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eBuilder User Guide — Volume IV - Revisions and Additions
Section 1: Basic User Navigation - Includes additional instructions on accessing Processes.

Section 7A (New): General Instructions on Document Uploads in the Processes Module - Provides
information for hold to upload files in the Processes module.

Section 7B (New): General Instructions on Comments and Requested Comments in Processes -
Provides information on entering comments and requesting comments in the Processes module.

Section 7C (New): Processes Notification E-Mails - Provides additional information on email
notifications from Process instances.

Section 10: 1135 On-Call Selection - Task Letter Approval — Detail added on adding a task letter
commitment to the project budget. Steps added to the process for the solicitation of proposals
from multiple On-Call Consultants if the estimated Consultant Fee is greater than or equal to
$300,000.

Section 13B (New): Filing Environmental Reports - Describes how to use the Process for filing
environmental reports.

Section 15A (New): 3050 Delegated Design - Describes how to use the 3050 Delegated Design
process. Replaces the 3050 Delegated Design form on the DAS Forms Library.

Section 17: Schedule of Values - Contains additional instructions for consultant contingency SOV
line creation, as part of the SOV breakdown for consultant commitments.

Section 17A (New): Consultant Contingency Transfer (CntTr) - Describes the process for proposing,
reviewing and approving transfers of funds from a consultant contingency SOV line to a new SOV
line.

Section 17B (New): Retainage Reduction - Describes how to implement an approved retainage
reduction in the e-Builder commitment. Note that this should be done prior to the submission of
any new 7390 Application and Certification for Payment process instance.

Section 17C (New): Retainage Release - Describes how to populate retainage release amounts in
the Retainage Upload step of the 7390 Application and Certification for Payment process.

Section 19A: 7390 Application and Certification for Payment - GC and CMR Users - Changed to
reflect new workflow steps for retainage release. (See Section 17C, as well.) Describes how to note
a payment application as being at substantial completion or being Final payment.

Section 19B: 7390 Application and Certification for Payment - CA Users - Removes the question of
which agency pays for the invoice, as part of process streamlining.

Section 19C: 7390 Application and Certification for Payment - A/E Users - Removes the question of
which agency pays for the invoice, as part of process streamlining.



Section 19D: 7390 Application and Certification for Payment — PMs - Removes the question of
which agency pays for the invoice, as part of process streamlining, and adds instructions for
configuring a project and commitment for CHEFA projects.

Section 19F: 7390 Application and Certification for Payment - Final Payment Application - Reflects
changes in how final payment applications are processed in workflow.

Section 20: 7310 Request for Information - Changed to reflect process streamlining, especially the
use of file fields to be the attachments to the PDF created for the record instead of using all files in
the Documents tab of the process instance.

Section 20A (New): Agency Change Requests - Process for Agency Change Requests that replaces
forms 3055 and 7055 on the DAS Forms Library. The 7055 branch of the process spawns a Proposal
Request, similar to RFI process.

Section 21: Proposal Requests - Updated to reflect process streamlining, especially the removal of
fields not needed at the Proposal Request part of process. Agency Change Request information
was also added.

Section 22 (New): CCDs - New instructions for the CCD branch of the “PCO” process. Reflects
updates to the approval process.

Section 23 (New): COPs - New instructions for the COP part of the “PCQO” process. Reflects updates
to the approval process and the use of file fields to be the attachments to the PDF created for the
record instead of using all files in the Documents tab of the process instance.

Section 24 (New): Change Orders - New instructions for the Change Orders process. Reflects
streamlining of the process, including removal of unneeded file uploads, adding Agency Change
Request information and a refinement to remove a GC/CMR process step. Reflects the use of file
fields to be the attachments to the PDF created for the record instead of using all files in the
Documents tab of the process instance.

Section 26: 7989 AA Project Closeout — Fee confirmation section added. Workflow steps added for
BO Accounting and Purchasing to close POs. Collection of the Asset Value Memo moved to the end
of the closeout process. Steps added for the PM and BO to complete the Asset Value Memo.

Section 27: 7990 Project Closeout - Workflow steps added for BO Accounting and Purchasing to
close POs.

Section 27A (New): 7995 Archival Data for Project Documentation - Replaces to the 7995 Archival
Data for Project Documentation form on the DAS Forms Library.

Section 28 (New): Reports - Describes, in general, how to access e-Builder Reports.
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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 reutler = @

My Home  Dashboard  Projects Manning Forms  Pr ex  Domuments Calendar  Contacts Schedude

Welcome, Rebeccal Filit My Heser

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;

€ c-Builder. NG

My Home Dashboard = Projects Processes Documents Contacts Cost Schedule Reports

DAS Project Project

Number Manager Project Status Agency Description

Department of

hd eait | O | *BI-CS-1005 - DAS Tst 5 BI-CS-1005 N/A
! Administrative Services

Craig Russell
Rus:
Board of Regents for
Higher Education

'm = A = Crait
O a1 BI-C5-1010 =

|
@
A
©w
=}
[}
=
7
1-'4\
el
=]
m

Craig Russell Test Project

Russell

Board of Regents for

() | *BI-CS-510 TEST - Test P BI-CS-510 Craig Russ 4
. = " g ig Ruissed Higher Education
,; -
dit | (J | *BI-CS-TEST - Test Project 7 BI-CS-TEST7 L1 Craig Russell  M-1900 CD Phase B e ety F L Tret o
Russell Higher Education

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 = Flanning  Foums Processes Documents Calendar Confacts  Cost Schoedule Repoats

B 000 - Trom Braed O - e e Buiding
Eropnipd Fapas

B2 - Sat Book Carogrouns e
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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
ecent Pages.. 7 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 O'Brien, Timothy
Planning Date Last Modified 12,06.2023
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:

Date Project Initiated:

Calendar
Submittals

1105 Submission:
1105 Reviewed:
Agency Request for Project

1.02 Navigating to the Project Processes Module and Initiating a Process Instance

In the Project Menu in the left panel. Click “Processes.” Then, to the upper right, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports e«

X Unfinished Drafts ‘ Import Processes
Project Processes B-38-123 - Thisis a test -

Recent Pages... - c‘ a = Filters
Project Menu -
> [ Details Instan.. T State .  Subject T "? Step gy Date Due l

Since

o Planning
Forms
> 7 Issues
> | Documents

= Schedule
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In the “Select process” pop up window, search for and select the name of the Process type needed. Then
click the blue button in the lower right that says “Start [process prefix]”.

See more details on how to use the Processes module, starting at Section 7.

Select process

7995 Archival Data for Project Documentation (7995)

v 7995 Archival Data for Projett Documentation (7995)

Start 7995
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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
Construction 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 Construction 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 Construction
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 Invoices/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.

Cost Summary tems Pending Approva

Unfinished Drafts | DataEntry | Account Level Cost

Commitment Details

Commitment Overview | Other Details  Financial Summary

Mail Merge  Request Approval ~ Approve ~ MakePending = Delete

Project: *Testing

CA Contract Status:

Commitment Type:

on Company:

Lump Sum Amount Company Number

test5 Contact:

Project Menu

> B Details

o Planning Commitment ftems (2) | Custom Fields (13) | Notes () | Documents (0) ~Forms (0) Processes (0)
Forms
% Sif Issues Show Filter Export v View Funding
3 Processes | | Original
> 3 Documents | tem # « Budget Line ltem Description Current Budget Funding Rule Commitment Retainage Percent | Custom Field(s)
- Amount
= Schedule —
Delete A 001 10.130 0.00 1.00 0.00
¥ s Cost &
Delet o 10.130 On-Call (CA, CAm, €X) 2 000 1.00 000 =

Cost Summary

Funding Sources Total 000 200
Budget Details
Commitments

Actiial Facke

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

Commitment Items

O | item Number | Line Item
( 7 001 @[ 10.130
? 002 @]10.130

Total

Add New Commitment Item

Item Number 003

Description

# On-Call (CA, CAm, CX)

” On-Call (CA, CAm, CX) 2

Current Budget

0.00

ARPA Funds
CHEFA Funds
DAS Minor Capital Project Funds
Energy Funds
Federal Fundg
HazMat Funds

Other Funds|(Special Legislation, etc)
School Con®ruction Grant Funds
State Bond Funds

Manage Funding

Amount | Allowance | Custom Field(s)

1007 @] 3 Delet

100 (] =} Delet
2.00
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After selecting the appropriate funding source, click “Save.”

Funding Source Distribution For : All Items

Distribution
Funding Source ® Percentage
Agency Transfer of

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

Page 10 of 341

Amount

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

Edit Commitment

Commitment Overview

Project

Master Commitment:

* Commitment Type:

* Commitment Number
Unit Cost Options:

* Description

* Commitment Control

Created:

Other Details
Commitment Date:

Scope of work

* Default Retainage Percent:

Commitment Items

O) | item Number  Line Item

Total

e

Please select 2

stin t Name

er commitment.. -

| €A Contract v|

[or

m

) Sum Amount v

!',e;li Contact:
Controlled By Line Item
12 imothy O°Brien)

= Notice to Proceed Date:

4
0.00
Description Current Budget
On-Call (CA, CAm, CX)

0.00

Status

* Company:

Company Number:

Chncel

Draft

real company
zzzz-testingonly

Select a contact.. v

Support mani

Manage Funding

Amount Allowance | Custom Field(s)

wns | C G Deee
4 e B Deee

»
2.00
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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.

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

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 | €Cost Schedule Reports Setup  ee-

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Budget Details For  5i-38-127 - This is a test -

Mail Merge  Edit

Status: Approved

Budget Control: Controlled Total
Quick Cost Summary
x Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/{(Under)
10.00 0.00 0.00 000 (10.00)

Project Menu

> Details

Budget Lina tems { Oystom Fields () Notes (0) | Decuments (0)  Forms(0) | Processes (0)
%o Planning —_—
Forms Show: |All Forte T Export v —MhaitMdrg
> {= lIssues
O |#a Description Reason For Change Applies To Status Date Of Change Chahge Avag

-
o2 Processes =

First test entry Original Budget Original Amount Approved 2.18.2023
> Documents

Schedule Totals 10.00

Mail Merge Add

Budget Details

omgitments
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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

[ Reason Code: |, [Original Budget (Original) | * Date Of Change: 12182023 | BB

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

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals
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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 Thisis 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).

E 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.”

Edit Change Details

F incel

BI-3B-127 - This is a test

o0z | Status: Draft

Original Budget {Original) v| * Date OF Change: 12182023

Completing the budget for the test project
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) [01.000 I 000 000 Ad | 000 | oo0 | @
2 Total Environmental Remediation ... [02.000 0.00 0.00 Add 000# 000 | @
3 On-Call {(ENV, HAZ) 02130 0.00 0.00 Add 000 & oo | B
1 Total CMR Construction Phase (W... [J03.100 10.00 0.00 Add 0.00 000 | &
5 Total DBB Construction Phase 0.0 0.6 0.00 oo | B
& Total D tingency [Non-C... |p4.000 0.00 0,00 0004 aoo | B
T Total Equipment 0.00 0.00 Add 000 # oo | @
8 Total Telecommunications 0.00 .00 Add 0.00 ooo| @
9 Total Studies (Pre-Design, Environ.. 0.00 .00 Add 000 0.00
0 Total A/E (Design Phase, Bidding P... |08.000 0.00 0.00 Add T 000 | &
1 On-Call {ARC, CIV-SUR-L&, ENGY, ... foa.130 000 0.00 Add o0
2 Total Other (including CMR Precon... j09.000 0.00 0.00 Add 000
3 Total CA {Design F . 0000 0.00 0.00 Add 000
1
tal 10.00 0.00 0.00
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5.03 Navigating back to a draft budget change
To access a previously saved budget change entry:
1. Follow the instructionsin 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 |Bi-38-127 - Thisis a test -

Mail Merge Edit

Project:

Created der implementation) Status: Approved
Approved jer implementation) Budget Control: Controlled Total
Description
Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
10.00 .0 0.00 (10.00
Budget Line ltems Budget Changes (2) = Cuyom Fields (0)  Notes(0) Documents (0) Forms(0) Processes (0)
Show: [All Export ~  Mail Merge = Add
Reason For Change Applies To Status Date Of Change Change Amount |
Jest entry Original Budget Original Amount 12.18.2023 10.00
pleting the budget for the test project Original Budget Original Amount 12.18.2023 0.00

10.00

Mail Merge 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 [EdiE] Delete

Project
Change Number Status

Reason Code:

Date of Change:

Applies To Created 3.2023 (Timothy O'Brien)
Description: Completing the budget for the test project
Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under) |
10.00 0.00 0.00 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 - Completing the budget for
the test project for 0.00?

Approval datd
12.19.2023

Note

Click approve to change the status to "Approved’. All change items with 0.00 amount will be
removed

Check spelling Approve cel

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals
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5.05 Budget should reflect all approved changes.

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.

LOSTSUMMary | ITems FENGING APProval | UNMNISNEa UFATts | LAt ENTFY | ACCOUNT Level LOSt
Budget Details For  5i-30-127 - Thisis 2 test -
Mail Merge Edit
Project
Created Status: Approved
Approved Budget Control:  Controlled Total
Description:
Quick Cost Summary
x Current Budget | Current Commitments Actuals Approved | Actual Cost To Complete Projected Over/(Under]
10.00 0.00 0.00 000 (1000,
Project Menu
> ®  Details
Budget Line Iterms (18) | Budget Changes (2) | Custom Fields (0) | Motes(0)  Documents{0) Forms(0)  Processes (0)
™% Planning
Forms Group By: | Line Item v | Show Filter Export ~  Apply Template  Add
> i= Issues
: Show 100 v 18 items in 1 pages
o Processes
Approval 5
Jocume Al P d
> IZ Documents escription Assumption . o" Required For Original Budget Current Budget Pehding Changes | rojected | o e cted Budget
=2 Charges B | Changes
= Schedule Change
v s Cost ) T
Cost Summary i
: ¥ ta (Ems\!m " - o . i
Funding Sources and / Building)
Budget Details tal Environmental
. _ mediation & Haz- -
Commitments 3t Abatement By L 0.00 0 0.00 0.
Actual Costs uner
Cash Flow -Call (ENV, HAZ) v 0.00 0 .00 0.
Other Cost Columns
E] Contacts
ot 100 o Ann o
™ Calendar
10.00 0.00 0.00 10.00

> @ Submittals
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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 |21-38-126 - Thisis = 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:
PI‘OJECt Menu Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
> [ Details 0.00 0.00 0.00 000 0.00
e Planning
Forms Show: [All | [All Commitments v| Go | ShowAll Show Filter o Add 4
» f Issues ‘ /’_/—f"
M) el = Commitment Current Projected - Actuals Remail
. " Ulza [D t C Date | Stat (< tment Ty ——
*s Processes EREEREon kil i i AR S SATRIENS LYPe: Amount Commi!mwfment‘ Approved Balance
» . Docdments There are no commitments for thesefelion.
= Schedule —
v s Cost T o -
Cost Summary /_,,—-—"""/
Funding Sources e

Commitments

rhguakCorts 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 Swo | Cancel

Other Details

Commitment Items

‘Add New Commitment Item
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A. Add Commitment
A.l.

Commitment Overview
Project:
Master Commitment:
* Commitment Type:
* Commitment Number:
#* Unit Cost Options:
* Description:

* Commitment Control:

In the “Commitment Type” field, select, “DAS Fees.”

BI-3B-126 - This is a test

Please select a master commitment v

[ DAS Fees v

DAS001-38126
Lump Sum Amount_v

[ Contact:

Status:

* Company:

Controlled By Commitment Item

Company Number:

Page 17 of 341

Save

Draft
Department of Administrative Servic: ~
DAS001 -

Select a contact.. v

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: Pleagis lect a master commitment... v
* Commitment Type: | DAS Fees v
{ <
* Commitment Number: [ DAS001;3B126 ]
* 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

ftem Numbe E.m

Budget Line Ite
Current Budagt

Please Select a Line Item

Description
Retainage Percent 0.00
Amount 0.00
Allowance Item? i'
Custom Field(s) E

Add
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B.2. Click on Cost Code 12.000.

Budget Line Items [x

‘ Account Code | Description

03.200
04.000

05.000

06.000

13.130

Clear Selection

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)

Close

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]
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C. Commitment Iltems

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 Amount | Aljowance (4

001 A 12,000 Total DAS e [Non-Commitment Cost 0.00

Total 0.00

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

Add Commitment
Commitment Overview incel
Project: B1-38-126 - This is a test

Master Commitment:

Please select a master commitment. v
* Commitment Type: Status  Draft
* Commitment Number: * Company: Department of Administrative Servici ~
* Unit Cost Options: Company Number: DAS001 .
* Description: | Contact:
* Commitment Control: Controlled By Commitment Item

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.”

Mail Merge RequestAyprnvakePending Delete | Edit

Company Number

Commitment Details

Commitment Overview ~ Other Details  Financial Summary

Contact:
Commitment ltems (1)  Custom Fields (13)  Notes (0} Documents (0) Forms (0)  Processes (0)
Show Fitter Export ~
Original
Item # Budget Line Item Description Current Budget Commitment Retainage Percent | Custom Field(s)
Amount
pelete | [@go1 2,000 Total DAS/CS Fee INon-Commitment Cost] 0.00 0.00 0.00 =]
Total 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. D tobrien3 + @

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

Commitments For |2-38-126 - Thisis a test

Commitment Summary

1000 Pending Commitment Changes 000
000 Projected Commitment Changes: 000
0%
Current 1000 Projested Commitments Value: 1000
= Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
Project Menu 24000 10,00 000 1000 230.00) 8
> Details <) [7Go7] [Shawil | snow Fite BT e [
#o Planning :
i Commitment Current|  Projected Actusls|  Remaining
Eorms = bz el fERsindag Amount|  Commitment| Commitment Approved Balance
> E= lssues ment of Administrative Sevices | 12.122023 | Approved | DAS Fees 1000 1000 1000 000 1000
o Processes
10.00 10.00 10.00 0.00 1000
> B Documents
= Schedule Mail Merge  Add
v s Cost

Cost Summary

Budget Details
Commitments’
Actugl Casts
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2. Click on the “Actual Costs” tab and then click on the “Add” button.

$% e-Builder. NG tobrien3 ~ @

My Home Dashboard Projects Processes  Documents Contacts = €ost  Schedule Reports Setup

ost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost

Commitment Overview  Other Details  Financial Summary

Mail Merge = Void  Close = Edit

Project:  BI-38-126 - Thisis a test
Commitment Type: DA Fees Status
Company: of Administrative Services

DASO0

Company Number:
Contact

Approved: 12.12.2023 Timothy O'Brien)

Project Menu

> [ Details
-
© Planning Commitment ltems (1) | Commitment Changef(0)  Actual Costs (0)  CLom Fields (13) Notes(0) ~Documents 0) ~ Forms (0) | Processes (0)
Forms S
AN~ P Add

> 3= lssues Show: [All v Show Filter e

oy Processes U Invoice # Description \-\\\ Date Received + | Status | Invoice Amount

> & Documents . . —
here are no commitment invoices for the selection —
= Schedule ==
v s Cost

Cost Summary

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

Invoice Overview Save and Add §

Project BI-38-126 - This is a test
Commitment: DAS001-38126 * Status: [Approved
* |nvoice Number [om <

* Date Beceivad

Thid s a retainage release:

* Description: | DAS fees from ___to

Invoice Items @

Retdinage % ||

Invoicedmount

Commitment Item # Description Budget Line Item Current Invoiced To Date ined To Date Remaining to b
Commitment nvoiced I
0 QU po1 Total DAS/CS Fee [Non-Commitment Cost] 12.000 10.00 0.00 000 0.00 %
»
Total 10.00 0.00 0.00

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

5. [Deprecated step.]
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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. IS tobrien3

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

Commitment Details

Mail Merge  Close

Project

Commitment Type:

Company Number
Contact

Description:
Commitment

Project Menu Crntar Approved: | 12.12.2023 (Timothy O'Brien)
> [E Details
-
'@ Planning Fields (13) = Notes(0) Documents(0) Forms(0) Processes (0)
Forms

> i lIssues

0 Proceses O Current s Retainage Current Actuals
s P Decimants Item # Budget Line Item Description | Current Budget Gl Bt ko o Eothatenl G el
= Schedule T

v s Cost
Cost Summary

1000 1000 000

Funding Sources
Budget Details Total 10.00 100 X 10.00

i"l i im:
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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.

tobrien3 v @

8% e-Builder. N

My Home Dashboard Projects Processes  Documents

Schedule

Contacts = Cost Reports Setup  sse

Cost Summary | Items Pending Approval

Commitments For [8-38-126 - Thisisa test

Commitment Summary

Project: | BI-38-126 - Thisis a test

Original Commitments: 1000 Pending Commitment Changes 00
000 Projected Commitment Changes 000
0.00
Current Commitments Value: 10.00 Projected Commitments Value: 1000
- Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
Project Menu 24000 1000 000 1000 23000
4 Details <] o [ Showan B | e Fasd
¥ Planning
. Commitment Current| Projected Actuals’  Remaining
r #a .
Forms | st ey, R i Conant s Amount|  Commitment|  Commitment Approved Balance
> = lssues DAS001-38126 | DAS Fees on project 38-126 | Derfartment of Administrative Services | 12.12.2023 | Approved | DAS Feas 1000 1000 1000 0.00 10,00
»f Processes
10,00 10,00 10.00 0.00 10.00

> 12 Documents
= Mail Merge  Add

Schedule
v s Cost

Cost Summary

Budget Details
Commitments
Qctugl Casts y y

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

Commitment Details

Commitment Overview  Other Details  Financial Summary

Mail Merge Close Edit

Project 81-38-126 - This is a test
Commitment Type DAS Fees Status: Approved
Commitment Number DAS001-38126 Company: artment of Administrative Services
Unit Cost Options: Lump Sum Amount Company Number.
Description: DAS Fees on project 38-126 Contact:
Commitment Control Controlled By Line Item
Created 12.12.2023 (Timothy O'Brien) Approved: 12.12.2023 (Timothy O'Brien)

Show: [All | Add

Applies To Status Date Of Change Change Amount

Reason For Change

O|#a I Description

There are no commitment changes.

4

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

Cancel

Spve and Add Items One at a Time

Save and Add All Items

Project Name: BI-3B-126 - This is a test
* Commitment DAS001-38126 - DAS Fees on project 38-126

* Commitment Change Number Status

* Reason Code: Admin Correction (Original)

Description: | [ This DAS fees change
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4. On the next screen, click “Continue.”

Add Change Details

Confirm Add

Page 24 of 341

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

Project Name

* Commitment:

% Commitment Change Number
* Date Of Change

Description:

Commitment Change Items

# Commitment Item

001 001

BI-38-126 - This is a test

DAS001-38126 - DAS Fees on project 38-12
[001

12122023

[ This DAS fees change

Description

&

ncel

Status: Draft

* Reason Code: | Admin Correction (Original)

Current C

Percent

Custom Field(s)

Change Amount & Commitment

Amount ount

10.00

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

Commitment Change Details

YT

Project:
Commitment:
Change Number:
Reason Code:
Applies To:
Description:

Quick Cost Summary

00

Admin Correction
Original Commitments
This DAS fees change

Mail Merge

Make Pending ~ Make Projected  Request Approal  Approve Delete
Status: Draft
Company: Department of Administrative Services

Date of Change: 12122023

Created: 12.12.2023 (Timothy O'Brien)

Current Budget

Current Commitments

Actuals Approved

Actual Cost To Complete Projected Over/(Under)

240.00

10.00

00 9.00 (230.00)
Commitment Change ltems (1)  Custom Fields (7)  Notes(0) Documents (0)  Forms (0)  Processes (0)
Show Filter Export ~ | AddAllLineltems | Add Item
#a Commitment Item Description Budget Line Item Current Commitment Amount | Change Amount
Delete | 001 001 Total DAS/CS Fee [Non-Commitment Cost] 12.000 1000 1.00
Totals 10.00 1.00
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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

Nojed

Status Approved

Commitment:
Charge Nymbex
Reason Code:

Applies To: Original C

of Administrative Services

Company: D
Date of Change: 1

mitments Created: imothy O'Brien)

Description: This DAS fees change Approved: 23 (Timothy O'Brien)

Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
240.00 11.00 1.00 10.00 (229.00)

Commitment Change Items (1)  Custom Fields (7)  Notes (0) Documents (0) Forms (0)  Processes (0)

Show Filter Export ~
#a Commitment Item Description Budget Line Item Current Commitment Amount | Change Amount |
001 001 Total DAS/CS Fee [Non-Commitment Cost] 12.000 11.00 1.00
Totals 11.00 1.00
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Section 5B: PM Creation of Other Commitments

Generally, commitments are by Construction Support Services as part of established procedures. There
are some circumstances, such as for purchase orders or when the commitment was approved prior to the
migration into e-Builder, when a commitment record may need to be entered manually. PMs are
encouraged to contact Construction Support Services before doing this in order to avoid the creation of
conflicting records. Additionally, Construction Support Services is available to assist project managers in
performing this function, should the need arise. 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 | €est  Schedule Reports Setup

Commitments For |-32-126- Thisis s test -

Commitment Summary

Proje(t Menu Quick Cost Summary

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

0o

w| | All Commitrments v| Go  ShowAll

Add 4
C . Commitment Current Projected|— Actuals R
LT Descalertio i8] Commmey | D,  SEuti | Commks st /i Mirscamt | Commatasirit &mmi}lthén;: i Bolance.

mitments for the-setetTon

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 Swe || Cancel

A "‘ é

1

Other Details

Commitment ltems

Add New Commitment ftem
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A. Add Commitment

Page 27 of 341

A.1l. Enter the “Commitment Type” field. Where appropriate for older commitments not already in
e-Builder, ensure that “CMR GMP” is selected for CMR GMP commitments, and that “Prime
Contractor Contract” is selected for DBB GC commitments. The other options are for

consultants and other commitments.

Commitment Overview

Project: | BI-3B-126 - This is a test
Master Commitment: Please select a master commitment -
* Commitment Type: | DAS Fees v Status:
* Commitment Number: * Company:
* Unit Cost Options: Company Number
* Description: | | | Contact:
* Commitment Control: Controlled By Commitment Item

Save

Draft
Department of Administrative Servic: ™

DAS001 v

Select a contact.. v

A.2. Inthe “Company” field, start to type the name of the company until you see it in the drop-
down menu that appears, and click on the correct company name. Note that the Company

Number will populate automatically. If the company does not appear on the list, contact

Construction Support Services.

A.3. Delete the value that auto populated into the Commitment Number field and enter a new
value, using the following format. Start with the five-digit “company number”, then type one
dash and then type a unique indicator for this particular commitment, such a “01”. So, the

format will be 00000-00.

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 Numkber
Budget Line Iteyf
Current Budg\g
Description
Retainage Percent 0.00
Amount 0.00
Allowance Item? 0
Custom Field(s) E

B.2. Click on the applicable Cost Code.

Budget Line Items

Account Code | Description

Total Acquisition (Land / Building)

Total Environmental Remediation & 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, Enviranmental Impact Evaluation, & Other)

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

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

13.130 On-Call (ANLY-AUD)

On-Call (ARC, CIV-SUR-LA, ENGY, EPA, EST, MBE-ARC, MBE-CIV, MDE, MEP, ROOF, SCH, STR, VEH)

Add
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B.3. Enter the Amount to be committed.

Add New Commitment Item
tem Number 001

Budget Line Item

nt Budget

B.4. If the “Funding Rule” option appears, click on the arrow next to this and select the correct
funding source, such as “State Bond Funds”.

Add New Commitment ltem

Item Number 001

Budget Line ltem Please Select a Line Item
Current Budget
Description

Funding Rule v I

Retainage Percent 0.00
Amount 0.00

Allowance ltem?

Custom Field(s) E
Add

B.5. Click add to cause the entered information to appear in the Commitment Items section of the

form.

Add New Commitment Item

Item Number oo

o

Budget Line Item Please Select a Lir

Current Budget

Description
Funding Rule d v
Retainage Percent 0.00
Amount 0.00
Allowance ltem? O

Custom Field(s) E

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
Amount  Alfowance 4

[J | item Number Line Item Description Current Budget Retainage
( ? 001 3 12.00C ’ Total DAS/CS Fee [Non-Commitment Cost 000 00 #

Total 0.00
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C.1. If the information is correct, click “Save.”

Add Commitment (—YY\

Commitment Overview Save incel
Project: B1-38-126 - This is a test
Master Commitment:

Please select a master commitment. v
* Commitment Type: Status: - Drait
* Commitment Number: * Company: Department of Administrative Servici ~
* Unit Cost Options: Company Number: DASO01 E

Contact: Select a contact.. v

* Description:

* Commitment Control: Controlled By Commitment Item

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 Datails  Financial Summary

Mail Merge  Request Approv; Approve lake Pending  Delete  Edit
Project BI-38-126 - This is  test

Commitment Type: Status Draft

Commitment Number

Company:

Options Company Number DAS

Contact
Commitment ltems (1)  Custom Fields (13)  Notes (0) Documents (0) Forms (0)  Processes (0)
Show Filter Export ~
Original
Item # Budget Line Item Description Current Budget Commitment Retainage Percent | Custom Field(s)
Amount
Delete 001 12.000 Total DAS/CS Fee [Non-Commitment Cost] 0.00 10.00 0.00 D
Total 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. 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
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Section 5C: Cost To Date Report

5C.01 Coming Soon
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Section 6: Project Manager Monthly Reports

Void

Void

Manthly PM

Refresh Report
Start or
Refresh ) "
Submit Monthly Start/Refresh
P Progress Report

true

«———(Code Complete

false

6.01 Accessing the project

Follow the instructions provided in Section 1 to access the project.

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. Proceed to Section 6.02 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 Processes Documents Contacts Cost Schedule «e-

Unfinished Drafts Import Processes
Processes(For | 2i-38-123 - This is a test -
2,

C e
In My Court In Progress Process Status '_T.—: All filters ResetAifters
M Process « Subject Step In Step-Since Date Due Status Requested
| Comment
Project Menu No items match the criteria for this view
> ®  Details
®o Planning
tor
> ¥= lssues

.
sfs  Processes

> L Doquments

NN KX

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.

§2 e-Builder (2]

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

Cancel

Process Name Description

Project Manager Monthly Status Report (PMre

Click Submit, then proceed to Section 6.03.

£ 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 Al
One-Time Per Project Step ~

Clicking "Submit” will start a new instance of the Project Manager Monthly Report process for this project. If there have been no Project Manager Monthly Reports done for this
project yet, this is the correct step.

However, if there already was a Project Manager Monthly Report started at any time on this project, there should already be an instance of the report for this project.

PLEASE DO NOT CLICK "SUBMIT", HERE, IF THERE ALREADY HAS BEEN A REPORT
DONE FOR THIS PROJECT.

Instead, look in the Processes instances for this project for the report instance used previously. It will have an instance number such as "PMrep - 1". Opening that allows the
Project Manager to update the existing report and file it again, with any changes that are needed.

Print Check Spelling Submit Save Draft Cancel

6.03 The Start/Refresh Monthly Report step.

Within the project’s record, go to the Processes module in the Project Menu, then click on the Process
number (probably “PMrep - 1”) to re-open the process instance.

Unfinished Drafts | Import Pr
Processes For | Bi-38-123 - This is a test

Start Selected Process Type Star

In My'Court In Progress +/ Process: Project Man ... @ Status :_,:" All filters @ Reset filters
rocesses | Reports (0)
v
. Print
Project Menu ‘ . . ‘
LJ| Process ~ ject Step | In Step Since Date Due Status
o
> Details — L L
== i O pMrep - 1 3-123 - This s 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 check to see if any of the attached files are no longer
relevant to the monthly report you are working on. If they are not, click the “Remove” link below them
to remove them.

Current Workflow Step: Start or Refresh Monthly Report Show Workflow Step Due Date:
Diagram
Subject: BI-3B-125 - This is a test - 04/01/2024
Status: Pending

Details Comments (0) Documents (1) Attached Processes (0) Attached Forms (0) Attached To (0)
Expand All | Collapse All

If this is a new monthly report, change this date.

If you are refreshing or redoing this month's report, this can be left the same.
Report Due Date: @ 04.01.2024

Are these files relevant to this month’s report?

If a file is not relevant to this month’s report, click the “Remove” link under its file name,
Supporting Document 1 a *L. supporting test 1b1a.pdf (version 1)

Properties | Download (33.6KB) | Redline

Supporting Document 2:@ or  Browse Computer  Browse e-Builder

Supporting Document 3:@ or  Browse Computer  Browse e-Builder

Supporting Document 4:@ Drag and drop file here or  Browse Computer Browse e-Builder

S 5 Z
Supporting Document 5: @ or  Browse Computer Browse e-Builder

Then select “Start/Refresh”. (The option to “Void” is also available, of there is another instance of the
Project Manager Monthly Report that you are working with, and you wish to close this one.) When “Take
Action” is clicked, the process instance will close again. If “Start/Refresh” was selected, proceed to Sec.
6.04.

Details Comments (1) Documents (0) Attached Processes () Attached Forms () Attached To (0)

Expand All | Collapse All

If this is a new monthly report, change this date.
If you are refreshing or redoing this month's report, this can be left the same.

Report Due Date: @ 05.04.2024

Are these files relevant to this month's report?

If a file is not relevant to this month's report, click the "Remove" link under its file name,

Supporting Document 1: @ Drag and drop file here or = Browse Computer | Browse e-Builder
Supporting Document 2: @ Drag and drop file here or = Browse Computer Browse e-Builder
Supporting Document 3: @ Drag and drop file here or = Browse Computer Browse e-Builder
Supporting Document 4 @ Drag and drop file here or = Browse Computer | Browse e-Builder
Supporting Document 5: @ Drag and drop file here g Please selectanaction L, Browse e-Builder

2 Start/Refresh

Void
| -- Please select an action -- + Check Spel
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6.04 Completing the monthly report form

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

& e-Builder NG

My Home Dashboard Projects Processes Documents Contacts Cost Schedule «e-

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

In Progress v/ Process: Project Man ... € Status Iz Al

Reports (0}

Project Menu

. Step In Step Sil
> Details
_,,o Plam’\ing his is a test - 12/01/2023 Monthly PM Report 11.27.2021

Forms

sue

"
sz  Processes

Bocuigent

Complete the monthly update form.

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 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 O 0
PI’OJECt Manager |V|Oﬂth|y StatUS RepOI’t Delete Instance Workflow Override All Fields View
(P M re p) - ‘I Instructions
Check Spelling Print Copy Delegate Save Cancel
Project: BI-3B-123 - This is a test
Process Document: PMrep - 1 Overall Due Date:

Show Histery | Current Actors

Current Workflow Step: Monthly PM Report show Workflow Diagram Step Due Date:
Subject: BI-3B-123 - This is a test - 05/03/2024
Status: Pending
Details Comments (1) Documents (1) Attached Processes (0) Attached Forms (0) Attached To (0)

Expand All | Collapse All

In the “Project Team” section of the form:

e “Report Due Date” is the same field available for entry in the previous workflow step, but it can be corrected,
here. It refers to the date the current report is due. It will also cause e-Builder to generate a PDF file that is
saved separately from other months reports, with the date entered, here, appearing in the file name. For
example 05/01/2024 will appear at the end of the filename as “05012024".
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e  “DAS Project Manager 1” is the main DAS Project Manager for the project. This is a field that should
automatically refresh when the PM starts each month’s report to what is in the Project Details page for the
project, and, if changes to it are made in the Project Manager Monthly Report, it should also update the
change in the Project Details page, when a “Progress” Action is taken.

e  “DAS Project Manager 2” can be used to note an Associate or Assistant Project Manager working on the
project or a second Project Manager, if two are assigned. This is kept in the Project Manager Monthly Report,
but is not updated to the Project Details page.

e “Client Agency Name”. This is a field that should automatically refresh when the PM starts each month’s
report to what is in the Project Details page for the project, and, if changes to it are made in the Project
Manager Monthly Report, it should also update the change in the Project Details page, when a “Progress”
Action is taken.

o “Agency PM”. This is a field that should automatically refresh when the PM starts each month’s report to
what is in the Project Details page for the project, and, and if changed to it are made in the Project Manager
Monthly Report, it should also update the change in the Project Details page, when a “Progress” Action is
taken.

e “AJE-Firm”. This is a field that should automatically refresh when the PM starts each month’s report to what
is in the Project Details page for the project. However, since changes in this field will not update in the Project
Details page for the project, make sure to manually enter this in the project's Project Details page, as well as
here. If this is left blank in the Project Details page, any entry made in the previous Project Manager Monthly
Report will be deleted.

e “CA-Firm”. This is a field that should automatically refresh when the PM starts each month’s report to what
is in the Project Details page for the project. However, since changes in this field will not update in the Project
Details page for the project, make sure to manually enter this in the project's Project Details page, as well as
here. If this is left blank in the Project Details page, any entry made in the previous Project Manager Monthly
Report will be deleted.

e “CMR - Firm”. This is a field that should automatically refresh when the PM starts each month’s report to
what is in the Project Details page for the project. However, since changes in this field will not update in the
Project Details page for the project, make sure to manually enter this in the project's Project Details page, as
well as here. If this is left blank in the Project Details page, any entry made in the previous Project Manager
Monthly Report will be deleted.

e “GC-Firm”. This is a field that should automatically refresh when the PM starts each month’s report to what
is in the Project Details page for the project. However, since changes in this field will not update in the Project
Details page for the project, make sure to manually enter this in the project's Project Details page, as well as
here. If this is left blank in the Project Details page, any entry made in the previous Project Manager Monthly
Report will be deleted.

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: 05.03.2024

DAS Project Manager 1: ‘T\mothy O'Brien "‘

DAS Project Manager 2: [ Prease select... v

Client Agency Name: [ State Library v]

Agency PM [ Please select... v]

A/E - Firm: Make sure to manually enter this in the project’s Project Details page, as well as here.
"Samp\e Company

CA - Firm Make sure to manually enter this in the project's Project Details page, as well as here
"Samp\e Company

GC - Firm Make sure to manually enter this in the project's Project Details page, as well as here
"Samp\e Company

CMR - Firm: Make sure to manually enter this in the project's Project Details page, as well as here.
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In the “Project Description” section:

e “DAS Project Status”. This is a field that should automatically refresh when the PM starts each month’s
report to what is in the Project Details page for the project, and, if changes to it are made in the Project
Manager Monthly Report, it should also update the change in the Project Details page, when a “Progress”
Action is taken.

e “Project Description”. This is a field that should automatically refresh when the PM starts each month’s
report to what is in the Project Details page for the project (in this case, the “Description” field in the header
of the Project Details page), and, if changes to it are made in the Project Manager Monthly Report, it should
also update the change in the Project Details page, when a “Progress” Action is taken.

e “Most Recent Report” is the PDF of the most recently generated report from the Project Manager Monthly
Report process for this project prior to the one currently being completed.

Project Description

Include location, brief scope, historic or emergency project, critical issue, etc. Please limit the description to 217 characters

DAS Project Status: M-2910 Claim Phase hd

Project Description: fogwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefgwrfqwrfg
wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrfgwrfg wrgfwer gweg
wegwegdddff

Most Recent Report: "L PMrep-00001 - BI-3B-123 - This is a test - 05022024.pdf (version 2)
Properties | Download (84.3KB) | Redline

In the “Financial” section:

e “Total 1105 Authorized Project Budget” is the total project budget on the most current approved 1105. This is
manually updated by the PM. However, this is a field that should automatically refresh when the PM starts
each month’s report to what is in the Project Details page for the project, and, if changes to it are made in
the Project Manager Monthly Report, it should also update the change in the Project Details page, when a
“Progress” Action is taken.

o "Manually Entered Total Project Expenditures" will override the value of “Total Project Expended” to what
the Project Manager enters, here. Any data entered here will populate into the “Total Project Expended”
field, instead of the total approved invoices (actuals) in the Cost module for the project, when the Project
Manager refreshes the Project Manager Monthly Report process. The project manager can cause what is
entered, here, to appear in the “Total 1105 Authorized Project Budget” by using the “Refresh Current”
workflow action and then using the “Start/Refresh” workflow action in the “Start/Refresh Monthly Report”
step (see Sec. 6.03) to return to the "Monthly PM Report" step. However, if the expenditures recorded in the
Cost module of e-Builder are accurate, the “Manually Entered Total Project Expenditures” should be left
blank or its contents should be deleted.

e “Total Project Expended” should automatically update, based on the total approved invoices (actuals) in the
Cost module for the project.

o “Total Expended as % of Total Project Budget” will automatically calculate, based on the previous two values.
If the PM makes changes to “Total Project Budget”, the project manager can cause e-Builder to recalculate
this value by using the “Refresh Current” workflow action and then using the “Start/Refresh” workflow action
in the “Start/Refresh Monthly Report” step (see Sec. 6.03) to return to the "Monthly PM Report" step.

e  “Construction Allocated Budget”. This is manually input and updated by the PM. However, this is a field that
should automatically refresh when the PM starts each month’s report to what is in the Project Details page
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for the project, and, if changes to it are made in the Project Manager Monthly Report, it should also update
the change in the Project Details page, when a “Progress” Action is taken.

e “Construction Cost to Date” should automatically update, based on the total approved contractor Payment
Applications. However, the PM should check to ensure that it is correct, and may change this value, if it is
incorrect. Note that this is the approved invoice amount, after retainage.

e “Construction Expended as % of Construction Budget” will automatically calculate, based on the previous two
values. If the PM makes changes to either of those two values, the project manager can cause e-Builder to
recalculate this value by using the “Refresh Current” workflow action and then using the “Start/Refresh”
workflow action in the “Start/Refresh Monthly Report” step (see Sec. 6.03) to return to the "Monthly PM
Report" step.

o  “DAS-RECS Fees Budget from 1105” is the amount of cost code 12 on the current approved 1105. This is
manually updated by the PM. However, this is a field that should automatically refresh when the PM starts
each month’s report to what is in the Project Details page for the project and, if changes to it are made in the
Project Manager Monthly Report, it should also update the change in the Project Details page, when a
“Progress” Action is taken.

o  “DAS RECS Fees Expended from Stars Report” is the current total amount of cost code 12 fees charged
against the project and is manually updated by the PM.

e “DAS RECS Fees Expended as % of Fees Budget” will automatically calculate, based on the previous two
values. If the PM makes changes to either of those two values, the project manager can cause e-Builder to
recalculate this value by using the “Refresh Current” workflow action and then using the “Start/Refresh”
workflow action in the “Start/Refresh Monthly Report” step (see Sec. 6.03) to return to the "Monthly PM
Report" step.

e “Contingency” is the current unexpended 04 Contingency, and is manually updated by the PM.

e “Committed CO Total” should automatically update, based on the net of approved Change Orders. However,
the PM should check to ensure that it is correct, and may change this value, if it is incorrect.

e “Proposed COPs Total” is manually updated by the PM.
e “Commentary / Risks to Budget” is manually updated by the PM.

Financial - Total Project
Total 1105 Authorized 0 Manually Entered Total l:l

Project Eudgetﬂ Project Expend\tures:ﬂ
Total Project E:f.pendec:ﬂ

Total Expended as % of Total
Project Eudgetﬂ

I

w

5

w
=~

Financial - Construction

Construction Allocated
Eudgei:ﬂ

Construction Cost to Date: @

=1

II
w0

=]
i

Construction Expended as %
of Construction Budgetﬂ

Financial - DAS/RECS Fees
DAS-RECS Fees Budget from
1105:@
DAS RECS Fees Expended
from Stars Repon:ﬂ

DAS RECS Fees Expended as
% of Fees Eudgei:ﬂ

I

[=}
=

o

Financial - Other
Comingency:ﬂ
Committed CC Total: @

Proposed COPs Total: @

| [==
o|[=
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Commentary / Risks to Budget »
Commentary / Risks to fqwrefgwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthint hnfgwrefqwrfgwrfg
Budget: wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfgwrefqwrfgwrfg wrgfwer gweg

wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt
hnfgwrefgwrfqwrfg wrgfwer gweg weaweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefgwrfgwrfg
wrgfwer gweg wegwegdddff

In the “Schedule Status” sections:

e For the fields with dates, enter the current planned dates and check the circle indicating whether that the
milestone is planned, compeleted or N/A.

e “Selections complete” is when selections are to be completed.

e  “Study complete” is when any study included in the project is to be completed.

o “Design complete” is when all design phases are to be completed.

e “Bidding Complete” is when bidding is to be completed.

o “Scheduled Substantial Completion date” is when substantial completion is planned.
e “Closeout complete” is when the 7990 project closeout is to be completed.

e “Commentary / Risk to schedule” is manually updated by the PM.

Schedule Status - Design ~
Selections complete: 05.03.2024 ':‘]
Selections complete status: O Planned
® Completed
Ona
Study complete: 06.07.2024 ’ﬁ]
Study complete status: ® Planned
@] Completed
Onya
Design complete: 07.05.2024 ':‘]
Design complete status: @ planned
O Completed
Ona
Bidding Complete: 08.02.2024 ':‘]
Bid Complete status: ® Planned
O Completed
Ona
~

Schedule Status - Construction

Scheduled Substantial 09.062024 [
Completion date:

Substantial Completion ® Planned
status: O Completed
Ona
Closeout complete: 10.04.2024 ’ﬁ]
Closeout complete status: @® Planned

o] Completed
O nya
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Commentary / Risk to schedule ~

Commentary / Risk to fqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwriqwrfg

schedule: wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwrfgwrfg wrgfwer gweg
wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thart hnrthn rethnt
hnfqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwrfgwrfg
wrgfwer gweg wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn

rthnt hnfgwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt

hnfqwrefqwrfqwrfg wrgfwer gweg wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn

trhn thn thnrt hnrthn rthnt hnfqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn
rthnt hnfgwrefqwrigwrfg wrgfwer gweg wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn
thn trhn thn thnrt hnrthn rthnt hnfqwrefgwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt Y

Notes ~

Notes: fqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqurfqwrfg
wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqurfgwrfg wrgfwer gweg
wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thort hnrthn rihnt
hnfgwrefqwrfqwrfy wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefgwrfgwrfg
wrgfwer gweg wegwegdddfffqwrefqwrfqwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn
rthnt hnfgwrefqwrfgwrfg wrgfwer gweg wegweg wrgherfhnrt hntyrhnrt hn rthn rthn thn trhn thn thnrt hnrthn rthnt hnfqwrefqwrfqwrfg
wrgfwer gweg wegwegdddff

y

‘ -- Please select an action - v Check Spelling Print Copy Delegate Save Cancel

“Notes” are manually updated by the PM.

Note that there are now file upload fields (called "Supporting Document __") in the Project

Manager Monthly Report. There is one each under the Commentary/Risk fields in the financial and
schedule sections, with the remaining three under the general Notes section. Files that are in these
fields will be attached to the PDF copy of the report that is sent to the ADPM and saved in the
project file.

Commentary / Risks to Budget

Commentary / Risks to
Budgetﬂ

Supporting Document 1:@ "L supporting test 1b1a.pdf (version 1)

Properties | Download (33.6KB) | Redline | Remove

Commentary / Risk to schedule

Commentary / Risk to
schedule: @

Supporting Document 2: (7]

or = Browse Computer Browse e-Builder
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Notes

Notes: @

Supporting Document =@ or = Browse Computer Browse e-Builder

Supporting Document +@ or = Browse Computer Browse e-Builder

Supporting Document 5@

or  Browse Computer Browse e-Builder

If the report is the final report at the time that the project is closing, select “Project Closed” next to

“Option on Project Closeout”. Please note that this will permanently close this Monthly Project Manager
Report instance.

Other

QOption on Project Closeout: -- Please select an option -- v

-- Please select an option --
Project Continuing
Project Closed

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 select
“Progress Report” or “Refresh Current” from the dropdown list next to the “Take Action” button and
click the “Take Action” button. The option to “Void” is also available, if there is another instance of the
Project Manager Monthly Report that the PM working with and wishes to close this one.

| -- Please select an action -- v | Check Spelling Print Copy Delegate Save Cancel
-- Please select an action
Progress Report
Refresh Current
Void
DontUseThis

The “Refresh Current” option initiates a “refresh cycle” in which the PM should expect the process
instance to close and for the PM to open it, again, twice.

The “Refresh Current” option has the effect of:

1. Sending the workflow back a step, from the “Monthly PM Report” step, where the PM report
form is filled out, to the “Start or Refresh Monthly Report” step. The process instance will then
close.

2. Refer, here to Section 6.03. When the PM re-opens the process instance from the Processes
module in the project, it will be in the “Start or Refresh Monthly Report” step. When the PM
takes the “Start/Recalculate” Action, the workflow will recalculate calculated fields and refresh
certain other fields. The process instance will close again.
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3. Referto section 6.04. When the PM re-opens it in the Processes module for the project, the
instance will be in the “Monthly PM Report” step, with all of the report fields updated. This
“refresh cycle” can be performed as many times as the PM requires.

Start or

+——
+ Monthly PM I project Complete
l Refresh / Report ) P
Start/Recalc
Refresh

Monthly
Report

Progress Report
Code Complete

When the “Progress Report” or “Last Report” Action is taken, the ADPM and PM on the project should
receive an email notification with a PDF of the report attached.

File  Message Developer Help BLUEBEAM  Attachments

v Name: Pt
r ] -\
P& X B R O

Signatures

Cpen  Cuick  Remave Save  Sawe All Uplead
Print Attachment As  Attachments - Al BE - signatures
Adtions SaVE 10 COMpUREr save to Cloud Selection E

FYl - BI-3B-123 - This is a test - BI-3B-123 - This is a test - 11/

Project Manger
Maonthly Project Status Report

T TeTT

e-Builder Network Matification <bounces@e-builder netx
To © O'Brien, Timathy

BI38-123 - This is 2 tost

ep
11.27.2023 0337AM

Dals:
() cnaihere th sowmond plctures. To help protbet your privaty Raport Due Dete: 11012023
PMrep-00007 - BI-38-123 - This is a test - 11012023 pf o T
or BT —— roject Team

T BAs Projedt Manager 1 Brien, Timolhy
DS Projedt Manager 2.
Client Agsncy Nams: State Libeary
Agency P

example comaany 1
ca example comoany 2
CMR:
[ example comgany 3

BI-3B-123 - This is a test

The mail merge for the following process is attached. To view process details, Project Description
DAS Froject Status: M-0100 - Project Initiation

This is an example project

Process Details

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

Documents For |Bi-38-123 - Thisis a test -
Folders 'L 7 = 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
v Request[0]

PMrep-00001 - BI-3B-123 - This is a test - 11012023.pdf
O er

Doylnload (80.3KB) | Redline | Stamp | Compare With | Send | Properties

"

Prcject Menu 01 Project Planning[1]

[ 110[0]

> 1 Details
™
P
© Planning Existing

Forms Documents[0]

Issues inancials[0]

Sent Items

Document Log
Folder Permissions
Find Deleted
Documents

Progress
Reports[1]

hedy|e[0])
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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.

Dashboard

£ e-Builder

My Home Projects Processes

Details

Project Name

e-Builder Project
Administrator

Project Status

Address
Country

Start Date
Target Date
Description
Project Webcam
Details Last Modified By
Date Last Modified

Apply Tery

Project Participants

Custom Fields (75) Notes (0)

Manage Bill Rates

Manage Form Types
Manage Permissions
Permissions By User

Process Notification

Cattinmc

Documents

Contacts Cost Sc

Project Details For B-38-123 - Thisis a test

Export A

This is a test

BI-3B-123 -

O'Brien , Timothy

Active

USA
09.1

09.1

This is an example project

O'Brien, Timothy

1.2 3

Documents (0) Forms (0) = Processes (0) = Settings

Total Project Cost:

Construction Budget:
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PART II:
PROCESSES
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Section 7: Process Filter

7.01 Navigating to the Project Processes Module

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

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:

| BI-3B-123 - This is a
test

The Project Menu will appear in the left panel. Click “Processes.” Then, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports  =e»

X Unfinished Drafts | Import Processes
c Project Processes 238123 Tssatest =
CONNECTICUT
- cla = Filters
Project Menu
> [ Details Instan.. t State .  Subject Is?nsc[eep Date Due I

o Planning
Forms
> E Issues

> I Documents

= Schedule

In the “Select process” pop up window, search for and select the name of the Process type needed. Then
click the blue button in the lower right that says “Start [process prefix]”.

Select process X

Q| 7995 Archival Data for Project Documentation (7995)| X

v 7995 Archival Data for Projett Documentation (7995)

Start 7995
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7.02 Using the Processes 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 hd < Process

Start Selected Process Type Start Process

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress ~ Process: 7390 Applic ... °

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes = Reports (0)
F—=z
7310 Request For Information (731C
1 Show | 1000 ~ 7360 Change Order (7360)
1| Process « Subject 5:::‘;?:

' 7390 Application and Certifica ... |
A/E Invoice (InvAE)

A/E Invoice - deprecated - do ... (Inf

Potential Change Order (PCO)
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Section 7A: File Attachments in Processes Instances

7A.01 Uploading File Attachments in the Documents Tab of Processes Instances

Note: In the case of many Processes types, the files that are merged together into the official
documentation are entirely from “file fields” attached to the Details page of the Process instance. (See
step 7A.02, below.) In these cases, documents can still be uploaded into the Documents tab so that those
documents are in the Process instance but not in the final official document. In the case of other
Processes types, the Documents tab is where the official documentation is uploaded. See the

instructions for the particular Processes type to determine which is the case or ask Construction Support
Services.

To upload a file attachment in the Documents tab of a Processes instance, first open the Processes
instance. Then click on the “Documents” tab header to open the tab. Upload documents to the
Documents tab by either using the “drag-and-drop” feature or by clicking the “Attach” button.

Detfils = Documents (0) Wached Processes (0}  Attached Forms (0)

[ File Name

Drag and drop files here to upload, or browse

Attach

If the “Attach” button is clicked, a pop-up will appear. Click the “Upload from your Computer” button to
locate a locally stored document.

),

The user may then be brought to a screen to select the project Documents folder where the uploaded
file will be placed, in addition to being linked to the Processes instance.

At the top of this screen there may be a default folder, in blue text, with the path to that folder, followed

by “[Default]”. If this is the case, and the user wishes to upload into the default folder, click “Select” to
use this pre-selected default folder.
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If there is no default folder, or the user wishes to select a different folder, the user may click the arrows
to the left of the folders to locate nested folders within other folders. When the user locates the desired
folder, the user clicks on it. The user then clicks “Select” to use the selected folder.

Select Destination Folder

Documents / 09 Construction Phase / Prime Contractor Pay Apps [Default]
v [ Documents

» [ 00 DocuSign Request

» [ 01 Project Planning

» [ 02 Selections

-

8 03 Preconstruction Contracts

v

o Pre-Design

v

8 05 Schematic Design

-

B 06 Design Development

v

B 07 Construction Documents

m ancel

Then click “Browse”.

o

Drag your files or Browse

Then the user selects the file(s) they wish to upload and click “Open”.

Organize ~  New folder = O @

Whiteboards ~ ~  [] Name ad

workingitems

W This PC Select a file to
B 3D Objects ”
[ Desktop v
| Nncrimmnte i LS >
File name: G (5) v
Open Cancel

If this worked properly, the user should see a green line under where the file name is, as shown, and a
check mark. Then click “Done.”
1 of 1 files uploaded successfully Properties for all files

Documents \ 09 Constr... file to apply properties to just that file
00%.of 33 KB.uploaded.

Description
‘ supporting test 1.pdf
essfully

Uploaded succe

Drag & drop files here or browse “
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The uploaded document should then appear in the Documents tab of the Processes instance. Also note

the number in parentheses next to the “Documents” tab title, indicating the number of files linked to the
Processes instance.

Details = Documents (1) Attached Processes (0)  Attached Forms (0)

Download Attach Remove
Attached By

O'Brien, Timothy

Download Attach Remove

7A.02 Uploading File Attachments into Processes Instance File Fields

To upload a file attachment into “file fields” in the main Details tab of a Processes instance, first open the
Processes instance. A file field appears as part of the main form of the Process in the Details tab. The file
field, when it is available to the use to upload, will appear with three options for uploading: (A) a drag-
and-drop block, (B) a “Browse Computer” button to upload from the user’s computer or network and (C)
a “Browse e-Builder" button to allow the user to locate the file in the project’s e-Builder Documents
folders.

* vendor Invoice Use this field to upload vendor invoice document

Document: @ } or  Browse Computer Browse e-Builder

A B C

When the user drags and drops a file in the block that says, “Drag and drop file here”, an “Upload Files”
dialogue box will appear. If successful, (A) there should be a green dot next to the filename. Also note
that, (B) the location into which the file was uploaded in the project’s Documents folders appears. To
complete the upload, click “Upload”.

Upload Files =

File

Document A @ dummy file for misc files 1.tet x Remove
Description

* Folder Documents Y 03 Preconstruction Contracts \, 01 AE Contracting \ Invoices

B
C

Upload Cancel
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When the “Browse Computer” button is used, a pop-up window will appear. (A) Click the “Choose file”
button. (B) Select the file to upload. (C) Click “Open”. (D) Click “Upload” to complete the upload.

Select File kails” section:

ild, select the commitment for yol
ir task on the project, please be su

Upload Documents From Your Computer EBovioiiaiiing

% Destination folder: Documents ' 03 Preconstruction Contracts % 01 AE Contracting \
nvoices stom Fields" section:
te Number. This is important for ¢
- beginning and end dates. This is|
File A i Voucher ID" field.
* . ila No f Jse

Select a File: :Choose liG)] No file chosen lease enter the amount of your cu

Ce rows.

D Upload Cancel

unira will ha cant ta tha Deaiact |

« v~ 4 Wl > ThisPC > Desktop v @ | Search Desktop P
Organize * New folder = » O o
~ Name ~

3 Quick access
I Desktop

# 3D Objects g ) ]
| dummy file for misc files 1.txt
¥ Downloads y e ¥

—| Placeholder 2.txt B
| dummy file for misc files 2.txt

File name: v| All Files (**) iz

C Open Cancel

When the “Browse e-Builder” button is used, a pop-up window will appear. (A) Click the “+” buttons to
open file folders to navigate to the folder in the project’s e-Builder files where the needed file is located.
(B) Click on the name of the file folder where the needed file is located. (C) Click the check box next to
the needed file. (D) Click “Attach” to complete the upload.

hrome — O X

2% gov.e-builder.net/da2/Documents/AttachDocuments_NoUpload.aspx?PortallD={1e1f675e-1762-482c-bd50-a596f141fdfb}&uctIFilelD={d936488...

& e-Builder. o 0

Attach Documents
from BI-3B-123 - This is a test

Pa;e“ Vlo‘l Show ‘25 V|

] 08 Bidding[1) | Name Date Uploaded | Uploaded By ‘ Company

A = 09 Censtruction Phase[169] Department

C of

#l-[2] Changes[136] o . 09.25.24 Timothy Administrative
ROl 00 supporting test 1Tb1a.pdf (version 1) 08:27AM O'Brien Services -
C [0] Construction
Contractor Daily Report[0] Services
Issues[5] Dfepartmem
o
Monthly Reports[1] @ 09.25.24 Timothy Administrative
. L ESak TieUE R S 11:08AM Q'Brien Services -
i Mtg Minutes[Q] Construction
B Other[3] Services
| Department
Pay Apps([0] Ofepar men
Permits[0] ] - o . 09.25.24 Timothy Administrative
. (0 This is the test.docx (version 3) 11:056M O'Brien Servicos - .
1 -3 of 3 documents D Attach Cancel
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After a file is uploaded the filename will appear in text form in what was the drag-and-drop block.

* \iendor Invoice Use this field to upload vendor invoice document.

Document: @ |33 supporting test 1bla.pdf I or  Browse Computer Browse e-Builder

After the Process instance has been submitted or advanced further in the Process workflow, or after the
user has clicked “Save Draft” in the Process instance, the filename will change to a link. Clicking on this
link opens a file viewer, allowing users to see the file.

* Viendaor Invoice Use this field to upload vendor invoice document.
Document: id "L[00 supporting test 1b1a.pdf](version 1)

Properties | Download (33.6KB) | Redline (2) | Remove

Users who are able to upload into a file field in a Process step also have the option to remove the

previously uploaded file by clicking “Remove” under the filename. This clears the file from the field and
allows another file to be uploaded.

* \Viendor Invoice Use this field to upload vendor invoice document
Document: "L 00 supporting test 1b1a.pdf (version 1)
Properties | Download (33.6KB) | Redline (2) ||Remove]
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Section 7B: Comments in Processes Instances
7B.01 Manually placing comments in process instances.

Comments appear in the Comments tab of a process instance for a number of reasons. Some Processes

steps are set up to allow or require comments when users take certain actions. In other cases, the e-
Builder, system, itself places a comment in the Comments tab.

In addition to this, users may manually add comments. To do this, go to the Comments tab of the
Processes instance, then click “Comment”.

Details Comments (0)

Attached Processes (0) Attached Forms (0) Attached To (0) Potential Chang (0)

Private | Comment ~ |

The user may then type in the “Comment” box and click “Add Comment” to complete the comment.

Also note that there are options for uploading files with the comment. If using this, the user may be
prompted to select the project Documents folder where the file will be placed.

Add Comment

Add Comment Check Spelling Cancel

Process: 7310 Request For Information #43 : Example 1
Private: |}
* Comment

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

Show Thumbnails Attach

[J| File Name Attached By

.‘_'. Drag and drop files here to upload, or browse

Attach

When the comment pop-up closes, (A) the user’s comment will appear in the Comments tab and (B), if
the user uploaded a file with the comment, that will appear in the Comments tab, as well.

Details | Comments (1) = Documents (1)

Attached Processes (0)  Attached Forms (0)  Attached To (0)  Potential Chang (0)
Request Comment Comment
Private | Comment ~
imothy . - 09.06. A
Make Private This is the comment

Files Attached (1):
L] 00 supporting test ibla_pdf (Version 2) B
Properties | Download | Redline | Remove

Request Comment Comment
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7B.02 Requesting comments.

Users may prompt other users to leave a comment in a Processes instance. To do this, click the “Request
Comment” button.

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:

* Overall DueDate: | og.102023 B

Current Workflow Step: how Workflow Diagram Step Due Date:
Subject:

Status:

Submitted

Dftails | Comments (2) = Doyments (1) Attached Processes (0)  Attached Forms (0)  Attached To (0)

Request Comment Cgmment

Private Comment ~

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 Timathy O'Brien (Department of Administrative Services - Construction Services).
After clicking the “Request Comment” button, a pop-up will appear that allows the requesting user to
select the user(s) from whom they are requesting a comment in the “To” field by selecting their names
and pressing the arrow button to move them to the right panel. The “Message” field allows the
requesting user to ask a question of the user from whom they are requesting a comment. Also note that
there is a “Allow external user to attach files” toggle available.

Then the “Request Comment” button sends the comment request in the form of an e-mail notification.

*To Select from Users on Project

All Users v

ing (Department of Administrative
ng1 (DAS)

Masson, Brianna (Dep.
O'Brien, Timothy (Departr
| Tim2, testing (Department of Ad
| TOB, Testing1 (DAS)

Warren, Allen (DCS)

ent o

Enter External Users Email or Looku
Allow external users to
attach files
ject Name - Timothy O'Brien |

* Subject ACTION REQD - *Testi
Respond By, ¢

Message,

Note - Participants accessing the process extemally will see sl comments and attachments. Request Comment = Cajicel

Both the question asked, and the response will appear in the Comments tab of the Process instance.
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Section 7C: Processes Notification E-Mails

7C.01 Notification E-Mails from Processes Instances.

The workflows of Processes instances generate e-mail notifications to users when workflow actions are
taken. Users may receive e-mail notifications when the step at which the workflow has reached provides
that their user role on the project is to take action. Users also might receive notifications, for example, as
carbon copy notifications, in which they are informed but need not take action.

When a Processes instance workflow has reached a step at which the user to take action, that user is a
“Current Actor” at that workflow step. In this case, the notification not only informs the user about the
Processes instance and its status, but also allows the user to access the Processes instance.

When the user is a “Current Actor”, the notification will look similar to the following:

A. A brief description of the notification.

B. “Click here” links at the top and bottom of the notification. Clicking on either of these links
should bring the user to the Processes instance to which the notification refers. If the user is
already logged into e-Builder, the instance should open automatically. If the user is not logged
into e-Builder when clicking the “Click here” link, the user should be prompted to log into e-
Builder, after which the Processes instance should open.

C. Information about the project, the Processes type and instance number, due date, subject, the
current workflow step and other workflow information.

D. Depending on the Processes type, there may be field information from the Processes instance
that may inform the user about the instance from the notification itself.

E. Ifthere are comments on the Processes instance, they should also appear in the e-mail
notification.

BI-3B-123 - Thisisatest A
IProcess instance is in your cnurt.ITD view details or take action,

Process Details v\ B
Project Bl-38-1 This is a test
Process
Process Date Due
Subject C
Step s
I Stap Since 00.08.2024
Last Action Submit
Last Action Taken By rign
Status Submitted
Question Question
Proposed Solution
Specification Section
Drawing Number
s There a Potential D
Cost Impact?
s There a Potential
Time Impact?
Iz an Agency Change
Request Needed? E
Comment(s)
The mments for this proce

Process instance is in your court. To view details or take action,
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Section 8: 1105 Project Intake Request

8.01 Accessing the Process

Log in to e-Builder. 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 Reports

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 All Processas i p prafll OpenlFinished
Status
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 Praject Intake Reguest 1105 Run out of the Project Creation project, this process includes a code step to create a new project in e-Builder and apply
e s templates to the new project. It inconporates 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 Name” and select whether the Capital Project Initiation Request 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.

To access the newly created Form 1105, click on the “Processes” tab again to reset the landing page.
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Select “1105 Project Intake Request” from the view dropdown list and click on the link in the “Process”
column for the subject project.

Drms Processes Documents Contacts Cost Schedule

Processes

(105 Project Intake Request w [ledit | Add view All Projects

Project Mame = Process | Current Actors | Current Step

*BI-C5-TEST - Test Project 3 1105 - & |Craig Russe Project Info - DAS Administered

Review the “General Instructions” and complete Form 1105 in its entirety.
Details = Comments [0) | Documents (0} Attached Proceszes (0)  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 also 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, e *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”, and amount “Received/Allocated”. For
State Bond Funds, if the funding authorization is for more than one project, you will need to provide
“Encumbrance”, the amount specifically allocated for the subject project with which the 1105 is being
submitted. The “Funding Source” will need to be provided if the source is 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

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 [ Encumbrance [

b
Grand Totals 0.00 0.00 0.00
(0 items)
Federal Funding Row Heighe [10w ]

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.

# Funding Source [ Description [ Awarded/Authorized [ Received/Allocated [
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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 and 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 file 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” or “Submit” from the
dropdown list next to the “Take Action” button. “Interagency” would be selected if there are any
individuals within your Agency that need to review or provide data input into the subject 1105 prior to
submitting the 1105 to DAS/RECS. Otherwise select “Submit” and click the “Take Action” button.

After clicking “Take Action”, you will receive a prompt to provide a comment. If “Interagency” was
selected, use the “Comment” section to provide the reviewer with direction to help them complete their
review of the subject 1105 submission. If “Submit” was selected you have the option to provide a
comment, but it is not required.

| Interagency I : 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.

Selected Users

<

— S —
othy {Department of Administra
Russell Craig (Depariment of Administrative

Services - Construction Services)

vices - Construction Services)
S
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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).

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 Interagency Review (Interagency 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, 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. |

My Home Projects Forms Processes  Documents Contacts  Cos 5chedule

Welcome, Craig!

My Processes

Project T8 |Instance T2 | Subject T4 | Step T4

=Bl-C5-1005 - DAS Tet
MR |y e 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, return to the “Details” tab to review, and
if applicable edit the submission.

I Details  Comments (1) | Documents (1) Artached Processes [0)  Attached Forms (0) | Attached To (D)

| ‘ | Private‘ Comment =

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

Return bl | Take Action
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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]

[_!| File Name

[E}| 1105 Project Budget ebldrxls (verzion 5)

Properties |--_f='l KB) | Redline | Most Recent

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.

[l

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 (CSS)

CSS 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, CSS 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 CSS to select the appropriate ADPM for review. Once selected, click “Submit”.

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.

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 ||Ec't Add View All Projects -
Export -~
Project Current | Date
Name « Process | Current Actors Step Submitted Most Recent Comment
Jennifer Vigneault, Peter Form 1105 to acguire the sevices of a CA for the

*BI-2B-TEST - | 1105 -
Test Project |8

T

Simmens, Craig Russell, Sarah ADPK 0.25.2023 Statewide Hazardous
Tierney, Amy Sowitcky submitted for your review

ent Program has been
and approva
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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.

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

LI File Mame

1105 Project Budget.xlsx (version E]I
Properties | Download (17.2KE) | Redline | Edit

O ||i

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 proposad project is DAS Administered, then this section must be complated in its entirety by the ADPM ascigned to the proje

If the propazed project is Agency Administered, then the ADPM assigned to the project must provide data input for the AL
Adrministrater”, and the “Document Falder Template Praject™.

| T |I I Check Spelling

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

o "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.
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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

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 Processes

Processes
I‘ 105 Project Intake Request W IEc't Add View All Projects -
Export ~
‘ Project Name ~ ‘ Process ‘ Current Actors | Current Step ‘ Date Submitted | Maost Recent Comment
“BI-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
Whorkflow Diagram
* Subject: Test
Status: Submitted
Details Cormments (I Doouments {1) Attached Processes (0] Attached Forms (0] Attached To (O)
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If the 1105 Project Budget Detail requires revision, click the “Documents” tab, and then click the “Edit”
link beneath the project budget to open the link, and then click “OK” when prompted.

Detzils | Comments (2) Documents (2) | Attached Processes (0] | Attached Forms () | Attached To (0)
Russell, Craig

A @f {version 5] Checked out by Craig Russe (Department of

. Properties | Download (39.45E) | Remove E Check In Adminisirative Services -

Construction Services)

Make the necessary edits to the project budget, save the changes when you have completed the edit and
close the document. Return to the “Documents” tab in the 1105 process instance and click on the “Check
In” link to upload your edits to the Documents tab. Each time the document is edited and checked in; the
“Version” of the document will change. The latest version of the project budget edits will have the
highest version number.

Russall, Craig
0¥ Checked out by Craig Russell | (Department of
- Properties | Download (39.4KE) | Rernowve | Edif] Checic In | Administrative 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)

I Russell, Craig {Department of Administrative Services - Construction Serv :&*

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

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.

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

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

| [ 105 Project Intake Request hl |I=_c'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.

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.xIsx” to open the budget for review.

Dretails Comments [0) Diocuments (1) Artached Processes (0) Attached Forms (O) Attached To (O)

1| File Name

O || 1105 Project Budget.xisx (versicn 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, next to the “Take Action” button, 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", you 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” button.

* Add Comment

| private

Check Spelling Submit | Cancel
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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, 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, a prompt will appear to add a comment, if applicable, for the
Agency Authorized Signatory to review for sign off. After providing a comment, the Process Initiator
should select their Agency Authorized Authority from the list of Authorized Signatories under “Add
actors to the next step”. 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 omrections) m
Cibery-Schaab, Deanna (Connecticut State Colleges and Univerities - WICSU) I <

CINrng, Sal [CONNECLICUT State Loledes and UNIVENLes - ClLs0)
DiPietrg, Stephen [Department of Mental Health and Addiction Services) -

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.

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 a:tinn
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Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

|‘ 105 Project Intake Request bl IE:'t Add View All Projects b
Export ~

Project Current | Date

Name = Process | Current Actors Step Submitted Most Recent Comment

eglogtesT - | 1105 Jennifer Vigneault, Peter Farm 1105 to acquire the sevices of a CA for the

Tast Prc-i;C' . - Simmens, Craig Russell, Sarah ADPM 10.25.2023 Statewide Hazardous Abatement Program has been

R 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.xIsx” to open the budget for review.

1105 Project Intake Request (1105) - 12

-- Please select an action -

Prajectz *Project Creation Project
Process Dooument: 1105 -12
Show Histony Current Actors
Current Workdflow Step: Agency Signatory - Agency Administered Show
Wiorkflow Diagram
% Subject: |TE5:
Status: Subrnitted
Dretails Comments [0) Diocurments {1} I Artached Processes (0) Attached Forms [(0) Attached To (O)

LI File Mame

B Il.?_l 1105 Project Budget.xlsx (version E]I
- Properties | Download (17.2KE) | 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: @

* 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

e 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 (CSS)

If the Agency Signatory chose “Approve”, CSS 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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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.

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

Processes

Documents Contacts Cost  Schedule Reports

Processes

Unfinished Drafts | Import Processes

I‘ 105 Project Intake Request

Export -
Project Current | Date
Name a Process | Current Actors Step Submitted Most Recent Comment
o mm - Jennifer Wigneault, Peter Form 1105 to acguire the sevices of a CA for the
BlI-2B-TEST 4| 1105 - R . - PO, . .
N . Simmeons, Craig Russell, Sarah ADER 0.25.2023 Statewide Hazardous Abatement Program has been
Test Project || 8

The DC can review the 1105 submission in

Tierney, Amy Sowitcky

submitted for your review and approval

its entirety under the “Details” tab.

To review comments provided by previous actors regarding the Capital Project Initiation Request
submission, click on the “Comments” tab.

To see the “1105 Project Budget Details”, the click on the “Documents” tab and then double click the

“1105 Project Budget.xlsx” to open the budget to 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 Stepe

Agency Signatory - Agency Administered Show

‘Workflow Diagram
* Subject: Test
Status: Submitted

| Details

Comments (0]

Documents (1) I Artached Processes [0)

Attached Forms (0] Attached To (D)

| Ll | File Name

|_|I ¥ | 1105 Project Budget.xisx {versicn 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

1100 Do o, ,.ﬂ

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

*  |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 (CSS)

CSS 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, CSS 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.

CSS 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, CSS will log back into eBuilder, select the “My Home”
tab and click on the “Instance” column link for *Project Creation Project under “My Processes”.

CSS 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. CSS 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”.
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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 actinn,

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes
|“35 Project Intake Request Vli:‘t Add View All Projects -
Export -

Project Current | Date
Name ~ Process | Current Actors Step Submitted Most Recent Comment

I ‘ maier e 110E $m arne Hhe cauicee of 5 4 for Fhe
sgragtestd 110 Jennifer ¥ .___I'IE-a_I t, Peter A o Form : 05 to acquire the sevices of a CA for the

. . Craig Russell, Sarah ADPK 0.25.2023 vide Hazardous Abg ent Program has been

Test Project || 8

Tierney, Amy Sowitcky

submitted for your review and approval

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

Please select an action --
Project: *Project Creation Project
Process Document: 1
ry Current Actors
Current Workflow Step: Agency Signatory - Agency Administered Show
Workflow Diagram
* Subject: |TE;t
Status: Submitted
IDe'laiIs Comments (0) | Documents (1 ;I Artached Processes (0) | Attached Forms (D) | Attached To (0]

|l J|File MName

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

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

* |nitial Environmenta Upload Initial Environmental Review/CEPA ERC for the subject project.
Review/CERA: I Drag ond drap file here I or  Browse Computer Browse e-Builder
| susmit v | 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.

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 70 of 341

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 subject project for which you wish to
submit a revised 1105 from the “All Projects” dropdown list.

Forms Processes Documents Contacts Cost  Schedule Reports

Processes

Processes Inftisted by Me M | Bt | Add Ve I 2 'I

Export -
Project Name = | Process Type Process | Subject Current Step  Date Due

- 24 | On-Call Structural Enginger Sevies Finish

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 Proceszes i P prarf@ open_IFinished
Containing Text | |

Click on the “1105R Project Revision Request” 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.

| 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 Construction 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.

9.03 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, 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 4 Schedule Reports s
Welcome, Craig! v Edit My Home
My Processes
Project T4 |instance T% |Subject T4 | step T4 | Date Due 14 | Requested Com... T%
;B.Eit, -DASTest) con) 5 11058 B-C5-1010 ﬂd:ﬂ-:—;slnechdDwS

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, 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 (C5) 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: (@ |*3|-':S-‘ 010 - DAS Test Project |
* Project Address: |12;‘- Beltz Dr. |
* City: |53n Diege |

Agency Request for Project
Administration:

DAS/CS Building Number: @ |2:3.437- |
Land Mumber: @ |233-5_T |
carex Number@ | [23cscuonz |

* Project Description and Test Project

Special Requirements: 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, you will need to provide
a “Description”, amount “Awarded/Authorized”, and amount “Received/Allocated”. For State Bond
Funds, you will need to provide “Encumbrance”, the amount specifically authorized and/or allocated
for the project with which the 1105 is being submitted, if the funding authorization is for more than
one project. “Funding Source” will need to be provided if the source is 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 Dow
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

D

State Funding

[
i —
1

o

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” or “Submit” from the
dropdown list next to the “Take Action” button. Select “Interagency” if there are any individuals within
your Agency that need to review or provide data input into the subject 1105 prior to submitting the 1105
to DAS/RECS; otherwise select “Submit” and click “Take Action”.

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 to help them complete their review in the comment section. If “Submit” was
selected you have the option to provide a comment, but it is not required.

| Interagency | il 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.

* 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.

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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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
Cr'Brien, Timothy {Department of Administrative Services - Construction Services)
[.Jsse , Craig (Depariment of Administrative Services - Construction Services) |

Alllv]

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 G e

My Home Projects Forms Proceszes  Documents Contacts Cost  Schedule Reports

Processes

Processes Initisted by Me ™ | Edit] Add Vi I 2 'I

Export -

Project Mame = | Process Type Process | Subject Cument Step | Date Due

ter On-Ca On-Call Contract Agprovg OC - 23 | On-Cail Corstruction Ad tratar Minor Series Firvst

10.02 On-Call Request (PM or CSS)

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 -

Start Process

Filter Processes

Search In () Processes Initiated By Me ) Processes In by Court ® Al Processes
Type of Process | [[All Processes v || crert B open D Finished
Status All Statusas w

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 |

Below the subject are directions to initiate the On-Call Selection/Task Letter Process, which are
summarized below.
DAS Administered Projects Task Assignments:

If the subject project is Administered by DAS, the DAS PM shall prepare an On-Call Selection Request,
Form 1135, to initiate the selection of an On-Call Consultant and upload the draft Form 1135 (in Word
format), along with a copy of the completed Form 1105 (signed by DC) to the “Documents” tab.
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Agency Administered Projects Task Assignments:

If the subject project is Agency Administered, Construction Support Services shall prepare Form 1135, to
initiate the selection of an On-Call Consultant and upload the draft Form 1135 (in Word format), along
with a copy of the completed Form 1105 (signed by DC) to the “Documents” tab.

Supplemental Task Assignments:

The DAS PM shall prepare a new On-Call Selection Request, Form 1135, for each supplement task
request and follow the same protocol as above based on the cumulative fee value (total of all task letters
with a consultant for the same project).

If the request for a supplemental task assignment is for an On-Call Consultant with an expired contract, a
Supplemental Task Justification Memo will also need to be uploaded to the “Documents” tab, as well as
copies of all previously executed task letters made to the Consultant on the subject project.

To upload documents to the “Documents” tab, click the “Attach Documents” button.
Attached Processes (0] | Attached Forms (0] | Attached To (0]

[Cshow Thumbnails | Download Attach Documents

Next, click “Upload from your Computer” and either drag and drop your files into the space provided or
browse your computer to search for the files you want to upload.

o

Drag your files or Browse

After uploading the required documents, return to the “Details” tab and complete the “On-Call Selection
Request” section. Upon completion, click the "Take Action" button.

Note: Only answer “Yes” to the “Request for Multiple Solicitations” question if a Consultant was already
assigned the task and after the scope review meeting, it was determined that the Consultant Fee is
greater than or equal to $300,000, requiring the solicitation of multiple On-Call Consultants.

On-Call Selection Request

Select the type of On-Call Consultant you wish to have assigned to the project task and the estimated fee for the On-Call Consultant to complete the task.

* Type of OC Consultant: [|-- Please select an option -- |
* Consultant Fee: I I
* Request for Multiple If @ Consultant has already been assigned this task and after the scope review meeting it was determined that the total Consultant
Solicitations?: Fee will be greater than or equal to $300,000, answer "Yes™ to solicit multiple vendors, otherwise answer "No"
WND |
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10.03 ADPM 1135 Review (ADPM)

The ADPM will receive an email from eBuilder as notification of the request for an On-Call Assignment.
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 process instance link from the “My Processes” section.

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

My Home  Dashboard Projects Planning Forms Processes  Documents  Calendar Contacts Cost  Schedule Reports Time Tracking  Setup
c Welcome, ADPM!
CONNECTICUT My Processes
Announcements Project T4 | Instance T4 |subject T4 | step
Welcome, State of Connecticut! *BI-C5-1010 - DAS Test Project BI-C5-1010 - On-Call STR Request ADFM 1135 Review

After opening the process instance, review the “General Instructions” and then click on the “Documents”
tab to review the 1135 submission.

Details | Comments (2) Documents (3} | Attached Processes (0]  Attached Forms (0] Attached To (D)

Click on the link to any of the subject files to view those files.

[ | File Name Attached By
Russall, Craig
O "1| BI-CTC-686_NWCC_BrdgRef_1105_230918.pdf (version 2) (Department of
i Properties | Download (570.7KB) | Redline | Stamp | Remove Administrative Servic
Construction Services
Russell, Craig
0 ..-_-1_ 1135_0OnCallSel.docx (version 2} (Department of
i Properties | Download (56.2XB) | Redline | Mest Recent | Remowve Administrative Servic

Construction Services

Russell, Craig
O (2] (version 1) (Department of
- Properties | Download (38.0KE) | Remowve | Edit Adr ive Servic

After completing your review, either select "Submit" from the dropdown list next to the "Take Action"
button to forward the 1135 submission to the DPM and Chief Architect for review, or "Revise" to return
the 1135 submission to the PM for revision and click the "Take Action" button. You will then 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 the DPM and Chief Architect should be made aware of, or if there is a
specific consultant that is 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.
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After adding your comment, click the “Revise” or “Submit” button respectively.

Add Comment

(J Private

Check Spelling Cancel

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

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 1% | Instance T4 |Subject 14 | step T4

*Becky Test Proje 6010-12 6010 Bid Release Form | 03 - ADPM: Approve
=Ry TestProjea e for BI-RCTEST-999 Bid Release Form

*B|-C5-1005 - DAS Tst TL-5 BI-C5-1005 - On-Call PM Revision -

5 - Architect Reguest 110571135

After opening the process instance, review the “General Instructions” under the “Details” tab, and any
comments provided by the ADPM under the “Comments” tab.

Catails I Comments (2) Documents (3} I Attached Processes (0] | Attached Forms (00 | Attached To (0]

If the ADPM requested revisions to the 1135 submission, click on the “Documents” tab to access the
1135. To open the 1135 for editing, click on the “edit” link below the subject 1135 and click “Ok” when
prompted. After opening the 1135, make the necessary edits and save your file upon completion. Close

the document and return to the “Documents” tab. Then, click the “Check In” link below the subject 1135
to upload your changes.

Bl-MH-115_ARC 1135_2024.7.22.docx (version 3) Checked ouf by Craig Russe

Cownload (574KE) | Redline | Compare With | Send | Properties | Edit | Check In
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Upon completion, scroll down to the bottom of the page and click the "Take Action" button. You will
then be prompted to provide a comment, where you can provide detail regarding the revised
submission. After adding your comment, click the “Submit” button.

Add Comment

[ private

Check Spelling Cancel
10.05 DPM/Chief Architect 1135 Review (DPM/Chief Architect)

The DPM and Chief Architect will receive an email from eBuilder as notification of the request for an On-
Call Assignment. 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 process instance link from the “My
Processes” section.

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

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports Time Tracking Setup

c Welcome, ADPM!

CONNECTICUT My Processes

Announcements Project T% | Instance 12 | subject 1% | step

*B|-CS-1010 - DAS Test Projec TLVZ -1 Cs- -0n-Call STR Be - ADPM S Review
Welcome, State of Connecticut! BI-C5-1010 - DAS Test Project BI-CS-1010 - On-Call STR Request ADPM 1135 Review

After opening the process instance, review the “General Instructions” and then click on the “Documents”
tab to review the 1135 submission.

Details | Comments (2) Documents (3} | Attached Processes (0]  Attached Forms (0] Attached To (D)

Click on the link to any of the subject files to view those files.

| O ‘ File Mame Attached By
Russall, Craig
0] "L BI-CTC-686_NWCC_BrdgRef_1105_230918.pdf (version 2) (Department of
Properties | Download (570.7KB) | Redline | Stamp | Remove Administrative Servic
Canstruction Services
Russall, Craig
0 |,IE._ 1135_OnCallSel.docx (version 2} (Department of

Properties | Download (56.2XB) | Redline | Most Recent | Remaove Administrative Servic
Construction Services

Russell, Craig
O (=) (version 1) (Department of
- Properties | Download (38.0KE) | Remowve | Edit Admin: Servic

Canstruction Services

After completing your review of the documents, return to the "Details" tab and review the section
entitled "On-Call Selection Request". If you agree with the "Type of On-Call Consultant" selected and the
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estimated "Consultant Fee", proceed to the "On-Call Task Assignment Solicitation" section. If you
disagree with the "Type of On-Call Consultant" selected and/or the estimated "Consultant Fee", revise
the subject field(s) accordingly and then proceed to the "On-Call Task Assignment Solicitation" section.

On-Call Selection Request

Select the type of On-Call Consultant you wish to have assigned to the project task and the estimated fee for the On-Call Consultant to complete the task.
* Type of OC Consultant: t— Please select an option - V||

If the estimated "Consultant Fee" is greater than $300,000, determine whether all, or a certain
delegation of, Consultants from the selected On-Call Contract Series should be solicited to provide a
proposal for the subject task assignment. If not "All On-Call Series Consultants", then provide the firm
name of those Consultants that should be solicited in the fields entitled “On-Call 1” through “On-Call 5”.
Refer to the Active On-Call Contracts report for a listing of all the active On-Call Contracts.

On-Call Task Assignment Solicitation -~

If the estimated "Consultant Fee” is greater than $300,000, determine whether all, or a certain delegation of, Consultants from the selected On-Call Contract Series should
be solicited to provide a proposal for the subject task assignment. If not "All On-Call Series Consultants”, then provide the firm name of those Censultants that should be
solicited in the fields below. Refer to the Active On-Call Contracts report for a listing of all the active On-Call Contracts,

On-Call Consultant || -- Please select an option -- bl I
Solicitation:
On-Call1: | | |
oncall2 | | |

After all documents have been reviewed and all sections have been completed, scroll down to the
bottom of the page and click the "Take Action", button. A prompt will appear after you click "Take
Action" to allow you to provide a comment, if applicable, regarding changes made to the selection type
and/or consultant fee.

Add Comment

(O Private

Check Spelling Cancel

10.06 Solicit Multiple Vendors (PM)

If the estimated Consultant fee for the subject task assignment is estimated to be greater than or equal
to $300,000, the PM will receive an email from eBuilder as notification to solicit proposals from multiple
vendors in the selected On-Call Series for the subject task assignment. 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 process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action) click here
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Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports Time Tracking Setup

c Welcome, ADPM!

CONNECTICUT My Processes
Announcements Project % | Instance % | subject 4 | step
Welcome, State of Connecticut! *BIC51070 - DAS Test Praject BI-C5-1010 - On-Call STR Request ADPM 1135 Review

After opening the process instance, scroll down to the “On-Call Task Assignment Solicitation” section for
the list of Consultants selected by the DPM and/or Chief Architect to be solicited for the subject On-Call
task assignment.

On-Call Task Assignment Solicitation -

If the estimated "Consultant Fee” is greater than $300,000, determine whether all, or a certain delegation of, Consultants from the selected On-Call Contract Series should
be solicited to provide a proposal for the subject task assignment. If not "All On-Call Series Consultants”, then provide the firm name of those Consultants that should be
solicited in the fields below. Refer to the Active On-Call Contracts report for a listing of all the active On-Call Contracts.

On-Call Consultant
Solicitation:

On-Call 1:
On-Call 2:
On-Call 3:

Proceed with scheduling a scope review meeting with the Client Agency and all Consultants listed in the
“On-Call Task Assignment Solicitation” section. Please note that the listed Consultants have the right to
decline participation in the scope review meeting if they are unable to provide a proposal for the subject
task assignment at this time. After the scope review meeting has been held, collect proposals from each
of the Consultants that participated in the scope review meeting, on a date to be determined, and select
the lowest responsible bidder from the list of Consultants to be assigned to the task.

After the lowest responsible bid has been determined, return to the process instance, scroll down to the
“On-Call Selection Request” section, and provide the name of the “Selected On-Call Consultant” and
update the “Consultant Fee” to match the proposal. Upon completion, click the “Take Action” button.

On-Call Selection Request
Type of OC Consultant:

* Selected On-Call |

Consultant: @

10.07 On-Call Assignment (CSS)

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

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 process instance link from the “My Processes” section.

A Warning prompt will appear at the top of the page after the process instance is opened. DO NOT TAKE
ACTION on this page. First, click on the “Comments” tab to review any relevant comments regarding the
submission, then click the “Click here” link in the warning banner to edit the process instance.

Warning

A draft x35 TL - Cost Integrated V2 - DO MOT USE has been automatically crea:ed. provide required Commitment information and submit the instance.
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Prior to editing the process instance, return to the eBuilder homepage, click on the “Documents” tab.
Scroll down the "12 Task Letters" file folder to access the draft Form 1135 submission documents.
Review Form 1135 and assign an appropriate On-Call Consultant (refer to the “Reports” tab and open
the “On-Call Contracts — Active” report to determine which On-Call Consultant to select), then download
the 1135 to your desktop, complete the task assignment portion of the 1135 and save a signed copy of
the 1135 as a pdf.

Once the assignment has been determined and Form 1135 has been completed with the assigned
Consultant identified in Form 1135, return to the “12 Task Letters" file folder and rename the first
unnamed file folder, with the provided naming protocol based on the task letter assignment, and move
the 1105 and the executed 1135 into the "Drafts" subfolder. Then click on the "Properties" hyperlink for
the "Drafts" file folder and copy the "Private Folder URL" link to be pasted in the "Task Letter - Draft"
field in the Task Letter - Cost Integrated process instance. Repeat this step for the "Final" file folder to
be pasted in the "Task Letter - Final" field in the process instance.

Return to the process instance and paste the links into the respective fields. Then complete the “on-Call
Information”, "Commitment Details" and "Commitment Custom Fields" sections. In the "Commitment
Custom Fields" section, data should be provided for the following fields: On-Call Request Received, On-
Call Request Approved, Type of On-Call Consultant, Project Status Summary, Document Type, and
Consultant/Contractor Name. Upon completion, click the "Take Action" button.

10.08 DAS Fee Transfer (DAS Admin)

If the On-Call Selection Request is for an Agency Administered Project, DAS Admin will receive an email
from eBuilder as notification to request a funding transfer, via email, of $5,000 from the Client Agency to
cover DAS fees related to the preparation of the task letter package. To take action on the subject
process instance, 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 “DAS Fee Transfer”.

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 T% | Subject T2

U — 010 Bid Release Form

S ls for BI-RCTEST-939

BI-C5-1005 - On-Call

Architect Request
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After opening the process instance, review the “General Instructions” under the “Details” tab and
proceed in making the request for a funding transfer. Upon completion, click the “Take Action” button.

1135 TL - Cost Integrated V2 (TCIV2) - 9

Delete Instance Workflow Override All Fields Vier

Project:

Pracess Document:
Current Workflow Step:
* Subject:

Status:

Details | Comments (0}

Documents {0}

V|| Take Action I Check Spelling Print Copy Delegate Save Cancel

Overall Due Date:

|SuIJ|‘"|it

*BI-CS-1010 - DAS Test Project
TCV2 -9

Show History | Cumrent Actors

DAS Fee Transfer Show Wor

ow Diagram Step Due Date:
*BI-CS-1010 - DAS Test Project (TLVZ2 - 8)

Pending

Attached Processes (1) | Attached Forms (0) || Attached To (0}

Expand All | Collapse Al
General Instructions ~

An On-Call Consultant has been assigned to the subject Agency Administered project. Please request a funding transfer, via email, of $5,000 from the Client Agency
to cover DAS fees related to the preparation of the task letter package by the PM assigned to the project. Upon completion click the "Take Action® button.

10.09 Prepare Task Letter Package (PM)
The PM will receive an email from eBuilder as notification that an On-Call Consultant has been assigned
to the Project and the PM can begin preparing the Task Letter Package for submission.

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 link in the “Instance” column for the subject project under the “My
Processes” section.

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

My Home  Dashboard

Projects

Planning Forms Processes  Documents Ca

c Welcome, PM!
CONNECTICUT
My Processes
ARNNOUNCEM see Project T% |Instance T2 |Subject T4 14
ents “BI-C5-1010- DAS Test | oo = o070 Closeou
Froject — Package
Welcum':‘. Stlate of DAsTest| o 21051070 - DA-Call
COI’II'.IECtICut. ¥35a STR Request (TLVZ2 - 1)

After opening the process instance, read the “General Instructions” and then click on the link in the “Task
Letter — Draft” field, provided under the “On-Call Consultant Request” section, to open the file folder
where you will be uploading your task letter submission package and where you can access the signed
1135 to view the On-Call Assignment.

Task Letter File Folders

Task Letter - Draft:

Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34
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Proceed with scheduling the scope review meeting with the Consultant and Client Agency and begin
preparing the task letter package for submission.

Note: If after the scope review meeting, the estimated Consultant fee to complete the task assignment is
determined to be greater than $300,000, the PM will be required to solicit multiple proposals from a list
of On-Call Consultants, selected by the DPM and/or Chief Architect, in the On-Call Contract series. To
initiate the selection of multiple proposals, scroll to the "Multiple Solicitations Required" section and
answer the related question. Next, select "Void" from the dropdown list next to the "Take Action" button
and click "Take Action."

Multiple Solicitations Required?

* Multiple Solicitations If a Consultant has already been assigned this task and after the scope review meeting it was determined that the total Consultant
Required?: Fee will be greater than or eqn.EI to $£300.000, answer "\"e_s' to solicit multiple vendors, otherwise answer "No",
-- Please select an option -- VI

This will cancel the current task assignment and notify CSS to initiate a new On-Call Assignment/Task
Letter process instance, so that the DPM and Chief Architect can provide a list of On-Call Consultants, in
addition to the original selection, to solicit for the subject task assignment from which the On-Call
Consultant with the lowest responsible bid will be selected to execute the task assignment.

If the task assignment does not require multiple proposals, no further action is required until the task
letter package is complete. Once the task letter package is ready for upload into eBuilder, return to the
process instance and click on the link in the “Task Letter — Draft” field to open the Consultant’s On-Call
Task Letter file folder. Upload the task letter submission package by dragging and dropping the required
documents into the subject Consultant’s On-Call Task Letter file folder.

Note: Include all of the required documents and only the required documents, in the specified file
format, for upload and submission to CSS and/or legal for review.

§2 e-Builder

My Home Projects Forms Processes | Documents Contacts Cost Schedule Reports

c Project Documents »
CONNECTICUT “BI-C5-1010 - DAS Test Project v

Documents ', 12 Task Letters \ 1 - STR-0035_T1 \ Draft [

Folders Cr
B
Pr'OJ ect Menu Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private
- . | 09 Construction = ]| Name =
b Details i o
- ) - Phase[0] Delete | Move | Copy | Download | Check Out | Send | Fill Gut Form | Comg
e Planning i
Forms {10 5C and Closeout
» : |ssues | Phase[17] Eie) 1135_OnCallSel.docx sion 7)
. ] — Download (57.1K3) | R Compare With | Send | Properties | Edic
»i=  Processes £
v | Documents I 11 Contract-

Accass History i Amendment-Legal[0]

3, =) 12 Task Letters[4]
Sent ltems ) [ BI-CS-1010_105.pdif fresion 1)
W Document Log =+ "~ Download [197.1K8) | Redline | Stamp | Compars With | Send | Propertiss

FolaeTPermsaians I 1-STR-0035_T1[3]
BISE551010] Find Deleted ~ [ Draft[3]
_ Documents | Finall0]
= Schedule L o) — BI-CS-1010_STR-0045_1135_T1.pdf [version 1)
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After the required documents have been uploaded, return to eBuilder and click on the “Projects” tab,
then select your project from the “Active Projects” dropdown list.

Projects Forms Processes Documents Contacts Cost  Schedule

L Y X
4 Projects

CT I C U T | Active Projects View ~ | Edit | Add View I_- il Brojects

Reports

Hidden Projects

|

Click “Cost” under the Project Menu, and then click on “Budget Details”.

& e-Builder

W s Cost
My Home Projects

Cost Summary

c Funding Sources

| Budget Details
CONNECTICUT

Project Menu

Click on the “Budget Changes” tab and then click “Add”.

Budget Line Items (18} I Budget Changes [0} I Custom Fields (0) Motes (0]

Documents (0] Forms [O) Proceszes (0]
Show: [Al % |Show Filter Add
Ol#a Description Reason For Change Applies To Status Date Of Change ::;T':::

There are no budget changes.

Provide data input in the required fields and click the “Save and Add All Line Items” button. A prompt will
appear asking: “Are you sure you want to add all budget line items to the change?”. Click “Continue”.

Project Mame: *BI-C5-1070 - DAS Test Project
* Budget Change |DC1 | Status: Draft
Mumber:
#* Reason Code: |Gelect One. o * Date Of Change: 05102004 | B
#* Description; I I

Custom Fields

There are no budget change custom fields

| Save and Add All Line Items | Save and Add Items OneataTime  Cancel
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Input the amount of On-Call Consultant Fee in the “Change Amount” column for the appropriate On-Call
line item (2.130, 8.130, 10.130, or 13.130) and click the “Save” button.

Budget Change Items Recala
Description Budget Line ltem Current Budget Projected Formula Change Amount
Amount Commitments

On-Call (ENV, HAZ) 02130 0,00 0,00 Add 0.00 &
Total CMR Constrection .. | 03.100 0,00 0,00 Add 0.00 4 4
Total DBE Construction P... | 03.200 0,00 0,00 Add 0.00 4 4
Total DAS/CS Contingen... | 04.000 0.00 0,00 Add 0.00 4 4
Total Equipment 03.000 0,00 0,00 Add 0.00 4 ’
Total Telecommunications | 06.000 0,00 0,00 Add 0.00 4 .
Total Studies {Pre-Design... | 07.000 0,00 0,00 Add 0.00 4 :
Total A/E {Design Phase, ... | 08.000 0,00 0,00 Add 0.00 4 .
On-Call (ARC, CIV-SUR-L... 08.130 0,00 500,00 Add 000 &

Then, click the “Make Pending” button.
Budget Change Details
Mail Merge Make Projected Request Approval Approve

Then, return to the process instance and input the date of the scope review. Upon completion, click the
"Take Action" button.

Scope Review

* Date of Scope Review: : /=
|5_|:~n"t hl | | Take Action I

10.10 Support Services Review (CSS)

CSS will receive an email from eBuilder as notification that the Task Letter Package has been submitted
for review.

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 process instance link from the “My Processes” section.

After opening the process instance, click on the link in the “Task Letter — Draft” field to view 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, or in the case of CSCU or the Judicial Branch the value of the task letter or cumulative value of
all task letters is less than $300,000, CSS shall conduct the initial review of said task letter for
completeness, compliance with the project scope and compliance with the subject On-Call Contract.

If there are any proposed revisions to the subject task letter, those changes shall be incorporated using
track changes in the task letter from the subject file folder. After completing its review of the draft task
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letter, CSS will return to the process instance, complete the "Task Letter Value" Section and update the
"Project Status Summary".

If the value of the task letter, or if a supplemental task the cumulative value of all task letters, is greater
than $100,000, or in the case of CSCU or the Judicial Branch the value of the task letter or the cumulative
value of all task letters is greater than or equal to $300,000, CSS shall forward the task letter package to
the ADPM to conduct the initial review of said task letter. Prior to forwarding the task letter package to
the ADPM, CSS shall complete the "Task Letter Value" Section and update the "Project Status Summary".

After the task letter value has been determined and, if applicable, the review completed, CSS will either
select “Revise” from the drop-down list, next to the “Take Action” button, to return the task letter
package to the PM for revision or select “Submit” to forward the task letter package to the ADPM for
review. After taking action, CSS 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.

10.11 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 process instance in eBuilder, or the
PM can access the process instance 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.

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

My Home Dashboard Projects Planning Forms Processes Documents Ca

c Welcome, PM!

CONNECTICUT
My Processes

Announcem Project T4 |instance 14 | subject T4 | step 142
ents *BI-C5-1010-DAS Test |0 o BI-C5-1010 - Closeout | PM Reconciliation
Project e Package Review
E"’e"“m'?' State of *BI-C5-1010-DAS Test [ - BLCS-1010-On-Call | 0o
onnecticut! Project e STR Request (TLW2-1) | o
a-Buildar walrammar tha

After opening the process instance, review the “Comments” tab for additional information regarding
proposed revisions.

I Cetails Comments (0} I Documents (0) Artached Processes [0) Attached Forms (0) Attached To (0)

After reviewing the comments, return to the “Details” tab.

If the task letter package was submitted for SPRB review and the attorney assigned to the project
reviewed the task letter package outside of eBuilder, direction will have been provided under the
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“Comments” tab for the location of the task letter submission package and direction to complete the
proposed changes for resubmission.

If the task letter package was reviewed in eBuilder, scroll down to the “Task Letter File Folders” section,
right click on the link provided in the “Task Letter - Draft” field, and select “Open Link in New Tab” to
open the subject Project On-Call Task Letter file folder.

Task Letter File Folders

Task Letter - Draft: @ Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/daz/dalanding.aspx?05=a30a318000324673ab4550a242 7 5ch34

Folders ‘ ILII_I :: Documents \, 12 Task Letters \ 1 - STR-0035_T1 \ Draft
Expand All | Collapss All | Refrash Al Upload | Properties | Subscriptions | Copy To Cliphoard: Private URL
A ww D Ry )
| - (] ‘ MName =
o039
i Delete | Mowve | Copy | Download | Check Out | Send | Fill Cut Farm | Compare

09 Construction
Phase[0] i ]

10 5C and Closeout

1135_0OnCallSel.docx (version 7)

Download (57.1K8) | Redline | Compare With | Send | Properties | Edit

% () BI-CS-1010_105.pdf (version 7

Download {197.1KE) | Redline | Stamp | Compars With | Send | Properties

Phase[17

| 7l ol 0 BI-C5-1010_STR-0045_1135_T1.pdf (versian 1)

H -5 ) Download (22.0KB) | Redline | Stamp | Compare With | Send | Properties
11 Contract- ) 0 BI-C5-1010_STR-0045_T1_Funds.pdf (version 1)
Amendment-Legal[0] ' Download (25.7K2) | Redline | Stamp | Compare With | S2nd | Properties

;l'i | 12 Task Letters[7] e 0 BI-C5-1010_STR-0045_T1_Proposal.pdf {version 1)

HIg. | ' Download (547.2K8) | Redline | Stamp | Compars With | Send | Properties
= gl |
[ . A W BI-C5-1010_STR-0045 TLT1_DRAFT.doox [version Z)
. STR-0035 T1[8] = Download {458 TKE) | Redline | Compare With | Send | Properties | Edit
7] Draft[6]

Find the revised draft task letter and click the “Edit” link to check out the draft task letter and open it in
Word to review the proposed edits.

=[] 12 Tazk Letters[7] 20 BI-CS-1010_STR-0045_T1_Proposal.pdf jversion 1)
bt Download (547 2KB) | Redline | Stamp | Compare With | Send | Properties
= gl |
I R - | BI-CS-1010_STR-0045_TLT1_DRAFT.docx (verzion 2)
STR-0035_T1[6] 1L Download (468.7KB) | Redline | Compare With | Send | Properties]| Edi
| Draft[6]

After opening the task letter, click the “Enable Editing” button and click “No” when the prompt appears.

Home Insert Design Layout MNew Tab References Mailings Review View Developer Help ACROBAT | = ‘;'Egviewing =
Bsave <) @) = Open =

PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

|---|---'_‘---l---1---|---Z---|---3---|---4---|---5--- B e e

=

/

5/13/2024
On-Call Task Assignment for Design Services
Contract No.: 0C-DCS-STR-0045
Task No. T1
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0 The author would like you to open this as read-only, unless you need to make changes, Open as read-only?

Review the proposed revisions, determine if they are acceptable and, if applicable, provide additional
revisions (with Track Changes enabled) and/or a response to any comments in the subject task letter.
After completing the review and incorporating any revisions, save and close the document.

Next, return to the “Documents” tab and find the revised draft task letter, click the “Check In” link below
the draft task letter to save your revisions and click “OK” when prompted. If any additional
documentation is required to complete the task letter package submission, upload it now by following
the steps provided in Section 10.06 above.

12 Task Letters[7] T BI-C5-1010_STR-0045_T1_Proposal.pdf (version 1)

Download (547.2KB) | Redline | Stamp | Comparz With | S2nd | Proparties

,w- O BI-CS-1010_STR-0045_TLT1_DRAFT.doox (version 2) Checked cut by PM Russzll

T R-C:IJS-T-I [C_ — Download (468 TKB) | Redline | Compare With | Send | Properties | Edit

Draft[6]

After all revisions have been incorporated, either within or outside of eBuilder, return to the “Details”

tab for the process instance and click “Take Action” to resubmit the task letter package. A prompt will

appear after clicking “Take Action” to allow you to comment on the revised submission. Click “Submit”
after adding the comment.

Task Letter File Folder

Task Letter - Draft: @ Paste link to the subject task letter assignment "Draft” file folder.

| https://gov.e-builder.net/da2/dalanding.aspx7Q5=a30a315000324673ab4550

Submit hd |I Take Action I

10.12 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 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 process
instance link from the “My Processes” section.

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

My Home Dashboard Projects Planning Forms Processes  Documents Ca

c Welcome, ADPM!

CONNECTICUT
My Processes

ANNOUNCEM o Project 14 | Instance 1% | subject 14 |step 14

ents *BI-C5-1010-DASTest | oo - EI-CS-1010-On-Gall |, oo
Project ¥35E -3 STR Request (TLYZ - 1) ADPM Review

After opening the process instance, select the “Comments” tab to review comments from previous

Actors regarding the task letter submission and to get direction on the type of task letter review that is
to be conducted.
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Cetails | Comments (0} Documents {0} Artached Processes (0]  Attached Forms [0) | Attached To (0)

Then, return to the “Details” tab and right click on the link provided in the “Task Letter - Draft” field, and
select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.

Task Letter File Folders
Task Letter - Draft: @

Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34

Forms Processes Documents Calendar Contacty

Projects

Planning

Project Documents [ai-cs-1010- pas Test Froject -
Folders | ',_'I_l :: Documents \, 12 Task Letters \, 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
,_. L U L g g . O [ Name-
Al ]
i Deletz | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
09 Construction _
Phasel0] &) o 1135_OnCallSel.docx |

i Deownload (57.1KE) | Redline | Compare With | Send | Properties | Edit
o1

5 BI-CS-1010_1105.pdf (versicn 1)
10 5C and Closeout '

Download (197.1KB) | Redline | Stamp | Compare With | Send | Properties

Phase[17]

,. -
11 Contract-
Amendment-Legal[{]

-7 12 Task Letters[7]
=N

1 - 5TR-0035_T1[6]

b i) BI-C5-1010_STR-0045_1135_T1.pdf [version 1)
. Download (82.0KE) | Redline | Stamp | Compares With | Send | Properties
%0 BI-CS5-1010_STR-0045_T1_Funds.pdf |version 1)

Download (25.7KE) | Redline | Stamp | Compars W

| S2nd | Properties

S [ BI-C5-1010_STR-0045 T1_Proposal.paf (

Download (347-2KE) | Redline | Stamp | Compal

BI-CS-1010_STR-0045_TLT1_DRAFT.docx {version 2)

on 1)

h | Send | Properties

Download (468 7KB) | Redline | Compare With | Send | Properties | Edit

L Draft[6]

Click on the link to any of the documents within the task letter folder to view those documents. To open
the draft task letter for review and editing, click the “Edit” link under the draft task letter.

=[] 12 Task Letters[7] %0 BI-C5-1010_STR-0045_T1_Proposal.pdf {versicn 1)

Download (547 2KE) | Redline | Stamp | Compare With | Send | Properties

A [

BI-C5-1010 STR-0045% TLT1_DRAFT.4 [wersion 2)
1- STR-0035_T1[6] Cif) = Sl DER frerio £

Download (468 7KB) | Redline | Compare With | Send | T'r:\:ner.les

] Draft[6]

The task letter will open in Word. After opening the document, click the “Enable Editing” button and click
“No” when the prompt appears.

Home Insert Design Layout MNew Tab References Mailings Review View Developer Help ACROBAT | =
[1':;_"‘1 Save ©) —' ) [ Open =
PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
|---|---E---|---1---|---Z---|---3---|---4---|---5------6-|_‘-|---|---
5/13/2024

On-Call Task Assignment for Design Services
Contract No.: OC-DCS-STR-0045
Task No. T1
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e The author would like you to open this as read-only, unless you need to make changes, Qpen as read-only?

Yes Cancel

Review the task letter for completeness, compliance with the project scope and compliance with the
subject On-Call Contract. If the task letter requires any revision, input those revisions using “Track
Changes”. Upon completion of your review, click “Save” to save the document.

Return to the “Documents” tab and find the draft task letter again. Note that the draft task letter has
been “Checked out by... (you)”. To complete the process of saving and/or accepting any proposed
changes to the revised draft task letter, click the “Check In” link, then click “OK” when the following
prompt appears: “A new version of the following file was created during this check in.”

12 Task Letters[7] - [ BI-CS5-1010_STR-0045_T1_Proposal.pdf [varsicn 1)
" Download (547 2KEB) | Redline | Stamp | Compars With | Send | Properties
—_ - . BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version 2)] Checked out by P Russell
1-5 R-':J;S_T'I [C' w'_ Download (488 7KB) | Redline | Compare With | Send | -"::el--_ es | Edit E’e:-c n I I

Drraft[6]

Upon completion of the check in, return to the “Details” tab.
Cetails | Comments (0} Documents {0} Artached Processes (0)  Attached Forms (0) | Attached To (D)

Scroll down the bottom of the page and either select "Revise" from the dropdown list next to the "Take
Action" button, if there are proposed revisions to the task letter, or if there are no revisions and/or the
proposed revisions have been accepted, select “Submit” from the dropdown list and click the “Take
Action” button. After clicking “Take Action”, a prompt will appear to provide a comment, which should
be used to provide a brief summary of the proposed changes and/or to provide direction to the next
Actor in the process.

Task Letter File Folder

Task Letter - Draft:@ Paste li
[nttosy

o the subject task letter assignment "Draft” file folder.

v.e-builder.ret/daZ/dalanding.aspx?Q5=230a315000324673ab4550

|S.|:n"t hd || Take Action |

10.13 Legal Assignment/SPRB Review or Legal Director Review (Legal Director)

If the cumulative value of all task letters is less than $100,000 (or if CSCU or JD less than $300,000):

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 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 process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actinn
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Forms Processes Documents Contacts

Projects

Welcome, Craig!

C

CONNECTICUT
My Processes
Announcem SLE T8 nstance 7% |Subiect 1% | step 14
ents T e BI-CS-1010 - On- e
_E_ '_E__."1” DAS |izss-3 Call 5TR Reguest Agency Legal
est Project e Director
Welcome, State of (TLv2Z - 1)

After opening the process instance, select the “Comments” tab to review comments from previous
Actors regarding the task letter submission.

Cetails | Comments (0} Documents {0} Artached Processes (0)  Attached Forms (0) | Attached To (D)

Then, return to the “Details” tab and right click on the link provided in the “Task Letter - Final” field, and

select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.

Task Letter File Folder

Tack Letter - Final: @ Paste

ink to the subject task letter assignment “Final” file folder.

hittpsy/gov.e-builder.net/daz///dalanding.aspx? Q5=330a3 1800032467 3ab4550a24275ch34

Plan

Projects

Forms

Processes Documents Calendar Contacty

PI‘OjeCt Documents |[+sics-1010- Das Test Project -

Documents \ 12 Task Letters, 1 - STR-0035_T1 \ Draft

Folders |I‘—I|_| ::

Expand All | Collapse All | Refresh Al
£ s g Y .
OR |

| 09 Construction

| Phase[0]

o]
10 5C and Closeout
Phase[17]

ONi|
11 Contract-
Amendment-Legal[{]

7] 12 Task Letters[7]
;J'I ]
1- STR-0035_T1[6]
1 Draft[6]

Upload | Properties | Subscriptions | Copy To Clipboard: Private URL

[ | Name =
Deletz | Move | Copy | Download | Check Out | Send | Fill Qut Form | Compare
o) O 1135_0nC_aIISe_I.docxl n 7) - o

Download (57.1K8) | Redline | Compare With | Send | Properties | Edit

2 0 BI-CS-1010_1105.pdf (version 1)

) Download (197.1KB) | Redline | Stamp | Compare With | Send | Properties
o0 BI-C5-1010_STR-0045_1135_T1.pdf [version 1)

. Download (82.0K8) | Redline | Stamp | Cormpares With | Send | Properties
0 BI-CS-1010_STR-0045_T1_Funds.pdf |version 1)

) Download (35.7KB) | Redline | Stamp | Compare With | Send | Properties
a0 BI-C5-1010_STR-0045_T1_Proposal.pdf (versicn 1)

. Download (547_2KB) | Redline | Stamp | Compars With | Send | Properties
) 5 BI-C5-1010_STR-0045_TLT1_DRAFT.docx (version 2)

Download (468 7KE) | Redline | Compare With | Send | Properties | Edit

Click on the link to any of the documents within the task letter folder to view those documents. To check
out the final version of the draft task letter and open it in Word for review and editing, click the “Edit”

link under the draft task letter.

=[] 12 Task Letters[7] TN
a3

1- 5TR-0035_T1[6]
| Draft[6]

=0

BI-CS-1010_STR-0045_T1_Proposal.pdf [version 1)

Download {547 2KB) | Redline | Stamp | Compars With | Send | Properties

BI-C5-1010_STR-0045 TLT1_DRAFT.docH [version Z)
Cownload (468.7KB) | Redline | Compare \With | Send | Properties
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After opening the document, click the “Enable Editing” button and click “No” when the prompt appears.

Home Insert Design Layout New Tab References Mailings Review View Developer Help ACROBAT | &3 |

[IJ__»—E“‘ Save Open =
PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
|---|---E---|---1---|---Z---|---3---|---4---|---5------6-|_‘-|---|---
5/13/2024

On-Call Task Assignment for Design Services
Contract No.: 0C-DCS-STR-0045
Task No. T1

e The author would like you to open this as read-only, unless you need to make changes, Qpen as read-only?

Yes Cancel

Review the task letter for completeness, compliance with the project scope and compliance with the
subject On-Call Contract. If the task letter requires any revision, input those revisions using “Track
Changes”. Upon completion of your review, click “Save” to save the document.

Return to the “Documents” tab and find the draft task letter again. Note that the draft task letter has
been “Checked out by... (you)”. To complete the process of saving and/or accepting any proposed
changes to the revised draft task letter, click the “Check In” link, then click “OK” when the following
prompt appears: “A new version of the following file was created during this check in.”

12 Task Letters[7] % () BI-C5-1010_STR-0045 T1_Proposal.pdf {

Download (547 2K5) | Redline | Stamp | Compars

th | Send | Properties

@ BI-C5-1010_STR-0045 TLT1 DRAFT.docx (version 2| checked out by Pr Russeil |

= R-':J;S_T'I [C' Download (468.7KB) | Redling | Compares With | Send | Properties | Edit E’e:k n I

Drraft[6]

Upon completion of the check in, return to the “Details” tab in the process instance.

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

Scroll down the bottom of the page and either select "Revise" from the dropdown list next to the "Take
Action" button, if there are additional revisions that need to be incorporated into the subject task letter,
or if there are no revisions and/or the proposed revisions have been accepted, select “Submit” from the
dropdown list and click the “Take Action” button. After clicking “Take Action”, a prompt will appear to
provide a comment, which should be used to provide a brief summary of the proposed changes and/or
to provide direction to the next Actor in the process.

Task Letter File Folder

Task Letter - Draft: @ Paste li
[nttps:/

¢ to the subject task letter assignment "Draft” file folder.

Submit hd || Take Action I

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 94 of 341

If the cumulative value of all task letters is greater than or equal to $100,000 (or if CSCU or JD greater
than or equal to $300,000):

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 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 process instance link from the “My Processes” section.

After opening the process instance, scroll down to the “Legal Assignment” section and answer the “Make
Legal Assignment?” question by selecting “Yes” from the dropdown list. Next, Select the Attorney and
Paralegal that you want to assign to the project from the subject field dropdown list (this step does not
complete the assignment, but rather makes it so the assigned Attorney and Paralegal are visible contacts
throughout the remainder of the process). After answering the questions, scroll down to the bottom of
the page and click the “Take Action” button.

Legal Assignment

* Make Legal -- Please select an option -- g
Assignment?
* OLAPP Attorneys Please select... d
* oLapp Paralegals Please select... ol

Gt il Take Action Check Spelling Print

After the “Take Action” button has been clicked, a prompt will be displayed where you can add a
comment and formally select an Attorney and Paralegal to assign to the task letter review. To assign a
Paralegal and Attorney, select said Attorney and Paralegal from the “Add actors to the next step” column
and then click on the “>” to move the Attorney and Paralegal from the “Available Users” to the “Selected
Users” column. After adding a comment and selecting the Attorney and Paralegal, click “Submit”.

Add Commant

Add actors to the next step

10.14 OLAPP Review (OLAPP - Attorneys & Paralegals)

The OLAPP Attorney and paralegal 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.

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 process instance link from the “My Processes” section.

Process instance is in your court. To view details or take actinn
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My Home Projects Forms Processes Documents Conta

c Welcome, Craig!

CONNECTICUT
My Processes
Announcem ... UL T2  Instance T4 | Subject =
ents BICE010-DAS BI-C5-1070 - On-
_==I-?-r-":-~; = 135a-3 Call 5TR Reguest
Welcome, State of sstrragec Tz - 1)

After opening the process instance, select the “Comments” tab to review comments from previous
Actors regarding the task letter submission.

Cetails | Comments (0} Documents {0} Artached Processes (0)  Attached Forms (0) | Attached To (D)

Then, return to the “Details” tab and right click on the link provided in the “Task Letter - Draft” field, and
select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.

Task Letter File Folders

Task Letter - Draft: @ Paste link to the subject task letter assignment "Draft” file folder.
hittpsy//gov.e-builder.net/da2/dalanding.aspx?Q5=330a318000324673ab4550a242 7 5ch34

Projects Planning Forms Processes | Documents Calendar Contacty

ProJect Documents |+i-cs-1010- Das Test Project -
Folders | ',_'I_‘ :: Documents \, 12 Task Letters \, 1 - STR-0035_T1 \ Draft
Expand All | Collzpss All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
e gy R EI|NameA
il
i . Delete | Move | Copy | Download | Check Cut | Send | Fill Cut Form | Compare
08 Construction o
Phase[0] o) O 1135_OnCallSel.docx (version 7)
i — Download (57-1K8) | Redline | Compare With | Send | Properties | Edit
i |
I N =0 BI-C5-1010_1105.pdf (version 1)
05C and Closeout . Download (197.1KB) | Redline | Stamp | Compare With | Send | Properties
Phase[17]
i 0 BI-CS-1010_STR-0045_1135_T1.pdf [ve
) -Ea ) Download (32.0K8) | Redline | Stamp | Compare Send | Properties
11 Contract- B0 BI-CS-1010_STR-0045_T1_Funds.pdf [version 1)
Amendment-Legal[0] . Download (85.7KB) | Redline | Stamp | Compare With | Send | Propertiss
._|-I ] 12 Task Letters[T] TN BI-CS-1010_STR-0045_T1_Proposal.pdf (v=rsion 1)
i = | Download (347-2KB) | Redline | Stamp | Compare With | Send | Properties
=+
[ - I BI-C5-1010_STR-0045_TLT1_DRAFT.docx (version Z)
. - STR-0035_T1[6] 0 Download (468.7KB) | Redline | Compare With | Send | Properties | Edit
1 Draft[6]

Click on the link to any of the documents within the task letter folder to view those documents. Click on
the “Check Box” next to the link and click the “Download” link to download any of the subject
documents for review and editing, or to review and edit a Word document in eBuilder (i.e. task letter),
you can check out the subject document by clicking the “Edit” link under said document.

=[] 12 Task Letters[7] ke Y 0 BI-CS-1010_STR-0045_T1_Proposal.pdf {versicn 1)
Lot Download (547 _2KE) | Redline | Stamp | Compare With | Send | Properties
= i |
: BI-CS-1010_STR-0045_TLT1_DRAFT.docx (verzion 2}
1- STR-0035_T1[6] Ui - e version 2

Download {468 7KB) | Redline | Compare With | Send | Properties
| Draft[6]
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Then, after opening the document, click “Enable Editing” and then click “No” when the prompt appears.

Home Insert Design Layout New Tab References Mailings Review View Developer Help ACROBAT | &3 |

[IJ__»—E“‘ Save Open =
PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
|---|---E---|---1---|---Z---|---3---|---4---|---5------6-|_‘-|---|---
5/13/2024

On-Call Task Assignment for Design Services
Contract No.: 0C-DCS-STR-0045
Task No. T1

e The author would like you to open this as read-only, unless you need to make changes, Qpen as read-only?

Yes Cancel

Review the task letter for completeness, compliance with the project scope and compliance with the
subject On-Call Contract. If the task letter requires any revision, input those revisions using “Track
Changes”. Upon completion of your review, save and close the document.

If the task letter was reviewed and revised in eBuilder, return to the “Documents” tab and find the draft
task letter that has been “Checked out by... (you)”. Next, click the “Check In” link, then click “OK” when
the following prompt appears: “A new version of the following file was created during this check in” to
complete the process of saving and/or accepting any proposed changes to the revised draft task letter.

12 Task Letters[7] % [ BI-C5-1010 STR-0045_T1_Proposal.pdf (version 1)

Download (547.2KB) | Redline | Stamp | Compars Wit

| Send | Proparties

BI-CS-1010_STR-0045_TIT1_DRAFT.doox (version 2)| Checked out by PM Russell |

Properties | Edit E’ehk n I

1 - STR-0035_T1[8] 90

Download (488 7KB) | Redline | Compare With | Send |
Draft[6]

After the task letter review has been completed (either within or outside of eBuilder), return to the

“Details” tab in the process instance.

Comments (0} Decumsnts {0} Artached Processes (0) = Attached Forms (0) | Attached To (D)

Then, scroll down the bottom of the page and either select "Revise" from the dropdown list next to the
"Take Action" button, if there are revisions that need to be incorporated into the subject task letter that
require input by the PM, or if there are no revisions and/or the proposed revisions have been accepted,
select “Submit” from the dropdown list and click the “Take Action” button to forward the task letter
package to the assigned Paralegal for submission to SPRB.

Task Letter File Folder

Task Letter - Draft: @ Paste link to the subject task letter assignment "Draft” file folder.
|rtt:s .e-builder.net/daZ/dalanding.aspx?Q5=230a315000324673ab4350

|S.|:n"t hd || Take Action I

If “Revise” was selected, a prompt will appear to provide a comment with direction to complete the task
letter submission package. If the task letter package was reviewed and edited outside of eBuilder, also
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include the location of the task letter file folder that the PM will need to access to make the proposed
changes for resubmission. After adding your comment, click “Revise”.

* Add Comment

[ private

Check Spelling Cancel

10.15 SPRB Review (OLAPP - Paralegals)

The OLAPP Paralegal 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.

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 process instance link from the “My Processes” section.

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

My Home Projects Forms Processes  Documents Conta

c Welcome, Craig!

CONNECTICUT
My Processes

Project 2 | Instance T2 | Subject T2
Announcem ... i T2 ¢ | subi :
ents SRI-CS1010 - DAS BI-C5-1010 - On-
—E;II_:EI..-;LI DS hass-= Call STR Request
Welcome, State of B TLvzZ - 1)

Scroll down to the “Task Letter File Folders” and right click on the link provided in the “Task Letter -
Draft” field. Select “Open Link in New Tab” to open the subject Project On-Call Task Letter file folder.
Click on the link to any of the task letter files to open said files for viewing. Click the checkbox, next to
“Name”(see below), to select all documents in the submission package for download to your computer
for submission to SPRB. After all of the documents have been selected, click the “Download” link.

Task Letter File Folders

Task Letter - Draft: Paste link to the subject task letter assignment "Draft” file folder.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34
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Projects Planning Forms Processes Documents Calendar

Project Documents [=ics-1010- pas Test project -
Folders '|_- | Documents ', 12 Task Letters \, 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL

-

L g )

- I rINameA

o8
i Deletz | Move Cop;—-l Download I Check Out | Send | Fill Qut Form | Compare

09 Construction
Phase[Q] ® o

1135_OnCallSel.docx

Download (57.1KB) | Re: Compare With | Send | Properties | Edit

BI-CS-1010_1105.pdf |
20 -

n 1)
10 5C and Closeout

Download (197.1KB) | Redline | Stamp | Compare With | Send | Properties
Phase[17]
i il BI-C5-1010_STR-0045_1135_T1.pdf [version 1)
o " Download (32.0K8) | Redline | Stamp | Compars W 5 Properties
11 Contract- a0 BI-CS-1010_STR-0045_T1_Funds.pdf jversion 1)
| Amendment-Legal[0] Download (25.7K8) | Redline | Stamp | Compars Wi Properties
2 12 Task Letters[7] TN BI-CS-1010_STR-0045_T1_Proposal.pdf
" Download (547.2KB) | Redline | Stamp | Compare With | Send | Properties
3
| BI-C5-1010_STR-0045_TLT1_DRAFT.docx [fersion 2)
1- STR-0025 T1[5] e DI e e gfrsion2

Download (468 7KE) | Redline | Compare With | Send | Properties | Edit

Draft[6]

Save the compressed file folder to your computer and prepare the task letter package for SPRB review.
After the task letter package has been prepared and submitted, return to the process instance and scroll
down to the “SPRB Review” section to provide the “SPRB File Number” and the date “Sent to SPRB".

SPRB Review

% SPRB File Number: | || |

|--=easese ect an action --V| I I

You are now ready to take action. Proceed to the bottom of the page and select “Revise”, from the
dropdown list next to the "Take Action" button, if there are any documents missing from the task letter
submission package that are required for SPRB review. Select “Submit” from the dropdown list if the task
letter package is complete and is ready for SPRB review. After making the selection, click the “Take
Action” button. Note that the subject task letter package will not be submitted to SPRB through eBuilder.
The TL Package should be submitted to SPRB through traditional means for their review.

Task Letter File Folder

Task Letter - Draft: @ o the subject task letter assignment "Draft” file folder.

px?05=2330a315000324673ab435(

.e-builder.net/da2/dalanding.as

[submit ~ || Take Action I

If “Revise” was selected, a prompt will appear to provide a comment, which should be used to provide
direction on what will be required to complete the submission package for SPRB review. After adding
your comment, click “Revise” to return the task letter package to the PM for additional information.

* Add Comment

[ private

Check Spelling Cancel
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10.16 Process Task Letter through DocuSign (CSS)

CSS 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.

If the task letter submission package was submitted to SPRB for review and approval, CSS will scroll down
to the bottom of the page and click the “Take Action” button. If the task letter submission package did
not require SPRB approval, CSS 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, click the “Take Action” button.

10.17 Task Letter Executed (CSS)

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

CSS will access the process instance, 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 provide data input in the “Commitment Custom Fields” section,
including Date of Final Approval, Date TL Signed by Consultant, Date Contract Executed, SPRB File No. (if
applicable), Date Sent to SPRB (if applicable), and Date Approved by SPRB (if applicable). Select “Submit”
to complete the task letter process.
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Section 11: Contract and Amendment Process

THIS PROCESS IS CURRENTLY UNDER DEVELOPMENT

11.01 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”.

11.02 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.

11.03 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.

If the Contract Type selected was On-Call Contract, proceed to Section 11A — On-Call Contract Approval.

If the Contract Type selected was DBB, proceed to Section 11B — Design Bid Build Contract Approval.

If the Contract Type selected was CMR, proceed to Section 11C — Construction Manager at Risk Contract
Approval.

If the Contract Type selected was Formal, proceed to Section 11D — Formal Contract Approval.
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Section 11A: On-Call Contract Approval

11A.01 On-Call Contract Series Initiation (OLAPP Procurement)
Review the “General Instructions” and complete the “On-Call Contract Series” section.

Details | Documents (0] | Attached Processes (0) Attached Forms {0}

Expand All | Collapse Al
General Instructions

In the "Subject” line above, input "On-Call {Contract Type) Series,” i.e. On-Call Architect Series. Then, complete the "On-Call Contract Series” section below and upload a copy of each of
the required documents to the "Documents” tab. Upon completion, click the "Submit” button.

On-Call Contract Series

Provide data input for the "On-Call Contract Series™ section below. Upan completion of data input and after uploading the required documents to the "Supporting Documents” subfolder
in the subject On-Call Series file folder, scroll down to the bottom of the page and click the “Take Action™ button.

* Series Mumber. @ 0C-DCS- |
* Description: On-Ca |
Award Date: =
Award Amount: :l
On-Call Contract Checkdist: Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the respective "Supporting

Cocuments” subfolder within the subject On-Call Contract Series file folder.
[Cweb Advertisement

O on-call Long List & Contact Information

(Jon-call Selection Calculations (signed]

CJon-Call Selection Approval Memo (signed)

[ Conditional Selection Letter

)85 Reports

Upon completion, click on the “Documents” tab and upload a copy of each of the checklist items to the
“Documents” tab. This can be done by dragging and dropping the subject documents into the space
provided and clicking the “Select” button when prompted to upload the documents to the default file

folder, or...

Cetails Documents (0} Artached Processes (D) Attached Forms (0]

] Show Thumbnails | Attach

| O | File Name Attached By

—

* Drag and drop files here to upload, or browse,

L _____________ . ______.

Attach

Print Check Spelling Submit Save Draft Cancel

Select Destination Folder

Documents / 929 On-Call Contract [Default]

. Documents

> . 01 On-Call Contract Creation -
Select

’ . 09 On-Call Contract
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...by clicking the “browse” link, selecting “Upload from your Computer”, clicking the “Select” button, then

clicking the “Browse” link, and then doing a search for the applicable files on your computer to select for
upload to the default file folder.

.............................................................................................................................................................................

X Drag and drop files here to upload, of b

Select Destination Folder

g Cocuments / 99 On-Call Contract [Default]

3d from your Computer B9 cocuments

* B 01 on-Call Contract Creation

4 . 99 On-Call Contract Select

Drag your files or[Browse

After all of the documents have been uploaded, click the “Submit” button.

Print Check Spelling Save Draft Cancel

Note: If legal requires additional documentation and/or information regarding the subject On-Call
Contract Series submission, legal will return the submission to OLAPP Procurement. OLAPP Procurement

will receive notification of the return, via email from eBuilder, that additional documentation and/or
information is required.

If legal needs additional information or documentation, and you receive and email notification from
eBuilder, you can access the process instance by either clicking on the link provided in the email or log
into eBuilder, select the “My Home” tab and click on the subject process instance link from the “My
Processes” section.

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

Projects Forms Processes Documents Contacts

Welcome, Craig! A

My Processes

Project T2 |Instance T2 | Subject T% | step 14
*Master On-Cal PP — On-Call Architect Prepare Contract
reEE S e Series Pa:
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Click on the “Comments” tab to see what additional information or documentation is required. If
additional documentation is required, return to the “Details” tab, right click on the link in the "On-Call
Series File Folder" field and select “Open link in new tab” to access the On-Call Contract Series file folder.

Comments (0} Documents (0) Artached Processes () Attached Forms (0) Attached To (0)

On-Call Contract Series

Series Number @ |DC-DCS-TE5T

Description: @ On-Call TEST
Award Date: B 10162022 | EF
Award Amount: @

h of the respective documents to the respective "Supporting

se check all that apply, and upload signed {if applicable) copies of
uments” subfolder within the subject On-Call Contract Series file
ertisement

On-Call Conftract Checkdist:

Then, open the subject On-Call Series file folder and upload the respective supporting documents to the
“Supporting Documents” subfolder.

%]
51
£
e
m
=i
[r]
]
-2
o
—
]
L
un
w
o
I

7
N
«
L

* On-Call Series File Folder: ov.e-builder.net/daZ/dalanding.aspx? Q5= 1766aa365

=[] OC-DCS-(Series Number) [0]
Drafts[(]
OC-DCS-(Senes No) Ad_Selection[0]

(Consultant Name1)[0]

nsultant Mame2)[(]

s OC-DCS- nsultant Name3)[0]
QC-DC5-..-o [Consultant Name4)[0]
QC-DC5-...-.... (Consultant Name3)[0]
SPRE[0]

g IS..ppcrti"g jocu"ne"ts:l]l

Upon completion, return to the “Details” tab in the subject On-Call Series process instance, scroll down
to the bottom of the page and press the "Take Action" button.

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

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 the “Return” button.

Add Comment

[ private

Check Spelling Cancel
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11A.02 On-Call Contract Series Initiation (CSS)

CSS 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 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 process instance link from the “My Processes” section.

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

My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 | Instance T4 | Subject T4 |step T4
#Master On-Cal - On-Call Architect Prepare Contract
estEriE - Series Package for SPRE

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

Open a duplicate eBuilder tab, click on the “Documents” tab once opened, and select "*Master On-Call"
from the "Active Projects" dropdown list.

£ e-Builder Q O 0

My Home Projects Forms Processes Documents Contacts Cost Schedule Reports e

c Documents

CON N ECT'CUT |AI Projects w |E:'t Add View I-‘_ Projects - I

Click on the “+” next to the “01 On-Call Contract Creation” file folder to open the file folder and click on
the file folder link entitled “OC-DCS-(Series Number)”. After clicking on the file folder link, click the
“Properties” link and rename the file folder for the new On-Call Contract Series, and click the “Save”

button.
Folders 'L'I_l‘ " Documents \ 01 On-Call Contract Creation \ OC-DCS-(Series Number)
Expand All | Collapse All | Refrash Al Upload I Properties II Create Folder | Subscriptions | Copy To Clipboard: Privats URL
-3 Documents[3919] [[]| Name = Date Uploaded
= 01 On-Call Contract Creation[0] | I |
; PC-DCS-(Series Numben)[0]
General History = Permissions = Subscribers | Recycle Bin
General Properties
* Name: |oc-DEs-(Series Number) |
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Then, open the On-Call Series subfolders and rename each of those file folders accordingly. Next, move
all of the documents that were uploaded to the "01 On-Call Contract Creation” folder to the newly
named On-Call Series subfolders. Upon completion, click on the newly named On-Call Series file folder,
click on the “Properties” link again, and move the file folder into the “99 On-Call Contract” file folder.

=[] Documents[3920]
= 01 On-Call Cantract Creation[d]
. S{[TOC-DCS-(Series Numben[0] I
Drafts[0]
b OC-DCS-(Series No.) Ad_Selection[0] X Dragandc
H-[] OC-DCS-...-.... (Consultant Name1)[0]
QC-DC5-..-o (Consultant Name2)[0]
3 QC-DC5-..-.... (Consultant Mame3)[(]
Fl OC-DCs- onsultant Named)[0]
H OC-DCS-..-.... (Consultant Name5)[0]
SPRE[0]
b Supporting Documents[0]

| =i SU On-Ca Lc"t'act[ssdm

After completing the move, click on the newly named On-Call Series file folder, then click on the
“Properties” link, and copy the "Private URL File" link that is displayed.

Private Folder URL: | httpsy/fgov.e-builder.net/dad/dalanding.aspx?Q5=1766aa3652dd4e798cd15553b74b4 30e |

Return to the “Details” tab in the subject On-Call Series process instance and paste the link in the "On-
Call Contract Series File Folder" field.

* On-Call Series File Folder: |! h

Then, complete the “On-Call Contract Data” section for each of the selected Vendors by filling out the
respective fields highlighted in the section instructions and clicking the “Add” button. Repeat this
process for each Vendor. Upon completion, click the “Take Action” button.

Add New Item for On-Call Contract Data

vendor | |8 lgokuo |
On-Call Contract No. B I 1
Actual Fee B
SPRE File No. @

Date Sent to SPRE @ | | =

| 5end to Legal v | I!ake Action I
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 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 process instance link from the “My Processes” section.

Process instance is in your court. To view details or take action,
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Forms Processes Documents  Contacts Cost  Schedule

Welcome, Craig! Al pr

My Processes

Project T2 | Instance T4 | Subject 1% | Step 13
Master On-Cal - - IOn-Call Architect Prepare Contract
TEmE e - Ceries Pacxage for SPRE

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

On-Call Contract Series

Provide data input for the "On-Call Contract Series™ section below. Upon completion of data input and after uploading the reguired documents to the "Supporting Documents™ subfolder
in the subject On-Call Series file folder, scroll down to the bottom of the page and click the “Take Action™ button.

* Series Number @ |DC-DCS- |
* Dascription: B |Dr-Ca |
Award Date: =
Award Amount: l:l
On-Call Contract Checklist: Please check all that apply, and upload signed {if applicable) copies of each of the respective documents to the respective "Supporting

Documents” subfolder within the subject On-Call Contract Series file folder,
_IWeb Advertisement

Oon-call Long List & Contact Information
[JJon-call Selection Calculations (signed)

Don-call selection Approval Memao (signed)
Oconditional Selection Letter
DQBS Reports

Right click on the link in the "On-Call Series File Folder" field and select “Open link in new tab” to access
the On-Call Contract Series file folder.

* On-Call Series File Folder: |r-tt:s:_-'_-';c:v.e-bJ' der.net/daz /dalanding.aspx?Q5=17663a365 200427980 155530740430 |

Open the subject On-Call Series file folder and click on the "Supporting Documents" subfolder, and the
applicable sub-subfolders to view the "On-Call Contract Checklist" documents.

;_I'I | OC-DC5-(5eries Number)[0]

| -3 Draftsl0]
JI | OC-DCS-...-.... ([Consultant Name1)[0]
._II | OC-DCS-...-.... [Consultant Name2)[0]
TJI | OC-DC5-...-.... (Consultant Mame3)[0]
..II | OC-DCS-...-.... (Consultant Named)[T]
TJI | OC-DC5-...-.... [Consultant Name3)[0]
i~ SPRE[0]

=[] Supporting Documents[0]
] Ad-5Selection-Approval-Recommendation[0]
‘[ Cost-Technical Proposal[0]
~[1 QBsIo]
L& RFP & Addendums(0]
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Upon completion of your review, return to the “Details” tab for the process instance, 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.

Add Commant

Private

Add actors to the next step

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

The Attorney and 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 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 process instance link from the “My Processes” section.

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

My Home Projects Forms Processes Documents Contacts Cost Schedule

Welcome, Craig!

My Processes

Project T4 |Instance 1% |Subject T4 | step 14
#Mlaster On-Cal P Pn-Call Architect Prepare Contract
SRS e beries Packege for SERE

Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

On-Call Contract Series ~

Provide data input for the "On-Call Contract Series™ section below. Upen completion of data input and after uploading the required documents to the "Supporting Documents™ subfolder
in the subject On-Call Series file folder, scroll down to the bottom of the page and click the “Take Action™ button.

* Series Numper B [oc-bcs- |
* Description: @ [onca |
Award Date: @ =

Award Amount: @ I:l

On-Call Contract Checkdist: se check all that
ments” subfold

nd upload signed (if applicabl
within the subject On-Call Contract Se

f each of the respective documents to the respective “Supporting

g tact Information
all Selection Calculations (signed)

D on-call selection Approval Memao (signed)
O cenditional Selection Letter

[)QBs Reports
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Right click on the link in the "On-Call Series File Folder" field and select “Open link in new tab” to access
the On-Call Contract Series file folder.

* On-Call Series File Folder: Irtt;;;_.-'

After opening the subject On-Call Series file folder, click on the "Supporting Documents" subfolder, and
then click on the applicable sub-subfolders to view the "On-Call Contract Checklist" documents.

= OC-DC5-[Series Mumber)[0]

Drrafts[0]
J QC-DCS-...-.... (Consultant Name1)[0]
4 OC-DCS-...-.... (Consultant Name2)[0]
= OC-DCs-, onsultant Name3)[0]
4[] OC-DCS-.-... (Consultant Name4)[0]
S OC-DCs- onsultant Name5)[0]
SPRE[O]

7] Supporting Documents[0]
Ad-Selection-Approval-Recommendation[(]
Cost-Technical Proposal[0]

QBS[O]

RFP & Addendums[0]

If additional documentation or information is required by OLAPP Procurement to initiate the drafting of
said contract series, return to the “Details” tab of the process instance, scroll down to the bottom of the
page and select "Revise" from the dropdown list next to the "Take Action" button and click the "Take
Action" button. A prompt will appear to add a comment on the request of additional documentation.
After adding the comment, click the “Revise” button.

* Add Comment

[ private

Check Spelling Cancel

If all the documentation is in order to begin drafting the On-Call Contracts in the Contract Series, the
Paralegal assigned to the project should return to the “Details” tab and begin providing 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.

On-Call Information ~
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.

After completing 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.

) copies of each of the respective documents to the "Credential and

On-Call Checklist for Credentia Please check all that apply and uplead signed and sealed (if applicable)
Review: nsurance” subfolder within each respective “On-Call Contract™ file folder.
of Insurance

(From CT SOTS - CONCORD Online)
state (If from CT)

garding Laber La
I Trade Mame Certificate (if D

O Consulting Affida
Oeitt and Campaig i
O Nondiscrimination C tion (Farm C, Rey

[ affirmation of Receipt of State Ethics Lawe Summary ({OPM Form 6, Rev: 10-1-11)
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To access said file folders, right click on the link in the "On-Call Series File Folder" field and select “Open
link in new tab”. Then, click on the file folder that you want to upload the document to and click the
“browse” link. After clicking the link, either drag and drop the document in the space provided or click
“Browse” to search for the document on your computer and select the document for upload.

% On-Call Series File Folder | |nttpsy//gov.e-builder net/da2/daLanding.aspw! Q5 = 176628365 20047 96cd 15553074p4308 |
OC-DC5-(5eres Mumber)[0]
Drrafts[0]
[ OC-DCS-...-.. (Consultant NameT)[0] X Drag and drop files here to upload, ofbrowse ]
OC-DCS-...-.... (Consultant Mame2)[0]
‘ OC-DCS-...-.... ([Consultant Mame3)[0]
OC-DCS-...-.... (Consultant Mamed)[0]
;'a' OC-DC5-.. ... [Consultant Mame5)[0]
SPRE[O]
-7 ] Supporting Documents[0]

@

Drag your files or[Browse

At the same time, the Attorney assigned to the project should begin preparing a draft contract for each
of the selected Consultants in the subject On-Call Contract Series. Upon completion, upload a copy of
each draft contract to the “Drafts” subfolder within the subject On-Call Series File Folder. To access the
file folder, right click on the link in the "On-Call Series File Folder" field and select “Open link in new tab”.
After opening the subject On-Call Series file folder, open the “Drafts” subfolder, click the “browse” link
and either drag and drop the document in the space provided or click “Browse” to search for the
document on your computer and select the document for upload (refer to previous page diagram).

After the Attorney has completed the draft contracts, and the Paralegal has completed the data input,
and after all of the required documents have been uploaded to the respective file folders, return to the
“Details” tab for the process instance, 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 the 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.

Note: If the Legal Director has recommended revisions to the On-Call Contract, the Legal Director will
return the subject On-Call Series Contracts to this step.

If the Legal Director returns the Contract Series for revision, and you receive an email notification from
eBuilder, you can access the process instance in the same manner as described at the beginning of the
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section. After opening the process instance, refer to the “Comments” tab for instructions regarding the
revision. Then, return to the On-Call Series File Folder (right click on the link in the "On-Call Series File
Folder" field and select “Open link in new tab”) and locate the document that needs to be revised. To
view the edits provided and/or make additional edits to the document, click the “Edit” link for the
subject document in the file folder to “Check Out” the document.

i Bl-2B-478_505% Hudson Street Entr. Ramp_1135 On-
L] L Call Selection Request_Conc. Deck Repair.docx (version 1)
Download (574KE) | Redline | Compare With | Send | F'::ner.:-:—a

This will open the document in Word. Click the “Enable Editing” button in the Word document to review
the document and begin editing.

@ PROTECTED VIEW EBe careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

After making your edits, save and close the document in Word and return to the view of document in the
file folder in eBuilder. Then, click the “Check in” link to return the revised document to eBuilder.

Bl-2B-478_505 Hudson Street Entr. Ramp_1135 On-
ﬂrl I Call Selection Request_Conc. Deck Repair.docx {version 1) Checked out by
' Craig Russsll

Download (57 4KB) | Redline | Cornpare With | Send | Properties | Edit

Upon completion, return to the “Details” tab of the process instance, scroll down to the bottom of the
page and click the "Take Action" button. After clicking “Take Action”, a prompt will appear to allow you
to provide a comment regarding the edits made.

11A.05 Legal Director Contract Review

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

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 process instance link from the “My Processes” section.

*Master On-Call

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

My Home Prajects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T% |Instance 1% |Subject T | Step 14
#haster On-Cal PP On-Call Architect Prepare Contract
HEsET LS e Series Package for SPRE
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After opening the process instance, right click on the link in the "On-Call Series File Folder" field and
select “Open link in new tab”.

* On-Call Seriss File Folder: II'tt:s:,-'_-':-:x'.e-l::_l' der.net/da2/dalanding.aspx?Q5=17663a3652dd4e738cd 155530740430 I

After opening the subject On-Call Contract Series file folder, click on the "Drafts" subfolder to open and
view the draft Contracts. Open each of the respective On-Call Contract file folders and select the
“Credentials and Insurance”, and “Supporting Documents” subfolders to review such documents related
to each of the Contracts in the subject On-Call Series.

OC-DCS-(5eries Number)[0]

I~ Drafts[0]

- QOC-DC5-...-.... (Consultant Mame1)[0]
,| OC-DC5-...-.... (Consultant Mame2)[0]
'4 QOC-DC5-...-.... (Consultant Mame3)[0]
,| OC-DC5-...-.... (Consultant Mamed)[0]
'4 OC-DC5-...-.... (Consultant Mame3)[0]
. I : Credential and Insura"ce::)]l
[ Draftsi0]
Final[0]
SPRE[O]

LI' Supporting Docu*n-.-:-"ts:ﬂl

To view and edit a Word document that has been uploaded to eBuilder, click the “Edit” link for the
subject document to “Check Out” the document.

i Bl-2B-478_505% Hudson Street Entr. Ramp_1135 On-
L] L] Call Selection Request_Conc. Deck Repair.docx (version 1)
Download (57.4KEB) | Redline | Compare With | Send | F'::ner.:-:—a

This will open the document in Word. Click the “Enable Editing” button in the Word document to begin
editing.

@] PROTECTED VIEW Ee careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

After making your edits, save and close the document and return to the view of the document in the file
folder in eBuilder. Then, click the “Check in” link to return the revised document to eBuilder.

Bl-2B-478_505% Hudson Street Entr. Ramp_1135 On-
@rl | Call Selection Reguest_Conc. Deck Repair.docx (version 1) Checked out by

" raig Russell

Download (57 4KE) | Redline | Compare With | Send | Properties | Edit
Upon completion, return to the “Details” tab of the process instance, 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 "Revise" 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
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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. After providing your comments and making your selection, either click the "Revise" or
"Submit" button.

* Add Comment

O Private

Check Spelling Revise Cancel

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 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 process instance link from the “My Processes” section.

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 T% |Instance 1% | Subject 1% | Step 12
sMastar On-Cal PR — On-Call Architect Prepare Contract
dEsEEr LS - Series Package for SPRE

After opening the process instance, follow the instructions provided and complete the data input for the
“On-Call Checklist for Credential Review”, if applicable, and complete the data input for the "On-Call
SPRB Checklist" in the “On-Call Information” section.

Then, 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; and 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.
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To upload the aforementioned documents, right click on the link in the "On-Call Series File Folder" field
and select “Open link in new tab”.

* On-Call Seriss File Folder: Il'tt:s:,-'_- v.e-builder.net/daZ /dalanding.aspx? Q5=17663a3652dd4eT98cd 155530740430 I

After opening the subject On-Call Contract Series file folder, upload any required documents to the
respective subfolders in eBuilder in the same way as described in Section 11A.04.

OC-DC5-(Series Number)[0]

L Drafts[0]

- OC-DC5-...-.... (Consultant Mame1)[0]
,-l QC-DC5-...-.... (Consultant Mame2)[0]
'4 OC-DC5-...-.... (Consultant Mame3)[0]
,-l QC-DC5-...-.... (Consultant Mamed)[0]
'4 QOC-DC5-...-.... (Consultant Mame3)[0]
. I : Credential and Insura":e::)]l
[ Drafts[0]
Final[0]

'_l' Supporting Docu*n-.-:-"ts::)l

Upon completion, return to the “Details” tab for the process instance and complete the section entitled
“On-Call Contract Data” and provide data input for the “SPRB File No.” and “Date Sent to SPRB” fields for
each of the respective On-Call Contracts.

To input data for the above referenced fields, go to the row of the respective vendor, then scroll over to
the column for the subject field and click on the "Pencil" toggle (") to input the required data. After
completing all of 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 page and click the “Take Action” button.

On-Call Contract Data Show Filtsr | Selzct Al Row Height: [ 1% W Delete
For each individual On-Call Contract, OLAPP shall input data into the following fields:

1. SPRB 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 screll 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 SPRE File Mo. |Date Sent to SPRE  |PDate Approved by SPRE | Date Sent to AC
a a a
Delete 1 *Sample Company OC-DIC3-ARC-0001 1,000,000] & 9999
Delete 2 *5ample Company 0OC-DC5-ARC-0002 1,000,000] & 9995 7 06.052023
13
Grand Totals
(2 items)
I Submit IV I Take Action I Check Spelling Print Copy Delegate Save Cancel

This will complete the On-Call Contract Approval Process for the Legal Department in eBuilder. The Legal
Department should process the SPRB submission package to SPRB in the same format as it always has.
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After SPRB has reviewed and approved any of the subject On-Call Contracts in the series, and after said
Contract has been signed and executed, a copy of the Contract shall be sent to the Director of CSS to
complete the data input related to each individual On-Call Contract and to upload a copy of said Contract
to eBuilder to complete the process.

11A.07 SPRB Review/CSS Final Review (Possible Hold Step for SPRB to Review) — SPRB & CSS

SPRB and CSS will receive an email from eBuilder as notification that the On-Call Contract series has been
submitted to SPRB for review. This will serve as a hold step until such time that the SPRB has reviewed
and approved one or more of the subject Contracts in the On-Call Series.

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 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 T4 |Instance T4 |Subject 14 |step T2
sMaster On-Cal PR — Qn-Call Architect Prepare Contract
diEsEr s e Series Package for SPRE

SPRB Review

To access the documentation submitted for SPRB Review, click on the link in the "On-Call Series File
Folder" field.

* On-Call Series File Foldern |Htl:;:_-',-';-:'»‘.e-l:.|' der.net/daZ/dalanding.aspx?05=1766aa3652dd4e796cd 155530740430 I

This will open the subject On-Call Series file folder. Within the subject file folder, click on the “SPRB”
subfolder to view the SPRB submission package.

OC-DCS-(Series Mumber)[0]

Drafts[0]
_| OC-DC5-...-.... (Consultant Name1)[0]
._l OC-DICS-...-.... (Consultant Namez2)[0]
‘J OC-DC5-...-.... (Consultant Name3)[0]
,l OC-DC5-...-... (Consultant Named)[0]
'4 OC-DiCS-...-... (Consultant Name3)[0]

Credential and Insurance[]
Drafts[0]
Final[0]

"2 Supporting Documents[0]
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Select all of the documents in the “SPRB” file folder and then click on the “Download” link to download
the files to a .zip file folder on your computer for review.

Check Out | Send | Fill Out Formn | Compar
Bl-2B-419_MEP-0052_1135_T13.pdf (version 1)

Download (36.3KE) | Redline | Samp | Compare With | 5end | Properties

(=

BI-C-301_MEP-0051_1135_T10.pdf (version 1)
" | Download (86.8KE) | Redline | Stamp | Compare With | Send | Properties

BI-CTC-662_MEP-0051_1135_T7.pdf {version 1)

Download (36.3KE) | Redline | Stamp | Compare With | 5end | Properties

After completing the download, you can close out of eBuilder.

CSS Final Review

Upon receipt of one or more of the executed Contracts, CSS should open the process instance for the
subject On-Call Series and select the “Comments” tab to note comments provided by previous actors in
the process.

Then, return to the “Details” tab and provide data input for each field listed in the “On-Call Contract
Data” section instructions for each of the On-Call Contracts that have been executed. A copy of the
executed On-Call Contract should be uploaded to the “Documents” tab. When uploading the document,
the file folder that is to be selected to upload the Contract to is the “Contracts” subfolder within the
subject On-Call Contract file folder.

*  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 “pencil” 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.08 On-Call Contract Creation — Cost Integrated (CSS)

CSS will receive an email from eBuilder as notification that one or more of the On-Call Contracts in the
contract series have 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

|_ On-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 “Add New Master Commitment Item” section, provide data input for the following fields:

1. Account Code: Click the “ 7 ” toggle.
Select one of the following from the “Category” dropdown list:
a. 2.0-Total Environmental & HazMat.
b. 8.0-Total A/E.
c. 10.0-Total CA.
d. 13.0-Total Claims.
Select one of the following from the “Code” dropdown list:
a. 2.130- Environmental On-Call Contract services
b. 8.130- A/E and all other On-Call Contract services.
c. 10.130 — CA or Cx On-Call Contract services.
d. 13.130 — ANLY-AUD 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 need to be submitted separately.

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

1. Take a snip of the On-Call Contract Series data input prior to clicking the “Take Action” button.
This will allow you to preserve the information for the data input for each individual Contract in
the Cost Integrated process.

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 process instance link for the subject On-Call Contract
Series.

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 117 of 341

Answer the “All Contracts Complete?” question under the “On-Call Contract Series” section. Respond
“No” to the “All Contracts Complete?” question if there are any Contracts in the series have not yet been
executed. Respond “Yes” only if all of the Contracts have been executed and the data input has been
completed for each contract. Upon completion, click the “Take Action” button to return the process

instance to Cost Integrated step to input the next executed On-Call Contract, or to complete the process
if the data for all of the executed Contracts has been input.

Accept Decline
Process Document:
Current Workflow Step:

iL'-:'Tp ete Vi ITakeAction I Check Spelling Print Copy

Delegate Save
OCC - 45

Owverall Due Date:

owr History | Current Actors

Support Services - Step Due Date:

||Dr-Ce. Architect Series (OC - 27) |

Submitted
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Section 11B: Design Bid Build Contract Approval
11B.01 DBB Contract Initiation (PM)
Follow the “General Instructions” and complete the “GC Information” section.
GC Information
* G0 - Firm: [Lookup]
* 5C - Contact: Please select... b |
* GC - Contact Email:
* Document Type: Please select the type of document being submitted for approval from the dropdown list
-- Please select an option -- w

Then, scroll down and complete the “GC Selection Documents” section. Complete the "Bid Release
Checklist" by checking off each of the documents that are to be submitted from the checklist. Then,
upload copies of each of the required checklist forms to the respective form fields, if applicable.

If “Form 6010 — Bid Release Form” was completed using the “6010 Bid Release Form” process, click the
“Lookup” link in the “Form 6010 — Bid Release Form” field to attach the process instance. If Form 6010
was completed outside of eBuilder, upload a copy of the completed form to the “Form 6010 — Bid
Release Form (Word)” field, and then upload copies of each of the other required supporting documents
to their respectively titled fields.

To upload the bid release documents, either drag and drop the subject document into the subject field
or click the “Browse Computer” button next to the subject field to search your computer for the subject
file to upload.

GC Selection Documents

Complete the "Bid Release Checklist" and upload copies of each of the required checklist forms to the respective form fields, if applicable.

If Form 6010 was completed using the "6010 Bid Release Form" process in eBuilder, click the "Lookup” link in the "Form 6010 - Bid Release Form" field to attach the
process instance.

If Form 6010 was completed outside of eBuilder, upload a copy of Form 6010 to the subject field, as well as a copy of each of the other respective bid selection forms &
the respective subject fields.

Bid Release Checklist: Lhack off each of the Documents submitted for the subject Project from the Bid Release Checklist.
arm 6010 -Bid Release Farm

orm 6050 - Construction Contract Award Recommendation
orm 3080 - Liquidated Damages

orm 3150 - Certificate of Compliance

uilding Permit

Form 6010 - Bid Release he “Lookup" link provided for a copy of the subject project bid release form

Form:
Form 6010 - Bid Release or  Browse e-Builder
Form (Word):

If the “Browse Computer” button was clicked, a prompt will appear. Click “Browse” to do a search of files
on your computer for upload.

Drag your files or|Browse
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After the “GC Information” and “GC Selection Documents” sections are complete and all documents have

been uploaded, return to the process instance and click the “Take Action” button to forward the process
instance to the OLAPP Bidding Unit for review and drafting of the Contract.

Note: If the Bidding Unit requires additional documentation and/or information regarding the subject
DBB Bid Selection submission, the submission will be returned to the Project PM and the PM will receive

notification of the return, via email from eBuilder, that additional documentation and/or information is
required.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cost Reports

c Welcome, Craig!

CONNECTICUT
My Processes

Project T% | Instance T4 | subject 1% | 5te 4
Announcem ... ] : = = ol e
ents

*BI-C5-1010 - DAS *BI-CS-1010 - CMR | Legal Assignment
Welcome, State of Test Project Test ::PfE-CO"]c
Connecticut!

e-Builder welcomes the

Click on the “Comments” tab to see what additional information or documentation is required.
Documents (J) Attached Processes () | Attached Forms (0) | Attached To (D)

If additional documentation is required, return to the “Details” tab, scroll down to the "Contract /
Amendment / WAO File Folder" field and right click on the link provided. Select "Open link in new tab".

Centract/Amendment/ WAO Paste the link to the subledt project Contract/Amendment WA File Folder
File Folder: | |bitos/rgov e-buiidernet/da2/dal anding gepx?0s=10e 75387350 e 7003 a557345406 |

After opening the “DBB Contract Approval” file folder, select the "Contract/DBB Selection" subfolder, to
begin uploading the missing documentation. You can upload documents by either dragging and dropping
the documents in the space provided, or by clicking the “browse” link...

Folders ‘ C,_'D | E_; Documents

Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptior
. .
#-1 DBEB Contract Approval[0] [ | Name Lol he

#F Amend ment[0] !

'[C] Contract[0]

i~[] Credentials and Insurance[0]

= - 4+ Drac a0 Flec here to unlosd or
..... "_l DEE Selaction[d] I X, Drag and drop files here to uplead, o

browse,
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Then, select “Upload from your Computer”, click the “Select” button, and then click the “Browse” link to
do a search on your computer for the applicable files to select for upload.

_!_ Drag and drop files here to upload, of browse,

- o

Drag your files or|Browse

Select

After all documents have been uploaded, return to the process instance and click the “Take Action”
button to return the submission to the Bidding Unit. After clicking “Take Action”, a prompt will appear to

allow you to provide comments regarding the revised submission. Click “Return” after adding your
comments (Add Picture).

Add Comment

] private

Check Spelling Cancel
11B.02 Role Assignment (CSS)

CSS will receive an email from eBuilder as notification to establish the role assignment for the subject
DBB Contract.

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 process instance link from the “My Processes” section
(Replace Picture).

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

My Home Projects Processes Documents Contacts  Cos|

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... T T2 |Instance 1% |subject i
ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcum?, State of Test Project n Test
Connecticut!

e-Builder welcomes the
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After opening the process instance, scroll down to the “GC Information” section and assign the “GC —
Contact” listed to the GC Role on the subject project.

To assign the GC Contact to the GC Role, go to the “Projects” tab and select the subject project
number/name from the “All Projects” dropdown list.

Projects Processes  Documents Contacts Cost Reports

Hidden Projects

Projects

|;5.cti'.-'e Projects View bl | hit projects M|

After opening the subject project, select “Project Participants” from the “Project Menu” and click the
“Manage Users” button.

. Ld>L
Project Menu Members Name: '
N Username: | |
v Details
Company: | |
Apply Templates Roles
Cust -
I Project Participants I A/Es' subconsultants uii;:, [ Select 5 custom field v | |
Manage Bill Rates Administrative Support Filter Clear
Manage Form Types ADPM

Manage Permissions Agency Send Message Remove from Project

Search for the name of the “GC — Contact” from the list of “Available Users”, move that person into the

list of “Project Users”, and click the “Save” button to add the user to the project role.
Available Users Project Users
Filter Users Barkin, David -- dbarkin -- Department of Administrative Services -
| Last Mame W | |start5 with w | | | Cutler, Rebecca -- rcutler -- Department of Administrative Services

Daigle, Randy -- DaigleR -- Department of Administrative Services
Davis, 5am -- Davis3a -- Department of Administrative Services - C
Filter Harbaran, Sudesh -- sharbaran -- Department of Administrative Sel
Hobbs, Darren -- dhobbs1 -- Department of Administrative Service

| Select a custom field v | | Select a value hd

Russell Kyle -- kylerussell -- Downes Construction Company. LLC_|

Russell, Roger — russellr -- Russell Electrical LLC implementation, e-builder - eb@5tateofConnecticut -- e-builder, |
S o o . Justice. Tollie -- tjustice -- e-Builder, Inc

Russell, Serenity -- RussellS -- Department of Developmental Services Justice, ””'f Yustice -- e Builder, Inc. S .

Keating, Tatiana -- KeatingT -- Department of Administrative Servic

Kulas, Alison -- akulas -- Department of Administrative Services - C
LaChance, Amy -- LaChanceA -- DEPARTMENT OF ADMINISTRATIV

Return to the process instance and scroll down to the “GC Selection Documents” section. If "Form 6010 -
Bid Release Form" was completed in eBuilder as part of the Form 6010 process, the documents that
were uploaded as part of that process, will need to be copied from the subject project "08 Bidding/DAS
Procurement" file folder to the "11 Contract-Amendment-Legal/DBB Contract Approval/Contract/DBB
Selection" file folder.
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To copy the bid selection forms, open a new eBuilder tab, then click on the “Documents” tab within
eBuilder and select the subject project number/name from the “All Projects” dropdown list. After
opening the file folder structure, open the "08 Bidding/DAS Procurement" file folder to view the files that
are to be copied. Check off each of the documents that need to be copied and then click the “Copy” link.

#-E7 08 Bidding[3] - [J | Name

- [ Addendum[0] Delete | Move Download | Check Out | ¢

|=_]_ DAS Procurement[3]

o B IO
tll:l 09 Construction Phase[1]
trl_"l 10 5C and Closeout Phase[17]
:lI:I 11 Contract-Amendment-Legal[7] Cf ) Form 6010.docx {version 1)

. Cownload (11.8KB) | Redline | Compare With
-] CMR Contract Approval[7]

f:'-f"lj DBE Contract Approval[0]

£r"|:| Farmal Contract Approval[0]

Form 3150.docx (version 1)
Download (11.8KEB} | Redline | Compare With

=+E3 12 Task Letters[7] L'1'|=|E

After clicking “copy”, a new screen will open showing the entire folder structure for the subject project.
First, click on the “+” sign next to the "11 Contract-Amendment-Legal” file folder, and then do the same
for the “DBB Contract Approval” and “Contract” file folders, and then click on the “DBB Selection" file
folder to prepare the documents to be copied and click “OK” after the prompt appears.

‘1 11 Contract-Amendment-Legal

: ov.e-builder.net says
- [ CMR Contract Approval g Y

: Are you sure you want to copy the selected file(s) to this folder?
=[] DBE Contract Approval / Y o

'!‘J 1 Amendment

=+ contract [ oK ] Cancel

=[] Credentials and Insurance

||:| DEE Selection|

After the documents have been copied to the “DBB Selection” file folder, click on the “Properties” link
for said file folder. Copy the “Private Folder URL” link, so that it can be pasted in the
“Contract/Amendment/WAO File Folder” field in the process instance.

L =
Folders "—l:l = Documents

Expand All | Collapse All | Refresh Al Upload I Properties | Create Folder | Subscriptior

-] DBB Contract Approval[0] [ | Name foiailas e

?J 1 amendment[0] !
=[] Contract[0]

----- [T Credentials and Insurance[0]

..... ':I DBE Selection[0] I

,‘!‘, Drag and drop files here to uplead, or
browse.

Private Folder URL: I https://gov.e-builder.net/da2/dalanding.aspx?05=372d8640730c426b32%c3fed6980a7hE6 I
Copy to Clipboard
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Return to the process instance and paste the copied link into the “Contract/Amendment/WAO File
Folder” field. Upon completion, click the “Take Action’ button.

DBB Contract

Contract/Amendment/WAQ Pazte the link to the zubigct project Contract/Amend 'nﬂﬂ_-"-a‘v':lo Fil_e Folder
File Folder:

11B.03 Bid Selection Review (Bidding Unit)

The Bidding Unit will receive an email from eBuilder as notification that the required documents have

been submitted by the subject Project PM to initiate the drafting of a DBB Agreement for the subject
project.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... Project T4 | Instance T4 | Subject T4
ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcome, State of Test Project Test

Connecticut!
e-Builder welcomes the

After opening the process instance, scroll down to the “DBB Contract” section and review the “Bid
Release Checklist” of documents submitted by the Project PM. To view the actual documents submitted,
right click on the link in the "Contract/Amendment/WAO File Folder" and select "Open link in new tab"
to open the subject project "DBB Contract Approval" file folder (Add Picture).

Then select the "Contract/DBB Selection" subfolder to view the selection documents submitted.

11 Contract-Amendment-Legal[10]

[] | Name

Delete | Mowve | Copy | Download | Check Out |

+4 [ cMmR Contract Approval[7]
=[] DBB Contract Approval[3]
*g 1 Amendment[0]

Lo IEL 0 Form 3080.docx (version 1)
=F Contract[3] — Download (11.8KB]) | Redline | Compare Wit

[ Credentials and Insurance[0]

||;| DBEB Selection]3]|

[ Drafts[0

— (] o 0 Form 3150.docx (version 1)

|-;| emails[0] — Download (11.5KE) | Redline | Compare Wit
|:| Final[0]

|—:| Legal[0]
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After completing your review, if it is determined that the "Bid Selection Checklist" and or the documents
submitted are incomplete or insufficient, return to the process instance, scroll down to the bottom of
the page and select "Revise" from the dropdown list next to the "Take Action" button and click "Take
Action". This will return the process instance to the Project PM for the submission of additional
information. After clicking “Take Action” a prompt will appear to add a comment for the PM regarding
the requirements to complete the submission. Click “Revise” after your comments have been added.

Add Comment

(J private

Check Spelling Cancel

If it is determined that the "Bid Selection Checklist" and the documents submitted are sufficient, return
to the process instance, 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 proceed to the next step in the process.

11B.04 Draft Contract (Bidding Unit)
The Bidding Unit will receive an email from eBuilder as notification that the required documents have
been submitted to initiate the drafting of a DBB Agreement for the subject project.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... Project T4 |instance T4 | Subject 1=
ents

*BI-C5-1010 - CMR

Test

Welcome, State of
Connecticut!

e-Builder welcomes the

Proceed to Section 11E — Contract & Amendment Commitment Creation, which is automatically
launched at the completion of this process, to create the commitment for the subject agreement.
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Section 11C: Construction Manager at Risk Contract Approval

11C.01 CMR Contract/WAO/GMPA Initiation (OLAPP Procurement — Pre-Con; PM — WAO/GMPA)
Select the legal document type from the dropdown list. Upon completion, click the “Take Action” button.

Legal Document Type
Legal Document Type: Please select the type of legal document for which you are seeking approval,
| -- Please select an option -- v |

If Pre-Con was selected, proceed to 11C.02. If WAO or GMP was selected, proceed to CMR — WAO/GMP.

11C.02 CMR Selection — Pre-Con (OLAPP Procurement)

After clicking the “Take Action” button, select “My Home” tab and click on the process instance for the
project for which you are seeking contract approval from the “My Processes” section.

| My Home Projects Processes Documents Contacts  Cost Reports

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem .. Project T¢ Instance 1% |Subject 1% | step 14

ents

*BI-C5-1010 - DAS m *BI-C5-1010- CMR | OLAPP CMR
Welcome, State of Test Froject Test Selection

Connecticut!

e-Builder welcomes the
After opening the process instance, follow the instructions provided and complete the “CMR
Information” section. To enter the “CMR Firm”, click the “Lookup” link to do a search for the selected
firm. Then, enter the company name and click the “Filter” button to search for the firm. After clicking the
“Filter” button, a list of companies will appear in the “Companies” section. Click on the link of the
selected firm name from the list to add that company to the “CMR Information” section.

CMR Information

* CMR - Firm:

Filter Companies Clear
Company: I Company Custom Fields: Select 3 custom field b |
L
Zip Proximity: Within miles of |:|
Construction Codes: | | Lookup @)

Companies (Click on company name to view the details) Cancel
Company Names |Cit_v State Phone |
*Sample Company I Someplace {D00) 000-0000
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Complete the remainder of the “CMR Information” section. Check off each of the documents collected
for the subject contract in the “CMR Contract Checklist Field”.

CMR Information
* CMR - Firm: *Sample Company [Change] [Remove]

* CMR - Contact:

* CMR - Contact Email: @

* CMR Contract Checklist:

zse check all that apply and upload signed (if applicable) copies of each of the respective documents to the "Documents” tab.
Veb Advertisement

FP & Addendums

MR Selection Calculations (Signed)

MR Long List & Contact Information

MR Selection Approval Memo (Signed)

ecommendation for CMR Agreement {Signed)
MR Price Proposal

MR Technical Proproposa

BS Report

onditional Selection Letter

[Esu]en]sa]e]u]s

| Submit v | Take Action Check Spelling Print Copy Delegate Sawve Cancel

Upload a copy of each of the documents collected to the "Documents" tab. You can upload documents
by either dragging and dropping the documents in the space provided, or

Deetails Doouments (0} Artached Processes (0) Attached Forms [0)

Tl show Thumbnails | Attach

| O | File Name Attached By

I, Drag and drop files hera o upload, or browse,

____________________________________________________________________________________________________________________________________________________________________________

Print Check Spelling Submit Save Draft Cancel

...by clicking the “browse” link, selecting “Upload from your Computer” and clicking the “Select” button,
then clicking the “Browse” link to search for the applicable files on your computer to select for upload.

1’_ Drag and drop files here to upload, o

Drag your files orfBrowse

Select

After the “CMR Information” section is complete and after all documents have been uploaded to the

“Documents” tab, click the “Take Action” button to forward the submission to the Legal Department for
review and assignment.

Note: If legal requires additional documentation and/or information regarding the subject CMR Contract
submission, the submission will be returned and OLAPP Procurement will receive notification of the
return, via email from eBuilder, that additional documentation and/or information is required.
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If legal needs additional information or documentation, and you receive and email notification from
eBuilder, you can access the process instance by either clicking on the link provided in the email or log

into eBuilder, select the “My Home” tab and click on the subject process instance link from the “My
Processes” section.

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

My Home Projects Processes  Documenis Contacts  Cost Reports
c Welcome, Craig!
CONNECTICUT
My Processes
Announcem Project Ti Instance T3 | Subject 1% Step 14
ents

*BI-C5-1010-CMR | Legal Assignment

Welcome, State of Test {Pre-Con)

Connecticut!

e-Builder welcomes the

Click on the “Comments” tab to see what additional information or documentation is required.

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

If additional documentation is required, return to the “Details” tab, scroll down to the "Contract /
Amendment / WAO File Folder" field and right click on the link provided. Select "Open link in new tab".

Contract/Amend ment/ WAO Paste the link to the subjed project Contract/AmendmentWAQ File Folder
File Folder: Liitps:igoye builder net/dad/dal anding a=m?0S=10s 7858750 4= 70953 2555545426 |

After opening the subject file folder, select the "Supporting Documents" subfolder, then select the
appropriate “Supporting Documents” sub-subfolder to begin uploading the missing documentation.

Upload | Properties | Create Folder | Subscriptions | Copy To Clip
CMR[1] -
_ i n | Name Date Uploaded «
Credentials and Insurance]0]
Drafts[(] :
emails[0]
.J Exhibits[0] X, Drag and drop files here to upload, or browse,
Final[0]
Legal[0]

I =[] Suppaorting Documents[1] I

Ad-Selection-Approval-
Recommendation[1]

Cost-Technical Proposal[0]
QBS[0]
RFP & Addendums[0]

Wage Certs and Rates[(]

You can upload documents by either dragging and dropping the documents in the space provided, or by
clicking the “browse” link, selecting “Upload from your Computer”, clicking the “Select” button, then
clicking the “Browse” link, and then doing a search for the applicable files on your computer to select for
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upload to the default file folder (see diagrams from earlier in this section for assistance with uploading
documents).

After all documents have been uploaded to the appropriate “Supporting Documents” subfolder, return
to the process instance and click the “Take Action” button to return the submission to Legal. After
clicking “Take Action”, a prompt will appear to allow you to provide comments regarding the revised
submission. Click “Return” after adding your comments.

CMR Information
CMR - Firm: *5ample Company Add Comment
CMR - Contact: Russell, Craig

[ priv
CMR - Contact Email: @ craig.nussall@ct.gov Private

* CMR Contract Checklicst: B Please check all that apply and upload signed (if applicable) copies of each of the respecti

RFP & Addendums

B MR selection Calculations {Signed)
Long List & Contact Information
CMR Selection Approval Memo (Signed)

B recommendation f MR Agreement [Signed)

% 1R Pric

Check Spelling Cancel

Contract/Amendment,/ WAD
File Folder:

k to the subject project Contract/Amendmen
e-builder.net/da2/dalanding.aspxiQ5=10e78

/A File Folder

7abof4e 70931 e355454e6

|F.e:_||'r hd | I Take Action I Check Spelling
CMR Submittal WAO/GMPA (PM)

After clicking the “Take Action” button, select “My Home” tab and click on the process instance for the
project for which you are seeking contract approval from the “My Processes” section.

My Home Projects Processes Documents Contacts  Cos
c Welcome, Craig!
CONNECTICUT
My Processes
Announcem Project T4 | Instance T4 | Subject T4
ents
~BI-C5-1010 - DAS - *BI-CS-1010 - CMIR
Welcome, State of Test Projact ac
Connecticut! EstFrajsc n Test

e-Builder welcomes the

If the CMR firm and contact information has not been infilled automatically after opening the process
instance, follow the instructions provided and complete the “CMR Information” section. To enter the
“CMR Firm”, click the “Lookup” link to do a search for the selected firm.

CMR Information
% CMR - Firm:

Then, enter the company name and click the “Filter” button to search for the firm. After clicking the
“Filter” button, a list of companies will appear in the “Companies” section. Click on the link of the
selected firm name from the list to add that company to the “CMR Information” section.
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Filter Companies Clear
Company: I_I Company Custom Fields: Select a custom field ¥ |
Construction Codes: | | Lookup @
Filter
Companies (Click on company name to view the details) Cancel
Company Name= |Cit_v |State Phone
*Sample Company I Someplace {000) 000-0000

Complete the remainder of the “CMR Information” section.

CMR Information -~
* CMR - Firm: *Sample Company [Changs] [Remove]

* CMR - Contact: |

* CMR - Contact Email: B |

Then, upload a copy of the draft WAO or GMPA to the "Documents" tab. You can upload the document
by either dragging and dropping the documents in the space provided, or

Cetails Documents [0} Artached Processes [0) Attached Forms [0)

(J Show Thumbnails | Attach

| O | File Name Attached By

X Drag and drop files here to upload, or browse,

Attach
Print Check Spelling Submit Save Draft Cancel

...by clicking the “browse” link, selecting “Upload from your Computer”, clicking the “Select” button, then
clicking the “Browse” link to search for the applicable files on your computer for upload.

1, Drag and drop files here to upload, '

Drag your files or[Browse

After the “CMR Information” section is complete and after the draft WAO or GMPA has been uploaded
to the “Documents” tab, click the “Take Action” button to forward the submission to the Legal
Department for review and assignment. Please refer to Section 11C.12 for the next step in the
WAO/GMPA Approval Process.
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CMR Pre-Construction Contract

11C.03 Folder Creation — Pre-Con (CSS)

Follow the instructions provided and move the documents that were uploaded to “CMR Contract
Approval” file folder into the respective CMR, GMPA, or WAO subfolder.

=l Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL

CMR. Contrac [C] | Name Date Uploaded = | Uploaded By
Appraval[1]

Delste | Copy | Download | Check Out | Send | Fill Out Form | Compare 3;;&

=[] CMR[1]
! ] 0 [wersion 1)

it im - N 06.25.24 11:253AM  Craig Russel
Download (11.8KE) | Send | Properties | Edit : g

After moving the document(s) to the respective subfolder, click on the primary CMR, GMPA, or WAO file
folder, click on the “Properties” link for that folder, and copy the “Private Folder URL” link.

CMR Contract

Create Folder | Subscriptions
Approval[1]
7 CMR[]
i Delete | Mowe | Copy | Download | Check Out

.

| [cmr chpao) ) fezrsion 1)

Download (11.8K8) | Send | Properties | Edit

Private Folder URL: hitps://gov.e-builder.net/da2/dalanding.aspx? Q5=10e7858 7a89f4e 7093125504 54eb

Return to the process instance and paste the link in the “Contract/Amendment/WAO File Folder” field.

Then select the legal document type (Pre-Con, WAO/GMP) from the dropdown list next to the “Take
Action” button and click the “Take Action” button.

11C.04 Legal Assignment — Pre-Con (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 CMR Pre-Construction Contract.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cost

Reports

c Welcome, Craig!

CONNECTICUT
My Processes

Project % |Instance % | Subject % | stey ]
Announcem ... i T4 14 |subi 1% | step i
ents

BI-C5-1010- CMR | Legal Assignment
Welcome, State of Test (Pre-Con)
Connecticut! ' ’

e-Builder welcomes the
Follow the instructions provided in the “General Instructions” section. To view the documents that were
checked off in the “CMR Contract Checklist” field, scroll down to the "Contract / Amendment / WAO File
Folder" field and right click on the link provided. Select "Open link in new tab".
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CMR Contract Checklist: @ Plegze check all that apolv and ypload signed (f applicable) copies of each of the respective documents to the "Documents” tab.
Web Advertisement
RFP & Addendums
CMR Selection Calculations (Signed)
CMR. Long List & Contact Infermation
CMR Selection Approval Memao (Signed)
Recommendation for CMR Agreement (Signed)
CWIR. Price Proposa
CMWR Technical Proproposal
QFS Report
Conditicnal Selection Letter
Contract/AmendmentWAD Paste the link to the subject project Contract/Amendment/ WAQ File Falder

File Folder: | hitps://gov.e-builder.net/da/dalanding.aspxf Q5= 107558 7a554eTOS3 1 e357545426 |

After opening the subject file folder, select the "Supporting Documents/Ad-Selection-Approval-
Recommendation" subfolder to view the supporting documents submitted.

Folders | : ,_'I_I :: Documents Y, 11 Contract-Amendment-Legal %\ CMR Contract
Approval \ CMR

Expand All | Collapse All | Refresh Al

Upload | Properties | Create Folder | Subecriptions | Copy To Clipboard: Private URL

i~ Legal[0] -
: _|| Name ate Uploa - ploa y
=N | | Date Uploaded Uploaded B
Supparting Delete | Move | Copy | Download | Check Out | Send | Fill Cut Form | Compare Page
Documents[1]
B3
hel-Salaction- _‘!‘. Crrag and drop files here to upload, or browse.
Approval-
Fecommendation[1]

After you have completed your review of the document submission package, return to the process
instance and scroll down to the section entitled "Legal Assignment". Select an "OLAPP Attorney" and/or
an "OLAPP Paralegal" to assign to draft the contract. Upon completion, click the "Take Action" button.

Legal Assignment ~
Please select an Attorney and/or Paralegal to assign to draft the subject contract. If you intend to draft the subject contract yourself, please select your name as the OLAPP Aitorney.
OLAPF Paralegal - CMR: Please select.. bl
OLAPF Attorney - CMR: Please select.. hal
Date Legal Received:
[submit v | Take Action Check Spelling | Print | Copy  Delegate @ Save  Cancel

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the
contract submission package, if applicable. Upon completion, click the "Submit" button.

Add Comment

(] private

Check Spelling Cancel
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11C.05 Consultant Information — Pre-Con (PM)

The PM assigned to the project will receive an email from eBuilder as notification that the required
documents have been submitted by DAS Procurement to initiate the drafting of a CMR Pre-Construction
Contract for the subject project.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacis  Cos
c Welcome, Craig!
CONNECTICUT
My Processes
Announcem Project 1% | Instance T% | Subject T4
ents
*BI-C5-1070 - CMR
Welcome, State of Test

Connecticut!
e-Builder welcomes the

After opening the process instance, complete the section entitled "Consultant Information". Upon
completion, click the "Take Action" to forward the draft to CSS to ensure that the roles for those
Consultants have been assigned to the project.

Consultant Information -

*CA-Firm:@ [Lookup]
* CA - Contact: [ |
* CA - Contact Email: | |

* Architect/Engineer - Firm: [Lockup]

* Architect/Engineer - | |
Contact:

* Architect/Engineer - | |
Contact Email: @

Take Action Check Spelling Print Copy Delegate Save Cancel

11C.06 CMR Contract Checklist Review — Pre-Con (Paralegal)

After opening the process instance, the Paralegal should scroll down to CMR Information section, review
the “CMR Contract Checklist” field of documents submitted by OLAPP Procurement. To view the
documents submitted, right click on the link in the "Contract/Amendment/WAO File Folder" and select
"Open link in new tab" to open the subject project "CMR Contract Approval" file folder.

CMR Information

CMR - Firm: *Sample Company
CMR - Contact Email: @ d.g.@foc.com

CMR Contract Checklist: @ Please check all that apply and upload signed (if applicable) copies of each of the respective documents to the "Documents” tab.
B web Advertisement
RFP & Addendums
CMR Selection Calculations (Signed)
Bovr Long List & Contact Information
B MR selection Approval Memo (Signed)
B recommendation r CWR Agreement (Signed)
CMR Price Proposa
CMR Technical Proproposa
B s Report
B Conditional Selection Letter

Contract/Amendment/WAO Paste 1

File Folder: [ I

nk to the subject project Contract/Amendment/WAQ File Folder
v.E-DUIIgEr. Pet.-':e_-.-'::a_erd ng.aspaUls=10e /o357 E i T L |
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Then, select the "CMR" file folder/"Supporting Documents" subfolder to view the supporting documents
submitted.

=1 11 Contract-Amendment-Legal[1]
- =t CMR Contract Approval[1]
Lo Credentials and Insurance[0]
Drrafts[0]
emails[0]
&[] Exhibits[0]
1 Final[0]

Legal[0]

2 Supporting Documents[1]

Ad-Selection-Approwval-
Recommendation[1]

Caost-Technical Proposal[0]
QBS[0]

RFP & Addendums[(]

Wage Certs and Rates[0]

After completing your review, if it is determined that the "CMR Contract Checklist" and or the
documents submitted are insufficient, return to the process instance, scroll down to the bottom of the
page and select "Revise" from the dropdown list next to the "Take Action" button and click "Take
Action". This will return the process instance to OLAPP Procurement for the submission of additional
information. After clicking “Take Action” a prompt will appear to provide instruction regarding the
requirements to complete the submission. Click “Revise” after your comments have been added.

Add Comment

(] private

Check Spelling Revise Camcel

After completing your review, if it is determined that the "CMR Contract Checklist" and or the
documents submitted are sufficient, return to the process instance, 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 proceed to drafting the Pre-Con Contract.
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11C.06 Draft Contract/Credential Review — Pre-Con (Attorney, Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from eBuilder as notification
that the required documents have been submitted by DAS Procurement to initiate the drafting of a CMR
Pre-Construction Contract for the subject project.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Project T4 | Instance T2 | Subject T4
Announcem ... ' : ol it :
ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcumﬁ_e, State of Test Project Test
Connecticut!

e-Builder welcomes the
Credential Review — Pre-Con (Paralegal)

The Paralegal assigned to the project should begin collecting the required documents listed in the "CMR
Checklist for Credential Review" field. Upon receipt of said documents, the Paralegal should return to
this process instance and check off each of the documents collected in the “CMR Checklist for Credential
Review” field and upload copies of said documents to the respective sub-subfolders in the subject
project “CMR Contract Approval/CMR” file folder. To access the respective sub-subfolders, right click on
the link in the "Contract/Amendment/WAO File Folder" and select "Open link in new tab" to open the
subject project "CMR Contract Approval" file folder.

CMR Checklist for Credentia Please check all that apply and upload signed and sealed (if applicable) copies of each of the respective documents to the "Credentials and

Review: nsurance” subfolder within the subject project "CMR Contract Approval/CMR” file folder.

Certificate of Insurance

) Professional Lisb lity Claims History

Current Licences

| Certificate of Legal Existence (From T SOTS - COMCORD Online)

| Good Standing Certificate from home state {If not from CT)

| I Trade Name Certificate (if DBA)

() Certificate of Authority {Form 1215}

| Disclosure Affidavit (Form 1218)

B Consulting Affidavit (OPM Form 5, Rev: 3-28-14)

B ntribution Certification (if SEEC required reporting, a copy of SEEC decision]
ication (Form C, Rew: 7-8-09)

] affirmation of Receipt of State Ethics Law Surmmary {OFM Form &, Rew: 10-1-11)
RAM Certification (OPM Form 7, Rew: 3-28-14)

Gift and Campaign

| Nondiscrimination Ce

ndar Farm [SP-26MB - Only if the vendor has not done business with the State]
RS Form W-a

| FORM CT 330 - Parts | and |l {including Part |l for all subcontractors) for Mew Contracts Only

Contract/Amendment/ \WAQ ]
File Folder: hitos:

T 0 TIE SUD et DT ECr LU oy AT e e,
guebuildernet/dad/dalanding.aspo? Q5=106]

PO TE rome
7355f4e 709735 f1e357543425 |
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Then select the "CMR" file folder to view the respective subfolders to upload the required documents.

Upload | Properties | Create Folder | Subscriptions | Cepy To Clipboard:

CMR[1] -

]| Name Date Uploaded = ]
|

Credentials and Insurance[0]

Drafts[0]

emails[0]
,. Exhibits[0] I_ Drag and drop files here to upload, orjorowse,
Final[0]

Legall0]

& Supporting Documents[1]

To upload the required documents,|first select the file folder with which you wish to upload the
document(s) and then click the “browse” link. After clicking “browse”, you can either drag and drop the
documents into the space provided or click on the “Browse” link to search for the applicable files on your
computer for upload.

&

Drag your files or|[Browse

Note: Upon completion of the draft Contract, the Contract will be sent to the PM, ADPM, and if
applicable, the CA and A/E for review. If all of the Credential Review documents have not yet been
collected at the time the draft Contract is distributed, you can either wait until the draft Contract is
returned to upload the remaining documents or you can log into eBuilder, select the “Documents” tab,
and then select the subject project for which the Contract is being drafted from the “All Projects”
dropdown list to open the subject project’s file folder structure. Scroll down to and select the “11
Contract-Amendment-Legal” file folder, then select the “CMR Contract Approval” file folder, then select
“CMR” to view the respective subfolders, and then select the respective subfolder with which you wish
to upload a document and upload the document using the instructions provided above.

Documents Contacts Cost Reports Setup ***

ments

= W | Edit | Add View I_'_ Projects 'I

11 Contract-Amendment-Legal[1]
a CMR Contract Approval[1]
- =) emrpy
. Credentials and Insurance[d]
Drafts[0]
emails[0]
- Exhibits[0]
3 Final[0]
Legall0]
8- Supporting Documents[1]
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Draft Contract — Pre-Con (Paralegal/Attorney)

The Paralegal or Attorney assigned to the project should begin drafting the Pre-Construction CMR
Contract Agreement. To view the documents submitted by OLAPP Procurement to initiate the drafting of
Pre-Con Contract or to view any of the documents collected to date by the Paralegal in the “CMR
Checklist for Credential Review” field, scroll down to the "Contract/Amendment/WAO File Folder" field,
right click on the link and select "Open link in new tab" to open the subject project "CMR Contract
Approval" file folder.

Contract/Amendment,/ WAD Paste the link to the subject project Contract/Amendment/ WAQ File Folder
File Folder: |htios://aov.e-bullder.net/dad/calanding.aspxrQ5=108 TS 1 GoUTAE 0TS e |

Then select the "CMR" file folder to view the respective subfolders. Click on the applicable subfolder or
sub-subfolder to view the respective documents uploaded by OLAPP Procurement (Supporting
Documents subfolder) or by the Paralegal (Credentials and Insurance) subfolder.

CMR[1]

Credentials and Insurance[0]
Drafts[0]
emails[0]

&) Exhibits[0]

2 Finall0]

Legal[0]

w1 Supporting Documents[1]

Upon completion of the draft CMR Pre-Construction Contract Agreement, return to the process instance
and again, right click on the link in the "Contract/Amendment/WAO File Folder" and select "Open link in
new tab". Then select the "CMR" file folder to view the respective subfolders to upload the Contract
documents. To upload a copy of the draft Contract Agreement, and Exhibit documents to the respective
subfolders in the subject project “CMR Contract Approval/CMR” file folder, first click on the subfolder
with which you wish to upload the document to (Drafts” or “Exhibits”). After clicking “browse”, you can
either drag and drop the documents into the space provided or click on the “Browse” link to search for
the applicable files on your computer for upload.

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard:

CMR[1] -

[]| Name Date Uploaded = 1]
|

Credentials and Insurance[0]
Drafts[0]

emails[0]

J Exhibits[0] I_ Drag and drop files here to upload, orforowse,
Final[0]
Legall0]

8[| Supporting Documenits[1]

&

Drag your files or[Browse
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After uploading the draft Contract agreement, return to the process instance, scroll down to the bottom
of the page and select "DAS/RECS Review" from the dropdown list next to the “Take Action” button and
click the “Take Action” button to submit the draft contract to the project PM and ADPM for review, and
then to the CMR and, if applicable, to the A/E and CA for review. A prompt will appear after the "Take
Action" button is clicked to allow for comments related to the draft agreement.

When providing a comment, please note how you would like the subsequent users to propose changes
to the subject contract, i.e. track changes, add comments in the Word document, add comments in the
eBuilder process instance, etc. Upon completion, click the “DAS/RECS Review” button.

Repeat this step until such time that the draft Contract is in its final format and ready to be submitted to
the Legal Direct for review.

Add Comment

[ private

Check Spelling DAS/RECS Review Cancel

After all of the Credential Review documents have been collected, the draft contract is in its final format,
and all such documents have been uploaded to the respective subfolders in the subject project “CMR
Contract Approval/CMR” file folder, scroll down to the bottom of the page and select "Legal Director"
from the dropdown list next to the “Take Action” button and click the “Take Action” button to submit
the final draft contract to the Legal Director for review. A prompt will appear after the "Take Action"
button is clicked to allow for comments related to the draft agreement. Upon completion, click the
“Legal Director” button.

11C.07 DAS/RECS Contract Review — Pre-Con (PM/ADPM)
PM Review
The PM assigned to the project will receive an email from eBuilder as notification that a draft CMR Pre-

Construction Contract for the subject project has been completed and is ready for DAS/RECS review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

ANNOUNCEM e Project T4 | Instance 1% | Subject 1=

ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcome, State of Tect Droiact Test

Connecticut!

e-Builder welcomes the
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After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

I Dretails Comments ::I}I Documsents (0) Artached Proceszes (1) Attached Forms (O) Attached To (D)

CMR Information
CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig

CMR - Contact Email: B craig.nussell@ct.gov

Contract/Amendment/ WAQ Pacte the l[nk to tne subiect nroject Contract/Amendment AWAD) Flls Folder

File Folder: I https://gov.e-builder.net/da2/dalanding.aspr?Q5=10e 7538 7a5974e 70973125554 54e0 I

After opening the subject project contract approval file folder, open the “CMR” subfolder and then the
"Drafts" sub-subfolder to view the draft contract. To check out the document for editing, click on the
“Edit” link to open the draft Contract in Word.

UpIO3D | FTOPEMTIES | LI2dTe FOIOEr | SUBSCTIPTIoNS
CMR. Contract Approval[2] - ? I :
_ ) [] | Name
= 3 CMR[2]
: _ . Delete | Move | Copy | Download | Check Ot
Credentials and Insurance[0]
&) {version 1)
Drafts[1] —  Download (152.6KE) | 52nd | Properties JEdit

After opening the draft Contract in Word, click the “Enable Editing” button at the top of the page.

I'\,/‘I PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing |

Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab. After completing your review and
making any proposed edits to the draft Contract, return to the “Documents” tab, open the “CMR”
subfolder and then the "Drafts" sub-subfolder. Then, click on the “Check In” link to check the draft
Contract back into the “Drafts” subfolder with your saved edits.

Documents \ 11 Contract- Amendment-Legal \ CMR Contract
Approval % CMR \ Drafts

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboa

[ | Name Dat

Delete | Move | Copy | Download | Check Out | Send | Fill Out Fon
{wersion 1) Checked out by

W’l | Craig Russll 074

Download (152.6KB) | Send | Properties | Edit
After checking in the draft Contract, return to the process instance and scroll down to the bottom of the
page to take action.

o Select “ADPM” from the dropdown list next to the “Take Action” button to send the draft to the
ADPM for additional review and revision, or

e Select "CMR" to send the draft to the CMR for review and revision, or

e Select “A/E — CA” to send the draft to the A/E and/or the CA for review and revision, then click
the “Take Action” button.
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e Select "Return" from the dropdown list next to the “Take Action” button to return the draft to
Legal for additional review and revision.
o A prompt will appear after the "Take Action" button is clicked to allow for comments related
to the draft agreement. If the “A/E — CA” was selected, you will also be required to select
either one or both of the Consultants to send the draft agreement to. After adding a
comment and, if applicable selecting the A/E and/or CA, click the “ADPM”, “CMR”, “AE/CA”

or “Return” button respectively.

Add Comment

[ private

Add actors to the next step

Available Users Selected Users

tussell, ARC (DAS)
ST CA (DAS)

Check Spelling Cancel

ADPM Contract Review — Pre-Con

The ADPM assigned to the project will receive an email from eBuilder as notification that a draft CMR
Pre-Construction Contract for the subject project has been completed and is ready for DAS/RECS review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Project T2 | Instance T2 | Subject 12
Announcem ... ! : Gl :
ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcome, State of Test Project Test

Connecticut!
e-Builder welcomes the
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After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors regarding the draft Contract. To review the draft contract, return to the “Details” tab and right
click on the link provided in the "Contract/Amendment/WAO File Folder" field, in the "CMR Information"
section, and select “Open link in new tab.

Details | Comments (0) | Doounents {0) Artached Processes (1) Attached Forms [0) | Attached To (0]

CMR Information

CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment AWAD Pazte the link to the subjedt project Contract/Amendment WAD File Folder
File Folder: |I*:t:5:_-'_.-'g:-'-.'.e-:.,' der.net/daz/dalanding.aspx?Q5=10e7558 7289470931354 54e6 |

After opening the subject project contract approval file folder, open the “CMR” subfolder and then the
"Drafts" sub-subfolder to view the draft contract. To check out the document for editing, click on the
“Edit” link to open the draft Contract in Word.

~ ~ - UpIO3D | FTODEIes | Lredts Foier | SUDSCripTions
CMR Contract Approval[2] -
~ ) [ | Name
= ] CMR[2]
| Delete | Move | Copy | Download | Check Cat

Credentials and Insurance[d]

] O {version 1)

Drafts[1] Download {152.6KE) | Send | Properties

After opening the draft Contract in Word, click the “Enable Editing” button at the top of the page.

(i;] PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing |

Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab. After completing your review and
making any proposed edits to the draft Contract, return to the “Documents” tab, open the “CMR”
subfolder and then the "Drafts" sub-subfolder. Then, click on the “Check In” link to check the draft
Contract back into the “Drafts” subfolder with your saved edits.

Documents \, 11 Contract-Amendment-Legal Y CMR Contract
Approval \ CMR \ Drafts

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboal
[ | Name Dat
Delete | Move | Copy | Download | Check Out | Send | Fill Cut Fon

(eersion 1) Checked out by
Wl ] Craig Rusz=ll 071
Download (152.6KE) | Send | Properties | Edit
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After checking in the draft Contract, return to the process instance, scroll down to the bottom of the

page and click the "Take Action" button to return the draft contract to the PM for further processing. A

prompt will appear after the "Take Action" button is clicked to allow for comments related to the draft
agreement. After adding a comment, click the “Return” button.

Add Comment

U Private

Check Spelling Return Cancel

11C.08 CMR Contract Review — Pre-Con (CMR)

The CMR assigned to the project will receive an email from eBuilder as notification that a draft CMR Pre-
Construction Contract for the subject project has been completed and is ready for the CMR to review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes  Documents Contacis  Cos
c Welcome, Craig!
CONNECTICUT
My Processes
Announcem .. AR T2 | Instance 14 | Subject 14

ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcnm?, State of est Project Test
Connecticut!

e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to view any comments provided by past

actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

I Details =~ Comments ::I:II Documents () Artached Processes (1) | Attached Forms (0) | Attached To (D)
CMR. Information
CMR - Firm: *hample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: B craig.nussell@ct.gov
Contract/Amendment, WAO Paste the link to the subledt project Coptract/AmendmentAWAD File Folder

File Folder: I hittps:/fgov.e-builder.net/daz /dalanding.aspx?Q5=10e75587a80f4e 709731 255545426 I

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 142 of 341

After opening the subject project contract approval file folder, open the “CMR” subfolder and then the
"Drafts" sub-subfolder to view the draft contract. To check out the document for editing, click on the
“Edit” link to open the draft Contract in Word.

UpIO3D | FTOPEMTIES | LI2dTe FOIOEr | SUBSCTIPTIoNS
CMR Contract Approval[2] - ? I :
_ ) [] | Name
= 3 CMR[2]
: _ . Delete | Move | Copy | Download | Check Ot
Credentials and Insurance[0]
&) {version 1)
Drafts[1] —  Download (152.6KE) | 52nd | Properties JEdit

After opening the draft Contract in Word, click the “Enable Editing” button at the top of the page.

~

@

PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing |

Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab. After completing your review and
making any proposed edits to the draft Contract, return to the “Documents” tab, open the “CMR”
subfolder and then the "Drafts" sub-subfolder. Then, click on the “Check In” link to check the draft
Contract back into the “Drafts” subfolder with your saved edits.

Documents \ 11 Contract- Amendment-Legal % CMR Contract
Approval % CMR \ Drafts

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboa

[ | Name Dat

Delete | Move | Copy | Download | Check Out | Send | Fill Out Fon
feersion 1) Checked out by

Wl | Craig Russll 074

Download (152.6KB) | Send | Properties | Edit

After checking in the draft Contract, return to the process instance, scroll down to the bottom of the
page and click the "Take Action" button to return the draft contract to the PM for further processing. A
prompt will appear after the "Take Action" button is clicked to allow for comments related to the draft
agreement. After adding a comment, click the “Return” button.

Add Comment

[ private

Check Spelling Return Cancel

11C.09 A/E and CA Contract Review — Pre-Con (A/E, CA)

The A/E and CA assigned to the project will receive an email from eBuilder as notification that a draft
CMR Pre-Construction Contract for the subject project has been completed and is ready for the A/E and
CA to review.
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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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents  Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... T T2 | Instance 14 | Subject i

ents

*BI-C5-1010 - CMR
Test

Welcome, State of
Connecticut!

e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

I Details Comments [CIJI Documents (0} Attached Proceszes [1) Attached Forms (0) Attached To (D)

CMR Information
CMR - Firm: *sample Company
CMR - Contact: Russell, Craig
CMR - Contact Email: B craig.russell@ct.gov
Contract/Amendment WAOD Paste the link to fhe cubiect project ContractSmendmentAWAC Fils Folder
File Folder: I hitps://gov.e-builder.net/da2/dalanding.aspx7Q5=10e 7538728974 709731 23554 34e0 I

After opening the subject project contract approval file folder, open the “CMR” subfolder and then the
"Drafts" sub-subfolder to view the draft contract. To check out the document for editing, click on the
“Edit” link to open the draft Contract in Word.

~ ~ - UpIOSd | HTODEMmIEs | Sreane roider | SUDSCrpTions
CMR Contract Approval[2] -
~ ) [] | Name
4 CMR[2]
| Delete | Mowve | Copy | Download | Check Qurt | ©

Credentials and Insurance[(]

] [wersion 1)

O
Drafts[1] —  Download (152.6KB) | S=nd :'rc\ce-ties

After opening the draft Contract in Word, click the “Enable Editing” button at the top of the page.

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing |
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Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab. After completing your review and
making any proposed edits to the draft Contract, return to the “Documents” tab, open the “CMR”
subfolder and then the "Drafts" sub-subfolder. Then, click on the “Check In” link to check the draft
Contract back into the “Drafts” subfolder with your saved edits.

Documents Y 11 Contract-Amendment-Legal % CMR Contract
Approval % CMR \ Drafts

Upload | Properties | Create Folder | Subscriptions | Copy To Clipboai

] | Name Dat

Deletz | Move | Copy | Download | Check Owt | Send | Fill Cut Fon
{version 1) Checked out by

WI | Craig Russell 07

Download (152.6KE) | S2nd | Properties | Edit [ Chedk [n

After checking in the draft Contract, return to the process instance, scroll down to the bottom of the
page and click the "Take Action" button to return the draft contract to the PM for further processing. A
prompt will appear after the "Take Action" button is clicked to allow for comments related to the draft
agreement. After adding a comment, click the “Return” button. The first actor to take action on the
process instance (either the A/E or CA) will also receive a second prompt after clicking “Return”, at which
time the “Vote for Return” button should be clicked.

Add Comment

[ Private
Action will proceed when voted on by all actors.
Check Spelling Cancel Vote for Return Mo, Cancel

11C.10 Legal Director Contract Review — Pre-Con (Legal Director)

The Legal Director will receive an email from eBuilder as notification that a draft CMR Pre-Construction
Contract for the subject project has been completed and is ready for the Legal Director to review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... s 14 |instance 7% | Subject 14
ents

Welcome, State of
Connecticut!

e-Builder welcomes the
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After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

I Dretails Comments ::I}I Documsents (0) Artached Proceszes (1) Attached Forms (O) Attached To (D)

CMR Information
CMR - Firm: *sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: B craig.russell@ct.gov
Contract/Amendment\WAaD Pacte the link to the cuhiedt proiect Coptract/AmendrmentANAD Flle Folder
File Folder: I https://gov.e-builder.net/da2/dalanding.aspr?Q5=10e 7538 7a5974e 70973125554 54e0 I

After opening the subject project contract approval file folder, open the “CMR” subfolder and then open
the “Credentials and Insurance”, “Exhibits”, and “Supporting Documents” sub-subfolders to review such
documents related to the Pre-Construction Contract. Then, open the "Drafts" sub-subfolder to view the
draft contract.

To check out the document for editing, click on the “Edit” link to open the draft Contract in Word.

~ ~ - UpIOSd | HTOPEMIEs | Leane bMaer | SUDSCTIpTons
CMR Contract Approval[2] -
~ ) [] | Name
A CMR[2]
: _ ) Delete | Mowve | Copy | Download | Check Cut
Credentials and Insurance[(]
] . {wersion 1)

Drafts[1] —  Download (152.6KE) | Send | Properties

After opening the draft Contract in Word, click the “Enable Editing” button at the top of the page.

"\I/-I PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing |

Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab. After completing your review and
making any proposed edits to the draft Contract, return to the “Documents” tab, open the “CMR”
subfolder and then the "Drafts" sub-subfolder. Then, click on the “Check In” link to check the draft
Contract back into the “Drafts” subfolder with your saved edits.

Documents \, 11 Contract-Amendment-Legal % CMR Contract
Approval \ CMR \ Drafts

Upload | Properties | Create Folder | Subscriptions | Copy Te Clipboal
[] | Name Dat
Delete | Move | Copy | Download | Check Out | Send | Fill Out Forn

{wersion 1) Checked out by

Wl | Craig Russell 07.1
Download (152.6KB) | S2nd | Properties | Edit
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After checking in the draft Contract, return to the process instance, scroll down to the bottom of the
page and either select “Return” from the dropdown list next to the “Take Action” button to return the
Contract to the Attorney and Paralegal for additional edits, or select “Submit” to forward the Contract to
the Paralegal to schedule a meeting for the signing of the Contract. A prompt will appear after the "Take

Action" button is clicked to allow for comments related to the draft agreement. After adding a comment,
click either the “Return” or “Submit” button respectively.

Add Comment

[ private

Check Spelling Canmcel
11C.11 Contract Signing — Pre-Con (Paralegal)
The Paralegal assigned to the project will receive an email from eBuilder as notification that the Legal
Director has reviewed and approved the subject project draft Pre-Construction Contract Agreement.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents  Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

ANNOUNCEM ee Project T4 | Instance 14 |subject s
ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcome, State of Test Project Test

Connecticut!
e-Builder welcomes the
After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the final Pre-Construction Contract package, return to the “Details” tab and right click
on the link provided in the "Contract/Amendment/WAQO File Folder" field and select “Open link in new

tab.

I Details Comments ::l:ul Documents (0} Attached Proceszes [1) Attached Forms (0] Attached To (D)

CMR Information
CMR - Firm: *Sample Company

CMR - Contact: @ Russell, Craig
CMR. - Contact Email: @ craig.russel| @ct.gov
Contract/Amendment/ \WAD Paste ink to the subject project Contract/Amendment/WAD File Folder

File Felder: || hitpsy//gov.e-ou TErNE 082/ 0aLan dINg. a5pn o= TUE (000 [anoTaE TS T Eo o oA oaE0 |
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After opening the subject project contract approval file folder, open the “CMR” subfolder and then open
the “Credentials and Insurance”, “Exhibits”, and “Supporting Documents” sub-subfolders to review such
documents related to the Pre-Construction Contract. Then, open the "Drafts" sub-subfolder to view the
draft contract.

CMR[1]

Credentials and Insurance[0]
Dirafts[{]

emails[0]

-3 Exhibits[0]

Final[0]

Legall0]

- Supporting Documents[1]

Proceed with scheduling a meeting with the respective parties to sign the contract, draft the AG checklist
and submit to the OAG for review and signature.

After the Contract has been fully executed, return to the process instance, scroll down to the “CMR
Information” section, right click on the link provided in the "Contract/Amendment/WAO File Folder"
field, in the "CMR Information" section, then select “Open link in new tab”. After opening the subject
project contract approval file folder, open the “CMR” subfolder and then the "Final" sub-subfolder.
Upload copies of the AG memo, Agreement Cover Letter, CERT-134, CORE CT Entry, and Executed
Contract Agreement to the “Final” subfolder by clicking the “browse” link and either dragging and
dropping the documents into the space provided, or by clicking on the “Browse” link to search for the
applicable files on your computer for upload.

. Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard:
CMR[1]
[T Name Date Uploaded - u
Credantials and Insurance[0]
|

Drafts[0]
emails[0]
Exhibits[0] I_ Drag and drop files here to upload, of browse.
Final[0]

7 Legalo]

Supporting Documents[1]

&

Drag your files or|[Browse
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After all documents have been uploaded to the “Final” sub-subfolder, return to this process instance,
scroll down to the “CMR Contract” section, upload a copy of the executed agreement to the "Executed
Contract / Amendment" field and provide a response to the remaining questions in the “CMR Contract”
section. Upon completion, click the "Take Action" button to complete the process for the Pre-
Construction Contract.

CMR Contract -
* DAS Contract Number: P
* CORE Contract Mo
Contract/Amendment
Amount: @
* Date of Final Approval: x|
* Date Contract Signed by |
Consultant/Contractor:
* Date Contract Executed: x|
* Executed Drag and drop file here or  Browse Computer Browse e-Builder
Contract/Amendment:
* Contract Start Date: =
Contract End Date: '='|
|S.|:|n"t b | | Take Action I Check Spelling Print Copy Delegate Save Cancel

11C.12 Legal Assignment - WAO/GMP (Legal Director)

The Legal Director will receive an email from eBuilder as notification that the PM assigned to the subject
project has submitted a draft WAO or GMP from the CMR for review and approval.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cog

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... s 1% |instance 1% | Subject i

ents

*BI-C5-1010 - DAS *BI-C5-1010 - CMR
Welcome, State of Test Project Test

Connecticut!

e-Builder welcomes the
To view the draft submission, right click on the link in the "Contract/Amendment/WAO File Folder" and
select "Open link in new tab" to open the subject project "CMR Contract Approval" file folder.
Contract/Amendment, WAOD Paste the link to the subject preject Cantract/Amendment,"WAQ File Folder

File Folder: | hitos://qov.e-builder.net/da2/dalanding.aspx? Q5 = 10e76587a59f4e 7097311 556545426 |
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Then, depending upon the document type, select either the "CMR GMPA/GMPA 1" or “CMR WAO/WAO
1” subfolder, and then select the “Drafts” sub-subfolder to view the draft submission.
CMR GMPA[D]
| I~ Cradentials and Insurance[(]
i emails[0]
Final[0]
Legal[0]
4[] Supporting Documents[0]
- GMPA 2[0]
CMR WACHO]
After you have completed your review of the document submission package, return to the process
instance and scroll down to the section entitled "Legal Assignment". If the "OLAPP Paralegal - CMR" and
the "OLAPP Attorney - CMR" fields have not been filled automatically, select an "OLAPP Attorney - CMR"

and/or an "OLAPP Paralegal - CMR" to assign to draft the WAO or GMP. Upon completion, click the "Take
Action" button to forward the process instance to CSS to set up the role assignment.

Legal Assignment -
Please select an Attorney and/or Paralegal to assign to draft the subject contract. If you intend to draft the subject contract yourself, please select your name as the OLAPP Attorney.
OLAPF Paralegal - CMR: Please select.. bl
OLAPF Attorney - ChMR: Please select.. hal

Date Legal Received:

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

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the
contract submission package, if applicable. You will also be required to select the Paralegal assignhed to
the project to forward the submission package. Upon completion, click "Submit".

Add Comment

(] private

Add actors to the next step

Available Users Selected Users

B

£

Check Spelling Cancel

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 150 of 341
11C.13 Draft WAO/GMPA - Credential Review (Attorney, Paralegal)
The Attorney and Paralegal assigned to the project will receive an email from eBuilder as notification

that the PM assigned to the subject project has submitted a draft WAO or GMPA from the CMR for
review and approval for the subject project.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... Project T4 |instance T4 | Subject 1=

ents

*BI-C5-1010 - CMR
Test

Welcome, State of
Connecticut!

e-Builder welcomes the

Credential Review — WAO/GMPA (Paralegal)

The Paralegal assigned to the project should begin collecting the required documents listed in the "CMR
Checklist for WAO/GMP Review" field. Upon receipt of said documents, the Paralegal should return to
this process instance and check off each of the documents collected in the “"CMR Checklist for
WAO/GMP Review" field and upload copies of said documents to the respective sub-subfolders in the
respective subject project “CMR Contract Approval/CMR GMPA/GMPA 1” or the “CMR Contract
Approval/CMR WAO/WAO 1” subfolder. To access the respective submittal or to access the file folder
structure to upload the checklist documents, scroll down to the "CMR Information" section and right
click on the link in the "Contract / Amendment / WAO File Folder" field and select “Open link in new
tab”.

Contract/Amendment/WAD Pgste the link fo the subiect project Contract/Amendment WAD Fil= Folder

File Folder: I hittps://gov.e-builder.net/da2/dalanding.aspx? 05=10e75587 5504270973 55545426 I

CMR GMPA[D]
=[] GMPA[D]

Credentials and Insurance](]
Drafts[(]

emails[0]

Final[0]

Legal[0]

i Supporting Documents[0]

s+ [71 GMPA 2[0]

CMR WAC[O]
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Then, select the respective “GMPA/GMPA 1” or “WAO/WAO 1” subfolder, and then select the respective
“Credentials and Insurance” sub-subfolder to upload credentials and insurance information; or select
“emails” to upload any correspondence related to the submittal, select “Legal” to upload any documents
that are to be saved, viewed, and or edited by Legal Staff only; or select “Supporting Documents”,
“Approvals & Confirmations”, “Bonds”, “Subconsultant SOTS”, or “Wage Certs and Rates” for an upload
of any of those respective documents to their respective file folders.

To upload the required documents, first select the file folder with which you wish to upload the
document(s) and then click the “browse” link. After clicking “browse”, you can either drag and drop the
documents into the space provided or click on the “Browse” link to search for the applicable files on your
computer for upload.

- —— ———— g

GMPA[O]

il £ Credentials and Insurance[] |

Drafts[0]

emails[J] [ X Trag and crop 77es here to Upload, or browse, |

Final[0]

Legal[0]
£ 1 Supporting Documentsi0l

o
Drag your files or

Note: Upon completion of the draft WAO or GMPA, the subject document will be sent to the PM, ADPM,
CA, A/E, and CMR for review. If all of the CMR Checklist for WAO/GMP Review documents have not yet
been collected at the time the WAO or GMPA is distributed, you can either wait until the WAO or GMPA
is returned to upload the remaining documents or you can log into eBuilder, select the “Documents” tab,
and then select the subject project for which the WAO or GMPA is being drafted from the “All Projects”
dropdown list to open the subject project’s file folder structure.

Documents Contacts  Cost Reports Setup **°

ments

g hd |Ec't Add View I_'_ Projects 'I

Scroll down to and select the “11 Contract-Amendment-Legal” file folder, then select the “CMR Contract
Approval” file folder, then select the respective “WAQO“ or “GMP” file folder to view the respective
subfolders. Then select the respective subfolder with which you wish to upload a document and follow
the instructions above to upload the document.

11 Contract-Amendment-Legal[2]

= CMR Contract Approval[2]
=L CMR[2]
[ CMR GMPA[0]

o] CMR WAO(D]
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Draft WAO/GMP (Paralegal/Attorney)

The Attorney assigned to the project should begin to review and revise the draft submittal. To view the
draft submittal or any of the documents collected to date by the Paralegal in the “CMR Checklist for
Credential Review” field, scroll down to the "Contract/Amendment/WAO File Folder" field, right click on

the link and select "Open link in new tab" to open the subject project "CMR Contract Approval" file
folder.

Centract/Amendment, WAD Paste the link to the subject project Contract/Amendment,/WAD File Folder
File Folder: |hitos:// aov.e-bullder.net/da2/ dalanding.aspx Us=10€ /&30 acdTde (ST 1e3515454e0]

Then, select the respective "CMR GMPA" or “CMR WAQ” file folder; and then select “Drafts” to view the
draft submittal or select any of the other respective subfolders to view the supporting documents
related to the draft submittal.

CMR GMPA[O]
GMPA[D]

Credentials and Insurance[0]
Dirafts[0]

emails[0]

Final[0]

Legal[0]

&[] Supporting Documents[0]

= GMPA 2[0]
CMR WACTO]

&3 wao 1[0]

To edit the draft submittal, click the “Edit” link to “Check Out” the document.

11 Contract-Amendment-Legal[3] - - ' -
[) [ Name
a CMR Contract Approval[2]
H Delete | Move | Copy | Download | Check Cut
=& CMR[2]
| ] ml [wersion 1)
2l CMR GMPA[T] — Download {152.6KE) | Send | Properties |

= | GMPA[1]
| Credentials and Insurance[(]
Drafts[1]

After clicking “Edit”, the document will open in Word with a “Protected View” prompt. Click on the
“Enable Editing” button within the prompt to begin editing the document.

r\,/'l PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless yvou need to edit, it's safer to stay in Protected View. | Enable Editing

Review and revise the document as needed. After completing any edits, save the document, return to
the “Drafts” sub-subfolder and “Check-In” the document.

Delste | Mowve | Copy | Download | Check Out | Send | Fil

{wersion 1) Chedked out by Craig

Wl | Russzell
Download (152.6KE) | 5end | Properties | Edit)] Ched: In
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Upon completing edits to the draft WAO/GMP, return to this process instance, scroll down to the bottom
of the page and either select "Return" to send the draft WAO/GMP to the project PM and ADPM for
additional review and to further allow for DAS/CS to submit the draft WAO/GMP to the CMR for review;
or select "Approvals" to send the file to the Paralegal assigned to the project to obtain approvals from
the A/E, CA, CHRO and, if applicable, CSCU; or select "Submit", if the draft agreement has been finalized
and all of the required supporting documents have been collected and determined to be acceptable, to
send the final draft WAO/GMP to the Legal Director for review and approval.

Contract/Amendment WAO Paste the link to the subject project Contract/Amendment/ WAQ File Folder
File Folder: hitps://gov.e-builder.net/da2/dalanding.aspxF05="10e78587a5074e 709131 e55754 546
|- Blezse select an action .- v | I I Check Spelling

A prompt will appear after clicking "Take Action" to allow for comments related to the draft agreement.
After adding a comment click the “PM”, “Approvers”, or “Submit button respectively.
Add Comment

[ Private

Check Spelling Cancel

11C.14 DAS/RECS - WAO/GMP Review (PM/ADPM)
PM Review
The PM assigned to the project will receive an email from eBuilder as notification that the draft GMP or

WAO for the subject project has been reviewed and revised by Legal and is now ready for DAS/RECS
review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos|

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... AR 1% |instance 7% | subject i

ents

-5
Welcome, State of Tect P
Connecticut!
e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors.

I Details =~ Comments ::I}I Documents () Artached Proceszes (1)  Attached Forms () | Attached To (D)

To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.
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CMR Information

CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment/ WAD Pacte the link fo the subled proiect Contract/AmendmentAWAD File Folde
File Folder: I hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=10e78587a8%74= 7091371 2557545426 I

Then, select the respective "GMPA/Drafts" or “WAQ/Drafts” subfolder to view the draft submittal or

select any of the other respective subfolders to view the supporting documents related to the submittal.

CMR GMPA[0]
GMPA[0]

Credentials and Insurance[0]
Drafts[0]
emails[(]
Final[Q]
Legal[0]
" [Z] Supperting Documents[0]

o1 GMPA 2[0]

CMR WACTO]

To review and edit the revised draft submittal, click the “Edit” link to “Check Out” the document.

———— S — T T T ————

11 Contract-Amendment-Legal[3] -
[} | Name
a CMR Contract Approval[2]
H Delete | Move | Copy | Download | Check Cut
=& CMR[2]
] ml [wersion 1)

;J' CMPR GMPA[1] Download (152.6KB) | Send | Properties |
=[] GMPA[1]
| Credentials and Insurance[(]
Drafts[1]
After clicking “Edit”, the document will open in Word with a “Protected View” prompt. Click on the
“Enable Editing” button within the prompt to begin editing the document.

r\,) PROTECTED VIEW Ee careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

Review and revise the draft using the means and methods recommended by legal for making proposed
revisions as described under the "Comments" tab. After completing your review and making any
proposed edits to the revised draft submittal, return to the “Documents” tab, open the respective “CMR
GMPA” or “CMR WAOQ” subfolder and then open the "Drafts" sub-subfolder. Click the “Check In” link to
check the revised draft submittal back into the “Drafts” subfolder with your saved edits.

Delete | Move | Copy | Download | Check Out | Send | Fil

{wersion 1) Chedked out by Craig
Wl | Russell
Download (152.6KB) | Send | Properties | Edit]] Chedk In

To view any of the supporting documents submitted from the “CMR Checklist for WAO/GMP Review”,
select either the respective “Credentials and Insurance” sub-subfolder to view the credentials and
insurance submission; or select “emails” to view any correspondence related to the submittal; or select
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“Supporting Documents” and then select “Approvals & Confirmations”, “Bonds”, “Subconsultant SOTS”,
or “Wage Certs and Rates” to view any of those respective documents.

CMR GMPA[O]
GMPA[0]

Credentials and Insurance[0]

Drrafts[(]

emails[(]
Final[0]

Legall0]

Supporting Documents[0]
GMPA 2[0]

CMR WACIO]

WO 1[0]

After completing your review and checking in the revised draft submittal, return to the process instance
and scroll down to the bottom of the page to take action. Prior to returning the revised draft agreement

to Legal, be sure to upload a copy of the funding verification for the agreement to the "Funding
Verification" field before taking action.

e Select “ADPM” from the dropdown list next to the “Take Action” button to send the draft to the
ADPM for additional review and revision, or

e Select "CMR" to send the draft to the CMR for review and revision, or

o Select "Return" from the dropdown list next to the “Take Action” button to return the draft to Legal
for additional review and revision.

o A prompt will appear after the "Take Action" button is clicked to allow for comments After
adding a comment, click the “ADPM”, “CMR”, or “Return” button respectively.

Add Comment

[ private

Check Spelling CMR Cancel

ADPM Review

The ADPM assigned to the project will receive an email from eBuilder as notification that the draft GMP
or WAO for the subject project has been reviewed and revised by DAS Legal and is now ready for
DAS/RECS review.
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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 process instance link from the “My Processes” section.

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

My Home

G

Projects

Processes Documents  Contacts Cos|

Welcome, Craig!

CONNECTICUT

Announcem ...

ents

Welcome, State of

Connecticut!

My Processes

Project T% | Instance % | Subject T4

*BI-C5-1010 - CMR

R G
Test

e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

| Dietails

CMR Information
CMR - Firm:
CMR - Contact: @
CMR - Gontact Email: B
Contract/Amendment, WAOD
File Folder:

Comments [:IJI Documents ()

Artached Processes (1) Attached Forms () | Attached To (D)
*sample Company
Russell, Craig
craig.russell@ct.gov
Paste ok io the sublect prolect Contract/AmendmentWAQ File Foldar

I hitps://gov.e-builder.net/da2/dalanding.aspx?05=10e75587a85f4e 70931 2551545426 I

Then, select the respective "CMR GMPA" or “CMR WAOQ” file folder; and then select “Drafts” to view the
draft submittal or select any of the other respective subfolders to view the supporting documents

related to the draft submittal.

CMR GMPA[0]
= 3 Gmpajo)

Credentials and Insurance[0]
Drafts[0]
emails[(]
Final[C]
Legal[0]
" [Z] Supperting Documents[0]
J GMPA 2[0]
CMR WACIO]

#Elweo o]
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To review and edit the revised draft submittal, click the “Edit” link to “Check Out” the document.

———— S — T T T ————

11 Contract-Amendment-Legal[3] -
[} | Name
a CMR Contract Approval[2]
Delete | Move | Copy | Download | Check Cut
=& CMR[2]
] ml [wersion 1)

=" CMR GMPA[T] Download (152.6KE) | 5end | Properties |
= | GMPA[1]
| Credentials and Insurance[d]

Drafts[1]

After clicking “Edit”, the document will open in Word with a “Protected View” prompt. Click on the
“Enable Editing” button within the prompt to begin editing the document.

I'\,/‘I PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab. After completing your review and
making any proposed edits to the revised draft submittal, return to the “Documents” tab, open the
respective “CMR GMPA” or “CMR WAOQ” subfolder and then open the "Drafts" sub-subfolder. Click the
“Check In” link to check the revised draft submittal back into the “Drafts” subfolder with your saved
edits.

Delste | Mowve | Copy | Download | Check Out | Send | Fil

{wersion 1) Chedked out by Craig

Wl | Russzell
Download (152.6KE) | 2end | Properties | Edit]] Cheds In

To view any of the supporting documents submitted from the “CMR Checklist for WAO/GMP Review”,
select either the respective “Credentials and Insurance” sub-subfolder to view the credentials and
insurance submission; or select “emails” to view any correspondence related to the submittal; or select
“Supporting Documents” and then select “Approvals & Confirmations”, “Bonds”, “Subconsultant SOTS”,
or “Wage Certs and Rates” to view any of those respective documents.

CMR GMPAD]
GMPALD]

b

Credentials and Insurance[0]
Drafts[{]

emails[(]

Final[0]

Legal[0]

+} Supporting Documents[0]

GMPA 2[0]
CMR WAC[O]

&[] w0 1001
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After completing your review and checking in the revised draft submittal, return to the process instance,

scroll down to the bottom of the page and click the "Take Action" button to return the draft contract to
the PM for further processing. A prompt will appear after the "Take Action" button is clicked to allow for
comments related to the draft agreement. After adding a comment, click the “Return” button.

Add Comment

[ ] Private

Check Spelling Cancel

11C.15 CMR WAO/GMP Review (CMR)

The CMR assigned to the project will receive an email from eBuilder as notification that the subject

project GMP or WAO has been reviewed and revised by DAS Legal, the DAS PM and ADPM assigned to
the project, and is now ready for the CMR’s review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts Cos

c Welcome, Craig!
CONNECTICUT
My Processes
Announcem Project T2 | Instance T% | Subject i
ents
Welcome, State of ;SE;EE-' 010 - CMR
Connecticut!

e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

I Details =~ Comments ::I:II Documents () Artached Processes (1) | Attached Forms (0) | Attached To (D)
CMR Information
CMR - Firm: *sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment WAO Pasts kio the subledt project Contract/AmangmentMWA0 Flle Folder

File Folder: I hitps://gov.e-builder.net/da2/dalanding.aspx7Q5=10e78587a8%4e 7091311 25357545426 I
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Then, select the respective "CMR GMPA" or “CMR WAOQ" file folder; and then select “Drafts” to view the
draft submittal.

CMR GMPA[D]
=[] GMPA[O]
. i~ Credentials and Insurance[0]
- emails[(]
Final[0]
Legal[0]

" [Z] Supperting Documents[0]

&[] GMPA 2[0]

CMR WACTO]

To review and edit the revised draft submittal, click the “Edit” link to “Check Out” the document.

11 Contract-Amendment-Legal[3] - - ' -
[ | Name
a CMR Contract Approval[2]
H Delete | Move | Copy | Download | Check Cut
=& CMR[2]
| ] ml [wersion 1)
2l CMR GMPA[T] — Download {152.6KE) | Send | Properties |

= | GMPA[1]
| Credentials and Insurance[(]

Drafts[1]

After clicking “Edit”, the document will open in Word with a “Protected View” prompt. Click on the
“Enable Editing” button within the prompt to begin editing the document.

I'\,/‘I PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

Review and revise the draft, accordingly, using the means and methods recommended by legal for
making proposed revisions as described under the "Comments" tab.

After completing your review and making any proposed edits to the revised draft submittal, return to the
“Documents” tab, open the respective “CMR GMPA” or “CMR WAQ” subfolder and then open the
"Drafts" sub-subfolder. Click the “Check In” link to check the revised draft submittal back into the
“Drafts” subfolder with your saved edits.

Documents \, 11 Contract-Amendment-Legal % CMR Contract
Approval \ CMR \ Drafts

Upload | Properties | Creats Folder | Subscriptions | Copy To Clipboal
] [Name Dat
Delete | Move | Copy | Download | Check Out | Send | Fill Out Forn

{wersion 1) Checked out by

Wl | Craig Russell 07.1
Download (152.6KB) | S2nd | Properties | Edit
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After checking in the revised draft submittal, return to the process instance, scroll down to the bottom of
the page and click the “Take Action” button to return the submission to the DAS RECS. A prompt will
appear after the "Take Action" button is clicked to allow for comments related to the draft agreement.

A prompt will appear after the "Take Action" button is clicked to allow for comments related to the draft
agreement. After adding a comment, click the “Return” button.

Add Comment

[ Private

Check Spelling Return Cancel

11C.16 A/E, CA, CHRO, CCSU Review Placeholder (Paralegal - GMP/WAOQ)

The Paralegal assigned to the project will receive an email from eBuilder as notification that the subject
project GMPA or WAO has been reviewed and revised by DAS Legal, the DAS PM and ADPM assigned to
the project. At this time, the:

e CHRO Director should be contacted for approval to proceed;

e A/E should be contacted, via email, to obtain approval on the final version of the WAO/GMP and its
attachments, the schedule, the Assumptions and Clarifications, the list of plans and specifications,
and any addenda thereto, Supplements, Alternates and prices, Unit prices;

e CAshould be contacted, via email, to obtain approval on the final version of the WAO/GMP and its
attachments, the schedule, the GMP amount and support for the amount, the permitted allowances,

and the Assumptions and Clarifications, Supplements, Alternates and prices, Unit prices; and, if the
project is for CSUS,

e (CSCU Director of Facilities should be contacted, if applicable, to review and approve the final version
of the WAO/GMP and its attachments.

Upon receipt of each approval, the Paralegal should log into eBuilder, select the “My Home” tab and click
on the subject process instance link from the “My Processes” section.

My Home Projects Processes Documents Contacis  Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... RS 7% |instance  T% | Subject 14

ents

EI-CS-1010 - DAS *BI-C5-1010- CMR
Welcome, State of Test Project H Test

Connecticut!
e-Builder welcomes the
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After opening the process instance, scroll down to the “CMR Information” and check off the respective
approval in the “CMR Checklist for WAO/GMP Review” field, then right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

CMR Information
CMR - Firm:
CMR - Contact:
CMR - Contact Email: @

Contract/Amendment/WAD

*Sample Company
Russell, Craig

craig.russell@ct.gov

Paste k to the subject project Contract/Amendment/WAQ File Folder

File Folder: ||

hittps:/,

wv.e-builder.net/da2/dalanding.aspx? Q5= 10e 7858 7a50fde 7093111 255754 54e6]

After opening the subject project contract approval file folder, open the respective “WAO/WAO
1/Supporting Documents” or “GMPA/GMPA 1/Supporting Documents” subfolder, and then open the
“Approvals and Confirmations” sub-subfolder to upload the corresponding documents.

[ cmR Contract Approval[3]

tn 1 CMR[2]

=F1 CMR GMPA[T]

I F GMPA[1]

[T Credentials and Insurance[0]
lj Drafts(1] *

I'j emails[0]

IJ Final[o] s

|L| Legal[0]

‘Jll:l Supporting Dt-umer‘ts[E]I

10 Approvals & Confirmations[0]

[ Bonds[0]
[T Licenses[0]
[ Subconsultant SOTS[0]

e Wage Certs and Rates[0]

After opening the “Approvals and Confirmations” subfolder, you can upload the approvals by clicking the
“browse” link. After clicking “browse”, you can either drag and drop the documents into the space
provided or click on the “Browse” link to search for the applicable files on your computer to upload.

=+[7] supporting Documents[0]

| . — | g

1 Bonds[0]

I:l Licenses[0]

| [~ ] Approvals & Confirmations[0] |

I'j Subconsultant SOTS[0]

X Drag and drop files here to upload, of Drowse.

I:l Wage Certs and Rates[0]

[

Drag your files or[Browse]
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After each approval has checked off and uploaded, or if any of the respective reviewers require

additional information prior to approval, return to this process instance, scroll down to the bottom of
the page and click the “Take Action” button to return the process instance to the WAO/GMP -

Draft/Credential Review step to be revised by the Legal Department or so the Legal Department can
forward the information to the appropriate party.

After clicking “Take Action”, a prompt will appear to allow you to add comments, if applicable. Click the
“Return” button after your comment has been added.

Add Comment

[ private

Check Spelling Cancel

11C.17 Legal Director Review (Legal Director)

The Legal Director will receive an email from eBuilder as notification that the subject project GMP or
WAO has been finalized and is now ready for your review.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts  Cos

c Welcome, Craig!
CONNECTICUT
My Processes
Announcem Project T2 | Instance T% | Subject iz
ents
Welcome, State of ;SE;EE-'G'IC - CMR
Connecticut!

e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To review the draft contract, return to the “Details” tab and right click on the link provided in the
"Contract/Amendment/WAO File Folder" field and select “Open link in new tab.

I Details =~ Comments ::I:II Documents () Artached Processes (1) | Attached Forms (0) | Attached To (D)
CMR Information
CMR - Firm: *sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment WAO Paste ko ihe subledt proiect Contraci/AmendmentWWAQ Flle Falder

File Folder: I hitps://gov.e-builder.net/da2/dalanding.aspx7Q5=10e78587a8%4e 7091311 25357545426 I
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Then, select the respective "CMR GMPA" or “CMR WAOQ” file folder; and then select “Drafts” to view the
draft submittal.

CMR GMPA[D]
=[] GMPA[O]
. i~ Credentials and Insurance[0]
] emails[0]
Final[0]
Legal[0]

" [Z] Supperting Documents[0]

&[] GMPA 2[0]

CMR WACTO]

Then, select the respective "CMR GMPA" or “CMR WAOQ” file folder; and then select “Drafts” to view the
final draft submittal or select any of the other respective subfolders to view the supporting documents
related to the draft submittal.

ChR GMPA[D]

GMPALO]
Credentials and Insurance[0]
Drafts[0]
emails[(]
Final[Q]
Legal[0]
" [Z] Supperting Documents[0]

o1 GMPA 2[0]
CMR WAD[O]

&3 wao 1[0]

To edit the draft submittal, click the “Edit” link to “Check Out” the document.

11 Contract-Amendment-Legal[3] - - ' -
[} | Name
a CMR Contract Approval[2]
H Delete | Move | Copy | Download | Check Cut
=& CMR[2]
] ml [wersion 1)

J CMR GMPA[1] Download (152.6KE) | Send | Properties |
A GMPA[T]
| Credentials and Insurance[(]
Drafts[1]
After clicking “Edit”, the document will open in Word with a “Protected View” prompt. Click on the
“Enable Editing” button within the prompt to begin editing the document.

@ PROTECTED VIEW EBe careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing
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Review and revise the draft, accordingly, using the means and methods recommended by legal for

making proposed revisions as described under the "Comments" tab. After completing any edits, save the
document, return to the “Drafts” sub-subfolder and “Check-In” the document.

Delste | Mowve | Copy | Download | Check Out | Send | Fil

{wersion 1) Chedked out by Craig

Wl | Russzell
Download (152.6KB) | 2end | Properties | ic't
Upon completing edits to the draft WAO/GMP, return to the subject process instance, scroll down to the
bottom of the page and select "Return" to return the draft to the Attorney/Paralegal assigned to the
project for additional review and revision, or select "Submit" to submit the draft to a placeholder to
allow the assigned Paralegal to process the agreement through DocuSign.

Contract/Amendment, WAD
File Folder:

I-- Please select an action -- || I I Check Spelling

A prompt will appear after clicking "Take Action" to allow for comments related to the final draft
agreement. After adding a comment click the “Submit” or “Return” button respectively.

Add Comment

[ Erivate

Check Spelling Cancel
11C.18 GMPA/WAO Signing (Paralegal - GMPA/WAO)

The Paralegal assigned to the project will receive an email from eBuilder as notification that the Legal
Director has reviewed and approved the subject project draft GMPA or WAO for signature.

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 process instance link from the “My Processes” section.

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

My Home Projects Processes Documents Contacts Cos

c Welcome, Craig!

CONNECTICUT
My Processes

Announcem ... A 1% |instance T2 | Subject s

ents

*BI-C5-1010 - DAS m *BI-C5-1010 - CMR
Welcome, State of Test Project Test

Connecticut!
e-Builder welcomes the
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After opening the process instance, click on the “Comments” tab to view any comments provided by past
actors. To view the final version of the draft contract for processing, return to the “Details” tab and right
click on the link provided in the "Contract/Amendment/WAO File Folder" field and select “Open link in
new tab.

I Details = Comments ::I}I Documents () Artached Processes (1) Attached Forms () | Attached To (D)

CMR Information

CMR - Firme: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment,WAD Pact= biect project Contract/AmendmentWAD File Folder
File Folder: I ntps://gov.e-builder.net/daZ/dalanding.aspxf05=10e758587aB%f4e 709131 35545426 I

Then, select the respective "CMR GMPA" or “CMR WAQ” file folder; and then select the “Drafts”
subfolder to view the final version of the draft submittal, or select the “Credentials and Insurance”,
“Exhibits”, or “Supporting Documents” sub-subfolders to view such documents related to the GMPA or
WAQO agreement.

CMR GMPA[O]
GMPA[D]

Credentials and Insurance[0]

=3 Drattsion
Pl

emails[0] <

i1 Final[0]

Legal[0]
Supparting Documents[0]
GWPA 2[0]
CMR WACIO]

VWACK IO

Proceed in processing the subject agreement through DocuSign. Upon completion, draft the AG checklist
and submit the agreement to the OAG for review and signature.

After the Contract has been fully executed, return to the process instance, scroll down to the “CMR
Information” section, right click on the link provided in the "Contract/Amendment/WAO File Folder"
field, in the "CMR Information" section (see diagram above), then select “Open link in new tab”. After
opening the subject project contract approval file folder, open either the “GMPA/GMPA 1” or
“WAO/WAO 1” subfolder and then open the "Final" sub-subfolder (see diagram above). Upload copies of
the AG memo, Agreement Cover Letter, CERT-134, CORE CT Entry, and Executed Contract Agreement to
the “Final” subfolder, using the means and methods described in Section 11C.13.
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After all documents have been uploaded to the “Final” sub-subfolder, return to the process instance,
scroll down to the “CMR Contract” section, and upload a copy of the executed agreement to the
"Executed Contract / Amendment" field by dragging and dropping the document into the space
provided.

CMR Contract -~

* DAS Contract Number: |

4
* CORE Contract Mo [ |

* Contract/Amendment l:l

Amount: @

* Date of Final Approval: ]

* Date Contract Signed by ]
iltant/Contractor:

* Date Contract Executed: ='|

* Eyacuted N - -
Executed l_.-':; and drop file here I or | Browse Computer EBrowse e-Builder

Contract/Amendment:

* Contract Start Date: B

Contract End Date: =]

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

Note: After dragging and dropping the agreement into the “Executed Contract/Amendment” field, a
prompt will appear that will allow you to select the specific subfolder within the “03 Preconstruction
Contracts” file folder to upload the document. To select the file folder, first click the “Select folder” link
in the prompt.

Document -

* Folder

Then, click on the “+” next to the “03 Preconstruction Contracts” to expand the file folder. Then click on
the “+” to expand the “04 CMR Construction Contracting” subfolder, and then click on the respective
“CMR GMP Amendment” or “CMR WAOs” sub-subfolder to upload the document to and click the
“Select” button, and then click the “Upload” button to upload the document.

= Documents

00 DocuSign Request

[ 01 Project Planning
02 Selections
i . . Document @ CMR Agreement.docd x Remove
L] 03 Preconstruction Contracts Description
#- 71 01 AE Contracting
L i * er CMR WADs [Select folder]
#~[2] 02 CA Contracting FEEE e : :

I 03 CMR Preconstruction Contracting

' i I 04 CMR Construction Cs’tralt ing

i CMR GMP Amendment Upload Cancel
L cmR waos ]

Construction Invoices

_ 05 On-Call Task Letters

271 06 Other

Add Folder
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After uploading the executed agreement, provide a response to the remaining questions in the “CMR
Contract” section. Upon completion, click the "Take Action" button to complete the process.

CMR Contract ”
* DAS Contract Number: | A|
* CORE ContractNo: | | |
* Contract/Amendment l:l
Amount: @
* Date of Final Approval: isss)
* Date Contract Signed by ]
Consultant/Contractor:
* Date Contract Executed: ='|
* Eya, d - - i
Sxecuted Drag and drop file here or  Browse Computer Browse e-Builder
Contract/Amendment:
* Contract Start Date: =]
Contract End Date: j
|S.|:ln"t ¥ | I Take Action I Check Spelling Print Copy Delegate Save Cancel

Proceed to Section 11E — Contract & Amendment Commitment Creation, which is automatically
launched at the completion of this process, to create the commitment for the subject agreement.
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Section 11D: Formal Contract Approval

11D.01 (Coming Soon)

Proceed to Section 11E — Contract & Amendment Commitment Creation, which is automatically
launched at the completion of this process, to create the commitment for the subject agreement.
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Section 11E: Contract & Amendment Commitment Creation

11E.01 Commitment Creation (CSS)

CSS will receive an email from eBuilder as notification that a contract or amendment has been executed.
The commitment process has been spawned to create a commitment for the subject agreement.

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 process instance link from the “My Processes” section.

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

My Home  Dashboard Projects Processes Documents Contacts C

c Welcome, Craig!

CONNECTICUT
My Processes
ANNOUNCE == Project T-:: Instance T‘;‘ Subject T-:: Step T-::
ments

Welcome, State of *BI-CS-1010 - DAS “ *BI-C5-1010 - CMR | Contract
Connecticut! Test Project Test (CRA - 25) Amendment Cl

e-Builder welcomes

After the process instance is opened, a “Warning” prompt will appear at the top of the page. Click on the
“Click here” link within the warning notification to access the cost integrated process to enter the
commitment details for the subject agreement. DO NOT TAKE ANY ACTION on this page.

Warning

= A draft DO NOT USE - Contract/Amendment - Cost Integrated has been automatically created| o provide required Commitment information
and submit the instance,

After opening the spawned process instance, scroll down to the “Contract Information” section and fill in
the “Document Type”; the “Award Date”, and “Award Amount”, if applicable; and the “SPRB File
Number”, “Sent to SPRB”, and “Approved by SPRB”, if applicable.

Then, complete the “Commitment Details” section, selecting the “Commitment Type” and “Company”.

Under the “Commitment Others” section, input the “Commitment Date” and “Notice to Proceed” date, if
applicable.

Then, scroll down to the “Add New Commitment Item Section”. Select the appropriate “Budget Line
ltem” and “Funding Rule”, and then input the total fee in the “Amount” field. Click the “Add” button
upon completion, and then click the “Submit” button.

Note: The “Commitment Custom Fields” section will automatically fill out when you proceed to the next
step in the process.
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Return to the “Home” tab and open the new process instance for the subject project.

My Home  Dashboard Projects Processes  Documents Contacts C
c Welcome, Craig!
CONNECTICUT .

My Processes

Announce --- Project T% Instance T': Subject T; Step T;
ments

T *BI-C5-1010 - CMR
Welcome, State of '_E‘!'_C\-"’.' _“"l'_" - UAs CRAC] - A Test(CEA - 25) PS5 Review
Connecticut! est P|C]E:- [CVIR-lS]

e-Builder welcomes

Review the “Commitment Custom Fields” and ensure all applicable fields have been filled out. Take a
screen shot of the “Commitment Custom Fields”. Then, scroll down to the “Commitment Items” section
and click on the “Custom Fields” icon.

Commitment ltems

Manage Fui
[ | item nal Current | Projected Current Retainage | Actuals Approved | Allowance | Custom Field(s)
Number mitment Commitment | Commitment Held
O & 001 50,00 50,00 50,00 0.00 0.00 I!

Replicate the data field input from the “Commitment Custom Fields” section to the “Commitment Items
Custom Fields” section. Upon completion, click “Save”, then click the “Take Action” button.
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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.

DITNS Processes Documents Contacts . 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
|Pruject MName = |Agency |Agenc_v PM | 1 s DTS' t-: et
-C5-1010 - DAS Test Proj
DAS/CS Matthew Pafford i *z-Builder Testing Project
2400 -HAZ- DS_F‘a‘f Test DASSCS Matthew Pafford lI*H aziat Project Creation Projiect I

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

Processes For |+Haziat Project Creation Project -
Filter Processes I Start Selected Process Type Start Process
Search In (O Processes Initiated By Me O Processes In My Court ® Al Processes
Type of Process 1165 HazMat Project Intake Reguest (HAZ) v I8 Dzl Open_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.
1165 HazMat Project Intake Request (HAZ) Ilnstructiuns |
Start Process Print  Check Spelling  Submit = Save Draft = Cancel
Project: *HazMat Project Creation Project
Process: 1165 HazMat Project Intake Request
* Subject: || [ I
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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 1165.

In the "Subject” field above, input the name of the praject 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 bottem 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 (UNE), mark accordingly. Approved applications will be funded through the Statewide
Hazardous Abatement Program.

Agency Information

* Agency: | Board of Regents for Higher Education ol |

* Agency PME: [ Please select... v |

* 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 -dazva Project Creation Project

Filter Processes Start Selected Process Type Start Process

Search In ) Processes Invtiated By Me O Processes In My Court ® &) Processes
Type of Process | 1165 HazMat Project Intake Request (HAZ) v [ orarf@ open_Finisned
Status
Step Name -

Conftaining Text

Filter
Processes = Reports (0
Print Log
[ ] E Process Subject Step I In Step Since Date Due Status = ::l:-.u::t::j
(] [HAZ - 2 I HazMiat Test Project Agency Project Inflo 06.25.2023 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 infermation regarding the subject project below. Upon competion, scroll down to the bettom 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 Name:

* project Address:

| |
| |
* City: | |
| |
| |

DAS/CS Building Mumber: @

Room Mumber: @

DAS Project Numben f this project is part of a larger project for which a DAS Project Number was assigned, please provide the project number here,
* Project Description/Haziat n 300 words or |ess, describe the project scope, including type of work (e.q. initial investigation/testing, abatement/remediation, abatement
SOV maonitoring, 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 fo 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: @ |;- Pleaze select an option -- | |

*  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”.

Documents Contacts Cost  Schedule Reports

Processes For | *Hazvat Project Creation Project -

Filter Processes Start Selected Process Type Start Process

n by Court Al Proc

Filter

Processes  Reports (0
Print Log
B Requested
|| Process | Subject St In Step Since Date Due | Status =
o) i g P ! Comment
HAZ -8 I HazMat Test Project & I Agency Emergency Project 07.20.20253 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 rﬁmﬁl
_
| 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”.

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 175 of 341
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: | 1

Other 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

”

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

Step Emergency Fee

My Home Projects 85 Documents Contacts Schedule

Welcome, Craig!

My Processes

Project T4 | Instance

-
B

Subject

-~ A 'y
T2 | Step T

0z - ADPM: Approve
Bid Release Form

PM Prepare Task

Letter Package

Announcem .. TR e
ents Creation Project

Emergency Fee
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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 Height [ 10w | Download Template | Import Delete

For the subject emergency project, the client agency answersd "Ne” te the “Estimated Fee Known?" question and a5 such are reguired 1o provide 3 rough estimate for the proposad
Consultant andfor Contractor services within 24 hours after the work has started. This will allow the Consultant and/or Contractor the opportunity to assess and gain an understanding of
the emergency scope of work in order to provide a rough estimate. DAS/CS undersiands that the rough estimate is subject to change

To add/edit the estimate, click on the * d con in the column entitied “Preferred Consultant/Contractor Guote” next to the name of the respective Consuitant/Contractor and input the
estimated fee

Repeat this action fior each Consultant/Contractor. Upon completion, scroll down to the bottom of the page and click the "Take Action™ buthon

H Preferred Consultant/Contractor | 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

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

~  HAZ-00015 - Paff Test 05.pdf 9
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.

This concludes the HazMat Application process for emergency projects for the client agency in eBuilder.
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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 Pracesses

Processes For |«Hazmat Project Creation Project -
Filter Processes Start Selected Process Type Start Process
Search In

Type of Process

Status All Statuses W
Step Mame v
Containing Text |
Filter
Processes Reports (0]

Print Log

ted
[ | Process Subject Step In Step Since | Date Due | Status~ e
Comment
] HAZ - SI HazMat Test Project 8 Ihgency Hazhat Services Reguest 07.20.2023 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”.

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
input the “Environmental Services Quote” and/or “Abatement Contractor Quote”. Click the “Add” button
and repeat this process for all Consultants/Contractors solicited.

Environmental Consultant Services i

Show Filter | Select All Row Height [T w Download Template  import Delete
Select the Consultant name and provide the doflar value for all estimates received, After providing the name and cost estimate for the first consuitant, click the “Add™ button and repeat
for each Consultant proposal solicited. Chck the “Instructions” button at the top of the page for defail on the number of estimates required for approval

o

# Emvironmental Consultant Envirenmental Services Quote

Grand Totals Min: 50,000
(3 items)

Add Mew Item for Environmental Consultant Services

Emdronmental Consultant Pranse seiect. [ |
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Abatement Contractor Services

-~

Show Fiter | Select All Row Height [10w ] Downicad Template  Import  Delete

Select the Contractor neme and provide the dollar vaiue for 8l estimates received. After providing the name and cost estimate fior the first Contractor, cick the "Add” button and repeést
for each Contrachor proposal soficited. Click the "Instructions™ butbon 8t the top of the page for detail on the number of estimates requined for sppnoval.

] Abatement Contraclon Abatement Contractorn Quate
e - ’
,
Deiete Bes 0.
Deiste Haz-P - 4
¥
‘Grand Tolals Mim: 100,000.00
(3 items)

Add New Item for Abatement Contractor Services

Hease ssledt

=I

|

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 abowve is "Other”, please provide the name of the Consultant and/or Contractor in the space provided below.
Other Consultant/Contractor: I |

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/or 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 100,00000 ¢
3

Grand Totals Sum: 150,000.00
(2 items)

Add New ltem for Preferred Consultant/Contractor

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

c lear

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

Review the instructions and complete the “Work Plans & Cost Estimates” section. After reviewing the
instructions, click on the “Documents” tab, and then click the “Attach Documents” button.

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

Attach Documents
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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

r B HazMat Application
» BB HazMat Invoices Cancel

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.

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 acﬁnn

My Home Projects Forms Processes Documents Contacts Cost Schedule

Welcome, Craig!

My Processes

Project T4 | Instance 1% | Subject T¢ Step 1
= 6010 Bid Release Form | 03 - ADPM: Approve
) Eid Release Form
*B-C5-1005-DAS Test L . PM Prepare Task
3 T Letter Package
Announcem .. o
ents Creation Project Eme =
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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 Rejectad
Request:

Approved Environmenta
Consultant Fee:
Abatement Contractor Rejected
Request:
Approved Abatement Bestech

Contractor:

Please provide the reguired number of guotes and resubmit.

Request Reviewed by=
Date of Review:

vironmental Analyst

| Submit ¥ | l ake nctionl Check Spelling Print 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.

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 to 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.
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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 signed 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 9
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 HazMat 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 process instance, 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 HazMat Test Project 8

Step DAS Approval & Assignment

My Home Projects s  Documents Contacts Cost Schedule

My Processes

Project T4 | Instance T4 |Subject T¢ Step 14
s E L 5010 Bid Release Form | 03 - ADPM: Approve

) for BI-RCTEST-999 Bid Release Form
“BI-C5-1005-DAS Test | - *BI-C5-1005 - On-Call | PM Prepare Task
5 -7 Architect Reguest Letter Package

Announcem .. TR e
ents Creation Project HazMatTest Project | 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: *HazMat Project Creation Project
Pracess Document: HAZ - &
Show History | Current Actors
Current Workflow Stepe DAS Project Authorization Show Workflow Diagram
* Subject: HazMat Test Project &
Status: Submitted

Details Comments (2] Doouments (2) Artached Processes [0) Attached Forms (0] Artac
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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 8 Assignment section below.

Ervironmental Consultant -- Please select an option -- |
Request:

Approved Environmenta -- Fleaze select 3n option -- b |
Consultant:

Environmental CORE No.: @ -- Please select an option - v |

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: @

* Request Reviewed by ease select an option - i

-- F
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, vou 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 completing 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 “Take Action”.

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

Available Users Selected Users

Asselin, Mathieu (Department of Emergency Services and Public Protection)
Bantz Marilyn {Department of Administrative Services)

Beermann, Ahmed [Connecticut State Colleges and Universities) m
Burke, Stephen [Connecticut State Colleges and Universities) <
Calvi, Frank (Connecticut State Library}

Caminera, Ervin {CT Military Department) -

Check Spelling Cancel

If “Reject” was selected, Form 1165 will be returned to the client agency for revision, if applicable.
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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 process instance, 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

Complete the Emengency Assignment section below. If the Consultant and/or Contractor fee is unknown at the time of submission, input a dollar vaiue of 0 and make a note in the Nofice to
Proceed Recommendation - Recommendation Comments that the fees are to be determined.

Environmental Consultant | - Please select an option V|

-- Plaase select an option - V|
|~ Plaase s&lact an option -- V|
ease sele phion v|

-- Please sele lo] 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
| (Depacment of Adooinizirativ ~Constniction 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 Scope 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 process instance 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 Mumber: 24-C5CU-HAZ-01
* Project Name: @ 24.CSCU-HAZ-01 - HazMat Test Project &
* e_Builder Project | Please zeledt.., | |
Administrator: @

*  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 - CONSIUClon 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 process instance, 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 S DCessSes Documents Contacts Cost  Schedule

Project T4 | Instance T4 |Subject T4 | Step T2

Bk Teck Brrlact EA10 - 1 5010 Bid Release Form | 03 - ADPM: Approve
i AIF . - for BI-RCTEST-999 Bid Release Form

iz L5 - DAS Tes LT PM Prepare Task

Letter Package

Announcem .. e
ents Creatic -:'..:.'.

HazMat Test Project 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: *HazMat Project Creation Project

Process Document: A7 -8
Showr Histony | Current Actors

Current Workflow Steps DAS Project Authorization Show Workflow Diagram
* Subject: HazMat Test Project &
Status: Submitted

Details | Comments (2) | Dooumnents (2) Artached Processes [0) Attached Forms () | Attac

To review comments specific to the “Recommendation for Notice Proceed”, scroll down to the section

entitled “Notice to Proceed Recommendation” and refer to the field entitled “Notice to Proceed
Comments”.

Notice to Proceed Recommendation

Complete the Motice to Proceed Recommendation and Project Assignment sections.

* Recommend Natice to |-— Please select an option -- v
Proceed:
Expected Deliverables: f applicable, select one or more deliverables from the list below.
Survey Report
Compliance Report
Other
Mote: Pleaze hold Ctrl to select multiple items from the list
Other Deliverables: f "Other” was selected from the list of expected deliverables, please provide a listing of said deliverables below,

Motice to Procesd Comments::

P
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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 dropdaown 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 finalized, 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 the subject project “HazMat Application” project file folder.

12.10 Project Files (Environmental Analyst — DAS Only)

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.

Projects Forms Processes  Documents Contacts Cost Schedule Reporis

Hidden Projects
Projects

[ HazMat Projects W | Edit | Add View | -

Praject Name
I"-Iaz‘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 HazMat Project Intake Process.

Project Menu

Documents For |*HazMat Project Creation Preject -

v Details

Apply Templates — o ents \ Hazhat Applicat

. . Folders ‘ = ocuments \, Hazl pplication
Project Participants L5 &
Manaae Bill Rates Expand All | Collapse All | Refrash Al Uplozd | Properties | Create Folder | Subscriptions | Copy To Clipt
ge e

Manage Form Types =[] Documents[1] [[] | Name =

Manage Permissions | Delete | Move | Copy | Download | Check Out | Send | Fill Cut

Permissions By User | HazMat ) [ HAZ-00031 - HazMat Test Project.pdf {versien 1)

Process Motification | Application[1] ~— Download (124.1K8) | Redline | Stamp | Compare With | Send

Settings

sent Items

Froject Level
Options
@ Planning
Farms
Issues
-
sfs  Processes

I' L Documents I

If Work Plans and/or Cost Estimates were not uploaded as part of the 1165 Project Intake Process, you
should upload them to the “HazMat Application” file folder upon receipt. To upload files, click the
“browse” link to open the “Upload” prompt and then either drag and drop the files in the space
provided, or click “Browse” to open the file structure on your computer so that you can search for the
respective file that you want to upload.

Folders | ',_'I_I n: Documents \ HazMat Application ] Show File Descrip
Expamd All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL - Email Address
=[] Documents[{] [ Name = Date Uploaded Uploaded By

- | | Copy | | | | Page| 1 ¥ |of |

HazMat
Application[0]

| HazMat Invoices[0]

1‘. Crag and drop files here to upload l:'

Drag your files or Browse

Note that the upload of files may be delayed. The prompt will note when the upload is complete. Upon
completion, click “Done”. This concludes the HazMat Project Intake process.
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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: ck here Jo 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: r-:155'.5’_ Company Description C_..r’er: Contract Jmo Sum Amaount
Commitmert Value
* 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
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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 “Item 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 Financial Summarny

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 ltems

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 13A: HazMat Commitment Change Orders

13A.01 Hazmat change orders in e-Builder

To process a HazMat Commitment Change Order in eBuilder, the Client Agency will need to acquire a
proposal from the hazmat consultant or contractor that includes the following information:
e A brief description of the change;

e A brief description of the reason for the change;

e Estimated change in project cost;

e Estimated change to the project’s timeframe or schedule;
e Any additional supporting documentation, if applicable.

13A.02 Accessing the Process (Agency)

After acquiring the change order proposal from the hazmat consultant or contractor, the Agency
PM should log in to e-Builder to initiate the HazMat Commitment Change Order Process.

After logging in, select the “Processes” tab and then use the drop-down menu on the right to
navigate to the subject project:

After selecting the subject project, click “Start Process” and select “Hazmat Change Process
(HzChz)” in the pop-up window to begin a new change order instance:
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13A.03 Complete the form

Complete the following sections of the HazMat Commitment Change Order:

ST IOMTMOO®R

Data

Commitment Change Details

Commitment Change Custom Fields

Commitment Change Htems

2 Commitment item Description Budget Line Item Master Commitment item Retainage Percent | Current Commitment  [Change Amount Net Commitment Cusi
Amount Amount Fieli
‘

Upload the change documentation from the consultant or contractor;
Type a brief description of the requested change;

Select either the Agency staff or CA person requesting the change;
Enter or select the proposal date;

Select the correct vendor commitment to be changed;

Double check that the correct vendor was selected;

Verify or edit the selected date;

Enter the change order number (e.g. 01, 02, 03, etc.);

Click the "Add All Existing Items" button;

Click on the pencil or numbers in the "Change Amount" column of the SOV row to be
changed and enter the requested change amount; and

The “Add Additional Scope Commitment Item" section is not needed.

A wse Compy e ¢ B
B
C v
[ e ]
D -
E o F
e ,
H |

«  Import Schedule of Values | Ao AN Bxisting tems | - Add Exis

Total

444,000.00 1500000 459.000.00

Add Additional Commitment ltem K
.

Upon completion, click the "Submit" button at the top or bottom of the window.
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Section 13B: Filing Environmental Reports

13B.01 Navigating to the Project Processes Module

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

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:

-IR-123 e
M BI-3B-123 - This is a BI-3B-123
test

The Project Menu will appear in the left panel. Click “Processes.” Then, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports  ee-
Unfinished Drafts | Import Processes
Project Processes B-38-123-Thisisa test -
CONNECTICUT

C" a = Filters

Project Menu

In Step

> 2 Details Instan... T State Subject . Date Due l
Since

®o Planning
Forms

> 7 Issues

> | Documents

= Schedule

13B.02 Start Environmental Report Process Instance

In the “Select process” pop up window, search for and select “Environmental Report (EnvRp)”, and then
click “Start EnvRp”.

Select process X

‘ Q  Environmental Reports (EnvRp) X

| v Environmental Reports (EnvRp)

Start EnvRp
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13B.03 Completing Form, Uploading Report and Submitting

In the process instance pop-up that appears, upload the report by dragging and dropping it in to the
“Drag and drop file here” block, or by using the tool to locate and upload the file using the “Browse
Computer” button. Then select the correct Report Type. When complete, click, “Submit.” This will cause
the report to be entered onto the DAS SharePoint site, so there is no need for the user to separately
email it. The user submitting should receive an email notification that the report was submitted.

& e-Builder 0 0

Environmental Reports (EnvRp)

Start Process Print Check Spelling Save Draft Cancel

Project: BI-3B-123 - This is a test

Process: Environmental Reports

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

Expand All | Collapse All

File Environmental Report ~

* Environmental Report: or  Browse Computer Browse e-Builder

* Report Type: | -- Please select an option -- v |

-- Please select an option —

Spelling Submit Save Draft Cancel
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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  IEEEG—G——S TestBecky - @

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost ***

Unfinished Drafts

Processes For “Becky Test Project -
Filter Processes Start Process
Search In O Processes Initiated By Me ® Processes In My Court O All Processes
Type of Process All P v | 8 orart @@ 0pen L Finished
Status

Containing Text

Click on “6010 Bid Release Form (6010)” to begin the process.

£ e-Builder

Start a process on *Becky Test Project

Processes Cancel

Process Name Description

L

135 - Task Letter (TL) s used for the creation of the task orders for On Call contracts

y the Dy

] 1 S Pro Manager to subi d Informaf
\S/C5 Procurement Unit to do

cument the Construction Contract Award p

{0 Bid Release Form

Read the first page and then click on “Submit”.

€ e-Builder )
6010 Bid Release Form (6010) Instructions
Start Process Print Check Spelling Submit Save Draft Cancel

Details | Documents (0)

Attached Forms {5)

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
information.

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
form is for your use only).

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 hd

Filter Processes Start Process

Search In Cp 5 Initated By Me O Processes In My Cou

[AiPro

Processes
b | € Drart @ open @ Finished

Type of Process

Status

Containing Text

On the Processes page for the Project, click on the process for 6010.

Project Menu
Processes | R=ports [1)

> = Details

© Flanning Print Log
Forms
m . P Requested
N ; |ssues ‘ Process Subject Step In Step Since Date Due Status e m—
= Processes £010 6010 Bid Release Form for BI-RCTEST-9996 02 - PM: Enter Bid Release Form Info 05.25.2023 Pending
H

> = Documents

cnegule

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 0115
List of Drawing
Sheets: @

# FILE9: 00 25 13
Pre-Bid Meeting
Agenda:ﬂ

* FILE 10: 00 30 00
General Statements
for Available
Information:

FFLET:
Specifications (Vol. 1)

*FILE12: Drawings
(vol. 1@

Complete and upload form 3080 Liqui D C;

C le here or Browse e-Builder Browse Computer

Upload form 3150 signed by Consultant and Chief Architect.

C re or  Browse e-Build:
Upload form 6005 d by the C
Dray ! file here or  Browse e-Builder

or

or

or

or

or

or

or

Browse e-Builder

Browse e-Builder

Browse e-Builder

Browse e-Builder

Browse C

Browse Computer

ng Permit from the Office of State Building Inspector (OSBI)

Browse Computer

Browse Computer

Browse Computer

Browse Computer

Browse e-Build

Browse e-Builder

Browse e-Builder

Upload one PDF file less than 2 GB (2000 MB) in size.

C re or

Dra re or

Browse e-Builder

Upload one PDF file less than 2 GB (2000 MB) in size.

Browse e-Build:

Browse Comp

Browse Computer

Browse Computer

Browse Computer

Browse Comp

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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Procurement Unit Instructions for Prevailing Wage Rates:

NOTE: Instructions are provided in eBuilder 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:

NOTE TO BIDDING PERSONNEL:

s Enter the dates below as instructed.

Due (10 Business Days) DUE DATE of the Prevailing Wage Rates from the CT Department of Labor is as follows:
7]

Date of Bid Date of Bid Advertisement on State Contracting Portal:
,ﬁ.cl-.-'e‘t'semeﬂt:ﬂ 10.31.2023 '=]
Planned Date of Bid Planned Date of Bid Advertisement Ending on 5tate Contracting Portal:
Opening:@ 11.23.2023
PREVAILING WAGE RATES Enter Date REQUESTED from CT Department of Labor:
ReqLes'_ecl:ﬂ 10.17.2023 ‘=|
PREVAILING WAGE RATES (Automatic Field: To update, scroll to bottom of page and select “Refresh Screen”™ then “Take Action™.) The

10212022

PREVAILING WAGE RATES Enter Date RECEIVED from CT Department of Labor:

Received: @ 10.30.2023 =|

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:

NOTE TO BIDDING PERSONNEL:

Solicitation Number: Unique Solicitation Number Assigned by OLAPP Bidding Personnel:

= Use the following information to complete the Invitation to Bid and Bid Proposal Form.
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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 Actual Date that the Bid Advertisement ends on the Portal (same date that the Bid Tab is
Opening: a uploaded to the Portal and emailed to the PM):
Date Pre-Bid RFls {Automatic Field: To update, scroll to bottom of page and select “Refresh Screen” then “Take
Must Be Submitted Action”.) The DUE DATE of all Project Questions, Bid Questions, and Pre-Bid Equals and
By: @ Substitution Requests is as follows (14 Calendar Days prior to Actual Date of Bid Opening):
Number of Number of Addendum:
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: Design Review Submittal

Coming soon.
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Section 15A: 3050 Delegated Design

15A.01 Navigating to the Project Processes Module

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

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:

v |BI-3B-123 - This is a
L ot BI-3B-123

The Project Menu will appear in the left panel. Click “Processes.” Then, to the upper right, click “Start

process.”
My Home Dashboard Projects Processes Documents Contacts Cost Reports  ee-
Unfinished Drafts ‘ Import Processes
Project Processes Bi-38-123 - Thisis a test -

Start process

CONNECTICUT

-

C" Q = Filters
Project Menu
> [ Details Instan... T State Subject ISTnit:P Date Due l
%o Planning
Forms
> b3 Issues

» | Documents

Schedule

15A.02 Start 3050 Delegated Design Process Instance (A/E users)

In the “Select process” pop up window, the A/E user is to search for and select “3050 Delegated Design
Approval (3055)”. Then click “Start 3050.”

Select process X

Q3050 Delegated Design Approval (3050) X

¥ 3050 Delegated Design Approval (3050)

Start 3050
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15A.03 Complete 3050 Application (A/E users)

The 3050 Delegate Design Approval form should appear as a pop-up window. The A/E user then
completes the form:

A. Selecting the design phase

B. Entering the prime consultant name

C. Entering CSl section number

D. Entering CSl section description

E. Clicking "Add" (repeating steps C to E for as many sections as are needed)

F. The sections, after clicking "Add" in step E should appear here. They can be edited by clicking a pencil
icon or deleted.

G. When complete, click "Submit" to send into workflow.

Project Information ”

Delegated Detign items shall be (dentified by the Consultant at the condusion of the Design Developmens Phase and updated a1 the conchusion of the Construction Documents Phase. The Department will review
the proposed Delegated Design iems and if necessary, meet with the Consultam 1o discuss and approve of disallow on a per itern basis.

NOTE: "Prime Consultant Name®, Bakow, fefen 1o the pérson who i the prime consultant, not thew firm

Project Phase Submission A 1 P
Lo
“onsuttant Nome: B3 prime consuttant name
Delegated Design Items A
por | Select Al Row Height [T v wricad Template | Impert  Delete
" Enter €51 Section and Subsection Eriter €51 Section Deseription Decision

Drecision £ E

Clear | Add
G

Print Check Spelling Submit Save Draft Cancel

15A.04 Project Manager Review (DAS PMs)

Under "Delegated Design Items", the DAS Project Manager shall click in the "Decision" column of
the item to suggest a decision on each. Then, the PM selects "Allowed" or "Not Allowed". The choice
should appear as selected. Repeat for each proposed item.

Delegated Design Items i
er | Sebect All Row Height: | 81X Cownload Template | Import Delete
& Enter C51 Section and Subsection Enter C51 Section Description Decision
elete 1 01 01 01 This description
2 020202 This second description,
Delete 3 030303 This thind description. |

1 R —————————
Grand Totals

e i —
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The Project Manager than completes the step by taking one of the available workflow actions:
1. Approve will approve the decision selections and move the workflow to the next step.
2. Revise will send the item back to the A/E for any needed changes.

| -- Please select an action -- V|
-- Please select an action --
Approve
Revise

Overall Due

15A.05 Technical Services Review (Tech Services)

Technical Services has two workflow options after review of a draft 3050:
3. Reviewed proceeds the item to the ADPM for review.
4. Revise sends the item back to the Project Manager for any needed changes.

-- Please select an action -- v

-- Please select an action —-
Reviewed
Revise

15A.06 ADPM and Chief Architect Review (ADPM and Chief Architect)

The ADPM and Chief Architect, at their steps in the workflow, have the same options available to the
DAS Project Managers in step 15A.04, above, and are able to make changes in the draft/final
decision.
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Section 16: (Reserved for future instructions)
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Section 17: Create Schedule of Values

17.01 SOV Approval for Upload

Construction Support Services (CSS) will upload SOVs into e-Builder commitments upon the request of
the DAS project manager for that project. Please submit a request for the project manager to ask CSS 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.

2. Ifthe file is Excel or another spreadsheet, the data should be in a single sheet, not divided between
two or more sheets.

3. 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.

4. For any consultant commitment that has a consultant contingency, please place the consultant
contingency first, above all other SOV rows. Clearly label this row, such as “Consultant Contingency —
Do Not Invoice This Line”. Include the amount of the contingency in this row. (See Section 17A for
how contingency transfers are to be proposed and approved.) The contingency line will probably be
line 002 in the commitment.
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.

17.51 “Commitment Value Broken Down by SOV” Entry

When commitments are entered into e-Builder, they typically have one or more Commitment Lines for
the whole amount of the new contract or contract amendment. SOV breakdown is accomplished by way
of a Commitment Change that zeroes out this Commitment Line and then adds new Commitment Lines
for each of the SOV lines.

Commitment Change Items (4) Custom Fields (11) Notes (0) Documents (0 Forms (0 Processes (0)

Show Filter Export ~

#a Commitment Item Description Budget Line Item Current Commitment Amount | Change Amount

001 001

002 002 03.200 34.00 34.00

003 003 Trade 2 03.200 33.00 33.00

004 004 Trade 3 03.200 33.00 33.00
Totals 100.00 0.00

Cost Summary | Commitment Netails

Because this line is zeroed out, there are reasons why it is important to keep a record of the contract or
amendment value that the Commitment Line added to the commitment. To record this information,
navigate to the “Commitment Details” page of the commitment. Then click on the Commitment Item
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number of the Commitment Line that is to be or was zeroed out for the SOV breakdown. (This can be

done either before or after the SOV breakdown is done.)

Commitment Details

Commitment Overview

Other Details

Financial Summary

Mail Merge Close Edit
Project: B - This is a test
Commitment Type: Prime Contractor Contract Status: Approved
Commitment Number: test-0003 Company: b e Company
Unit Cost Options: Lump Sum Amount Company Number. 1
Description: GCtest 3 Contact
Commitment Control: Controlled By Line Item
Created: (04.09.2024 (Timothy O'Brien) Approved: 04.09.2024 (Timothy O'Brien)
Commitment Items (4) Commitment Changes (1) Actual Costs (4) | Custom Fields (35) Notes (0) Documen Forms (0) Processes (0)
Hide Filter Export «
: o Current Orlgln?l Current | Projected Retainage Curr.ent Actuals Custom
Item # Budget Line Item Description Commitment 7 3 Retainage G
Budget Commitment  Commitment | Percent Approved | Field(s)
Amount Held
T [l | T
03.200 lomi Loy 30000 0.00 0.00 0.00 9.50 0.00 oo @@
Construction Phase
ooz 03.200 Trade 1 300.00 34.00 34.00 34.00 9.50 0.00 10.00 '_i
R ooz 03.200 Trade 2 300.00 33.00 33.00 9.50 043 1500 @
X opa 03.200 Trade 3 300.00 33.00 33.00 33.00 9.50 0.38 so0 [@
300.00
Total \ 100.00 100.00 100.00 0.81 30.00

That will bring up the “Edit Commitment Item” page. Enter the contract or amendment amount, as it was
prior to SOV breakdown, in the “Commitment Value Broken Down by SOV” field. Then click Save.

Edit Commitment Item

Save  Cancel
Commitment N
* Commi Current
Budget Line Item: - Remaining To Be Cor
* Des
* Amou
Retsinage Rel 0.00
Custom Fields
n-Call Request Receivy
On-Call Request Appro
Document Type: Please e
Date Review
Date Legal Received :
Date of F =
:-=:]
SPRB File Number:
to SPRE:
Approved by SPRE:
Date PSS Recaived: m
Contract Start Date: =]
Contract End Date:
SID Number
Line Item Breal
Contractor Paymes I
Commitment Value
————p  Save | Cancel
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Section 17A: Consultant Contingency Transfer (CntTr)

Note: This section is for how to apply for and approve transfers from consultant contingency
lines to new SOV lines that can be invoiced against. See step 17.02 for how contingency lines are
created in the e-Builder commitments for approved task letters and contracts.

17A.01 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”:

& e-Builder

My Home Dashboard = Projects

In the list that appears, click on the name of the project you would like to access:
O] BI-3B-123 - This is a
test

¥

BI-38-123

K

The Project Menu will appear in the left panel. Click “Processes.” Then, to the upper right, click “Start
process.”

In the “Select process” pop up window, the project manager is to search for and select
“Consultant Contingency Transfer (CntTr)”. Then click “Start CntTr.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports e

Unfinished Drafts | Import Processes

Start process

= Filters

c Project Processes Bi-38-123-Thisisatest v
CONNECTICUT

el

Project Menu

> = Details Instan... T State Subject ISTHS::F Date Due I

% Planning
Forms

> = lssues

> | Documents

Schedule

17A.02 Submitting the Request (Consultant)

Drag and drop or upload the consultant's proposal document in the "Explanation for
Contingency Transfer" field.

In the "Explanation for Contingency Transfer" block, below, enter a more detailed explanation.

AfE CO”“”ge”[%Cha”QT Drag and drop file here or = Browse Computer Browse e-Builder
roposal:

Explanation for Contingency
Transfer:

£
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Under "Commitment Change Details", select the commitment to be changed and enter the
Commitment Change Number, if the auto-populated value is not correct.

Commitment Change Details

Under "Commitment Change Items", click the "Add All Existing Items" button.

Commitment Change Items

ownload Schedule of Values Template  Import Schedule of Values Manage Funding | Add All Existing Items | Add Existing Item

Click on the pencil or numbers in the "Change Amount" column in the contingency row (which
would generally be named “Consultant Contingency - Do Not Invoice This Line”), typically line
002. In the "Change Amount" column of the contingency row, enter the amount to be taken
from the commitment contingency, as a negative number.

Commitment Change Items

Download Schedule of Values Template | Import Schedule of Values | Manage Funding  Add All Existing Items  Add Existin,

# Commitment Item Description Budget Line Item Funding Rule Retainage Current Commitment Change Amount Net Commitment
Percent Amount Amount

Delete 001 001 " Total AJE (Design Phase, Biddi... | 08.000 State Bond Funds 0.0C 0.00 000 & .00

C
Delete )0 002 " Consultant Contingency - Do C

Delete 003 003 * D 08.000 State Bond Funds 0.0C 2.00 000 2.00
0

Delete 004 004 * D 2.000 State Bond Funds 0.0 6.00 000 & 6.00

In the "Add Additional Scope Commitment Item" part of the form:
A. Click "Please Select a Line Item" next to "Account Code" and select the correct cost code.

B. Change the INCORRECT value that auto-populates in the "Commitment Item" field and
enter the next Commitment Item line number available. (For example, under the
"Commitment Change Items" section, in the "Commitment Item" column, if there is
already a line 001, 002, 003, 004, 005 and 006, enter 007" in the "Commitment Item"
field of the "Add Additional Scope Commitment Item" part of the form.)

C. Inthe "Description" field, enter what the contingency line should say on the consultant's
invoices.

D. Select a "Funding Rule".
E. Ignore "Retainage Percent"

F. Inthe "Change Amount" field, enter the amount of the new invoice line. This MUST be
the positive opposite amount of the negative amount withdrawn from the commitment
contingency above.

G. Click “Add”.
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The proposed commitment line should appear as a new row above, under “Commitment
Change Items”. Note that:
A. The two values in the “Change Amount” column should net to $0.

B. The amount of the new commitment line will appear in the “Net Commitment Amount” column

of the new commitment line.

C. The amount left in the commitment contingency after the transfer (as proposed) will appear in

the “Net Commitment Amount” column of the contingency line.

Commitment Change Items

Download Schedule of Values Template  Import Schedule of Values Manage Funding Add All Existing Items Add Existin
# Commitment Item Description Budget Line Item Funding Rule Current C Change Amount Net Commitment
Percent Amount Amount
Delete 1 # Total AJE (Design Phase, Biddi... | 08.000 State Bond Funds 0.00 0.00 000 # 0.0(
I Delete | 002 002 7 Consultant Contingency - Do... | 08.000 State Bond Funds 0,00 2,00 .00 & G D(I
Delete 003 003 £ 08.000 0.00 2.00 100 & 200
004 004 £or) 08.000 0.00 6.00 6.00
| Delete | 006 ? 005  New Design Work 02.000 ’ State Bond Fun... 0.00 0.00 1007 B ::I
Total 10.00 A @ 10.00

Then, either at the top or bottom of the window, click the "Submit" button.

Print Copy Check Spelling Show Workflow Submit Save Draft Delete Draft Ca

17A.03 PM Contingency Enter (Project Managers)

Open the “CntTr” process instance for the proposed contingency transfer for open it via the
email notification that should have been sent

c o CntTr @
PROCESSES REPORTS
O Instance T | State Subject Step Ir.' Step
Since
O CntTr-1 Open Consultant Contingency Use 1.1 PM Jun 11,
Notification Contingency Enter 2024
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Under the “Contingency Check or Enter” section:

1. If this is the first time that the consultant contingency is being used on this project, enter the "Original
Consultant Contingency Amount" (typically the SOV value of commitment line 001), below, and enter the
SAME AMOUNT in the "Current Consultant Contingency Amount" field. The "Current Consultant
Contingency Amount" is the current amount BEFORE the changes proposed here. Refer to the contract
for the value of the contingency.

2. If this is a second or subsequent use of the consultant contingency for this commitment, The "Original
Consultant Contingency Amount" and "Current Consultant Contingency Amount" should be pre-
populated correctly, below. But check them to ensure that they are accurate. Again, the "Current
Consultant Contingency Amount" is the current amount BEFORE the changes proposed here.

Contingency Check or Enter

1. If this is the first time that the consultant contingency is beir
commitment line 001), below, and enter the SAME AMOUNT ir
current amount BEFORE the changes proposed here. Refer to t

2. If this is a second or subsequent use of the consultant contir
Amount" should be pre-populated correctly, below. But check
BEFCRE the changes proposed here.

Criginal Commitment

Contingency Amount:

Current Commitment

Contingency Amount:

If the proposal is acceptable, select “Submit” from the action control at the top or bottom of the
process instance and then click “Take Action”. An action option to “Void”, which ends
consideration of the proposal without approving it, is available, as well. If the items are returned
by the ADPM for further review, there will be a “Resubmit” action available.

| -- Please select an action - v | | |

-- Please select an acij

17A.04 Review by ADPM and then by DPM or Chief Architect

At their review steps, the ADPM, DPM and Chief Architect have workflow actions available to;

e  “Approve”, which sends the item forward in the approvals, in the case of the ADPM, or, in the
case of the DPM or Chief Architect, finalizes the approval of the change, and generates a PDF
form that is emailed to SPRB and the project files. After “Take Action” is clicked by the DPM or
Chief Architect, another screen will prompt for an approval date and approval confirmation.

e “Revise” sends the item to the previous step in the workflow for the person or people in that
step to take further action and resubmit.

e An action option to “Void”, which ends consideration of the proposal without approving it, is
available, as well.

-- Please select an action -- v

-- Please select an action —-

Approve
Revise
Void
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17B.02 Navigate to the commitment

Page 220 of 341

Under the Project Menu for the project, click on the Cost module, then the Commitments tool

and then open the commitment requiring the retainage reduction.

My Home

c X

Dashboard Projects Processes = Documents

CONNECTICUT Commitment Summary

necent Fages

-

Project:

Criginal Commitments:

Project Menu

Approved Commitment Changes:
Non-commitment Costs:

Current Commitments Value:

> 2 Details

v

> H Issues

» | I Documents

Funding Sources

Budget Details
Actual Costs

Cash Flow

o Planning

Forms

v = Schedule

.

Cost Summary

Quick Cost Summary

| Current Budget ‘

-
sf2  Processes

Current Commitments

Contacts

Cost Reports

Project Commitments |e-3e-125- Thisis a test

BI-3B-125 - This is a test

200,201.00 200,133.00
Show: | All v ‘ ‘ All Commitments v| Go Show All  Show Filter
‘ O |(#a Description | Company Date
O oo test 1a *Sample Company 02.20.2024
O |oo2 AJE *Sample Company 02.28.2024
O | AE-test-1 test 1 *Sample Company 03.28.2024
O | AE-test-2 AE test 2 *Sample Company 03.28.2024
O | AE-test-3 AJE test 3 *Sample Company 04.04.2024
(O | DAS001-38125 | DAS Fees Department of Administrative Services 02.28.2024
Other Cost Columns O |GC—test-1 I GC test test | *Sample Company 08.02.2024

Actuals Appre

1

Status

Approv
Approv
Approv
Approv
Approv
Approv
Approv

17B.03 Edit the Retainage Percentages

On the Commitment Details page, click “Edit.”

Commitment Details

Commitment Overview = Other Details ~ Financial Summary

Project:

Commitment Type:
Commitment Number:
Unit Cost Options:
Description:
Commitment Control:
Created:

BI-3B-125 - This is a test
Prime Contractor Contract

& | GC-test-1

Lump Sum Amount

GC test test

Controlled By Line Item
08.02.2024 (Timothy O'Brien)

Status:

Company:

Company Number.

Contact:

Approved:

Approved
*Sample Company

SAMO001

08.02.2024 (Timothy O'Brien)

Mail Merge Close
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Change the Default Retainage Percent, then click on each of the commitment line Retainage
Percentages and change them. Then click “Save.”

Commitment Overview
Project
* Commitment Type:
* Commitment Number:
Unit Cost Options:
#* Description:

* Commitment Control:
Created:

Other Details

Commitment Date:

Scope of work:

BI-38-125 - This is a test
| Prime Contractor Contract

|6Ctest-1

Lump Sum Amount

Status:
* Company:

Company Number:

‘ GC test test
Controlled By Line [tem

08.02.2024 (Timothy O'Brien)

Contact:

Approved

Notice to Proceed Date:

* Default Retainage Percent

Commitment Items

[J |1tem Number | Line Item

O Z o0 g 03.200
O Z o0z g]03.200
O

= g 03.200
C 005 g]03.100
= 1000 gl 03.200

New change item

Total DBB Construction Phase

Approved
#Sample Company
SAMOO01

Select a contact.. v

08.02.2024 (Timothy O'Brie

port manual entry

Manage

4
Retainage amount:
Current Budget Funding Rule Retainage
4 ~ | | Percent

7.5(

unds
200,116.00 # State Bond Funds 7.50 4
0.00  State Bond Funds 7.50 4

20011600 # State Bond Funds 7.50 4

Amount Allowance Custom Field(s

0.00
5.00
2.00
3.00

0.00

@ & B
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Section 17C: Retainage Release

17C.02 Downloading the Payment Application File (PMs and CAs)

After step 19A.02A, the Project Manager or CA will be able to calculate and upload the retainage release
for a 7390A Application and Certification for Payment for which a retainage release is in order.

The first step for doing so is open the 7390A Payment Application process instance at the “Retainage
Upload” step and click on “Download Schedule of Values Worksheet.xls".

/320 Application Ana certrication FOr rayment (/39UA) - UL Delete Instance Work
-4

Completed v | Take Action Check Spelling Print Copy

Project BI-3B-125 - This is a test

Process Document: Overall Due Date

Current Workflow Step: Retainage Up rkflow Diagram Step Due Date:
Subject: BI-3B-125 - Application for Payment -
Counter Prefix 02
Status: Submitted

Details Comments (0) Documents (0) | Attached Processes (0) | Attached Forms (0) = Attached To (0)

Expand All | Collapse All

Commitment Invoice Details

Status Draft

Commitment GC-test-1 - GC test test

Cor ‘Contact *Sample Company

* Date Received: 08.27.2024 | [HH [.08.27.2024] Date Due:

Commitment Invoice Custom Fields

Vendor Invoice Number;

Invoice period beginning 55
nvoice period end: ER

CORE Voucher ID:

Invoice Items

ywiload Schedule of Values Worksheatxls Import Inveoic

17C.03 Open and edit the Excel File (PMs and CAs)

After the Excel file downloads (see the images below):
1. Open the file.

2. Click “Enable Editing”.

3. Click on the File menu.

4. Click on the “Info” option, click “Unprotect”, then click on the back arrow.

5. Inthe spreadsheet, in cell T4, type the new retainage percentage as a decimal, so 7.5% is typed in as
“0.075".

6. Incell U4, type “=K4*T4"”

7. Incell V4, type “=R4-U4”

8. Copy and paste cells T4, U4 and V4 to all of the rows of the SOV in columns T, U and V. Do not copy
to the row with the totals.

9. Copy all of the cells of column V, from cell V4 to the bottom of the SOV.
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10. Right-click on cell O4 and choose the option to paste values only
11. Delete columns T, U and V.
12. Save as the file to a location from which you can upload. Make sure that you do not change the file
type from “Excel 97-2003 Workbook (*.xls)”.

File3 Home Insert Draw Page Layout Formulas Data Review View Automate Developer Help BLUEBEAM  Pow

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit. it's safer to stay in Protected View. Enable Editing 2

Info

BI-3B-125-Thisisatest_7390A-00004Draft_sov

Downloads

‘ P Uploat~ | |} Share @ Copy path @> Copy local path ‘ ‘ [ Open file location

@ Compatihility Mode

/T\ Some new features aig disabled to prevent problems when working with previous

Info Convert versions of Office. Convertiag this file will enable these features, but may result in
layout changes.

Save

Save As

E_ Protect Wor
Q

?g,' One or more sheets in this workbook
Protect changes to the data.
Workbook ~ = Sheetl

Print

ProjectName: BI-3B-125 - This is a test

C ) rent
il Description of Work ment
Item #
ue 5 6 F 4

001 Total DBB Construction Phase 0.00 0.075 0 0.00
002 SOV 1 0.00
003 SOV 2 0.00
f004 SOV 3 0.00

Total 0.00
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A B B T U V
ProjectName: BI-3B-125 - This is a test
1
2
: rent
Sl Description of Work ment
Item #
ue
3
4 ’001 Total DBB Construction Phase 0.00 0.075 0 0.001
5 002 SOV 1 0.00 0.075 0.075 0.03 8
6 [003 SOV 2 0.00 0.075 0 0.00
7 o004 SOV 3 0.00 0.075 0 0.00
8 Total 0.00
A B B T U V
ProjectName: BI-3B-125 - This is a test
1
2
: rent
2l Description of Work ment
Item #
ue
%)
4 [o01 Total DBB Construction Phase 0.00 0.075 0 0.00
5 002 SOV 1 0.00 0.075 0.075 0.03 9
6 [003 SOV 2 0.00 0.075 0 0.00
7 004 SOV 3 0.00 0.075 0 0.00
8 Total 0.00
A B 0 R s T U %
® Qu i
ProjectName: BI-3B-125 - This is a test & Quantiy tink '
& Cut
@ copy
o eto “ ?EI Paste Options: 1 O - Current
ommitment ) L etainage umulative
Item # i T e ;')1 Release Ama _QD E':\ EI 39’ c Retainage Pa;um:nl
[001 Total DBB Construction Phase 0.00 i Paste 2pedial.. ) 0.00 0.00  0.075 0 0.00]
:uoz SOV 1 4.00 [ Insert Copied Cells... » 0.10 000 0075 0.075 0.03]
003 SOV 2 2.00 a ) 0.00 000 0075 0 000}
"004 SOV 3 3.00 a Delete... ) 0.00 000 0075 0 0.00!
Total 9.00 a R ) 0.10 0.00

17C.04 Open and Edit the Excel File (PMs and CAs)

Return to the 7390A process instance at the “Retainage Upload” step. In the “Invoice Items” section, click
“Import Invoice ltems.”

Invoice Items

wnload Schedule of Values Worksheetxs Import Invoice Items Manage Funding
A B C D E

L F“"w Work in Place From
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In the “Import Invoice Items” pop-up window, click “Choose File”.

Import Invoice Items §)
Project: BI-3B-125 - This is a test
Invoice Number: 7390A - 00004 Draft

1) Download the Schedule of Values Worksheet.

Download Schedule of Values Worksheet.xls

2) Update the Schedule of Values Spreadsheet and Save to Your PC.

3) Select the Saved Schedule of Values Spreadsheet to import.

* |mport File: [ Choose File [|No file chosen

Note: Please select a .xls or .xlsx file to import

Page 225 of 341

>

Attach Selected Cancel

In the pop-up window that opens then, click the file created in step 17C-03 and click “Open”.

1+ & > ThisPC > Downloads

v ) | Search Downloads e
Organize ~ New folder =~ O @
~  Name )
s Quick access
v Today (2)
I Desktop + - Lk, Select a file
) % Bl-3B-125-Thisisatest_7390A-00004Draft_sov_upload.xls ) preview
P 30 Objects  # la hiiania = R0
B BI-3B-125-Thisisatest_7390A-00004Draft_sdv (1).xls
¥ Downloads * v
PR ‘ _ i [ >
File name: | v AlgFiles (+%) v
Open Cancel

Then click the “Attach Selected” button.

Import Invoice Items §)

Project: BI-3B-125 - This is a test

Invoice Number: 7390A - 00004 Draft

1) Download the Schedule of Values Worksheet.

Download Schedule of Values Worksheet.ds
2) Update the Schedule of Values Spreadsheet and Save to Your PC.
3) Select the Saved Schedule of Values Spreadsheet to import.

* Import File: | Choose File | BI-3B-125-Thisisatest_...4Draft_sov_upload.xls

Mote: Please select a .xls or .dsx file to import

Attach Selected Cancel
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When the pop-up closes, the 7390A process instance should still be open. Check the “Retainage Release”
column to ensure that the values imported correctly. If it did, click “Take Action”. The GC/CMR should
then be notified and can proceed with entering in the current invoice numbers.

Invoice Items

Download Schedule of Values Worksheet.xls

A B H J
i and
L. % Balance to Finish Retainage Release | Rel
S
Item Description of Work G/0 €-G) Amount Per
_-0 Qo1 Total DBB Construction Phase 0.00 0.00 % 0.00 000
0 lay SOV 1 1.00 20.00 % 4.00 003 &
_'0 A 003 SOV 2 0.00 0.00 % 2.00 000
1R SOV 3 0.00 0.00 % 3.00 000
14
Total 1.00 10.00 % 9.00 0.03
Cost 5L
Completed v || Take Action Check Spelling
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Section 17D: [Reserved]

17D.02
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Section 18: Consultant and General Vendor Invoice

18.01 Access the project Process and Initiate the Invoice Process Instance
Follow the instructions provided in Section 1 to access the project and start the invoice process instance.

For A/E the process type to select is “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)”. These instructions also
apply to purchase order commitments, which the vendors under which would typically use the “Other
Consultant Invoice (InvOt)” process type.

18.02 Completing the Invoice Form.
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.

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.

5. 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.

In the case of any commitment that includes a consultant contingency, do not invoice any amount on the
consultant contingency line. If a Consultant Contingency Transfer is to be made, see Section 17A.

A/E Invoice (InvAE)

Start Process Print Check Spel Draft Cancel

ctiy- Phease Lick “Cahoel™ arkd restart you infoice process by selecting, “Yes, Add a Co

Browse Computer  Browse e Builder

Browse Computer  Browse e-Bullder

Invoice Items §S

Commitment [tem & Description Budget Line ltem  Funding Rule Current Invoiced To Date Retained To Date  Remaining to B Invoice Amount Retairfoge %  Retained This
~ | Commitment Invaiced Invoice

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 229 of 341

Below is more detail about how to perform a file upload, which can be done by:
1. Adrag-and-drop, or
2. Searching for and uploading.

25 gov.e-builder.net/da2/Processes/AttachFile.aspx?ctiFilel D={d936488a-97b9-4fd5-9a28..

£ e-Builder.

A/E Invoice (InvAE)

Start Process Print Che¢

Select File
Project:  BI-3B-123 - Thisis a test
Process: AJE Invoice Upload Documents From Your Computer
* Destination folder: Documents | 03 Preconstruction Contracts \ 01 AE Contracting \
Details  Documents (0)  Attached Processes (0)  Attached Forms (0)  testd (0) nvoices

Expand Al | Collapse Al

File

i * Selec : \IG file chosen
Please enter your current invoice information, below, and upload your own consultant invoice and any supporting document] Select a File: Choose File
comments or notes.

Upload | Cancel

In the "Commitment Invoice Details" section:

« In the "Commitment” field, select the commitment for your company. Please be sure the commitment you have selec|
than one commitment or task on the project, please be sure you have selected the correct one.
+ Ensure that the Date Received and Date Due fields are correct.

« 4 B > ThisPC > Déskiop

Organize »  New folder
In the "Commitment Invoice Custom Fields" section: N
Name
« Enter your Vendor Invoice Number. This is important for our Business Office to track payments. 3 Quick access
« Enter the invoice period beginning and end dates. This is required by our Business Office. Book1.xl:
- . . [ Desktop
« Please ignore the "CORE Voucher ID" field. B opdf
¥ 3D Objects
In the "Invoice Items" section, please enter the amount of your current period invaice in the “Invoice Amount™ B 8pdf
Please enter in the correct invoice rows. ¥ Downloads -
v
When you click “Submit", your invoice will be sent to the Project Manager for review
File name:

* \endor Invoice Use this field to Lpload vendor invoice document. 2

Document@8 | F prag and drop

I orl Browse Computer I Browse e-Builder
a

18.03 Invoices Returned for Revision

Once the form is submitted, the project manager may return it to the vendor if changes are needed.

* \iendor Invoice Use this field to upload vendor invoige document
Document: B "L supporting test 2.pdf (versidg
Properties | Download (36.1KB) | Redly

Clicking on that will remove the current document, and a replacement can then be uploaded in its place.

After the changes needed are made, note, at the top and bottom of the pop-up, that there are workflow
action controls.

-- Please select an action -- v

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

Follow the instructions provided in Section 1 to access the project and start the invoice process instance.

18A.02 Locate the Process Instance

In the project record, click on the Processes module under the Project Menu and click on the Filters icon.

Untinished Drafts | Import Processes
Processes For |gi-38-125- Thisis a test -
C a = Filters
»=
.//
,//
Instance ! State Subject /"‘ Step Date Due
= Since
] 7310-1 Timothy O'Brien //// Finish Feb 22, Feb 29, 2024 05:01
Project Menu e o
7310-2 Timothy O'Brien _— Finish Feb 22, Feb 29, 2024 05:01
> [ Details . S 2024
- //
b Planning 7310-3 _|_Tinothy O'Brien Finish Feb 29, Mar 7, 2024 05:00
Forms e 2024
. §
> f= lIssues 73661 01 Finish Feb 20,
,//j 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
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 e

Processes For |8-38-125- Thisis atest -
C a InvAE ©

PROCESSES REPORTS

m} Instance State Subject Step

Project Menu

BI-3B-125 *Sample Company InvAE - 00001 Finish
> [ Details
® Planning BI-3B-125 *Sample Company InvAE - 00002 PM Approve

Forms

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.
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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 from the Business Office.

D. The Invoice Amount needs to be entered correctly for the e-Builder record to be accurate. Note that
any mismatch between the amount entered here, and the PDF of the vendor’s invoice (see A,
above) may cause the amount paid by the Business Office to be different than the amount in the e-
Builder invoice records. Also note that, in the case of any commitment that includes a consultant
contingency, the consultant should not invoice any amount on the consultant contingency line. If a
Consultant Contingency Transfer is to be made, see Section 17A.

E. Select one of the following for payment of the invoice [Note 9/25/2024, this step is to be removed
soon]:

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.
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Section 18B: Hazmat Invoice Instructions for Agencies

18B.01 Access the Project Process

HazMat Invoices require review and approval from 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 action

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
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.

$ 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.

Project Menu

v [& Details

Used by Becky for testing

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 | “Testings723a Project Name = < Process

Start Selected Process Type Start Process Q

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 Reports (0) 2
I 7310 Request For Information (731C
1 Show | 1000 v 7360 Change Order (7360)

Requested

Process = Subject e

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

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: B "L supporting test 2.pdf (version 8)
Properties | Download (36.1KB) | Redline | Remove
Additional Invoicing
Documentation: @

or = Browse Computer Browse e-Builder

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 Items” 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

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 234 of 341

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.

Report url:
* Agency Approver: [Prease select J]
L 1

* Agency Approver 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:

Note: If retainage has just been reduced, do not proceed with this section until the DAS Project Manager
has performed the steps in Section 17B to reduce the retainage for the commitment.

If proceeding with a 7390A Application and Certification for Payment, log in to e-Builder: https://gov.e-
builder.net.

Follow the instructions provided in Section 1 to access the project and start the invoice process instance.
Click on “7390 Application and Certification for Payment (7390A)” to begin the process.

Processes Cancel

Process Name Description

slication and Certification for Payment

19A.02A Complete Preliminary Step (GC/CMR) (NEW as of 9/30/2024)
In the “Counter Prefix” field, enter the Payment Application number of this payment application.

7390 Application and Certification for Payment (7390A) Instructions

Start Process Print Check Spelling Submit Save Draft Cancel

Project:

Process

Counter Prefix:

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

Then complete the preliminary steps below. NOTE: DO NOT enter any invoiced amounts or any stored
material changes in this workflow step.

In this workflow step, the contractor:

A. The “Will this Payment Application include a release of retainage?” will be set to “No” by default. If
there is to be a retainage release done for all SOV/continuation sheet lines for which there is past
retainage held, the contractor should switch this to “Yes.” Note that, in the case of a CMR who will
be changing retainages and calculating retainage releases on a line-by-line basis, the CMR may leave
this setting to “No.”

B. 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 Iltems” part of the
form populates.

C. DO NOT enter anything under invoice items.

D. Click “Submit” at the bottom or top of the form. The workflow instance will close.
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7390 Application And Certification For Payment (7390A) Instruations

Start Process Prnt | CheckSpeling | Submit || SweOraft | Cancel

i this prosess Instance, (5] answer “Yes” i the question, beiow, (€] click “Subm 1" a

Commitment Invaice Details

Commitment Invoice Custom Fields

Invoice ltems

19A.02B Complete the Payment Application Form (GC/CMR)

If there is no retainage release to be entered in the step 19A.02A, or after the retainage release upload
has been completed, the contractor will receive a workflow notification. The contractors should then re-
open the 7390A process instance for their Payment Application.

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.

Deifils  Documents (0) ffached Processes (0) ~ Attached Forms (0)

LJ | File Name

1 Drag and drop files here to upload, or brows

Attach

If the “Attach” button is clicked, a pop-up will appear. Click “Upload from your Computer” to locate a
locally stored document.

v

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

» B 00 DocusSign Request

» [ 01 Project Planning

» [ 02 Selections

» [ 03 Preconstruction Contracts

» [l 04 Pre-Design

» B 05 Schematic Design

» Bos Design Development

» B 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 o
Whiteboards  * [] Name 2

workingitems

W This PC Select a file to
preview.
B 3D Objects
[ Desktop v
B Brociimmanbe bl 5 )
File name: v

Cancel
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If it worked properly, you should see the words “Uploaded successfully” under the filename . Click
“Done” after the file has been uploaded.

to just that file

1 of 1 files uploaded successfully Properties for all files
Documents \ 09 Caonstr... Select a file to apply properties
100%.of 33 KB.uploaded

Description

‘ supporting test 1.pdf
Uploaded successfu

Drag & drop files here or browse m

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

O’Brien, Timothy

[ T supporting test 1.pdf (version 2)

View | Download | 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 isin 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. This question will, by default, be set to “Progress”. It can be set to “Substantial Completion” or
“Final”. “Final” is only selected if the Payment Application was initiated by a 7990 Project Closeout
process instance. The GC/CMR users are referred to Section 19F for this procedure.

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
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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.

6. If the contractor any retainage release for this Payment Application on a line-by-line basis, 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.)

* |5 All Required
Documentation Attached?:

* Contractor Approver:

* Do you require Securities
in lieu of Retainage (CGS 3

112a)7:

f yes, enter value of

Securities in lieu of
Retainage:

Please select...

Yes

Mo 1

* Type of Payment
Application:

Progress P
[ ==

Commitment Inveice Custofn Fields

Invoice ltems

&0 008

PR VI T I B B B

.00 &n

PEETIA

When the invoice form is correct, the contractor sends it for review by selecting the workflow action
“Submit” and clicking “Take Action”. The “Save Draft” button is also available to save the form as a draft

to return to later.

If “Substantial Completion” was selected as a “Type”, refer to Section 19E for the next step. In the case of
final payment applications, ensure that “Final” was selected as a “Type” and refer to Section 19F for the

next step.

19A.03 payment Application Form Returned for Revision

A payment application may be returned for revision. If the payment 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

GL/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 (3

o

.6KB) | Redline | Stamp | Remove

Or the Comments tab:

Detaje A cuments (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 resubmit the application 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 > | 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”:

Follow the instructions provided in Section 1 to access the project and access the invoice process
instance.

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.

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 |:Testing6722z Project Name - < Process

Start Selected Process Type Start Process Q

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress v/ Process: 7390 Applic ... e 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)

Requested

Stat:
s Comment

(]| Process « Subject

Date
Du

v/ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (In/

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 draft requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

"L 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)

Properties | Download {38.2KB

Contractor Approveg

O'Brign, Tignothy;
Do you require Securities in
lieu of Retainage (CGS 3-
112a)%
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After reviewing the draft requisition, return to the “Details” tab and the CA should then select their
name from the “CA Reviewer” dropdown list.

* CA Reviewer: | Please select... v |

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

PNfate

X X
Check Spelling Revise ancel

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 Details  Financial Summary

Project

Commitment Type: Status:

Commitment
Number:

Company:

Company Number
Contact:

Project Menu Commitment Control:

Created

Approved:
> Details

Forms

Issues Commitment Items (12) = Commitment Changes (8) = Actual Cbsts (§) =~ Custom Fields (7) | Nofey (0)

- P es (0)
sts Processes it

> I Documents Primary Construction No

Contract On Pi

Schedule

Type of OC

v i, Cost Consultant
Cost Summary
BudgetDetdls
Commitments Nv “b ?
umber:

AgtualyCos! Pitiect Stk

Cash Flow Summary:
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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”:

Follow the instructions provided in Section 1 to access the project and access the invoice process
instance.

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.
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 | “Testing6723a Project Name - < Process

Start Selected Process Type Start Process Q

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

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes = Reports (0)

F—
~ 7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

In Step Date Status Requested

O | rocess + aublect Since Due Comment

+ 7390 Application and Certifica ... |
A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (In£

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 draft requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

*L| 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)

Properties | Download (38.2KB) | Redline

Contractor Approvet: O’Brign, Tignothy,

Do you require Securities in
lieu of Retainage (CGS 3-
112a)%

The A/E should then select their name from the “AE Approver” dropdown list.

* AE Approver: ‘ Please select... v

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 project manager for review.
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“Revise” will send the item back to the CA. 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

Fivate

X X

Check Spellini Revise ancel

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”:

19D.02 Project set-up on Payment Applications whose costs are paid for by CHEFA

If CHEFA is directly responsible paying payment applications, the person who attends to the payment at
CSCU must be in the Agency Payor role. If that person is not in that role, please request that
Construction Support Services (Tim O’Brien) place that person in that role.

My Home Dashboard | Projects Processes Documents Contacts Cost Schedule Reports Setup -

Project Participants For 8/-38-125 - Thisis a test -

Groups Agency Payor
First Name: ]
Last Name:
Username:

Custom Field:

Project Menu

e Details

There are no users that meet?;

Project Participants —7
it ads BifRars
Manage Form Types
Manage Permissions
Permissions By User
Process Notification
Settings

Sent Items

Project Level
Options

CAs-billina
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Also, if the payment will be made using CHEFA funds, proceed as follows:

1. Atthe top of the Project Details page, click “Edit”.

& c-Builder. NG

tobrien3 - @

My Home Dashboard | Projects Processes  Documents Contacts Cost  Schedule Reports Setup

Hidden Projects
Project Details For si-3s-

Details oy [ e . o
Project Name 38-125 - This is a tes

e Builder Project Administrator

Mo praject phota uploaded

Select “Yes” on the line that asks, “Is this a CHEFA project.”
Enter the CHEFA series number for the Payment Application cover letter.

2
3
4. Enter the agency reviewer for the signature page on the cover letter.
5. Click “Save.”

issions By User Custom Fields (85) | Setbings

Proce tification
Settings Custom Fields
Sant ltems

Project Level

Bl-2B-125 - This is a test

Options
o Planning =
Forms
> = lssues

sz Processes
> Documents -
- 1105 Submisian: B

Feee:
AA Clossout Complete:

Praject Status Type:
CMR- Firm: Lo
CMR - Contact: e salact. v

CMR - Contact Email: |

GC - Firm: [Lookup]

GC - Contact: Slease select,. v

CHEFA - serics numbsr:

CHEFA projects - agency reviewer:

Check Spelli “ ncel

7. For each commitment, go into the Commitment record in the Cost module

. Filter
Commitments
Actual Costs O |#a Description | Company
Cash Flow
Department
Other Cost Columhs T ?
O 0T g rees O
= Contacts 3B123 ! ® | Administrative
Services
#  Calendar
AJE
@& Submittals 0 SAMOO01- commitment f:_SampIe
001 i . Company
for design
SAMOO1- B *Sample
002 GC test Company
001- *
O | SAMOOT e test 516 >2mPle
003 Company
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8. In the commitment record, click “Edit”.

Commitment Details

Commitment Overview = Other Details  Financial Summary

Mail Merge Close

9. Scroll down the page, under “Commitment Custom Fields” and enter the “CHEFA - commitment
description”

CHEFA - commitment This is the Commitment Description
description:

10. At the top of the page, click “Save.”

Edit Commitment

Commitment Overview Cancel

19D.03 Accessing the Process Instance

Follow the instructions provided in Section 1 to access the project and access the invoice process
instance.

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.

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.
PYOCESSQS For | “Testing6723a Project Name jd < Process 2

Start Selected Process Type Start Process

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

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)

O Process ~ Subject Haguestod

Comment /' 7390 Application and Certifica ... |

A/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (In/

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

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

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 final invoice approval

screen, below. “Revise” will send the item back to the CA. Once the action to be taken is selected, click
the “Take Action" button.

| Submit ~ | Take Action
-- Please select an action --

Revise
If the project manager took the “Submit” action, 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

NN
Check Spellin Revise ancel
19E Payment Application at Substantial Completion (Coming Soon)

19E.01 Instructions for the Substantial Completion step:
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19F Final Payment Application
19F.03 Final Payment Application step
If the GC/CMR user indicated that the payment application is for a final payment by selecting “Final” in
the “Type of Payment Application” field in step 19A.02B, with the GC/CMR user takes action, the process
instance will close and the GC/CMR user can reopen it in the “Final Payment” Step.
To locate the process instance, click on the “Processes” module for the project, under the Project Menu,
to locate the 7390 Payment Application process instance which should be in its “Final Payment” step.
Click on this instance’s number or subject to open it.
Project Processes |B:38:127 - Thisisa test x
C a 7390A ©
PROCESSES REPORTS
2 Subji S
Project Menu e =2
s & Details - Application for Payment - (_ Final Payment
®o Planning -
Forms
» H Issues
> I Documents
In this step, upload all of the documentation required for Final Payment Application in the “Documents”
tab of the process instance.
£ e-Builder O 0
7390 AppllcaUOn And Ce rt|f|cat|on FOI’ Payment Delete Instance Workflow Override All Fields View
(7390A) _ '] O - ’] Instructions
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: BI-3B-127 - This is & test
Process Document: 7390A-10-1 Overall Due Date:
Show History | Current Actors
Current Workflow Step: Final Payment Show Workflow Diagram Step Due Date:
Subject: - Application for Payment -
Counter Prefix:
Status: Submitted
Details Comments (0) Documents (0) Attached Processes (1) Attached Forms (0) Attached To (0)
Expand All | Collapse All
Data ~
In the Documents tab, above, upload all documents required for Final Payment.
Final Payment Application: Administrative actions and submittals that must precede or coincide with submittal of the final Application for Payment include, but are not limited, to the
following:
1. Completion of Project Closeout requirements.
2. Completion of list of items remaining to be completed as indicated on the attachment to the Certificate of Substantial Completion.
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The GC/CMR then indicates the following:

By taking the "Submit" action on this step, the authorized representative of the General Contractor or Construction Manager at Risk agrees to the following:

The undersigned General Contractor or Construction Manager at Risk (the "Contractor”) certifies that this Application for Payment has been executed by a person authorized to sign
legal documents on behalf of the Contractor. Furthermore, the undersigned Contractor certifies that to the best of the Contractor’'s knowledge, information and belief, the Work
covered by this Application for Payment has been completed in accordance with the Contract Documents, that all amounts have been paid by the Contractor for Work for which
previous Certificates for Payment were issued and payments were received from the Owner, and that the current payment shown herein is now due.
Does the person signing the Ono
Application for Payment for 3
the GC or CMR agree to the
above. @
Is All of the information ONo
required for final payment 3
uploaded:

U Yes

When complete, at the top or bottom of the form, the GC/CMR clicks, “Please select an action”, to
choose the workflow action desired.

-- Please select an action -- w

-- Please select an achon —
Submit

Void

The options include:

e “Submit” to submit the Payment Application for the creation of a PDF draft to the CA in the
Payment Application workflow, as indicated in 0175 e-Builder Guidance Manual, Section 19A.

e “Void” to void the Payment Application instance. This action is permanent and cannot be
undone.

e “Revise” to send the Payment Application instance back to the GC/CMR at the workflow step
that allows the GC/CMR to further edit it and make corrections.

After making a selection, click the “Take Action” button to forward the application process to the next
respective user.

As with other processes in e-Builder, a “Save” button is also available to allow the user to save the
process instance without clicking “Take Action” yet, to return later for further edit.

19F.04 7390 Process

After the GC/CMR user has clicked “Submit” in 19F.03, the 7390 will be sent to the CA for further action.
Please refer to Section 19B — CA User for CA instructions. If the CA sends the Payment Application back

to the GC/CMR for revisions, the GC/CMR’s workflow may include a return to the Final Payment
Application step.
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Section 20: Request for Information

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”.

Follow the instructions provided in Section 1 to access the project and initiate an RFI process instance.

When the pop-up window that is the RFI form appears. Complete the answers to the questions asked in
the form.

7310 Request For Information (7310) Instructions

Start Process Print  CheckSpelling | Submit = SaveDraft | Cancel

Project *Testing6723a Project Name

Process: 7310 Request For Information

* Date Due 10182023 | R

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

Expand Al | Collapse All

* Question:

Spec. Section:

Proposed Solution:
\

Drawing Number.

Is There a Potential Cost OvesOnNo
Impact?

Is There a Potential Time OvesOnNe
Impact?:

Print Check Spelling Submit Save Draft Cancel

The RFI “Subject” field is available for editing. Please enter a subject describing the RFI.

7310 Request For Information (7310)

Start Process Print Check Spelling
Project: BI-3B-125 - This is a test
Process: 7310 Request For Information
* Subject: | ‘

* Date Due: 05142024 |

In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for
RFI:

/E Documentation for RFI:

ile here or Browse e-Builder Browse Computer

CA Documentation for RFI:
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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)

Initrisctions

Start Process Primt Check Speiling Submit Save Draft Cancel

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.

Export Aitrem Bank

Irentble Partogats Cractory

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.

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

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress V/ Process: 7390 Applic .. €

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)

O Process « Subject 's’i‘ns::" g:‘: Status 'é:::‘;’::
+/ 7390 Application and Certifica ... |

AJ/E Invoice (InvAE)
A/E Invoice - deprecated - do ... (In£

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)

Instrusctions

Start Process Print  Check Speliing  Submit  SaveDraft  Cancel
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The CA will receive an email notification from eBuilder that an RFl is pending. To access the pending RFl,
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

Alternatively, to navigate to the process instance through the e-Builder website, follow the instructions

provided in Section 1 .

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.

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.

*Test

Processes For

3 Project Name

Start Selected Process Type

In My Court In Progress

Processes  Reports (0) 2
1 Show | 1000 v

(| Process » Subject

v/ Process: 7390 Applic .. €3

< Process

Start Process

0-X1 Test 1105 Project Intake ... (0-X
Status

1105R Project Revision Request (11C

In Step
Since

7055 Construction Phase Agency ...
7310 Request For Information (731C

7360 Change Order (7360)
Date
Due

Requested

R Comment

+/ 7390 Application and Certifica ... |

A/E Invoice (InvAE)

A/E Invoice - deprecated - do

L (Ins

Potential Change Order (PCO)

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the file fields in the “Documentation” section, and any comments made regarding the RFI
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

Workflow Override | All Fields View | Instructions
Check Spelling | Print | Copy | Delegate  Save  Cancel
Project: “Testing6723a Project Name
Bloces=Doaiment 7310-3 * Overall Due Date: 08.102023 [
Show History | Current Actors

Current Workflow Step:
Subject:

Status:

CA Review & Action Show Workflow Diagram
Timothy O'Brien
Submitted

Details__Comments (2) | Documents (1) lAnached Processes (0)  Attached Forms (0)

Expand Al | Collapse All

Step Due Date:

Attached To (0)

Question
Proposed Solution
Specification Section
Drawing Number

Is There a Potential Cost
Impact?:

Is There a Potential Time
Impact?

Is an Agency Change
Request Neaded?:

sdfvdsfisfug

OvesOno

OvesOno

No
Yes - Pending
Yes - Completed

Note: Please hold Ctr to select multiple items from the list.

- Please select an action - v

Check Spelling

Print = Copy  Delegate Cancel
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In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for
RFI:
ASE Documentation for RFI:

CA Documentation for RFI: Drag and drop file here or Browse e-Builder Browse Computer

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
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 v | Take Action

-- Please select an action --
i
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

Nate

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 action

Alternatively, to navigate to the process instance through the e-Builder website, follow the instructions
provided in Section 1 .

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.
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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 -

Start Selected Process Type

Start Process Q

< Process X

In My Court

Processes

Reports (0)

—2

In Progress

v/ Process: 7390 Applic .. €3 Status

1 Show | 1000 v

Process «

Subject

In Step
Since

Requested

Date
Due Comment

Status

0-X1 Test 1105 Project Intake ... (0-X

1105R Project Revision Request (11(

7055 Construction Phase Agency ..

7310 Request For Information (731C
7360 Change Order (7360)

+/ 7390 Application and Certifica ... |

A/E Invoice (InvAE)

A/E Invoice - deprecated - do ... (In/

Potential Change Order (PCO)

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

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: 08102023

Current Workflow Step:
Subject:
Status:

Show History | Current Actors

CA Review & Action Show Workflow Diagram
Timothy O'Brien

Submitted

Step Due Date:

IDe'taiIs Comments (2)

Documents (1}

ﬁIla:hEd Processes (0) | Attached Forms (0) ~ Attached To (0)

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?:

[TV

O vesONo

sO No

No
Yes - Pending
Yes - Completed

Note: Please hold Cirl to select multiple items from the list

-- Please select an action -- v

Check Spelling

Print Copy Delegate Cancel

In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for

A/E Documentation for RFI:

RFI:

or

CA Documentation for RFI:

Browse e-Builder

Browse Computer
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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.

-- Please select an action -- v

-- Please select an action --
Respond TSV
Return

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 Comment

PNfate’

e v)
Check Spelling Return  Cance

To request comment from subconsultants using the e-Builder process, go to the “Comments” tab of the
RFl instance and click the “Request Comment” button.

7310 Request For Information (7310) - 3 Workflow Override Al Fields View  Instructions
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: *Testing6723a Project Name

Process Document:

* OverallDueDate: 08102023 BB

Current Workflow Step: flow Diagram Step Due Date:
Subject:

Status:

Dftails =~ Comments (2) Doyments (1) = Attached Processes (0) ~ Attached Forms (0)  Attached To (0)

Request Comment Cgmment

Private  Comment ~

After clicking the “Request Comment” button, a pop-up will appear that allows the A/E to select their
subconsultant user names in the “To” field and pressing the arrow button to move them to the right
panel. The “Message” field allows the A/E user to provide instructions to the subconsultants. Then the
“Request Comment” button sends a comment request notification to the subconsultant.

ting (Department of Administrative
1 (DAS)

Masson, Brianna (D
OBrien, Timothy (Departm
Tim2, testing (Department
TOB, Testing1 (DAS)
Warren, Allen (DCS)

Enter External Users Email or Lookup

Allow external users to
attach files

* Subject

Note - Participants accessing the process extemally will see all comments and attachments Request Comment
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When the subconsultant responds, their comments will be posted in the “Comments” tab of the RFI
instance.

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: *Testing6723a Project Name

Process Document: 73

* Overall Due Date: 08102023 B2

Current Workflow Step:

Step Due Date:
Subject: Timothy O'Brien
Status: Submitted
Details  Comments (2) = Documents (1) Attached Procasses (0)  Attached Forms (0)  Attached Ta (0)
Expand All | Collapse Al
Question: sdfvdsfvsfug

Proposed Solution:
Specification Section:

Drawing Number:
Is There a Potential Cost Impact?: @ vasO No
Is There a Potential Time Impact?: @ vesO No
Is an Agency Change Request No
Needed?: Yes - Pending
Yes - Completed
Note: Please hold Cirl to select multiple items from the list
A/E Response: This is the A/E response.
A/E Response Date: 11.22.2023
CA Comments:

4

In the “Documentation” section, there is a file field for each user type in the RFI process to upload
documentation. See step 7A.02 for instructions on uploading into file fields. Only documentation
uploaded into these fields will be included in the RFI PDF for the record.

Documentation

GC/CMR Documentation for
RFI:
A/E Documentation for RFI:

CA Documentation for RFl:

or  Browse e-Builder Browse Computer

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 -- v

-- Please select an action --

Determination
Return * Qver
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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.

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.

The purpose of the RFI process instance at this step is to launch a Proposal Request instance. After
opening the process instance, note the yellow “Warning” banner at the top of the page. The “Warning”
does not indicate an error. It is only to bring the user’s attention to it. The only action the A/E should
take is to click the “Click here” link in the banner.

7310 Request For Information (7310) - 55 Instructions

A draft Potential Change Order has been automatically created]Click here fo provide required Commitment Change information and submit the instance.

/ Print Cancel

Click Here

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 in
Section 21 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

Project: *Testing6723a Project Name
Process: Potential Change Order
* subject: Timothy O'Brien (7310 - 3)

Details = Documents (0) =~ Attached Processes (1) = Attached Forms (0)

Expand All | Collapse Al

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 20A: Agency Change Request

20A.01 Beginning a process instance (user role: Agency)

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”. Follow the instructions provided in Section 1 to access the project and start the
invoice process instance. In the Process type selection pop-up window, click on the name of the “Agency
Change Request (AgCh)” process and then click on the Start button in the lower right.

Select process X

‘ o Agency Change Request (AgCh) ¢—————— ™
/
I « Agency Change Request (Agch)¥ z

Start AgCh

20A.02 Agency Change Request — Pre-Construction or Construction (user role: Agency)

The draft process instance is initiated, the Agency user enters a subject for the Agency Change Request
instance, selects whether it is for “Pre-Construction” or “Construction or Post-Construction” and clicks

“Initiate.” If “Pre-Construction” is selected, go to step 20A.03. If “Construction or Post-Construction” is
selected, go to step 20A.06.

Agency Change Request (AgCh)
Start Process Print Check Spelling Save Draft Cancel

Project: BI-3B-123 - This is a test
Process: Agency Change Request

* Subject: IThis is what that agency change request is for I |

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

Expand All | Collapse All

Data

Pre Construction Or

T
-- Please select an option --
Construction:

a ptio
Pre-Construction
Construction or Post-Construction

Spelling Initiate Save Draft Cancel

NOTE 1: In many steps of the Agency Change Request process, users who have taken a workflow action are

prompted with a screen that allows them to leave a note for subsequent users in the workflow. On
this screen the middle button below the comment block completes the workflow action. (“Initiate”, in
this example, but the specific word may be different.)
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Agency Change Request (AgCh)

Add a comment.

Add Comment

U private

Check Spelling Cancel

As is the case of step 20A.02, in many steps, the user who took the workflow action may also be the
user in the next step, as well. To access the workflow instance again, in the project’s Processes
module, click the circle arrow button (sometimes repeatedly), until the Step column shows the next
workflow step. Then click on the instance number to re-open the process instance.

NOTE 2:

& e -Builder

My Home Dashboard  Projects Processes Documents Contacts Cost Reports

Setup

c Project Processes |0I-36-123 - This is a test
CONNECTICUT

- oo
—

Project Menu mzn('rw
,

Details

®o Planning \
EoiiE O Instan.. ! State Subject

In Step
\‘ Step S Date Due
¥ Issues O | [FE=Ch-1 & Open This is what that agency change Agency - PreConstr Jul 30, 2024
i Processes requestis for

20A.03 Filing a 3055 Agency Change Request during pre-construction (user role: Agency)

If “Pre-Construction” was selected in step 20A.02, re-open the process instance again, either by clicking

“Click Here” on the notification email the user should have received or as instructed in Note 2 or step
20A.02.

That will bring the user to the 3055 Preconstruction Agency Change Request form. Complete the form
and click “Take Action,” when done. A “Save” button is also available, allowing the user to save work and
return to the process instance later (see Note 2 or step 20A.02) to complete this step.
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=B I U e "-"’.l-]'.'!it'-.:::ﬁ-'|7| oY

3
- Check Spelling Print Copy Delegate Save Cancel

20A.04 project Manager 3055 Review (user role: DAS Project Manager)

The DAS Project Manager will receive a workflow email notification or can open the process instance
from the project Processes in e-Builder. Then the Project Manager is able to review the Agency Change
Request that was submitted. The process instance should show the DAS Project Status, the Construction
Budget and the Total Project Cost, as this information appears on the project Details Page. In this Agency
Change Request step, the Project Manager is able to make changes to this information, which will then
update the project Details Page, if the Agency Change Request is approved.

To complete this workflow step, the Project Manager selects a workflow action and clicks “Take Action”.
“Approve” sends the proposal to the ADPM in workflow and “Revise” sends it back to the Agency user
for further action.

ond Commission awaiting approval - Design ~

Possiole Amount

P ease select an action -
= Please select an action — &

Approve

| Check Spelling Print Copy Delegate Save Cancel
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20A.05 ADPM, DPM and Deputy Commissioner/Chief Architect review (user role: ADPM, DPM and
Deputy Commissioner/Chief Architect)

Review steps for ADPMs, DPM and Deputy Commissioner/Chief Architect are similar. In the 3055 branch
of the workflow, approvals are by ADPM and DPM. There is an additional Deputy Commissioner/Chief
Architect approval for 7055s.

These reviewers select their name and approval date. To complete this workflow step, they select a
workflow action and click “Take Action”. “Approve” sends the proposal to the next approver in
workflow, or approves the item, in the case of the final approver. “Revise” sends the item back to the
previous user in the workflow for further action.

20A.06 Agency Change Request — Construction Phase (user role: Agency)

If “Construction or Post-Construction” was selected in step 20A.02, re-open the process instance again,
either by clicking “Click Here” on the notification email the user should have received or as instructed in
Note 2 or step 20A.02.

That will bring the user to the 7055 Construction Phase Agency Change Request form. Complete the form
and click “Take Action,” when done. A “Save” button is also available, allowing the user to save work and
return to the process instance later (see Note 2 or step 20A.02) to complete this step.

7055
Construction Phase
Agency Change Request

4

v Check Spelling Print Copy Delegate Save Cancel
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20A.07 Project Manager 7055 Review (user role: DAS Project Manager)

The DAS Project Manager will receive a workflow email notification or can open the process instance
from the project Processes in e-Builder. Then the Project Manager is able to review the Agency Change
Request that was submitted. The process instance should show the DAS Project Status, the Construction
Budget and the Total Project Cost, as this information appears on the project Details Page. In this Agency
Change Request step, the Project Manager is able to make changes to this information, which will then
update the project Details Page, if the Agency Change Request is approved.

The Project Manager should also indicate whether a Proposal Request is needed for this item. If the
Project Manager indicates that a Proposal Request is needed, the workflow, upon approval, will prompt
the project A/E users to go into the Agency Change Request process to initiate a “Proposed Change
Order” process instance.

To complete this workflow step, the Project Manager selects a workflow action and clicks “Take Action”.
“Approve” sends the proposal to the ADPM in workflow and “Revise” sends it back to the Agency user
for further action.

Construction Phase
Agency Change Request

Construction Phase:

Percent Complete:

| DAS Project Status: M-1300 Master Plan / Study | »

Specifications Section(s) / Number(s):
Drawing (s) Number(s):

Paragraph(s):

Detail(s) Number(s):

Requested Change._:

Estimated Total Cost of Additional Fees:
Funds Source:

using contingency:

Contigency Amount:

Contingency Available Funds:
Potential Other Costs:

Possible Amount of Other Costs:

[Construction Budget: 40

Total Project Cost: 50 |
Authorized_Agency_Representative_Name: O'Brien, Timothy
Authorized Agency Representative Date: 07.18.2024
Authorized BOR Representative Name /
Itle:
Authorized BOR Representative Date:
* |c 2 Proposa Request Neaded?: i‘res
No
Note: Please hold Ctrl to select multiple items from the [list
* Project Manager Name: Please select... v ..

* Project Manager Date

I-- Please select an action — ™ | Check Spelling
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Section 21: Proposal Requests

21.01 The “Proposed Change Order (PCO)” process

The “Proposed Change Order (PCO)” process is an e-Builder process type. This process contains three
different forms:

e Proposal Request
e Change Order Proposal (COP)
e Construction Change Directive (CCD)

Different parts of the PCO process workflow contain these three different forms. PCO instances always
start as Proposal Requests. Proposal Requests can then become Change Order Proposals, and CCDs may
optionally be initiated from the COP part of the workflow by the CA.

The three parts of the workflow are:

Proposal Request

Initiator

Revise

Revise
——Ra-Submit
Proposal
Request - CA
Confirm
P P | ) .
Start Submit Reqruogstzs-ac A Reviewed Reviewed

Confirm=Projected —
Revise

7330 Created
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Change Order Proposal

The final step of the PCO process is the “PCO Hold and Bundle” step. No further action is required within
the PCO process once it reaches that step. The CA uses the 7360 Change Order process to “bundle” the
PCO instances into Change Orders, and the Change Order process automatically finishes the PCO process
for bundled PCO instances.

21.01 Proposal Requests Initiated From RFI Process

After the Architect/Engineer has initiated a Proposal Request from the RFI process (See Sec. 20.05) or the
Agency Change Request process, the A/E user is brought to a draft Proposal Request, which is part of the
Proposed Change Order (PCO) process. The A/E then completes the form:

A. The Description of Work should populate from the RFI, but it can be edited, here, if appropriate.

B. [Deprecated instructions.]
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C. The A/E user selects the commitment of the contractor for whom the proposed change would apply.
Please be sure to select the correct commitment. If there is any question about this, the A/E should
contact the CA or PM.

D. The A/E should not enter anything under “Commitment Change Items”.

E. The A/E user selects the correct “Reason Code” for the change. Only select reason codes that have
the parenthetical “(Changes)” after them. Do not select a change code that has “(Original)” after it.

Start Process Print Check Spelling Submit Save Draft Cancel
Project BI-3B-125 - This is a test
Process Potential Change Order

Details Documents ()  Attached Processes (0) | 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:
&~
Commitment Change Details =
* Commitment: Please salact a commitment., ¥ D Company.
Status: Draft
* Date Of Change: 05.08.2024 '=i * Reason Code: Select One. ~ E
Commitment Change Items Z
Manage Funding
D There are no Commitment Change Items

Print Check Spelling Submit Save Draft Cancel

The A/E then clicks “Submit” to submit the Proposal Request into the PCO process workflow. The item
will receive a “PCO-___ " change number designation in the Processes list for the project.

Proposal Requests sent back for revision.

If the CA sends the Proposal Request back to the A/E initiator for revision, the A/E user makes changes
needed and selects “Re-Submit” to send it forward to the CA again. “Void” is also available as an action,
which permanently voids and closes the PCO instance. In either case, clicking “Take Action” executes the
selected action.

-- Please select an action -- w

-- Please select an action --
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21.02 Proposal Request First CA Step

There are two CA steps in the Proposal Request workflow. At this step, the CA reviews the Proposal
Request to determine if it is acceptable to proceed to the contractor. The CA has two possible workflow
actions:

e “Reviewed” sends the Proposal Request forward in the workflow to the GC/CMR users.

e “Revise” sends the Proposal Request back to the A/E user who initiated the Proposal Request for
changes.

In either case, clicking “Take Action” executes the selected action.
£ e-Builder

Potential Change Order (PCO) - 2 Wor

| -- Please select an action -- v | Check Spelling

-- Please select an action --
Project: BI-3B-123 - Ti
Process Document: PCC-2 Revise Overall Due Date:

Show History | Current Actors

Current Workflow Step: Proposal Request - CA Show Workflow Diagram Step Due Date:
Subject: Change_*Sample Company
Status: Submitted

Details = Comments (0} Documents ()  Attached Processes (1) = Attached Forms (0) = Attached To (0}

Expand All | Collapse All

Proposal Request

At this step, the CA is to create the new commitment lines that may be required for this potential change. In doing so, note
21.03 Proposal Request GC/CMR step
A GC/CMR user may then complete the contractor parts of the Proposal Request form.

If the Proposal Request is correct, the GC/CMR user can select “Reviewed” as an action step, which sends
it forward in the workflow to the CA, or “Revise”, to send it backward in the workflow for further
revisions. In either case, the GC/CMR can click “Take Action” to execute the action.

£ e-Builder

Potential Change Order (PCO) - 2

\ -- Please select an action -- v ‘

-- Please select an action --
Project: BI-3B-123 - Thyysysmn
Process Document: PCO -2 Revise

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 267 of 341

21.03 Proposal Request Second CA step

At the second of the two CA Proposal Request steps, the CA user checks all of the information. The CA
user may then complete the Proposal Request, by selecting the workflow action, “Confirm”, which sends
the PCO instance forward to the COP part of the workflow. The “Revise” option sends the item back to
the GC/CMR users for revision, and a “Void” is also available as an action, which permanently voids and
closes the PCO instance. Clicking “Take Action” executes the selected action.

Commitment Change Items “

# Commitment Item Description Budget Line Item Retainage Current Commitment | Change Amount Net Commitment Custom Field(s)

Percent Amount Amount

001 004 This is the example change item 03.200 9.50 0.00 5.00

»
Cost summary | Commitment Details

—- Please select an action -- ¥ Check Spelling | Print | Copy  Delegate | Save = Cancel

-- Please select an action --

Confirm

Revise
Void

After the second CA step, the process generates a Proposal Request PDF and the process, itself, turns
into a Change Order Proposal. See Section 23.
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Section 22: Construction Change Directive (CCDs)

22.01 Construction Change Directive Initiation (CAs)

In e-Builder CCD consideration is a side workflow that is a branch of the Potential Change Order (PCO)
process. Consideration of a CCD is initiated by the CA at the CA’s COP workflow step (see step 23.03).

AJE Review

Approve=Pending

coP - cA |
18

NN
At this workflow step, the CA is required to upload a “CA review and acceptance” file. However, at this

step, a placeholder document is sufficient to allow the workflow to progress. Prior to approving the COP,
the CA must remove the placeholder and upload their actual review and acceptance letter.

Revise

Submit

* CA review and ind drop | or  Browse Computer Browse e-Builder
acceptance:

The CA begins CCD consideration by selecting the “CCD” workflow action and clicking “Take Action.”

Potential Change Order (PCO) - 29

| -- Please select an action -- v ||

T 51-38-123 _h' -- Please select an action --
L —D-1£D5 -
Process Document: PCO - 29 Approve
Show History |
Current Workflow Step: COP - CA shol , .
Revise
Subject: Change_BI-3B{
- Void
Status: Projected

This causes a draft CCD to be generated for consideration by subsequent users in the workflow and for
the workflow to progress to the DAS Project Manager.

Draft 7350 Construction

®L| PCO-00029 - Change_Bl-3B-123_Sample Company - _Draft_CCD.pdf (version 1)
Change Directive: Properties | Download (129.9KB) | Redline
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22.02 Project Manager CCD Review (PMs)

After the DAS Project Manager has reviewed the proposed CCD, the PM selects a workflow action and
clicks “Take Action”. Workflow actions available are:

1. Execute, which approves the CCD and sends it forward in the workflow.

2. Board Regents, which sends it the CSCU Agency user(s) for review, if appropriate.

3. Revise, which sends it back to the CA for revision or as a rejection.

-- Please select an action -- v :

-- Please select an action --

Execute

Board Regents

Revise

22.03 CSCU Review (Agency)

After a CSCU Agency user has reviewed a CCD proposal received in the workflow, the user clicks “Take
Action” to complete the review.

| Reviewed v | Take Action

22.04 CCD Review by ADPMs, DPM and Chief Architect or Deputy Commissioner
Depending on the monetary amount or number of days to be changed by the CCD, the CCD may be sent
to the ADPM, DPM and Chief Architect or Deputy Commission or Approval. Each has the option to:
1. Approve, which approves of the CCD.

2. Revise, which sends the CCD back to the CA for revision or as a rejection.

All proposed CCDs go to the ADPMs. In the case of CCDs below $50,000 and with no schedule change,
the ADPMs have the option to “Receive” instead of the option to “Approve”.

| -- Please select an action -- v | |

-- Please select an action --

Approve

Revise

22.05 Contractor Review (GC/CMR)

After all other review and approval of the CCD, the GC/CMR user selects a workflow action and clicks
“Take Action”. Workflow actions available are:
1. Approve, which approves the CCD and causes the workflow to generate a PDF of the
approved CCD.
2. Reject, which rejects the CCD.

| -- Please select an action -- v

-- Please select an action --

Approve

Reject
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Both workflow actions cause the workflow to return to the GC/CMR COP step in the PCO process (see
step 23.02). If the CCD was approved, the PDF of the 7350 Construction Change Directive will appear in
the workflow instance.

7350 Construction Change "L| PCO-00029 - Change_BI-3B-123_Sample Company - _CCD_Approved.pdf (version 1)
Directive: Properties | Download {130.1KB) | Redline
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Section 23: COPs

23.02 GC/CMR COP step

After a PCO process instance has advanced from the Proposal Request part of the process, as described
in Section 21, the GC/CMR user(s) are the step actor(s).

This is also the workflow step to which the process returns after the approval (or rejection) of a CCD. See
Section 22.

The GC/CMR first upload a completed 7341 Change Order Workbook. The 7341 form is available on the
DAS Forms Library.

Change Order Proposal

Description of the Work: This is the response.
RFI No.: 19
* 7341 Change Order Drag and drop file here or = Browse Computer

Proposal Workbook:

The GC/CMR user then enters the Duration of the project, the number Schedule Change Days proposed
by the COP and the New Date of Substantial Completion proposed by the COP. The GC/CMR user reviews
the information under “Commitment Change Details and makes any proposed corrections.

Duration (Number of Days): :
ScheduleChangeDays:

MNew Date: j

Commitment Change Details

Commitment: SAMO01-002 - GC test Company: #Sample Company
Status: Projected
Created: 07.10.2024 (Timothy O'Brien)
* Date Of Change: 07.10.2024 B4 * Reason Code: [ Scope Change (Changes) v

Add a proposed change SOV line using the “Add Additional Scope Commitment Item” part of the form.

Start by clicking on “Please Select a Line Item,” and clicking “03.100” for CMR projects or “03.200” for
DBB projects.

Budget Line Items

Account Code | Description

01.000 Total Acquisition (Land / Building

02.000 Total Environmental Remediation & Haz-Mat Abatement By Owner

02.130 On-Call (ENV, HAZ)

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

03.200 Total DEBE Construction Phase
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Delete the automatically generated text in the “Commitment Item” field

Add Additional Scope Commitment Item

Item Number |[}01 |

Account Code 03.200
Commitment ltem | DRAFT - 02.200 |

Replace the Commitment Item text with the next available Commitment Item number in the SOV.

A B
Add Additional Scope Commitment Item
Item # Description of Work Item Number ‘ 001 ‘
Account Code 03.200
I_ glom Total CMR Construction Phase Commitment [tem I GGE'I ‘
_ Descri ‘Total DEE Construction Phase
n | 002 Total CMR Construction Phase
U inage Percent ‘9,50 ‘
it QX o3 Total DBB Construction Phas et T 400,151.00
@ &g, This is the example change ite Change Amount 0,00 |

est test test test SLEET) A5 ) &

¥ | Soos

Enter the Description. This is the text that is to appear in the SOV.

Next, select that appropriate Funding Rule for this commitment.

Add Additional Scope Commitment Item

Itern Number ‘gm

Account Code 03.200
Commitment Item ‘0[}5

Description Example change item |

Funding Rule # | state Bond Funds E

Retainage Percent ‘g_
- Agency Transfer of Funds
Current Budget 400 ARPA Funds
Change Amount |_0, CHEFA Funds

m DAS Minor Capital Project Funds
Energy Funds

Federal Funds

HazMat Funds

Construction Change r Other Funds {Spe_cial Legislation, etc))
School Construction Grant Funds
CA CCD ApprovES e ezt

Custom Field(s)
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Next, check the Retainage Percent, enter the Change Amount and click Add.
Add Additional Scope Commitment Item
Item Number 001 |
Account Code 03.200
Commitment ltem 006 |
Description Example change item
Funding Rule #| state Bond Funds v
IRetainage Percent 950 I
Current Budget 400,151.00
IChange Amount 1.00 I
Custom Field(s) ﬁ
Add

The Change Item line just entered should appear, above, in the “Commitment Change Items” section. At
this point, any field with a pencil icon can be edited.

Commitment Change Items

Download Schedule of Values Template  Import Schedule of Values Manage Funding Add All Existing Items Add Existing

Budget Line Item Funding Rule i Current C Change Amount Net Commitment |
Percent Amount Amount

# Commitment Item Description

4 03.200 _," State Bond Fun... 9.50 0.00 1.00 #

Delete | 001 Z 006 # Example change item

Total 0.00 1.00 1.00

When complete, click the “Take Action” button, at the top or bottom of the form to move the COP to the
next CA step. There is also a “Save” button that permits the user to save work, close the process

instance, and then return to it later.
Potential Change Order (PCO) - 13
Submit v Check Spelling Print Copy Delegate

The GC/CMR user will then be prompted to enter an optional comment. Clicking “Submit” completes the
workflow action and sends the COP to the CA.

Potential Change Order (PCO) - 13

Add a comment.

Add Comment

L] Private

Check Spelling Cancel
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23.03 CA COP step

When the CA user(s) receive the COP in the workflow, the CA user checks that the CA name is correct
and then uploads the CA review and acceptance letter.

Change Order Proposal

Description of the Work: This is the response.
* ca: O'Brien, Timothy
RFI No.: 19
7341 Change Order Proposal Workbook: (®| 7341 Change Order Proposal Workbook (2).xlsx (version 2)
Properties | Download (97.7KB) | Redline
7330 Proposal Request: *L) PCO-00013 - Change_BI-3B-123_Sample Company.pdf (version 1)

Properties | Download (123.2KB) | Redline

7350 Construction Change Directive:

Duration (Number of Days):
ScheduleChangeDays: 0
MNew Date:

I* CA review and acceptance: Drag and drop file here or = Browse Computer I Browse e-Builder

After checking all of the other information on the form, the CA selects a workflow action and clicks “Take
Action”. The workflow actions are:
e “Approve”, by which the CA user approves the COP and sends it forward in the workflow for
further approvals.
e “CCD”, which sends the PCO workflow instance to the CCD workflow. See Section 22.
e “Revise”, which sends the COP back to the GC/CMR for revisions.
e “Void”, which cancels the PCO instance and ends consideration of the COP, without approval. (A
Void action cannot be undone.)

Potential Change Order (PCO)- 13

-- Please select an action -- w |

{ -- Please select an action --
Project BI-3B-123-T

Approve
Process Document: PCO-13 CCD
Show History | | Revise
Current Workflow Step: COP - CA shof Void
Tt Chanan D1 20 172 #Carmmnla Mamimamr

23.04 A/E COP step

When the A/E user(s) receive the COP in the workflow, the A/E user checks all of the information in the
form, uploads their A/E review and acceptance letter, select a workflow action and clicks “Take Action”.

Workflow actions are:

e “Approve”, by which the A/E user approves the COP and sends it forward in the workflow for
further approvals.
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e “Revise”, which sends the COP back to the CA for revisions.

£ e-Builder

Potential Change Order (PCO) - 13

[-- Please select an action -+ [

-~ Please select an action --

roject Bl-3B-123 - This is a test =
Process Document Revica Overall Du
Acto
Current Workflow Step: AJE Review Show Workflow Disgrar Step Du
Subject Change_Bl-3B-123_"Sample Company
Status Pending
Details | Comments [ Documents [3 Attached Processes 1 Attached Forms (D) \tiached To ()
A DUEDEE A
Change Order Proposal
Description of the Work
CA:
RFl No.
7341 Change Crder Proposal [#]} 7341 Change Oyder Proposal Workbook (2).xlsx (version 2)
Workbook Properties | Downioad (97.7KB) | Rediine
7330 Proposal Request 7L PCO-00012 /Change_BI-3B-123_Sample Company.pdf (versicn 1)
Properties | Dowrfoad [123.2KE) | Rediine
7330 Construction Change Directive
_7340 COP_doc:
Duration (Number of Days)
ScheduleChangeDays 0
Mew Date:
CA review and acceptance "L sfipporting test 1bla.pdf {version 5)
Properties | Dowrload (33.6KB) | Redine
COP - Contractor/Consultant Approvals
GC-CMR COP Approval Timnathy GC-CMR COP Approva
CA COP Approval Timothy CA COP Approva
* A/E review and acceptance Drag and drop file here or
Browse Computer Browse e-Builder

23.05 Change Order Proposal Project Manager Review

For /COPs that propose an increased cost of $100,000 or more and/or propose a schedule change of 60 or
more days, there are three file fields for PMs to use in attaching the following documents to the COP:

e Project Status Report

e Project Contingency Report

e Funding Source

DAS Project Managers have three workflow actions available on COPs:
e BOR- COP sends the item to the Agency user on CSCU projects.
e COP PM Approve allows the PM to approve of the COP
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e Reject sends the COP back to the CA

-- Please select an action -- v

-- Please select an action --

BCOR - COP
COP PM Approve
Reject

23.06 Change Order Proposal Agency Review

When agency users are sent a COP for review, they are able to complete their review and send the COP
back to the DAS Project Manager.

| Reviewed v | Take Action

23.07 COP Review by ADPMs, DPM and Chief Architect or Deputy Commissioner

Depending on the monetary amount or number of days to be changed by the COP, the COP may be sent
to the ADPM, DPM and Chief Architect or Deputy Commission or Approval. Each has the option to:

1. Approve, which approves of the COP.

2. Reject, which sends the COP back to the Project Manager.

All COPs go to the ADPMs. In the case of COPs below $50,000 and with no schedule change, the ADPMs
have the option to “Receive” instead of the option to “Approve”.

-- Please select an action --

-- Please select an action —-

Approve
Reject
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Section 24: Change Orders

24.01 Change Orders — Navigating to the Project Processes Module

Log in to e-Builder: https://gov.e-builder.net. On your homepage, find your project by clicking on the top
tab for “Projects”.

Follow the instructions provided in Section 1 to access the project and start the invoice process instance.

24.02 Initiating a 7360 Change Order process instance (CA)

In the Processes module click the “Processes” button. Select “7360 Change Order (7360)”, and then click
“Start 7360”.

Select process X

X

Q| 7360 Change Order (7360) | 4q—

1105R Project Revision\nport (05PI)
For DAS use only.

1105R Project Revision Reque

Process for submitting a revised Capital Peoject Inititation Request.

1135 - Task Letter V2 (TLV2)
This process is used for the creation of the task leXters for On-Call contracts.

1135 TL - Cost Integrated V2 (TCIV2)

Process used by CSS to spawn the cost integration for an On-Call Consultant.

3050 Delegated Design Approval (3050)

6010 Bid Release Form (6010)
The "6010 Bid Release Form" process is used as follows: (1) for the DAS/CSRroject Manager to

mubonit id Filas Fid Lafnsmnatinn_sad fes Did Llastine lofasmsatinm ta tha DARICC Denc amsant

Start 7360

When the Process instance opens, enter a Subject starting with the change order number, then click on
the “Potential Change” tab.

£ e-Builder w @

7360 Change Order (7360)

Start Process Print  Check Spelling Submit  Save Draft = Cancel
Project: BI-3B-201 - This is a test
Process: 7360 Change Order
* Subject: |ﬂ - This change Order

Details Documents (0) Attached Processes (0) Attached Forms (0) Potential Chang (0)
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In the:

1.“Potential Change” tab,

2. Click “Attach Existing”.

3. In the pop-up window that appears, check next to the “PCO” process instance(s) that are to be
included in the Change Order.

4. Click “Attach Existing” in the same pop-up window.

& e-Builder. O 0

7360 Change Order (7360)

Start Process Print  CheckSpelling = Submit  Save Draft  Cancel
Project BI-3B-201 - Thisiis 3 test
Process: 7360 Change Order
* Subject: 01 - This change Order

Detals  Documents (0) ~ Attached Processes {0) ~ Attached Forms (0] | Potential Chang (0) 1

———— : = — 2
renit
23 gov.e-builder.net/da2/Processes/LookupProcess.aspx?LoadFromControl=18toriginator=depProcNoEntity8:QS=FkdeN88mil kTpEe4Z/Dle82nwi38YW27x... /77/’
-, 1 —
%a B'BUIIder Remove Attach Existing
Step Name: - P Print Check Spelling Submit Save Draft Cancel

Containing Text //

PCO's s
Process e T
. — | [« Change C: i Change
) Z::::;' Subjs; b 7)555'55_5’(—!‘%““" Number Amount Status
e

[ zesEry Pending  OBrien, Timothy PCO Hold and Bundle | 002 000 Pending

-38-
28 = Pending O'Brien, Timothy PCO Hold and Bundle 002 200,001.00 Pending
Sample Company 9 9

Attach Existing

The COP, as a “Potential Change Order” instance, should then appear under the “Potential Change” tab.

Note: If no “Potential Change Order” instance is linked to the Change Order instance when the CA
submits, the workflow will go into error and the instance will be returned to the CA for correction in the
“Initiator Revise” step (see step 24.06).

£ e-Builder O 0

7360 Change Order (7360)

Auto saved Jun 20, 2024 03:01 PM

Start Process Print Copy Check Spelling Show Workflow Submit Save Draft Delete Draft Cancel
Project: BI-3B-201 - This is a test
Process: 7360 Change Order
* Subject: 01 - This change Order

Details Documents (0) Attached Processas (0) Attached Forms (0) Potential Chang (1)

PCO's Remove Attach Existing
Process - - -

| Prefix - Subject Status Created By Current Step et T O ment

Number Change Amount Change Status

Counter

O pcp-z  ChangeBli-3e- Pending  O'Brien, Timathy PCO Hold and Bundle 002 0.00 Pending

201_*Sample Company
0.00

Remove Attach Existing
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Click on the “Details” tab.

Details Documents (0) Attached Processes

Under the Details tab:

1. Enter the Change Order Number.

2. Enter the change order’s description

3. Enter the reason for the change order.

4. Enter the RFI number or Agency Change Request number from which the change order arose. Enter
the Proposal Request Number and COP Number the Proposal Request/COP numbers incorporated into
this Change Order.

5. Upload/link the COP/PCO PDF document. It should be available for linking from the project’s
Documents folders, by clicking on the “Browse e-Builder” button.

6. Any other documentation that needs to be added to the Change Order package can be uploaded in the
“Other Documentation” field. Only the COP PDF, which includes its attachments, and the “Other
Documentation” file will be appended to the 7360 Change Order form.

7. Identify whether the change order would be a cost change, schedule change or both.

8. If the change order is for a schedule change, complete these fields.

* Change Order Number: | 1
* Description of Proposed
Change: 2
4
* Reason For Change
%
RFI Number |
Agency Change Request | |
Number: 4
* proposal Request Number |
* COP Number: | |
% COP/PCO PDF 5 or Browse e-Builder Browse Computer
Other Documentation: 6 1 drop f or Browse e-Builder =~ Browse Computer
* proposed Change in 'No'U Yes
Contract Sum? 7
* proposed Change in ONoO Yes
Contract Time?:
Schedule Change Days:
Contract Days After Change: | 8
Substantial Completion m
Changed To:

When this information is correct, click the “Submit” button to send it into the workflow. There is also a
“Save Draft” button to allow the CA user to save the process instance and return to it later.

For the COP PDF, as noted in #5, above, this file should be present in the project’s Documents folder.
Click “Browse e-Builder” next to this field (rather than dragging and dropping the file or clicking “Browse
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Computer”). A pop-up should appear that will allow the user to navigate to the folder, shown below,

where the files are located. See step 7A.02.

from BI-3B-123 - This is a test

EApEIU AN | CUnapse Al

*Change Order Number: \

= Documents[251]

* Description of Proposed

Change: 00 DocuSign Request[0]

02 Selections[0]

+ 01 Project Planning[27]

% Reason For Change H 03 Precanstruction Contracts[34]

) 04 Pre-Design[0]

RFI Number |

Agency Change Request |
Number ‘ #7108 Bidding[1)
* proposal Request Number ‘

* COP Number 1

Changes[140]

sl 05 Schematic Design(3]
+ 06 Design Development[0]

o 07 Construction Documents[0]

| 09 Construction Phase[173]

* COP/PCO PDF: 1g and d f or Browse e-Builder Browse Computer Agency Change Requests[5]

Other Documentation:

or Browse e-Builder Browse Computer } ASIs[1]
* proposed Change in ONoO Yes CCDs[8]
Contract Sum?
% bropossd Chande i ONoOVes H Change Order Proposals[34]
Contract Time?: Change Orders[24]

Schedule Change Days: |
Contract Days After Change: |

Substantial Completion =
Changed To: o f RFIs[47]

24.03 GC/CMR ready step (GC/CMR) [Deprecated]

This step is no longer in 7360 Change Order workflow.

24.04 Contractor and consultant review of Change Orders

Proposal Requests[20]

PRs and COPs[0]

The GC/CMR, CA and A/E, in their respective steps, will be able to review the information on the screen
view of the draft change order, including the draft PDF change order, and the linked COP(s) in the
“Potential Change Order” tab. The user is then able to select an action and click “Take Action” to cause

the action to take effect. The available actions include:

3. Approve. This action is the agreement of the user with the Change Order and will cause
the user’s name to appear in the signature block of the Change Order.

4. Revise. This action sends the draft Change Order back to the CA for further revisions.
The action prompts the user for a comment.

g’g e-Builder

7360 Change Order (7360) - 2 Delete Instance

Please select an action -- v Check Spelling Pri

-- Please select an action -
Project:

Process Document: Overall Due Date:

Current Workflow Step:

Step Due Date:

* Subject: 01 s change Order - time
Status: Projected
Details Comments (0) Documents (1) Attached Processes (0) Attached Forms (0) Attached To (0)
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Change Order Form: *L. 7360-00002 - 01 - This change Order - time - DRAFT.pdf (version 1

Properties | Download (156.5KB) | Redline

24.06 Initiator Revise (CA)

A number of users, at their Change Order steps, have the ability to send the draft change order back to
the CA at the Initiator Revise step. The CA can also do this at their step.

At this step, the form is re-opened for editing by the CA.
After any needed changes, the CA may use the “Resubmit” workflow action to return the item back into

workflow. This should send the change order back to the GC/CMR review step, referred to in Sec. 24.04,
and should refresh the PCO instance bundling and draft Change Order PDF creation.

| -- Please select an action -- v || |

-- Please select an action --

Void

The CA also has the option to “Void” which cancels the Change Order process instance. If the intent in
using this option is to use the PCO instances at were attached to this Change Order instance in a
different Change Order instance, it is advised to first Remove the PCO instances from the Change Order
instance being voided. To do this, go to the “Potential Change Order” tab, check the box(es) next to the
PCO instance(s), click “Remove” and then use the “Void” action.

7360 Change Order (7360) -2 Delete Instance Workflow Override All Fields View

-- Please select an action -- v I I Check Spelling Print Copy Delegate Save Cancel

-~ Please select an action -
Project: BI-3B-201 - TH pa_submit
Process Document: 7360 -2

Show History | Current Actors

Overall Due Date:

Current Workflow Step: Initiator Revise Show Workflow Diagram Step Due Date:
* Subject: 01 - This change Order - time
Status: Projected
Details Comments (1) Documents (2) Attached Processes (0) Attached Forms (0) Attached To.3% Potential Chang (1)
PCO's Remove Attach Existing Add New

Process . . -
] | Prefix - Subject Status Created By Current Step Comrhjtment Commitment Commitment
Counter Numbel Change Amount Change Status

Change_BI-3B-
201_*Sample Company

Pending  O'Brien, Timothy PCO Hold and Bundle 002 0.00 | Pending

0.00

Attach Existing  Add New

As with other workflow steps, a “Save” button is also available to save work and return later.

24.07 Change Order Project Manager Review

DAS Project Managers have three workflow actions available on COPs:
1. Sign This action is the agreement of the user with the Change Order and will cause the user’s
name to appear in the signature block of the Change Order.
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2. Revise. This action sends the draft Change Order back to the CA for further revisions. The action
prompts the user for a comment.

-- Please select an action -- v

-- Please select an action -
Sign
Revise

Change Order Review by ADPMs, DPM and Chief Architect or Deputy Commissioner

Depending on the amount or number of days to be changed by the COP, the COP may be sent to the
ADPM, DPM and Chief Architect or Deputy Commission or Approval. Each has the options to:
1. Sign This action is the agreement of the user with the Change Order and will cause the user’s
name to appear in the signature block of the Change Order.
2. Revise. This action sends the draft Change Order back to the CA for further revisions. The action
prompts the user for a comment.

All COPs go to the ADPMs. In the case of Change Orders below $50,000 and with no schedule change, the
ADPMs have the option to “Receive” instead of the option to “Approve”.

Approval of Changes in Cost > Commitments

After the approval, by all required approvers, of the draft Change Order, the 7360 Change Order process
causes all of the “PCO” instances linked to it to be approved, leaving the “PCO Hold and Bundle” step and
going to their “Final” step. This also causes the changes in the contractor’s commitment to be approved.
The changes will have already appeared as potential costs in the contractor’s SOV, and they will now
appear as approved and invoiceable in the contractor’s next 7390A Application and Certification for
Payment.
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Section 25: Submittals (Revisions Coming Soon)

Note: Revisions Coming soon

Note that the below relates to a procedure for submittals for which a replacement is planned and will
not be relevant after this new process is released. Please see Project Support Services for additional
information.

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.

$ e-Builder. G rcutier - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports e

m Welcome, Rebecca! v Edit My Home
N oy

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

62q -
BI-CTC-620 - Three Rivers CC - Roof and Building

Envelope Repairs

BI-1-620 - Salt Rock Camparound Bathhouse

[Active Prajects View ~ ] e

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

Project Details For I‘Se-:k.y’est Project -

Kidden Projects

Details Export Address Book Printable Participants Directory Edit Cancel
Project Name *Becky Test Project
e-Builder Project Administrator Cutler, Rebecca
Project Status

[view map) Address n St

No project photo uploaded.

Project Menu

v [B Details

Last Mod Cutler, Rebecca
Project Participants Date Last Modifi 03.43.2023
Sent Items
Project Level Custom Fields (47)  Mot=s (0) | Documents D) | Forms (D) Prosssses(0) | Settings
Options
Forms DAS Project Number: BI-RCTEST-998

Project Name: s where the project name should go
I= lssues e -

-
= Processes

> | Documents
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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

> [B Details

o Planning

Forms

> 3 Issues

ff Processes
> & Documents

= Schedule

L]

L] Contacts
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

- Mo items in review

T >/

<
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Settings should include, “Use CSI List,” set to “Yes”, “CSlI List to Use,” set to, “User Defined List,” and
“Submittal Item Spec Section Populated by CSI Code,” checked. Set “General Contractors for
Submissions” to “GCs” or “CMRs”, ensure that the other settings are correct and click Save.

Submittal Package Options

IUSE CSI List: Yes vI

CS List to Use: User Defined List hd
Submittal Item Spec
Section Populated by CSI
Code:
Auto Numbering Packages: ® per Code
O Per Project
Honor Aute-Close Status:
Allow items to be added
after review starts:
Allow revision items to be =]
added to existing
packages:
Subcontractor Options
General Contractors for ‘CNRS v||
OSSO
GC Review Complete Due \:I

Date Offset:

Offset Type: @Ca\encarDays

O Working Days

Cancel

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 =i-3z-126-Thisisares ~
 Filter Submittal Items
®a
>
< < < Add to Package
> ) ftem Details Title|” | Rev# | Package # SpecSection |SubSection | Gategory Status Submittl | st By Reviewers

Coordinator

Submittal Register
Submittal Packages
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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  se»

Submittal Register for [si35-126 - s satest v

 Filter Submittal Items

Filter

Import

= .
O] item Detals Title ”  Rev# Package#  SpecSection | SubSection  Category  Status e Reviewers

20

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 cel

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)

LJ | 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.

\!

When uploading, a dialogue box will appear for the user to select the applicable Submittals folder in the
eBuilder Documents module. 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 documents. If applicable,
an alternate folder can be selected.

Select Destination Folder

hase | Submittals

» - Mtg Minutes

» BB PayApps

» . Permits

» B Frime Contractor Contracting
» [ Frime Contractor Pay Apps
» BB schedules

» B submittals

» [ Testing and Inspections

* BB 10 SC and Closeout Phase

Seibct Cancel
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When the upload is completed, click “Done”.

1 of 1 files uploaded successfully
Submittals

i supporting test 1.pdf

()

4

Page 288 of 341

Properties for all files

Description

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 ~ @

Calendar Contacts Cost

My Home Dashboard = Projects Planning Forms Processes

Submittal Item Details

Submittal Item Overview

’roject Menu pe

Details

Documents (1)  Comments {0

[

Contacts
File Name -
Calenda - =
- "X supporting test 1_pdf Versio
¥ & Submittals - :

Send to Sub Delete Edit Submit to GC

Download Attach Remove

Attached By Date Attached

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 == 2 test o

~ Filter Submittal Items

Project Menu

Clear Filter

2 Document SendtoSub  AddtoPackage  Addltem  Delete  Import

. Rev Sub Submittal
e
Item Details Title . g Packages SpecSection + Category  Status | YOS Held By Reviewers

@ Submittals

Submittal Register
Submittal Packages
Ur

Settings

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.

. Rev Sub Submittal
Package # Spec Section Category Status Held B Reviewers
s Section Coordinator ¥

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

"L supporting test 1.pdf (ve

Add Remowe Download Close
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A submittal may be re-opened by clicking on its Title.

Item Details Title

Send to Sub

Sub

P Section

Spec Section Category

Status

Page 290 of 341
Add to Package Add Item Delete Impaort
Submit to GC
Subonktst Heild By Reviewers
Coordinator

25.04A Alternate Option for Submittal Register Upload (GC or CMR).

Open a copy of the “7100 Submittal Register Template” from the DAS Forms Library.

In the template, edit the different columns. Rows may be deleted or duplicated, but the “Spec Section”
field should not be changed.

The “Title” column should be changed to refer to each submittal item.

The “Category” field may be changed to one of the following options:

o As-Builts

e Bid Submittals
e Certification

e Mockup

e QOperation / Maintenance Manual

e Product Data
e Sample

e Shop Drawing
e Test Report

Save the template with a unique file name.

In the project, navigate to Submittals > Submittal Register, then click “Import”

Project Menu

> Details
o Planning
Forms
> ¥= lIssues
Processes

Documents

[N

Schedule
> s Cost

=] Contacts
Calendar
Submittals
Submittal Register

Hidden Projects

Submittal Register [Br-38-132 - Thisis a test

 Filter Submittal Items

Search In ® Al O Pending my review
Title [
Status Please select a status. ¥
Number [ |
Revision [ |
Submittal Package # [ ‘ -

[Please select a cur v || |

Custom Field2 | [please select a cur | ]
Group By [ None v| Page[1v]of 1 show [100 v] perpage
0 e | # | Rev Spec Sub
#
tem Details Title |~ | %' |Package# |coh |0t

Category

Submittal Coordinator

Status

Please select.. v

Reviewer |

Clod
Add item  Del|

Add to Package

Submittal
Coordis
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In the next screen, click “Choose File”. Navigate to where your import file is located and select it. Then
click “Next”.

Import Submittal Register - Select Import File Step 10of 3

Choose your Import Fife

Choose File

* Import File;

Note: Please select a xls or .xIsx fils

. Next
to import.
H " ”
Then click “Next.
Import Submittal Register - Field Mappings Step 2 of 3
Submittal Item Built-In Fields Previous  Next  Cancel
* Title: | Title pd * Category: ‘ Category v ‘
Description: | Description v Priority: ‘ Priority v ‘
Package Number: | v Package Name: ‘ vJ
* Spec Section: | spec Section v Sub Section: | Sub Section v|
Responsible | Responsible Manufacturer/Sub-Contrac v Commitment: ‘ v ‘
Manufacturer/Sub-
Contractor:
Date Due From Sub: | Date Due From Sub Date Received From Sub: \ Date Received from Sub v \
Date Due Submit For [ Date Due Submit For Review Date Due Review | Date Due Review Complete v
Review: Complete:
Date Due Return: | Date Due Return w Date Returned: ‘ Date Returned v ‘
Date Due Delivery: | Date Due Delivery v Date Delivered: \ Date Delivered v ‘
Submittal ltem Custom Fields
There are no submittal item custom fields.
Previo Next ancel
X
H “” "
Then click “Import”.
Import Submittal Register - Review Step 3 of 3
Import File Summary Previous  Import  Cancel
File Name: Submittal Register template test 1.xls Rows In File: 4
Rows To Be Imported: 4 Rows With Exceptions: 0
Preview (Row 2)  Exceptions (0)
Submittal item Built-In Fields
Title: This test Submittal Category: Shop Drawing
Description: Priority: Normal
Package Number: Package Name:
Spec Section: 00 00 00 - PROCUREMENT AND Sub Section:
CONTRACTING REQUIREMENTS
Responsible Commitment:
Sub/Manufacturer:
Date Due From Sub: Date Received From Sub:
Date Due Submit For Date Due Review
Review: Complete:
Date Due Return: Date Returned:
Date Due Delivery: Date Delivered:
Submittal Item Custom Fields
There are no submittal item custom fields.
Previo! gancel
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Then click “Finish.”
Import Submittal Register
Submittal register has been successfully imported.
Finish
The submittals should appear as drafts in the Submittal Register for the project.
= Schedule -
> W6 Cost ‘D Item Details | Title f =5 Package # | Spec Section :::tinn Category Status é:::::::nr Held By Reviewers
2 Contacts
M Calendar 0 0 x o
v ® Submittals
Submittal Register
Submittal Packages 0
Update Dates iy 0 Mock Up NEW
Settings

Continue with the instructions in 25.04 for uploading attachments into the draft submittal items.

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 2 38125 Ths i atest "

~ Filter Submittal Packages

>

Revision
- B
Title Description Package Niiar Trade Status

here are no Submittal

TR &

Igndat g Nata

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

> 3 Details
Save Cancel
Form:
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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

Items (0)

v Page v | of 0 w

Rev Spec Submittal ¢
& Seciion Sub Section Category Status Held By Reviewers

[ ]
item Details Title
- Coordinator

The user will be able to create new submittals but keeping the setting to “Add Existing ltems” & clicking
“Add” will allow submittals that are in the Submittal Register to be added to the submittal package.

Add Cancel

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.)

Add Items to This package number 1

# Filter Submittal Items Clear Filter

i
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.
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Submittal Package Details
Submittal Package Overview  Haton,

Regquest Comment Update Dates Generate Transmittal Edit

fems (2) Documents (0 Comments (0 Custom Felds (0 Rerzons (0

Remove Items

L
Item Details Title Sub Section Category Status Reviewers

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 =.:2126-Thssarea -

~ Filter Submittal Items

Project Menu

> [B Details sSt0m Fiel

Forms

Clear Filter

Send to Sub Add to Package Add Item Delete Import

Submit to GC

Category Status Suhr:ltnt::m Held By Reviewers

Submittal Register

SubynittalyPackages

25.07 Sending the submittal package to the CA (GC or CMR).
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Click on “Submittal Packages” to see the list of submittal packages, then click the check box next the
submittal package containing the submittal item(s) to be sent to the CA.

- )
b Submittal Packages [ee-125-thsiates -
CONNECTICUT  Filter Submittal Packages

Search In ® a1l O Pending My Review
Title

-

Trade

Project Menu

|
|

N Submittal Package # \:\ - v | - Rev
]

> Details
e Planning
Forms Custom Field 1 | Please Select.. v || |
> H Issues Custom Field 2 | Please Select.. v || |
off  Processes
» ' Documents
= Schedule Page | 1 v | of 1 Show | 10w | per page
> s Cost || J | Titles Description Package # Revision Number
2 Contacts awrgwrgergt 4-werggwergwergt-0 | 0
m Calendar awrgwrgf S-awrfwrfwrfger-0 0
v @ Submittals This name 1-10 20 41-0 0

Submittal Register
Submittal Package
Update Dates

OJ this new package 5 3-00 00 00-0 0

his other package 1-321315-0 0

Settings
O This other submittal pac 2-00 00 00-1 1
O This submittal package 1-03 10 00-1 1

Click the check box next the submittal item(s) to be sent to the CA and click “Send for Review”.

Submittal Package Overview  History

Request Comment

Project BI-3B-125 - This is a test
Title This submittal package Status
Description
Submittal Package # 1-03 10 00-1 Trade
Date Created 03,14.2024 11:28 AM Created By
Items Held By Timothy O'Brien
Baseline Start Range Baseline Finish Range

Original Submittal Package # 1-03 10 00-0

Items (1) Documents (0) Comments (0) Custom Fields (0) Revisions (1)

Group B)’ Page of 1 Show perpage 1 item(s) selected Send for Review Submit to (

‘D Item Details | Title # a4 |Rev# |SpecSecti Category Status Smel_ttal Held
Coordinator
5 03 1000 -
COMNCRETE
v
other 4 1 EORMING AND Test Report NEW Timo

submittal ACCESSORIES

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
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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

NOTE: DAS does not use the “Send to Sub” button in the e-Builder Submittals module. DO NOT CLICK
THE “Sent to Sub” button.

Note to GC/CMR users: Do not click the “Forward for Review” button, if you can see them.

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 =126 Thssates -

~ Filter Submittal items

Clear Filter

Add ltem  Delete  Import

item Details Title #a Rev# Package # Category Reviewers
joE - -
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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  Hist

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. Note that
only users expected to respond should be selected. Every user who is selected as a user will be expected
to complete a review before e-Builder will consider the review to be complete. If reviewers are selected
who do not complete a review, the CA will not be shown as the “Held By” user, even after one or some
reviewers have completed their review.

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
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The links in the Reviewers column show who the reviewers are.

Submittal Package Details

Submittal Package Overview  History

Request Comment  Generate Transmittal

Mems (2)  Documents (0} Comments (0 m Fields -
Group By | None ~ v v Update Status Send to Contractor Forward for fevi
O |item Details | Title  |#x |Rev# | SpecSection Sub Section Category Status i:z?:'m Held By
pom B Test Report S |k
A= 0 Test Report Revie - testing Tim2
Report W O'Brien i
2 L
Revi s for this submittal 1 "‘
Reviewer Requested By Date Requested Date Due Review Completed Date
testing Tim2 Timothy O'Brien 11212023 11222023

The “Held By” column, shown here in Submittal Packages, identifies who has the item, ball-in-court.

MyHome  Dashboard | Projects

Processes Documents Contacts  Cost

Schedule  Reports  Setup s+
Submittal Packages For =126 -
~ Filter Submittal Packages
Searchin | ® A1O pending M Sta o ]
o
Project Menu *
Clear _ Filter,
> Detail
v v Create Pajage  Send for Review
Titlex Description Package # Revision Number  Trade status Date Crested Last Modified fy
>

Held By
t

> I Do

= Schedule

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.

MyHome  Dashboard | Projeets = Planning Forms  Processes

Documents  Calendar

Contacts  Cost  Schedule Reports Time Tracking <+
Submittal Packages For (&5 i n:

~ Filter Submittal Packages

Sul Register
Submittal Packages’
Update Dates
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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 Oderview  History

Request Comment  Generate Transmittal

Project Menu

Details

Forms

Issues Items (2) Docume
Processes
¥ Documents Group By | None v v v Forward for Review  Review Complete  Add Items
B Contac
- [.;,:: 1: Item Details Titie | #.  Rev# Category Status e HeldBy Reviewers
io Submittals B
Submittal Register e i st e o :‘:. ot s

Submittal Packages

lindata Natas

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.

While the “Forward for Review” option does allow the A/E user to add subconsultants as reviewers, The
A/E user should note that only users expected to respond should be selected. Every user who is selected
as a user will be expected to complete a review before e-Builder will consider the review to be complete.
If reviewers are selected who do not complete a review, the CA will not be shown as the “Held By” user,
even after one or some reviewers have completed their review.

Calendar Contacts Cost  Schedule Reports Time Tracking

My Home Dashboard | Projects Planning Forms Processes  Documents

Submittal Item Details
o Note
The item is pending review or has been approved by the coordinator or has been closed. It cannot be edited at this time.

Submittal ltem Overview  Date Details  History

Forward for Review  Review Complete

Project Menu

> Details
Forms
Issues

o8 Processes

> I Documents
& Contacts
Calendar

fo Submittals

Submittal Register Thunbeaits (TS
Submittal Packages

Attached By Date Attached
Update Dates C
Settings TO8, Testing!

Download  Attach

Submitted

Dftails  Comments (2) D Attached Processes (0) ~ Attached Forms (0)  Attached To (0)

Private | Comment ~

Timothy O'Brien, Department of Administrative Services - Construction Services 02.03.2023 10:54 AM
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The A/E user may, optionally, use the “Request Comment” option to request review by subconsultants.
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

To Select from Users on Project

All Users v

g (Department of Administrative
ting1 (DAS)

O'Brien, Timothy (Depa
Tim2, testing (Department of Adj
| TOB, Testing1 (DAS)
Warren, Allen (DCS)

Ent

External Users Email or Lookur

Allow external users to U
attach files

* Subject ACTION REQ'D - *Testing6723a Project Name - Timothy O'Brien |

Respond By,

Message,

Note - Participants accessing the process externally will s

Request Comment Capicel

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

Trade PROCUREMENT AND CONTRACTING REQUIREMENTS
} TOB

Baseline Finish Range 11.22.2023 - 11.22.2023

Items (2) Documents (0) ‘Comments (0) Custom Fields (0 Revisions (| B
A Qup By | None v| page [1 ] of 1 show [10 | perpage 2 items) selected Forward for Re‘vlr dd Items.
Submittal
| il i #a L i i R
3 "Mem Details Title Rev#  SpecSection Sub Section Category Status Coordinater | HEdI BY viewers
00 00 00
8 thi REMENT N TR i
ubmitt 0 AND est Report IR 0B testing Tim2 Reviewers
CONTRACTING
REQUIREMENTS
0000 00 -
& this PROCUREMENT gec
submittal | 2 (] AND Test Report IR ice testing Tim2 Reviewers
2 CONTRACTING

REQUIREMENTS

A pop-up screen will appear to allow confirmation.
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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”.

Review Complete Submittal Items

Review Complete Cancel

Comment:

Selected submi

Title # Package Status Reply To

this submittal 1 1 1-00 00 00-0 IR Timothy O'Brien B
this submittal 2 2 1-00 00 00-0 IR Timothy O'Brien

ancel

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

Regquest Comment Generate Transmittal Re-Open

Project BI-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
Items Held By
Baseline Start Range 1.2 11.22.2023 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, Depariment of Administrative

tion Services, 11.21.2023 12:20 PM
This need to the changed to....

testing Tim2, Department of Administrative Services, 11.21.2023

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.
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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  History

Request Comment  Generate Transmittal
Project BI-38-126 - This is a test

Title This package number 1

ENT AND CONTRACTING REQUIREMENTS

n i) Brier
Baseline Start Range ~ 11.22.2023 1 2
Prefix
APP
tems (2) Documents (0) Comments (0) Custom Fields (0)  Revisions (0) AAN  Appr Noted
FRO For Record Only
Group By [ None v] page [1v] of 1 T e IR In Review dhctor  Forward for Review  Add ltems
ONH
7 Item Details Title #a Rev#  SpecSection Sub Section RE Reviewers
RAR
000000 - WDN  Withdraw
0 —mm @this PROCUREMENT = -
) Fi  submittal 1 0 AND Teft Report InReview |1y wiisicd Timathy O'Brien Reviewers
! | O'Brien i i
1 CONTRACTING
REQUIREMENTS
This will prompt the CA to enter a comment about the action.
Update Status - this submittal 1 (#1) x

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

Submittal Package Overview  History

Request Comment  Generate Transmittal

Titl Status en
Submittal Trade
Date reated By estin
Submittal Coordinator
tems Held By Timothy O'Brien
Baseline Start Range 11.22.2023 - 11.22.202 Baseline Finish Range 11.22

Items (2) Documents (0) SASIons
Gw:ﬁv\*mm v| page[1+] of 1 show [10 v] per page

Sub Section Category

Update Stafus Send to C@trlﬂﬂr Fgrward for Review Add Items

Held By Reviewers

Test Report Timothy O'Brien Reviewers

Timothy O'Brien

REQUIREMENTS
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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 Cineel

* send
CC Roles
>
b
<
User
>
<
CC External Users Via Email
Lookup
** Select folder for external [Select folder]

user to attach files
Message

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  eee

Hidden Projects

Submittal Packages For [z1-38-126 - Thisis a test v

» Filter Submittal Packages

Search In ® Al O Pending My Review ®open Ociosed Eoraft O overdue
Title
Trade Priority Please Select... v
Submittal Package # ) | -Rev

Project Menu

Clear Filter
> [ Details A

Forms Create Package
Issues i
% Title= Trade Status Date Created
sfs Processes 2 5
= PROCUREMENT
> Jocur ts
= Documen This package —_1-000000-0 AND e o b
= Schedule numberi ———— B st du s L CONTRACTING P - o 9
> s Cost REQUIREMENTS
&° Contacts
M  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.
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Items (1) Documents (0) Comments (0) Custom Fields (0) Revisions (1)
Update Status Send to Contractor Forward for Review
Group Ey Page of 1 Show per page
Add Items
- N # N Sub Submittal 4
‘D Item Detéils | Title ‘ = Spec Section Section Category Status e Held By Reviewers
000000 -
@ this PROCUREMENT .
0 ) Timothy . :
O submittal | 1 1 AND Test Report InRev ¥ O'Brien Timothy O'Brien Reviewers
1 CONTRACTING

REQUIREMENTS

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 Iltem Details

’ Note L4

The item is pending review or has been approved by the coordinator or has been closed. It cannot be edited at this time.

Submittal ltem Overview Date Details History

Send to Sub Close Submit to GC

Project BI-3B-126 - This is a test /'
Title this submittal 2 Status
MNumber 2 item Status Open
Description he other one
Package # Priority
Spec Section PROCUREMENT AND Revision 0
CONTRACTING REQUIREMENTS

Category Test Report Sub Section
Responsible Commitment

Sub/Manufacturer

tem 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.

ltems (2) Documents(0) Comments(0) Custom Fields (0) = Revisions (0)

Send to Sub

1 item(s)
selected

Group By | None v| Page |1v|of 1 Show |10 | perpage

Remove Items

! | Item Details Title Category Status Reviewers

Test Report | RAR Testing1 TOB Reviewers

REQUIREMENTS
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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. Ifis all correct, (D) click Save.

Create Revision Package

Is
Details Save Cancel
Project B 26 - This is a test
Submittal Package # 0 00 m A
* Submittal Package This package number 1 ‘
Name
Description ‘
Trade PROCUREMENT AND CONTRACT] REQUIRE T ‘
Custom Fields
here 2 N0 m r this ttal package
Page ‘ 1w|of 1 Show |25 w| perpage
Title # Rev # Spec Section Sub Section Category Status
B this submittal 1 B Test Report RAR
D =] e

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  «s»
Hidden Projects
Submittal Packages For o ~
» Filter Submittal Packages B
Search In ® All ‘ending My Reviev I Peckage status -_J;."rﬂ 'Ll:‘-SE'U Drant I Overdue
itle Description
Trade Priority Please Selecl.
Submittal Package # . /| - Ren
Custom Field 1 ~
Project Menu Custom Field w
Clear Filt
> [ Details Y
Forms e [ 1w v | pe Create Package Send for Review
Issues
. Titles Description Package # :“I::: Trade Status Date Created LW SadExs Held By

off Processes s Y
> & Documents

= Schedule x raft 11.21.202 Testing1 T esting? TOB
> m$ Cost C D

& Contacts

Clos 11.21.2023 Testing1 TOI

# Calendar e i it

b ©® Submittals

Submittal Register

Submittal Packages A

Update Dates

CT DAS 0175 (Rev.11.6.24)

0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 306 of 341
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.

g

Submittal Package Details

Submittal Package Overview  History

Request Comment Update Dates Generate Transmittal Edit

Project BI-3B-126 - This is a test
Title This package number 1 Status Draft
Description
Submittal Package # 1-00 00 00-1 Trade PROCUREMENT AND CONTRACTING
REQUIREMENTS

Date Created 11.21.2023 12:25 PM Created By TOB, Testing1

Items Held By Testing1 TOB
Baseline Start Range Baseline Finish Range

Original Submittal Package 1-00 00 00-0

Items (1) Daocuments (0} Comments (0} Custom Fields (0) Rewisions (1)

— Send for Review Submit to GC Send to Sub Add Items

Group By | None V‘ age | 1| of 1 Show | 10 V| per page
) Remove Items

2 # Rev Sub Submittal '

| i : g =
! | Item Details Title =i Spec Section B Category Status R Held By Reviewers |

00 00 00 -
0 —=m Bihis PROCUREMENT
J 2 submittal 1 1 AND Test Report NEW Testing1 TOB

CONTRACTING
REQUIREMENTS
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Section 26: 7989 AA Project Closeout

26.01 Accessing the Process

Log in to e-Builder. 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 Praject Intake Request ~ | Edit | 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-DasTsts -

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

R . e TS o e e Fre A S B o N e A At A £,
1105R Project Import (SRPI) (SR-PI) For DAS USE OMLY. Process for importing criginal 1105 submission from an eBuilder report to allow for the Client Agency fo

prepare & revised 1105,

1105R Project Revision Reguest (1105R) Process for submitting a revised Capital Project Inititation Reguest.

L
o

ask 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
7310 Request ormation (7310)
’ ’ proposal request.

7360 Change Order (7360) This Process has the code step built in to bundle and approwve PCOs.
7390 Application and Certification for Payment {73904)

7805 Substantial Completion (7805)

ITQE.E Al Project Closeocut (7959) I Closecut process for Agency Administered Projects.

Read the “General Instructions” and fill in the applicable fields under “Project Information”.

Project Information
DAS Project Number:
Project Mame:
Construction Start Date: @

Acceptance Date: 7]

=3 |
Final Project Cost: I:I
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Complete the section entitled “Consultant/Contractor/Supplier Information”. To find and add a vendor,
click on the “Lookup” link in the Vendor field. The first vendor input should be the project On-Call
Consultant. Then, input the “On-Call Contract No.” and “Task Number” and click the “Add” button.

Next, click on the “Lookup” link to find and add any other Contractors that provided services on the
subject project and input 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 -

Row 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. [ | Task Number State Contract Number | PO Number
3

Grand Totals
{0 items)

Add New ltem for Consultant‘ Contractor/Supplier Information

Vendor
Other Vendor @

On-Call Contract Mo, B

Task Mumber

State Contract Number

PO Number

Next, complete the “Project Closeout Supporting Documentation” section. Drag and drop executed
copies of the subject project closeout forms into their respective fields. If the form submission is not
applicable (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.

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 does 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 the bottom of the page and press the "Take Action” button.

_ 31304 -C |Lficale of I_'—_q and drop file here Ic-' Browse e-Builder Browse Computer
Compl I )
T150A Certificate of Drag and drop file here or  Browse e-Builder Browse Computer

Compliance [AA

Construction): @

7810 Certificate of If the Substantial Completion Form was completed cutside of eBuilder, upload a copy of the signed Form here.
Substantial Completion: @ D or Browse e-Builder Browse Computer
7820 Certificate of Drag and drop file here or  Browse e-Builder Browse Computer
Acceptance: @
Drag and drop file here or  Browse e-Builder Browse Computer
Wit N:"_t celof 3.|'c-)ec: Drag and dro or  Browse e-Builder Browse Computer
Cancelation: @
7995 Archival Data fo - - 2
795 vzl Data for Drag and drop file here or  Browse e-Builder Browse Computer
Project Documents: a
745 Contractor Evaluation and drop file here or | Browse e-Builder Browse Computer
Closeout Documents - Not Please check the box for each form that is considered not applicable to this project.
Applicable a [Crorm 31504 - Certificate of Compliance (A4 Pre-Con)
Crorm 7

Contractor Performance Evaluation

[JForm 71504 - Certificate of C
[JForm 7810 - Certificate
[JForm 7820 - Certificate
[JForm 7987 - Request to Terminate On-Call Assignment
[“JForm 7928 - Not

Construction)
al Completion

Acceptance

ice of Project Cancellation.

val Data for Project Documents
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Next, complete the “Fee Confirmation” section. Note that if the subject project was initiated prior to July
1, 2024, and the client agency transferred funding to DAS to support the project, the client agency will
need to confirm with the project vendors that there are no outstanding invoices to be submitted on the
subject project and confirm with DAS/RECS that Vendor fees are no longer being charged to the project.
This information is required so that all POs on the subject can be closed and the project financials can be
reconciled.

Fee Confirmation

* Qutstanding Invoice If the subject project was initiated prior to July 1, 2024, and the client agency transferred funding to DAS to support the project,
Confirmation: has the client agency confirmed with the project vendars that there are no outstanding invoices to be submitted on the subject
nisci?
I ——Please select an ootion -- v|
* Vendor Fees being Are Vendor Fees still being charged to the project? If applicable, DO NOT SUBMIT until such time that Vendor Fees are no longer
charged?: i

-- Please select an option -- VI

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, under this process instance, 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.

Closeout Package Review (CSS)

CSS will receive an email from eBuilder as notification that a Project Closeout Package has been submitted
for review.

To access the process instance, either click on the link provided in the email, or log into eBuilder and select
the “My Home” tab and click on the link in the “Instance” column for the subject project “Project # -
Closeout Package”.

*BI-CS-1010 - DAS Test Project

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

My Home Projects Forms Processes Documents Contacts

c Welcome, Craig!

CONNECTICUT
My Processes
Announcem ... Project Ti |instance T2 | Subject T4 |Step 14
ents CBICS 1005 - DAS *BI-CS-1005 - DAS
ez T Tst5 - Project Agency Revision
Welcome, State of B Clossout Packsgs

After opening the process instance, review the Form 7989 submission for completeness. Thoroughly
review the “Project Closeout Supporting Documentation” section to ensure all applicable documents have
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been attached and signed by the respective authorized signatories, and all documents that are not
applicable have been checked off accordingly.

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 does 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 the bottom of the page and press the "Take Acticon” bution.

315304 - Certificate of Drag and drop file here or  Browse e-Builder Browse Computer
Compliance (A& Pre-Conj:

71504 Certificate of Drag and drop file here or  Browse e-Builder Browse Computer
Compliance (A4 Construction):
a
7810 Cerfificate of Substantia f the Substantial Completion Form was completed outside of eBuilder, upload a copy of the signed Form here
Completion: @) Dra b file here or  Browse e-Builder Browse Computer
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 an Kk an the instance link to add the Substantial Completion Form to the AA Project Cleseout
Process,
[Lockup]
7820 Certificate of Acceptance: Drag and drop file here or Browse e-Builder = Browse Computer
7987 - Reguest to Terminzte Drag and drop file here or  Browse e-Builder Browse Computer
Task Assignment: @
7985 - Notice of Project Dirag and drop file here or  Browse e-Builder Browse Computer
Cancelation: @
7995 Archival Data for Project Drag and drop file here or  Browse e-Builder Browse Computer
ocuments: B

valuation: @ Dra or  Browse e-Builder Browse Computer
Closeout Documents - Mot Please check the box for each form that is considered not applicable to this project.
Applicable: @ [JForm 31504 - Certificate of Compliance (AA Pre-Con)

raluation

2 [AA Construction)

- Contractor Performan

f Substantial Completion

f Acceptance
7 - Request to Terminate On-Call Assignment

oject Cancel

oogooo

- Archival Data for Project Documents

If all required documents are complete with the appropriate signatures and all questions have been
appropriately answered, select "Approve" from the dropdown list below and press the "Take Action"
button.

If any items are incomplete or missing from the project closeout submission, select "Return" from the
dropdown list at the bottom of the page and press the "Take Action" button. You will then be prompted
to provide a comment where you should note the incomplete or missing information. After entering the
comment, press the "Return" button.

26.04 Closeout Package Revision (Agency PM)

If the project closeout package submitted is incomplete, the Project PM will receive an email from eBuilder
as notification that the Project Closeout Package requires additional information.

To access the process instance, either click on the link provided in the email, or log into eBuilder and select
the “My Home” tab and click on the link in the “Instance” column for the subject project “Project # -
Closeout Package”.

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

c Welcome, Craig!

CONNECTICUT

My Processes

Project T% |Instance % | Subject T% |5te T4
Announcem ... : : T2 Subi z |Step z
ents AEC5- 1005 - DAS =BI-CS-1005 - DAS

Tat - ala i Tst 5 - Project Agency Revision
Welcome, State of T Clossout Package

After opening the process instance, refer to the "Comments" tab for specific requirements needed to
complete the submission. Ensure these requirements are met before proceeding.

Details Docurnents (0] Arntached Processes (0)  Attached Forms (0) | Attached To [0)

After addressing all requirements, click the "Take Action" button. This will prompt you to respond to any
previous comments and confirm that the submission is now complete, then click “Submit”.

26.05 Closeout Package Review (DAS/RECS PM)

After the Agency PM has submitted the required closeout documents for an AA Project and after CSS has
approved the submission as complete, the DAS/RECS PM assigned to the project will receive an email
notification from eBuilder to take action.

To access the process instance, either click on the link provided in the email, or log into eBuilder and select
the “My Home” tab and click on the link in the “Instance” column for the subject project “Project # -
Closeout Package”.

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

My Home Projects Forms Processes Documents  Contacts

c Welcome, Craig!

CONNECTICUT
My Processes

Project T% | Instance % | Subject T% | Ste T2
Announcem .. : - T# | Sub z | tep 2
=RI-C%- 5 - A
ents #B1-C5-1005 - DAS 7989 - 4 TEI;E?PI;:I;::TD:Q Pi Closeout
Tst3 T . J”j“ i Review
Welcome, 5tate of Closeout Package
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The PM should scroll down to the section entitled “Fee Confirmation” section and answer the questions
accordingly. If DAS Fees are no longer being charged to the project, click the “Take Action” button.

Fee Confirmation

* Final invoice submitted Check this box if DAS Fees are no longer being charged to the Project. DO NOT SUBMIT until such time that DAS Fees are no
for DAS Fees? langer being charged to the Project.
CbAS/RECS is no longer charging to the Praject
* Pay period last charged Please input the end date of the pay period the PM last charged to the project

26.06 DAS CO Tracking (BO - Accounting)

BO - Accounting will receive an email from eBuilder as notification to add all project vendor POs for the
subject project to the DAS Change Order Tracking Sheet so that they can be closed if the Project PM has
confirmed that DAS fees are no longer being charged to the project; and the Client Agency has confirmed
that Vendor fees are no longer being charged to the project (if funding was transferred by the Client
Agency to DAS to support the project).

To access the process instance in eBuilder, 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 “Project #
- Closeout Package”.

*BI-C5-1010 - DAS Test Project

Process instance is in your court. To view details or take a:tion,

Processes  Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

s Project T2 | Instance 12 | Subject T2
BI-3-733 - Aircraft Maintenance | _ | . -
Hangar ADD/ALT (MILCON) RS T105R BI-Q-733

*B|-C5-1010 - DAS Test Project

BI-C5-1010 - Closeout Package

After all vendor POs for the subject project have been added to the DAS Change Order Tracking Sheet,
scroll down to the bottom of the page and click the “Take Action” button.

Please note that after you submit the process instance to the BO to close the POs, the BO may determine
that additional information is required to close the POs and return the instance to your attention. If it is
returned to your attention, follow the steps above to open the instance again and click on the “Comments”
tab for further instruction.

Details | Comments (0) | Dooumnents (0] Artached Processes [0)  Attached Forms [0) | Attached To (0]
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After reviewing the comments, scroll down to the bottom of the page and click "Take Action" to provide a
response to the comments. After clicking "Take Action" a prompt will appear to provide your response.
Upon completion, click the "Submit" button to return the process instance to the BO.

Add Comment

O private

Check Spelling Cancel

26.07 Close POs (BO - FAA)

The BO FAA will receive an email from eBuilder as notification to close all vendor Purchase Orders (POs)
associated with the subject project after the Project PM has confirmed that DAS fees are no longer being
charged to the project; the Client Agency has confirmed that Vendor fees are no longer being charged to
the project (if funding was transferred by the Client Agency to DAS to support the project); and after BO —
Accounting has added all vendor POs for the subject project to the DAS Change Order Tracking Sheet.

After you receive the notification, refer to the DAS Change Order Tracking Sheet and work to close all POs
on the subject project. After you have either closed all of the Vendor POs or determined that additional
information will be required to close the POs, open the process instance for the subject project in eBuilder,
either by clicking on the link provided in the email notifying you to close the POs or log into eBuilder, select
the “My Home” tab and click on the link in the subject project “Instance” column to take action on the
process instance in eBuilder.

*BI-CS-1010 - DAS Test Project

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

Processes  Documents Contacts (Cost  Schedule Reports Setup *

Welcome, Craig!

My Processes

Project T2 | Instance 12 | Subject { E

BI-Q-733 - Aircraft Maintenance

Hangar ADD/ALT (MILCON) SR-FI- 4 11058 BI-Q-733

*BI-C5-1010 - DAS Test Project

BI-C5-1010 - Closeout Package
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After opening the process instance, scroll down to the bottom of the page and select “Return” from the
dropdown list next to the "Take Action" button, to return the process instance to BO — Accounting for
additional information, or select “Submit” from the dropdown list to forward the instance to forward the
submission to the DAS Associate Accounts Examiner to reconcile the project financials. After making your
selection, click the “Take Action” button.

Fee Confirmation

Final Payment: Provide the date the final payment was made to the GC/CMR.
09.12.2024
Outstanding Invoice Have you confirmed with each contract vendor that there are no outstanding invoices to be charged to the project?
Confirmation: Yes
Vendor Fees being Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendor Fees are no longer being
charged?: charged to the project.
No
Has the business office No

been notified that all PO's
for the subject project can
be closed?:

I-- Please select an action -- VI I I Check Spelling Print Copy Delegate Save |

If “Return” was selected, a prompt will appear for you to provide a comment to BO - Accounting regarding
what will be required to close the POs. Click the “Return” button, after adding your comments, to process

the submission.
Add Comment

[l Private

Check Spelling Return Cancel

After DAS Accounting has prepared a response, the instance will be returned to your attention under this
process step. After opening the instance again (see above for instructions), refer to the "Comments" tab
for the response provided. After all issues have been resolved to your satisfaction, select “Submit” and
click the “Take Action” button to complete the process.

Documents {13} Attached Processes (0) | Attached Forms (0) | Attached To (0}

General Instructions

Please note that the final payment application for the subject project has been processed and paid or the project has been cancelled; the DAS/RECS PM assigned to the project
has confirmed that Vendor fees are no longer being charged to the project; and the DAS Business Office has added all subject project Vendor POs to the DAS Change Order
Tracking Sheet to be closed. Please close all vendor POs for the subject project.

If after reviewing the Vendor POs, you determine that there may still be some outstanding invoices under the specified POs or any other issues that are preventing you from
closing the POs, scroll down to the bottom of the page and select "Return” from the dropdown list next to the “Take Action" button, and click the “Take Action” button. After
clicking “Take Action®, you will be prompted to provide a comment to notify the Project PM of the discrepancy. After the PM has resclved the discrepancy, the process instance
will be returned to your attention under this process step. Please refer to the "Comments" tab for corrective action taken.

After all vendor POs have been closed, scroll down to the bottom of the page and select "Submit” from the dropdown list and click the "Take Action” button to farward the
submission to the DAS Associate Accounts Examiner to reconcile the project financials.
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26.08 Reconciliation Review (Accounts Examiner)

The Accounts Examiner will receive an email notification from eBuilder as notification that the project is
ready for internal audit after the client agency has submitted the required closeout documentation;
the Project PM has confirmed that DAS fees are no longer being charged to the project; the Client Agency
has confirmed that Vendor fees are no longer being charged to the project (if funding was transferred by
the Client Agency to DAS to support the project); and after the BO has closed all such vendor POs.

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 link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

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

My Home Projects Forms Processes Documents Contacts Cost

c Welcome, Craig!

CONNECTICUT
My Processes
ARNOUNCEM oo Project T% | Instance T2 | Subject T2 |Step T
ents g *BI-C5-1005 - DAS .
FBIC-1005-DAS  oogg . g Tst5 - Project Project
st 5 - o Reconciliation
Welcome, State of Closeout Package

The Accounts Examiner should now conduct its review of the project financials to reconcile with CORE CT.
After completing the review of the project financials, if it is determined that additional input is required
from the DAS/RECS PM and/or the Business Office (BO) to complete the reconciliation, the Accounts
Examiner should return to the process instance to send it to either the “PM” or the “BO” for the required
information. To include documentation for the PM or BO to review as part of this process, click on the
“Documents” tab, and drag and drop said documentation into the space provided. Then, click on the
“Details” tab to return to the closeout application process.

Comments (0) | Poouments () Attached Processzes [0) Attached Forms (0) | Attached To (0]

Deetails Comments (3) Documents (0} Attached Procsszes () Attached Forms (0] Attached To (0]

Clshow Thumbnails | Attach Documents

| File Name Attached By | Date Attached = | Seq # - Step Name Attached To

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

I _‘!, Drag and drop files here to upload, or browse, I

Attach Documents
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Next, scroll down to the bottom of the page and either select “PM” or “BO” from the dropdown list next
to the “Take Action” button and click “Take Action”. A prompt will then appear so that you can add a
comment. In the comment box, provide a description of what information and/or documentation is
required to complete the reconciliation. After adding the comment, either click the “PM” or “BO” button
to send the process instance to the respective party.

Add Comment

] private

P

26.09

If the reconciliation is complete and the project can be closed in eBuilder, upload a copy of the final
reconciliation to the "Final Reconciliation" field in the “Final Reconciliation” section, then select
"Complete" from the dropdown list, and click "Take Action".

Final Reconciliation

T - _ ;
Final Recondiliation: nd drop file here or  Browse Computer Browse e-Builder

Lo Plesse select 3n action -- ¥ | I Check Spelling

Note that if the process instance has been returned by either the PM or the BO, you should refer to the
“Comments” tab to see comments provided and refer to the “Documents” tab to see additional
documents that may have been uploaded to complete the process. Proceed with the steps above until the
process is complete.

PM Reconciliation Review (PM)

The PM assigned to an AA project will receive an email notification from eBuilder if the Accounts Examiner
requires additional information and/or documentation to reconcile the project financing.

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 link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

Process instance is in your court. To view details or take actir.m,
| My Home Projects Forms Processes  Documents

c Welcome, Craig!
CONNECTICUT

Conta

My Processes

Project £ | Instance 2 | Subject 2
Announcem ... : T2 18 | Subi 12
ents emce1005-pas L *BI-C5-1005 - DAS
e |[Fee9-4 T=t 5 - Project
Welcome, State of o Closeout Package

CT DAS 0175 (Rev.11.6.24) 0000 Guidance Manuals



0175 e-Builder Guidance Manual

Page 317 of 341
After opening the process instance, click on the “Comments” tab to get direction on what information
and/or documentation may be required to complete the reconciliation process, and refer to the
“Documents” tab if the Accounts Examiner has referred to any documents for your review. If corrective
action requires additional documentation be submitted, upload said documentation to the “Documents”
tab. 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 "Take Action". A prompt will then appear to provide a comment

response to the Accounts Examiner regarding the submission. Click “Submit” after providing your
response.

Details IC::-rnn"Eﬂts ] I bn:dmen-_c. ’CI‘I Artached Proceszes (0)  Attached Forms (0) | Attached To (0]

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

1‘. Drag and drop files here to upload, or browse,

_____________________________________________________________________________________________________________________________________________________________________________

* Add Comment

C Private

Check Spelling Cancel

26.07 BO Reconciliation Review (BO)

The Business Office (BO) will receive an email notification from eBuilder if the Accounts Examiner requires
assistance in completing the financial reconciliation of an Agency Administered Project.

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 link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

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

My Home Projects Forms Processes  Documents Cont

c Welcome, Craig!

CONNECTICUT
My Processes

Project T% | Instance 2 | Subject 12
Announcem ... : z T2 | subj 2
ents BI-CS-1005 - DAS *BI-C5-1005 - DAS
Ter - T 79E9 -4 Tst 5 - Project
Welcome, State of T Closeout Package
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After opening the process instance, click on the “Comments” tab to review comments provided by the
Accounts Examiner regarding what is required to complete the reconciliation process . To review related
reconciliation documents, click on the “Documents” tab. After completing your review, 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". A prompt will then appear to provide a comment response to the Accounts Examiner
regarding the submission. Click “Submit” after providing your response.

Details | Comments (0] I I:)D:JIT‘EHE o Artached Processes (D) Attached Forms (0) | Attached To (0]

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

_____________________________________________________________________________________________________________________________________________________________________________

#* Add Comment

[ private

Check Spelling Cancel
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Section 27: 7990 Project Closeout

27.01 Accessing the Process

Log in to e-Builder: https://gov.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f. Then, go to the
“Processes” tab and select the 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 |Ec't Add View I All Projects - I

27.02 Form 7990 — Project Closeout (PM)
Click the “Start Process” button.

Processes Documents Contacts Cost ***

Unfinished Drafts | Import Processes

Processes For |«ei-cs-1005 - DasTst S -

Select “7990 Closeout (7990)” from the list of processes and click the “Start 7990” button.

Begin by filling out the "Subject" line with "Project # - Closeout Package." Follow the “General
Instructions” provided and ensure that all sections are completed.

Next, check off each document submitted for project closeout from the list provided in the "Project
Closeout Documents" section and upload a copy of each document to the "Documents" tab by dragging
and dropping the documents into the “Documents” tab.

Comments (2) Documents {12) Attached Processes (0] Attached Forms (0) || Attached To (0]

Project Closeout Documents

Check off each of the applicable documents that are to be submitted for project closeout from the "Project Closeout Documents® list below and upload each of the respective
documents to the "Documents” tab. Please note Form 7950 - Asset Value Memo will be submitted at a later step in the process.
7990 Document Checklist: () 7150 Certificate of Compliance
(07810 Certificate of Substantial Completicn
(07240 Transfer of Custedy and Insurance to Agency
(7820 Certificate of Acceptance
(7825 Contractar Reporting Farm
770 Project Summary Report
Consent of Surety
(JFinal Requisition (Final Application for Payment)
(J7910 Consultant Evaluation
O71s0 Temporary Certificate of Occupancy
(07190 Certificate of Qccupancy (Threshold Projects Only)
(7995 Archival Data for Praject Documents
(745 Contractor Performance Evaluation
17987 Motice to Terminate Task Letter (if applicable)
C7se

8 Motice of Project Cancellation (if applicable)

If the “7810 Substantial Completion” or the “Archival Data for Project Documents” form was completed
using the “7805 Substantial Completion” or “7995 Archival Data for Project Documentation” process, you
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will need to upload the process document by either clicking the “Attach” button or the “browse” link
within the “Documents” tab, and then click on “Select from Documents Module”.

|D| File Name |Attached By

X, Drag and drop files here to upload, o

[-T]

............................................................................................................................................................................

Next, select the “10 SC and Closeout Phase”/“Project Closeout Docs” file folder to view the closeout
documents that have already been uploaded to the subject project “Project Closeout Docs” file folder.
Check the box next to the file you want to upload to the “Documents” tab and click “Attach”.

Folders s 7910 Co...onst.docx
= Version 2
' 06 Design Development 0
7050 CMR R... st Forr
* B8 07 construction Documents 0 Version 1
» (] 08 Bidding 3 7825 C... orm.docx
Version 2
» 09 i 1
B8 09 construction Phase 7860 Liqu...sment.dc
Version 2
¥ B 10 sC and Closeout Phase 4z ol
7810 Certi...pletion.d
- Project Closeout Docs [Default] 42 Nation 2
B8 substantial Completion Docs 0 7180 Te... of O.docx
Version 2
4 ET Contract-Amendment-Legal 10
7190 C of O.docx
»

BB 12 Task Letters 7 Version 2

Attach 1

After all documents have been uploaded, return to the “Details” tab and complete the “Percent for Art”
and “CHRO Contract Compliance” sections. Upon completion, click the “Submit” button.
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27.03 Closeout Package Review (CSS)

CSS will receive an email from eBuilder as notification that a Project Closeout Package has been submitted
for review.

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 link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take a:tinn,

Processes Documents Contacts Cost  Schedule Reports

Welcome, Craig!

My Processes

o Project T4 |Instance T4 | Subject T4
BI-Q-733 - Aircraft Maintenance | __ , R -
angar ADD/ALT (MILCON) SRF-s 1105R BI-Q-733
*Bl-C5-1010 - DAS Test Project BI-C5-1010 - Closeout Package

After opening the process instance, review the “7990 Document Checklist” to make sure that all of the
required documents have been checked off for the closeout submission. Then, click on the “Documents”
tab to make sure that all of the 7990 Checklist Documents have been uploaded, that each document
submitted has been filled out in its entirety, and that each document has the required authorized
signatures.

Attached Processes (D) Attached Forms () | Attached To (0)

Upon completion, return to the “Details” tab and review the “Percent for Art” and the “CHRO Contract
Compliance” sections, to verify that all of the question have been fully answered.

If all necessary documents are complete with the appropriate signatures, and all questions are answered
as required, proceed to the bottom of the page and select "Approve" from the dropdown list, next to the
“Take Action” button and then press the "Take Action" button. If any items are found to be incomplete or
missing from the project closeout submission, select "Revise" from the dropdown list and press the "Take
Action" button. You will be prompted to provide a comment detailing any incomplete or missing
information. Click the "Revise" button after providing your comment.
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Add Comment

[Lprvate

Check Spelling Cancel
27.03 Closeout Package Revision (PM)

If the project closeout package submitted is deemed incomplete, the Project PM will receive an email from
eBuilder as notification that the Project Closeout Package requires additional information.

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 link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

*BI-CS-1010 - DAS Test Project

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

Processes Documents Contacts Cost  Schedule Reports

Welcome, Craig!

My Processes

o Project T2 | Instance 12 | Subject T4
BI-}-733 - Aircraft Maintenance | . co Bl
Hangar ADD/ALT (MILCON) SRS T105R BI-Q-733
*BI-C5-1010 - DAS Test Project BI-C5-1010 - Closeout Package

After opening the Project instance, refer to the "Comments" tab for specific requirements needed to
complete the submission. Ensure these requirements are met before proceeding.

Details | Comments (0 Docurnents {0) Attached Processzes [0) Attached Forms (0) | Attached To (0]
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After all requirements have been met and all comments have been addressed, click the "Take Action"

button. This will prompt you to respond to any previous comments and confirm that the submission is
now complete, then click “Submit”.

Add Comment
[ private

Check Spelling m Cancel

27.04 Closeout Package Review (ADPM)

If the project closeout package is deemed complete by CSS, the Project ADPM will receive an email from
eBuilder as notification that the Project Closeout Package is ready for their review.

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 link in the “Instance” column for the subject project “Project # - Closeout
Package” from the “My Processes” section.

*BI-C5-1010 - DAS Test Project

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

Processes Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

s Project T2 |Instance T4 | Subject T4
BI-Q-733 - Aircraft Maintenanc Fl- 4 1105R BI-Q-733
Hangar ADD/ALT (MILCON) : SR BI-Q-7
*BI-C5-1010- BI-C5-1010 - Closeout Package

After opening the process instance, refer to the "Comments" tab to review previous correspondence
regarding the submission.

Details || Comments (0) | Doournents (0] Artached Processes (D) Attached Forms (0) | Attached To (0]
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Then, return to the “Details” tab to conduct your own review to verify that the project closeout package
is indeed complete and ready for further processing. To review the documents submitted, click on the
“Documents” tab.

Details Comments (0) Documents {0) Attached Processes (D) Attached Forms () Attached To (0]

If everything is in order, return to the “Details” tab, scroll down to the bottom of the page and select
"Approve" from the dropdown list next to the “Take Action button and then click "Take Action". If any
items are found to be incomplete or missing, or if additional information is required prior to your approval,
you can either select "Revise" from the dropdown list to return the package to the Project PM, or “CSS” to
return the package to CSS for further action, then click “Take Action”.

If either "Revise" or "CSS" is selected, you will be prompted to provide a comment where you can provide
additional direction regarding the closeout package submission. Once you have entered your comment,
click the "Revise" or "CSS" button respectively to forward the submission package to the appropriate party.

Add Comment

[ private

Check Spelling Cancel
27.05 Vendor Payment Complete Confirmation (PM)

After the ADPM has completed their review and approved the closeout submission package, the Project
PM will receive an email from eBuilder as notification to contact all vendors to input the date the final
payment was made on the GC/CMR contract, confirm that there are no outstanding invoices to be charged
to the project and confirm that Vendor fees are no longer being charged to the project.

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 link in the subject project “Instance” column, under “My Processes” to
access the Process instance. (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, scroll down to the “Fee Confirmation” section and complete the
section in its entirety. Upon completion, click “Take Action” . This will either direct the process instance to
the Business Office (BO) to close all Vendor POs, or if the BO has already been notified, forward the process
instance to the Associate Accounts Examiner to do an internal audit and reconcile the project financials.

Fee Confirmation ~

The date of final payment can be obtained from DCS Accounts Payable at DCS.AP@dcs.gov. Confirm with each project vendor that there are no cutstanding invoices
that are to be charged to the project.

* Final Payment: Pravide the date the final payment was made to the GC/CMR.
09.12.2024
* Outstanding lnvoice Have you confirmed with each contract vendor that there are no outstanding invoices to be charged to the project?
Confirmation: |'*'es hd |
* Viendor Fees being Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendor Fees are no longer being
charged?: charged to the project.
| No hd |
* Has the business office | No v |

been notified that all PO's
for the subject project can
be closed?:

Submit Vl |Take Action I Check Spelling Print Copy Delegate Save Cance
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DAS CO Tracking (BO - Accounting)

If the final payment application has been processed and paid or the subject project has been cancelled;
and the Project PM has confirmed with all Project Vendors that there are no outstanding invoices to be
submitted for the subject project and that Vendor fees are no longer being charged to the project, BO -
Accounting will receive an email from eBuilder as notification to add all project vendor POs to the DAS
Change Order Tracking Sheet so that all vendor POs can be closed.

To access the process instance, either click on the link provided in the email, or log into eBuilder and select
the “My Home” tab and click on the link in the “Instance” column for the subject project “Project # -
Closeout Package”.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take actin-n,

Processes Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

Project T4 | Instance T4 | subject 14

BI-Q-733 - Aircraft Maintenance | . 150 =
snzar ADD/ALT (MILCON) SR-FI-4 1105k BI-Q-733

.rEG e

*BI-C5-1010 - DAS Test Project

BI-C5-1010 - Closeout Package

After all vendor POs for the subject project have been added to the DAS Change Order Tracking Sheet,
scroll down to the bottom of the page and click the “Take Action” button.

Close POs (BO - FAA)

After BO — Accounting has added all vendor POs for the subject project to the DAS Change Order Tracking
Sheet, and the PM assigned to the subject project has confirmed that Vendor Fees are no longer being
charged to the Project, the BO FAA will receive an email from eBuilder with copy to the BO FAOQ, as
notification to close all vendor Purchase Orders (POs) associated with the project.

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 link in the subject project “Instance” column, under “My Processes” to
access the Process instance.

*BI-CS-1010 - DAS Test Project

Process instance is in your court. To view details or take action[click here.]
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Processes Documents Contacts Schedule

Reports

Setup

Welcome, Craig!

My Processes

e Project T2 | Instance 12 | Subject {
BI-Q craft Maintenance | .. co Bl
Hanigar ADD/ALT (MILCON] SRR 1105R BI-Q-733

*BI-C5-10710- DAS T

m
%]
ik

roject BI-C5-1010 - Closeout Package

If after reviewing the Vendor POs, you determine that there may still be some outstanding invoices
under the specified POs or any other issues that are preventing you from closing the POs, scroll down to
the bottom of the page and select “Return” from the dropdown list next to the "Take Action" button,
and click the “Take Action” button.

Fee Confirmation

Final Payment:

Outstanding Invoice
Confirmation:

Vendor Fees being

Provide the date the final payment was made to the GC/CMR.
09.12.2024

Have you confirmed with each contract vendor that there are no outstanding invoices to be charged to the project?
Yes

Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendaor Fees are no longer being

charged?: charged to the project.
No
Has the business office Nao
been notified that all PO's
for the subject project can
be closed?:
I-— Please select an action -- VI I I Check Spelling Print Copy Delegate Save |

After clicking “Take Action”, you will be prompted to provide a comment to notify DAS Accounting of the
discrepancy. Click the “Return” button, after adding comments, to process the submission.

Add Comment

[ private

Check Spelling Return

Cancel
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After DAS Accounting has prepared a response, the process instance will be returned to your attention
under this process step. Please refer to the "Comments" tab for the response provided.

Documents {13} Attached Processes (0] Attached Forms (0) Attached To (0)

General Instructions

Please note that the final payment application for the subject project has been processed and paid or the project has been cancelled; the DAS/RECS PM assigned to the project
has confirmed that Vendor fees are no longer being charged to the project; and the DAS Business Office has added all subject project Vendor POs to the DAS Change Order
Tracking Sheet to be closed. Please close all vendor POs for the subject project.

If after reviewing the Vlendor POs, you determine that there may still be some ocutstanding invoices under the specified POs or any other issues that are preventing you from
closing the POs, scroll down to the bottom of the page and select "Return® from the dropdown list next to the "Take Action” button, and click the "Take Action” button. After
clicking “Take Action”, you will be prompted to provide a comment to notify the Project PM of the discrepancy. After the PM has resolved the discrepancy, the process instance
will be returned to your attention under this process step. Please refer to the "Comments” tab for corrective action taken.

After all vendor POs have been closed, scroll down to the bottom of the page and select "Submit” from the dropdown list and click the "Take Action” button to forward the
submission to the DAS Associate Accounts Examiner to reconcile the project financials.

After all Vendor POs for the subject project have been closed, select “Submit” from the dropdown list
and click “Take Action” to forward the submission to the DAS Associate Accounts Examiner to reconcile
the project financials.

Vendor Payment Complete Confirmation Revision (PM)

If the Business Office (BO) was unable to close all Vendor POs on the subject project, the PM will receive
an email from eBuilder as notification that additional information is required to close the POs.

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 link in the subject project “Instance” column, under “My Processes” to
access the Process instance (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, click on the “Comments” tab for direction from the BO regarding what
is required to closeout all POs.

Details | Comments (0) | Dooumnents (0] Attached Processes [0) Attached Forms () | Attached To (0)

After reviewing the comments provided by the BO and, if applicable, after uploading any additional
documentation required by the BO, click the “Take Action” button to return the Project Closeout Package
to the BO. A prompt will appear, after you click “Take Action”, to allow you to respond to the BO’s
comment with your own comment. Click the “Submit” button after adding your comment.

Add Comment

O Private

Check Spelling Submit Cancel
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27.09 Financial Review/Internal Audit (the CSS Associate Accounts Examiner )

Once all of the required documents have been reviewed and approved for project closeout, the final
payment application has been processed, and the Business Office has closed all POs on the project; the
CSS Associate Accounts Examiner will receive an email from eBuilder as notification that the Project is
ready for internal audit and financial reconciliation.

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 link in the subject project “Instance” column, under “My Processes”
to access the process instance.

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

Processes  Documents Contacts Cost  Schedule Reports Setup

Welcome, Craig!

My Processes

e Project 1% | Instance 12 | Subject 15

T1105R BI-Q-733

BI-C5-1010 - Closeout Package

After opening the process instance, click on the “Comments” tab to review all previous correspondence

regarding the subject Project Closeout Package. Once complete, begin working on reconciling the project
financials.

Details

Artached Processes (D) Attached Forms (0) | Attached To (0)

After completing your initial review, if it is determined that the reconciliation cannot be completed
and/or you need to forward documentation to the PM or BO for their review before you can approve the
reconciliation, first, click on the “Documents” tab and drag and drop the file you want to upload into the
area where the other closeout docs have been uploaded.

Details | Comments (2} Documents (13) Attached Processes (0) | Attached Forms (0) | Attached To (0}
[ Show Thumbnails [] Show File Description Download Attach Documents Remove Documents
Seq #
. Attached
[J| File Name Attached By | Date Attached « | - Step To ache
Name
Russell, Craig
(Department
L'EJ (version 2) [Deleted) 10.03.2024 9:59 | 1-
(1. 1MB} Ungelete | Remove | Ed AW Start

Russell, Craig
{Department
0 TL| 01_BI-2B-438 - 7150 Certificate Of Compliance - Part Il Construction Phase {007).pdf (version 1) “

Aministrative | 1003:202410:15 | 1-
Properties | Download (183.0€8) | Redline | Stamp | Remove LR

A Start
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After performing the drag and drop, Click the “Select” button to complete the upload to the
“Documents” tab and the “Project Closeout Docs — Default” file folder.

Select Destination Folder

Documents / 10 SC and Closeout Phase / Project Closeout Docs [Default]

After the document(s) have been uploaded, return to the “Details” tab, scroll down to the bottom of the
page and either select "Revise" from the dropdown list next to the "Take Action" button, to return the
closeout submission to the PM to request additional information and/or documentation to complete the
financial review, or select "BO" if you require Business Office input prior to completing the reconciliation.
If the reconciliation is complete, select "Submit" from the dropdown list and click the “Take Action”
button to forward the process instance to the PM to confirm DAS fees are no longer being charged to the
project.

||--3sase select an action -- V||| | Check Spelling

If "Revise" or "BO" was selected, a prompt will appear to allow you to add comments regarding the
financial review and/or provide direction on the requirements to complete your review. If you uploaded
document(s) for the PM or BO to review, be sure to note in your comments the name of those
documents you uploaded for their review. Once you have entered your comment, click the "Revise" or
"BO" button respectively to forward the submission package to the appropriate party.

Add Comment

O private

Check Spelling Cancel

After the PM and/or BO has reviewed your comments, completed the corrective action (if applicable),
and provided a response to your comments, the process instance will be returned to you attention to
repeat this process step until such time that the reconciliation is complete.

27.10 Reconciliation Review (PM)

If the CSS Associate Accounts Examiner is unable to reconcile the project financials for the subject Project,
the PM will receive an email from eBuilder as notification that additional information is required to
complete the financial reconciliation.

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 link in the subject project “Instance” column, under “My Processes” to
access the process instance (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, click the "Comments" tab to review the requirements to complete the
financial reconciliation and, if applicable, click on the “Documents” tab to review any documents the CSS
Accounts Examiner forwarded to your attention for review. After you have completed your review and
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made the required revisions, return to the “Details” tab, scroll down to the bottom of the page and click
the "Take Action" button. You will then be prompted to provide a comment where you can provide an
explanation of the corrective actions taken to complete the project reconciliation process.

I Details = Comments (0) | Docoumnents (0] I Attached Processes [0) Attached Forms (0) | Attached To (0)

Add Comment

[ private

Check Spelling Cancel

27.11 Reconciliation Review (BO)

If the CSS Associate Accounts Examiner is unable to complete a financial reconciliation for the subject
Project, the Business Office (BO) will receive an email from eBuilder as notification that the CSS Associate
Accounts Examiner requires assistance from the BO to complete the reconciliation process.

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 link in the subject project “Instance” column, under “My Processes” to
access the process instance (Refer to Section 27.06 for guidance diagrams).

After opening the process instance, click the "Comments" tab to get direction from CSS Associate Accounts
Examiner regarding the assistance needed to complete the reconciliation process and, if applicable, click
on the “Documents” tab to review any documents the CSS Accounts Examiner forwarded to your attention
for review. Once you have completed your review, and are ready to respond, scroll down to the bottom
of the page and click the "Take Action" button. You will then be prompted to provide a comment where
you can respond to CSS Associate Accounts Examiner .

| Details | Comments (0 | Documents (0] I Attached Processes (0) | Attached Forms [0) | Attached To (0)

Add Comment

(O Private

Check Spelling Cancel

27.12 DAS Fee Confirmation (PM)

After the CSS Associate Accounts Examiner has completed an internal audit and financial review of the
subject project, the PM assigned to the project will receive an email from eBuilder as notification to
confirm that DAS fees are no longer being charged to the project.
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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 link in the subject project “Instance” column, under “My Processes” to
access the Process instance. (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, scroll down to the “Fee Confirmation” section and complete the
section in its entirety. Upon completion, click the “Take Action” button to forward the process instance to
the Associate Accounts Examiner to complete the final reconciliation for the subject project.

Fee Confirmation “
endor Fees being Are Vendor Fees still being charged to the project? DO NOT SUBMIT until such time that Vendor Fees are no longer being
charged?: charged to the project.
No
Has the business office No

been notified that all PO's
for the subject project can

be closed?:
* DAS Fees Charged: Are DAS Fees still being charged to the project? DO NOT SUBMIT until such time that DAS Fees are no longer being charged
to the project
Yes v
* Pay period last charged: Input the end date that the PM last charged to the project
09.256.2024
| Submit v | | Take Action ' Check Spelling Print Copy Delegate Save Cancel

27.13 Final Reconciliation (the CSS Associate Accounts Examiner )

Once the DAS/RECS PM assigned to the project has confirmed that DAS fees are no longer being charged
to the project, the CSS Associate Accounts Examiner will receive an email from eBuilder as notification to
complete the final reconciliation for the subject project.

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 link in the subject project “Instance” column, under “My Processes”
to access the process instance (Refer to Section 27.09 for guidance diagrams).

After opening the process instance, click on the “Comments” tab to review all previous correspondence
regarding the subject Project Closeout Package.

Details | Comments (0] Docurnents {0) Artached Processes (D) Attached Forms (0) | Attached To (0)

After reviewing the comments, return to the "Details" tab. Confirm that DAS fees are no longer being
charged to the project.

If it is determined that DAS fees are still being charged to the project, scroll down to the bottom of the
page and select "Return" from the dropdown list next to the "Take Action" button and click "Take
Action" to return the submission to the PM. If there are deficit fees on the subject project or any other
issues requiring corrective action from the Business Office, and/or you need to forward documentation
to the BO for their review before you can complete the final reconciliation, first, click on the
“Documents” tab and drag and drop the file you want to upload into the area where the other closeout
docs have been uploaded (Refer to Section 27.09 for guidance diagrams), then select "BO" from the
dropdown list and click "Take Action" to forward the submission to the Business Office.

Final Reconciliation

Final Recenciliation: I Drag and drop file here l or | Browse Computer Browse e-Builder

| -- Please select an action - v| || | ChecksSpeliing
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If "Revise" or "BO" was selected, a prompt will appear to allow you to add comments regarding the
financial review and/or provide direction on the requirements to complete your review. Once you have
entered your comment, click the "Revise" or "BO" button respectively to forward the submission
package to the appropriate party.

Add Comment

O private

Check Spelling Cancel

27.14 Reconciliation Review Il (PM)

If the CSS Associate Accounts Examiner has determined that the final financial reconciliation cannot be
completed and that DAS Fees are still being charged to the project, the PM will receive an email from
eBuilder as notification to resubmit the process instance after the PM is done charging fees to the project.

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 link in the subject project “Instance” column, under “My Processes” to
access the process instance (Refer to Section 27.03 for guidance diagrams).

After opening the process instance, click the "Comments" tab to review the requirements to complete the
financial reconciliation.

Details Docurnents (O] Artached Proceszes (0)  Attached Forms (0) | Attached To (0]

Then, return to the “Details” tab, scroll down to the “Fee Confirmation” section and update the “Pay period
last charged” field. After taking any required corrective actions and updating the “Pay period last charged”,
scroll down to the bottom of the page and click the "Take Action" button.

Fee Confirmation

‘Vendor Fees being Are Vendor Fees still being charged to the project? DO NCT SUEMIT until such time that Vendor Fees are no longer being
charged?: charged to the project.
No
Has the business office No

been notified that all PO's
for the subject project can

be closed?:
* DAS Fees Charged: Are DAS Fees still being charged to the project? DO NOT SUBMIT until such time that DAS Fees are no longer being charged
to the project
‘fes v
* Day period last charged: Input the end date that the PM last charged to the project

09262024 | 2

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

You will then be prompted to provide a comment to explain the corrective actions taken to complete the
financial reconciliation process.

Add Comment

[ private

Check Spelling Cancel
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Reconciliation Review Il (BO)

If the CSS Associate Accounts Examiner is unable to complete the final financial reconciliation for the
subject Project, the Business Office (BO) will receive an email from eBuilder as notification that the CSS
Associate Accounts Examiner requires assistance from the BO to complete the reconciliation process.

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 link in the subject project “Instance” column, under “My Processes” to
access the process instance (Refer to Section 27.06 for guidance diagrams).

After opening the process instance, click the "Comments" tab to get direction from CSS Associate Accounts
Examiner regarding the assistance needed to complete the reconciliation process and, if applicable, click
on the “Documents” tab to review any documents the CSS Accounts Examiner forwarded to your attention
for review.

Details | Comments (0] Docurnents {0) Attached Processes [0) Attached Forms () | Attached To (0)

Once you have completed your review, and are ready to respond, scroll down to the bottom of the page
and click the "Take Action" button. You will then be prompted to provide a comment to respond to the
CSS Associate Accounts Examiner. After providing your comment, click the “Submit” button.

Add Comment

Sriysis

Check Spelling Cancel

Asset Value Memorandum (PM)

After the final financial reconciliation has been completed, the PM assigned to the project will receive an
email from eBuilder as notification to complete the top portion of the Asset Value Memo for submission
to the Business Office.

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 link in the subject project “Instance” column, under “My Processes” to
access the process instance (Refer to Section 27.03 for guidance diagrams).

The PM should now complete the top portion of Form 7950 — Asset Value Memo and upload a copy of said
document to the “Asset Valuation Memo (7950)” field in the "Project Closeout Documents" section. To
upload Form 7950, drag and drop the form into the “Asset Valuation Memo (7950)” field. Upon
completion, click the "Take Action" button to submit Form 7950 to the Business Office to complete the
bottom portion of said document.

Project Closeout Documents ~
7990 Document Checklist
7810 Substantial If the Substantial Completion Form was completed in eBuilder, click the "Leckup” link ta find the process instance and click on the
Completion instance link to add the completed form to the closecut package
® fccst Valuation Memao Upload a copy of Form 7850 - Asset Valuation Memorandum to the subject field.
(7950) l_' rag and drop file here ci Browse e-Builder Browse Computer

Archival Data for Project If the Archival Data for Project Documents Farm was complated in 2Builder, click the "Lookup” link to find the process instance

‘ocuments (7995) and click on the instance link to add the completed form to the closecut package.
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Asset Value Memo (BO)

After the final financial reconciliation has been completed and the PM assigned to the subject Project has
completed their portion of the Asset Valuation Memo, the Business Office (BO) will receive an email from
eBuilder as notification to complete their portion of the Asset Value Memo.

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 link in the subject project “Instance” column, under “My Processes” to
access the process instance (Refer to Section 27.06 for guidance diagrams).

After opening the process instance, click on the “Documents” tab and scroll down to the bottom of the
page to select the attached Form 7950 — Asset Value Memo for the subject project.

Details Comments (9} Documents (15) | Attached Processes (0) | Attached Forms (0] Attached To (0}

[ sShow Thumbnails (] Show File Description Download Attach Documents Remove Documents

#-
‘ (1| File Name ‘ Attached By | Date Attached « Seq# - Step | At
Name To
Russell, Craig
(Department
s f 0- Asset fss
IZ|=| T7950_Asset_Valuation_Memorandum xlsx (version 1) @ . _ 10004.2024 910 al
Properties | Download (78.6KB) | Red 'e Adm.m[stmttve AM Value Memo Me
: Services - ) (PR} e
Construction
Services)
Download Attach Documents Remove Documents
| -- Please select an action - | Check Spelling Print Delegate Save Cancel

To complete the "DAS Accounting" section of the form, click on the “Edit” link below the Asset Value Memo
(see diagram above) and then click the “Open” button, when prompted to open the excel document.

After opening the document, click “Enable Editing” in the “Protected View” warning prompt to begin your
data input.

@ PROTECTED VIEW EBe careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

Complete the “Project Accounting” section of the Asset Value Memo for the subject project.

To Be Completed by Project Accounting Only

Save the document, upon completion, and then close the document. Next, return to the “Documents” tab
in the eBuilder process instance and again, scroll down to the bottom of the page where the Asset Value
Memo is located.
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Click the “Check In” link below the Asset Value Memo to upload your edits to the memo, and then click
“Ok” when prompted.

@ﬂ T950_Asset Valuation_Memorandum.xlsx (version 2) Checked out by BO Russe
Properties | Download (78.6KE) Rerowve | Edit m

After Form 7950 has been uploaded, 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". If Form 7950 was filled out
incorrectly or if additional information is needed to complete the form, select "Return" from the dropdown
list and click "Take Action" to return the form to the PM. After clicking "Take Action", a prompt will appear
to allow you to provide a comment for the PM on what information is required to complete Form 7950.
After adding a comment, click the "Return" button.

| -- Please select an action -- V'|

Add Comment

Private

Check Spelling Cancel
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Section 27A: 7995 Archival Data for Project Documentation

27A.01 Navigating to the Project Processes Module

Log in to e-Builder: https://gov.e-builder.net. On your homepage, click on “Projects”:

My Home Dashboard ' Projects

In the list that appears, click on the name of the project you would like to access:

0 [B1-38-123- This IS 3

1-2R. 192
test BI-3B-123

The Project Menu will appear in the left panel. Click “Processes.” Then, click “Start process.”

My Home Dashboard Projects Processes Documents Contacts Cost Reports  eee
Unfinished Drafts | Import Processes
Project Processes Bi-38-123-Thisis a test -
CONNECTICUT

= Filters

c|:Q

Project Menu

In Step

> B Details Instan... T State Subject . Date Due l
Since

o Planning
Forms

> = lIssues

> | Documents

= Schedule

27A.02 Start 7995 Archival Data for Project Documentation instance (PMs)

In the “Select process” pop up window, the project manager is to search for and select “7995 Archival
Data for Project Documentation (7995)”. Then click “Start 7995.”

Select process X

Q [7995 Archival Data for Project Documentation (7995)| X

v 7995 Archival Data for Projett Documentation (7995)

Start 7995
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27A.03 Complete 7995 Archival Data for Project Documentation form (PMs)

The project manager then completes the 7995 form:

A. Note the project number and name in the Subject field.

Write a Detailed Description of the work done in the project.

Check the box next to the document type(s) submitted.

Enter the Document Date.

Upload the document(s). Note that there are two fields available to allow more than one document

in the submission.

Check the box for each file format included in the submission.

Enter the number of drawings of different types.

H. Enter the building number(s) of the buildings included in the project. If there is only one, enter its
building number as “Building Number 1”. Other fields are available if there is more than on building
number.

I. Enter the land number of the project site.

J.  When done, click “Submit”. There is also a “Save Draft” button, allowing the project manager to save
a draft of the form and return later.

mo O w

O m

& e-Builder © 0
7995 Archival Data For Project Documentation (7995) Instructions
Start Process Print  Check Spelling Submit Save Draft Cancel
Project: BI-3B-123 - This is a test
Process: 7995 Archival Data for Project Documentation
* Subject: A
Details  Documents (0)  Attached Processes (0) | Attached Forms (0)

Expand All | Collapse A

7995 General Information

* Detailed Description of the Segoe UI", A. v ipr » B I U e | E E = T+

Work:

a
4|
L

LEE.

B

* Type of Document

C

ographic
T

Materials Abatement Report

ble
) Multiple Documents

| Record C

uments

| Not As Built/Contract Documents

LI Other

* Document Date: D 3|
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Document Information
* =nt 1 " "
Document 1: Irae and dron file here or  Browse Computer Browse &-Builder
Documant 2: ;:.E 1 o file he or  Browse Computer  Browse e.Builder
* Document Medium: L PDF/A
FOFE
O dwg
F L) dwf
Lt
A Jpg
I Aiff
gif
L) Otheer
Document Medium if Other:
Mo of Drawings For Title Sheet:
M. of Drawings For Site-Civil:
Mo. of Drawings For Plumbing:
Mao. of Drawings For Equipmient:
Mo, of Drawings For Demalition: G
Mo. of Drawings For Architectural:
Mo of Drawings For Sprinkler
W, of Drawings Far Fire Alarm:
Mo. of Drawings For Structural:
Mo. of Drawings For Mechani
Me. of Drawings For Electrical:
No. ef L s For Other:
Deescription of Other Drawings:
Total Mo, of Drawings:
Project Pertains To Buildings: -
* Building Nurmber 1 Buikding Mumber 2:

H Huilding Number 35

Building Number 5:
Auilding Mumber T2

Hulding Murmber S

Project Pertains To Land:

I * Land Number:

27A.04 Resubmitting (PMs)

Bl
Bui

Bui

Buikding Mumber Tk

ding Mumi
ding Mumber &

ding Mumber 8:

Print Check Spelling Save Draft Cancel

Technical Services may send the 7995 back to the project manager for changes. If so, the project
manager is able to make any needed changes and then select a workflow action and click the “Take
Action” button. The “Resubmit” workflow action sends the instance back to Technical Services. There is
also a “Void” option, allowing the project manager to void and close the 7995 instance with no action

taken.

-- Please select an action -- w |

-- Please select an action --
Resubmit

|| void
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27A.05 Review and Upload to FileNet (Tech Services)

Technical Services receives the 7995 submission from the PM for possible upload to FileNet. When ready,
the Technical Services user selects a workflow action and clicks “Take Action”. The “Completed”

workflow action closes out the 7995 instance. The “Revise” action allows the Technical Services user to
send the item back to the project manager for changes.

-- Please select an action -- v

-- Please select an action --

Completed

Revise
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Section 28: Reports

28.01 Navigating to the Reports Module and Accessing Reports

To access and use the Reports module:

1. Click on the Reports tab to access the Reports module.

2. Inthe Reports module, reports can be accessed easily by typing part or all of the report name
in the search block and clicking enter. The search will return a list of reports fitting the search
criteria. See step 28.02 for how to open project-specific reports.

3. Users may also wish to browse the list of generally-available pre-built reports. Click on the
arrow to the left of each section to open or close the list of reports in each. Click on the name
of the report to open each.

4. Users are also able to build their own reports or save-as their own modified copies of existing
reports. These reports are only available to the user creating them, and there is flexibility
about the datasets to be searched, filter criteria and formatting.

& e-Builder

My Home Dashboard Projects Processes  Documents Contacts  Cost Reports Setup  eee

c Reports

CONNECTICUT Filter

. Folder: [ All Report Folders v | Edit | Add New Folder

Report: ‘ 2 Clear
4

Expand All | Collapse All 3 Reorder Folders Add Report Copy User Reports

~ My Personal Reports (38)
| ¥ Unfiled Account Reports (61)
| v Archive (5)

¥ Agency Administered Projects Report (2)

28.02  Searching for and Opening Project-Specific Report Data

In the example, below, the user searched for the word “submittal”. The search returned a list of
reports, including a number built by e-Builder. The two at the bottom are reports built by DAS.

Filter

Folder: | All Report Folders

Report: ISubmittaII Clear

Submittal Module Reports (7)

Edit | Delete | Export | Histery  Pending Outstanding Submittals from Contractor
Edit | Delete | Export | Histery  Pending| Outstanding Submittals in Review

Edit | Delete | Export | Histery  Pending|Submittals - All Open

Edit | Delete | Export | History  Pending|Submittals Due in 3 days

Edit | Delete | Export | History  Pendinggubmittals Overdue by 2 weeks

Edit | Delete | Export | Histery | Submittal Log 100

Edit | Delete | Export | Histery | Submittal Log 101
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When the user clicks on “Submittal Log 100", for example, that report opens. However, this is report

for project-specific information, so it does not show any data until the user uses the “Select a project”

pull-down menu to select a project.

RepOI’t ReSUItS | Select a project... v
Report Options
Columns: | Create Date hd | S
Duration: | Custom v |
Dates: Start Date: it
Clea
End Date: I=|.|

This shows the report on the screen in e-Builder. Also note that there is an “Export” button that allows
the user to download the data from the report in Excel or other data formats. (There is no option to

generate a PDF report.)

RepO rt ReSU |tS ‘ BI-3B-123 - This is a test

Report Options

Columns: Create Date M
Duration: | Custom M
Dates: Start Date: g
e Cle
End Date =
Submittal Log 100
c Filter By

Project Name equals BI-3B-123 - This is a test

CONNECT'CUT Package Number has a value
‘ [‘”"‘be’ Title Spec Section ::I':::: Status

Package Number: 1-09 01 00-0 (2 records)

090100- p A
& 3 F ved As
4 09 01 00 - This new item 1 Maintenance 0 2
G Noted

of Finishes
090100 -

5 09 01 00 - This new item 2 Maintenance 0 Revise & Resubmit
of Finishes

Package Number: 1-09 01 00-1 (1 records)

Re-Run Report

Sorting:

Reset

‘ Number v |

@ Ascending O Descending

\ v]

@ Ascending O Descending
\ v)

@ Ascending

Hide Details Print View Send Edit Save Save As

() Descending

Date Due Submit For | Date Submitted For Date Due Review Consultant Respond

Review Review Complete By Date
06.07.2024 06.07.2024 06.06.2024
06.07.2024 06.07.2024 06.06.2024
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