a Revision (1) of the Submittal package just to include those line items that
were rejected. Then this will automatically generate a new revision of the submittal package in this
example (Rev2) (2). Finally you would upload the corrected submittal items into the revised submittal
(3) and entered it back into the Workflow.

IE . Saybrook - CMR Example M &) Do 2 ONIre b al Package I
Saybrook - CMR Example - 001 - Stee ™ P o _'IJ H X D : [j'n e @ h Assign =
Project” From Fairfield Testing Lab, LLC - Maria Valdes A
Phase To Gilbane Building Company - Amber Berry ~
WES Select WES. v e Category Structural ‘
Set# 001 Closed Lines 0 of 0 0.00%
CSl Code Assigned To | Select o Contact.. -
Description  Steel Paint Removal Process Reference
\* Status Draft
Ileuision 2 I)ale 9/24/2014
Details Specifications Motes Aftachments Workflow Motifications
Drag a corlﬂm by that column |_|
|| Edil! I g!i fems g Add k Delete + Refresh "] Generate Transmittal o Submittal ltems I Save Layout | Load Defay
CSI Code Sub# Subwyiital ltem # | lem | Compalﬁ | Status | Description
i i U W i i i
_ Mo records to display
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Document Control Module

Meeting Minutes

To create Meeting Minutes within PMWeb select Document Control (1) and then Meeting Minutes in the top
left hand section (2). To add a New Meeting Minutes select Add (3)

You have to enter the project again (4) and the Type of meeting (5) then make sure to save. Then you can enter
the meeting minutes in the detailed section (6). To create the meeting minutes from the last meeting just copy

the old minutes (7)

PMileb &

Z @ Document Control > Mecing Minulcs

= Document Contral = | Drag a column header and drop it here to group by that column
Safety Forms Programs  *All* ~ Projects  Saybrook - Large DEB Example I— + Add Ix Delete 2 Refresh Layouts
#ls
Project Name | Project # | Record # ‘ Meeting # ‘ Description |, | Workflow Statu
niine Submittas
)
2 submitta) ltems
No records o display \

—_— ide to S
H'M\'H'*I Page Size 20 % \
[F| Mesting Minutes| —

IPmmah e

Document Contr-! = tessizq Minutes

3 Dotument Contros ] N[ H . = == =
F = Y. P 2 (3 H Gy =l G Greae
0 sasery s
Projecr” " - ’
B e / T
Via
B Orine supmnys i ‘ -
[ pr—. WEE o - T
it o T Design Mee
B3 scomm facuages r ot Y I o i e el
e —— e
: o [1IN 1]  Pagetae
B8 prawnng Lists Mesteg® 1 l_mm_j -
B4 Orawing S Cesarptin Vieebly Cesgn Meeing
B pury Reperts Localon  Site Ofices
B puree Lo g [ -
B Trangnttais Calagory |- Seect - -
B acton mems Meetrg =
R o i .
: b fsnes 0 Enoen o] ;
. Lozaton
Sty * ® Meet Date 424200
Roemon, o Date m Stant (o]
sl Spechicatans toctes Atachments Nostestions
= Drag a couffen A0S 1 Ber 10 Group By Tat codumn \
“ZEon | aca | xDewe  Z Aetwsn  Sewlapoul | Loao Defaut Layost
e s So— [— | Aesigned Ta \ | Cabegory | Setguct | D | Comgiated | sukm
v T ¢ v v ¥} ¢ v
1 BB Pt o b b i i i e futs JONSGH Bty Bara 10 Cpan

A 1] (0] pagesce 3 \
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Document Control Module

Creating Meeting Minutes - continued

The Importance of Selecting Meeting Type:

The Type of meeting must be selected (1) and this will then start the sequential numbering system of each type
of meeting. Therefore it is important to select a unique meeting type for each different type of meeting
otherwise the numbering system for the meetings will get mixed up. So for example you may have two site
meetings each week. One is with the Construction manager to discuss progress and issues. The other site
meeting might be for safety issues only. Therefore you should define two different meeting types, like Weekly
Progress Review Meeting and Site Safety Meeting.

. - Program/Project Login - - Documes |
Saybrook - CMR Example - 2 - April 22, 2014) = jo ‘1] [E
(&3 safety Forms

5| Document Contral
_ Project* Sa - CMR Example
RFls N EMR Bcample
1 B Online Submittals Page |- -
tome LES Sale e . " &
Submittal Packages Type Progress (O/A/C) Mesting I ‘
Edestng Minues] Rocord#" |5
(&3 Crawing Lists Meeting# 2
= Drawing Sets Description April 22. 2014 Construction Job Mesting Minutes
(&2 Daily Reports Location | EOB Library Conference Room
B3 punch Lists Reference
Transmittals Category - Select -- -
Always make sure you update the meeting agenda item status (2)
o e = = —
Record @™ 5 @
Maeings 2 -
Dencrioton Apd 22 2014 Comnicion oo Mewtng Minuoes
Lacatian  EOB Libeary Conference Room
[rr—
Categary - it - -
st =
Date &
@ Ensed aco (o]
Locaton EOB Lieary Confernce Raom
S i B MeetDow 4t i+
B Fewtion Fy ote B0 B St 10 B o}
Specdeatrant Mesen. Amahrets herfeanons
Drag a coume haader and 10D 1 aTE 43 GIOGD Dy Dt Column
JESL  pABd X Dweln = Rebwn  Sevlmes | Lesd Datel Lavout = = - —
| Rl _5".! Oesnpton _M\ﬂmﬂn _Cllml\ _S’M O _Cﬂwn _Ml Hooes
: . ;
T V5 Ganersl | o Wate Discharge Parmd pren P =
12 = s Mef Sirmuss L 15 Gacarnl  Demc Foamt Marserance Ganags L7920 open =
0 wiabed thry e recenved A7 tgred letiens &
- 40 wiated the Maycr iecased e ieler and hat
- BO 13008 FUSCD will need bo contact the uiiite
18 siaied FLESCD) wl newd 10 ot o fetar ndcal
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Document Control Module

Daily Reports

To create Meeting Minutes within PMWeb select Document Control (1) and then Meeting Minutes in the top

left hand section (2). To add a New Daily Report select Add (3)

You have to enter the project again (4) and then make sure to save. Then you can enter the Daily Report Items in
the detailed section (5). To create the daily report for the following day just Copy the last report (6)

PMileb &

=l Document Control
Safety Forms

Fls

niine Submittals
ubmittal ltems
ubmittal Packages

eeting Minutes

Saybrook - Large DEE Example < [JR€ )] Document Control > Daily Reports

| »

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

Programs  All*

~ Projects  Saybrook - Large DBB Example I - o Add Ix Delete g Refresh

Project Name

Project # Record # Descripfion ‘Workflow Batus WBS
| | \ | worta B \

\ ]

’Nc records to display.

Diojgoia)

Page Size 20 -

\

reving Lists
2 Drawing Sets
“ B3| Daily Reperts

B Transmittals

ction ltems

DRcrgmon  Sae Daty Repon Toeegmiatin c
it Prece. Amount ~ Seect— *
Retarence
i treireet
Category 2 -
Rgimion ] Dale | WILTON
. ' Detais Timesheet Soeciaations Noes Etaremeny et Harfear,
PP e
Dvag u coky i drop  heve: 2 grous by that column
A Ear X Dsbebe 2 Revesh  Swvelaveul | LoNe Delool Layout Cepesm by Tree Level . =
| e Compuany [ | oumaty [ vou | Cont Codn [Ne——— Holes
= 171 44 0 Conbacing Inc IRON - kcemworker [ Erpcied Sl Tier 3 Teday Wy erecied the Tie]
/ (A I fe) (0] Papesice 20 = \

o
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Cost Module

Overview

This Cost Training package is designed to standardize the way in which costs are entered into PMWeb so that
the cost information for each project will be consistent for reporting purposes.

General Cost Entry Rules:

1) Contingency is transferred using Line Item Transfers in the Project Financials Module
2) Contingency is Not a Commitment. (Should not invoice, write a PCO or CO against it)
3) Make sure to link your Change Order (CO) back to the original PCO (s)
4) All cost transactions should include the following fields:
a. Cost Code (mandatory) value
b. “Commitment” value
c. “Assigned To” value
5) Inthe Cost Management module it is important to remember to change the Status of Change
Orders, Budgets etc. to APPROVED otherwise they will not appear on the reports. The only
exception is Potential Change Orders (PCO’s) whose status will be automatically updated to
approved once the change order it is linked to is approved.
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Cost Module

Budget Tracking

1) Step #1: Budget Tracking Module:

a. Thisis where you set up your high level budgets starting with the 1105 budget and any additional
bonding changes as you progress through the project. You should give each budget a unique
description (1)

b. Inorder to create a new Budget (e.g. Construction Budget) you need to change the status of the
existing budget to “Withdrawn” (2). This will then allow you to copy over the existing budget in
order to update the new one (3).

c. Keep in mind that the budget numbers entered here are only used to track the history of the overall
budget throughout the life of the project.

Cost Management > Budgets > Budget Tracking

. O'Brien test project 2 - )

1140 -

project 2 - 1105 Original Budget-Re| ~ L0 | ] x| B .,-] Gs |~ @|-|@ ?

- Estimate

Project* (O'Brien test project 2

Revisien 0 Date | Mar-15-2077 IDescripﬁnn 1105 Original Budget I

2 | |sttus v ]

| Details l Adjustments Specifications Motes Attachments Mofifications

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

"‘.' Refresh  WES Levels._. -~ Save Layout | Load Default Layout

Line # Groupd Cost Code* Description Budget \Value Adjustment 1

|:| 001 | 03 - Total Constructic 03-0300-03-000000 Total Construction 512.00 50.00

(1] [4] T [m]  Pagesize 20 -
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Cost Module

Project Financials

2) Step #2: Project Financials :

Under Type (1) you can create and manage the following:
a) Design (Bonding) budget

b) Construction (Bonding) budget.

c) Line Item Transfers of Contingency

d) Line item transfers of one budget item to another

e) Add any additional Funding a project may receive.

Category (2) is a required field
a) CMR = Construction Budget managed in PMWeb by the CMR
b) DCS = Budget being managed in PMWeb by DCS PM

=0V O
IE l 038 DCS Training Project
J

Cost Management > Budgets > P

. . N . ( .l- —
3 - 038 DCS Training Project - Construction Bonding hd = m H |} D
Project* 038 DCS Training Project Reference
Record #* 3 I Category DCS
Type punstrudiun BundinE]
Description — Select —
Status Additional Funding
Revisi Construction Bonding 2
Evision Design Bonding
Post As Line tem Transfer
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Cost Module

Contracts Module

3) Step #3: Contracts Module:
a. These is where you will set up all your contracts and detailed schedule of values (1)

3 s o
Alcera]
3 G2 Cotrge Mmvgreert

A Botersw Crangs Ont

Make sure you fill in the Effective Date correctly as you will not be able to process any
invoices that are dated before this effective date (2)
Also remember to fill in the retainage % value (3)

Conm o
" B nah i suwrbiing faeiad valis & 10441
e Svemtating rgnal vae T IO | 10000
wom TN % o iovinn ooy Apgivves Changes SWASHS0E | 20500
=P A L UL 4 ohton men Pt Vb sesmseaos 123500
[ 08
S meensrce Retenton on Services 750% ieiai e
Camgeny - Tctersen i Stoned W [ Beca o =0
“ D o D Pupmeres topiet 008
s Balars 0o
st Lisbite 44,890 488,08
g L e— o
- g Seheuias Dasvary Ealb Feading Changes 22900 08 )
S Projected Vakss WIS 120600
Brssimarisct ¥
sapTo
ot P
Selis | Adpotoecti  Specfuaioes Caspeleden Peopralwotes  Pmmenti  Nebe  Alsctese
Drag a coharan beader ard deon & heae 12 group by that coumn
AEs [ Abdfems 4 ASi X Oseie 2 Rewesh [ PasieFromEael  SewUboe | LesdOetu et |
[T | nem | trscrpton. | £t cont | Towi Gant Lo Coar | hangeent T
v ‘ ‘ ‘ 2 72 *
a a0t 5000 800 1330800800008
a 0z 350 030 80 5000800 0303040380060 Feaco Carporston,
o a1 $50.000.00 $o00800 3070400200003 Feaco Campotsten, tne
[ ™ 1 Phase Sacwcss snd hgrosrmard o 00000 000080 | £2.020-1140000) e
1 s Gareral Condens 3000 0 ER007.00600000
a 2ea D S10.030.00 SEINIOBI0  EHOI0P03800308 Fasen Carponation,
o st [ STmee— 58 175.00 17400 0303003400209 Foacn Corpruston, inc:
d scn B3 a0 Bactoemanca ads 470 794 0 $A79 70600 4303070050070 Faaco Carpaaaton, Ine

DCS Fees Set Up: This is also the module where you will set up a contract with the Department of

Construction Services (in the Company Field (4)) to cover the DCS fees on a project.

4)

2 oo 0 (Q R E DD B @ @ S| G |2
T ™
* Domet sl el (ravised vl o lees) o= o
ot [rsp—— L ] 220,000 00 [T
el B0 % o e va Y- sam [T
Corspuny = e - ‘.I te. SO o o e i 2200000 03 08
g Toares - B FIrT
Ertereroy Hrteraion o Serecrs [T s S
Category i - Hrterien cn Sisiwd Msteristy aoen e i S
Erecn [ Date e " e
Open Btaree Tmman
St s Dt a ‘ w — +300,000.00
Efncie D - e
o Scheduied Dekeary Dol S Pendig Changes L a0
oap (15 Sap e seet Propeces Vi 2200500 08 08
Bracmmest
mpTe Saphesch Tearseg Progsct 08 DO
Pasfa
Dran | Aquemen  Gpecforios  Cegeeoes  Pognmimeon  Fapmes  Nows  Amacwens
L e e e e L
e 5 — rrr Py

CT DAS 0150.1 (Rev. 12.17.2022)

Page

33 0f 44

0000 Project Manuals and Guidelines



Cost Module

RFI -> PCO -> CO Process

How to generate an RFI -> PCO -> CO (+ Adjust Contingency)

Note: You do not have to generate an RFI prior to creating a PCO. You can create a PCO directly. But you must
have a PCO generated prior to creating a CO.

PCO Change Order
RFI E> - Modify E> (This will automatically
(Optional) Committed Costs adjust the contract value
Only —i.e Committed costs)

s

4 )

In Project Financials

Use Line Item Changes

to move money from
Contingency to line item
to cover the cost of CO

\. J

U

If Contingency is depleted
then PM’s can use Line
Item Transfers to
reallocate money.
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Cost Module

Proposed Change Order (PCO)

clicking on the Generate Icon (1)

After an RFI has been created it is possible to automatically generate a PCO directly from it by

PMileb &

B szvorook—smaioee Bxample - 0] Document Control > RFls
- . .
=l Document Control mi| | Saybrook - Small DB8 Example - 1- £v /D a H |} r) = & - o | {GF Generate.. Assign v
[EF safety Farms _
=[] Project" | ook - Small DBB Example Tilbane Building Company - Amier Berry w0 [/ENSMIEIS
& Date
= online Submittal = = Select -- ‘ To Fusco Corporation, Inc - Bill Conart - &
] No records to
1 & submittal ltems WES Select WBS... - | Trade 024 - Demclition - ‘F| |T| ‘T
@ Submittal Packages RF1#* 1 CSl Code —
B Meeting Minutes Description 55 Gallen Drum Clean Up Category - Select - -
B Drawing Lists Reference Priority High -
=l Drawing Sets Status Draft
= Daily Reports Revision 0 Date o/8/2014
@ Punch Lists =l
RFI Date =]
@ Transmittals i
_ Details ‘ Specifications Notes Attachments Workflow Natifications
&3 action Hems \
=3 Corresoondence M Question Date Required | 8/28/2014 ,ﬁ Answer
4 13
ol | Y FontMame ~|Real.-| B I U dhe E === A B @ A | Y rot\Name - |Real. | B
Excavated site area to discover several 55 gallon drums full of used oil Investigated Yhe site and agree that needs to
= |

v

l Saybsook Reporting Project

Document Control > RFls

szybrook Reporting Praject - 001 -

R

LU D2

Praject” Fram Eilbane Building Camel
Phase To sco Corporation, Inc - Bill Conant - &
WBS el R ar Trade :!A- Demalition i
RF &~ 001 Sl Code
===

- By linking an RFI to a PCO will automatically bring over the question and answers of the RFl into the

Notes tab of the PCO.

Details Adjustments Soecfications | Notes(3) | Attachments
# Edit o Add X Delete 2 Refresh
Item | Description
001 Cluestion
002 Proposed Solufion
003 Answer
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Cost Module

Creating a Proposed Change Order (PCO)

e Under Cost Management (1) -> Proposed Change Orders (2) -> Add (3)

e Do NOT use the Budget Section.

o Inthe Cost Section Only - add the estimated cost of the PCO and assign to the correct Cost Code
(Not Contingency), the correct commitment and complete the assigned To. (4)
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Cost Module

Creating a Proposed Change Order (PCO) Continued

IMPORTANT: The status options (1) of a PCO are very important as they will determine if the value of the PCO

will show up on the financial reports or not.

3\ _

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

[l Update Records

Line &

- Pending: If the status of a PCO is set to Pending then it will show up on the financial report as a Pending

change (2).

STATE OF
CONNECTICUT

Department of
Public Works

Project Financial Summary I

with Funding Breakdown

Project  BI-DCS-1003 - Saybrook Reporting Project

10-Construction Phase

Groupd1  Description EDE"D"E Total Bonding == T ters Total Mj\ = cm‘-‘. Proiected Cost | "%
o1 Acquisition (Land / Building) 50.00 $2,000,000.00 $2,000,000.00 $100,000.00 50.00 52,100,000.00 52,0000 s0.00 [§2,000,000.00 $100,000.00
0z Haz 50.00 5500.000.00 50.00 5000 $500.000.00  $500.000.00 s0.00 [ $500.000.00 50.00

03 Totsl Construction 50.00 $2€,000,000.00 $26,000,000.00 5000 $1,000.000.00 $27,000,000.00 527.000.000.00 [l 583.885.00 §7.088.888.00 ($88.888.00)
04 Contingency 5000 $4.000,000.00 $4,000.000.00 30,00 (31,000.000.00] $2,000,000.00 0.00 0.00 50.00 32,000.000.00
05 Equipment $100.000.00 $100.000.00 30,00 30.00  $100.000.00  $50.000.00 §50.000.00  $50.000.00
08 Telecommunications $30.000.00 530,000.00 30,00 3000 $30,000.00  $10.000.00 $0.00  $10.000.00  5$20.000.00
o7 Studies $€00,000.00 $£00,000.00 $0.00 $150,000 00 $750,000.00 $750,000 00 s0.00 $750,000.00 s0.00
08 Total A/E Fee $2,000,000.00 $0.00 $2,000,000.00 30.00 $0.00 $2,000,000.00 $2,000,000.00 $0.00 $2,000,000.00 0.00
08 Other: 5245,000.00 $1,000,000.00 $1,245,000.00 5000 ($150,000.00] $1,095,000.00 $1,015,000.00 $0.00 5101500000  $30,000.00
10 CAICM Fee $14£,000.00 514£,000.00 50.00 5000 514500000  $145000.00 S0.00  $145,000.00 50.00
1 Art $50,000.00 550,000.00 50,00 5000 $50,000.00  $50,000.00 $0.00  $50,000.00 50,00
1z DCS Fee $400,000.00 5400,000.00 50,00 5000 $400,000.00  §400,000.00 $0.00  $400,000.00 50,00

Project Totals : §4,570,000.00 $33,500,000.00 §38,070,000.00  $100,000.00 50.00 $38,170,000.00 §34,920,000.00  $88,838.00 $35,008,888.00 $3,161,112.00
Tort P on 52672014 11641 PM Puwan

- Void - If the status of a PCO is set to Void then it will NOT show up on the financial report.

- Approved — You should NOT select this option. This will be automatically set to “Approved” once the

Change Order has been approved provided you have linked the PCO to the CO.
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Cost Module

Creating a Proposed Change Order (PCO) Continued

Note: The status of the PCO in the Header maybe different than that of the Status of the PCO line item in the
Cost section (1). The Status in the Header refers to a PCO that goes through Workflow which we are currently

not using. The most important thing is the status of the PCO line item in the Cost section.

PMiieb & ﬂ

jbrook Trainisg Pre;ec: 08 DBA Large - VOO PCO

2] snurmal Ertres

B3 Froducton
Proget”
=i [ Contrste Rt 5
BloRcontacts o peciion oD oo

-
1 Detaiss Ajustments Specitcasians Hotes

Ui & column header and crop  Bere 1o groes by that cokame
o EdtSeiected Lines [ Addiiems o Add X Deletn 2 et
2 Line & | st | mem | Descripten

[He rezars i gisgia:

| [w] [][1]x] (W] Pagesze 10 =

Drag 4 cohumn headet and drop # beve I gross by thal cokemn
[ Updatn Rmconin WK conl

001 | Appraved v| TESTPRCO
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Cost Module

Change Order

e Under Cost Management -> Change Orders -> Add

e Once you add a new CO you can then go back and link it to the original PCO (1)

e Enter the final CO Approve Amount and assign it to the correct cost code (Not Contingency) (2)

e Change Status of CO to “Approved” and Save (3)

Note: Once you approve the Change Order it will automatically the status of the PCO to “approved”.

In this example the approved CO has increase the Construction Commitment by S1M so now we need to move

money from Contingency to Construction to cover the cost of the CO.

STATE OF
CONNECTICUT

Department of
Public Works

Project Financial Summary |

with Funding Breakdown

Project  BI-DCS-1007 - Saybrook - Small DBE Example

7.10-Construction Phase

Project Totals : $4,570,000.00 $33,500,000.00 $33,070,000.00  $100,000.00

Groupi  Description B“""'; mﬂﬁ Total Bonding % ;—"“ ""-"" Total Adjusted G""'z c"e"*"' Projected Cost Fre e
01 Acquisitan (Land | Buiding) 5000 5200000000 S2000.000.00  $100,000.00 5000  52.100.000.00 $0.00 50.00 $0.00  §2.100.000.00
" ™ LR R v o e v Laam ey L et LRl e une e
03 Total Consiruction $0.00 $26.000,000.00 $26,000.000.00 S0.00 104444400 527.044.444.00 527.000.000.00 S0.00 52700000000  544.444.00
04 Coniingency 50.00 54.000,000.00 54.000.000.00 3000 (51.175.554.00)  32.824.446.00 $0.00 50.00 5000 52.824.440.00
63 et SIO0O000D 5000 S10000000 000 5000 10000000 3000 3000 000 510000000
06 Telecommunications. 330.000.00 $0.00 330.000.00 $0.00 30.00 $30.000.00 30.00 $0.00 30.00 330.000.00
o7 Studies 3500.000.00 $0.00 3600.000.00 $0.00 $150.000.00 3750.000.00 $750.000.00 $0.00 3750.000.00 $0.00
o8 Total A'E Fee 5$3,000.000.00 $0.00 353,000.000.00 $0.00 30.00 53,000.000.00 30.00 $0.00 3000 §3.000.000.00
oe Other: $245,000.00 $1,000,000.00 $1,245,000.00 $0.00 (§130,001.00) $1,114.090.00 $15,000.00 $0.00 $15.000.00 §1,009,990.00
10 CA/CMFee $145,000.00 $0.00 $145,000.00 $0.00 $0.00 $145,000.00 $0.00 $0.00 $0.00 §145,000.00
1 At $50,000.00 $0.00 $50,000.00 $0.00 $0.00 $50,000.00 $0.00 $0.00 $0.00 $50,000.00
12 DCS Fes $400,000.00 $0.00 $400,000.00 $0.00 $0.00 $400,000.00 $0.00 $0.00 $0.00 $400,000.00

$0.00  $32,170,000.00 $28,265,000.00

$0.00 §22.265,000.00 $9,905,000.00

101 Frinted on 917/2014 4:33:08 OM

Plwah
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Cost Module

Creating a CO from multiple PCO’s

e After you have created the Change Order (CO) then you can select the Link PCO Icon (1)

e Optional: If you do not see any PCO’s then Select “All Commitments” as your Filter (2)

e Select the PCO’s that are going to be rolled up into this CO (3)

e Make sure you click Save and Close which is located at the bottom of the PCO pop-up window (4)

tor traslers o SUE Inc |Construcuon)
az OSPCO #31 - Install plastic water supply pipe to the 03z Fusco Corporation,  Field Condition
modular classrooms at the Prindle Avenue Site Inc S
Save] | Save and Close | Flose -
4

NOTE: In general you have to link a CO to a PCO otherwise if the CO is not approved both the pending costs
from the PCO and the CO will double up on the summary cost reports.
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Cost Module

Contingency Management

Under Cost Management -> Project Financials -> Add
Select Type = Line Item Transfer (1)

You will transfer money from Contingency (a negative dollar entry) and another entry (in this case

to Construction) with a positive dollar value - (2)

Change Status of Line Item Transfer to “Approved” and Save (3)

PMiieb

Saybrock Reporting Project B @

Cost Management > Budgets > Project Financials

=l Cost Management 004 - Saybrook Reparting Project - Toxic Ceanwpaf 52~ | 40 [ [ [ [0 .20 &) ~ 2
= [ Budgets
Budget Tracking Project* saybrook Reporting Project Reference
Cost Codes Record # 004 Category - Select -
. orrer—P e Line Item Transfer | ¥
Foracasts Description _Toxic Clean up of 55 Galon Drums
B cost worksheets m
M Revision ) Date  §22/2014
= [project Financials| Post As. Original Budget  +
— B Journal Entries
B Production Details Adjustments Spedfications Notes Attachments
2 [F Contrads Drag & column header and drop f here to group by that column
CMR Contracts P Edt 4 Add  [] AddCostCodes X Delete  g» Refresh  Savelayout | Load Defaut Layout
v | Line # Cost Code* Description uom ‘ Quantty Unit Cost bjustment 1 Tax Adjustment 2 Amount Cost
o ] 001 | 04-0400-04-000000 Contingency 1.0 | 51,000,000.0 £0.00 s0.00 £0.00 | 5-1,000,000.0
] 002 | 03-0300-03-000000 Total Construction 1.8 | $1,000,0000¢ £0.00 s0.00 £0.00 | $1,000,000.0¢
[\ Pl s00 000 su00 s0.00
[ [J[1]2]) ]  Pagesze: 20 i

Now on the worksheet you can see the transfer of funds from Contingency to Construction (4)

STATE OF
CONNECTICUT

Department of
Public Works

| Project Financial Summary I

with Funding Breakdown

Project:  BI-DCS-1003 - Saybrook Reporting Project Status: 7.10-Construction Phase
—

EEapy TEETET O e g Total Bonding Funding| Tl_r.:s“f:m Tofli Adusted Costs Cl-g;: Cost (Over)lUnder
Acquisition (Land / Building) 50.00 $2,000,000.00 S$2,000,000.00 50.00 50.00 P 000,000.00 S2,000,000.00 50.00 S2000,000.00 s0.00
0z Haz 50.00 $500,000.00 $500,000.00 30.00 50.00 5500,000.00 $500,000.00 50.00 5500,000.00 s0.00
03 Total Construction - 000,000.00 $28,000,000.00 20.00 $1,000,000.00 Sj¥ 000,000.00 327,000,000.00 50.00 $27,000,000.00 g0.00
04 Centingency 50.00 $4,000,000.00 oot (%1,000,000.00) ,000,000.00 £0.00 50.00 50.00 &3,000,000.00
0s Equipment £100,000.00 £0.00 $100,000.00 £0.00 5100,000.00 $50,000.00 50.00 $50,000.00 550,000.00
0 Telecommunications $30,000.00 50.00 530,000.00 50.00 50.00 $30,000.00 $10,000.00 50.00 510,000.00 520,000.00
o7 Studies $800,000.00 50.00 SE00,000.00 50.00 $150,000.00 5750,000.00 $750,000.00 50.00 5750,000.00 s0.00
02 Total AJE Fee £3,000,000.00 20.00 £3,000,000.00 20.00 20.00  32,000,000.00 £3,000,000.00 S0.00 $3,000,000.00 g0.00
09 Other: £245,000.00 $1,000,000.00 §1,245,000.00 £0.00 (5150,000.00)  51,085,000.00 §1,015,000.00 £0.00 51,015,000.00 £20,000.00
10 CAICM Fee 5145,000.00 50.00  $145,000.00 50.00 50.00 514500000  5145,000.00 50.00  5145,000.00 §0.00
11 Art 550,000.00 50.00 550,000.00 50.00 50.00 550,000.00 550,000.00 50.00 550,000.00 §0.00
12 DCS Fee $400,000.00 50.00 $400,000.00 50.00 50.00 5400,000.00 $400,000.00 50.00 $400,000.00 s0.00
Project Totals : §4,570,000.00 $33,500,000.00 $38,070,000.00 $0.00 $0.00  $38,070,000.00 $34,920,000.00 50.00 §34,920,000.00  $3,150,000.00

1eof1 Printed on 8/22/2014 3:28:30 PM PMWeb
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Cost Module

Payment Applications

o Cost Management -> Payment Applications -> Add

e One field you need to fill out is the Invoice Type Field. For all invoices it should be set to “Progress”
except for the last invoice which can be set to “Final” (1). All invoices are processed in the payment
application module. If you need to adjust the schedule of values based on any Change Orders that
may have been approved you can select the Change Order Button (2)

o To generate the next invoice you simply select the Create Next Button and this will automatically
roll over all the data from the last invoice (3)

o [fthere are any Lien Waivers required again you can generate these by selecting the Lien Waiver
Button (4)

PViileb #

] Cost Manegement > Invaices > Payment Applications

B CunContactc0s | 007« Syt - Large 08 Eanmpie - e siamg o || D [ e [ @ 2 & - (D ?
B8 crange Graers 0
=5 [ funaing Puject” .
Invoxe Date WS04 =) Onginal Vae £26.000 000 00
B Funding Rrearcs Commbmeet' | 007 . G
Bifing Tesms o - Appraved Changes SLOS 4400
B runcing recuess Company  Gilbane Buiking Comuany g
1 . - N e s Valoe 527044 48400
B :ugng futborizaliv | Deserption 001 - Progress payment e
. I | Irvokced 5755.907.00
3 [ ewices Reference ~> [ invoice Type Progresy v
¥ . FRetaned 556 609 03
B3 cva mequsmon Imvsice § 1 oo Hem
Eamed Less Rel, . 609 26797
B wtrewtian coivs| || Reeosd =t 001 Progrean Papment fin adewotks It
= Less Fror invoices 5000
Slpwment sopicaton| || revace (] Dote 8262014
= [ Formy Comment Cament Paymest Due 5649 287 47
= St Approved b :
IS Consruction Change Unigpdied Pagments &vatabie 000
CosiPersd  aug 2074 - 1 | R o
B owoccsn Raautst g - — ayments
Categary Set - et L wmrear Signest Lien Waives allached
v Open Baance S 207 37
Pad in Fuil
a . Bal To Finlshine! Resainage) 526,345 166 03
\ Detalis Adjustments Specilicasions Paymerzs Hotes Attachments Hotcatons
Drag a cokemn header and drop & here 10 Group By hat coken —
2 " Ston X Dests 2 Rewesh Sscedsed—- > Srsege Criens I Use Uity
e v e Curmmnt Tolal This Todal ot s Vi | Balsnca b
T " i . t] v ‘ . o i
oot

l Saybrook - Large DBB Example = @ Cost Management > Invoices > Payment Applications
B3 cMe Contract €05 007 - Saybraok - Lurge DBE Example - Gibsne Bulting G || b :_,_.] H 2@ - @ ?
= Change Orders IBE Vo
4 B3 Fundirg Projéct | Saybrook - Large DBB £ e .
Invoice Date 8/25/2014 |
3 funding Records Commitment®
= ng Requests Company Gilbane Building Company b e i 2
= ng Authorizatio Description 001 - Progress payment Invoice Due: K2emM4 :
3 o 3 Invoices Reference Invaice Type Progress A
B3 cMR Requisitions Invoice # T —p> GCreate Next Contact
B3 miscelianeous r:\-'o-(eé Record #* o Progress Payment for siteworks
Z3|payment Appiicati Reevision [ Date  &/26/2014
= LJ Forms Status Approved 2. 4 E
B3 construction Cr‘argei sl P [ g B1d -
4 —E'E‘“m-g_““&’—mw — - —p Print Lien Waver Signed Lien Waiver atached
Paid In Full
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Cost Module

DCS Fees

e The tracking of all DCS Fees can be done by establishing an Internal Contract (or Commitment) for
the total of the estimated DCS Fee amount and all fees can simply be invoiced against this.

|~
i - 008 - S Daai -!,u ¥ H o = - = |§ &
* Dw et abwm avwisling wvoed vave o b Lo e
S A Crgia Vaue S181.500.00 L1
L) DO0M W of vies wbid Apprwoas Trangee 0% 0.00-
i g R Revaed Vaiie $143.800.00 000
..... T L - B ot T [ maran
0w
44078 38
f1 )
50781 38
Duew ot $RIMAS
o0 000
EALIE T -
e
T
Swas | dspreeen  Gpabodem  Crngelesen  Gagrsiescn  Smmem W Amscwsn
S 8 wakomn s a4 S 4 e 9 G By s s
FES [ hddmess e kdd X Deleie P Rebeih D PaameFoomExoel b Layted | Load DSMGTLMSS | g Uis
| uran | e | Bassmpean | . Com | Amprmams | Torwt o | comcos | sevgrasTo
¢ ¢ v v v v ¢ v
241 $32.020.00 100 000000 13
oo 1 800,00 0o W00
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Cost Module

Retainage Reduction

As a project progresses the amount of retainage is normally reduced. This % reduction is done in the
Payment Application module.

e Inthe Payment Module select any record and in the Services Retain change the value to the new
retainage rate (e.g. 5% from 7.5%) copy the new % retainage rate (CTRL-C) + Update Records (1)

e Then Highlight all the rows you want to modify (Select holding down either the CTRL or SHIFT key)
(2)

e Then click on the Edit icon (3)

e Place mouse on the Column Header for Services Retain % - when a Double Cross icon appears
double click the mouse and a red box will appear in the % fields (4)

e Then just paste (CTRL + V) and it will automatically populate all the boxes. Then hit Update Records
(5)

2thrub I

§ 8 8 8 8 % 8 B:
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