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DEPARTMENT OF ADMINISTRATIVE SERVICES
REAL ESTATE AND CONSTRUCTION SERVICES

Building Design and Construction
450 Columbus Boulevard
Hartford, Connecticut 06103




TUC User Guide - Volume VIII - Revisions and Additions

Section 11: Formal Contract Approval — Step 11.C.05 — Contract Negotiation (addition) — notification
to PM to initiate contract negotiations prior to OLAPP collection of credential and insurance
documentation.

Section 12: HazMat Project Intak Request — Update to entire process — instructions updated, field
additions/revisions.

Section 15: Design Review Submittal - The process now allows the PM to automatically send an
OSBI/OSFM Application uploaded to OSBI. The process also updates the CT High Performance
Building Standards / DAS Sustainable Construction Policy section at the Submit and Initiator Revise
steps, including a new field to upload a “Sustainable Construction Narrative” and instructions
indicating when it is required. Later in the workflow, based on responses to process questions, the
Sustainable Construction Narrative may be sent to OPM and DEEP.

Section 15C: 7320 Supplemental Instructions - Updates the available workflow actions at the
GC/CMR step.

Section 20: Request for Information - Updated to reflect the replacement of the "Contractor
Commitment Change (Chg)” process with the “Potential Change Order (PCO)" process. Also, the CA
Comments and CA Supporting Documents fields were eliminated. CA comments can still be included
in the Comments tab.

Section 21: Proposal Requests - Updated to reflect changes to the “Potential Change Order (PCO)”
process and the replacement of the “Contractor Commitment Change (Chg)” process with the
“Potential Change Order (PCO)" process.

Section 22: Construction Change Directive (CCDs) - Updated to reflect changes to the “Potential
Change Order (PCO)" process and the replacement of the “Contractor Commitment Change (Chg)”
process with the "Potential Change Order (PCO)" process.

Section 23: COPs - Updated to reflect changes to the “Potential Change Order (PCO)” process and
the replacement of the "Contractor Commitment Change (Chg)” process with the “Potential Change
Order (PCO)" process.

Section 24: Change Orders - Updated to reflect changes to the "7360 Change Order (7360)" process
and the replacement of the “Contractor Commitment Change (Chg)” process with the “7360 Change
Order (7360)" process.
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PART I:
PROJECT SET UP
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Section 1: Basic User Navigation
1.01 Accessing the project
Login to TUC: https://gov.e-builder.net.
Welcome, Rebeccal it My Hoene
My Forms
Fromst T1 | bember ] Subem T  Cuse Dus 11 darhar T

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

€ e-Builder. NG

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

DAS Project ADPM Project

Number Manager Project Status Agency Description

¢ Department of
Craig Russell e . N/A
Administrative Services

M gdit |0 *BI-CS-1005- DAS Tst 5 BI-CS-1005

BI-CS-1010

Craig Board of Regents for
Craig Russell
Russell Ll Higher Education

Test Project

Board of Regents for

J | *BI-CS-510 TEST - Test Proje BI-CS-510 Craig Russel Higher Education
(] splcoT . - SreEe Crai Crai " T Board of Regents for . .
dit [ *BI-CS-TEST - Test Project BI-CS-TEST 7 iz e Craig Russell  M-1900 CD Phase i e This is a test project report to test the :
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

My Home Cashbrcard m Plarmning Foamns OCEESES Dacumsenis Calervdar Conlacis Cast bl Regpoats
Prajects
B ) - Tt B O . e et By iimg
[ R T
i - dar 3= cgrzod b
LI} ]
Peviort Hasme = BAS Project Alvh 3""""‘1
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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 |51-38-123 - This s 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
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 W
Project Webcam
> [ Details Last Madified By O Brien, Timothy

Date Last Modified 12.06.2023

o Planning

Forms
Issues Custom Fields (85)  Motes (0) Documents (0)  Forms (0)  Processes (0) = Settings
Processes DAS Project Number:
Documents Project Name: BI-3B-123 - This is a test
DAS Project Status: M-2910 Claim Phase

Schedule _ i

Project Delivery Method:
Cost Project Type:
Contacts Is this a CHEFA project:
Calendar Date Project Initiated:

1105 Submission:
1105 Reviewed:
Agency Request for Project

Submittals

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

cla

= Filters

Project Menu

InStep . l

> [ Details Instan... T State ™ Subject . Date Due
Since

o Planning
Forms
> b 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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2.02

2.03
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Section 2: Project User Access

For DAS Project Managers:

When a DAS Project Manager is assigned to a project in TUC, 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 TUC.

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 TUC 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.

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals


mailto:timothy.o%E2%80%99brien@ct.gov
mailto:timothy.o%E2%80%99brien@ct.gov
mailto:timothy.o%E2%80%99brien@ct.gov

0175 TUC Guidance Manual

Page 8 of 343

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 | Items Pending Approval | Untinished Drafts | Data Entry | Account Level Cost

Commitment Details

Commitment Overview | Other Details | Financial Summary

Mail Merge | Request Approval  Approve  MakePending  Delete

CA Contract
01

Lump Sum Amount

test5

Project Menu

> [ Details

®e Planning Commitment ltems (2) | Custom Fields (13) | Notes(0) | Documents (0) ~Forms (0)  Processes (0)
Forms
5 H= iisies Showw Filter Export v View Funding
*a Processes Original

> @8 Documents Item # & Budget Line Item Description Current Budget Funding Rule Commitment Retainage Percent | Custom Field(s)
Amount
= Schedule ==
A 001 10.130 0.00 1.00 000 1
v s Cost =
l 0.130 on-Call (CA, CAm, €X) 2 000 0 (i
Cost Summary g al 002 1 On-Call (CA, CAm, €X) 00 100 00
Funding Sources Total 0.00 200

Budget Details
Commitments

PR Y e

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

Commitment Items Manage Funding

(J |item Number | Line Item Description Current Budget Funding Rule Amount Allowance | Custom Field(s)
( 7 001 a[10.130 ? On-Call (CA, CAm, CX) A 100 8] [ Delet
’ , ARPA Funds. .
[ 002 9]10.130 On-Call (CA, CAm, CX) 2 CHEFA Funds 100 O & Delet
DAS Minor Capital Project Funds
Energy Funds
L) 0.000 Federal Fundd —

HazMat Funds
QOther Funds|(Special Legislation, etc.)
Scheol ConMruction Grant Funds
State Bond Funds

Add New Commitment Item

Item Number 003
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After selecting the appropriate funding source, click “Save.”

Funding Source Distribution For : All Items

Distribution

Funding Source Amount

@
® pPercentage

Agency Transfer of |

ARPA Funds

CHEFA Funds

DAS Minor Capital Project Funds
Energy Funds

Federal Funds

HazMat Funds

Other Funds (Special Legi
School Construction Grant F

State Bond Funds

Page 10 of 343

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

D) item Number  Line Item

Total

23a Project Name
Please select a master commitment. v
| CA Contract v Status:
|,m' * Company:
[Lump Sum Amount v Company Number:

[tests Contact

Controlled By Line Item

imothy O'Brien;

| Motice to Proceed Date
‘ 4
[000 Retainage amoun
Description Current Budget
’
On-Call (CA, CAm, CX)
? ’
On-Call (CA, CAm, CX) 2

0.00

Draft

Chncel

real company
zz7z-testingonly

Select a contact.. ¥

Support manual entry

Manage Funding

Amount Allowance | Custom Field(s)

100/ m @ Delete
ws O [ Delete
»

2.00
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Section 5: Edit Budget Details

The Budget tool in TUC 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 TUC so that it reflects the money that has actually been
allocated to a project.

5.01 Accessing the project

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

5.02 Creating a new Budget Change entry

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

My Home Dashboard Projects Processes  Documents Contacts | €Cost Schedule Reports Setup  ee»
Cost Summary Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Budget Details For &i-38-127 - This is a test -
Mail Merge  Edit
Project:
Created Status: Approved
Approved Budget Controk: Controlled Total
Description:
Quick Cost Summary
i Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
. 10.00 0.00 000 (10:00)
Project Menu
> [ Details
Budget Line Items ( e ocuments (0} Forme (0)
-
© Planning 3
Forms Show: [All ik T Export v—MhitMdrge
y ¥ Issues
Description Reason For Change Applies To Status Date Of Change Chahgg Amg

2 Processes

Fifst test entry Original Budget Original Amount Approved 2.18.2023
> Documents
Schedule Totals o

Mail Merge Add

Budget Details
Commitments

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals
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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: BI-3B-127 - This is a test
* Budget Change Number: Status: Draft
I"‘ Reason Code: , |Original Budget (Qriginal) vI * Date Of Change: 12182023  ER

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 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 13 of 343

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

A This column has the Cost Codes for each line in the Budget.

B This column has the current Budget amount for each Cost Code.

C This is the column where the changes being made are entered. Click on the “0.00” or the “pencil”
button in the line item you want to edit. Enter the change amount for that Cost Code, which can be
either a positive number, for an addition, or a negative number, for a reduction.

D The Net Budget Amount for each Cost Code will calculate automatically. The Net Budget Amount is
equal to the Current Budget Amount (B), plus (or minus for negative numbers) the Change Amount
(C).

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 ncel
BI-3B-127 - This is a test
* Budget Ct 002 Status: Draft
* Original Budget [Original) ol * Date Of Change: 12,18.2023 =‘
* Description: Completing the for the test project

Budget Change Items A B 4 D Recalculate All

Description [Budget Line ltem Current Budget Amount Projected Commitments | Formula Change Amount Net Budget Amount

Total Acquisition [Land / Building) 01,000 000 0.00 Add 4 oo0 |
F Total Environmental Remediation ... 02,000 0.00 000 Add 000 000 | @
3 On-Call {ENV, HAZ) 02,130 0.00 0.00 Add 000 apo | @
4 Total CMR Construction Phase (W... 103,100 10.00 0.00 a0 a0 | B
5 0.00 1.0 0.00 o0 | &
& 04,00 0.00 0.00 0.00 o0 | @
7 Total Equipment 0.00 .00 Add op0 & oo | @
8 Total Telecommuniications 0.00 0.00 Add 000 000 | (@
9 Total Studies (Pre-Design, Envircn.. 0.00 0.00 Add oo0 000 | &
0 Total A/E (Design Phase, Bidding P... 0.00 0.00 Add T 000 | &
1 On-Call {ARC, CIV-SUR-LA, ENGY, j08.130 0.00 0.00 Add
2 Total Other (including CMR Precon... [09.000 0.00 0.00 Add

Total CA [Desi . Joooc 000 0.00 Add 000 oo0 |
1 »
tal 10.00 0.00 0.00 E

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 14 of 343
5.03 Navigating back to a draft budget change

To access a previously saved budget change entry:
1. Follow the instructions in 5.1 & 5.2, steps 1-3 to navigate to the Budget Details/Budget Changes tab.
2. Click on the item # of the draft change to reopen the draft.

Budget Details For |ei-38-127 - Thisis a test -
Mail Merge Edit
Project:
Created Status: Approved
Approved 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 items Budget Changes (2)  Cugtom Fields (0)  Notes(0) Documents (0) Forms(0)  Processes (0)
Export v  Mail Merge = Add
Reason For Change Applies To Status Date Of Change Change Amount
jest entry Original Amount 12.18.2023 10.00
pleting the budget for the test project 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 [Edit] Delete

Project
Change Number: Status: Draft
Reason Code: Date of Change 12.18.2023
Applies To: Created 12.18.2023 (Timothy O'Brien)

Description

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 icel
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Budget should reflect all approved changes.
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The project budget should now appear updated, based on the sum of the initial budget and all of the
Budget Change entries. The budget is broken down by cost code in the “Line Item” column and the
“Current Budget” column should reflect the updated current project budget. The number at the bottom
of the “Current Budget” column should be the total money allocated to the project, as updated by the

Budget Changes made.

Budget Details For ©i-38-127 - Thisis 2 test

Description:

Quick Cost Summary

Current Budget

Project Menu

» [ Details

Budget Line Items (18) | Budget Changes (2) | Custom Fields (0)  Nanes (0]
®e Planning
Forms Group By: | Line Item v | Show Fiter
> T= Issues
. Show | 100 v
of  Processes - "
Jocumel Al
» & Documents Line ftem escription Assumption o
- Charges
= schedule
v m$ Cost T
Cost Summary Tptal Acquisition v
Funding Sources and / Building)
Budget Details
y 4
Actual Costs
Cash Flow v
Other Cost Columns
o
B Calendar
> & Submittals

Current Commitments

0.00

Do

ments (0)

Approval
Required For
Change @

ms (0)

oSt summary

Actuals Approved

Original Budget

Mail Merge Edit

Status:

Budget Control:

Actual Cost To Complete Projected Over/(Under]

0.00 (10.00

Export v  Apply Template  Add

18 items in 1 pages

Projected

Current Budget Pehding Changes Changes

Projected Budget

0 0.00 0.
o 000 0.
(i} .00 0.
0. 0.00 0.00 10.00
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Section 5A: Tracking DAS Fees

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

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

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

My Home Dashboard Projects Processes  Documents Contacts & Cest Schedule Reports Setup  se»
Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Commitments For |s1-38-126 - Thisis 2 test -

Commitment Summary

Project: Bi-3B-126 - This is a test
Original Commitments 000 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
x uick Cost Summar!
Project Menu a y
Current Buﬂget Current Commitments Actuals Appmved Actual Cost To Cnmplete Prnjected Over/(Under)
¥ Details 0.00 0.00 0.00 0.00 0.00
e Planning
Forms Show: [ Al | [All Commitments v| Go | ShowAll Show Filter 5 Add
> f Issues i /,,,/""'
M L = Commitment Current Projected. - Actuals Renmaii
H " Ufsa =
i Processes Description | Company Date | Status Commitment Type R | s ot . - St
I 1 sl
> Documents S
= There are no commitments for tha-setefion.
= Schedule —
v s Cost s o
Cost Summary i
Funding Sources e

Commitments —_

AAGuahCoRts A 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 Sve || Gancel
A 2 [Preme seect s Commitrment Type W |
- e * -
* C e |
= ]
Project Menu :
Other Details

Otk ot . ]

Commitment Items

Add New Commitment ltem
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A. Add Commitment

A.l. Inthe “Commitment Type” field, select, “DAS Fees.”

Commitment Overview Save
Project: | BI-38-126 - This is a test
Master Commitment: Please select a master commitment Ad
* Commitment Type: [ DAS Fees v Status: Draft
* Commitment Number: * Company Department of Administrative Servic ~
* Unit Cost Options: Company Number. DASQ01 -
* Description: | Contact

* Commitment Control: Controlled By Commitment Item

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: [ DASOO1;§B126 ]
* Unit Cost Options: | Lump Sum Amount v |

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

B. Add New Commitment Item

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

Add New Commitment Item

Item Numbfer

Budget Line Ite ease
Current Budgkt

Description
Retainage Percent 0.00
Amount 0.00

Allowance Item? ;
Custom Field(s) E

Add
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B.2. Click on Cost Code 12.000.

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)

otal DBB Construction Phase
Total DAS/CS Contingency [Non-Commitment Cost]

Total Equipment

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

08.000 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)

V.000 Total Art

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

13.130 On-Call (ANLY-AUD)
Clear Selection 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 001
Budget Line ltem 12.000
Current Budget 0.00
Description |T0ta| DAS/CS Fee [Non-Commiiment Cosi]

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 19 of 343
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

J | item Number Line Item

Description Current Budget Retainage Amount | AlJowance C
001 i 12.000 ’ Total DAS/CS Fee [Non e - 000 @}
Total 0.00
B H B H « ”
C.1. If the information is correct, click “Save.
Add Commitment
Commitment Overview incel
Project: | BI-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: Lump Sum Amount v Company Number: DAS001 -

Select a contact.. v

* 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 RequestAgpmvakePending Delete  Edit

Commitment Details

Commitment Overview  Other Details  Financial Summary

Commitment Items (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
e | @oor 2 Total DAS/CS Fee [Non-Commitment Cost] 0.00 0.00 i
Total 0.00 10.00

b. In the 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

o

Add a note:

Yes, Approve the Commitment

5A.03 Entering DAS Fees Actual Costs

1.
|

§2 e-Builder.

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

tobrien3 - @

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 |8-38-126 - Thisis  test -
Commitment Summary
Project: | BI-38-126 - Thisis a test
Original Commitments: 1000 Pending Commitment Changes: 0.00
Approved Commi es: 0.00 Projected Commitment Changes: 0.00
Non-commitme 0.00
Current Commitments 1000 Projected Commitments Value: 1000
= Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
Project Menu 240.00 10,00 0.00 10.00 230.00) B
¥ Details x| Go | showall snowrite Export ~  Mail Merge  Add
o Planning
) f Commitment Current | Projected Actuals Remaining
Forms any Date Gt SN E P Amount| Commitment| Commitment Approved Balance
> #= lssues ect 38-126 | Deffortment of Administrative Services | 12.12.2023 | Approved | DAS Fees 10.00 1000 1000 000 1000
Processes
10.00 10.00 10.00 000 10.00
Documents
Mail Merge  Add

Schedule
Cost
Cost Summary

20 E i

Budget Details
Commitments

Actugl Casts y v
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2. Click on the “Actual Costs” tab and then click on the “Add” button.

§2 e-Builder

] tobrien3 - @

Dashboard

My Home Projects Processes  Documents Contacts = €est  Schedule Reports Setup

Cost Summary | Items Pending Unfinished Drafts

| Data Entry | Account Level Cost

Commitment Details

Commitment Overview  Other Details | Financial Summary

MailMerge = Void  Close  Edit

Project: | BI-3B-126 - Thisis a test
Commitment Type: DAS Fees Status:
Commitment Number: Company of Administrative Services

Cost Options

Company Number:

cription: S C ct 3B-1. Contact:
: jtment Control: o U
Project Menu Created: | 12.12.2023 ) Approved: 12.12.2023 (Timothy O'Brien)
> = Details
e Planning Commitment tems (1) | Commitment Changef(0) = Actual Costs (@) ~ CU¥om Fields (13) ~ Notes{0) = Documents (0) Forms(0) ~ Processes (0}
Forms T g
> 3= lesues Show: [Al ] Show Filter e Add
Processes O Invoice # Description T Date Received + | Status | Invoice Amount

Documents e

There are no commitment invaices for the selection ———

Schedule =
¥ 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”.

nEs

Add Invoice

Invoice Overview Save and Add §

Project:

Commitment:
* Invoice Number |001
* Dotc Deceive

Thidis a retainage release: (

* Description: | DAS fees from ___to

Invoice Items @

Invoicemount | Retdinage % | |

Commitment Item # Description Budget Line Item Current Invoiced To Date Retained To Date Remaining to be

Commitment nvoiced

0 Q901 Total DAS/CS Fee [Non-Commitment Cost] 12.000 10.00 0.00 0.00 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. NG tobrien3

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

Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Le

Commitment Details

Commitment Overview  Other Details  Financial Summary

Mail Merge  Close

Project:

Project Menu

> | Details
o Planning Comeitmanst tam (1) | Commitment Chang m Felds (13) | Notes(0) | Documents(0) | Forms 0) | Processes 0
Forms

> #= lssues Show Filte

Approved: 12.12.2023 (Timothy O'Brien)

8 frocesses Onainal Current Projdcted Retainage Current Actuals
Item # Budget Line Item Description | Current Budget Commitment &

> & Documents A Commitment Comynitment Percent Retainage H{ld | Approved

Schedule
v i Cost
Cost Summary

1000 000

Funding Sources
Budget Details Total 10.00 100

i'ii i imc
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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.

Y tobrien3 - @

Projects Processes  Documents Contacts = €ost = Schedule Reports Setup

§2 e-Builder.

Dashboard

My Home

6 - This is a test

Commitments For 8

Commitment Summary

Project: | BI-3

Original Commitments 10.00 Pending Commitment Changes: 00
Approved Commitment Ch: 0.00 Projected Commitment Changes: 000
0.00
1000 Projected Commitments Value: 1000
= Quick Cost Summary
Current Budget Current Commitments Actuals Approved Actual Cost To Complete Projected Over/(Under)
Project Menu 24000 10.00 0.00 10.00 (23000) B
L Details x| G0 showall Export ~  MailMerge  Add
#o Planning
Commitment Current Projected Actuals Remaining
Forms; = = e e T Amount|  Commitment|  Commitment Approved Balance
> E Issues rtment of Administrative Services | 12.12.2023 | Approved | DAS Fees 10,00 1000 10.00 0.00 1000
2 Processes
10.00 10.00 10.00 0.00 10.00

> & 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 BI-38-126 - This is a test
Commitment Type DAS Fees Status.  Approved
Commitment Number DAS001-38126 Company Department of Administrative Services

Company Number

Unit Cost Options: Lump Sum Amount
Description: Contact:
Commitment Control By Line Item
Created (Timothy O'Brien) Approved: 12.12.2023 (Timothy O'Brien)

Commitment Itemf (1)
Show: [All | Add

Applies To Status Date Of Change Change Amount

Reason For Change

O|#a | Description

T T

There are no commitment changes

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

Add Change Details

Save and Add All Items Spve and Add Items One at a Time Cancel

Project Name: BI-3B-126 - This is a test
* Commitment: DAS001-3B126 - 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 343

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

12122023

This DAS fees change

Description

38126 - DAS Fees on project 38-126

ncel

Status: Draft

* Reason Code: Admin Correction (Original) v

Percent

Current C

Change Amount
Amount

& Commitment

Custom Field(s)
ount

1000

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

Commitment Change Details

Mail Merge ~ Make Pending ~ Make Projected Request Approfal  Approve Delete
Project
Commitment: Status: | Draft
Change Number: 001 Company: | Department of Administrative Services
Reason Code: Admin Correction

Applies To:
Description:
Quick Cost Summary
Current Budget

240.00

Commitment Change Items (1) Custom Fields (7)

Show Filter
#a Commitment Item
Delete | 001 001
Totals

CT DAS 0175 (Rev 3.11.26)

Original Commitments

Current Commitments

10.00

Notes (0) = Documents (0) ~ Forms (0)

Description

Actuals Approved

Processes (0)

Total DAS/CS Fee [Non-Commitment Cost]

Date of Change: 12122023

Created: 12.12.2023 (Timothy O'Brien)

Actual Cost To Complete Projected Over/(Under)

9.00

(22000)
Export ~ | Add AllLine ltems  Add Item
Budget Line Item Current Commitment Amount | Change Amount
1000 1.00
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

PPN

Click continugefo changeihe

4
tus to Approved.

Check Spel 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
Mojed
Commitment:
Charge Nymbe

Status: Approved
Reason Code:

Company; D

of Administrative Services
Admin Torrecfion

Date of Change 1
Applies To: Original Commitments Created: 1 imothy O'Brien)
Description: This DAS fees change Approved: 124

3 (Timothy O'Brien)
Quick Cost Summary

Current Budget Current Commitments

Actuals Approved Actual Cost To Complete

Projected Over/(Under)
240.00 11.00 10.00 (229.00)
Commitment Change ltems (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 TUC, 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.”

My Home Dashboard Projects Processes

Documents  Contacts | €est  Schedule Reports

Setup

Commitments For |&-:5-126 - Thsis s teat

Commitment Summary

PFOJGCt Menu Quick Cost Summary

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

~| [All Commitments w| Go  Show Al

Add _,<
= Commitment Current Projected —— Actuals [ £)
Description | Company  Date Status  Commitment Type R | ¥ vl B ool oy iz

Commitments — )

SRal UL S 1SN N

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

T | Concel

A B | o2

Project Menu

Other Details

Commitment Items

Add New Commitment ftem
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A. Add Commitment
A.l.
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Enter the “Commitment Type” field. Where appropriate for older commitments not already in

TUC, ensure that “CMR GMPA” is selected for CMR GMPA commitments, and that “Prime
Contractor Contract” is selected for DBB GC commitments. The other options are for
consultants and other commitments.

Commitment Overview

Save

Project: | BI-38-126 - This is a test
Master Commitment: Please select a master commitment. v
* Commitment Type: [ DAS Fees - Status: Draft

* Commitment Number: * Company: Department of Administrative Servici ~
# Unit Cost Options: Company Number. DASO01 .

Contact:

Select a contact.. v

* Description: | |

* Commitment Control: Controlled By Commitment Item

In the “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

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

A2,

Construction Support Services.
A3.

format will be 00000-00.
A4,

In the “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 Numkfe
Budget Line It
Current Budg
Description
Retainage Percent 0.00
Amount 0.00
Allowance Item? '
Custom Field(s) 5
Add
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)

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

Add New Commitment Item

tem Mumber oo

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 Item? -
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

ltem Number 001
Budget Line Item Please Select a Line Iten
Current Budget
Description
Funding Rule v
Retainage Percent 0.00
Amount 0.00
Allowance ltem? ]

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 | Allowance |C

[J | jtem Number Line Item Description Current Budget Retainage

y = : _
001 4, 12,001 otal DAS/CS Fee [Non-Commitment

Total 0.00
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C.1.

If the information is correct, click “Save.”

Add Commitment

Page 29 of 343

(YY)

Commitment Overview

C.2.

* Commitment Number:

* Commitment Control:

Project: | BI-38-126 - Thisis a test
Master Commitment: Please select a master commitment -
* Commitment Type:

DAS001-38126
Lump Sum Amount_v

* Unit Cost Options:

* Description:

Controlled By Commitment ltem

Status;

* Company:

Company Number.

Contact:

Save ncel

Department of Administrative Servier

Draft

DAS001 -

Select a contact., v

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.

Commitment Details

Commitment Overview ~ Other Details

Commitment Number

Commitment Items (1)

Show Filter
Item #
velete | (@ go1
Total

Commitment Type:

Financial Summary

Project

Created:

Custom Fields (13) ~ Notes (0)

Documents (0)

Forms (0) | Processes (0)

Budget Line Item Description

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

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

Mail Merge RequestApprovakePending Delete = Edit

Status:
Company
Company Number

Contact

Current Budget

Export ~
Original
Commitment Retainage Percent | Custom Field(s)
Amount
10.00 0.00 &=
10.00

In the next screen, click on the date hyperlink to populate an approval date or enter an
“Approval Date.” Enter a note, if applicable. Then either click “Yes, Approve the

Commitment” to approve or “No, cancel” to return back to the screen with the

commitment as a draft.

Commitment Details

Confirm Approval

Are you sure you want to approve the commitment?

Approval Date

Add a note:

Check Spellfng Yes, Approve the Commitment

d Cancel
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Section 5C: Cost To Date Report

5C.01 Navigate to project

Navigate to the project, as described in Sec 1.01.

5C.02 Cost to Date report

From the Project Menu, click “Cost”. This will default to the “Cost Summary”.

Make sure that the “Layout” pull-down menu is set to “Cost to Date”.

Note that each row in the “Line Item” column refers to a cost code.

The “Projected Over/(Under)” and “Current Over/(Under)” columns will have a red background if the
projected or current commitments, respectively, are over budget for the cost code in question.
Otherwise, the background will be green. Note that the Trimble shows over budget as a positive
number and under budget as a negative number (or $0), which is the opposite of PMWeb.

E. Note that the term “Actuals” is often used in Trimble to refer to invoices or other realized costs.

oo >

B Trimble Unity Construct

My Home Dashboard Projects Processes  Documents Contacts | Cost Reports Setup  see
Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
nt Pa ¥ Project Cost Summary | ei-3-154 - Test project 154 ki
Project Menu Financial Summary [3 Layout: Group By: |Line ltem |~ - Click on the amount to see more details Hide 2e¢0 value lines ([
E
o c D H 1
b Details A B E G E J
Pending Cn8 7,
Forms C Current Projected A it Current Actuals
Original Current Commitments Commit hd e Projected Projected Over/ Approved Actual Cost To
H Issues G Dermiion Budget * Budget * " Changes * Cha:\gns Commitments  Owver/(Under) (Under) » Complete
o2 |Processes i :
_ Total Acquisition v - o o
» ™ |Documents OO0 | e uilding) 0.00 000 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00
= vochedule Total Environmental

gzppg) (Memrstion B hec 0.00 000 000 000 000 000 000 000 000 000

Mat Abatement By

A Cost Summary Owner
Funding Sources 02130 On-Call (ENY, HAD) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Budget Details Total CMR
Commitments Construction Phase
2 Ao (WAQs, Cost of the , g Py - ( o
Actual Costs 00 e 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Cash Flow CMR Fee, & D
Contingency)
Other Cost Columns el
i Total DBEB Ea £ S0 S X
s 3.200 1,500.0( 1,500.00 626.00 200,016.00 6.00 200,648.00 4| 2.00 200,646.00
Contacts b Construction Phase ’ " ! HEtE - - L7 L)
ey
| Calendar Total DAS/CS
» © Submittals 04.000 Contingency [Non 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Commitment Cost]
05.000 Total Equipment 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Totals 1,610.00 1,610.00 655.00 200,016.00 6.00 200,677.00 199,067.00 (955.00) 20 200,674.99

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 31 of 343

Section 6: Project Manager Monthly Reports

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 Step 6.02 for the first monthly report submission. For each subsequent report
submission, begin at Step 6.03.

If there is not a “Project Manager Monthly Status Report (PMrep)” process instance in the project
already, use the instructions in Step 1.02 to initiate a new PMrep process instance.

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 & test
Process: Project Manager Monthly Status Report

Details | Documents(0) = Atached Processes (0) | Attached Forms (0)
Expand All | Callapse All

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

Note: If you do not see all of your projects, contact Tim O’Brien to gain access to them in TUC.

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.
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Unfinished Drafts | Import Pr
Processes For |Bi-38-123 - Thisis a test

Start Selected Process Type | Star

In My Court In Progress «/ Process: Project Man ... e Status = Allfilters @ Reset filters

rocesses | Reports (0)

. Print
Project Menu
Date Due } Status

O pMrep-1 | BI#€-123 - This is a test - 11/01/2023 Start Monthly Report 11.27.2023 pending

In Step Since

(| process « Piect Step

R
C
> [ Details

™ i
‘© Planning

A. Enter the due date of the current report.

B. If aninitial draft of the report is to be created by an Assistant Project Manager assigned to the
project, toggle “Assistant PM drafting PM Monthly Reports?” to “Yes” or confirm that it is
already “Yes”. There is to be no draft created by an Assistant Project Manager, ensure that this is
toggled to “No”.

C. Note that copies of the PDF versions of the report are available at this step.

D. Remove any of the attached files are no longer relevant to the monthly report by clicking the
“Remove” link below the attached file(s).

Details Comments (3) Documents (7) Attached Processes (0) Attached Forms (0) Attached To (0)

Expand All | Collapse All

If this is a new monthly report, change this date. A
If you are refreshing or redoing this month's report, this can be left the same.
Report Due Date: @ 11062025 A
Is the Assistant PM completing an initial draft? ~
Assistant PM drafting PM [No B v
Monthly Reports?: @ )
Most Recent Report ”
Most Recent Repon:ﬂ .| PMrep-00006 - BI-3B-123 - This is a test - 11062025.pdf (version 4)
Properties | Download {114.3KB) | Redline
PM Executive Monthly Project "L.| PMrep-00006 - BI-3B-123 - This is a test - 11062025 - _exec.pdf (version 4)
Status RGDO”' Properties | Download (59.5KB) | Redline
Are these files relevant to this month's report? iy
If a file is not relevant to this month's report, click the “Remove” link under its file name,
Supporting Document 1.8 1| Example document 1.pdf (version 1)
Properties | Download (15.1KB) | Redline =
Supporting Document 2: @ L] Example document 2.pdf (version 1) D
Properties | Download (15.1KB) | Redline | Remove
Supporting Document 3: @ L Example document 3.pdf (version 1)
Properties | Download (15.1KB) | Redline | Remove
Supporting Document 4@ "L Example document 4.pdf (version 1)
Properties | Download (15.0KB) | Redline | Remove
Supporting Document 5@ 1| Example document 5.pdf (version 1)
Properties | Download (15.1KB) | Redline | Remove
-- Please select an action -—- v ; Print Copy Save Cancel
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Then select “Start/Refresh”. (“Void” is also available, if 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.

Void

-- Please select an action --

Start/Refresh

-- Please select an action -- v |

6.04 Completing the monthly report form
Note that the instructions here (6.04) apply to both the “Assistant PM draft” and “Monthly PM Report”
workflow steps.
Again, open the process instance for what should be the one instance of the “Project Manager Monthly
Status Report (PMrep)” process.
$ e-Builder. D
My Home Dashboard Projects Processes Documents Contacts Cost Schedule «ee
Processes For |gi-38-123 - Thisis a test -
In Progress + Process: Project Man .. 8 Status ;T.—: All
Prgcesses  Reports (0}
Project Menu
bject Step In Step Sil
> #  Details
e . 23 -This is a tes 2 023 Monthly PM Report 11.27.202:
© Planning
Forms
7 Sue:
£  Processes
Bocuient,
£ e-Builder O 0
PrOJeCt Manager MOﬂth|y StatUS RepOI’t Delete Instance Workflow Override All Fields View
(PMrep) _ 'I Instructions
Check Spelling Print Copy Delegate Save Cancel

BI-3B-123 - This is a test
PMrep - 1

Show History | Current Actors

Project:
Process Document:

Current Workflow Step: Monthly PM Report Show Workflow Diagram

Subject: BI-3B-123 - This is a test - 05/03/2024
Status: Pending
Details | Comments (1) | Documents (1) = Attached Processes (0) | Attached Forms (0)

Expand All | Collapse All

Qverall Due Date:

Step Due Date:

Attached To (0)
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Complete the monthly update form. Instructions for most fields to be completed or updated are
available by hovering over the “?” icon next to the field name. Since changes are periodically made in the
information needed for different fields, it is a good idea to check these instructions each time.

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.

If the report is final at the time that the project is closing, select “Project Closed” next to “Option on
Project Closeout”. Note that this will permanently close this Monthly Project Manager Report instance.

Other

Option on Project Closeout: | -- Please select an option -- v |

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

If the user 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.

Assistant PM completing a draft monthly report form

If an Assistant PM is doing a draft of the Report and has completed the draft, only the “Complete”
workflow action is available. Click “Take Action” to complete the draft.

| Complete v | Take Action

-- Please select an action --

Complete

A notification will go to the primary PM, who will be able to review and approve it or send it back to the
Assistant PM for further action. If the Assistant PM receives the Report back, check the “Comments” tab
for any comments made by the primary PM.

PM or Associate PM completing the monthly report form

Upon completion of the monthly report, workflow actions that are available are:

Progress Report. This action completes the Report and submits it to the ADPM. If the “Option on Project
Closeout” field is set to “Project Continuing” the workflow will return to the “Start or Refresh Monthly
Report” step, to await the next month’s Report or a redraft of the current month’s Report. If the “Start
or Refresh Monthly Report” is set to “Project Closed”, the workflow will close.

Refresh Current. This action is used to refresh project financial calculations before the Report is
submitted.
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Back to APM. This action allows the primary PM to send a draft created by an Assistant PM back to the
Assistant PM. The user will be prompted to leave a comment before completing this action.
Void is also available to permanently close this process instance, which can be used if there is another

instance of the Project Manager Monthly Report that the PM is working with and the PM wishes to close
the present one.

-- Please select an action --

Progress Report

Refresh Current

"| Back to APM -

Void

-- Please select an action -- v

The “Refresh Current” option initiates a “refresh cycle” before the current Report is submitted. This 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.

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/Refresh” Action, the workflow will recalculate calculated fields and refresh certain other
fields. The process instance will close again.

3. Referto section 6.04. When the PM or Assistant re-opens it in the Processes module for the project,
the instance will be in either the “Assistant PM draft” or “Monthly PM Report” step, with all of the
report fields updated. This “refresh cycle” can be performed as many times as the PM requires.

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

This file should also appear in the project’s Documents module in TUC, in the 01 Project Planning >

Progress Reports folder. Note that the number at the end of the file name indicates the due date of this
report.
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Documents For |&i-38-123 - This ic a test

00 DocuSign
Request(0]

O wer

Project Menu

01 Project Planning[1]

1105[0]
Details
p
lanning isting
Forms Documents[0]

Issues Financials[0]

FOIA[0]

-Approvals
eI

Sent ltems

Document Log y

Progress
Reports[1]

Folder Permissions
Find Deleted

Documents Sihedye[0]

PMrep-00001 - Bl-3B-123 - This is a test - 11012023.pdf

Doylnload (80.3KB) | Redline | Stamp | Compare With | Send | Properties
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Folders ~ “ Documents \ 01 Project Planning \ Progress Reports C
Expand All | Collapse All | Refresh All Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private U
=[7) Documents[1] (@] | Name Da
Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compal

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

& e-Builder

My Home Dashboard

Project Participants

Manage Bill Rates

Manage Form Types
Manage Permissions
Permissions By User

Process Notification
Coattinac

Projects Processes Documents Contacts

Project Details For | 8-33-123- Thisis a test

Details

Project Name
e-Builder Project
Administrator

O'Brien, Timothy
Project Status Active
Address
Country
Start Date
Target Date

Description

Project Webcam

Last Modified By O'Brien, Timothy

Date Last Modified 1.2

Custom Fields (75) = Notes (0) Documents (0) Forms (0) Processes (0)

= This'is a test

A-0100 - Project Initiation

Cost

Sc _ N
otal Project Cost:

Construction Budget:

Export A

Settings
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PART II:
PROCESSES
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Section 7: Process Filter

7.01 Navigating to the Project Processes Module and Initiating Process Instances

Log in to TUC: 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:

M 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«

Jnfinished Drafts | Import Processes
Project Processes #:e123- Tisisates M

=

= Filters

c|a

Project Menu

> [ Details Instan.. T  State Subject

In Step l
%o Planning

f Date Due
Since
Forms

> = lIssues

> & 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
+ 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 TUC. “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 v/ Process: 7390 Applic ... a 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)

] | Process « Subject Aegueste
Comment

+ 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.

Detéils Documents (0) f¥ached Processes (0) Attached Forms (0]

L) | File Name

Drag and drop files here to upload. or browse
.I, Drag and drop files here to upload, or brows

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.

N

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 DocusSign Request

» (B 01 Project Planning

» . 02 Selections

v

. 03 Preconstruction Contracts

-

[ Pre-Design

v

8 05 Schematic Design

v

[ 06 Design Development

-

[ 07 Construction Documents

m ki

Then click “Browse”.

)

Drag your filed or Browse

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

Organize ~  New folder =- 0 @
Whiteboards ™ [] Name A
workingitems
% This PC Select a file to
# 3D Objects

[ Desktop v
ol [ >

) Nrimante

File name: FileX(=*) =

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 I_Z’ropenies for all files

Documents \ 09 Constr... v s i S—
100% of 33 KB uploaded

Description
i supporting test 1.pd

Uploaded successfully

Drag & drop files here or browse m
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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
)| File Name Attached By
O S“DDf:““Ei test 1 udlf version 2) O'Brien, Timothy
View | Download | Redline (0) | Stamp =
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 TUC" button to allow the user to locate the file in the project’s TUC 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
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.

tails” section:

Select File

ild, select the commitment for you
Upload Documents From Your Computer | it
teived and Date Due fields are cor
* Destination folder: Documents \ 03 Preconstruction Contracts Y, 01 AE Contracting \
nvoices stom Fields" section:

te Number. This is important for ¢
A beginning and end dates. This is|

File i Voucher ID" field.
* Select a File: Choose File | No file chosen lease enter the amount of your cu
ce rows.
D Upload Cancel

unira will ha cant ta tha Deaiact |

— v 1 Il » ThisPC > Desktop v | U Search Desktop P
Organize * New folder = o« O o
~ Name ~

3 Quick access
I Desktop

# 3D Objects g ) ]
| dummy file for misc files 1.txt
¥ Downloads " oA R

—| Placeholder 2.txt B

| dummy file for misc files 2.txt

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

C Open Cancel

When the “Select from Documents Module” button is used, a pop-up window will appear. (A) Click the
“+” pbuttons to open file folders to navigate to the folder in the project’s TUC 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

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

&% e-Builder O 0

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

Page ‘1 V|ﬂ"'| Show ‘25 V|

H 08 Bidding[1] | Name =« Date Uploaded | Uploaded By ‘ Company

A - 09 Censtruction Phase[169] Department

C aof

H Changes[136] - . 09.25.24 Timothy Administrative
CHRO[0 00 supporting test 1b1a.pdf version 1 08:27AM O'Brien Services -
[0] Construction
Contractor Daily Report[0] Services
Issues(5] Df&-partmenl
o
Monthly Reports[1] [ . 09.25.24 Timothy Administrative
. LEcot basq it o 11:08AM O'Brien Services -
Mtg Minutes[0] Construction
B Other([3] Services
| Department
Pay Apps[0] of
Permits[0] 8| O This is the test.docx (version 2) ??é;j; glr;ro‘;:y ?grr:‘lcr:zi_rauve
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.

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

Document: @ 00 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.

* Viendor Invoice Use this field to upload vendor invoice document,
Document: i 1100 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.

* Vendor 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 TUC,
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 ~ |

Request Comm

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
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

[ 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 O Brien, Department ministrative Services - Construction Services 00.06.2024 2:16 A
Make Private This is the comment

Files Attached (1):
L] 00 supporting test 1b1a.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 Al Fields View

Instructions

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

Project: *Testing6723a Project Name
Process Document:

* Overall Due Date: 08.10.2023 [

Current Workflow Step:

how Workflow Diagram Step Due Date:
Subject: y
Status Submitted
Dftails = Comments (2) = DoQyments (1) Attached Processes (0)  Attached Forms(0)  Attached To (0)

Request Comment Cgmment

Private Comment ~

Timothy O'Brien, Department of Administrative Services - Construction Services 08.02.2023 10:54 AM
Make Private Requested comment on step CA Review & Action from Timothy O'Brien (Department of Administrative Services - Construction Services).
After clicking the “Request Comment” button, a pop-up will appear that allows the 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

(Department of Administrative
ng1 (DAS)

O'Brien, Timothy (Departmen
|Tim2, testing (Department of
TOB, Testing1 (DAS)
Warren, Allen (DCS)

Enter Ext

| Users Email or Looku

Allow external users to
attach files

* Subject ACTION REQ'D - *Testing672

Respond By,

Message)

Note - Participants accessing the proces

Request Comment | Caplcel

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 TUC, the instance should open automatically. If the user is not logged into
TUC when clicking the “Click here” link, the user should be prompted to log into TUC, 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. If there 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

Question Question
Proposed Solution
Spacification Section

Drawing Number

s There a Potential D

Cost Impact?

s There a Potential

Time Impact?

Iz an Agency Change

Rsquest Nesdsc? E

Comment(s)

There ar= no commants for this process.

Process instance is in your court. To view details or take acﬁon
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Section 8: 1105 Project Intake Request
8.01 Accessing the Process

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

8.02 Capital Project Initiation Submission (Process Initiator)

Click the “Start Process” button.

ms Processes Documents Contacts . Schedule Reporis

Unfinished Drafts | Import Processes

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

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

Start a process on *Project Creation Project

Processes Cancel

Process Name | Description |
Run out of the Project Creation project, this process includes a code step to create a new project in e-Builder and apply

1105 Project Intake Request (1105) o = o p 3 o a2 a pre) B and apply

templates to the new proiect. It incorporates data that appears on the 1105 form.

Provide the “Project Name” and select from the “Agency Request for Project Administration” dropdown

list whether the project will be administered by “DAS/CS” or “Agency Administered”. Upon completion,
click the “Submit” button to start the process.

Capital Project Initiation Request

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

* Project Name: @

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

v]
Administration:

Print Check Spelling Submit Save Draft Cancel

Depending upon how the project administration question was answered, the Process Initiator will be
directed to fill out the required portion of Form 1105 — Capital Project Initiation Request.

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.

OIS Processes Documents Contacts Cost Schedule

Processes
|| 105 Project Intake Request W [ledit | Add View All Proje
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) Artached Processes (0) Attached Forms (0) Attached To (0]

General Instructions

Please note for any question in this form, you can hover your cursor over the "?" 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, i.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 Law and executive orders require all agencies to reduce building greenhouse gas emissions to net

zero by 2050. If the Agency answers “Yes” to both questions in the “Building Decarbonization/Green

House Reduction” section of the 1105, it will be required to complete “Form 3110 — Building

Decarbonization & GHG Reduction - Acknowledgement of Compliance” before the subject 1105 can be

fully executed. If applicable, Form 3110 will automatically be initiated at a later step in the 1105 process.

Please refer to Section 8.14 of this User Guide for instructions on how to compete Form 3110.
Building Decarbonization/Green House Gas Reduction

-~

State law and executive orders require all agencies to reduce building greenhouse gas emissions to net zero by 2050 (Public Act 25-125). All new construction and major renovations must be

designed to achieve zero GHG emissions, and existing state buildings must be retrofitted to eliminate fossil fuel-based systems. Capital projects are expecied to align with these goals

wherever feasible. If you answer “yes” to both of the following questions, you will be required to complete an Acknowledgement of Noncompliance before proceeding with the 1105,
* Energy Using Systems:

Does this project invelve installation, upgrade, or replacement of heating, cooling, hot water, or other energy-using systems?

-- Please select an option -- hd |

* Fossil Fuel Systems: Will any fossil-fuel based systems within the scope of work (e.g., boilers, water heaters, emergency generators, commercial kitchen eguipment)
remain in use after project completion?

|-- Please select an option --

v]

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, you will also need to provide the “Encumbrance”, which is total amount reserved

from the amount allocated by the State Bond Commission for the specific project in which the Client
Agency is submitting a Capital Project Initiation Request. The “Funding Source” will need to be provided
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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 [

3
Grand Totals 0.00 0.00 0.00
(0 iterns)
Federal 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,
# Funding Source B Description B Awarded/Authorized B Received/Allocated [

3
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 TUC 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.

n Take Action Check Spelling Print Copy Delegate Save Cancel

Add Comment

O private

e

If you selected “Interagency”, you will also be required to either select an individual with an active TUC
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 TUC to allow them the ability to review and
comment on the 1105 submission.
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*  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 TUC accounts will have the ability to edit the
draft 1105 submission in TUC. Individuals without TUC 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

] mothy {Department of Administra

E - Construction Services)
Ruseell Craig (Department of Administrative onstruction Senvices) m
== o=

<

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.

Interagency Review (Interagency Reviewer)

The Interagency Reviewer will receive an email from TUC 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 TUC,
if you have an active TUC account, select the “My Home” tab and click on the “Instance” column link for
the subject project under “My Processes”.

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

My Home Projects Forms Processes  Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Subject T2 |Step T4

M

Project T4 | Instance

*B]-C5-1005 - DAS Tst
=B i e T 1105R-13 1105k BI-C5-1005 Interagency Review
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After opening the process instance, click on the “Comments” tab to review comments provided by
previous actors. Then return to the “Details” tab to review and, if applicable, edit the submission.

Cetailz: = Comments (1) Documents {1) Arntached Processes [0)  Attached Forms [0) | Attached To (D)

Private | Comment

Craig Russell, Department of Administrative Services - Construction Services

“ake Private Please review and revise,

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 TUC.

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

L_I'| File Name

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 TUC. The latest version of the project budget edits
will have the highest version number.

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 TUC 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 TUC as notification that the Capital Project
Initiation Request has been submitted for them to take action.
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To access Form 1105 for review and approval, the ADPM can either click on the link provided in the email
or log into TUC, 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 aclio

Processes Documents Contacts Cost  Schedule Reports
Unfinished Drafts | Import Processes
Processes
|| 1105 Project Intake Request VI Edit | Add View A njects -
Export -

Project Current | Date

Name = Process | Current Actors Step Submitted Most Recent Comment

ifer Vig t, Peter rm 1105 to acguire t vices of a CA for th

*g1-2B-TEST - | 1105 - ,.?r‘nfr:r v =,ne_au t, Pete . I Form 1105 to uire -r‘e sevices o or the

Test Project |8 Simmons, Craig Russell, Sarah ADEN 0.25.2023 & e Hazardous Abatement Program has been

A Tierney, Amy Sowitcky submitted for your review and approval

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

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

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

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

|lJ

File MName

0 IE 1105 Project Budget.xlsx {versicn 5) I
- Properties | Download (17.2KB) | Redline | Edit

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”.

CT DAS Management Review 8 Approval

If the propesad praject is DAS Administered then this section must be completed in ifts entirety by the ADPM assigned to the proje

If the proposed project is Ageney Administered, then the ADPM assigned to the praject must provide data input fer the AL
Adrministrator”, and the “Document Falder Template Praject™.

-- Pigae Liiact An OONOn - .‘,!

Plaste Saiedt an ogdion il

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

e "Revise" if the project requires the User Agency to revise the 1105 for resubmission.

e "Approve" if the content of the 1105 is approved and ready for the Agency Authorized Signatory and
the Deputy Commissioner for review and approval.

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

Once you have made your selection from the dropdown list, click the "Take Action" button. After
selecting the "Take Action" button, a comment prompt will appear, where you can provide a reason for

your selection, if applicable. After providing a comment click the appropriate button (Revise or Approve)
to move the 1105 to the next step in the process.

* Add Comment

[ private

Check Spelling Cancel

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

*Project Creation Project

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

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

I‘ 105 Project Intake Request il IEc't Add View All Projects -
Export ~

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

*BI-2B-TEST - Test Progject | 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.

I Details Comments {:I:-I Documents (1) Attached Processes [0) Attached Forms [0) Attached To (D)
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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.

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

A o fversion 5) Checked out by Craig Rusze (Department of

- Properties | Download (39.4KE) | Remove E Chieck: In Administrative 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.

Russeall, Craig

m & Checked out by Craig Russe {Department of

- Properties | Download (39.4KE) | Rermnove | Ediq| Checi 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 :&1
>
<

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 TUC 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 TUC, 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 ||=_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 Cormments [0) Documents (1} Artached Proceszes (0) Atmached Forms () Attachsd To [(O)

_I'| 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 TUC 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 TUC,
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 orections) E
Cibery-Schaab, Deanna [Connecticut State Colleges and Univerities - WICSU) I <
TG, oAl [CONNECHCUT Siate LoNeges and Unventes: - Cosl)

DiPietro, 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 TUC 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 TUC, 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
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Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes

|‘ 105 Project Intake Request bl IEs't Add View All Projects hd
Export ~

Project Current | Date

Mame ~ Process | Current Actors Step Submitted Most Recent Comment

egrag-TEsT - | 110 - Jennifer Vigneault, Peter Form 1105 to acquire the sevices of a CA for the

Test Prc-i;C' - - Simmons, Craig Russell, Sara ADPM 10.25.2023 Statewide Hazardous Abatement Program has been

T L Tierney, Amy Sowitcky

submitted for your review and approval
The AAS can review the 1105 submission in its entirety under the “Details” tab.

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

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

1105 Project Intake Request (1105) - 12

-- Please select an action --

Prajectz *Project Creation Project
Process Document: 1105 -12
Showw Histony Current Actors

Current Workflow Step: Agency Signatory - Agency Administered Show
Workflow Diagram

* Subject: |TE5:

Status: Submitted

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

1| File Mame

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

Capital Project - Agency Authorization

The User Agency Authorized Representative certifies that to the best of my knowledge, information, and belief that the information provided hersin 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 & canstruction 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 3) 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 senvices.

* Capital Project Authorization: O approvel ] Reject

Representative:

* Representative Title: | |

1105 Submission: kdl 06.16.2023

__ Dlezcm celect 2p action - W | |  Check Spellin Print Coj Delegate Save Cancel
= pelling Py eg

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 TUC as notification that the
Capital Project Initiation Request has been submitted for them to take action.

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

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

The Chief Architect/Deputy Commissioner (Chief Architect/DC) will receive an email from TUC 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 Chief Architect/DC can either click on the link provided
in the email or log into TUC, 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

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

Project Current | Date

Name = Process | Current Actors Step Submitted Most Recent Comment

sprza-TeeT 1105 - Jennifer Vigneault, Peter Form 1105 10 acquire the sevices of a CA for the

Test Proi;-:' o - Simmens, Craig Russell, Sarah ADER 10.25.2023 Statewide Hazardous Abatement Program has been

T - Tierney, Amy Sowitcky subrmitted for your review and approval

The Chief Architect/DC can review the 1105 submission in 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 Step: Agency Signatory - Agency Administered Show
‘Workflow Diagram
* cubject: Test
Status: Submitted

I Details Comments [0) Documents {1} I Attached Processes [0) Attached Forms [0) Attached To (D)

| L] | File Name

|_|I 3 | 1105 Project Budget.xisx {version SI
- Properties | Download (17.2KB] | Redline | Edit
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Upon completion of the Capital Project Initiation Request review, scroll down to the bottom of the page
and read the instructions for and complete the section entitled “Capital Construction Project — DAS
Approval”, then select either “Approve”, “Revise” 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 submissicn 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 battom 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
Authorizi

Agency Administere O Approved O Rejected

Authorizi

* Deputy Commissioner |
Authaorization:
1100 Daiaac-

l- Plegee celect 2naction V' | | chek Spelling Print Delegate Save Cancel

* |If “Revise” was selected, a comment prompt will appear to provide direction to the ADPM on what is
required to complete your review. After adding your comment, click “Revise” to return the
submission to the ADPM to 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 TUC 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 TUC, 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 TUC.

Upon receipt of the project number assignment, CSS will log back into TUC, 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 TUC. 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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8.13 Capital Project Initiation Request CEPA Review (Environmental Services)

The Environmental Analyst (EA) will receive an email from TUC 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 TUC, 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 adinn,

Processes Documents Contacts Cost Schedule Reports
Unfinished Drafts | Import Processes
Processes
|“:5 Project Intake Request VIE:'t Add View All Projects hd
Export -

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

i via & Datar e 1105 0 acaUire the sevices af 3 CA far the
p12e-esT | 1105 - f-rnfer v I___ne_a_l t Peter o U Form . 05 to acquire the sevices of a CA for the
Test project | & Simmens, Craig Russell, Sarah ADEK 0.25.2023 Statewide Hazardou ent Pragram has been
e Tierney, Arny 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 -- W

Project:

Process Document:

Current Workflow Step: Agency Signatory - Agency Administered Show
Workfloww Diagram
&3 Subject: |Tes:
Status: Submitted

IDe'taiIs Comments (0) | Documents (1 ;I Attached Processes (0) | Attached Forms (0) | Attached To (D)

|l J|File Mame

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 TUC. 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. 22a-1a-
1{2) of the CEPA Regulations?:
* |nitial Environmerta Upload Initial Environmental Review/CEPA ERC for the subject project.
Review/CERA: I Drag and drap file here I or | Browse Computer Browse e-Builder
|1 submit v || Take Action | Check Spetling

The 1105 Project Intake Process is now complete. A copy of the executed Form 1105 will be distributed,
via email through TUC, to all process participants and to the subject project file folder.

8.14 Form 3110 - Building Decarbonization & GHG Reduction Acknowledgement of Noncompliance
(Process Initiator)

The Process Initiator will receive an email from TUC as notification that they are required to complete
Form 3110 — Building Decarbonization & GHG Reduction Acknowledgement of Noncompliance as part of
the Capital Project Initiation Request process for the subject Project.

To access the process instance either click on the link provided in the email or log into TUC, 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 actiun,

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes

Processes
|‘ 105 Project Intake Request VIEc"t Add View All Projects -
Export -

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

. R e 1105+ arnie Hhe cavicee of 5 CA For Fhe
Rl IRTL __E.-rnfr:r v :___I'IE-a_I t, Peter . S Form : 05 to acquire the sevices of a CA for the
Test Proiect o Simmoens, Craig Russell, Sarah ADPR 0.25.2023 v b ent Program has been
A I Tierney, Amy Sowitcky submitted for your review and approval

Review the “General Instructions” and the “Bldg Decarbonization & GHG Reduction Requirements” and,

if applicable, revise the “Project Description and Special Requirements” field in the “Project Information”
section.

Project Description and Special Praovide a brief project narrative in 2,000 characters or less. If a more detailed project description is required, please provide such

Reguirements: @ description in a separate Word document and upload said document to the "Additional Description” field.
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Then, complete the remaining sections for the continued use of fossil fuel based systems.

Fossil Fuel Based Systems Remaining After Upgrade
List and describe all building systems in the proposed project that will continue to rely on fossil fuels (e.g., boilers, water heaters, emergency generators) after project completion,

* Fossil Fuel Rernaining:

Reasons for Continued Use of Fossil Fuel

Clearly describe the rationale for the continued use of fossil fuel. Reasons may include, but are not limited to:

Partial decarbonization due to: Funding er economic limitations, Project scope limitations, Other clearly defined factors
Operational limitations (e.g., high-security or healthcare facilities)

Grid or utility infrastructure constraints

Urgent health or safety concerns

Planned decommissioning or surplus of facility

* Fossil Fuel Reasons:

Justification for Continued Use of Fossil-Fuel
Provide a thorough justification including:
= An explanation of why the proposed design is preferable despite non-alignment with statutery and executive order GHG reduction requirements.

» |Lifecycle cost and GHG emissions comparisons between the compliant (electrified, low-carbon, or zero-carbon) alternative and the proposed design.
= Any additional supporting technical, budgetary, or schedule constraints that support the decision.

* Fossil Fuel Justification:

Upon completion, scroll down to the bottom of the page and click the “Take Action” button.

Note: If the Chief Architect has any questions, comments, or concerns regarding the submission, it will
be returned to this step for re-submission. If Form 3110 has been returned for re-submission, please
refer to the "Comments" tab for further instruction and proceed accordingly. If the Chief Architect
accepts the responses provided, Form 3110 will be forwarded to your previously selected Authorized
Signatory for signature.
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Section 9: 1105R Project Revision Request

9.01 Accessing the Process

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

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

My Home

Projects Schedule Reports

Processes
Processes Initisted by Me v | Bt | A Ve I : 'I
Export -
Project Name = | Process Type Process | Subject Current Step  Date Due
9.02 Project Revision Request Submission (Process Initiator)
Click the “Start Process” button.
Processes FOr |«si-cs-1005 - DAS Test 5 -

Filter Processes

Start Process

() Processes In My Court ® Al Processes

hl P Crafitd Openl_Finished

Search In () Processes Initiated By Me

Type of Process | All Processas

All Statuses W

Containing Text | |

Status

Click on the “1105R Project Revision Request” link to start the process.

Start a process on *BI-C5-1005 - DAS Test 5

Processes Cancel
|PTDCES MName | Description
1105k Project Import (SRPI) For DAS USE OMLY, Import 1105 data from the 1105k report for Client Agency revision.
I 1105k Project Revision Request {1103R) 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 "Na”.

Was an original or revised
1105 submitted by the Client
Agency through eBuilder for

this project?

|| -- Please select an option -- <

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

If the 1105 information for the subject project was not entered into TUC 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
TUC and DAS can import that submission back into TUC 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 TUC will be
imported back into TUC 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 TUC as notification that the Capital Project Initiation
Request is ready for them to prepare the revised 1105 for submission in TUC.

To access the Capital Project Initiation Request for revision, either click on the email link or log into TUC,
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 Cost  Schedule Reports e

Welcome, Craig! v Edit My Home
My Processes
Project T2 |Instance T4 | Subject T% | Step T2 | Date Due T4 | Requested Com... T%
;EI;§E~ - DAS Test] smpl-3 11058 BI-C5-1010 id:ﬂe;slgce_d[hs

If the Client Agency answered “No” to the question “Was an original or revised 1105 submitted by the
Client Agency through TUC”, then either no data will be imported (the project does not exist in TUC), or
if DAS/CS entered the data for the subject project into TUC 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 TUC”, 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 (CS) that is necessary for

project planning. State User Agency Representatives are REQUIRED to consult with the DAS/CS about their Budget formulation for any Capital Project prior to submission
of a Capital Project Initiation Request (1105).

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

* Project Name: @

*BI-C5-1010 - DAS Test Project |

* Project Address:

* City:

Agency Request for Project
Administration:

DAS/CS Building Number: @ |2:3.457- |
Land Mumber: @ |233.5,? |
CAPEX Number: @ [23cscuonz |

* Project Description and Test Project

Special Reguirements: a

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

Upload 1105 Project Budget Detail spreadsheet for the subject project.

* 1105 Project Budget: @ I'_'.":; and drop file here I:-r Browse Computer Browse e-Builder
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c. Complete the Financial Information section. Be sure to hover over the “?” next to the respective field
for an explanation of what information is to be provided. For each line item, 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.

= Import  Delete

State Funding

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

o

State Funding

[
i —
L 1

—

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

O private

e

If you selected “Interagency”, you will also be required to either select an individual with an active TUC
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
O'Brien, Timothy (Department of Administrative Services - Construction Services)
f.._ISSE' , Craig (Depariment of Administrative Services - Construction Services ]

<

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 TUC: https://gov.e-builder.net.

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

-, -
§2 e-Builder. NG crussell3 -
My Home Projects Forms Processes Documents Contacts Cost Reports ik
Processes
Processes Initated by Me w | Bt | Add Wie I 'I
Export -
Project Mame = | Process Type Process | Subject Current Step | Dafte Due

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-c5-1005 - DAS Test 5 -
Filter Processes Start Process
Search In (O Processes Initiated By Me O Processes In My Court @ All Processes
Type of Process | || All Processes v || orart B open ( Finished
Status All Statuses v

Follow the “General Instructions” and complete the “On-Call Selection Request” section and upload the
required documents, and only the required documents, from the list below to the “Documents” tab
based on the project administration and task assignment type.

DAS Administered Projects Task Assignments (PM):
e Form 1105 — Capital Construction Project Request (Fully Executed).
e Form 1135 - On-Call Selection Request (Draft - Word format).
Agency Administered Projects Task Assignments (CSS):
e Form 1105 — Capital Construction Project Request (Fully Executed).
e Form 1135 - On-Call Selection Request (Draft - Word format).
Supplemental Task Assignments (PM):
e Form 1105 — Capital Construction Project Request (Fully Executed).
e Form 1135 - On-Call Selection Request (Draft - Word format).
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e Supplemental Task Justification Memo (If subject On-Call Contract is expired).

e A copy of all previously executed task letters.

To upload documents to the “Documents” tab, click the “Attach Documents” button.

Documents (3} | Attached Procssses (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.

(1)

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 -- v

* Consultant Fee:

* Request for Multiple f a Consultant has already been assigned this task and after the scope review meeting it was determined that the total Consultant Fee will be
Solicitations?: geeaterthan or equal in $300,000 anquer et o solci multinle wendors oibenuise ansuer Thin”,
%
* Supplementa Taskz @ I\Jo ~ I
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10.03 ADPM 1135 Review (ADPM)

The ADPM will receive an email from TUC 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 TUC, 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 12 | instance 14 | Subject T4 | step

Welcome, State of Connecticut! ~BI-C5-10710 - DAS Test Project TLVZ-1 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} | Attsched Processes (0) | Attached Forms (0] | Attached To (0]

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

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

Construction Services

Russall, Craig
O ] (version 1) (Department of
Remawve | Edit Adrir ive Servic

Construction Services

Properties | Download [35.95B] |

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

O private

Check Spelling Cancel

10.04 PM Revision —1105/1135 (PM)

The PM will receive an email from TUC 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 TUC, 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 T4 | Instance 1% |Subject 1% | Step T2

sBacky Test Broject G090-13 6010 Bid Release Form | 03 - ADPM: Approve
=y TestFrojed A for BI-RCTEST-999 Bid Release Form

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

5 - Architect Request 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.

Cetailz I Comments (2) Documents (3} I Attached Processes (0] | Attached Forms (0] | 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 out by Craig Busse
Download (57.4KE) | 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 TUC 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 TUC,

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

Welcome, ADPM!

My Processes

Announcements Project 12 | instance 14 | Subject T4 | step

*B|-C5-10710 - DAS Test Projec TLVZ -1 S~ - On-Call STR Request ADPM 5 Review
Welcome, State of Connecticut! BI-C5-1010 - DAS Test Project BI-C5-1010 - On-Call 5TR Request \DPM 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} | Attsched Processes (0) | Attached Forms (0] | Attached To (0]

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

(| File Name Attached By
Russell, Craig
] "L BI-CTC-686 NWCC_BrdgRef 1105_230918.pdf (version 2} (Department of
' Properties | Download (570.7KB) | Redline | Stamp | Remove Administrative Servic
Canstruction Services
Russell, Craig

0 .,l£1._ 1135_OnCallSel.docx (version 2} {Department of
i Properties | Download [(56.2KB) | Redline | Mest Recent | Remaove Adm ative Servic

Construction Services

Russall, Craig
0 = (version 1) (Demartment of
Properties | Download [35.95B] | R

emove | Edit

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: I;- 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 -- > 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

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

Welcome, ADPM!

My Processes

Announcements Project T2 | Instance 12 |Subject T4 | Step

*BI-CS-1010 - DAS Test Projec TLVZ -1 051010 - On-Call STR Bequest 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, 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 Consultant with the lowest responsible fee from the list of Consultants to be assigned to the task.

After the lowest responsible fee 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: @

* Consultant Fee:
10.07 On-Call Assignment (CSS)

CSS will receive an email from TUC 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 TUC, 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
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 TUC 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 TUC 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 TUC, 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 14 |Instance T4 | Subject T4 | step 1%
*Backy Test Project 5010-12 a010 Ej:_l_%s :-_3 - ADPM: A_.p:rc‘-;e

/ for BI-RCTE Eid Release Form
*BI-C5-1005 - DAS Tst - BI-C5-1005 - On-Call P R

- TL-5

Architect Request 11051135
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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:

Process Document:

Current Workflow Step:

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

Overall Due Date:

| Submit

*BI-CS-1010 - DAS Test Project

Histary

Cument Actors

DAS Fee Transfer Show Workflow Diagram

Step Due Date:

* Subject: *BI-CS-1010 - DAS Test Project (TLV2 - 8)
Status: Pending
Details | Comments (0] Documents {0) | 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 TUC 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 TUC, 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 actiun

My Home Dashboard

Projects Forms

Planning

Processes Documents Ca

Welcome, PM!

My Processes

Project % | Instance % |Subject % | Ste :
Announcem ... : s T2 | subi T2 |Step T2
ents B —— BI-C5-1010 - Closeout ion
i Package
faclcome, State of *B-CS-1010-DasTest | BI-C5-1010-On-Call | PM Prepare Task
o_nrlwec foue Project i STR Request (TLW2 - 1) | Letter Package

After opening the process instance, read the “General Instructions” and then click on the link in the “Task
Letter — Draft” field, provided under the “Task Letter Submission Package” 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.

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

hitps://gov.e-builder.net/daz/dalanding.aspx7Q5=a30a3 1800032467 3ab4550a24275chb34

Proceed with scheduling the scope review meeting with the Consultant and Client Agency and begin
preparing the task letter package for submission.
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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 Solicitaticns 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 equal to $300 000 answer "Yes" to solicit multiple vendors, otherwise answer "No".
I -- 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 fee 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.

After you have prepared the task letter submission package, return to the process instance, complete
the “Task Letter Submission Package” section by checking off each the applicable documents being
submitted, based on task letter submission type.

Task Letter Submission Package

* Task Letter Checklist [/ Form 1105 - Capital Project Initiation Reguest (most current version - signed)

Documents: @ () Form 1135 - On-Call Selection Request (signed)
O Funding Verification
) Consultant Proposal
() Task Letter Draft [Word)
SPRE Task Letter Checklist fthe value of the subject task assignment, or the cumulative value of all task assignments with a Consultant on the same Project is greater than or

Documents: equal to $300,000, then also include the following documents with your task letter submission:

U Form 2260 - SPRE Task Letter Memo
() Form 2262 - Checklist of Supporting Decuments
() Farm 1130 - Project Budget (If there has been a change in the budget since 1105 was issued).
() Task Letter Log (Provided by C35)
Supplemental Task Letter A Supplemental Justification Memo is only required if the subject On-Call Contract is expired.
Checklist Documents: @ (Ca copy of each previously executed task letter made to the Consultant on the subject Project.
) Supplemental Justification Memo (if applicable, signed)
Task Letter - Draft @ Paste link to the subject task letter assignment “Draft” file folder,

Then, click on the link in the “Task Letter — Draft” field to open the Consultant’s On-Call Task Letter file
folder to upload the task letter package into TUC.

Task Letter - Draft: @ Paste link to the subject task letter assignment "Draft” file folder.
+ffgov.e-builder.net/da2/dalanding.aspxFO5=233023 18000324 673ab4550a24275ch34d
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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

Project Documents

*BI-C5-1010 - DAS Test Project -
Folders | ‘L'U :: Documents ', 12 Task Letters \ 1 - STR-0035_T1 \\ Draft [
Pr'oject Menu Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private
N 2 Detail | 09 Construction - [) | Mame
etails !
. - Phase(0] Delete | Move | Copy | Download | Check Out | Send | Fill Qut Form | Comg
'@ Planning W
il
Forms {10 5C and Closeout
y  ¥= lssues | Phase[17] @) [ 1135_OnCaliSel.docx (version?)
N i "~ Download (57.1K8} | Redline | Compare With | Send | Properties | Edit
o{s  Processes E |
v (B Documents I 11 Contract-
Access History Amendment-Legal[(]
=71 12 Task Letters[4]
Sent Items ; ) [ BI-CS-1010_105.pdl fresion 1)
w Document Log _J" ] : Download (197.1KB) | Redline | Stamp | Compara With | Send | Properies
FolOeT Perasssia | 1-5TR-0035.T1[3]
BIXC5=1010.] Find Deleted ~—- ) Draft[3]
Documents i .
- i [ Finallo]
= Schedule g o)~ BI-CS-1010_STR-0045_1135_T1.pdf (version 1)

After the required documents have been uploaded, return to TUC to enter the line item detail for the
pending task letter commitment into the project budget. To enter the pending task letter commitment
into the project budget, first click on the “Projects” tab, then select your project from the “Active
Projects” dropdown list.

Projects Forms Processes Documents Contacts Cost  Schedule Reports

Hidden Projects

Projects

| Active Prajects View bl |E:'1 Add View |-'_ Projects i |

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

&% e-Builder

v | Cost
My Home | Projects Cost Summary

Funding Sources
I Budget DetaiISI

Project Menu

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 81 of 343
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: Show Filter Add

Change
Amount

Ol#a Description Reason For Change Applies To Status Date Of Change

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 One at aTime = Cancel

Input the total value of the On-Call Consultant Fee in the “Change Amount” column for the appropriate
On-Call line item (2.130, 7.0, 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 Construction .. | 03.100 0.00 0.00 Add 0.00 &
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 &
Total Equipment (05.000 030 030 Add 0.00 4 4
Total Telecommunications | 06.000 0.00 0.00 Add 0.00 4 4
Total Studies (Pre-Design... | 07.000 0,00 0,00 Add 0,00 4 4
Total A/E {Design Phase, ... | 08.000 0.00 0.00 Add 0.00 &
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 Pending Make Projected Request Approval Approve
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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: : i)
|5.|:"T't bl | | Take Action I

Note: The total value of the budget change and the subject task commitment will be approved once the
task letter is executed and stamped “Commission”. After the task letter is executed, the PM should
proceed to Section 17 to enter the Scheduled of Values (SOV) for the subject task assignment and/or
Section 17A to enter the SOV for the Consultant Contingency, if applicable.

Support Services Review (CSS)

CSS will receive an email from TUC 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 TUC, 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
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.

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 TUC that the task letter package has been returned,
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and the task letter package will also appear in TUC under “My Processes” within the “My Home” tab in
TUC.

The PM can either click on the email link to connect to the subject process instance in TUC, or the PM
can access the process instance by logging into TUC, 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

Welcome, PM! A

My Processes

AnnNouncem .. A T2 | Instance 1% |Subject 14 | step 8

ents *BI-C5-1( . BI-C5-1010 - Closeout | PM Reconciliation
Project e Package Review

Welcome, State of S
' i . BI-C5-1010 - On-Call -
: 355 - M Revision
Connecticut! x352-3 STR Request (TLYZ - 1) PM Revisi

= Bnildar sealem s e

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

I Details Comments (0} I Documents (0} Attached 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 TUC, direction will have been provided under the
“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 TUC, scroll down to the “Task Letter Submission Package”
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 - Draft: Paste link to the subject task letter assignment "Draft” file folder.
hitps:/fgov.e-builder.net/da2/dalanding.aspx?5=a30a318000324673ab4550a24275ch34
Folders ‘ L=l o Documents \, 12 Task Letters \ 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
— I R [
| - - O ‘NameA
-
) Delste | Mowve | Copy | Download | Check Out | Send | Fill Cut Form | Compare
09 Construction
Phase[0] ) 0O 1135_OnCallSel.docx (version 7)

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

e 0 BI-C5-1010_1105.pdf (version 1)

1 C n C n - = B = - . - .
05C and Closeout Download (197.1K8) | Redline | Stamp | Compare With | Send | Properties

Phase[17
asell7] 0O BI-C5-1010_STR-0045_1135_T1.pdf (verzian 1)

o Download {22.0K8) | Redline | Stamp | Compare With | Send | Properties
11 Contract- I BI-C5-1010_STR-0045_T1_Funds.pdf (version 1)
Amendment-Legal[0] Download {25.7KS) | Redline | Stamp | Compare With | Send | Properties

= 12 Task Letters[7] T0O BI-CS-1010_STR-0045_T1_Proposal.pdf (versicn 1)

Download (547.2KE) | Redline | Stamp | Compare With | Send | Properties
-}
e —— - W) BI-C5-1010_STR-0045_TLT1_DRAFT.dDOK [version 2)
STR-0035.T1[E] U Download (458.7KE) | Redline | Compare With | Send | Properties | Edit
Draft[6]
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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 Task Letters[7] %) ( BI-C5-1010_STR-0045_T1_Proposal.pdf (version 1)

Download (547_2KB) | Redline | Stamp | Compare

With | Send | Properties

o = - —  BI-CS-1010_STR-0045 TLT1_DRAFT.docx (wersion 2)
1 - STR-0035_T1[5] - (Rl s e N
Download (468 7KB) | Redline | Compare With | Send | -'c:ner..E:
Draft[6]

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

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 |

(]

|---|---tl---l---1---|---2---|---3---|---4---|-‘-5---|---6-|_‘-|‘--|---
/
5/13/2024

Contract No.: OC-DCS-STR-0045
Task Nn T1

o 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] %) () BI-C5-1010_STR-0045_T1_Proposal.pdf (version 1)

Download (347.2KB) | Redline | Stamp | Compara Wi

th | Send | Properties

BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version Z) Checksd out by PM Ruszell
@0 STR-0045_TLTY. : )

- STR-0035_T1[8] — Download [468.7KE) | Redline | Compare With | Send | Properties | Edit

Draft[6]

After all revisions have been incorporated, either within or outside of TUC, 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 li
[nttosy,

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

px?05=2330a315000324673ab435(

Submit hd |I Take Action I

w.e-builder.net/daZ/dalanding
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The ADPM will receive an email from TUC 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 TUC, 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,

Dashboard

My Home

Projects

Planning Forms Processes Documents Ca

Project
Announcem .. rofec

ents

Project

*BI-CS-1010 - DAS Test

Welcome, ADPM! A

My Processes

14 |nstance 1% | Subject 14 | step 14

Bl-C5-1010 - On-Call

#3533 SR Request (TLY2- 1)

ADFM 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.

Details | 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.
hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a24275ch34

Projects

Planning

Forms

Processes Documents Calendar Contacty

Project Documents [=ics-1010- pas Test project -
Folders T | = 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 g . O [ame~
ol
i . Delete | Move | Copy | Download | Check Cut | Send | Fill Qut Form | Compare
{09 Construction
| Phase[0 i
i . U With | Send | Properties | Edit
o
| ) [ BI-CS-1010_105.pdf frersion 1
| 10 5C and Closeout . Download (197.1KE) | Redline | Stamp | Compare With | Send | Properties
| Phase[17] o
i il BI-C5-1010_STR-0045_1135_T1.pdf [version 1)
-J Download (82.0KE8) | Redline | Stamp | Cornpare Send | Properties

11 Contract-
Amendment-Legal[{]

7] 12 Task Letters[7]

1- STR-0035_T1[8]
Draft[6]

0 BI-CS-1010_STR-0045_T1_Funds.pdf |version 1)
Download (35.7KB) | Redline | Stamp | Compare With | Send | Properties

%) () BI-CS-1010_STR-0045_T1_Proposal.pdf frersion 1

Download (547_2KB) | Redline | Stamp | Compars With | Send | Properties

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

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

Ui}
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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] %) ( BI-C5-1010_STR-0045_T1_Proposal.pdf (version 1)

=

Download (547 2KE) | Redline | Stamp | Compare With | 5end | Properties

i |:|I BI-CS-101 D_ETR—GMS_TLTLDRAFT.I:EO-C}{ [wersion Z)

Download (468 7KB) | Redline | Compare With | Send | ?'c:ner..E:

1- STR-0035_T1[6]

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 New Tab References Mailings Review View Developer Help ACROBAT | & |

[El 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

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

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

Download (547.2KB) | Redling | Stamp | Compars With | Send | Propertiss

BI-CS-1010_STR-0045 TLT1_DRAFT.docs [version 2)] Checked cut by PM Russell
¥

= R-CJ;S_T'I [C' — Download [468.7KE) | Redline | Compars With | Send | Properties | Edit E’e:k n I

Drraft[6]

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

Comments (0} Decumsants {0} Attached 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
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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
|rtt:s:_-"_- v.e-builder.ret/daZ/dalanding.aspx?Q5=230a315000324673ab4550
[submit ~ || Take Action I

10.13 Legal Director Review/Legal Assignment (Legal Director)

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

If the cumulative value of all task letters is less than $100,000:

The Legal Director will receive an email from TUC as notification that the task letter package has been

submitted for their review and signature.
To access the process instance, either click on the link provided in the email or log into TUC, 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 actir.:n

Forms Processes Documents Contacts Cost §

My Home Projects

Welcome, Craig!

My Processes

Announcem ... Project T2 |instance 7% | Subject 1% |step 12

ents

A e 3
Agency Legal

Director

k3
[
L
i

Welcome, State of

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: @ Faste link to the subject task letter assignment “Final” file folder.

dalanding.aspx?Q5=330a318000324673ab2550a24275ch34

hittps://gov.e-builder.net/daz2/
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Projects Planning Forms Processes | Documents Calendar Contacty

PrOJect Documents |[-si-cs-1010- Das Test project M
Folders | '|__ | Documents Y, 12 Task Letters \, 1 - STR-0035_T1 ', Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL
.a L g ) . O | name=
s
i . Delete | Move | Copy | Download | Check Out | Send | Fill Out Form | Compare
08 Construction
Phase[0] ] 0O 1135_OnCallSel.docx |

Download (57.1K8) | Re

‘With | Send | Properties | Edit

BI-CS-1010_1105.pdf {u
10 5C and Closeout 20

Download (197.1KB) | Redline | Stamp | Compars With | Send | Properties
Phase[17
i ase[17] 0 BI-CS-1010_STR-0045_1135_T1.pdf
= " Download (32.0K8) | Redline | Stamp | Compare With | Send | Properties
11 Contract- 20O BI-CS-1010_STR-0045_T1_Funds.pdf [version 1)
Amendment-Legal[] Duownload (85.7KB) | Redline | Stamp | Compars Properties
= 12 Task Letters[7] TN BI-C5-1010_STR-0045_T1_Proposal.pdf | )
" Download (547-2KB) | Redline | Stamp | Compa h | Send | Propertiss
1
L4 eTRm2 - ) BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version Z)
STR-0035_T1[8] U Download (4565.7KB) | Redline | Compare With | Send | Properties | Edit
Draft[6]

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] ' BI-C5-1010_STR-0045_T1_Proposal.pdf (version 1)

Download (547.2KB) | Redline | Stamp | Compara

th | Send | Properties
o gl |

BI-CS-1010_STR-0045 TLT1_DRAFT.docx [version )

Download (468.7KB) | Redling | Compare With | Send | Properties

1- STR-0035_T1[6] i [
| Draft[6]

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 | = |

ﬂ-z_—;‘l Save [ Open =
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
.---.---E---.---1---.---z---.---3---.---4---.---5--- B e L
5/13/2024

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

o The author would like you to open this as read-only, unless you need to make changes. Open as read-only?

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

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 89 of 343

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] %0 BI-CS-1010_STR-0045_T1_Proposal.pdf {versicn 1)
" Download (347.2KB) | Redline | Stamp | Compars With | Send | Properties
.J.
| 1-STRD 035 T1[6) WEI BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version c_la_l'e:l:s:l out by PA Ruszell I

Download (468.7KB) | Redline | Compare With | Send | Properties | Edit E'eck n I
Draft[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: @

o the subject task letter assignment "Draft” file folder.
v.e-builder.net/da2/dalanding.aspy?05=a30a3180003246732b4550

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

If the cumulative value of all task letters is greater than or equal to $100,000:

The Legal Director will receive an email from TUC as notification that the task letter package has been
submitted for Legal review and, if applicable, SPRB review.

To access the process instance, either click on the link provided in the email or log into TUC, 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

€ hmils W | Take Action Check Spelling Frint

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

Add Commaent

Add actors to the next step

10.14 OLAPP Task Letter Review — SPRB / Non-SPRB (OLAPP — Paralegals)

The Paralegal assigned to the project will receive an email from TUC as notification that a draft task letter
package has been prepared for Legal review.

To access the process instance, either click on the link provided in the email or log into TUC, 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 Forms Processes Documents Cont3

Welcome, Craig!

My Processes

Project 4 | Instance T4 | Subject T2
Announcem ... ' T2 2 | Subi -
ents . BI-C5-10710 - On-
_E:_":S_,_.;_' DA 353 -3 C R Request
Welcome, State of T TLWZ - 1)

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

Details | Comments (0} Decumsants {0} Attached Processes (0) | Attached Forms (0 | Attached To (D)

Then, return to the “Details” tab, scroll down to the “Task Letter Submission Package” section and make
note of the documents that are checked off as being submitted for review:

Non-SPRB — Task Letter Checklist Documents
SPRB — Task Letter Checklist Documents + SPRB Task Letter Checklist Documents
Supplemental Task Letter — Include Supplemental Checklist Documents with Non-SPRB or SPRB
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Task Letter Submission Package ~

Task Letter Checklist ] Form 1105 - Capital Project Initiation Request (mast current version - signed)
Documents: @ [ Form 1135 - On-Call Selection Request (signed)
O Funding Verification
O consuttant Proposal
] Task Letter Draft (Word)
SPRE Task Letter Checklist f the value of the subject task assignment, or the cumulative value of all task assignments with a Consultant on the same Project is greater than or
Documents: equal to $300,000, then also include the following documents with your task letter submission:
[_J Form 2260 - SPRB Task Letter Mema
[ Form 2262 - Checklist of Supporting Documenits
JForm 1130 - Prgject Budget (If there has been a change in the budget since 1105 was issued).
[ Task Letter Log {Provided by C55)
Supplemental Task Letter A Supplemental Justification Memo is only required if the subject On-Call Contract is expired.
Checklist Documents: Oa copy of each previously executed task letter made to the Consultant on the subject Project.
] supplemental Justification Memo (if applicable, signed)

To view the documents submitted by the PM, click on the link provided in the “Task Letter - Draft” field,
to open the subject Project On-Call Task Letter file folder.

Task Letter - Drat: B Paste link to the subject task letter assignment "Draft” file folder.
hitosy/gov.e-builder.net/da2/dalanding.aspx?Q5=a30a3 1800032467 3ab4550a2427 5cb34

Projects Planning Forms Processes Documents Calendar Contacty

PrOJeCt Documents |s-cs-1010- Das Test Project -
Folders | ',_'I_I :: Documents Y, 12 Task Letters \, 1 - STR-0035_T1 \ Draft
Expand All | Collapse All | Refresh Al Upload | Properties | Subscriptions | Copy To Clipboard: Private URL

... L s L g g . O [ame~

D]

Deletz | Move | Copy | Down

I . ad | Check Out | Send | Fill Out Form | Compare
09 Construction

Phaseld] @ ) 1135 OnCaliSel.docx ¢ . B

i Download (57.1K3) | Red are With | Send | Properties | Edit

o]

I N 20 BI-C5-1010_1105.pdf (version 1)

05C and Closeout . Duwnload (197.1KB) | Redline | Stamp | Compars With | Send | Properties
Phase[17

i (7 o0 BI-CS-1010_STR-0045_1135_T1.pdf [version 1)

) -E . Download (32.0KE) | Redline | Stamp | Compars With | S2nd | Properties
11 Contract- 20O BI-CS-1010_STR-0045_T1_Funds.pdf {version 1)
Amendment-Legal[0] : Download (25.7KE) | Redline | Stamp | Compare With | Send | Properties

.J'l ] 12 Task Letters[7] TN BI-CS-1010_STR-0045_T1_Proposal.pdf on 1)

i ) . Download (547_2KB) | Redline | Stamp | Compars With | Send | Properties

= |
: BI-CS-1010_STR-0045_TLT1_DRAFT.di varzion 2)
1- STR-0035_T1[6) Ui} . LT oo [version 2)

[ Draft[6]

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. Ensure
that all of the documents that were checked off as being submitted are complete and have been
uploaded to the “Draft” file folder.

=73 12 Task Letters[7] /) O BI-CS-1010_STR-0045_T1_Proposal.pdf [versicn 1)
Lot Download (547 _2KE) | Redline | Stamp | Compare With | Send | Properties
- o |

BI-CS-1010_STR-0045_TLT1_DRAFT.docx (version 2}
1- STR-0035_T1[6] & - _TL rersion 2

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

| Draft[6]

After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return the process instance to the PM for re-submission by scrolling to the bottom
of the page, selecting “Revise” from the dropdown menu next to the “Take Action” button, and clicking
“Take Action.”
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After clicking “Take Action”, a prompt will appear for you to add a comment. In the “Comment” Section,
provide instruction on the requirements to complete the submission package and click the “Revise”.

Add Comment

[ priyate

Check Spelling Cancel

Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details | Comments (8) | Documents (0) | Attached Processes (1) | Attached Forms (0) | Attached To {0}

If the package is complete, download the Task Letter Package from the “Drafts” subfolder in TUC to a
local folder for the Attorney to review. To download the documents to a local folder, select each of the
documents you wish to download, click the download link, and follow the instructions provided to
choose the location to download the documents.

Projects Planning Forms Processes | Documents Calendar Contacty

PFOJeCt Documents [+a-cs-1010- Das Test Project v
Folders 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 g puy . O | Hame s
i
i . Delete | Move | Copy Check Out | Send | Fill Out Form | Compare
i onstruction —
i <[0] [} ] 1135_OnCallSel.docx
| - — | Download {57.1K3) | Redline With | Send | Properties | Edit
T ] [Br-cs-1010.1105.pat ersion s
- 105C and Closeout | Downioad (197.1KE) | Redline | Stamp | Compars With | Send | Properties
| Phase[17]
i bt [ BI-C5-1010_STR-0045_1135_T1.pdf [versi
= " | Download (32.0KE) | Redline | Stamp | Compares With | Send | Properties
I 11 Contract- bl 3 BI-CS-1010_STR-0045_T1_Funds.pdf [version 1)
i Amendment-Legal[0] ~ | Download (25.7KB) | Redline | Stamp | Compare With | Send | Broperties
- 12 Task Letters[7] b [ BI-CS-1010_STR-0045_T1_Proposal.pdf (version 1)
~ | Download (347.2KB) | Redline | Stamp | Compa h | Send | Properties
-3
| — . . BI-C5-1010_STR-0045_TLT1_DRAFT.docx [version 2)
1-STR-0035_T1[6] L [] et S
b Dowwniload (468 7KE) | Redline | Compare With | Send | Properties | Edit

Draft[6]

Then, notify the Attorney that the Task Letter Package is ready for their review. The Attorney shall
conduct its review and edits with the Project PM and Legal Director using the methods established
outside of TUC for Task Letter review.

Upon completion of their review, the Attorney will notify the Paralegal that the draft task letter package
has been finalized and approved for processing through DocuSign (non-SPRB), or to be processed for
submission to SPRB for review and approval.
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Once the draft Task Letter Package has been finalized and approved, return to the process instance and

click on the link provided in the “Task Letter - Final” field to open the subject Project On-Call Task Letter
file folder.

Task Letter - Final: @ Paste link to the subject task letter assignment "Draft” file folder.
hittpsy//gov.e-builder.net/daz/dalanding.aspx 7 Q5=330a3 1800032467 3ab4550a24275cb34
Upload a copy of the finalized Task Letter Package to the “Final” folder by clicking the “browse” link.
- On-Callz_T#[0] | | | | | | |
Draft[{]

[Finally)

1 Drag and drop files here to upload, u:ur

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.

o
Drag your files or

After the documents have been uploaded, return to the process instance, scroll down to the bottom of
the page and select “Submit” from the dropdown list and click the “Take Action” button to either submit
the process instance to CSS to process the Task Letter through DocuSign (non-SPRB) or to submit the
process instance Legal to prepare the Task Letter Package for SPRB review (SPRB).

SPRB Review (OLAPP - Paralegals)

The OLAPP Paralegal assigned to the project will receive an email from TUC as notification that the task
letter package is ready for SPRB review. The Paralegal should prepare the Task Letter Package for
submission to SPRB using the methods that are currently in place outside of TUC for such review. Once
the Task Letter Package has been submitted to SPRB, the Paralegal should open the process instance in
TUC to enter the SPRB submission details and submit the process instance to the SPRB Hold Step.

To access the process instance, either click on the link provided in the email or log into TUC, 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 Conta

Welcome, Craig!

My Processes

Project 2 | Instance T2 | Subject T2
Announcem ... ' T2 ¢ Subj :
ents A e BI-C5-1010 - On-
—E_ I'—E,. - DS :355-3 Call TR Request
Welcome, State of T TLYZ- 1)
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Scroll down to the “SPRB Review” section and provide the “SPRB File Number” and the date “Sent to
SPRB”. Then select “Submit” from the dropdown menu and click “Take Action”.

SPREB Review

% SPRB File Number: | || |

* Sent to SPRE: : =

10.16 Process Task Letter through DocuSign (CSS)

CSS will receive an email from TUC as notification that the task letter package has been forwarded to
take action and will appear under “My Home” tab in the “My Processes” section in TUC 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. Upon completion, click the “Take Action” button.

10.17 Task Letter Executed (CSS)
CSS will receive an email from TUC as notification that the task letter was processed through DocuSign.

CSS will access the process instance, complete the “Task Letter Executed” section of TUC, 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.

10.18 PO Request (PM)

If a DAS Administered Project, the PM assigned to the project will receive an email from TUC as
notification to submit a request to the Business Office for a PO for the subject task letter.

To access the process instance, either click on the link provided in the email or log into TUC, 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 Conta

Welcome, Craig!

My Processes

Project 4 | Instance T4 | Subject T2
Announcem ... ' T2 z ' E
ents 010 - DAS BI-C5-1010 - On-
_E_ "E._ - DAs x353-3 Call 5TR Request
Welcome, State of T TLYz2-1)

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 95 of 343

Proceed in requesting a PO from the Business Office for the subject task letter, using methods that are
currently in place outside of Trimble. After obtaining the PO Number, enter the PO Number in the space
provided in the “PO Number” section. Upon completion, click the “Take Action” button.

PO Number

PO Number: |I l
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Section 11: Contract and Amendment Process

11.01 Accessing the Process (OLAPP QBS Unit or PM)
Log in to TUC: https://gov.e-builder.net.

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.

My Home Projects Processes Documents Contacts  Cost Reports Setup  +e-

Unfinished Drafts | Import Processes

Processes

| 7989 AA Project Closeout il | IL P - I

A1 A A VT

Next, click the “Start Process” button.

Processes Documents Contacts  Cost Reports Setup ==

Unfinished Drafts | Import Processes

P rOject P rQCesses |BI-CTC-660 - Asnuntuck CC - MEP & FP Re-evaluation & Update v

Filter Processes Start process

Next, select “Contract & Amendment (C&A)” from the “Select Process” dropdown list and click “Start C&A”.

QDO NOT USE - Contract & Amendment (C&A) X

DO NOT USE - Contract & Amendment (C&A)
~  Process for initiating draft DBE, CMR, and Fixed Fee Contracts and Amendments, and initiating

On-Call Contracts for legal review and execution.
Start CEA |

11.02 Selecting the Contract Type (OLAPP QBS Unit or PM)

After clicking “Start C&A”, follow the “General Instructions” and select the type of Contract (CMR, On-
Call, Formal) being submitted for approval from the “Contract Type” dropdown list and click the
“Submit” button.

General Instructions
In the "Subject”™ field above input the "Project Number-Contract Type Document Type”, i.e. BI-2B-101-CMR GMPA.

Contract Type

Contract Type: you are cubmittiog for arocsccing
-- Please select an option -- vI

Print Check Spelling

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals


https://gov.e-builder.net./

0175 TUC Guidance Manual

Page 97 of 343
If the Contract Type selected was On-Call Contract, proceed to Section 11A — On-Call Contract Approval.

If the Contract Type selected was CMR or Formal, proceed to Step 11.03 below.

11.03 Selecting the Document Type — CMR or Formal (OLAPP QBS Unit or PM)

After clicking “Submit”, return to the “My Home” tab. Under “My Processes”, click the new process
instance link on the Project for which a new Contract is being drafted. For Formal and CMR Contracts,
the “Step” name is “Legal Document Type”.

My Home Projects Processes  Documents Contacts Cost Reports Setup -

Welcome, Craig!

My Processes

ANNOUNCe === Project T2 | Instance T2 | Subject T2 | Step 12 Respensible ...
ments

*BI-C5-1070 - DAS
Welcome, State of *BI-C5-1010 - DAS CEACH-11 Test Project - FC PSS Revicw Craig Russell,

Connecticut! Test Project Amend (C8A - 44) Timothy O'Brien

e-Builder welcomes (FC-3)

the State of
Connecticut!

*BI-C5-1010 - DAS

C - Test Project (CRA - Legal Document Craig Russell
45) [ype

*BI-C5-1070 - DAS
For support please Test Project
email support@e-
builder.net

)
]
P

After opening the process instance, select the type of document (Contract, Amendment, WAO) being
submitted for approval from the “Legal Document Type” dropdown list and if the document type is an
“Amendment”, provide the reason code for the amendment. 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.
I—— Please select an option -- hd I
If Amendment, provide Select one of the following from the dropdown list.
Reason Code: I-— Please select an option -- v I
| Submit | Take Action Check Spelling

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

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

11A.01 On-Call Contract Series Selection/Recommendation (OLAPP QBS Unit)

After clicking “Submit”, return to the “My Home” tab. Under “My Processes”, click the process instance
link for the new “On-Call Contact Series” that is being drafted. The “Step” name is “On-Call Process”.

My Home Projects Processes  Documents Contacts Cost Reports

Welcome, Craig!

My Processes

ANNounce == Project T; Instance T; Subject T; Step 1";‘
ments

Welcome, State of
Connecticut!

*Master On-Cal

OC-DC5-Test On-Call Process

When the process instance has been opened, the following “Warning” prompt will appear. Click on the
“Click Here” link in the warning prompt to open the “On-Call Contract Approval” process.

Warning
&8 A draft On-Call Contract Approval has been automatically created]Click here fo provide required information and submit the instance.

Review the “General Instructions” and complete the data input for the “On-Call Contract Series” section.
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 "Take Action” button.
On-Call Contract Series

Provide data input for the "On-Call Contract Series” section below.

* Series Number: (@ |O{Z-DCS-
* Description: |On-CaII
* Award Date: @ E
#* pward Amount: @ :
* On-Call Contract Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents”

Checklist: tab.

[JRFQ Web Advertisement (Form1300) plus any Addenda

DAIpha Long List (Form 1227)

Deallot Summary (Selection/Ratings Calculation Spreadsheet, Ferm 1238 - signed)
[selection Approval Memo (Form 1367 - signed)

[JFarms 330 Parts | and I, plus signature page signed by consultants (from QBS)

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

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

J show Thumbnails | Attach

| O | File Name Attached By

2. Drag and drop files here to upload, or browse,
LN

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

Attach

Print Check Spelling Submit Save Draft Cancel
Select Destination Folder

Documents / 01 On-Call Contract Creation [Default]
* BB pocuments
» @ 01 on-call Contract Creation

» BB 99 on-call Contract

...by clicking the “browse” link and selecting “Upload from your Computer”. Next, click the “Select”
button and then click the “Browse” link to conduct a search for the applicable files on your computer to
select for upload to the default file folder.

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

browse,

= = .
d from your Computer Drag your files or

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

Print Check Spelling Save Draft Cancel

Note: If OLAPP Administrative Support or Legal requires additional documentation and/or information
regarding the subject On-Call Contract Series submission, the process instance will be returned to the
QBS Unit for re-submission. The OLAPP QBS Unit will receive notification of the return, via email from
TUC, that additional documentation and/or information is required.

X, Drag and drop files here to upload, of

Browse

To access the process instance either click on the link provided in the email or log into TUC, 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
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My Home Projects Forms Processes Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T% | Instance T4 | Subject T4 |step 1%
*Master On-Cal [ — On-Call Architect Prepare Contract
e e Series Package for SPRE

Click on the “Comments” tab to see what additional information or documentation is required.

IDEtaiIs Comments (0} Documents {0) I Attached Processes (0] Attached Forms [0} Attached To (0)

If additional documentation is required from OLAPP Admin, upload said documentation to the
“Documents” tab.

If additional documentation is required from Legal, 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.

On-Call Contract Series

Series Number @ |D:.[:-':S.TEST

Description: @ On-Call TEST
Award Date: @ 10.16.2023 j
Award Amount:

On-Call Conftract Checkdist: Please check all that apply, and upload signed {if applicable) copies of each of the respective documents to the respective "Supportin
Py P g L jcep P = P g
Documents” subfolder within the subject On-Call Contract Series file folder.
Web Advertisement

* On-Call Series File Folder: IHtcs:_-'_-';cv.e-bJ' der.ret/da2/dalanding.aspx?05=17662a3652dd4e798cd 1355307404302 I

Then, open the subject On-Call Series file folder and upload the respective supporting documents to the
“Supporting Documents” subfolder using the same methods described earlier in this section.

[ 0C-DCS-A1-TEST[4]

[ Credentials & Insurance[0]

’;r"lj OC-DCS-(Contract Mo.) (Firm 1)[0]
’::r"lj OC-DCS-(Contract Mo.) (Firm 2)[0]
tflj OC-DCS-(Contract Mo.) (Firm 3)[0]

trlj OC-DCS-(Contract Me.) (Firm 4)[0]

tr [ OC-DCS-({Contract No.) {Firm 3)[0]
+ -] OC-DC5-(Contract No.) {Firm &)[0]
’::r"lj OC-DCS-(Contract Mo.) (Firm 7)[0]

=7 Supporting Documents[0]

Ad-Selection-Approval-
Recommendation[0]

[ Cost-Technical Propasal[0]

~1 QBs[o]
] RFP & Addendums[0]
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After all documentation has been uploaded, 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 b |I Take Action I Check Spelling Print Copy Delegate Save Cancel

After clicking “Take Action”, a prompt will appear 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
11A.02 Recommendation Review (OLAPP Admin)

The OLAPP Administrative Support will receive an email from TUC as notification that the QBS Unit has
submitted documentation to initiate the drafting of an On-Call Series of Contracts.

To access the process instance, either click on the link provided in the email notification or log into TUC,
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 aclion,

My Home Projects Forms Processes Documents  Contacts

Welcome, Craig!

My Processes

Project T4 | Instance T4 |Subject 14

On-Call Architect

*Master On-Cal 0C-27 .
i Series

QC - 27

After opening the process instance, scroll down to the “On-Call Contract Series” section and refer to the
“On-Call Contract Checklist" for a list of the documents submitted.

On-Call Contract Series

Provide data input for the "On-Call Contract Series” section below,

* Series Number: (@ |OC—DC5-
* Description: @ |On—Ca|I
* Award Date: @ @
* pward Amount: @ ’ﬁ
* On-Call Contract Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents’|

Checklist: tab.

[CJRFQ Web Advertisement (Ferm1300) plus any Addenda

D;‘-‘«Ipha Long List (Form 1227)

[eallot Summary (Selection/Ratings Calculation Spreadsheet, Form 1238 - signed)
(Oselection Approval Memo (Form 1367 - signed)

[JForms 330 Parts | and Il, plus signature page signed by consultants (from QES)
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To view the documents submitted, click on the “Documents” tab.

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

If any of the required documents are missing or if additional information is needed to initiate the draft
Contract, return to the “Details” tab, 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 process instance to
the QBS Unit for resubmission.

If the submission package is complete, select "Submit" from the dropdown list next to the "Take Action"
button and click "Take Action" to forward the process instance to the next step in the process.

| -- Plzase select an action - v | | Check Spelling Print Copy Delegate Save !

After clicking “Take Action”, a comment prompt will appear to add instructions for the next Actor
regarding the submission package. Upon completion, click either “Submit or “Return” respectively.

Add Comment
[ priy

Check Spelling Cancel

Note: If the process instance is sent back to OLAPP QBS Unit for re-submission, please note that when
the QBS Unit re-submits, it will be returned to this step. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details Documsnts {0} Attached Processes (1) Attached Forms (0] Attached To (0]

11A.03 Folder Creation (CSS)

CSS will receive an email from TUC as notification that DAS Procurement has submitted an On-Call
Contract Selection package to initiate the drafting of contracts for the subject On-Call Contract Series.

To access the process instance, either click on the link provided in the email or log into TUC, 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 4 | Instance T4 | Subject % |step T4
e [ — an-Call Architect Prepare Contract
*Master On-Ca [C - 27 ; .

Series Package for SPRE
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Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted and make note of the new On-Call Contract Series Number.

Next, prepare the file folder structure for the subject On-Call Series on the One Drive. To access the file

folder structure template, select the "On-Call Forms and Process/On-Call Consultant Services" file folder
on the One Drive and search for the file folder entitled "OC-DCS-(Series No.)". Make a copy of said folder
and rename it to the new On-Call Contract Series number.

® Craig - State of Connecticut X +

< T

& &5 OneDrive >

Craig - State of Connecticut >

© New 5 (8] )] = 0] Tl Sort = View wee
[J MName Status
/\ Home IVIILTUSDIL 1Edimis LUdid L)
P Gallery On-Call Checklist Review Mew [aY:)
v @ Craig - State of Connecticut B  On-Call Forms & Process O A

» On Call Consultant Services

QC-DCS-(Series Mo.)

Rename each of the individual On-Call Contract subfolders in accordance with the instructions. Upon
completion, drag and drop the new file folder structure into the "99 On-Call Contract" file folder.

» OC-DCS-(Series MNo.)
» On-Call Current
» On-Call Expired

On-Call ARC MSPA Samples
Recordings
TL Templates

za On-Call Project Status

Pictures

Credentials & Insurance

QC-DCS-(Contract Mo.) (Firm 1)
QOC-DCS-(Contract Ma.) (Firm 2)
QOC-DCS-(Contract Mo.) (Firm 3)
QC-DCS-(Contract Mo.) (Firm 4)
QC-DCS-(Contract MNa.) (Firm 3)
QOC-DCS-(Contract Mo.) (Firm &)

QC-DCS-(Contract Mo.) (Firm 7)

Supperting Documents

Project Documents

*Master On-Call

Folders

Expand All | Collapse All | Refresh All
=[] Documents[4171]

L ——»{3i-=2 99 on-call Contracta171] |

Then, move all the documents that were uploaded to the "99 On-Call Contract" file folder to the
applicable "Supporting Documents" subfolder within the newly created On-Call Series file folder.

I 1 OC-DCS-A1-TEST[4] I

[ Credentials & Insurance[0]

= LJ | Name

Delete | Move | Copy

Download | Check Out | Send | Fill OQut Form | Compare | Bluebeam Studio

trlj QC-DCS-{Contract Mo.) (Firm 1)[0]

tflil OC-DCS-(Contract Me.) (Firm 2)[0]
Ulil OC-DCS-(Contract Mao.) (Firm 3)[0]
?JIZI 0C-DCS-{Contract Na.) (Firm 4][0]
tflil OC-DCS-{Contract Na.) (Firm 5)[0]
UI:I OC-DCS-(Contract Mo.) (Firm 6)[0]
f'—":l OC-DCS-{Contract No.) (Firm 7)[0]
‘—flil Supporting Documents[0]

= |

Ad-Selection-Approval-
Recommendation[0]

=0
20
0

0

0OC-DCS-ARC-0073-0079-B Long List and Contact Info.pdf {version 1)
Download (88.1KEB) | Redline | Stamp | Compare With | Send | Properties

0C-DCS-ARC-0073-0079-B RFQ Web Advertisement.pdf (version 1)
Download (239.6KB) | Redline | Stamp | Compare With | Send | Properties

OC-DCS-ARC-0073-0079-B Conditional Selection Letter.pdf (version 1)
Download (308.9KE) | Redline | Stamp | Compare With | Send | Properties

0OC-DC5-ARC-0073-0079-B SIGNED On-Call Selections Calculation Spreadsheet.pdf

Download (585.0KB) | Redline | Stamp | Compare With | Send | Properties
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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.

Collapse All | Refresh All Upload || 3r0pert'es|

71 0C-DCS-A1-TESTI4] - ] | Name

Private Folder URL: | httpsyfgov.e-builder.net/dad/daLlanding.aspx?Q5=1706aa3652ddde7383cd15553b74b430e |

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: |! |!

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 lItem for On-Call Contract Data

vendor 15 Loglan |
On-Call Contract No, B I 1

Actual Fee
SPRB File No.

Date Sent to SPRB | |

i

| Send to Legal v | I!ake Action I

11A.03 Legal Assignment (Legal Director)

The Legal Director will receive an email from TUC as notification that DAS Procurement has submitted
the required documents 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 TUC, 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 T4 |Instance T4 | Subject T4 | step T2
*\aster On-Cal P — Ion-Call Architect Prepare Contract
SIS o Series Package for SPRE
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Refer to the "On-Call Contract Checklist" field in the “On-Call Contract Series” section for a list of the
documents submitted.

On-Call Contract Series

Series Number: @ OC-DCs-
Description:ﬂ On-Call
Award Date: @

Award Amount: @

On-Call Contract Checklist: Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents”
tab.
RFQ Web Advertisement (Form1300) plus any Addenda
D.t'—‘«lpha Long List (Form 1227)
Ogallot Summary (Selection/Ratings Calculation Spreadsheet, Form 1238 - signed)
Oselection Approval Mema (Form 1367 - signed)
[CIrorms 330 Parts | and II, plus signature page signed by consultants (from OBS)

Click on the link in the "On-Call Series File Folder" field to open the On-Call Contract Series file folder.

* On-Call Series File Folder: |r-ttcs:_-'_-';c:v.E-bJ' der. ret.-'diz.-'da_a":'r;.asah‘?DS= 1 T55535652E4E?98cd1555 b74b430e I

Next, click on the "Supporting Documents" file folder, and then select the applicable subfolder to view
the respective "On-Call Contract Checklist" documents.

=[] Supporting Documents[0]
Ad-Selecticn-Approval-Recommendation[0]
Cost-Technical Proposal[0]
CBS[0]
RFP & Addendums[0]

Upon completion of your review, return to the "details" tab and complete the "Legal Assignment"
section. Then, scroll down to the bottom of the page, and click the "Take Action" button.

Legal Assignment
* QLAPP Paralegals: I Please select... hd I
* OLAPP Attorneys: I Please select.., e I

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 to forward the assignment. To select an
Attorney or Paralegal, click on the name of the Attorney and/or Paralegal, and then click the “>” to move
the Attorney and Paralegal from the “Available Users” to the “Selected Users” section. Upon completion,
click “Submit” to forward the assignment.

Add Comment

vate

Add actors to the next step
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11A.04 Draft Contract/Credential Review (Paralegal and/or Attorney)

The Attorney and Paralegal assigned to draft the subject On-Call Contract Series will receive an email
from TUC 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 TUC, 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! Allp

My Processes

Project T4 |Instance T4 |Subject 14 | step 14
*\laster On-Cal P Dn-Call Architect Prepare Contract
SRS e beries 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.

On-Call Contract Series

Series Number: (@ OC-DCs-
Description: @ Cn-Call
Award Date:

Award Amount: @

On-Call Contract Checklist: Please check all that apply, and upload signed (if applicable) copies of each of the respective documents to the "Documents”
tab.
RFQ Web Advertisement (Form1300) plus any Addenda
D.ﬂalpha Long List (Form 1227)
Ceallot Summary (Selection/Ratings Calculation Spreadsheet, Form 1238 - signed)
[selection Approval Mema (Form 1367 - signed)
[rorms 330 Parts | and I, plus signature page signed by consultants (from QBS)

To access the On-Call Contract Series file folder, click on the link in the "On-Call Series File Folder" field.

* On-Call Series File Folder: IHt:s:_-"_-";c:v.e-bxl' der.net/daz dalanding.aspx?Q5=17663a3652d04eT98cd 135530740430 I

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]
Dirafts[(]
J OC-DC5-...-.... (Consultant Name1)[0]

QOC-DCS-...-.... (Consultant Name2)[(]

QC-DCs- Consultant Name3)[0]
.J OC-DCS-...-.... (Consultant Named)[0]
TJ OC-DCS-...-.... (Consultant Name5)[0]
SPRE[O]

=" Supporting Documents[{]
Ad-Selection-Approval-Recommendation[(]
Cost-Technical Proposal[0]
QBS[0]
RFP & Addendums[0]
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If additional documentation or information is required by OLAPP QBS Unit 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.

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

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 the submission from OLAPP QBS Unit is complete, the selected Consultants will have fourteen (14)
days from the "Date Legal Received" to submit the necessary Credentials and Insurance documentation
to Legal to complete the their respective On-Call Contract.

At this time the Paralegal and/or Attorney assigned to the On-Call Series should begin drafting the On-
Call Series Contracts for each of the selected Consultants. Share draft Contracts with the respective On-
Call Consultants, if applicable, and the Legal Director for review and editing, using the methods
established outside of TUC for On-Call Contract review.

After the draft Contracts have been reviewed and approved by the Legal Director, and after the required
Credential and Insurance documents have been collected, upload a copy of each draft Contract to the
“Drafts” subfolder, and upload copies of the Credentials and Insurance documents to the respective
subfolders with the same name, in the subject On-Call Series file folder.

To access said file folders, click on the link in the "On-Call Series File Folder" field. 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: |rtt:s:_-'_-':-:x'.e-b.|' der. r&t.-"diz.-'da_a":'r:.as:\:-:TDE=‘T55535-6523:4E.- J5cd 155530740430 I

99 On-Call Contract[4176]

1: OC-DCS-AT1-TEST[4]
L Credentials & Insurance[d]

Drafts[0] I. Crag and drop files here to upload, or

w

Drag your files or{Browse

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 108 of 343

After the draft contracts have been completed and uploaded, and the required Credential & Insurance
Documents have been collected and uploaded, return to the “Details” tab for this process instance,
scroll down to the bottom of the screen and click the “Take Action” button to submit the On-Call
Contract Series Contracts to the next step to prepare the Contracts for SPRB Review and Approval.

11A.05 Prepare On-Call Contract Packages for SPRB Review (Paralegal)

The Paralegal assigned to the subject On-Call Contract Series will receive an email from TUC as
notification that the On-Call Contract Series Package should be prepared for SPRB Review.

To access the process instance, either click on the link provided in the email or log into TUC, 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 T4 | Instance T4 | Subject 14 [step E;
Master On-Cal -~ o= On-Call Architect Prepare Contract
EstEriLE e Series Package for SPRE

After opening the process instance, follow the instructions provided and complete the data input for the
"On-Call SPRB Checklist" field, in the “On-Call Information” section, by checking off each of the
documents from the list that are being submitted for SPRB Review. Then upload copies of each of the
respective documents checked off to the subject On-Call Series "SPRB" file folder.

To upload the aforementioned documents, first click on the link in the "On-Call Series File Folder" field to
open .

* On-Call Series File Folder: |nttos://gov.e-buildernet/dal/dalanding.aspx Q5=17662a365 2dd4e7 96cd 135530740430 |

Then, select the “SPRB” subfolder and upload the required documents in the same way as described in
Section 11A.04.

DC-DCS-(Senes Number)[0]

Dirafts[0]
4 OC-DCS-..-.... (Consultant NameT)[0]
4 QC-DCS-...-.... (Consultant Mame2)[0]
‘J OC-DCS-..-.... (Consultant Name3)[0]
4 QC-DCS-...-.... (Consultant Mamed)[0]
‘J OC-DCS-..-... (Consultant Name5)[0]

Cradential and Insurance[]
Drafts[0]
Final[0]

27 Supporting Documents[0]
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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
SPRB file folder, scroll down to the bottom of the page and click the “Take Action” button.

On-Call Contract Data Show Fier | Selzct Al Row Height Delete

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

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

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

If any of the subject On-Call Contracts is cancelled, select the spedfied row of the contract that is to be cancelled and click "Delete” in the first cell of the specified row to delete the
contract 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 dropdowm list and press the "Take Action™ button.

#. Vendor On-Call Contract No. [[§ | Actual Fee [{] | 5PRB File No. | Date Sent to SPRE  |Date Approved by SPRE | Date Sent to A(
a 7] a
Delete 1 *Sample Company OC-DC5-ARC-0001 1,000,000 9999
Delete 2 *Sample Comparny OC-DCS-ARC-0002 1,000,000 9995
3
Grand Totals
(2 items)
I Subrnit 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 TUC. The Legal
Department should process the SPRB submission package using the methods that are currently in place,
outside of TUC, for obtaining such approval. 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 TUC to complete the process.

11A.06 SPRB Review — Hold Step/CSS Final Review — CSS

CSS will receive an email from TUC 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 TUC, 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 actio

My Home Projects Forms Processes Documents  Contacts Cost  Schedule

Welcome, Craig!

My Processes

Project T4 | Instance T4 | subject 14 | step T2
Master On-Ca P — (On-Call Architect Prepare Contract
dEmE s s Series Package for SERE
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Upon receipt of one or more of the executed Contracts, CSS should open the process instance for the
subject On-Call Series 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 is the “Contracts” subfolder within the specific subject On-Call Contract file folder.

*  To edit any of the fields in the “On-Call Contract Data” section, go to the row of the subject vendor
and scroll over to the column for the subject field that is to be edited. For the “Document Uploaded”
field, click on the dropdown list within the field to select your response. For 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.07 On-Call Contract Creation — Cost Integrated (CSS)

CSS will receive an email from TUC 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 TUC, select the “My Home” tab and click on the link in the “Process” column for the
“Subject” - “On-Call ... Series” from the “My Processes” section.

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

Call Architect Series Cost Integrated OC | 06.30.2023 Submitted

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 (OC) - 27 Delete Instance Workflow Override | Al Fields View

A draft On-Call Contract Creation - Cost Integrated has been automatical by 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:
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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.

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 | Complete b | ITake Action | Check Spelling Print Copy Delegate Save
Process Document: OCC-43 Overall Due Date:
Current Workflow Step: Support Services - Proc Shows Workflow Diagram Step Due Date:

* subject: lon-cal Architect s

Status: Submitted
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Section 11B: Construction Manager at Risk Contract Approval

11B.01 CMR Legal Document Type (OLAPP QBS Unit — Pre-Con; PM — WAO/GMPA)

The person who initiated the Contract process instance will receive an email from TUC as notification to
select the CMR legal document type.

To access the process instance, either click on the link provided in the email or log into TUC, 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 adio

My Home Projects Processes Documents Contacts  Cost Reports

Welcome, Craig!

My Processes

Project 14 | Instance 14 | Subject 14 | stey -]
Announcem .. ! g = |[=a ol T
ents

*BI-L *BI-C5-1010-CMR | OLAPP CMR
Welcome, State of Test Test Selection
Connecticut! B h -

e-Builder welcomes the

Next, select the “Legal Document Type” (Pre-Con, GMPA, WAO) from the dropdown list. Upon
completion, click the “Take Action” button.

Legal Document Type

Legal Document Type: Plegse select the tupe of legal docyment Sacwhich ug

aleseeking Snnroy,
gelect an gotion w ||

If Pre-Con was selected, proceed to 11B.02. If WAO or GMPA was selected, proceed to 11.B.13 - CMR
Submittal — WAO/GMPA.

11B.02 Pre-Con Recommendation (OLAPP QBS Unit)

OLAPP QBS Unit will receive an email from TUC as notification to provide the CMR Contract Award

information and corresponding “CMR Selection/Recommendation” documentation from the public bid
to initiate the drafting of a Pre-Con Contract.

To access the process instance, either click on the link provided in the email or log into TUC, 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 actio

My Home Projects Processes Documents Contacts  Cost Reports

Welcome, Craig!

My Processes

Announcem ... Project T4 | Instance T4 | Subject T4 |Step 14
ents

*BI-CS-1010 - DAS *BI-C5-1010- CMR | OLAPP CMR
Welcome, State of Test Project Test

N Selection
Connecticut!
e-Builder welcomes the
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Next, follow the “General Instructions” and complete the “CMR Selection/Recommendation” section by
checking off each applicable document collected to initiate the drafting of a CMR Pre-Con Contract in the
“Consultant Selection Checklist” field and by providing the “Award Date” and “Award Amount” for the

recommended CMR’s Contract.

CMR Selection/Recommendation
Please check all that apply and upload signed (if applicable) copies of each of the respective documents to the “Documents” tab.
orm 1700 - RFQ Web Advertisement & Addenda

FP & Addendums

orm 1738 - CMR Screening Ratings Calculation Spreadsheet {Signed)

orm 1227 - CMR Long List & Contact Information

orm 1766 - CMR Selection Ratings Calculation Spreadsheet (Signed)

orm 1768 - CMR Selection Approval Memo (Signed)

orm 1767 - Recommendation for CMR Award (Signed)

MR Price Proposal

CMR Technical Proposal

DBS Submittal Booklet

[onditional Selection Letter

% MR Contract Checklist: @

(NI IseInieiaisa]s )

* sward Date:@

I

* Award Amount:

Then, 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

Cztails Documents (0) Artached Processes (0) | Attached Forms (0)

Tl show Thumbnails | Attach

| O | File Name Attached By

I. Drag and drop files here to upload, or browse,

____________________________________________________________________________________________________________________________________________________________________________

Print Check Spelling Submit Save Draft Cancel

...by clicking the “browse” link, selecting “Upload from your Computer”, and then clicking the “Browse”
link to search for the applicable files on your computer to select for upload.

_‘!‘_ Drag and drop files here to upload, of browse,

&

Drag your files or|Browse

After all documents have been uploaded to the “Documents” tab, return to the “Details” tab. Then, scroll
down to the bottom of the page click the “Take Action” button to forward the submission to the Legal

Department for review and assignment.

Note: If the process instance submitted is determined to be incomplete, it will be returned to the QBS
Unit for corrective action. Please refer to the "Comments" tab for further instructions from the OLAPP
Admin or Legal on the requirements to complete the submission package.
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After taking corrective action and uploading any corresponding documents, scroll down and select “Re-
Submit” from the dropdown list next to the “Take Action” button and click “Take Action”.

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the re-
submission. After adding a comment, click the "Re-Submit" button.

Add Comment

(] private

Check Spelling Re-Submit

11B.03 Recommendation Review (OLAPP Admin)

The OLAPP Administrative Support will receive an email from TUC as notification that the QBS Unit has
submitted documentation to initiate the drafting of a CMR Pre-Con Contract.

To access the process instance, either click on the link provided in the email notification or log into TUC,
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 adio

My Home Projects Processes Documents Contacts  Cost Reports
Welcome, Craig!
My Processes
- A A P a L}
ANNOUNCEM o Project T4 | Instance T4 | Subject T4 | Step 14
ents
*Bl-CS-1010- CMR | OLAPR CMR

Welcome, State of Test Selection

Conn

e-Bui

ecticut!
der welcomes the

After opening the process instance, scroll down to the “CMR Selection/Recommendation” section and

refer to the "CMR C

ontract Checklist" for a list of the documents submitted.

CMR Selection/Recommendation

% MR Contract Checklist:E

[CIForm 1700 - RFQ Web Advertisement & Addenda

[CrFr & Addendums

JForm 1738 - CMR Screening Ratings Calculation Spreadsheet (Signed)
[Crorm 1227 - cvr Long List & Comtact Information

[CIForm 1786 - CMR Selection Ratings Calculation Spreadsheet (Signed)
[CIForm 1788 - CMR Selection Approval Memo (Signed)

[IFarm 1767 - Recommendation for CMR Award {Signed)

I CMR Price Proposal

[CJCMR Technica Propasal

[JJqas submittal Booklet

[Cconditional Selection Letter

Please check all that apply and upload signed (if applicable) copies of each of the respective documents to the "Documents” tab.

To view the documents submitted, click on the “Documents” tab.

Details

Comments (0) | Documents (0} Artached Proceszes [1)  Attached Forms [O)

Attached To (D)
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If any of the required documents are missing or if additional information is needed to initiate the draft
Contract, return to the “Details” tab, 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 process instance to
the QBS Unit for resubmission.

| -- Please select an action -- »| || | Check Spelling Print Copy Delegate Save |

After clicking “Take Action”, a prompt will appear for you to add a comment to provide instructions for
the next Actor in the workflow. If applicable, add a comment and click either the “Submit or “Return”
button respectively to send the process instance to the next step in the process.

Add Comment

[ private

Check Spelling Cancel

Note: If the process instance is sent back to OLAPP QBS Unit for re-submission, please note that when
the QBS Unit re-submits, it will be returned to this process instance. If the process instance has been
returned for re-submission, refer to the “Comments” tab after opening the process instance for any
comments from previous actors regarding the revised submission and proceed accordingly through the
process.

Documents (0] Antached Processes (1) Attached Forms (0) Attached To (0]

11B.04 Folder Creation — Pre-Con/WAO/GMPA (CSS)

CSS will receive an email from TUC as notification to create the file folder structure for the subject
project Pre-Con/WAO/GMP Agreement.

To access the process instance, either click on the link provided in the email or log into TUC, 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 and complete the “CMR Information” section if it has not
been filled in automatically. The information required to complete this section can be found in the
documents uploaded to the “Documents” tab.

Next, open the subject project "Documents" tab and move the documents uploaded to the "CMR
Contract Approval" file folder to the respective Pre-Con/GMPA/WAO file folder or subfolder.

s Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
CMR Contrac [C] | Name Date Uploaded » | Uploaded By
Appraval[l] Delste | Copy | Download | Check Out | Send | Fill Out Form | Compare 35;&
: crﬂV
. ) | {uersion 1) D6.25.24 11:25AM  Craig Russel
" Download (11.8k8) | Send | Properties | Edit
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After uploading the documents to the respective file folder(s), click on the "Properties" link for the
respective document type file folder (Pre-Con, WAO, GMPA) and copy the "Private Folder URL" to paste
in the "Contract/Amendment/WAO Approval" file folder field.

Collapse All | Refresh Al Upload I 3r0pert'es|| Create Folder | Subscriptions | Copy To
'[] CMR Contract Approval[0] - [[]| Name Date Uploaded =

+,| [ GMPA[D] I I I

=+ waolo]
+—l [ wao 110] 1‘. Crag and drop files here to upload, or browse,
Private Folder URL: I hitps://gov.e-builder.net/da2 /dalanding.aspx? Q5=10e 75387 ad%4e 70931 255754 5deb I

Then, return to the process instance and paste the link in the “Contract/Amendment/WAO File Folder”
field. Upon completion, click the “Take Action” button.

CMR Pre-Construction Contract

11B.05 Pre-Con Legal Assignment (Legal Director)

The Legal Director will receive an email from TUC as notification that the OLAPP Bid Unit has submitted
documentation 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 TUC, 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

Cost

Processes Documents  Contacts

Projects Reports

My Home

Welcame, Craig!

My Processes

Project T4 | Instance T4 | Subject T% |Step 12

Announcem ...

ents

*BI-C5-1010 - DAS m *BI-C5-1010 - CMR | Legal Assignment
Welcom?‘ State of Test Project - 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 click on the link provided to open the subject project Pre-Con Contract file folder.

CMR Contract Checklist: @ Plegse ched that applyv and upload signed (f applicable) copies of each of the respective documents to the "Documents” tab.
Web Advertisement

RFP & Addendums

CMR Selection Calculati (Signed)

CMR Long List & Contact Infermaticn

CMR Selection Approval Memao (Signed)
Recommendation for CMR Agreement (Signed)
CMR Price Proposa

CMR Technical Proproposal

(OB Report

Conditicnal Selection Letter

Contract/Amendment, WAQ Paste
File Folder: | hitps:/;

nk to the subject project Contract/Amendment/ \WAQ File Folder
gov.e-builder.net/da2 /dalanding.aspri Q5= 1067558 7a8%4e 7097311 551543426 |
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After opening the Pre-Con Contract Approval file folder, select the "Supporting Documents" subfolder

and then select the appropriate subfolder within the “Supporting Documents” file folder to view the
respective supporting documents submitted.

Folders

C Documents % 11 Contract-Amendment-Legal \ CMR Contract
Approval \ CMR
Expand All | Collapse All | Refresh All
=ga|[’l] - Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL
] []| Name Date Uploaded = Uploaded By
-}
Supporting I I Page
Documents[1]
Ad-Selection- 1 Crag and drop files here to upload, or browse.
Approval-
Recommendation[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 an
"OLAPP Paralegal" to assign to review the document submission package and thereafter draft the Pre-

Con Contract. Upon completion, click the "Take Action" button.
Legal Assignment

Please select an Attomey and/or Paralegal to assign to drafi the subject contract, If you intend to draft the subject contract yourself, please select your name as the OLAPP Attorney.
%* OLAPP Paralegal: -- Please select an option --

OLAPP Attomey:

|

-- Please select an option --

v]

Date Legal Received:

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the

contract selection submission package, if applicable. Upon completion, click the "Submit" button.
Add Comment

[ private

Check 5pelling m Cancel
11B.06 Pre-Con Consultant Information (PM)
The PM assigned to the project will receive an email from TUC as notification that documentation has

been submitted by the OLAPP Bid Unit to initiate the drafting of a CMR Pre-Construction Contract for the

subject project. The PM will now need to input and/or confirm the A/E and CA contact information to
process the Contract.

To access the process instance, either click on the link provided in the email or log into TUC, 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 actio
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My Home Projects Processes Documents Contacts Cos

Welcome, Craig!

My Processes

Announcem ... A 1% |instance T2 | 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, if the fields in the “Consultant Information” section have not been

infilled automatically, the PM should provide data input for each of these fields. Upon completion, click
the "Take Action" to forward the draft to CSS to assign those Consultants to those roles on the project.

Consultant Information

* CA - Firm (text):
% CA - Contact @
* CA - Contact Email: @

% Architect/Engineer - Firm
(text):

* Architect/Engineer -
Contact@

* Architect/Engineer - Contact
Email: @

11B.07 Role Assignment (CSS)

CSS will receive an email notification from TUC to assign the roles of the CMR, OLAPP Attorney — CMR,
and OLAPP Paralegal — CMR, and if applicable, the A/E and CA to the project. To assign project roles, CSS
should use the same methods as outlined in Section 11C.05 Role Assignment for a GC.

11B.08 Pre-Con Contract Checklist Review (Paralegal)

The Paralegal will receive an email from TUC as notification that documentation has been submitted by
the OLAPP QBS Unit to initiate the drafting of a CMR Pre-Construction Contract for the subject

project and the Legal Director has assigned you the responsibility of reviewing the submission package to
ensure all documents are in order to begin drafting said agreement.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Announcem ... ACEE 1% |instance T2 | Subject 14

ents

*BI-CS-1010 - DAS *BI-CS-1010 - CMR
Welcome, State of Test Project Test

Connecticut!
e-Builder welcomes the

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 QBS Unit. To view the documents
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submitted, click on the link in the "Contract/Amendment/WAO File Folder" to open the subject project
"Pre-Con" Contract file folder.

CMR Information
CMR - Firmn (fext):
CMR - Contact (text):
CMR - Contact Email: @
CMR Contract Checkiist: B Please check all that apply and upload signed (if applicable) copies of each of the respective documents to the "Documents” tabf
[CJ Farm 1700 - RFQ Web Advertisement & Addenda
[rep & Addendums
O Form 1738 - cMR Screening Ratings Calculation Spreadsheet (Signed)
T Form 1227 - CMR Long List & Contact Information
T Form 1766 - CMR Selection Ratings Calculation Spreadsheet (Signed)
) Form 1768 - CMR Selection Approval Memo [Signed)
[ Form 1767 - Recommendation for CMR Award (Signed)
MR Price Pro posa
) MR Technical Proposa
[0 @Bs submittal Booklet
[ conditional Selection Letter

Contract/Amendment/ WAQ Paste the link to the subject project Contract/Amendment/WAO File Folder
File Folder: I*Et. pse//gov.e-DUllder. |‘et.-':e_-.-'sa_erd|‘g‘§P:-:;Q;= P R ] |

Then, select the "Supporting Documents" subfolder to view the supporting documents submitted.
o Final[0]

Legal[0]

=t Supperting Documents[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 the OLAPP QBS Unit for resubmission. 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
[ Prygte

Check Spelling Cancel

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.

11B.09 Pre-Con Recommendation Revision (OLAPP QBS Unit)

The OLAPP QBS Unit will receive an email as notification that Legal has reviewed the recommendation
submittal to initiate the drafting of a Pre-Con Contract and determined the submission requires
additional documentation and/or information.

To access the process instance, either click on the link provided in the email or log into TUC, 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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My Home Projects Processes Documents  Contacts Cost Reports

Welcome, Craig!

My Processes

Announcem -.. s 7% |Instance T2 | Subject § | step 14

ents
*BI-C5-1010 - CMR | Legal Assignment

Welcome, State of Test (Pra-Can)

Connecticut!

e-Builder welcomes the

After opening the process instance, click on the “Comments” tab to see what additional information or
documentation is required.

I Detsils _Comments (0 I Documents (0] Artached Processes () Attached 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 click on the link provided to open the subject project CMR
Contract Approval file folder structure.

Contract/Amendment, WAQ Paste the link {o the subled projedt ContradiiAmendment WA File Falder
File Folder: Liitps:igoye builder net/dad/dal anding a=m?0S=10s 7858750 4= 70953 2555545426 |

After opening the “Pre-Con” file folder, select the appropriate subfolder within the “Supporting
Documents” folder to upload the missing documentation. You can upload documents by either dragging
and dropping the documents in the space provided, or by clicking the “browse” link to search for the
applicable files on your computer for upload.

- 1 1 1 1
| =[] Pre-Con[0 I

Credentials and Insurance[0] X, Drag and drop files here to upload, DF
-] Drafts[0]
[ emails[0]

£ Exhibits[0]
-] Final[0]
-] Legall0

=H] supporting Documents[0]
-3

Ad-Selection-Approval-
Recommendation[0]

-
Cost-Technical
Proposal[0]

-] QBS[O]

If “browse” was clicked, select “Upload from your Computer”, then click the “Browse” link to begin a
search for the applicable files on your computer for upload.

X Drag and drop files here to upload, of browse,

&)

Drag your files or|Browse
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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.
Add Comment

(] private

Check Spelling Cancel
11B.10 Pre-Con Draft Contract/Credential Review (Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification that the
required documents have been submitted to initiate the drafting of a CMR Pre-Con Contract for the
subject project, and the Paralegal has been assigned the responsibility to initiate the drafting of the Pre-
Con Contract and to collect the required documents CMR Credential.

To access the process instance, either click on the link provided in the email notification or log into TUC,

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 Processes Documents  Contacts Cos|

Welcome, Craig!

My Processes

Announcem ... Praoject T4 | Instance T4 | Subject 1=
ents

* -C
Welcome, State of Tt
Connecticut!

=-Builder welcomes the

To initiate the drafting of the Pre-Con Contract, the Paralegal assigned to the Project should begin by
downloading the CMR Contract Checklist Documents from TUC to a local folder and notify the Attorney
once the download is complete. The Attorney shall then begin preparing and distribute the draft Pre-Con
Contract to the project PM and ADPM for review, and then to the CMR and, if applicable, to the A/E, CA
and Legal Director for review. All draft reviews and revisions shall be obtained using the existing
processes currently utilized outside of TUC.

To download the CMR Contract Checklist Documents, click the link in Contract/Amendment/WAO File
Folder field, in the CMR Information section to open the Pre-Con Contract file folder.

Contract/Amendment/WAO
File Folder:
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Then, open the Supporting Documents/Ad-Selection-Approval-Recommendation or other respective
subfolder, select the documents to download to the local file folder and click the Download link to
download said documents.

Pre-Con[34] O

MName

Delete | Move | Copy | Download || Check Out | Send | Fill Cut Form | Compare | Bl

Credentials and

Insurance[18] Bl-JA-485-
oY CMR SIGMED Recommendation For CMR Agreement Award.pdf (versit
Drafts[7] Ly
emails[0] Download (128.5KB) | Redline | Stamp | Compare With | Send | Properties

4[] Exhibits[0]
1 Finall4]
Legal[0]

Bl-JA-485-CMR Long List and Contact Info.pdf (version 1)
Download (66.7KE) | Redline | Stamp | Compars With | Send | Properties

=N

Euggarting Documents| 5'

e 0 Bl-JA-485-CMR Web Advertisement.pdf [version 1)
—  Download (2329KB) | Redline | Stamp | Compare With | Send | Properties
Ad-5election-
Approval-
Recommendation[5] Bl-JA-485-
oY 0 CMR SIGMED Selection Approval Memorandum for CMR Services.pdf
—  (wersion 1)

Cost-Technical
Proposal[0]

[cesio]

While the CMR Pre-Con Contract is being drafted, the Paralegal assigned to the project should begin
collecting the required documents listed in the CMR Checklist for Credential Review field using the
methods that are currently in place for obtaining such documentation. Once all required documents are
collected, the Paralegal should return to the process instance and check off each completed item in the
CMR Checklist for Credential Review.

CMR Checklist for Credentia
Review:

Download (3729KE) | Redline | Stamp | Compare With | Send | Properties

Please check all that 3
nsurance” subfolder w
I Certificate of Insurance

Ol professiona Liability Claims History

C current Licences

O certificate of Legal Existence (From CT SOTS - CONCORD Online)
(=0 Standing Certificate from home state (If not from CT)

(O Trade Name Certificate (if DBA)

) Certificate of Author ty (Form 1215}

O Disclosure A
O consu ting Affidavit (
O Gitt and Campaign Contribution Certification (if SEEC required
O Mendiscrimination Certification (Forr

] Affirmation of Receipt of State E aw Summary {OPM Form 6, Rewv: 10-1-11)

(CliRAN Certification [QOPM Form 7, Rev: 3-28-14)

( Agency Vendor Form (5P-26NB - Only if the vender has not done business with the State)
[ )ias Form w-a

CJFORM €T 330 - Parts | and Il (inc uding Part Il for all subcontractors) for Mew Contracts Only

nd upload signed and sealed (if
n the subject project "CMR Canti

pplicable) copies of each of the respective documents to the “"Credentials and
ract Approval/CMR” file folder.

reporting, a copy of SEEC decision)

The Paralegal should then compile all collected documents, along with the finalized draft Pre-Con
Contract, for upload to the appropriate Pre-Con subfolders. To access the file folders for upload, click the
link in Contract/Amendment/WAO File Folder.

Contract/Amendment/ WA

aste the link to the subject project Contract/Amendment \WAQ File Folder
File Folder: 1

-«.e—:.':erl*et.-":a_-.-..a_ard|*E‘as|3:-:=' 5=10e75587a80f4e70913ff1e35

Next, select the subfolder within the Pre-Con folder to upload the document(s), i.e. Draft Contract to
“Drafts” subfolder, and click the “browse” link. Then, 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.
[ Pre-Con[0]
-E3

Browse

Credentials and Insurance[0] I

{7 Draftsio] |
—

2 Drag and drop files here to upload, CI

Drag your files or

%
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If at any time during the Draft Contract/Credential Review process, Legal wishes to document the status,
timing and responsible party for the Contract review, it can do so in the “Contract Status” field in the
“CMR Information” section under the “Details” tab.

Contract Status:

After uploading all documents to the correct Pre-Con subfolders, return to the process instance, scroll to

the bottom of the page, and click Take Action to submit the Contract package to the placeholder step for
Contract signing.

11B.11 Pre-Con Contract Signing (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that the subject
project Pre-Con Contract has been approved for signature.

The Paralegal should now distribute the Pre-Con Contract for signature using the methods that are

currently in place, outside of TUC, to obtain the signatures (either schedule a meeting for “wet signing”
or, if applicable, process through DocuSign).

After the Contract has been fully executed, the Paralegal should open this process instance in TUC and

upload copies of the AG memo, Agreement Cover Letter, CERT-134, CORE CT Entry, and Executed
Contract Agreement to the Final subfolder.

If at any time during the Contract Signing process, Legal wishes to document the status and timing of the
Contract Signing, it can do so in the Contract Status field.

CMR Information

CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Guaranteed Maximum Price
Contract Status: /23/25: Draft received.

f15/25: Draft returned to PM/ADPM for revision.
f20/25: Meeting w/ PM/ADPM/CMR.

L. 4| b

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Announcem ... A T2 | Instance 14 | Subject 14
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, scroll down to the CMR Information section and click on the link
provided in the Contract/Amendment/WAO File Folder field to open the Pre-Con file folder.

CMR Information
CMR - Firm (text):
CMR - Contact (text):
CMR - Contact Emait: @
Contract Status:

Contract/Amendment/ WAQ Paste the link to the subject proj
File Folder: || hitps://gov.e-builder.net/da2/daland "Q‘EP:':;QS{ 0

Next, select the Final subfolder, then click the “browse” link within the file folder and either drag and
drop the AG memo, Agreement Cover Letter, CERT-134, CORE CT Entry, and Executed Contract
Agreement into the space provided, or click the “Browse” link to search for copies of said documents on
your computer for upload into the Final folder.

Pre-Con[0] - []| Mame Date Uploaded «

| Credentials and Insurance[0]

""" Drafts[0]

""" emails[0] X Drag and drop files here to upload, arlbrowse.

-] Exhibits[o] o
- . —
Drag your files or Browse

After all documents have been uploaded to the Final subfolder, return to the process instance, scroll
down to the CMR Contract section, upload another copy of the executed agreement to the Executed
Contract / Amendment field and provide a response to the remaining questions in the section. Upon
completion, click Take Action to complete the Pre-Con Contract process.

CMR Contract

* DAS Contract Number:

4

B
B
* Date Contract Executad: ='
* Executed Drag and drop file here or | Browse Computer Erowse e-Builder
Contract/Amendment:
* Contract Start Date: B
Contract End Date: ='
Take Action | CheckSpelling | Print | Copy | Delegate = Save | Cancel

11B.13 Commitment Creation (CSS)

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.

CMR WAO/GMPA
11B.14 WAO/GMPA Submittal (PM)

The PM assigned to the project will receive an email from TUC as notification to coordinate the
preparation of the draft WAO/GMPA for review and approval.
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The PM should obtain a copy of the draft WAO/GMPA from the CMR for review and schedule meetings,
as required, with the ADPM, the CMR, and if applicable the project A/E and CA, to revise the draft, as
needed, for submission to Legal using the methods that are currently in place outside of TUC for

conducting such a review. Once the draft is ready to be submitted to Legal, the PM should open the
process instance to complete this step for submission to Legal.

To access the process instance, either click on the link provided in the email or log into TUC, 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 adio

My Home Projects Processes Documents  Contacts Cost Reports

Welcome, Craig!

My Processes

Project % | Instance % | Subject % |Ste 2
Announcem .. ! z =[S T2 |step T2
ents

*BI-C5-1010-CMR | OLAPP CMR
Welcome, State of Test Selection
Connecticut! a

e-Builder welcomes the
After opening the process instance, review and complete the “CMR Information” and “Consultant
Information” sections, if those sections have not been filled in automatically.

CMR Information
* CMR - Firm (text):

* CMR - Contact @
* CMR - Contact Email: @

Consultant Information

* Architect/Engineer - Firm
[text):

* Architect/Engineer -
Contact: @

* Architect/Engineer - Contact
Email: @

* A - Firm [bext):

* CA - Contact @

* CA - Contact Email: @

Next, click on the “Documents” tab and upload copies of the draft WAO/GMPA and corresponding
supporting documents by either dragging and dropping the documents in the space provided, or

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

) show Thumibnails | Attach

| ] | File Name

Attached By

____________________________________________________________________________________________________________________________________________________________________________

.!. Drag and drop files here to upload, or browse.

CT DAS 0175 (Rev 3.11.26)

0000 Guidance Manuals



0175 TUC Guidance Manual

Page 126 of 343

...by clicking the “browse” link, selecting “Upload from your Computer”, then clicking the “Browse” link
to search for the applicable files on your computer for upload.

1. Drag and drop files here to upload, of browse,

g Drag your files or|Browse

After uploading the documents, return to the “Details” tab, scroll down to the bottom of the page and
click the “Take Action” button to forward the submission to Legal for assignment and review.

Budget Update

Once the Contractor fee has been finalized, update the project budget to support the future Contract
commitment. To do this, return to the TUC Home page, click on the “Cost” tab and select the subject
Project from the “All Projects” dropdown list.

My Home Projects Processes  Documents Contacis = Cost Reports Setup
Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Cost

Cost Summary Account Funding Sources Master Commitments Master Commitment Changes Master Invoices

|AII Praject Budgets v | I_ Projects M I

Next, select “Budget Details” under the Project Menu.

ms Cost
Cost Summary
Funding Sources
Budget Details
Commitments

Next, click on the “Budget Changes” tab and then click “Add” to add the WAO or GMPA Commitment to
the Project Budget.

Budget Line ltems (13) Budget Changes (0) | Custom Fields (0] Motes (0] Documents () Forms (0} Processes (0]
Show: Show Filter Add
Olea Description Reason For Change Applies To Status Date Of Change ::;':ﬁﬁ

There are no budget changes.
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Input data into 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:

* Budget Change
Number:

* Reason Code;

* Description:

*BI-C5-1010 - DAS Test Project

||:|31 | Status:
[Feec one. ~] # Date Of Change:
1 |

Draft

05.10.2024

Custom Fields

There are no budget change custom fields

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

Input the amount of the Fee in the “Change Amount” column for the “Total CMR Construction Phase”
line item (3.10) and click the “Save” button.

Budget Change Items Recalal

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

On-Call (EMV, HAZ) 02,130 0,00 0,00 Add 0.00 &

I Total CMR Construction ... | 03.100 0.00 0,00 Add 000 I
Total DBEB Construction P.. | 03.200 0.00 0.00 Add 0.00 &
Total DAS/CS Contingen... | 04,000 0,00 0,00 Add o.00 &
Total Equipment 05,000 0.00 000 Add 0.00 . 4
Total Telecommunications | 06.000 0.00 0.00 Add 0.00 ¢

Then, click the “Make Pending” button to complete the action.

11B.15 WAO or GMPA Review (ADPM)

The ADPM assigned to the project will receive an email from TUC as notification that a WAO or GMPA
Package has been prepared for ADPM review.

To access the process instance, either click on the link provided in the email notification or log into TUC,
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 adio
My Home

Projects Processes  Documents Contacts  Cost Reports

Welcome, Craig!

My Processes

Instance T4 | Subject 14 |step 14

Project T4

Announcem ...

ents
*BI-C5-1010 - CMR
Test

OLAPP CMR
Selaction

Welcome, State of
Connecticut!

e-Builder welcomes the
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To view the draft submission package, scroll to the "Contract Information" section, and click on the link
provided in the "Contract/Amendment/WAO File Folder" field.

Contract/Amendment/ WAQ Paste the link to the subject proj
File Folder: || httos://gov.e-builder.net/da2/da

The draft WAO or GMPA can be found in the CMR Contract Approval/WAO or GMPA - "Drafts" subfolder.
Review and revise submission package documents, if necessary.

-

Credentials
and
Insurance[0]

After completing your review, return to the process instance and either select "Return" from the
dropdown list next to the "Take Action" button, if there are proposed revisions to the WAO or GMPA

submission package, 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 for you to add a comment. In the “Comment” Section,

provide instruction on the requirements to complete the submission package and click the “Return”.
Add Comment

O puiy

Check Spelling Cancel

Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details | Comments (8) | Documents () | Attached Processes (1) | Attached Forms (0) | Attached To (0}

11B.16 WAO or GMPA Revision (PM)

The PM assigned to the project will receive an email from TUC as notification that the WAO or GMPA
Submission Package requires revision and has been returned for re-submission.

To access the process instance, either click on the link provided in the email or log into TUC, 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 actio
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My Home Projects Processes Documents  Contacts Cost Reports

Welcome, Craig!

My Processes

Project % | Instance % | Subject % |Ste 2
Announcem ... ] 12 T2 |subi T2 |step T2
ents

*BI-C5-1010-CMR | OLAPP CMR
Welcome, State of Test Selection

Connecticut!
e-Builder welcomes the

After opening the process instance, refer to the “Comments” tab to find out what additional
information/documentation is needed to complete your submission package.

Details  JComments (8 Documents (0) | Attached Processes (1) | Attached Forms (0) | Attached To {0}

Then, scroll down to the “Contract information” section and click on the link in the
“Contract/Amendment/WAO File Folder” field.

Contract/Amendment/ WAQ Paste the link to the subject project Contract/Amendmen
File Folder: | hitps://gov.e-builder.net/da2/daland |*g‘§P:-::'QS=' [i]

Folder
TdeT003i  esstsdsdet ]

Any missing documentation should be uploaded to the applicable "WAQ" or "GMPA" subfolder. If
revisions are required to any of the Documents, search for the Document that is to be revised from the
applicable "WAQ" or "GMPA" subfolder and revise the subject document accordingly.

Credentials
and
Insurance[0]

Upon completion, return to 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 that will allow you to add a
comment regarding the resubmission of the WAO or GMPA Package. After adding a comment, click
“Submit”.

Add Comment

[ private

Check Spelling m Cancel

11B.17 WAO/GMPA Legal Assignment (Legal Director)

The Legal Director will receive an email from TUC as notification that the PM assigned to the subject
project has submitted a draft WAO or GMPA from the CMR for review and approval.
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To access the process instance, either click on the link provided in the email or log into TUC, 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 adion,

My Home Projects Processes Documents Contacts Co

Welcome, Craig!

My Processes

Announcem ... Rl T% | Instance 14 | subject i
ents

*BI-CS-1010 - DAS m *BI-CS-1010 - CMR
Welcome, State of Test Project

) Test
Connecticut!
e-Builder welcomes the
To view the draft submission, click on the link in the "Contract/Amendment/WAO File Folder" to open
the respective “WAQ” or “GMPA” file folder for the subject project.

Contract/Amendment, WAD Paste the link to the subject praject Contract/Amendment WAQ File Folder

File Folder: Lhttosy/aove-builder.net/dad/dalanding.aspx?Q5=10:75587289f4e 70031 557545426 |

Then, select the respective “Drafts” subfolder to view the draft submission.

Credentials
and
Insurance[0]

L oratsjoj

After you have completed your review of the draft WAO/GMPA, return to the process instance and scroll
down to the section entitled "Legal Assignment". If the "OLAPP Paralegal" and the "OLAPP Attorney"
fields have not been filled automatically, select an "OLAPP Attorney" and/or an "OLAPP Paralegal" to
assign to review the draft WAO or GMPA. 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.
* OLAPP Paralegal: -- Please select an aption -- b
OLAPP Aftomey: Lofleacezaleci o ontion . b

Date Legal Received:

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 "Submit".

Add Comment

[ private

Check Spelling m Cancel

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 131 of 343

11B.18 Role Confirmation/Assignment (CSS)

CSS will receive an email notification from TUC to confirm the roles of the CMR, A/E, CA, OLAPP
Paralegal — CMR and OLAPP Attorney - CMR have been assigned to the project and if not, assign the
respective roles. To assign project roles, CSS should use the same methods as outlined in Section 11C.05
Role Assignment.

11B.19 WAO/GMPA Draft Submittal Review/Credential Review (Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification
that the PM assigned to the subject project has submitted a draft WAO or GMPA from the CMR for
review and processing.

To begin the review process, either click on the link provided in the email or log into TUC, 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 actio

My Home Projects Processes Documents Contacts  Cos

Welcome, Craig!

My Processes

Announcem .. RS T2 |Instance 14 | Subject 14

ents

*BI-CS-1010 - DAS *BI-CS-1010 - CMR
Welcome, State of Test Project Test

Connecticut!
e-Builder welcomes the

After opening the process instance, the Paralegal should proceed in downloading the draft

WAO/GMPA Package documents to a local folder for the Attorney to review. To view and download
the draft documents, click on the link provided in the Contract/ Amendment/WAO File Folder field.

Contract/Amendment/ WAO Paste the link to the subject project Contract/Amendment \WAD File Folder
File Folder: || hitps://gov.e-builder.net/daZ/dalanding.aspx?Q5=10e78587a89f4e 7009311 e555454e6 |

Then, select the respective subfolder(s) within the WAO/GMPA file folder to view and download the
draft documents to a local folder for the Attorney to review.

GMPA[0]

Credentials and Insurance[0]
Drafts[0]
emails[0]
Exhibits[0]
Final[0]
Legal[0]

i1 Supporting Documenis[{]

The Attorney will proceed in conducting their review from the local folder and if the draft WAO/GMPA
requires revision, it should be returned to the project PM and ADPM for revision, and thereafter to the
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CMR, A/E, CA, CHRO, Legal Director and, if applicable, CSCU for their review and revision, using the
methods that are currently in place outside of TUC for such approval.

While the WAO/GMPA is being drafted, the Paralegal assigned to the project should begin preparing the
front-end documents for the WAO/GMPA and collecting the required documents listed in the CMR
Checklist for WAO/GMPA Review field using the methods that are currently in place outside of TUC for
obtaining such documentation.

CMR Information ~
Legal Document Type: Please select the type of legal document for which you are seeking approval.
CMR Checklist for Please check all that apply and upload signed and sealed (if applicable) copies of each of the respective documents to the
WAQ/GMP Review: “Credentials and Insurance” subfolder within the respective subject project "CMR WAQC Flle Folder” or "CMR GMP File Folder”.

[Coce Insurance (At time of WAO or GMPA)

[DBuilders Risk Insurance (At time of WAQ or GMPA)

[Cperformance Bond & Labor Material Bond (At time of WAD or GMPA)

[CJBond Rider (If WAD, submit at GMP)

Cpual Obligee Rider (At time of WAQ or GMPA for CHEFA Funded Projects)

DWage Certification & Schedule of Prevailing Wage Rates (At time of WAO or GMPA)
[CJcHRO Confirmation (At time of WAO or GMPA)

[confirmation of Approval of Architect/Engineer (At time of WAQ or GMPA)
Oconfirmation of Approval of Construction Administrator (At time of WAOQ or GMPA)
[Confirmation of Approval of OSCGR (At time of WAQ or GMPA for Technical HS)
[CConfirmation of Approval of Keith Eestein (At time of WAO or GMPA for CSCU)

If at any time during the Draft Contract/Credential Review process, Legal wishes to document the status,
timing and responsible party for the Contract review, it can do so in the Contract Status field. To access
the Contract Status field, return to the “Details” tab within the process instance and scroll down to the
CMR Information section.

Comments (8) = Documents (0) | Attached Proceszes (1) = Attached Forms (D) = Attached To (0}

CMER Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Guaranteed Maximum Price
Contract Status: 4/23/25: Draft received.

Once all required documents are collected, the WAO/GMPA has been finalized, and the front-end
documents have been prepared, the Paralegal should return to the process instance, check off all of the
documents collected in the CMR Checklist for WAO/GMPA Review field, and upload said documents to
the appropriate subfolders within the GMPA or WAO file folder. To access the file folders for upload,
click the link in Contract/Amendment/WAO File Folder.

Contract/Amendment,\WAO Paste the liok to the subiedt project Contract/AmendmentWAC File Folder
File Folder: I hitps://gov.e-builder.net/daz/dalanding.aspx Q5= 10e 7838789 4e 709371 e55754 5426 I
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Next, select the respective subfolder within the respective WAO/GMPA file folder with which you wish to
upload the document(s), i.e. Draft Contract to the “Drafts” subfolder, and 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.

CMR Contract Approval[0] | I

- GMPA[D]

;

Credentials and Insurance[0]

Drafts[0] X, Drag and drogp files here to upload, or

emails[0]

Exhibits[0]
Final[0o]
Legal[0]

i_,-- Supporting Documents[0]

: Pre-Con[0]
7] WAO[O]

(1)
Drag your files or

After uploading all documents to the correct GMPA or WAO subfolders, return to the process instance,
scroll to the bottom of the page, and click Take Action to submit the GMPA or WAO package to the
placeholder step for Contract signing.

11B.20 WAO/GMPA Signing (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that the subject
project draft GMPA or WAO has been approved for signature. The Paralegal should now process the
subject WAO or GMPA for signature through DocuSign.

After the GMPA or WAO has been fully executed, the Paralegal should open the process instance and
upload copies of the AG memo, Agreement Cover Letter, CERT-134, CORE CT Entry, and Executed
Contract Agreement to the subject project file folder structure.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Announcem ... A 1% |instance T2 | Subject s

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, scroll down to the CMR Information section and click on the link
provided in the Contract/Amendment/WAO File Folder field to open the WAO or GMPA file folder.

CMR Information
CMR - Firm: *Sample Company
CMR - Contact: @ Russell, Craig
CMR - Contact Email: @ craig.russell@ct.gov
Contract/Amendment/ WAD Facte kip fhe subledt proiect Contraci/AmendmentAWAD File Folder
File Folder: I hitps://gov.e-builder.net/da2/dalanding.aspx?Q5=10e78587a8%74= 7091371 2557545426 I

Next, open the respective Final subfolder and upload copies of the AG memo, Agreement Cover Letter,
CERT-134, CORE CT Entry, and Executed Contract Agreement to the folder by clicking the “browse” link
within the file folder and either dragging and dropping the documents into the space provided, or by
clicking the “Browse” link to search for the applicable files on your computer for upload.

Uplosd | Properties | Create Folder | Subseripsions | Copy To Clipboard:

CMR[1] -
| Name Date Uploaded = u

Credentials and Insurance[0]
|
Drafts[{0]

emails[0]

J Eschibits[0] X Drag and drop files here to upload, of browse.

-1 Legall0] (1]

8] Supporting Documents[1]

Drag your files or Browse

After all documents have been uploaded to the Final subfolder, return to the 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.

CMR Contract
* DAS Contract Number: | Al
* CORE Contract No: || | |
Amount: @
* Date of Final Approvak: j
=
* Executed Drag and drop file here or | Browse Computer Browse e-Builder
Contract/Amendment:
* Contract Start Date: ='|
Contract End Date: ‘='|
Submit W | | Take Action Check Spelling Print Copy Delegate Save Cancel

11B.21 Commitment Creation (CSS)

Proceed to Section 11D — 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: Formal Contract Approval

11C.01 Formal Contract Legal Document Type (OLAPP QBS Unit — Contract/PM - Amendment)

The person who initiated the Contract process instance will receive an email from TUC as notification to
select the “Legal Document Type” for the Formal Contract.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

- Project T; Instance 'E Subject T;
nnounce
ments

*B|- - ) -
Welcome, State of *BI-C5-1010 - DAS TE;:CIEr;JgIci- EC}!\S
Connecticut! Test Project

(C&A -38)
e-Builder welcomes

Next, select the “Legal Document Type” (Contract, Amendment). If an “Amendment”, provide the
reason code for said “Amendment”. Upon completion, click the “Take Action” button.

Legal Document Type
* Legal Decument Type: Please select the type of legal document for which you are seeking approval.
I—- Please select an option -- hd I
If Amendment, provide Select one of the followins from the drondown list
Reason Code: I—- Please select an option -- v I

If Contract selected, proceed to 11C.03. If Amendment selected, proceed to 11.C.11.
11C.02 Folder Creation — Contract/Amendment (CSS)

CSS will receive an email from TUC as notification to create the file folder structure for the subject
project Contract/Amendment in TUC.

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

After opening the process instance, take note of the “Consultant Type”, “Legal Document Type”, and
“Document Type:.

Legal Document Type

* Consultant Type: Select the Consultant Type from the dropdown list below.
-- Please select an option -- ¥ |
* Legal Document lease select the type of legal document for which you are seeking approvg.
Type: -- Please select an option -- A |
* Document Type: lease select the abbreviated document type being submitted from the drofpdown list.
-- Please select an option -- " |
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Next, open the “Documents” tab for the subject Project and click on the applicable Formal Contract
Approval/Consultant Type (Architect-Engineer, Construction Administrator, Other)/Contract or
Amendment subfolder. Then, click on the “Properties” link for that folder, copy the “Private Folder URL”
link, return to the process instance, and paste the link in the “Contract/Amendment/WAO File Folder”
field.

Folders CI_':, CI_ Documents \ 12 Task Letters

Expand All | Collapse All | Refresh Al Create Folder | Subscriptions | Cop

-

i_r-l'; Formal Contract Approval[0] R

%J"I'; Architect-Engineer[0] | | I
: "—ll'_ Amendment[0]

i_r'l'; Cantract[0]

Private Folder URL: hittps:/fgov.e-builder.net/da2/dalanding.aspx? Q5=10e75587a89fde 70931 £ 35754 5426 I

Upon completion, click the “Take Action” button.

11C.03 Formal Contract Consultant Recommendation (OLAPP QBS Unit)

OLAPP QBS Unit will receive an email from TUC as notification to provide the Formal Contract Award
information and corresponding “Consultant Selection/Recommendation” documentation from the public
bid to initiate a Formal Contract submission package for review and approval.

To access the process instance, either click on the link provided in the email or log into TUC, 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 actio

My Home

Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

. Project T; Instance TQ Subject T;
Announce

ments

*BI-C5-1010 - DAS
Test Project - FC
(CRA - 38)

Welcome, State of
Connecticut!

e-Builder welcomes

Next, follow the “General Instructions” and complete the “Consultant Selection/Recommendation”
section by checking off each of the Selection/Recommendation Documents that were collected from the
“Consultant Selection Checklist” field and by providing the “Award Date” and “Award Amount” for the
recommended Consultant’s Contract.

Consultant Selection

* Conzultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Contract for the subject Project.
Checklist: [JFarm 1200 or 1400 - RFQ Web Advertisement and Addenda

(JForm 1227 - Alpha Long List

(JForm 1264 - Fee Propasals for the other top firms interviewed

(JForm 1266 - Ballot Summary (Selection/Screening Ratings Calculation Spreadsheet)

[CJEarm 1267 - Selection Memo (signed)

[JRecommendation Letter

[JFarms 330 Parts  and 11, plus signature page signed by consultant (<1 year old) from QBS

[ QES Submittal Booklets for the ather top firms interviewed
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Next, scroll down to the "Contract / Amendment / WAO File Folder" field and click on the link provided
to open the Formal Contract Approval file folder structure.

Contract/Amendment/ WAQ Paste fhe link to the sublect projedt Contract/AmendmentAWAD File Folder
File Falder: Lhitos: /oo = builder net/dad/dal anding a=m?0S=10e 78587 a50fA=T 095311 =5 55545426 |

After opening the Formal “Contract” file folder, select the “Supporting Documents” subfolder. Next, click
on the “browse” link, so that you can upload all of the “Consultant Selection Checklist” documentation
to the “Supporting Documents” subfolder, and either drag and drop the documents into the space
provided or click “Browse” to search your computer for the subject documents to upload.

Folders T Documents \ 11 Contract-Amendment-Legal \ Forn

Administrator \ Contract
Expand All | Collapse All | Refresh A

a  Upload | Properties | Create Folder | Subscriptions | Copy

2" Contract[0] | Name Date Uploaded »

Credentials and
Insurance[0]

Drafts[0] .!. Drag and drop files here to upload, o
emails[0]

Final[0]

Legal[0]

SPRB Checklist
Documents[0]

Supporting

Documents[0]

Drag your files or Browse

After all documents have been uploaded, return to the process instance and click the “Take Action”
button.

Note: If the process instance submitted is determined to be incomplete, it will be returned to the QBS
Unit for corrective action. Please refer to the "Comments" tab for further instructions on the
requirements to complete the submission package.

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

After clicking "Take Action", a prompt will appear that will allow you to add a comment regarding the re-
submission. After adding a comment, click the "Re-Submit" button.

Add Comment

(] Private

Check Spelling Re-Submit
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11C.04 Recommendation Review (OLAPP Admin)

The OLAPP Administrative Support will receive an email from TUC as notification that the QBS Unit has
submitted documentation to initiate the drafting of a Formal Contract.

To access the process instance, either click on the link provided in the email notification or log into TUC,
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 aclion,

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCE = Project T4 | Instance 12 Subject 15
ments

*B)|-: - ) -
Welcome, State of *BICS-1 f:“l 0-DAS = Tizclfr;ji‘lci - ECAS
Connecticut! Test Project (C&A - 38)
e-Builder welcomes

After opening the process instance, scroll down to the “Consultant Selection/Recommendation” section
and refer to the "Consultant Selection Checklist" for a list of the documents submitted.

Consultant Selection/Recommendation

% Consultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Contract for the subject
Checklist: Project.

[ Form 1200 - RFQ Web Advertisement

U rorm 1200.1 RFQ Web Advertisement Addenda

O rorm 1227 - Long List & Contact Information

[JForm 1264 - Fee Proposal Spreadsheets from ALL top firms

O rorm 1285.1 - Fee Proposal Addenda and Other Addenda

(J Form 1266 - Selection Ratings Calculation Spreadsheet (signed)

[Jrorm 1267 - selection Approval Memo (signed)

[J award Recommendation Letter from Negotiation Committee

[JForm 1269.1 - Conditional Selection Letter

[[J @Bs submittal Booklets from ALL interviewed firms

[ Additional QBS Information by selected firm

To view the documents submitted, click on the link in the "Contract/Amendment/WAO File Folder" field.

Contract/Amendment/WAO l hitps:/fgov.e-builder.net/da2/dalanding.aspx705=10e75587a50f4e 7093155545426 ]
File Folder:

Next, select the "Supporting Documents" subfolder to view the checklist documents that have been

submitted.
[ Contract[0]

[ Credentizls and Insurance[0]

[ Drafts[0]

Ij emails[0]
Ij Legal[D]
-] SPRE Checklist Documents[0]

-~ [l Supporting Documents[0]
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If any of the required documents are missing or if additional information is needed to initiate the draft
Contract, return to the process instance, 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 process instance
to the QBS Unit for resubmission.

| -- Please zelect an action -- v| | | Check Spelling Print Copy Delegate Save |

If the documentation is in order, scroll down to the bottom of the page and select "Submit" from the
dropdown list and click the "Take Action" button.

After clicking “Take Action”, a prompt will appear for you to add a comment to provide instructions for
the next Actor in the workflow. If applicable, add a comment and click either the “Submit or “Return”
button respectively to send the process instance to the next step in the process.

Add Comment

Prvate

Check Spelling Cancel

Note: If the process instance is sent back to OLAPP QBS Unit for re-submission, please note that when
the QBS Unit re-submits, it will be returned to this step. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

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

11C.05 Contract Negotiation (PM)
The PM assigned to the project will receive an email from TUC as notification to negotiate the contract
proposal with the assigned Consultant and begin preparing the draft Formal Contract.
To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Announce -.- Project T2 | Instance T2 | Subject T2
ments

e nn L Tiae *BI-C5-1010 - DAS
Welccm<.a, State of :EIC;n1. - DAS Test Project - FC
Connecticut! estiroject (Ca4 - 38)

e-Builder welcomes

After opening the process instance, review the “General Instructions”, obtain the most current Contract
template from the Legal department, and initiate negotiations with the assigned Consultant.
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Note: The draft Formal Contract shall be uploaded to TUC for submission to the ADPM for review at a
later stage in the process. At this point, the PM should scroll to the bottom of the page and select Take
Action to forward the process instance to Legal for assignment and for the collection of required
credentials and insurance documentation from the selected Consultant.

11C.06 Legal Assignment — Formal Contract/Amendment (Legal Director)

The Legal Director will receive an email from TUC as notification to assign an Attorney and Paralegal to
review a draft Formal Contract or Amendment package for submission to SPRB for review and approval.

To access the process instance, either click on the link provided in the email or log into TUC, 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 aclion,

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

Announce --- Project T4 | Instance 12 Subject 15
ments

*B)|-: - ) -
Welcome, State of iEI'CS'._ﬂ'} -DAS = TELICEI';]OE‘LE- ECJS‘S
Connecticut! est Project (C2A - 38)
e-Builder welcomes

After opening the process instance, follow the “General Instructions” provided.

If the "Legal Document Type" selected is for a "Contract", please refer to the "Consultant Selection
Checklist" field in the “Contract/Amendment Information” section for a list of the documents submitted
by OLAPP QBS Unit to initiate the drafting of a Formal Contract. To view the documents submitted, click
on the link in the "Contract/Amendment/WAO File Folder".

Contract/Amendment Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Consultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Centract for the subject Project.
Checklist: _Form 1200 or 1400 - RFQ Web Advertisement and Addenda

[JForm 1227 - Alpha Long List

[(JForm 1264 - Fee Proposals for the other top firms interviewed

[JForm 1266 - Ballot Summary (Selection/Screening Ratings Calculation Spreadsheet)
[JForm 1267 - Selection Memo [signed)

[JRecommendation Letter

[CJForms 330 Parts I and II, plus signature page signed by consultant (<1 year old) from QBS
[JJQBS Submittal Booklets far the other top firms interviewed

Contract/Amendment/WAD
File Folder: | hitps:y/gov.e-builder.net/da2/dalanding.aspx?05=10e75587acH4e 709731 55154 346
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Next, select the "Supporting Documents" subfolder to view the checklist documents that have been
submitted.
[T Contract[o]

----- [T Credentials and Insurance[0]

=[] Drafts[0]

— | emails[0]
[ Legal[0]
~ 1 SPRE Checklist Documents[0]

||'__| Supporting Documems[D]I

After you have completed your review of the documents submitted or if the “Legal Document Type” is
for an Amendment, return to the process instance, scroll down to the section entitled "Legal
Assignment" and select an "OLAPP Attorney - Formal" and an "OLAPP Paralegal - Formal" to assign to the
project. Upon completion, scroll down to the bottom of the page and click the "Take Action" button.

Legal Assignment

OLAPP Paralegal - Formal: Craig Russe! il |
OLAPP Attormey - Formal: Craig Russel v]
Date Legal Received: 05.07.2025

[submit w |[ Take Action

After clicking "Take Action", a prompt will appear that will allow you to add a comment, if applicable.
Upon completion, click the "Submit" button.

Add Comment

J private

Check Spelling [ Submit] Cancel
11C.07 Role Assignment (CSS)

CSS will receive an email from TUC as notification to establish the role assignment for the subject Project
Consultants, if applicable, and the OLAPP Attorney — Formal and OLAPP Paralegal - Formal.

To access the process instance, either click on the link provided in the email or log into TUC, 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 aclion,

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCE e Project T% |Instance 12 Subject 12
ments

+B-C5- ) -
Welcome, State of *BI-C5-1 ::'1':' -DAS = TE;:CIEr;JOE‘Ici- II:JCAS
Connecticut! Test Project (CRA - 38)

e-Builder welcomes
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After opening the process instance, scroll to the “Consultant Information” section and note the assigned
“Architect — Contact”, “CA — Contact”, “OLAPP Attorney — Formal” and “OLAPP Paralegal — Formal”.

Then, assign each user to their respective role on the Project by first going to the “Projects” tab and
selecting the subject project number/name from the “All Projects” dropdown list.

Processes Documents

Projects

Contacts

Cost Reports

Projects

Hidden Projects

| Active Projects View

V|| Al Proiects

'I

Next, select “Project Participants” from the “Project Menu” and click the “Manage Users” button.

. LdsL
Project Menu Members Name; | ——
- Uemame: | [ ]
v Details ~
Apply Templates Roles
: Y= AJE<" subconsultants Cuf_tc;ﬂ | Select a custom field v | |
rela:

Manage Bill Rates

Administrative Support
Manage Form Types ADPM

Manage Permissions

Agency

Filter Clear

Send Message Remove from Project

Search for the name of the respective user that is to be assigned to a role on the Project from the list of

“Available Users”. if listed, move that person into the list of “Project Users”, and click “Save”.

Available Users
Filter Users
| Last Name | |start5 with w | |

| Select a custom field v | | Selectavalue v

Russell, Kyle -- kylerussell -- Downes Construction Company, LLC
2 Lo scalleon Duccoll Elocis

Ruszell, Serenity -- Ru';se IS -- Department of Deve. c}g'nsntal Serviced

Filter

Project Users

Barkin, David -- dbarkin --
Cutler, Rebecca -- reutler -- Department of Administrativ
Daigle, Randy -- DaigleR -- Department of Administrative Services
Davis, 5am -- Davis3a -- Department of Administrative Services - C

Department of Administrative Services -

Services

Harbaran, Sudesh -- sharbaran -- Department of Administrative Sei
Hobbs, Darren -- dhobbs1 -- Department of Administrative Service
implementation, e-builder -- eb@StateofConnecticut -- e-builder, |
Justice, Tollie -- fjustice -- e-Builder, Inc.

Keating, Tatiana -- KeatingT -- Department of Administrative Servic
Kulas, Alison -- akulas -- Department of Administrative Services - C
LaChance, Amy -- LaChanced -- DEPARTMENT OF ADMINISTRATIV

If the username is not listed among the available users, refer to Section 2: Project User Access on the

steps needed to create a new user.

After the User(s) have been added to the Project, return to the “Details” tab for the subject Project and
again select “Project Participants” from the “Project Menu” and click the “Manage Users” button.

Next, scroll through the list of “Roles” listed and find those roles for which you are to make an
assignment. Click on the link for the role to see if those respective users that were added as project

participants have been added to their respective role on the Project.

If the respective user is not listed in the role assigned to them, click the “Add User” button.

BI-2B-474 - 505 Hudson St. - Elevator Modernization ~

Project Participants

“  Architects/Engineers

‘Architects/Engineers.

Ly First Name:
2o Uemame: [ ]
BO-FAD
Custom Field: | [Sciect o custom field v | |
Business Office
Business Office i || G=T
Management
che Send Message | Add User | Remove User
CAs-billing [J| Name= User Name Company Name ‘A((mml Role ‘ Project Role
Chief Architect O Timothy Hind HindT VDA Elevator Consulting
G O Marisa Page PageM Newman Architects 4

CMRs
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Search for the name of the respective user(s) that are to be added to the role, check off their name, and
click the “Add User” button. Do this for each User that that is to be assigned a role on the Project.

Users Add User Cancel
| O | Name=~ | User Name | Company Name | Date Added
Peter Austin AustinP Department of Administrative Services - Construction Services 12.18.2023
Wills Ballar allardwi epartment of Emergency Services and Public Protection L2,

(| willis Ballard ballardwi Dep f Emergency Servi d Public P ( 10.27.2022
Marilyn Bantz antzmar tate of Connecticut Dept. o ministrative Services 24,

O m ilyn B b S fC icut Dept. of Admini e Servi 03.24.2023

Upon completion, return to the process instance and click the “Take Action” button.

11C.08 Formal Recommendation Review/Credentials and Insurance (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that the OLAPP QBS
Unit has submitted the necessary documentation to initiate the drafting of a Formal Contract, and the
Legal Director has assigned you to the project.

To access the process instance, either click on the link provided in the email notification or log into TUC,

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 adion,

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCE == Project 1% | Instance 14 Subject 12
ments

a e *BI-C5-1010 - DAS
Welccmc.a, State of ;EI’CE 1010 - DAS Test Project - FC
Connecticut! estiroject (Ca4-38)

e-Builder welcomes

After opening the process instance, scroll down to the “Contract/Amendment Information” section and
refer to the "Consultant Selection Checklist" for a list of the documents submitted to initiate the drafting
of a Formal Contract. To view the documents submitted, click on the link in the "Contract/Amendment/
WAO File Folder" to open the subject project "Formal Contract Approval/Contract" file folder.

Contract/Amendment Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Consultant Selection Check off each of the Documents that are being submitted to initiate the drafting of a Formal Contract for the subject Project.
Checklist: __IForm 1200 or 1400 - KFQ Web Advertisement and Addenda

[JFarm 1227 - Alpha Leng List

(Jrorm 1264 - Fee Proposals for the other top firms interviewed

[JForm 1266 - Ballot Summary (Selection/Screening Ratings Calculation Spreadsheet)

[ JForm 1267 - Selection Memo (signed)

[JRecommendation Letter

[JForms 330 Parts | and II, plus signature page signed by consultant (<1 year old) from QBS
[JQBS Submittal Booklets for the other top firms interviewed

Contract/Amendment/WAQO
File Folder: [ hittps:/,

75587 a89f4e 7091311853554 3486 ]

ov.e-builder.net/daz/dalanding.aspx TQ5=10e
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Next, select the "Supporting Documents" subfolder to view the submitted checklist documents. Make
sure all of the documents that were checked off in the “Consultant Selection Checklist” field have been
uploaded to the “Supporting Documents” subfolder.

Contract[0]
Credentials and Insurance[0]
""" Drafts[0]
""" emails[0]
""" Legal[0]

""" SPRE Checklist Decuments[0]

I Supporting Documents(0] |

If any of the required documents are missing or if additional information is needed to initiate the draft
Contract, return to this process instance, 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 process instance
to OLAPP QBS Unit for resubmission.

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

If the submission from OLAPP QBS Unit is complete, 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 forward the
process instance to the PM to begin proposal negotiations and preparation of the draft Contract.

Note 1: The recommended Consultant will have fourteen (14) days from the "Date Legal Received" to
submit the necessary Credentials and Insurance documentation to complete the Formal Contract. The
process for collecting such documentation will be done using the methods that are currently in place
outside of TUC. Those documents collected will be uploaded to TUC at a later step in the process.

After clicking “Take Action”, a prompt will appear for you to add a comment. If applicable, provide a
comment and then click the “Submit or “Return” button respectively to send the process instance to the
next step in the process.

Add Comment

O private

Check Spelling Cancel

Note 2: If the process instance is sent back to OLAPP QBS Unit for re-submission, please note that when
the OLAPP QBS Unit re-submits, it will be returned to this process instance. If the process instance has
been returned for re-submission, refer to the “Comments” tab after opening the process instance for
any comments from previous actors regarding the revised submission and proceed accordingly through
the process.

Dretails Documsants (0] Antached Processes (1) Attached Forms (0) Attached To (0]

11C.09 Consultant Recommendation Revision (OLAPP QBS Unit)

The QBS Unit will receive an email from TUC as notification that Legal has reviewed the recommendation
to initiate the drafting of a Formal Contract and determined the submission package to be incomplete.
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To access the process instance, either click on the link provided in the email or log into TUC, 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 actio

My Home

Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

. Project T; Instance T: Subject T;
nnounce

ments

*BI-C5-1010 - DAS
Test Project - FC
(C8A - 38)

Welcome, State of
Connecticut!

e-Builder welcomes

After opening the process instance, click on the “Comments” tab for further instructions on the
requirements to complete the submission package.

Details  Comments (0) Documents (D) Attached 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 click on the link provided to open the Formal Contract Approval
file folder.

ink to the subject project Contract/Amendment WAQ Fila Folder
Idernet/daz/dal anding asox? Q%= 10e 75587 a50f4= 7003 2535545426 |

Contract/Amendment/ WAO
File Folder:

After opening the Formal “Contract” file folder, select the “Supporting Documents” subfolder to upload
the missing documentation. You can upload documents by dragging and dropping the documents into
the space where the other supporting documents reside.

Formal Contract Approval[29] - O | Name
E Architect-Engineer[24] Delete | Mowe | Copy | Download | Check Out | Send | Fill Out Form | Compare | Bluebeam Studio
Y Amendment]0] T O Form 1127 Alpha Long List.pdf {version 1)

: Download (69 7KEB) | Redline | Stamp | Compare With | Send | Properties
=[] Contract[24] .
¥ 0 Bl-MH-146-ARC_Award Recommendation -WFI_230329.pdf (version 1)

Credentials and Insurance[&] Download (201.1K8) | Redling | Stamp | Compare With | Send | Properties
Draft=[2] o Form 1200 Web Advertisement.pdf (verzion 1)
) N pownlead (222.2KB) | Redling | Stamp | Compare With | Send | Propertiss
emails[0]
) 0 Form 1266 Ballot Summary.pdf (version 1)
Final[1] Download (243.2KE) | Redling | Stamp | Compare With | Send | Properties
Legal[0] O Form 1264 Fee Proposal.pdf {version 1)

Download [2.3M8) | Redline | Stamp | Compare With | Send | Properties

‘| SPRE Checklist Docurments[8] '
I S ina D 51 I
After all documents have been uploaded, 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 provide

comments regarding the revised submission. Click “Submit” after adding your comments.

Add Comment

[

Check Spelling Cancel
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11C.10 Formal Contract Submittal (PM)

The PM assigned to the Project will receive an email from TUC as notification to finalize the preparation
of a Formal Contract.

To access the process instance, either click on the link provided in the email or log into TUC, 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 aclion,

Processes Documents Contacts

My Home Projects

Welcome, Craig!

My Processes

Announce .- Project T4 | Instance T4 Subject =
ments

CAn e *BI-CS-1010 - DAS
Welcome, State of *BI-CS-1010- DAS = Test Project - FC
Connecticut! est Project (C&A - 38)

e-Builder welcomes

The PM assigned to the project should negotiate the Contract proposal with the assigned Consultant and
begin preparing the draft Formal Contract for ADPM review and submission to Legal for assignment and
SPRB review. Be sure to acquire the most current Contract template from Legal before drafting the
Contract. When the draft Contract Package is ready for submission, re-open the process instance, scroll
down to the “Consultant Information” section and fill in any missing information.

Consultant Information

Architect/Engineer - Firm: [Lookug]

Architect/Engineer -
Contact:

Please select...

Architect/Engineer -
Contact Email:

CA, - Firm:
CA - Contact:

[Lookup]

Please select... hd |

CA - Contact Email:

Next, scroll down and complete the “SPRB Checklist” section by checking off each applicable document
that is to be submitted for SPRB Review in the "Formal Contract Checklist — SPRB Review" field.

SPRB Checklist

-~

Check off each of the Documents submitted for the subject Project from the "SPRB Contract Checklist” field and upload copies of the draft Contract and Contract Exhibits

to the Formal Contract Approval/Contract -

not submit any documents othe

* Formal Contract
Checklist - SPRB Review:

"Drafts” subfolder and upload the remaining "SPRB Checklist Documents” to the file folder with the same name. Please do
i ist.

[CJForm 2261 - SPRB Contract Memo

COForm 1130 - Project Budget Page (if applicable)

Ocontract

O contract Exhibits

(JFunds Verification

[JFarm 1105/1105R - Signed

O consultant's Proposal (including subconsultants)

[JForm 1140 - Scope Mesting Minutes

Then, upload copies of the draft Contract and Exhibits and the SPRB Checklist Documents to their
respective subfolders. To begin uploading the required documents, click on the link in the
"Contract/Amendment/WAO File Folder" field to open the Consultant Type (ARC, CA)/Contract file

folder.
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Next, select the subfolder that you wish to upload documents to — draft Contract and Exhibits to the
“Drafts” subfolder and SPRB Checklist Documents to the file folder with the same name. After selecting
the subfolder for upload, click the “browse” link.

Formal Contract Approval[0]
= Architect-Engineer[0]

tl Amendment[0]

: 1‘, Drag and drop files here to upload,
=] Contract[0]

Credentials and Insurance[0]

Drafts[0]
_ emails[0]
""" Legal[0]
[T SREcheckiaiD o |

""" Supporting Documents[0]

After clicking the “browse” link, a new prompt will appear to either drag and drop the documents into
the space provided or you can click the “Browse” link to search for the applicable files on your computer
for upload.

Q

Drag your files or]Browse

After your files have been uploaded, return to the process instance for the subject Formal Contract, scroll
down to the bottom of the page and click the “Take Action” button.

Note: If after the ADPM completes their review, it is determined that revisions or additional
documentation is required to complete the submission for Legal review, the process instance will be
returned to this step for corrective action. If the submission package is returned, refer to the
"Comments" tab for additional instructions and proceed accordingly through the process.

Budget Update

After clicking “Take Action”, return to the TUC Home page and click on the “Cost” tab and select the
subject Project from the “All Projects” dropdown list.

My Home Projects Processes  Documents Contacts = Cost Reports Setup  =--
Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Cost

Cost Summary | Account Funding Sources Master Commitments Master Commitment Changes Master Invoices

|AII Project Budgets l |I All Projects M I

Next, select “Budget Details” under the Project Menu.

s Cost
Cost Summary
Funding Sources
Budget Details
Commitments
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Next, click on the “Budget Changes” tab and then click “Add” to add the Contract Commitment to the
Project Budget.

Budget Line Items (18) I Budget Changes [0} I Custom Fields: (0) Motes (0] Documients (0) Forms [O) Proceszes (0]

Shaow: Show Filter Add
Ol#a Description Reason For Change Applies To Status Date Of Change :r::::.l?::

There are no budget changes.

Input data into 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 Name: *BI-C5-1070 - DAS Test Prgject
* Budget Change |DC‘I | Status: Drraft
MNumber:
* Reason Code: Ecled Coe 72 | * Date Of Change: 05.10.2024 | EH
* Description: I |

| saveand Add All Lineitems | Saveand Add items OneataTime  Cancel

Input the amount of the Contract Fee in the “Change Amount” column for the “Total A/E” line item
(8.000) or “Total CA” line item (10.00) and click the “Save” button.

Budget Change ltems 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 # 4
Total CMR Construction .. | 03.100 0.00 0.00 Add 0007
Total DBB Construction P... | 03.200 0.00 0.00 Add 000/
Total DAS/CS Contingen... | 04.000 0.00 0.00 Add 0.00 4
Total Equipment 05.000 0.00 0.00 Add 0.00 4
Total Telecommunications | 06.000 0.00 0.00 Add 000 &
Total Studies (Pre-Design... | 07.000 0.00 0.00 Add 000 &

I Total A/ (Design Phase, ... | 08000 0.00 000  Add 000 & I

Then, click the “Make Pending” button to complete the action.
Budget Change Details
Mail Merge Make Projected | Request Approval || Approve
11C.11 Formal Contract Review (ADPM)

The ADPM assigned to the project will receive an email from TUC as notification that a draft Formal
Contract Package has been prepared for ADPM review.

To access the process instance, either click on the link provided in the email notification or log into TUC,
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 adion,

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 149 of 343

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCE = Project 1% | Instance 14 Subject i
ments

*Bl-C5- ) -
Welcome, State of *BI-CS-1 f:“l 0-DAS = TE;:CPSr;J?E‘Icg - ECAS
Connecticut! Test Project (Ca4-38)
e-Builder welcomes

After opening the process instance, scroll down to the "Contract Information" section and make note of
the documents that are checked off as being submitted for SPRB review.

SPRB Checklist
Formal Contract Provided by the Project Manager
Checklist - SPRE Review: _JForm 2261 - SPRB Contract Memo

O Form 2262 - Checklist of Supporting Documents for SPRE Approval
O rorm 1130 - Project Budget Page (if applicable)

[ contract

(O contract Exhibits

[J Funds Verification

UJ Form 1105/1105R - Signed

O consultant's Proposal (including subconsultants)

O Form 1140 - Scope Meeting Minutes

To view the documents, click the link in the “Contract/Amendment/WAO File” field, to open the
Consultant Type (A/E, CA, Other)/Contract file folder in the "Formal Contract Approval" folder.

Contract/Amendment/WAD Paste the link to the subject project Contract/Amendme
File Folder: || hiip

The "Draft" Contract and "SPRB Contract Checklist " documents can be found in their respective
subfolders with the same name. Review and revise the documents, if necessary, and ensure that all of
the documents that were checked off as being submitted in the “Formal Amendment Checklist — SPRB
Review” field are complete and have been uploaded to their respective file folders.

=[] Formal Contract Approval[0] a O

Mame Date Uploaded ~

3 [ Architect-Engineer|0] | | |
tn 1 Amendment[0]
i_r'lj Contract[0]

-] Credentials and Insurance[0] X Drag and drop files here to upload, or browse,

After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return to the process instance and either select "Return" from the dropdown list
next to the "Take Action" button, if there are proposed revisions to the Formal Contract package, or if
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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 for you to add a comment. In the “Comment” Section,

provide instruction on the requirements to complete the submission package and click the “Return”.
Add Comment

mry

Check Spelling Cancel
Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details Documents (0) | Attached Processes (1) | Attached Forms (0} | Attached To {0}
11C.12 Formal Amendment Submittal (PM)

The PM assigned to the Project will receive an email from TUC as notification to begin preparing a Formal
Contract Amendment.

To access the process instance, either click on the link provided in the email or log into TUC, 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 aclion,

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

Announce ... Project T% | Instance 12 | Subject 115
ments

clcome. State o BLCE1010 - DAS *Bl-C5-1010 - DAS

e Seal e

g-BLiiIderw_eIcomes
The PM assigned to the project should begin preparing the draft Amendment Package for your ADPM to
review for submission to Legal for SPRB review and approval. Be sure to acquire the most current
Amendment template from Legal before drafting the Contract. When the draft Amendment Package is

ready for submission to your ADPM, re-open the process instance, scroll down and complete the
"Contract Information" section, if not infilled automatically...

Consultant Information

Architect/Engineer - Firm (text):

Architect/Engineer - Contact: Please select...

Architect/Engineer - Contact
Email:
CA - Firm (fext):

CA - Contact: Please select...

v
CA - Contact Email:
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... and complete the “SPRB Checklist” section by checking off each applicable document that is to be
submitted for SPRB Review in the "Formal Amendment Checklist — SPRB Review" field.

SPRB Checklist -

Check off each of the Documents submitted for the subject Project from the "SPRB Amendment Checklist" field and upload copies of the draft Amendment and Exhibits
to the Formal Contract Approval/Amendment - *Drafts” subfolder and upload the remaining "SPRE Checklist Documents® to the file folder with the same name. Please
do not submit any documents other than those requested in the Formal Contract Checklist.

orm 2263 - SPRE Amendment Memo

orm 1130 - Project Budget (only required if changes to the budget)
mendment

* Formal Amendment
Checklist - SPRE Review:

unds Verification

ontract/Amendment Log

opies of Contract and prior Amendments

orm 1105/1105R - Signed

onsultant's Proposal (including subconsultants)
ate Sheet (if applicable)

gency Request for Change

Then, click on the link in_the "Contract/Amendment/WAO File Folder" field...

Contract/Amendment/WAD . ) ) . ~ - iy e
File Foldear: hitps://gov.e-builder.net/da2/dalanding.aspx?05=10e78387a85f4e 709137 35545426

... and upload copies of the draft Amendment and Exhibits to the Formal Contract Approval/Amendment
- "Drafts" subfolder and upload the "SPRB Checklist Documents" to the file folder with the same name.
To upload documents, select the subfolder for upload and click the “browse” link.
Formal Contract Approval[0]
23 Architect-Engineer(0]

tn Amendment[0]

: 1‘. Drag and drop files here to upload,
= g Contract[0]

Credentials and Insurance[0]

Drrafts[0]

""" emails[0]

..... Legal[O]

| SPRE Checklist Documents[ﬂ]l

Supporting Documents[0]

After clicking the “browse” link, a new prompt will appear to either drag and drop the documents into

the space provided or you can click the “Browse” link to search for the applicable files on your computer
for upload.

o

Drag your files or|]Browse

After your files have been uploaded, return to the process instance for the subject Formal Amendment,
scroll down to the bottom of the page and click the “Take Action” button.

Note: If after the ADPM completes their review, it is determined that revisions or additional
documentation is required to complete the submission for Legal review, the process instance will be
returned to this step for corrective action. If the submission package is returned, refer to the
"Comments" tab for additional instructions and proceed accordingly through the process.
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After clicking “Take Action”, return to the TUC Home page and click on the “Cost” tab and select the
subject Project from the “All Projects” dropdown list.

My Home

Projects

Processes  Documents Contacis = Cost Reports Setup .
Cost Summary | Items Pending Approval | Unfinished Drafts | Data Entry | Account Level Cost
Cost

Cost Summary Account Funding Sources

| All Project Budgets

Master Commitments

Master Commitment Changes

Master Invoices

v | I; Drojects

Next, select “Budget Details” under the Project Menu.

ms Cost

Cost Summary

Funding Sources
Budget Details

Commitments

Next, click on the “Budget Changes” tab and then click “Add” to add the Amendment Commitment to the
Project Budget.

Budget Line ltems (13) Budget Changes (0} Custom Fields (0] Motes (0] Documents [0) Forms [0} Proczszes (0]
Show: Show Filter Add
O#a Description Reason For Change Applies To Status Date Of Change ::;Tﬁ::

There are no budget changes.

Input data into 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 Name:

* Budget Change
MNumber:

* Reason Codes

* Description:

Custom Fields

*BI-C5-1010 - DAS Test Project
001 Status:
|qu ect One.. o || * Date Of Change:

There are no budget change custom fields

| saveand Add Al Line Items | Save and Add Items One at a Time

Draft

05.10.2024 | &

Cancel
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Input the amount of the Fee in the “Change Amount” column for the “Total A/E” line item (8.000) or
“Total CA” line item (10.00) and click the “Save” button.

Budget Change Items Reala
Description Budget Line Item Current Budget Projected Formula Change Amount
Amount Commitments
On-Call (ENV, HAZ) 02.130 0.00 0.00 Add 0.00 &
Total CMR Construction ... | 03.100 0.00 0,00 Add 000
Total DBE Construction P... | 03.200 0.00 0,00 Add 000 #
Total DAS/CS Contingen... | 04.000 0.00 0.00 Add 0.00 ¢ 4
Total Equipment 05.000 0.00 0,00 Add 0.00 &
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
I Total A/E {Design Phase, ... | 08.000 0.00 0.00 Add 0.00 - I

Then, click the “Make Pending” button to complete the action.
Budget Change Details

Mail Merge Make Projected Request Approval Approve
11C.13 Formal Amendment Review (ADPM)

The ADPM assigned to the project will receive an email from TUC as notification that a draft Formal
Amendment Package has been prepared for ADPM review.

To access the process instance, either click on the link provided in the email notification or log into TUC,
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 aclion,

My Home Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCEe = Project 14 | Instance T4 Subject 15
ments

*B)|-: — ) -
Welcome, State of *BI-CS-1 f:“l 0-DAS = TE;:CPSr;J?E‘Icg - ECAS
Connecticut! Test Project (Ca4-38)
e-Builder welcomes

After opening the process instance, scroll down to the "Contract Information" section and make note of
the documents that are checked off as being submitted for SPRB review.

Contract Information

SPRE Amendment [JFarm 2263 - SPRB Amendment Memo
Checklist: O Amendment

[DFunds Verification

CGift and Campaign Contribution Certification

Ocontract/amendment Log

DCopies of Contract and prior Amendments

[OForm 1105/1105R - Signed

[Cconsuttant's Praposal (including subconsultants)

[ORate Sheet (if applicable)

DAgenc; Request for Change

[JForm 1130 - Proiect Budaet (onlv reauired if chanaes to the budaet
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To view the documents, click the link in the “Contract/Amendment/WAO File” field, to open the
Consultant Type (A/E, CA, Other)/Contract file folder in the "Formal Contract Approval" folder.

Contract/Amendment/ WAD Past th
File Folder: || hitps:

The "Draft" Amendment and "SPRB Contract Checklist " documents can be found in their respective
subfolders with the same name. Review and revise the documents, if necessary, and ensure that all of
the documents that were checked off as being submitted in the “Formal Amendment Checklist — SPRB
Review” field are complete and have been uploaded to their respective file folders.

=[] Formal Contract Approval[0] - ]| Name Date Uploaded «

il Architect-Engineer{0]
+4 Amendment[0]
=+ Contract[0]

: Credentials and Insurance[0]

""" emails[0]

.!, Drag and drop files here to upload, or browse,

..... LEgaI[O]

1-C1 SPRE Checklist Documents[0]]

After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return to the process instance and either select "Return" from the dropdown list
next to the "Take Action" button, if there are proposed revisions to the Formal Amendment package, 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 for you to add a comment. In the “Comment” Section,

provide instruction on the requirements to complete the submission package and click the “Return”.
Add Comment

mry

Check Spelling Cancel

Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details Documents (0) | Attached Processes (1) | Attached Forms (0} | Attached To {0}
11C.14 Draft Contract/SPRB Checklist Review — Formal Contract (Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification that a
draft Formal Contract Package has been prepared for Legal review.
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To access the process instance, either click on the link provided in the email notification or log into TUC,
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

Welcome, Craig!

My Processes

- Project T% | Instance T4 Subject 115
nnounce
ments

*B]-C5- ) -
Welcome, State of *BI-C5-1010-DAS | TEL:CF?I_;J.OEE_ ECAS
Connecticut! Test Project

(C8A-38)
e-Builder welcomes

After opening the process instance, the Paralegal should scroll down to the "Contract Information"
section and make note of the documents that are checked off as being submitted for SPRB review.

Contract Information

Legal Document Type: Please select the type of legal document for which you are seeking approval.
Consultant Type: Select the Consultant Type from the dropdown list below.
Document Type: Please select the abbreviated document type being submitted from the dropdown list.
Contract/Amendment
Amount: @
Formal Contract Checklist - [_JForm 2261 - SPRE Contract Memo
SPRB Review: [CJrarm 1130 - Project Budget Page (if applicable)
Ocontract
[contract Exhibits
[JFunds Verification
[CJForm 1105/1105R - Signed
Cconsultant's Proposal (including subconsultants)

Next, the Paralegal should scroll down and complete the "Credentials and Insurance - SPRB Review"
section by checking off each applicable document collected for SPRB Review in the “Credentials and
Insurance — SPRB Review” field.

Credentials & Insurance - SPRE Review

* Credentials & Insurance | Consultant Licensels) (if applicable) - Firm license, license(s) of principal-in-charge, and Project Manager
- SPRE Review: DSuppIier Diversity Certification (if applicable)
| I Terms and Conditions of the Contract

[ Gift and Campaign Contribution Certification (If contributions were made in the previous four years that Legal required
reporting to SEEC, attach copy of SEEC decision.)

| Profecsional Liability Claims History (5 vears)

Next, click on the link in the "Contract/Amendment/WAO File Folder" to open the subject project
"Formal Contract Approval/Contract" folder.

Contract/Amendment/WAO hit
File Folder:

gov.e-builder.net/da2/dalanding.aspx705=10e75587a559f4e 70931 25554 5426
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Then, select the "Credentials and Insurance" subfolder, and click on the “browse” link to initiate the
upload of the “Credentials and Insurance” documentation.

‘[ Fermal Contract Approval[0]
=l Architect-Engineer[0]

4[] Amendment[0
ol X Drag and drop files here to upload, o

=+ Contract[0]

[ Drafts[o]

1 emails[0]

{1 Legall0]

After clicking “browse”, a new prompt will appear to either drag and drop the documents into the space
provided or click the “Browse” link to search for the applicable files on your computer for upload.

)
Drag your files or

Contract/Amendment/ WAD 3S to il jec 1] d
File Folder: 1

Next, open the "Draft" Contract and "SPRB Checklist Documents" subfolders to view the documents
submitted by the PM for SPRB review. Ensure that all of the documents that were checked off as being

submitted in the “Formal Contract Checklist — SPRB Review” field are complete and have been uploaded
to their respective file folders.

Folders | I|:—||:| ‘ E—; Documents
Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Coj
=" Formal Contract Approvall0] - (| Name Date Uploaded

3 [ Architect-Engineer[0] | | |

+_| 1 Amendment[0]
lJ"Ij Contract[0]

[ Credentials and Insurance[0] X Drag and drop files here to upload, ar browse.

""" [ Drafts[0]
=77 emails[0]

~ | Legal[0]

----- [T SPRE Checklist Documents[0]

After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return to the process instance, select “Return” from the dropdown menu, and click

“Take Action”. A prompt will appear thereafter allowing you to provide a comment for the PM on what is
required to complete the submission package. After adding a comment, click the “Return” button.

Add Comment

O private

Check Spelling Cancel
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Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab for any comments from previous actors regarding the revised
submission and proceed accordingly through the process.

I Details = Comments (8) I Documents (0) | Attached Processes (1) | Attached Forms (0) | Attached To {0}

(1)
Drag your files or[Browse]

If the package is complete, the Paralegal should download the draft Contract Agreement and SPRB
Checklist Documents to a local folder for the Attorney to review. If necessary, the Attorney can share
edits to the submission package with the Project PM, ADPM, and, if applicable, Project Consultant(s) and
the Legal Director for further review and editing, using the methods that are currently in place outside of
TUC for such review. The Attorney should notify the Paralegal when the draft has been finalized and is
ready for SPRB review.

Once the draft Contract and all SPRB Checklist Documents are finalized and approved, the Paralegal
should return to the subject Project process instance and click the link in the "Contract/Amendment/
WAO File Folder" field to open the "Formal Contract Approval/Contract" folder.

Contract/Amendment/ WAO Paste
File Folder: | https:

nk to the subject project Contract/Amendmen
=-builder.net/dad/dalanding aspx?Q5=10

Upload any additional documents collected during the review process, such as contract drafts, emails,
and Credentials and Insurance information, to their respective folders using the methods described
earlier in this section for document upload. Please note that the “Legal” and “Credentials and Insurance”
subfolders are restricted for Legal use only.

If at any time during the Draft Contract/SPRB Checklist Review process, Legal wishes to document the
status, timing and responsible party for the Contract review, it can do so in the “Contract Status” field.
To access the “Contract Status” field, return to the “Details” tab and scroll down to the “CMR
Information” section.

Comments (8) | Documents (0) = Attached Processes (1) | Attached Forms (0) | Attached To {0)

Contract Status:

After all of the Formal Contract documents have been uploaded to the appropriate subfolders, return to
the process instance, scroll to the bottom of the page and select “Submit” from the dropdown list next to
the “Take Action” button and click “Take Action”.

11C.15 Draft Amendment Review/SPRB Amendment Checklist Review — Formal Contract
(Attorney/Paralegal)

The Attorney and Paralegal assigned to the project will receive an email from TUC as notification that a
draft Formal Amendment Package has been prepared for Legal review.
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To access the process instance, either click on the link provided in the email notification or log into TUC,
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 adion,

My Home Projects Processes Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCE == Project 1% | Instance 14 Subject 12
ments

a e *BI-C5-1010 - DAS
Welccmc.a, State of ;E‘I—Csnll 1 'j' -DAs Test Project - FC
Connecticut! estiroject (Ca4-38)

e-Builder welcomes

After opening the process instance, scroll down to the "Contract Information" section and make note of
the documents that are checked off as being submitted for SPRB review.

Contract Information

SPRE Amendment [JFarm 2263 - SPRB Amendment Memo
Checklist: D amendment

[JFunds Verificatian

[gift and Campaign Contribution Certification

[Ocontract/Amendment Leg

DCoples of Contract and prior Amendments

[Form 1105/1105R - Signed

Cconsultant's Propasal (including subconsultants)

[ORate Sheet (if applicable)

DAgenC,f Request for Change

[JForm 1130 - Proiect Budaet fonky reauired if chanaes to the budaet

To view the documents, click the link in the “Contract/Amendment/WAO File” field, to open the
Consultant Type/Amendment file folder (A/E, CA, Other) in the "Formal Contract Approval" folder.

Contract/Amendment/ WAQ Paste the link to the subject project Contract/Amendment WAD
File Folder: || hitp

Folder
v.e-builder.net/da, E Landing. EE 705=10e 97351e5555454e6 |

The "Draft" Amendment and "SPRB Amendment Checklist " documents can be found in their respective
subfolders with the same name. Ensure that all of the documents that were checked off as being
submitted in the “Formal Amendment Checklist — SPRB Review” field are complete and have been
uploaded to their respective file folders.

=[] Formal Contract Approval[0] a O

Mame Date Uploaded ~

= [ Architect-Engineer[0] | | |
‘.f_n 1 Amendment[0]

i_r'lj Contract[0]

(7] Credentials and Insurance[0] X Drag and drop files here to upload, or browse,
[ emails[0]
[ Legal[0]
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After completing your review, if it is discovered that any of the required documents are missing from the
submission package, return the process instance to the PM for re-submission by scrolling to the bottom
of the page, selecting “Return” from the dropdown menu next to the “Take Action” button, and clicking
“Take Action.”

After clicking “Take Action”, a prompt will appear for you to add a comment. In the “Comment” Section,
provide instruction on the requirements to complete the submission package and click the “Return”.

Add Comment
[ B,

Check Spelling Cancel

Note: If the process instance is sent back to the PM for re-submission, please note that when the PM re-
submits, it will be returned to this process instance. If the process instance has been returned for re-
submission, refer to the “Comments” tab after opening the process instance for any comments from
previous actors regarding the revised submission and proceed accordingly through the process.

Details | Comments (8) | Documents () | Attached Processes (1) | Attached Forms (0) | Attached To (0}

If the package is complete, download the draft Amendment and SPRB Amendment Checklist documents
to a local folder for the Attorney to review. The Attorney should share the package with the Project PM,
ADPM, and, if applicable, Project Consultant(s) and Legal Director for review and editing, using the
methods established outside of TUC for Formal Amendment review.

Once the draft Amendment and all SPRB Amendment Checklist Documents are finalized and approved,
return to the subject Project process instance and click the link in the "Contract/Amendment/WAO File
Folder." field to open the "Formal Contract Approval/Amendment" folder.

Contract/Amendment,/ WAD Paste the link o the subject project Contract/Amendmen
File Folder: |_httosy/gov.e-builder.net/da2/dalanding aspriQs=10

Upload a copy any additional documents collected during the review process, such as Amendment
drafts, emails, and Credentials and Insurance information (Gift and Campaign Contribution Certification),
to their respective folders. Please note that the “Legal” and “Credentials and Insurance” subfolders are
restricted for Legal use only.

To upload documents, first click on the subfolder that you want to upload the document to and then
click the “browse” link.

=[] Farmal Contract Approval[0] = 1| Name Date Uploaded «
23 Architect- Engineer[0] | |

+4 Amendment[0]

=+ contract[o]

Credentials and Insurance[0]

browse,

X Drag and drop files here to upload, o
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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

If at any time during the Draft Contract/Credential Review process, Legal wishes to document the status,
timing and responsible party for the Contract review, it can do so in the “Contract Status” field. To access
the “Contract Status” field, return to the “Details” tab and scroll down to the “CMR Information” section.

Details | Comments (8) Documents (0) || Attached Processes (1) | Attached Forms (0} | Attached To (0}

Contract Status:

|

After all of the Formal Amendment documents have been uploaded to the appropriate subfolders in
TUC, return to the process instance, scroll to the bottom of the page and select “Submit” from the
dropdown list next to the “Take Action” button and click “Take Action”.

11C.16 Incomplete Submission (PM)

The PM assigned to the project will receive an email from TUC as notification that the draft Formal
Contract/Amendment Submission Package is incomplete and has been returned for re-submission.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Announce ... Project T4 | Instance 12 Subject 15
ments

*BI-C5-1010 - DAS
Test Project - FC
(C&A - 38)

Welcome, State of
Connecticut!

e-Builder welcomes

After opening the process instance, refer to the “Comments” tab to find out what additional
information/documentation is needed to complete your submission package.

Details | [Comments (& Documents (0) | Attached Processes (1) | Attached Forms (0} = Attached To {0}

If additional documentation is required, scroll down to the “Contract information” section and click on
the link in the “Contract/Amendment/WAO File Folder” field.

Contract/Amendment/WAO

File Folder: | I*:t-:z:-. V.2-0 -:
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Next, click on the applicable Consultant Type (A/E, CA, Other)/” Amendment” or “Contract” file folder.

Then, click on the applicable subfolder (Drafts, SPRB, etc.) that you wish to upload the missing
documents to and click the “Browse” link.

-

Formal Contract Approval[0] [J| Name Date Uploaded «
|=- 0 Architect-Engineer[o] | I I
-J Amendment[0]
Amendment 1[0]
Amendment 2[0] X, Drag and drop files here to upload, or

Amendment 3[0]

Amendment 4[0]

I— Contract[0] I

Credentials and Insurancefd

l """ Drafts[0]

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

After all of the documents have been uploaded to the appropriate subfolders in TUC, return to the

process instance, scroll to the bottom of the page and select “Submit” from the dropdown list next to the
“Take Action” button and click “Take Action”.

After clicking “Take Action,” a prompt will appear that will allow you to add a comment regarding the
resubmission of the Formal Contract/Amendment Package. After adding a comment, click “Submit”.
Add Comment

[ private

Check Spelling m Cancel

11C.17 Prepare Formal Contract/Amendment Package for SPRB Review (Paralegal)

The Paralegal assigned to the project will receive an email from TUC as notification that a Formal
Contract/Amendment Package is ready to be submitted to SPRB for review and approval.

To access the process instance, either click on the link provided in the email or log into TUC, 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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Projects Processes  Documents Contacts

Welcome, Craig!

My Processes

ANNOUNCE = Project 1% | Instance 14 Subject i
ments

*Bl-C5- ) -
Welcome, State of iE‘I'CS' ! _:‘1 0-DAS = TE;:CPSr;J?E‘Ici - ECAS
Connecticut! est Project (Ca4-38)
e-Builder welcomes

After opening the process instance, click on the “Comments” tab to see comments provided by past
Actors regarding the submission of said package for SPRB Review. Then, return to the “Details” tab and
scroll down “Contract Information” section and click on the link in the “Contract/Amendment/WAO File
Folder” to open the respective subject Consultant Type “Contract” or “Amendment” file folder.

Contract/Amendment/ WAD Paste the link o the subject project Contract/Amendmen
File Folder: | hitps://gov.e-builder.net/da2/daland "Q‘EPZ-Z:'Q:F' [¥]

Next, click on the applicable subfolder (Drafts, SPRB etc.) to view the documents that were submitted as
part of the Formal Contract/Amendment Submission Package.

Formal Contract Approval[0]

4 Architect-Engineer(o]

3 Amendment[0]

Amendment 1[0]

Amendment 2[0]

Amendment 3[0]

Amendment 4[0]
S} e

Credentials and Insurance[0]

Drafts[0]

Next, download the documents needed from each of these subfolders to prepare the Formal
Contract/Amendment submission package for SPRB Review. Then, prepare and submit the Package to
SPRB for review using the same methods that are currently in place outside of TUC for SPRB Review.

After submitting the Formal Contract/Amendment Package for SPRB Review, return to this process
instance, scroll down and complete the “SPRB Review” Section.
SPREB Review
% SPRB File Number: ‘
* Sent to SPRB: =z

Upon completion, click “Take Action” to send the process instance to a hold step for SPRB Approval. The
process instance will stay in this step until CSS receives an executed copy of the agreement to record the
Contract/Amendment Information and create the respective commitment in TUC.

11C.18 SPRB Approval — Hold Step (CSS)

CSS will receive an email from TUC as notification that a Formal Contract or Amendment has been
submitted for SPRB Review. After SPRB has reviewed and approved the Contract or Amendment, and
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after CSS has received an executed copy of said agreement, CSS should open the process instance to
complete the data input for the Contact/Amendment and initiate the creation of a project commitment.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

ANNOUNCE = Project T4 | Instance 14 Subject 15
ments
*Bl-C5-1010 - DAS

Welcome, State of “BI-CS-1010- DAS = Test Praject - FC
Connecticut! est Project (C2A - 38)

e-Builder welcomes

After opening the process instance, scroll down and complete the “Contract Information” section.

DAS Contract Number:

SPRB File Number:

Sent to SPRB:
Approved by SPRE:
Date Legal Received:
Date of Final Approval:

Date Contract Signed by
Consultant/Contractor:

Date Contract Executed:

Contract Start Date:

O O

Contract End Date:

CORE Contract No.:

Contract/Amendment/WAO
File Folder:

Project Status Summary:

Executed

or  Browse e-Builder Browse Computer
Contract

Upon completion, click “Take Action”.

11C.19 Commitment Creation (CSS)

Proceed to Section 11D — 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: Contract & Amendment Commitment Creation

11D.01 Commitment Creation (CSS)

CSS will receive an email from TUC 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 TUC, 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 actio

My Home  Dashboard Projects Processes Documents Contacts C

Welcome, Craig!

My Processes

Announce s Project T; Instance Té Subject Tz Step Tz
ments

Welcome, State of 51010 - DAS *Bl-C5-1010 - CMR | Contract
Test Project - Test (CRA - 25) Amendment Cl

Connecticut!

e-B_l_iI:ler v."elccmes
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.

After opening the spawned process instance, scroll down to the “Contract Information” section and
provide data input for the applicable fields. Upon completion, take a screenshot of the “Contract
Information” section for use in completing the “Commitment Items” custom fields section.

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. In the “Commitment Custom Fields” section, update the “Primary Construction Contract on
Project” field to “Yes”.

Note: The “Commitment Custom Fields” section will automatically fill out when you proceed to the next
step in the process.

Next, scroll down to the “Add New Commitment Item Section”. Select the appropriate “Budget Line
ltem” and “Funding Rule” and input the total fee in the “Amount” field. Then, provide data input for the
Commitment Items Custom Fields, using the “Contract Information” section screenshot. Upon
completion, click the “Add” button, and then scroll down to the bottom of the page and click the
“Submit” button.

Commitment Items

Manage Fui
[ | Hem inal Current | Projected Current Retainage | Actuals Approved | Allowance | Custom Field(s)
Number mitment Commitment | Commitment Held
O & oo 50.00 50.00 50.00 0.00 0.00
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After clicking the “Submit” button, return to the “Home” tab and open the new process instance for the
subject project.

My Home  Dashboard Projects Processes Documents Contacts G

Welcome, Craig!

My Processes

ANNOUNCE s Project T2 |Instance 12 | Subject T2 |step e
ments

*B-C5-10170 - DAS *BI-C5-1010 - CMR
Welcomé, State of = FTH - LIRS Test (C&A - 25) PSS Review
Connecticut! est Froject (CMIR - 28)

e-Builder welcomes

Review the “Commitment Custom Fields” and ensure all applicable fields have filled in automatically.
Upon completion, click the “Take Action” button.

11.002 PO Request (PM)

The PM assigned to the project will receive an email from TUC as notification to submit a request to the
Business Office for a PO for the subject Contract/Amendment.

To access the process instance, either click on the link provided in the email or log into TUC, 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 Cont3d

Welcome, Craig!

My Processes

Announcem ... FiEa: 12 | Instance T4 | Subject 12
ents *BI-C5-1010 - DAS .

Test Project %353 - 3
Welcome, State of

Proceed in requesting a PO from the Business Office for the subject Contract/Amendment, using
methods that are currently in place outside of Trimble. After obtaining the PO Number, enter the PO

Number in the space provided in the “PO Number” section. Upon completion, click the “Take Action”
button.

PO Number

PO Number: ||
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Section 12: 1165 HazMat Project Intake Request

12.01 Accessing the Process

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

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

DINS Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | lmport Processes

Processes
| 1165 Process Status W | Edit | Add View | -
*Becky Test Project
*Becky Test Project - 2
*51-C5-1005 - DAS Test 5
|Pruject MName = |Agency |Agenc_v PM | 1 Ece 100 E:'S _E‘tf et
-C5-1010 - DAS Test Proj
DAS/CS | Matthew Pafford l' *e_Builder Testing Project
24-W¥-HAZ-05_Paff Test DAS/CS Matthew Pafford [ItH ardat Praject Creation Project

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 () Processes Initiated By Me O Processes In My Court ® 2l Processes
Type of Process I 1185 Hazat Froject Intake Request [HAT) w W ozt Openl_Finished
Step Mame -
Containing Text | |

12.02 Hazardous Materials Assistance Request (Agency PM)

Complete the Agency Information, Project Information and Emergency Use of HazMat Funds sections.

-~

* Agency: | Board of Regents for Higher Education ol |

* Agency PM: a | Please select... hdl |

* pgency PM - Emaik: | |
*

Agency PM - Phone: | |

Print Check Spelling Submit 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
TUC license, username, and password.
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Project Information -

Provide information 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 Mame:

* Project Address:

DAS/CS Building Number: @

Room Mumber: (@

| |
| |
* City: | |
| |
| |

DAS Project Number: f this project is part of a larger project for which a DAS Project Mumber was assigned, please provide the project number here.
* Project Description/Haziat n 300 words or less, describe the project scope, including type of work (e.g. initial investigation/testing, abatement/remediation, abatement
SO monitoring, other), type of hazmat(s), and location specifics.
P
Emergency Use of HazMat Funds ”

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

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

* Emergency Use of Funds: @ |E- Please select an aption -- o | |

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

After all required fields have been entered, scroll to the bottom of the page and select Submit from the
dropdown menu next to the Take Action button. Click Take Action. If you answered “Yes” to the

“Emergency Use of Funds” question, proceed to Section 12.03. If you answered “No”, proceed to
Section 12.04.

12.03 HazMat Emergency Project (Agency PM)

If “Yes” was selected in response to the Emergency Use of Funds question, navigate to the My Home tab
and locate the applicable project process instance under My Processes. Identify the correct entry by
referencing the project building name listed under the Subject column header. The Step column should
denote the subject project as “Agency Emergency Project”. Once located, select the corresponding
process instance link to proceed to the next step in the 1165 — HazMat Assistance Request Process.

My Home  Dashboard  Projects Processes  Documents Contacts  Cost Reports Setup  eee

ol )
State of Connecticut WE|CDme' Cralg' hd Edit My Home
Events My Processes
Thursday, Feb 26, 2026
Y Project 1% |Instance 14 | Step 14 Responsible A_. Date Submitted T4 | Step Age T5 | Stawus 14 |Subject iz
View calendar
*Hazh. e p—— Agency Emergency | - . - Feb 26, 2026, 10:41 . . - Big Building USA -
Creation F I AT -2 Froject I Craig Russel AN 0 Days Submitted V-111 - DAS/CS

Next, review the general instructions and complete the sections entitled “Services Requested”,

“Emergency Consultant/Contractor”, “Subcontractor Bids” — if applicable, and “Terms of Acceptance &
Signature”.
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General Instructions

The agency has successfully submitted the emergency application and i authorized to proceed with the project in accordance with the “Specialized Contract Use™ provisions and zll other applicable requirsments of Contracts
19P5X0120 and 20PSX0154. A Scope Review Mesting is not required for Emergency Projects.

To maintain eligibility for DAS funding, the cient agency must completz and submit the following within 24 hours:

1. Confirm Project Information - R=vizw and verify all entries under “Froject Information.” and dzarly identify the “Services Requested.”
Z Identify Preferred Consultant/Contractor - Enter the name of the preferred consultant or contractor and the estimatad cost of services. Click “Add™ after 2ach entry. Repeat this process for each additonal consultant

or contractor, if applicabls.
3. If applicable, in the Subcontractor Bids s=ction, provide the name, cost, and a description of work for each subcontractor included in this funding application. Click “Add™ zfter each entry. Repeat this process for 2ach

additional subconsultant or subcontractor

4_Upload Cost Proposals - Upload the cost proposal{s) from the selected consultant/contractor in the “Documents” tzh.

E. Finalize and Submit - Cormplte all remaining reguired figlds, then select “Submit™ followed by “Take Action.™
To complete the Emergency Consultant/Contractor section, scroll to the subsection titled “Add New
Item for Emergency Consultant/Contractor.” From the dropdown menu, select the appropriate
Preferred Consultant/Contractor and enter the corresponding Preferred Consultant/Contractor Bid.
After entering the details for the first Consultant/Contractor, click “Add” to save the entry. Repeat this
process as necessary to include additional Consultant/Contractor selections.

Emergency Consultant/Contractor Row Haight: [ 12 WF |

# Preferred Consultant/Contractor [ Preferred Consubftant/Contractor Bid

4 B
Grand Totals 0.00
(0 items)

Add New Item for Emergency Consultant/Contractor

* Preferred Please seledt.. hd
Consultant/Contractor B
Consultant/Contractor Quote
Clear Add

If applicable, in the Subcontractor Bids section, provide the name, cost, and a description of work for
each subcontractor included in this funding application. Click “Add” after each entry. Repeat this process
for each additional subconsultant or subcontractor.

Subcontractor Bids

| Row Height: Download Template | Import Delete

# Subcontractor Mame Subcontractor Estimate Subcontractor Description

Grand Totals
{0 items)

Add New Item for Subcontractor Bids

Subcontractor Name [ |

Subcentractor Estimate | |

Suboontractor Description | |

Clear Add

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

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.

After the application has been signed and executed, the client agency will receive an email notification
from TUC with a copy of the executed Form 1165.
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FYI - *HazMat Project Creation Project - Paff Test 05

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

IZ:E__ZI 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.

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 TUC.

12.04 HazMat Services Requested (Agency PM)

If “No” was selected in response to the Emergency Use of Funds question, navigate to the My Home tab
and locate the applicable project process instance under My Processes. Identify the correct entry by
referencing the project building name listed under the Subject column header. The Step column should
denote the subject project as “Agency HazMat Service Request”. Once located, select the corresponding
process instance link to proceed to the next step in the 1165 — HazMat Assistance Request Process.

My Home  Dashboard  Projects Processes  Documents Contacts  Cost Reports Setup  «es

- .
State of Connecticut WE|come- Cralg. hd Edit My Home
Events My Processes
Thursday, Feb 26, 2026 -
v Project 1% |Instance 14 | step 1% | Responsible 4. Date Submitted T3 | Step Age T4 | starus 14 |Subject 12
View calendar
*HazrMa Agency HazlMat Feb 26, 2026, 10:41 - Big Building USA-

Creation P HAZ - 271 Craig Russel 0 Days Submited

Services Regquest AN

V- 111 - DAS/CS

Next, review the general instructions and complete the sections entitled “Services Requested”,
“Environmental Consultant Bids”, “Abatement Contractor Bids”, “Specialized Contract Use —
Environmental/Abatement” — if applicable, “Subcontractor Bids” — if applicable, “Service Justification”
—if applicable, and “Terms of Acceptance & Signature”.

General Instructions -

1. Identify the services being requested.

2. In the Enwvil il G Bids z2nd A Contractor Bids z=ctions, enter the nameas and cost estimates for all consultant and contractor bids received, induding amy no-bid responses.
3. In the Subcontractor Bids section, provide the name, cost, and a description of work for each subcontractor included in this funding application.
4, Zelect the Documents tab and cick Attach Documents 1o upload the following ftems to the HazMat Application folder

& Copies of all consultant and contractor cost estimates and responses received: and
b Diocumentation demonstrating the agency’s good-faith effort to obtain multiple bids, when apgplicable.

After uploading, click Select, then retum to the Details t=b to complets the remainder of the application.
5. In the Preferred Consultant andSor Comtractor section, identify the most qualified, lowest-cost bidder(z).
Important Note: The Agency must comply with all appficable Program requirsments and the tesms of Contracts 19PSX0120 and 20P5X01 54, including both Standard and Specizlized Contract Use provisions. Under the Standard
Contract Use provision, the Agency must obtain a minimum of three (3) cost proposals where possible and practical. If fewer than three (3) proposals are received. the Agency must provide documented evidence of a good-faith
effort to contact all qualified vendors under the applicable Contract.

For environmental consultant services under 55,000, the DAS HazMat Program generally permits use of the Specialized Contract Use provizion. For services of $5.000 or more, the Agency may select the most appropriate Contract
Use provision: hawever, additional justification is required if the Specialized Contract Use provision is selected.
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To complete the Environmental Consultant Bids and Abatement Contractor Bids sections, scroll to the
applicable subsection titled “Add New Item for Environmental Consultant Bids” or “Add New Item for
Abatement Contractor Bids.” From the dropdown menu, select the appropriate Consultant/Contractor
and enter the corresponding Consultant/Contractor Bid amount. If no bid was received, enter “No-Bid.” If
the bid requirement is not applicable, enter “N/A.” After entering the information for the first
Consultant/Contractor, click “Add” to save the entry. Repeat this process for each Consultant/Contractor
that was solicited. If the Specialized Contract Use provision applies to either the Consultant or Abatement
bids (refer to the General Instructions), provide the required justification in the corresponding Specialized
Contract Use — Environmental or Specialized Contract Use — Abatement section.

Environmental Consultant Bids

Shrw Filtar | Sedoct All Fiow Haighe Download Temglate | Mmport || Delete

Select the Environmental Consuhtant from the dropdown list and enter the correspanding dallar amount for the bid received in the Environmental Consultamt Bid field. If no bid was received, enter No-Bid; if not applicable, enter MFA. After entering the
rame and cost information for the first corsutant, click Add o save the entry. Repaat this prooess for each consultart propasal sohted.

For senices under £5000, the Specalized Confract Use provision generally applies. For services of $5000 or mare, additional justification is required i the Agency elects to use the Specialized Contract Use provision.

w Envircnmental Consultant Environmental Consultant Bid
- - #
Dredete ATC Aitlas e Bid
— ]

Delete Lamgan # NN

Deleta TRC # sooa
4 S
Grand Totals
3 items)

Add New ltem for Environmental Consultant Bids

Errironenental Consultant |Please select. w
Environmental Corsultant Bid |
Clear I A I
Specialized Contract Use - Environmental -
Specialized Contract »5,000; e e e e e ot e o e e S0 OO0
-~

Abatement Contractor Bids

S Filtar | Sefect All Row Height Download Temglate | Import Delete

Select the Abatement Comtractor from the dropdown Est and enter the comesponding dollar amaount for the bid received in the Abatement Contractor Bid fizlcl If no bid was received, enter Ne-Bid; # not apphicable, emter NFR. After entering the
name and cost information for the first comractor, dick Adid to save the entry. Repeat this process for ssch contractor propasal solicited.

DS Program Policy generally requines use of the Standard Contract Use provisions regardless of project cost. Agencies propesing to use the Specisfized Contract Use must provide sdditional justification.

# Abatement Contractor Abatement Contractor Bid

Diedete Bestach #5000

Dedet Stamdord Wrecking Co " No Bid
o
Grand Totals
12 items)

Add New ltem for Abatement Contractor Bids

Abatement Contrackar | Please select. W |

Mbatemment Contractor Bid | |

Clear | Add

Specialized Contract Use - Abatement

Spacialized Contract Provide additional pustification if using the Specialized Condract Uz

Complete the same steps noted above for the “Preferred Consultant/Contractor” section, adding only
the “Preferred Consultant/Contractor” and their respective bids.
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Preferred Consultant/Contractor

Show Filter | Select All Row Height: Downlosd Templats | Impart 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 Bid

Delete 1 TRC 5, D00.00 ¢ 4

Delete Bestech 5,000.00 4 .
- 3
Grand Totals Sumz 10, 00:0.00
(2 items)

Add New Iltem for Preferred Consultant/Contractor

Prefermed Consultant/Contractor £ Pleazs zelect il I

Preferred Consultant/Contractor

Details

Bid _I
—
Next, select the Documents tab and click Attach Documents to upload the following items to
the HazMat Application folder:
a. Copies of all consultant and contractor cost estimates and responses received; and
b. Documentation demonstrating the agency’s good-faith effort to obtain multiple bids, when
applicable.

Comments {5) Documents (4) Attached Processes (0] Attached Forms (0] Attached To (0]

Attach Documents

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

Select Destination Folder

Documents /| HazMat Application

" [ Documents

B HazMat Application

» B HazMat Invoices Cancel

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

After uploading, return to the Details tab to complete the remainder of the application.

If the “Preferred Consultant/Contractor” is not the low bid, complete the “Service Justification” section,
and then complete the “Terms of Acceptance and Signature” section.

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

Note: If the application is rejected and requires revision, it will be returned to this step for the client
agency to take corrective action.
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If the application was rejected, re-open the process instance, scroll down to the bottom of the page and
review the section entitled “Consultant/Contractor Approval and Assignment”. Refer to the field
entitled “Assignment Comments” for the reason for rejection and instructions for corrective action.

~

Consultant/Contractor Approval & Assignment
FOR DAS USE ONLY
Ervironmental Consultant Rejected
Request:

19PEXD120AB - ATLAS (ATC)

Abatement Contractor Rejected
Request:
Approved Abatement Bestech
Contractor:
Abaternent CORE No.: @ 20P5¥0154A6 - BESTECH

Please provide the reguired number of guotes and resubmit.

ronmental Analyst

Date of Review: 08.17.2023

| Submit v | | ake N:tionl Check Spelling Print Copy Delegate Save Cancel

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 Take Action to resubmit your
application.

If the application is approved, the client agency and selected Consultant/Contractor will receive
notification 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 client agency, Consultant and
Contractor will have “Review and Comment” access to the Scope Review/NTP/Project Assignment step,
but the Supervising Environmental Analyst will be the only actor responsible for data input and taking
action on this step.

After the Supervising Environmental Analyst provides a recommendation for the Notice to Proceed, the
client agency will receive an email notification through TUC 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.

Note: If the application is rejected and requires revision in the Scope Review/NTP/Project Assignment
step, it will be returned to this step for the client agency to take corrective action.

If the application was rejected, re-open the process instance, scroll down to the bottom of the page and
review the section entitled “Consultant/Contractor Approval and Assignment”. Refer to the field
entitled “Notice to Proceed Comments” for the reason for rejection and instructions for corrective
action.

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 Take Action 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 TUC with a copy of the executed Form 1165.
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12.05 DAS Approval & Assignment (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from TUC 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 TUC, 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 &

Step DAS Approval & Assignment

My Home Projects Forms Documents Contacts Cost  Schedule

Welcome, Craig!

My Processes

-
HE

Project T? Instance Subject ”‘ Step

&010 Bid

PM Prepare Tazk

Letter Package

Announcem ... TR
ents rearicn Project 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: HAY - &
Show History | Current Actors
Current Workflow Step DAS Project Authorization Show Workflow Diagram
* Subject: HazMat Test Project &
Status: Submitted
Details | Comments (2) | Documents (2) Artached Processes (0)  Attached Forms (0) | Attac
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After reviewing the application submission, scroll down to the sections entitled “Consultant/Contractor
Approval & Assignment” and “Project Status Summary”, review the general instructions for and
complete those sections.

Consultant/Contractor Approval & Assignment
Complete the Consultant/Contractror Approval 8 Assignment section below.

Environmental Consultant -- Please select an option -- ]
Requests

Approved Environmenta -- Flease select an option -- v |
Consultant:

Erwiranmental CORE No.: B -- Please select an option -- v |

Approved Environmenta

Consultant Fee:

Abatement Contractor -- Please select an option -- v |
Requests

Approved Abatement -- Please select an opticn - v |
Contractor:

Abatement CORE Mo B -- Flease select an option - v ]
Approved Abatement

Centractor Fee: |
Reasen for
Consultant/Contractor
Approval/Rejection: a
e
* Request Reviewed by -- Please select an option -- hd

Date of Review: 7.20.2023

Project Status Summary
Complete the Project Status Summary section below, if applicable. Once complete, scroll down to the bottom of the page and either select "Approve”, “Reject”, or "Void™ from the
dropdown list next to the "Take Action” button and click on the “Take Action™ button. After clicking the "Take Action”™ button, you will be prompted to provide a comment, where you can
provide additional detail regarding the reason for approval or rejection, if applicable, and you can select additional users (i.e. approved Consultant/Contracter) 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 project as applicable.

I -- Please select an action -- ||| I Check Spelling Forward Print Copy Save Cancel

Upon completing 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 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 (Deparirent of Emergency Services and Public Protection)

Bantz Marilyn {Department of Administrative Senvices)

Beermann, Ahmed (Connecticut State Colleges and LP'\-‘e*s".'est m

Burke, Stephen {Connecticut State Colleges and Universities) <

Calvi, Frank (Connecticut State Library)

Caminero, Ervin {CT Military Department) b

Check Spelling Cancel

If “Reject” was selected, Form 1165 will be returned to the client agency for revision, if applicable.
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12.06 Emergency Assignment/NTP (Environmental Analyst — DAS Only)

The Environmental Analyst will receive an email from TUC 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 TUC, 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 “TUC Project Administrator”.
Select Matthew Pafford as the “Project Manager” of the HazMat Program.
Emergency Assignment

Complete the Emergency Assignment section below. If the Consultant and/or Contractor fee is unknown at the time of submission, input a doliar value of 0 and make a note in the Motice to
Proceed Recommendation - Recommendation Comments that the fees are io be determined.

Ervironmenta
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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” butten and click on the "Take Action” button. Once yeu have clicked the "Take Acticn” button, you will be prompted to provide a comment,
where you can provide additional detail regarding your recommendaticn, if applicable. You will alse 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: @ Lictive v]
Project Status Summary: Provide notes on the status of the project application and/or status of the project as applicable.
/A

P

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 Take Action.

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

| ([eparment of Admipictrative Sanices - Cppetn dion Senicec) | Russell, Craig ([Department of Administrative Services - Construction Services)
Hobbs, Darren (Department of Administrative Services - Office of Regulatory Compliz

Pafford, Matthew (Department of Administrative Services - Construction Services) m

<

Check Spelling Recommend Camcel

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.

12.07 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 TUC, 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 “TUC Project
Administrator”. Select Matthew Pafford as the “Project Manager” of the HazMat Program.

Project Assignment -

Assign a HazMat Project Number in the space provided.

HazMat Project Number: 24-CSCU-HAZ-01
* Project Name: @ 24-CSCU-HAZ-01 - HazMat Test Project &
* e_Builder Project | Flezse zelact,., Ll |
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 Users
sarkin, David (Depariment of AOMmINISIrativge Senvices - CONSIICHOnN Serv ces] | Russell, Craig (Department of Administrative Senvices - Construction Services)
Hebbs, Carren (Department of Administrative Services - Office of Regulatory Comipliz
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.

12.08 Project Authorization (Chief Architect/Deputy Commissioner — DAS Only)

Either the Chief Architect or the Deputy Commissioner will receive an email from TUC 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 TUC, select the
“My Home” tab and click on the link in the “Instance” column for the “*HazMat Project Creation
Project” from the “My Processes” section.

*HazMat Project Creation Project

Submit action was taken on Agency HazMat Services Request step. To view details on this item,
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Documents Contacts Cost  Schedule

My Processes

Project

Announcem ..
ents

Welcome, Craig!

Instance 1”;" Subject T? Step T?

o 03 - ADPM: Approve

: N Bid Release Form

TLT PM F"E_‘..'lﬁ"t Tazk
Lemer Package

HAZ- I 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:

Process Document:

Current Workflow Step
* cubject:

Status:

*HazMat Project Creation Project

A7 -5
Show Histony | Current Actors

DAS Project Authorization Show Workflow Diagram

HazMat Test Project &

Submitted

Details | Comments (2)

Dooumnents (Z)

Attached Processes [0) Attached Forms (0) | 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 Notice to | -- Please select an option --

Proceed::
Expected Deliverables:

f applicable select one or more deliverables from the list below.

Survey Report
Compliance Report
Cther

Other Deliverables:

Mote: Pleazs hold Ctr to select multiple items from the list

f "Other” was selected from the list of expected deliverables, please provide a listing of said deliverables below,

Motice to Proceed 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 dropdown list next to the
“Take Action” button and then click the "Take Action”. If "Rejected”, you will be prompted to provide a comment to explain the reason for rejection.
Project Authorization: a I

Authorization Date:

I -- Please select an action -- ¥ I I I Check Spelling 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 Take Action.

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 TUC
to the client agency that includes a copy of the executed Form 1165. The executed Form 1165 will also
be uploaded to the TUC the subject project “HazMat Application” project file folder.

12.09 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 Reports e

Hidden Projects
Projects

|-az‘v’a: Projects ™ | Edit | Add View |

Project Mame
I*—a:‘v‘ at Project Creation Project I

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 180 of 343

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 | sHazmat Project Creation Project -
v [B Details
Apply Templates o
Project Participants Folders ‘Il—ll_l =  Documents\ HazMat Application
Manaae Bill Rates Expand All | Collapse Al | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipt
l'-.-‘ana;e Form Types =[] Documents[1] [[] | Name =
Manage Permissions | Delstz | Mowve | Copy | Download | Check Out | Send | Fill Out
Permissions By User | HazMat %) [ HAZ-00031 - HazMat Test Project.pdf (version 1)
Process Motification i Application[1] — Downlead {124.1KB) | Redline | Stamp | Compars With | Send
Settings
Sent ltems
Froject Leve
Options
®o Planning
Forms
» Is5ues

.
o= 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 '  Documents HazMat Application ] Show File Descrip
Expand All | Collapse All | Refresh Al Upload | Properties | Create Folder | Subscriptions | Copy To Clipboard: Private URL - Email Addresz
= |__] Documents[(] | Name = Date Uploaded Uploaded By

L | | | Send | | Page[ 1% |or

HazMat
Application[0]

Hazhdat Invoices[0]

1 Drag and drop files here to upload u:'

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 TUC: https://gov.e-builder.net.

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

WCESSESs

Unfinished D

15 Process Status

' | Edit | Add View

*Becky Test Project

*Becky Test Project - 2

CESS - Subject

‘ Current Step

*BI-C5-1005 - DAS Tst5

*BI-C5-1010 - DAS Test Project

Mo ftems match| *e-Builder Testing Project

*Haziiat Project Creation Praject
*Haziiat Project Template
*Implementation Project

*Master On-Cal

*Plan Review - Testing

*Project Creation Project

*Project Management Administration
*Template - State of Connecticut
*Testingt723a Project Name

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

13.02 HazMat Commitment

Start Process

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
]
|- Sl e Sis Since Due S Comment
O He -4 o - e . - - F 0022023 Sub ed
— N HA TS0 - Frwvi 0y &
) HE-5 24-C5CU-HAZ-900 - Environmental & HazMat Consultant / 10.04.3003 Submitied
Abaternent 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 |Laﬂ;aﬂ Engineerign and Environmenta | Approved Environmenta
Consultant: Consultant Fee:

Approved Abatement |p_5-.., England Yankee | Approved Abatement
Contractor: Contractor Fee:

Commitment Details
Status: Draft

Master Commitment: Please select a master commitm | ¥

* Commitment Type: r-:-le;'_&'_ Company Description IC_,r'er: Contract Jmio Sum Amaunt
Commitment Value
* Commitment Controk: MNumber
* Company: - ~ - -
DASX2B501 ARCADIS USIMNC  HazMat CA 75,000.00
EEiEES DAGKZBB23 CANGAN Ervironmenta 718.12
ENGINEERING 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 Contract Mo hd
On Project™

Type of OC Consultant:

Please select... %

CORE Contract No.: | |

PO Number: || 0000000000 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 Commitment Item |
Budget Line liem Please Select a Line ltem
Current Budget
Description |

Retainage Percent

[=]
(=]
[

Amount

[=]
(=]
[

Allowance Item?

&0

Custom Fields

After clicking “Submit”, you will be returned to the “Processes” tab. First, click on the “Reset filters” link.

Processes For |:z4-cscu-Haz-so0 - Haziiat Test Project -

Start Selected Process Type Start Process

In My Court  Process: HazMat Cost ... €3 Status 3= 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 | | - 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 -- i |
| 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
- = Since Due Comment
24-C5CU-HAZ-900 - Environmental & Spawn
O Hc-7 e : pawn 10.05.2023 Approved
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

Liazkiat Projects Ve ] Edit | Add View All Projects -

Click on the link in the “Project Name” column to access the HazMat Project Details page.

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

rou

> Details
™ Planning
Forms
» Issues
i  Processes
» = Documents
= Schedule
Cost Summary

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.

Shaw: [A | [ Al Commitments v| Go | ShowAll Show Filter Export ~ | Mail Merge | Add
— . Commitment | Commitment Current Projected
| #a D t Co Dat Stat
AL D o atus Type Amount | Commitment | Commitment
H“ESEE ANGAN
Bl - - - —
HCI - MGIMEERIMG Hazhdat
O P, Emvironmental :1 10.05.2023 | Pending ﬁa :a' 50,200.00 50,000.00
00009 8 Abstement MD Program
= ADSEEMEN | I VIRONMENTAL
_HL =)
24-C5CU- -
;f_ sy MEW ENGLAND
i PN Sl AAMKEE HazMat
. HCI — . | YANKE 1005 2003 | Panding | 132M3 000 . o
20010 l;r ‘ ronmenta CONSTRUCTION 0.05.2023 | Pending e 100,000.00 00,000.00
& Abatement -
HC - T) o

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 185 of 343

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 Details Financial Summary

Mail Merge

Regquest 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

Ttem Mumber Master Commitment Item Line item Descrigtion

After saving your changes, you can either click the “Approve” button, if you wish to approve the
page until such time that you wish to approve the commitment.

un

commitment, or closeout of the

Cusrent Budget

Retainage Percent

Amount

g —7i
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Section 13A: HazMat Commitment Change Orders

13A.01 Hazmat change orders in TUC

To process a HazMat Commitment Change Order in TUC, 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 TUC 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:
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 ltems" 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

K. The “Add Additional Scope Commitment ltem" section is not needed.

FTIeMmMOOWSR

Data

A Browse Computer  Browse ¢-Dulides
Can = )
Commitment Change Details
i m G -
Commitment Change Custom Fields
Commitment Change ftems
Commitment item Description Budget Line ltem Master Commitment item Retainage Percent  Current Commitment

Amount

Total 444,000.00 15,000.00 459,000.00

Add Additional Commitment tem K
'

Upon completion, click the "Submit" button at the top or bottom of the window.
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Section 13B: HazMat Fund Transfer

13B.01 Accessing the Process (PM)

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

On your homepage, go to the “Processes” tab and select the project number from which you want to
request a transfer of funds from the HazMat Program Account from the “All Projects” dropdown list.

Processes Documents Contacts Cost Schedule Reports

Unfinished D

ICESSEes
i3 Process Status W | Edit | Add View |

*Becky Test Projec

*Becky Test Project - 2

*B|-C5-1005 - DAS Tst S
[ESS - Subject | Current Step ‘ £ -

[*BI-CS-1010 - DAS Test Project |

Mo ftems match *e_Builder Testing Project

Click the “Start Process” button.

Project Processes |8-cs-1010 - Das Test Project -

Filter Processes

Select the “HazMat Fund Transfer Request” link and click the “Start HFT” button.

Select process X

Q. HazMat Funds Transfer Request (HFT) X

HazMat Funds Transfer Request (HFT)
v Process for requesting the transfer of funds from the Hazardous Abatement Program Account
to a Project Account

Hazmat Invoice (InvHz)
Other Consultant Invoice (InvOt)

Potential Change Order (PCO)
This Process has the code step built in to bundle PCOs in the CO process. It incorporates both
Proposal Requests and Change Order Proposals.

Project Manager Monthly Status Report (PMrep) l

Reconciliation Request (RecRq)

13B.02 Fund Transfer Request (PM)

The PM assigned to the project will receive an email from TUC to complete the HazMat Funds Transfer
(HFT) Request.

To access the process instance, either click on the link provided in the email or log into TUC, 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 adion
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My Home  Dashboard

Projects

Processes  Documents Contacts  Cost Reports

Welcome, Craig!

My Processes

Events Project T% instance =

Thursday, Aug 07, 2025

Step

BI-P-093 - Jenkins
Greenhouses - Renovation
and Improvements.

HFT Fund Transfer Request

View calendar

Follow the instructions provided to complete the HFT Request. If applicable, upload supporting
documents for the request to the “Attachment” fields in the “Scope of Work” section. After completing

all data input and after uploading any supporting documentation, scroll down to the bottom of the page
and click the “Take Action” button.

General Instructions -~

Follow the instructions provided to complete the Hazardous Materials Assistance Reguest for Transfer of Funds. Upon completion, scroll down to the
bottom of the page and click "Take Action®.

Note for DAS PMs: Upon authorization, (1) HazMat funds will be added to the project under Cost Code 02 and all eligible hazmat expenditures

shall be billed against this line item, and (2) a copy of this authorization will be added to the Project's 03 Pre-Construction Contract > 06 Other file
folder.

Project Request ~

Provide data input for "Reguesting Agency" and “Transfer Amount Requested".
Request Date: 08.05.2025

Project Title (Number & BI-P-093 - Jenkins Greenhouses - Renovation and Improvements.

Name):
Project Address: 123 Huntington Street
City: MNew Haven
State: CcT

DAS Building No.:
* Requesting Agency:

DAS/RECS on behalf of CAES

* Transfer Amount
Requested: @

50,000.00

Scope of Work ”~

Provide a brief description of the subject Project Scope of Work or, if filled in automatically, revise the description as required. In addition, provide a
brief description for the HazMat proposed scope of work. If applicable, upload supporting documents to the "Attachment” fields.

* Brief Project

Description/SOW:

Renovation and replacement of elements of the two greenhouses; including but not limited to replacement of
heating systems, removal of concrete benches, removal of caulk found to contain hazardous materials in the
concrete floor slab, replacement of floor slab, replacement of mechanical, electrical, plumbing, tele data, oil
water separations and renovation of sidewalks adjacent to greenhouses.

* Erief Description of

Scope of work includes the removal of ACM as part of greenhouse deconstruction. Accessible ACM shall be
Hazmat SOW:

removed prior to start of renovation activities. Location of ACM identified is shown on Drawing HM 101. ACM to
be removed shall include but not be limited to the following materials and approximate quantities:

1. Coating Inside Workbench/Planter (South Greenhouse)

2. Debris on Ground {South and North Greenhouses)

Attachment 1: TL| HazMat Funds Transfer Approval_BI-P -093 CAES Greenhouse_0816202.pdf (version 1)

Properties | Download (6.8MBE) | Redline | Remave

Agency Rep Submitting Request

By accepting DAS HazMat Funds, the requesting agency agrees that such funds shall be used in a manner consistent with the public act authorizing
language for Removal or encapsulation of asbestos and hazardous materials in state-owned buildings; and that use of such funds shall be tracked
and accounted for separately for audit purposes.

* Agency
Representative:

* Agency Rep Title:

‘Jean Marie Sanchez ‘

‘Associate Project Manager ‘

Submit

V|| Take Action I Print Copy Delegate Save Cancel
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13B.03 Fund Transfer Review (EA)

The Supervising Environmental Analyst will receive an email from TUC as notification that an HFT
Request has been submitted for review.

To access the process instance, either click on the link provided in the email or log into TUC, 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 adion

My Home Dashboard Projects Processes  Documents Contacts  Cost Reports

Welcome, Craig!

My Processes

Events . Project T2 instance Tz |step
Thursday, Aug 07, 2025 BI-P-093 - Jenkins -
Greenhouses - Renovation HFT -1 Fund Transfer Request

View calendar and Improvements

Follow the instructions provided to complete a review of the HFT Request. After completing your review,
scroll down and complete the “DAS Reviewer” section to approve or deny the request. Then, select
“Submit” from the dropdown list next to the “Take Action” button to forward the instance to the Chief

Architect for review, or select “Revise” to return the submission to the PM for corrective action, and click
the “Take Action” button.

DAS Reviewer
* DAS Reviewer: Matthew Pafford
* DAS Reviewer Title: Supervising Environmental Analyst
Review Date: 08.16.2024
* Recommendation: |8 spprove ] Deny
* Reviewer DAS previously agreed to contribute HazMat Funds to assist in completing this legacy project.
Comments:
g

|-- Please select an action -- V] I Print Copy Delegate Save Canc

After clicking "Take Action", a comment prompt will appear to provide additional information or
instructions, regarding the submission, to the next Actor in the process, if applicable.

Note: If “Revise” was selected, or if “Submit” was selected and the Chief Architect requires additional
information to complete a review of the HFT, the process instance will be returned to this step for
further review or to take corrective action. Please refer to the "Comments" tab for comments from the
PM or Chief Architect regarding the submission and proceed accordingly.

Details || Comments () Documents (1) | Attached Processes (0) Attached Forms (0} Attached To (0)
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13B.04 Fund Transfer Revision (PM)

The PM will receive an email from TUC as notification that the HFT Request is incomplete and requires
corrective action.

To access the process instance, either click on the link provided in the email or log into TUC, 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  Cost

Reports

Welcome, Craig!

My Processes

Events . Project T2 instance Tz |step
Thursday, Aug 07, 2025 BI-P-093 - Jenkins

Green - Renovation Fund Transfer Request
View calendar and Improvements

Refer to the “Comments” tab and the “Reviewer Comments” in the “DAS Reviewer” section for
additional information and instructions for corrective action.

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

DAS Reviewer

DAS Reviewer: Matthew Pafford
DAS Reviewer Title: Supervising Environmental Analyst
Review Date: 08.08.2025
Recommendation: Deny

Reviewer Comments: I DAS previously agreed to contribute HazMat Funds to assist in completing this legacy projectl

If additional documentation is required, upload said documentation to the “Attachment” fields in the
“Scope of Work” section.

Attachment 2: Draa and drop file her

WL WL WLy FLES T

m

or = Browse Computer Browse e-Builder

After taking corrective action, scroll down to the bottom of the page and click the “Take Action” button.

After clicking "Take Action", a comment prompt will appear to provide additional information regarding
the submission to the Environmental Analyst for review.

13B.05 Fund Transfer Authorization (Chief Architect)

The Chief Architect will receive an email from TUC as notification that an HFT Request has been
submitted for review.

To access the process instance, either click on the link provided in the email or log into TUC, 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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My Home  Dashboard Projects Processes  Documents Contacts  Cost Reports

Welcome, Craig!

My Processes

Events .ee Project TZ Instance T4 |step

enovation Fund Transfer Request

ts

Thursday, Aug 07, 2025 Bl-

Green

View calendar and Improve

After you have completed your review of the HFT Request, scroll down and complete the "DAS
Authorization for Transfer of Funds" section to approve or reject the request.

DAS Authorization for Transfer of Funds

* DAS Authorized
Signatory:

* puthorized
Signatory Title:

* Request for use of :Approved a Rejected
DAS Hazmat Funds:

Date Authorized: D3.16.2024

To complete the authorization, scroll down to the bottom of the page and select "Submit" from the
dropdown list next to the "Take Action" button. Select "Revise" from the dropdown list to return the
request to the Environmental Analyst for additional information and/or corrective action. After making
your selection, click the "Take Action" button.

If "Revise" was selected, a comment prompt will appear after you click "Take Action" for you to provide
instructions on what is required to complete your review.

Note: If "Revise" was selected, the process instance will be returned to this step for further review after
corrective action has been taken. Please refer to the "Comments" tab for the corrective action taken and
proceed accordingly.

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

13B.06 Budget Adjustment (CSS)
CSS will receive an email from TUC as notification that an HFT Request has been completed.

CSS should open the process instance, review the "HazMat Fund Transfer" section, and make note if the
authorization was "Approved" or "Rejected". CSS should then review the remaining “General
Instructions” and upon completion, scroll down to the bottom of the page and click "Take Action".

If the authorization was "Rejected" no further action is required. If the authorization was "Approved",
click on the TUC "Reports" tab and run the "Hazmat Fund Transfer" Report. Make note of the "Total
Amount Transferred" and the "...HazMat SOW". Then, select the TUC "Cost" tab and click on the
"Account Funding Sources" tab.

Next, click the "HazMat Program" link and then click on the "Custom Fields" tab. Enter the amount noted
from the "Total Amount Transferred" into the "Transfer Amount" custom field. Next, click on the
"Transaction Register" tab and click the "Add Funds" button. In the "Description" field, input "Funding
Transfer - (Project No. - Project Name)". In the "Amount" field, input a negative value of the amount
noted from the "Total Amount Transferred". In the "HazMat Funding Transfer Explanation" field, input
the noted HazMat Scope of Work. Upon completion, click the "Save" button.
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Section 13C: Filing Environmental Reports

13C.01 Navigating to the Project Processes Module

Log in to TUC: 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:

.3R-173 S
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 -
=S
Recent Pages... v c‘ Q = Filters
Project Menu
> 2 Details Instan... T State Subject Ir.\ Step Date Due l
Since

*o Planning
Forms

> = lssues

» | Documents

= Schedule

13C.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

| ~ Environmental Reports (EnvRp)

Start EnvRp
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13C.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 o 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 Al

File Environmental Report ~

* Environmental Report: 7 and drop f 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 TUC: 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 Planning Forms Processes

Welcome, Rebeccal

My Forms

Project T2 | Number

Documents

Calendar

14 | Subject

rcutler -

(2]

Contacts Cost  Schedule

~ Edit My Home

1% | Date Due T4 | Author %

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

rcutler -~

(2]

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports b
Hidden Projects

Projects

|F«c:".e Projects View | Edit | Add View E2:1 h
BI-CTC-620 - Three Rivers CC - Roof and Building
Envelope Repairs
BI-T-620 - Salt Rock Campground Bathhouse

M4 . 567 s8[9

DAS Project Project
] -
| Project Name e ADPM T

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

TestBecky ~
My Home Dashboard Projects Planning Forms. Processes  Documents Calendar Contacts Cost  Schedule
Hidden Projects
Details Export Address Book Printable Participants Directory Cancel
Project Nam “Becky Test Project

Project Menu

v [B Details
Project Participants
Sent ltems

Project Level
Options

Custom Fields (47) | Motes {0)

Forms
Issues
Processes
Documents

Il it

Schedule

-

Cost

Contacts

Calendar
Submittals

No praject photo uploaded.
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Click on “Start Process” to find and start a process.

€ e-Builder

My Home Dashboard Projects Planning Forms Processes Documents

Processes For |-eecky Tes

Calendar
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TestBecky - @

Contacts  Cost

Unfinished Drafts

Filter Processes

(O Al Processes

Search In O Processes Initiated By Me ® Processes In My Court
Type of Process [a ses v | 8 oraft @@ Open L Finished
Status
Containing Text |

Start Process

Click on “6010 Bid Release Form (6010)” to begin the process.

€ e-Builder

Start a process on *Becky Test Project

Processes

Description

| The "Bid Release Form - 6010
DAS/CS Procurement Unit, and (2)

ocess is used for the creation of the task orders for On Call contracts

Cancel

’ 5 Pro Manager to sub
0 document the Constructi

Read the first page and then click on “Submit”.

£ e-Builder

6010 Bid Release Form (6010)

e

Instructions

Start Process Print

Details | Documents (0)

Artached Forms {0)

Check Spelling  Submit  SaveDraft  Cancel

Press the "Submit” button below to initiate the "6010 Bid Release Form” process.

NOTE: After pressing "Submit”, you will be taken to the list of processes in your court. Find the 6010 process and click on it to begin entering
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.

S e-Builder. I Testpecky - @

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost ***

Unfinished Drafts
Processes For *Becky Test Project -

Filter Processes Start Process

Processes
I | B orat B Open B Finished|

&5 Initiated By Me ) Processes In My Coul

Search In

ype of Process |_i. Pro

Status

Centaining Text

Recent Pages. hl

On the Processes page for the Project, click on the process for 6010.

Project Menu

Processes | Asports (1)

> [B Details

© Planning Print Log
Forms
m . e Requested
N ; |ssues Process Subject Step In Step Since Date Due Status e m—
I{E Processes 2010 €010 Bid Release Form for BI-RCTEST-995%6 02 - PM: Enter Bid Release Form Info 05.25.2023 Pending

> = Documents

Schedule

Read the “Bid Release Form Instructions”.

Upload all files indicated with a red asterisk (*).

FILES:
* FILE 1: Liquidated Complete and upload form 3080 Liqui D C
Damagss:ﬂ C re or  Browse e-Build: Browse Comp
* FILE 2: Certificate Upload form 3150 signed by Consultant and Chief Architect.
of Compliance - Part | C ro re or Browse e-Builder Browse Computer
(Form 3150;:@
* FILE 3: Consultant Upload form 6005 P by the C
Bid Data Statement Dra ! file here or Browse e-Build: Browse Comp
(Form 6005): @
* FILE 4: Building Upload the Building Permit from the Office of State Building Inspector (OSBI)
Permit: @ or Browse e-Builder Browse Computer
* FILE 5:00 01 01
Title Page:ﬂ or Browse e-Builder Browse Computer
* FILE6:00 01 10
Table of Contents: @ or  Browse e-Build: Browse Comp
# FILE7:00 0107
Seals Page:ﬂ or Browse e-Builder Browse Computer
* FILEB: 000115
List of Drawing or Browse e-Builder Browse Computer
Sheets: @
# FILE 9: 00 25 13
Pre-Bid Meeting or Browse e-Build: Browse Comp
Agenda: @
* FILE 10: 00 30 00
General Statements or Browse e-Builder Browse Computer
for Available
nformation: @
* FILE 11: Upload one PDF file less than 2 GB (2000 MB) in size.
Spedifications (Vol. 1): or Browse e-Builder Browse Computer
* FILE 12: Drawings Upload one PDF file less than 2 GB (2000 MB) in size.
vol. 1:@ Dra; re or Browse e-Build: 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 "Save” 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 -- W l 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 "Sawve” 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:

s 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, select "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

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.
« If correct, select “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 POF 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.

» |f incorrect, sclect “Revise” and “Take Action” at the bottom of the page. Add comments to describe information to be corrected.
= If correct, select "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 "NOG" if this is not a Priority Project.
Architect - Approved ‘;_;' 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 TUC 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 information for the bid:

Date of Bid Date of Bid Advertisement on State Contracting Portal:
,ﬁ.cl-.-'e”t'semeﬂt:n 10.31.2023
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
Opening:@ 11.23.2023
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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.

14.10 Procurement Unit Instructions for Reviewing the Pre-Bid Meeting Information:

Date of Bid
Advertisement: @
Planned Date of Bid
Opening:@

* PRE-BID MEETING
attendance: @

PRE-BID MEETING Date;
a

REQUEST FOR PRE-BID MEETING INFORMATION:
MNOTES 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 Advertisement on State Contracting Portal:
10.21.2023
Planned Date of Bid Advertisement Ending on State Contracting Portal:
11.23.2023
Select One for Pre-Bid Meeting Attendance:
O No Pre-Bid Meeting Will Be Held
O attendance is Encouraged
® attendance is MANDATORY
Date of Pre-Bid Meeting:
11012023 | B

PRE-BID MEETING Time
a

PRE-BID MEETING
Location: @

PRE-BID MEETING Site
Contact: @

Time of Pre-Bid Meeting (with AM or PM):

[10:00 am

Exact L tion of Pre-Bid Meeting (building name, room ber, street, town, etc.):

Town Hall, 123 Main St, Notown, CT 06555

Site Contact for Pre-Bid Meeting (name, cell phone ber, email address, etc.):

Ms. Jane Doe (860-555-1234); janedoe@fakegmail.com

Review the Pre-Bid Meeting Information. You have three options:

1.
2.

Select “Save” to save as a draft.

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.

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
Advertisement: @
Planned Date of Bid
Opening: @

PRE-BID MEETING
attendance:@

PRE-BID MEETING Date

PRE-BID MEETING Time

PRE-BID MEETING
Location: @

PRE-BID MEETING Site
contact: @

Date of Bid Advertisement on State Contracting Portal:

10.31.2023

Planned Date of Bid Advertisement Ending on State Contracting Portal:
11.23.2023

Select One for Pre-Bid Meeting Attendance:

Attendance is MANDATORY

Date of Pre-Bid Meeting:

11.01.2023

Time of Pre-Bid Meeting (with AM or PM):

10:00 am

Exact Location of Pre-Bid Meeting (building name, room number, street, town, etc.):

Town Hall, 123 Main St, Notown, CT 06555
Site Contact for Pre-Bid Meeting (name, cell phone number, email address, etc.):
Ms, Jane Doe (860-555-1234); janedoe@fakegmail.com

[
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14.11 Procurement Unit Instructions for Prevailing Wage Rates:

NOTE: Instructions are provided in TUC for requesting Prevailing Wage Rates from the Department of
Labor. The request itself is conducted separately from TUC. TUC 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 PERSONMEL:

s Enter the dates below as instructed.

Date of Bid Date of Bid Advertisement on State Contracting Portal:
Advertisement: @ 10.31.2023 ﬁ
Planned Date of Bid Planned Date of Bid Advertisement Ending on State Contracting Portal:
Opening:@ 11.23.2023 |
PREVAILING WAGE RATES Enter Date REQUESTED from CT Department of Labor:
Requested: @ 10.17.2003 | 5
PREVAILING WAGE RATES (Automatic Field: To update, scroll to bottom of page and select “Refresh Screen” then “Take Action”.) The
Due {10 Business Days) DUE DATE of the Prevailing Wage Rates from the CT Department of Labor is as follows:
ﬂ 103212023
PREVAILING WAGE RATES Enter Date RECEIVED from CT Department of Labor:
Received: @ 10.30.2023 ﬁ

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 TUC. 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 TUC 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:

» Use the following information to complete the Invitation to Bid and Bid Proposal Form.

Solicitation Number: Unique Solicitation Number Assigned by OLAPP Bidding Personnel:

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
ey:@ Substitution Req is as foll (14 Calendar Days prior to Actual Date of Bid Opening):
Number of Number of Addendum:
Addendum: (@ |
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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 TUC 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.

Section 14A: 6015 Communications Request for Social Media

14A.01

14A.02

14B.01

Project Manager:

You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.
e Download the Specifications and Drawings for your files.
e Within two days of receipt, enter the required information indicated with a red star (*).
e Select “Send to ADPM” for review. NOTE: A draft mail merge document will be created

and also sent to the ADPM.

ADPM:

You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.
e Review the information within two days of the date requested by OLAPP.
e |[f edits are required, select “Revise” to send back to the PM. Add comments.

e If no edits are required, select “Send to DAS” to send to DAS Communications (Leigh
Appleby and John McKay) with copies to the PM, ADPM, DPM, and Bidding.

e NOTE: A final mail merge document will be created and also sent to DAS
Communications. The mail merge document will be saved in the following TUC
Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

e Select “Finish” to close the process.

Section 14B: 6700 Bid Tab Sheet

Project Manager:

You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.
e The process provides you with a copy of the “Bid Tab Sheet”.
e The document will be automatically saved in the following TUC Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

e Select “Finish” to close the process.
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Section 14C: 6705 Request for Evaluation of Apparent Low
Bidder’s Qualifications

14C.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

e The process provides you with a copy of the “6705 Request for Evaluation of Apparent
Low Bidder’s Qualifications”.

e The document will be automatically saved in the following TUC Documents Folder:
Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection.

e Select "Finish" once you have completed your review and evaluation. OLAPP will send
you the "6710 Request for Construction Contract Award Recommendation" once they
have reviewed and verified all other bid documents, certificates, Named Subcontractors,
and/or SBE-MBE Set-Aside Schedules (if applicable).

Section 14D: 6710 Request for Construction Contract Award
Recommendation

14D.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

e The process provides you with a copy of the "6710 Request for Construction Contract
Award Recommendation”.

e The document will be automatically saved in the following TUC Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

e Complete the following tasks before preparing the "6050 Construction Contract Award
Recommendation":

TASK 1: "6710 Request for Construction Contract Award Recommendation":

Review the "6710 Request for Construction Contract Award Recommendation" and the
information provided in order to determine the "Lowest Responsible and Qualified Bidder".
TASK 2: NAMED SUBCONTRACTORS:

If applicable, review and evaluate the responsibility and qualifications of the Named
Subcontractor(s) using the files attached IN THE "DOCUMENTS" TAB.

TASK 3: SBE/MBE SET-ASIDE SCHEDULE:

If applicable, download the SBE/MBE Set-Aside Schedule for reference during construction.
The Contractor must use the SBE/MBE firms listed on the table for the amounts shown.
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TASK 4: SUPPLEMENTAL BIDS: (See CT DAS Policy for Supplemental Construction Bids, effective
date June 16, 2016, attached to process)

If applicable, review the Supplemental Bids and confirm that those indicated as “YES” in the
process are in Sequential Order and do not exceed the "Maximum Available Construction
Funding" when added to the “Lump Sum Base Bid of Apparent Low Bidder”.
NOTE 1: Supplemental Bids shall be awarded (1) in sequential numerical order, and (2) shall
not exceed the Maximum Available Construction Funding amount.
NOTE 2: If the “Lump Sum Base Bid” of the Apparent Low Bidder is greater than “Maximum
Available Construction Funding”, then the “Total Base Bid With Supplementals” will reflect
NO Supplemental Bids.
NOTE 3: The “Lowest Responsible and Qualified Bidder” shall be Awarded the Construction
Contact. The Contract Award Amount shall consist of the Base Bid plus Supplemental Bids
and shall not exceed the Maximum Available Construction Funding. No Funds shall be
added or subtracted from the Maximum Available Construction Funding after Bid Opening.
However, funds may be added if all Base Bids exceed the total available award funds in an
amount to award the Base Bid only.
NOTE 4: The PM may determine during the bid and award process that it is necessary and
in the best interest of the Project to withhold the award of any Supplemental Bids to
conserve the available funds to maintain an appropriate contingency amount.

TASK 5: CONDUCT SCOPE REVIEW MEETING:

(5.1) Conduct a Scope Review Meeting with the Apparent Low Bidder using the "7012
Contractors Scope Review Meeting Agenda" and “6020 Bid Phase Meeting Attendance Log”
from the DAS/CS Library.

(5.2) Enter the date of the Scope Meeting in the space provided below.

TASK 6: REQUEST AND RECEIVE FUNDING:
(6.1) Request and receive funding from the agency.

(6.2) If funding is required from the Bond Commission, download the "1125 Bond Request to
State Bond Commission for State Construction" from the DAS/CS Library, complete, and email
to DAS Accounting.

(6.3) Enter the dates that funding was requested and received in the spaces provided below.
TASK 7: ONCE TASKS 1 THROUGH 6 HAVE BEEN COMPLETED:

Select "Begin Recommend" to begin the "6050 Construction Contract Award Recommendation”
process or click on "Save" to save a draft of this process.
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Section 14E: 6050 Construction Contract Award Recommendation

14E.01 Project Manager:

14E.02

14E.03

14E.04

14E.05

This process will automatically “spawn” after you finish the “6710 Request for
Construction Contract Award Recommendation”.

All funds must be in place with DAS Project Accounting before beginning the 6050
Construction Contract Award Recommendation.

Complete the following tasks for the "6050 Construction Contract Award
Recommendation":

TASK 1: Confirm that the Supplemental Bids indicated as “YES” are in Sequential Order and do
not exceed the "Maximum Available Construction Funding" when added to the Proposed
Lump Sum Base Bid Amount.

TASK 2: Add an explanation in "Remarks" if there are significant differences between the

"Consu

[tant's Total Construction Cost Estimate" indicated below and the "Proposed Lump Sum

Base Bid Amount". If there are no remarks, state "None".

TASK 3: Enter the Building Permit information.

TASK 4: ONCE TASKS 1 THROUGH 3 HAVE BEEN COMPLETED: Select "Review-Approve" to send
to the CA, ADPM, and DPM for their review and approval.

CA:
You wil

ADPM:
You wil

DPM:
You wil

| receive an email notification from TUC. Click on the link to go to TUC.

Review the information. If edits are required, select “Revise” to send back to the PM.
If no edits are required, select “Review-Approve” to send to the ADPM.

| receive an email notification from TUC. Click on the link to go to TUC.

Review the information. If edits are required, select “Revise” to send back to the PM.
If no edits are required, select “Review-Approve” to send to the DPM.

| receive an email notification from TUC. Click on the link to go to TUC.

Review the information. If edits are required, select “Revise” to send back to the PM.

If no edits are required, select “Approve” to approve the Recommendation and send it
to the OLAPP Bidding Unit.

A mail merge document will be created and sent to the Deputy Commissioner, Agency
Legal Director, DPM, Chief Architect, ADPM, Procurement Manager, PM and CHRO.

NEXT STEPS: OLAPP will send the 6800 Letter of Intent to the Recommended General
Contractor (GC).
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Section 14F: 6800 Letter of Intent

14F.01 Pproject Manager, ADPM, DPM, Agency Legal Director, and Manager of Policy & Procurement:
You will receive an “ACTION REQ’D” Email from TUC. Click on the link to go to TUC.

e The process provides you with a copy of the “6800 Letter of Intent”.
e The document will be automatically saved in the following TUC Documents Folder:

Documents \ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract \ DBB
Selection

e Select “Finish” to close the process.

14F.02 NEXT STEPS: After OLAPP receives the Letter of Intent documents from the Recommended GC,
OLAPP will prepare and send the Contract Award Package to the Agency Legal Director, Deputy
Commissioner, and Office of Attorney General for review and signature. Once the Contract is
signed, OLAPP will send the 6890 Order of Award to CHRO and will request the Purchase Order
(PO) from DAS Project Accounting. Once the PO is issued, OLAPP will complete the “6900
Contract Award Process” and issue the 6950 Formal Project Clearance to the PM as part of that
process.

Section 14G: 6950 Formal Project Clearance

14G.01 Project Manager:
You will receive an “ACTION REQ’D” Email from TUC. (NOTE: It will say “6900 Contract Award
Package” in the title). Click on the link to go to TUC.

e The process will provide you with a copy of the “6950 Formal Project Clearance”.
e The following “DOCUMENTS FOR PM” will be automatically saved in your TUC Project
Documents folders:
o Documents\ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract
\ Final:
=  Order of Award (Form 6890, signed by Deputy Commissioner)
=  Contract (signed by Deputy Commissioner)
=  Purchase Order
o Documents\ 11 Contract-Amendment-Legal \ DBB Contract Approval \ Contract
\ Credentials and Insurance:
= Labor & Material and Performance Bonds
= |nsurance Certificate(s)
= Surety Form
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INSTRUCTIONS ON WHAT TO DO NEXT:

PRIOR TO NOTICE TO PROCEED MEETING:

(1) Download and edit the “7000 Construction Start Date and Notice to Proceed” from the
online DAS/CS Library (https://portal.ct.gov/das/lists/das-construction-services-library).

(2) Assign an Official Construction Start Date for the project and determine the Substantial
Completion Date.

(3) Priorto the “Construction Start Date and Notice to Proceed Meeting”, EMAIL the documents
below to the General Contractor (GC):

CHRO Red Sign

Order of Award (Form 6890, signed by Deputy Commissioner)
Contract (signed by Deputy Commissioner)

Purchase Order

CERT-134 Tax Exempt Form (signed by Deputy Commissioner)

(4) Instruct the GC to print 2 paper copies (11x17) of the CHRO Red Sign and bring the copies
to the Construction Start Date Meeting. At the meeting, the GC must sign both copies in the
presence of DAS. One copy must be posted by the GC at the jobsite trailer. The other copy must
be scanned to PDF and uploaded by the PM into the Project File.

FOLLOWING NOTICE TO PROCEED MEETING:

(1) UPLOAD a completed copy of the “7000 Construction Start Date and Notice to Proceed” in
the process.

(2) Select “Send to Bidding” to send Form 7000 to the OLAPP Bidding Unit. After OLAPP has
received the “7000 Construction Start Date and Notice to Proceed”, the Construction Contract
will be automatically created in TUC.

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals


https://portal.ct.gov/das/lists/das-construction-services-library

0175 TUC Guidance Manual

Page 209 of 343
Section 15: Design Review Submittal
15.01 Completing and submitting a Design Review Submittal (DRS). (A/E step)
Complete the general DRS questions.
Design Review Submittal form
* Project Phase: | -- Please select an option -- v
Submittal Notes:
Y

In the CT High Performance Building Standards / DAS Sustainable Construction Policy section there are
instructions for when a “Sustainable Construction Narrative” is required. If this is required, upload that
file into the “Sustainable Construction Narrative” field.

Sustainable Construction Drag and drop fil
Narrative:

m
F_l:.
T:

or Browse e-Builder Browse Computer

Upload documents to the "Draft documents" fields, by either (A) dragging and dropping each file or (B)
locating the file on your local system.

* Draft document 1: f or  Browse Computer Browse e-Builder

D iment 2: ¥
Draft document 2 or Browse Computer Browse e-Builder

When uploading using option (A), above, as shown in the image, below, click "[Select folder]", navigate
to the correct folder for the design phase (selecting the correct sub-folder), click "Select" and click

"Upload".
Expand All | Collapse Al
Documents
00 DocuSign Request
Upload Files 4 01 Project Planning
03 Preconstruction Contracts
Hie 04 Pre-Design
Document - Eﬁ_g:;;:lle)::‘:;:“ur“.enl 7.pdf x Remove o 05 Schematic Design
| o 06 Design Development
* Folder / 14 07 Construction Documents
H 08 Bidding
4y 09 Construction Phase
E Cancel 4 10 SC and Closeout Phase
) 11 Contract-Amendment-Legal
it 12 Task Letters
v
I:I Cancel
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When uploading using option (B), below, as shown in the image, below, click "[Select folder]", navigate
to the correct folder for the design phase (selecting the correct sub-folder), click "Choose File", in the file

selection pop-up that then appears navigate to and select the correct file on your local computer or
network and click "Upload".

Select Folder

Expand All | Collapse All | Create New Folder

5 https:// -bui da2/Processes/AttachFile.aspx?ctiFilelD={ AN
() https://gov.e-builder.net/da2/Processes/AttachFile.aspx?ctlFile Documents

. - 4 00 DocuSign Request
& Trimble Unity Construct o 0 -
4 01 Project Planning

03 Preconstruction Contracts

SE|€Ct Fl Ie H 04 Pre-Design

05 Schematic Design

Upload Documents From Your Computer ‘
S elect folcher / #[_] 06 Design Development

* Destination folder

07 Construction Documents

$ 08 Biddin
File ‘// ?

— o 09 Construction Phase
* Select a File: Choose File ||No file chosen

10 SC and Closeout Phase

T, e e
b . 11 Contract-Amendment-Legal

12 Task Letters

The A/E Consultant shall follow all digital document guidelines contained in the DAS CS Consultants
Procedure Manual (CPM) when creating PDF review documents. Both the CPM and additional
explanatory formatting requirements information can be found in the DAS CS online library; 0400
Consultants Procedure Manual and 0410 DAS-CS Design Documents PDF Requirements.

e Formatting guidelines include, but are not limited to the following CPM sections:

o 5.1.1.8.2, regarding specific bookmark hierarchy requirements for the Project Manual
PDF, and its creation from the native development application

o 5.2.2, regarding Drawing sheet title-block and firm name requirements

o 5.2.4.2, regarding the use of TrueType fonts embedded as selectable, searchable text,
and the requirement for drawing file page numbers to correspond with Drawing sheet
numbers

Prepared digital review PDFs shall have the following naming taxonomy: “[DAS Project Number] [DAS
Design Phase Acronym]_[Document Type]”

o Examples for typical document types and design phases:
= BI-XY-123_CD_Drawings
= BI-XY-123 DD _Project Manual

BI-XY-123_SD_Narrative Report
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Click "Save" to save this form and return for further work later. Click "Submit" to submit this Design
Review Submittal into the workflow.

Design Review Submission Returned by PM. (A/E step)

If the DAS Project Manager sends the DRS instance back to the A/E in the workflow for questions or
changes, previously entered information can be changed. For files, the "Remove" link that appears under
the document file name after this process instance is saved or returns to you in workflow allows you to
remove a previously uploaded file and, if needed, upload a replacement.

* Draft document 1: Test Submittal 1.txt (version 1)

Properties | Download (16Bytes) | Redline [[Remove

To complete the revision and send the DRS instance back to the DAS PM, click “Take Action”.

Resubmit w Take Action

PM Review (PM step)

Enter a Review Due Date.

Design Review Submittal form

Project Phase: Schematic Design
Submittal Notes:
Review Due Date: =

If the OSBI/OSFM project number field is blank, but an OSBI/OSFM project number has been assigned,
enter OSBI/OSFM project number.

If an application has been prepared for OSBI, but an OSBI/OSFM project number has not yet been
assigned, upload the application. The PM may also direct the workflow to send the application to OSBI.

OSBI/OSFM project number: |

Q5BI/OSFM Application: Drag and drop file here or Browse e-Builder Browse Computer
Send this application to O Yes
OSBI?: ONo
®n/a
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Enter the FM Project Number.
FM Global Project Number
* FM Project Number: Please confirm that the design has been submitted to FM Global by entering the FM Global project number, here.

Use the Statewide Security question to determine if the DAS Statewide Security & Safety Management
Liaison should be included in the list of required review attendees.

Statewide Security question

Does the scope of this
project include design or
modification to the following
systems?:

Access Conftrols

Security Systems

Emergency Systems

Cameras and other Video Surveillance

Blue Lights (parking lots)

Burglar or other Alarms (excluding fire alarm systems)

Yes'_/No

If yes, the PM is to include the DAS Statewide Security & Safety Management Liaison in the list of required review attendees.

Enter the participants to be included in the Bluebeam review session, with one person on each row. If
there has been a previous DRS instance, participants will be pre-populated from the previous session, in

which case, make any needed additions or deletions.
Review Participants

* Design Review Session
Participants:

Available workflow actions are:
Forward sends the workflow forward to the step for Technical Services to initiate a Bluebeam session.

Revise sends the item back to the A/E for any changes that the PM determines are needed. The PM will
be prompted to enter comments for the A/E.

Void permanently closes and voids the DRS instance.

-- Please select an action --
Forward
Revise

Void

-- Please select an action -- v ]
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15.04 Design Review Hold Step (PM step)

When DAS Technical Services has initiated a Bluebeam review session, the workflow will progress to the
Design Review Hold Step. A number of user roles will receive a notification that contains the hyperlink
that can be used to access the Bluebeam session (represented, below, by the word “link”).

Invite action was taken on Digital Review Session Initiation step. To view details on this item,
click here.

Process Details

Project BI-3B-154 - Test project 154
Process DRS -8
Subject sSD1
Step Design Review Hold Step
In Step Since 04.22,2025

Last Action Invite
Last Action Taken By Timothy O'Brien
Status Submitted
| Bluebeam Hyperlink link |

Review Due Date 472272025

The DAS Project Manager us the user in step and completes the information at the bottom of the
instance and clicks “Take Action” to complete the Design Review Hold Step.

Bluebeam Hyperlink: link
Review Due Date: 04.22.2025
* Have all parties reviewed?: Oves(ONo

Review Comments:

Project Phase: Schematic Design
Submittal Notes:

| Reviewed v | Take Action
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15.05 Review Comment Resolution (PM step)
Instructions for this workflow step are in the blue area.

There are two questions at the bottom of the instance. The “FM Response” is for the PM to note the current
status of the FM review. The “A/E Respond by Date” is for use in case the A/E is to be asked to respond to
comments.

-- Please select an option —-

hall review and verify that the| ppg sypmitted to FM for review

responses are complete and
responses require additions g

PM received completed FM review b

Review not submitted to FM

Bluebeam Hyperlink: N/A
* FM Response: | -- Please select an option -- v
A/E Respond by Date: j

There are two additional questions. “Is resubmittal of this Design Phase required?” records whether a new DRS
instance is need to resubmit the current one. Also, this question and “Is a Sustainability Narrative needed?” will
affect whether the workflow send the Sustainable Construction Narrative document for the purposes of OPM
and DEEP.

* |5 resubmittal of this If a resubmittal of the current design phase is required prior to advancing to the next phase, or if revisions to the current DRS are
Design Phase required?: required, answer “Yes.”
Answer “No™ only if the current design phase is complete.
O¥es
OnNo
*15a Sustainability In accordance with the requirements of the regulation (16a-38k-8), the following types of Reports are required to be produced:

Marrative needed?: . .
+ Design Development Phase Completion Report,

+ Construction Document Phase Completion Report.

If “Yes™ is selected to this question, the attached Sustainability Marrative will be forwarded to DEEP/OPM, as long as a resubmittal is
needed for this DRS instance.

OYes

Y

I No

Sustainable Construction

15.06 A/E Response to Comments (A/E step)

Instructions for this workflow step are in the blue area. (Note that the hyperlink that can be used to
access the Bluebeam session is represented, below, by the word “link”.)

The purpose of this step is for the A/E team to join the Bluebeam review session and provide proposed resolutions to all comments that have been applied to the review
documents.

The A/E team should respond directly to all comments within the digital review session by using the built-in "Reply” function. A stamp has been placed for the A/E on the cover
sheet of the drawings that details this process.

Upon completion of the comment responses, the workflow can be progressed to the PM for their acceptance.

Bluebeam Hyperlink: link
A/E Respond by Date: 04.22.2025
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Section 15A: 3050 Delegated Design

15A.01 Navigating to the Project Processes Module

Log in to TUC: 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
O >>9 Bi-38-123
test

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

Unfinished Drafts | Import Processes

Project Processes B-3B-123 - Thisis a test -
==

C" Q = Filters
Project Menu
> #  Details Instan... T State Subject IS?nS::p Date Due l
%o Planning
Forms
> = lssues

> | 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 Design items shall be identified by the Consultant at the condhusion of the Design Development Phase and updated at the canchusion of the Construction Dotuments Phase. The Départment will review
the propesed Delegated Design ilems and if necessary, meet with the Consulfant to discuss and approve o disallow on a per itern basis.

NOTE: "Prime Consuitant Name®, below, reders 1o the person who is the prime consultant, not their firm

Project Phase Submission A Dietin
Const
Consuttant Name B Prime consultant name
Delegated Design items ~
ter | Select Riow shaght | 10w wrilcad Template | Import Delete
] Enter CSl| Section and Subsection Enter C5] Section Description Decision
= F
‘ »
Grand Totals

(1 Pems)

Add New Item for Delegated Design Items

Decsion Fi 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

rer | Sebect All Row keight: | 1 v Cownboad Template  Import Delete
# Enter C51 Section and Subsection Enter C51 Section Deseription Decision
1o This description
02 0202 This second descnplion
Delete 3 030303 This third description. W |
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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

Civerall 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 15B: Sole Source Memorandum

15B.01 Initiation or Revision (A/E or Agency)
Section 7 has instructions for how to initiate process instances. Using those instructions, initiate an
instance of the “Sole Source Memorandum (SolSc)” process.
Instructions for how to complete this step are in the process instance.

When initially submitting, click the “Submit” button to send the instance into the workflow.

If the instance is sent back to the submitter in the workflow, click “Take Action” once any changes are

complete.

15C.02 PM step

Instructions for how to complete this step are in the process instance.

Workflow actions available at this step are:
e Approve, which sends this item forward to the Chief Architect and DPM.
e Revise, which sends this item backward in the workflow.
e Reject, which cancels and closes this item.

15C.03 ADPM step
Instructions for how to complete this step are in the process instance.
Workflow actions available at this step are:
e Approve, which sends this item forward to the Chief Architect and DPM.

e Revise, which sends this item backward in the workflow.
e Reject, which cancels and closes this item.

15C.04 Chief Architect and DPM step
Instructions for how to complete this step are in the process instance.
Both the Chief Architect and the DPM must take the Approve workflow action for this request to be
approved. If either the Chief Architect or the DPM approves at this step, the workflow will return to this

step for the other to review. If action is taken by a user who already approved this item, it will return to
this step to await action by the other.

Available workflow actions are:

e Approve, which approves the request and generates an approved Sole Source Memorandum.
e Revise, sends this request back to the PM.
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e Reject, which rejects the request and generates a rejected Sole Source Memorandum.

The “Who (Chief Architect or DPM) already approved?” will show, who, if either has already approved
the request.
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Section 15C: 7320 Supplemental Instructions

15C.01 Initiation and Revision (A/E)
Section 7 has instructions for how to initiate process instances. Using those instructions, initiate an
instance of the “7320 Supplemental Instructions (ASI)” process.
Instructions for how to complete this step are in the process instance.

When initially submitting, click the “Submit” button to send the instance into the workflow.

If the ASI instance is sent back to the A/E in the workflow, select one of these workflow options and click
“Take Action” once any changes are complete:

e Resubmit, which sends this item to the CA step.

e Void, which closes this item.

15C.02 CAstep
Instructions for how to complete this step are in the process instance.
Workflow actions available at this step are:
e Submit, which sends this item to the GC/CMR step.

e Revise, which sends this item back to the A/E for review. The CA will be prompted for revision
comments.

15C.03 GC/CMR step

Instructions for how to complete this step are in the process instance.

Workflow actions available at this step are:
e Sign, which finalizes the 7320 process instance.
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Section 16: 1125 - Bond Fund Request

This process shall be used to prepare and submit a request for approval from the State Bond Commission
for the allocation of funds for a Capital Construction Project administered by DAS|RECS. A DAS Project
Number is required to complete this form, which may only be obtained after execution of Form 1105 —
Capital Project Initiation Request. To initiate projects administered by DAS|RECS, Form 1105 may be
submitted based solely on the Legislative Authorization of Funding by the General Assembly for pre-
construction purposes.

16.01 Accessing the Process (PM)
Log in to TUC: https://gov.e-builder.net.

On your homepage, go to the “Processes” tab and select the subject project for which you wish to
submit a Bond Fund Request from the “All Projects” dropdown list.

My Home Projects Processes Documents Contacts Cost Reports Setup

Unfinished Drafts | Import Processes

Processes

|?989AAProject Closeout V| IL E—

Next, click the “Start Process” button.

Processes Documents Contacts Cost Reports Setup  =--

Unfinished Drafts | Import Processes

Project Processes BI-CTC-660 - Asnuntuck CC - MEP & FP Re-evaluation & Update v

Filter Processes Start process ‘

Next, select “1125 — Bond Commission Request (BC)” from the “Select Process” dropdown list and click “Start
BC”.

~ DO NOT USE - 1125 - Bond Commission Request (BC)

Complete the “Bond Fund Request” section. Only answer “Yes” to the “First Bond Request thru Trimble”
question if this is the first time Form 1125 — Bond Fund Request is being submitted through the 1125 — Bond
Fund Request, otherwise answer “No” so that the previous submission can be imported and thereafter
revised for submission. Upon completion, click “Submit”.

Bond Fund Request
Complete the section below.

# First Bond Request thru I Please select an option -- \I |
Trimble?: @

* |f Mo, did the last request ”- Please select an option -- o I
submitted list Previous
Allocations?:
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16.02 Bond Fund Request (PM)

The PM assigned to the Project will receive an email from TUC as notification to complete Form 1125 —
Bond Fund Request.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Events e
Tuesday, Aug Project T2 | Instance T2 |step 12
19, 2025 fml e on e

TB' ':; 9; tD"“ BC-4 Bond Request (PM)
View calendar estrrojec

Follow the instructions provided and complete the “Project Information” and “Funding Request” sections
of the Bond Fund Request. In the “Project Information” section, note that the “Construction Budget”,
“Total Project Cost”, and “Original Project Scope” have been filled in automatically from the data

collected during the 1105 Project Intake Process. If applicable, update the data for the subject Bond
Fund Request.

Project Information -

Enter the name of the "Requesting Agency™ and "Agency No." for whom the Project is being created. If applicable, revisefupdate the "Original Project
Scope", "Construction Budget® and "Total Project Cost" as input during the 1105 process.

* Requesting Agency: IDAS Facilities Management I
* Agency No.: Click on the following link: @SC to access a listing of Agency Numbers.
[pas23000 |
Project Number: *BI-CS-99
Praject Mame: *BI-C5-99 - DAS Test Project
Project Location: 123 Boltz Dr,, San Diego,
Administered by: DAS/CS
* Construction |
Budget:
* Total Project Cost: 2,500,000.00 I
* Original Project N/A
Scope:ﬂ
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In the “Funding Request” section, answer the questions accordingly and prepare and upload a copy of
the 1125 Bond Request — Budget Detail (1125 — Budget Detail can be downloaded from the DAS|RECS
Library) to the file field with the same name. The “Bond Request Initiation Date”, “Total Amount
Requested” and “Total Previous Allocations” fields will be filled in automatically at a later step in the

process.

Funding Request -~
Complete the following section regarding the current bond funding request. Upload a copy of the 1125 - Project Budget Detail to the field with the same name, a copy of which can be found
in the DAS|RECS Library.
Bond Request Initiation Date:
Level of Need: @ o Please select an option - b ||

Reason for Current Request:

Tota Amc_r‘:Rques:ed:ﬂ
Total Previous Allocations:

1125 - Bond Request Budget
Detail:

op file here |0r Browse e-Builder Browse Computer

Next, complete the “Funding Information — Current Request” and “Funding Information — Previous
Allocations” sections.

In the Funding Information — Current Request section, provide data input for “Reason for Availability of
Funds”, “Public Act & Section”, and “Amount Requested”, at minimum, for the subject Project Bond
Fund Request, and provide the Fund and SID numbers, if available.

A

Funding Information - Current Request
Enter the funding information for the allocation being requested for this Project. At minimum, provide “Reason for Availability of Funds®, "Public Act & Section”, and the "Amount Requested”,
If available, provide the "Fund” and "SID™ number,

Reason for Availability of Funds:

| |
Public Act & Section 1:E | |
| |
| |

Fund 1:@
sip 1:@

Amount Requested 1: l:l

In the Funding Information — Previous Allocations section, provide data input for “Public Act & Section”,
“Approval Date”, “Item Number”, and “Amount Allocated”, at minimum, for the subject Project Bond
Fund Request, and provide the Fund and SID numbers, if available.

~

Funding Information - Previous Allocations

Enter the funding information for any previously allocated funds for this Project. At minimum, provide “Public Act & Section”, "Approval Date”. “ltem Number®, and the “Amount Allocated”, If
available, provide the “Fund” and "SID” number. Refer to the State Bond Commission Archives for [inks to the archived Bond Commission Meeting Agenda/Meeting Minutes and/or Bond
Allocation Database to search for previous bond allocations for the subject Project.

Public Act & Section & @ | |
Approval Date =@ j

tem Number 1: @ | |
Fund 6: @ | |
soa@ | |

Arount Allocated 1: l:l

Note 1: Within the instructions for the “Funding Information — Current Request” and “Funding
Information — Previous Allocations” sections, links have been provided to the Office of the State
Comptroller’s web page, the State Bond Commission Archives, and the Bond Allocation Database to
assist in answering some of the questions in the respective sections.

Note 2: If you answered “No” to the “First Bond Request thru Trimble” question, then the “Funding
Information — Previous Allocations” section will be filled in automatically for all previous allocations
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listed from the most recent 1125 — Bond Fund Request submitted through Trimble. You should only need
to add the approval(s) acquired as a result of the last submission.

After completing the assigned sections of Form 1125, scroll down to the bottom of the page and either
select “Agency” from the dropdown list next to the “Take Action” button to forward the request to the
Client Agency for review and/or additional data input, or select “ADPM” to forward the request to your
ADPM for review, and click the “Take Action” button. After clicking "Take Action", a comment prompt
will appear to provide additional detail regarding your request, if applicable.

submit " RGN Add Comment

UJ Private

Cancel

Note 3: Please note that if the ADPM requires additional information or documentation and/or the Client
Agency has proposed revisions to the request before it can be finalized for submission, it will be returned
to this step for additional action. If the request has been returned, please refer to the "Comments" tab
for additional instructions and proceed accordingly.

16.03 Bond Request Review (Client Agency)

The Requesting Client Agency will receive an email from TUC as notification that a Form 1125 — Bond
Fund Request has been prepared by the PM assigned to the Project for review prior to being submitted
to the Business Office for consideration by the Bond Commission.

To access the process instance, either click on the link provided in the email or log into TUC, 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 actio

My Home  Dashboard Projects Processes  Documents

Welcome, Craig!

My Processes

Events .-
Tuesday, Aug Project T2 |Instance T2 |step 12
19,2025 *BI-C5-99 - DAS

Test Projact BC .-« Bond Request (PM)

View calendar

Follow the instructions provided and complete your review of the Form 1125 — Bond Fund Request
submission. Before reviewing the request, first open the “Comments” tab to check for any additional
instructions or clarifications provided by the PM.

Details Comments (0)

ents (0) Attached Processes (0) Attached Forms (0) Attached To (0) Potential Chang (0)
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After reviewing the “Comments” tab, examine the request in full and make any revisions necessary to
prepare it for submission to the Bond Commission.
Project Information

Enter the name of the "Requesting Agency™ and “Agency No.” for whom the Project is being created. If applicable, revise/update the "Original Project Scope”, "Construction Budget™ and
“Total Project Cost™ as input during the 1105 process.

Requesting Agency:ﬂ | |

Agency No.: Click on the following link: @8C to access a listing of Agency Mumbers.

Project Number:

Project Name:
Project Location:
Administered by:

Construction Budget: l:l
Total Project Cost: l:l

Original Project Scope: @

)
Funding Request ~

Complete the following section regarding the current bond funding request. Upload a copy of the 1125 - Project Budget Detail to the field with the same name, a copy of which can be found
in the DAS|RECS Library.

Bond Request Initiation Date: i‘

Level of Need: @ ‘ Please select an option -- bl

Reason for Current Reguest:

Total Amount Rques:ed:ﬂ
Total Previous Allocations:

1125 - Bond Request Budget
Detail:

or  Browse e-Builder Browse Computer

Funding Information - Current Request

Enter the funding information for the allocation being requested for this Project. Refer to the Office of the State Comptroller's web page for more infermation regarding “"Fund” and ~SID”
coding in CORE CT.

Reason for Availability of Funds:

| |
Public Act & Section 1:@ [ |
Fund 1:@ | |

sip1:@ [ |

Amount Requested 1: |:|

Funding Information - Previous Allocations

Enter the funding infermation for any previously allecated funds for this Project. Refer to the Office of the State Comptroller’s web page for more information regarding “Fund™ and "SID”
coding in CORE CT. Refer to the State Bond Commission Archives for links to the archived Bond Commission Meeting Agenda/Meeting Minutes and/or Bond Allocation Database to
search for previous bond allocations for the subject Project.

Public Act & Section &: B | ‘
Approval Date 1:@ 3]

tem Number 1: @ | ‘
Fund & @ | ‘
soe@ | | |

Amount Allocated 1: l:l
When your review and revisions are complete, scroll to the bottom of the page, select “Return” from the
dropdown menu next to the “Take Action” button, and then click “Take Action.” A comment box will
appear, allowing you to provide details regarding any changes or recommendations made.

Add Comment
| Submit W | Take Action [ private

Cancel
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Note: If the PM determines that additional information or documentation is required before the request
can be finalized, the request will be routed back to this review step. When a request is returned, consult

the “Comments” tab for updated instructions and/or information on the corrective actions taken, and
continue the review process accordingly.

16.04 Bond Request Review (ADPM)

The ADPM assigned to the Project will receive an email from TUC as notification that a Form 1125 — Bond
Fund Request has been submitted for review.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Welcome, Craig!

My Processes

Events .-

Tuesday, Aug Project Ti‘ Instance Ti‘ Step Ti
19,2025 *BI-C5-99 - DAS

View calendar Test Proiect BC-4 Bond Request (PM)

Follow the instructions provided and complete your review of the Form 1125 — Bond Fund Request
submission. Upon completion of your review, scroll down to the bottom of the page and select "Revise"
if additional information is required to complete your review, or select "Submit" to complete the review
for submission to the DPM for review and submission to the Business Office for consideration at the next
Bond Commission Meeting, and click the "Take Action" button. If “Revise” was selected, a comment

prompt will appear after clicking "Take Action", to provide additional detail and/or instructions for
corrective action.

Add Comment

Submit g Take Action

[ private

[Csubmit | cancel

Note: Please note that if the PM has re-submitted the request after taking corrective action, it will be
returned to this step for further review. If the request has been returned, please refer to the

"Comments" tab for additional instructions and/or information on the corrective action taken and
proceed accordingly.
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The DPM will receive an email from TUC as notification that a Form 1125 — Bond Fund Request has been

submitted for review.

To access the process instance, either click on the link provided in the email or log into TUC, 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

Events .-

Tuesday, Aug
19, 2025

View calendar

Welcome, Craig!

My Processes

Project T2 |Instance iz Step T:

Bond Reguest (PM)

o+
i m
'n
0 iq
(S Ve
=]
[
I:
(4]

407

—

rolect C-4

Follow the instructions provided and complete your review of the Form 1125 — Bond Fund Request
submission. Upon completion of your review, scroll down to the bottom of the page and select "Revise"
if additional information is required to complete your review, or select "Approve" to complete the
review for submission to the Business Office for consideration at the next Bond Commission Meeting,
and click the "Take Action" button. If “Revise” was selected, a comment prompt will appear after clicking
"Take Action", to provide additional detail and/or instructions for corrective action.

Submit

Add Comment
Take Action

[ private

Csubmit | cancel

Note: Please note that if the ADPM has re-submitted the request after the ADPM or PM has taken
corrective action, it will be returned to this step for further review. If the request has been returned,
please refer to the "Comments" tab for the corrective action taken and proceed accordingly.
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Section 17: Create Schedule of Values

17.01 SOV Approval for Upload

Construction Support Services (CSS) will upload SOVs into TUC 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

17.51

SOV file format

When sending the SOV for upload, please follow the following format:

1.

Use Excel, another similar spreadsheet format or CSV. Please do not send it in PDF, Word or similar
file formats.

If the file is Excel or another spreadsheet, the data should be in a single sheet, not divided between
two or more sheets.

Ensure that each SOV row has at least columns for (1) description or title and (2) SOV dollar amount.
A row line number is permitted, as well.

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.

“Commitment Value Broken Down by SOV” Entry

When commitments are entered into TUC, 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 ltems (4)  Custom Fields (11) Notes (0)

[w]

Show Filter Export «
#a Commitment Item Description Budget Line Item Current Commitment Amount | Change Amount
001 Construction Phase 2
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 BI-3B-126 - This is a test
Commitment Type: Prime Contractor Contract Status: Approved
Commitment Number: test-0003 Company: *Sample Company
Unit Cost Options: Lump Sum Amount Company Number. SAMOD1
Description: GC test 3 Contact
Commitment Control: Controlied 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) Documents (0)  Forms () | Processes (0)

Hide Filter Export «

: X Currene | Original Current |Projected | Retainage |C"™™ | ncruals | custom
Item # Budget Line Item Description Commitment 2 A Retainage ;
Budget Commitment | Commitment | Percent Approved | Field(s)
Amount Held
T | | T
03.200 Total DEg 300.00 0.00 0.00 0.00 9.50 0.00 oo @@
Construction Phase

03.200 Trade 1 300.00 34.00 34.00 34.00 2.50 0.00 10.00 '—i

03.200 Trade 2 300.00 33.00 33.00 33.00 9.50 043 1500 B

03.200 Trade 3 300.00 33.00 33.00 33.00 9.50 0.38 so0 [

Total =000 100.00 100.00 100.00 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
Phase =
* Amount:
Retainage Released: 00
n-Call Request Received: =
On-Call Request Approved x|
D Please select. v |
Date of (=]
Date Legal Received: =
Date of Final =)
=
SPRE File Number:
Sent to SPRE:
Approved by SPRE: =
Date PSS Received: =]
Contract $tart Date: m
Contract End Date: iz
————p  Save  Cancel

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 230 of 343

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 TUC commitments for approved task letters and contracts.

17A.01 Accessing the process

Log in to TUC: 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 - Thisis a

test

BI-3B-123

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  ees
Unfinished Drafts | Import Processes
Project Processes BI-3B-123 - This is a test -
==
Recent Pages T c| Q = Filters
Project Menu
> B Details Instan... T State Subject Ir.1 &P Date Due l
Since

% Planning
Forms

> ¥= lssues

> | Documents

= Schedule

17A.02 Submitting the Request (and Revisions) (Consultant)
Select the type of consultant.

* Type of Consultant: Oaf
Oca

Drag and drop or upload the consultant's proposal document in the "Consultant Contingency
Change Proposal" field.

In the "Explanation for Contingency Transfer" block, below, enter a more detailed explanation.
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Consultant Drag and drop file here or Browse e-Builder Browse Computer
Contingency Change
Proposal:

Explanation for
Contingency Transfer,

4
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 "
| * v any
* nitme ange
| |
* 06.11.2024 B * v
Under "Commitment Change Items", click the "Add All Existing Items" button.
Commitment Change Items *
Download 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 ltem Description Budget Line Item | Funding Rule Retainage Current Commitment | Change Amount Net Commitment
Percent Amount Amount
Delete | 001 oo1 ? Total A/E (Design Phase, Biddi...  08.000 c .00 0 00
Delete 002 002 " Consultant Contingency - Do 0.00 00
Delete 003 003 ’ sD 0.00 200
Delete 004 004 ’ D 08.000 00 6.00 0 600
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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”.

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

mplate  Import Schedule of Values Manage Funding Add All Existing Items Add Existin

# Commitment Item Description Budget Line Item | Funding Rule i Current € Change Amount Net Commitment
Percent Amount Amount

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

If the item is sent back to the consultant for revision, after making any changes, select a
workflow action and then click “Take Action”. Workflow actions available at this step are:
e Resubmit, which resubmits this item back to the PM.

e Void, which closes and permanently voids this item.
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17A.03 PM Contingency Enter (and Revisions) (Project Managers)

Open the “CntTr” process instance for the proposed contingency transfer or open it via the
email notification that should have been sent.

C o CntTr @
PROCESSES REPORTS
Instance 1 State Subject Step Ir.' Step
Since
CntTr-1 Open Consultant Contingency Use 1.1PM Jun 11,
Notification Contingency Enter 2024

Under the “Contingency Check or Enter” section:

1. If this is the first time that the consultant contingency is being used for this commitment,
enter the "Original Consultant Contingency Amount" (typically the SOV value of
commitment line 002, but perhaps a different row) 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. Leave "Previous Consultant Contingency
Draw" field blank.

2. If thisis a second or subsequent use of the consultant contingency for this commitment,
the "Original Consultant Contingency Amount", "Previous Consultant Contingency Draw"
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.

Original Commitment | ‘
Contingency Amount:

Previous Consultant | ‘
Contingency Draw:

Current Commitment | ‘
Contingency Amount:

Select a workflow action and then click “Take Action”. Workflow actions available at this step
are:

e Submit or Resubmit, which submits this item to the ADPM.

e Revise, which sends this item back to the consultant.

e Void, which closes and permanently voids this item.
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17A.04 ADPM

Select a workflow action and then click “Take Action”. Workflow actions available at this step
are:

e Approve, which submits this item to the Chief Architect and DPM.
e Revise-PM, which sends this item back to the PM.

e Revise-Consult, which sends this item back to the consultant.

e Void, which closes and permanently voids this item.

17A.05 Review by DPM or Chief Architect

Select a workflow action and then click “Take Action”. Workflow actions available at this step
are:

e Approve, which Approves the commitment change transfer and sends a PDF of the
transfer documentation to the SPRB and other designated recipients. After “Take
Action” is clicked by the DPM or Chief Architect, another screen will prompt for an
approval date and approval confirmation.

e Revise, which sends this item back to the ADPM.

e Void, which closes and permanently voids this item.

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 235 of 343

Section 17B: Retainage Reduction

17B.02 Navigate to the commitment

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 Dashboard Projects Processes Documents Contacts = Cost Reports
Project Commitments |[e-3e-125- Thisis atest
Commitment Summary
. Project: BI-3B-125 - This is a test
Criginal Commitments:
" Approved Commitment Changes: 2
PrOJECt Menu Non-commitment Costs:
. Current Commitments Value: 2
> Details
# Planning Quick Cost Summary
Forms | Current Budget ‘ Current Commitments Actuals Appre¢
> s Issues 200,201.00 200,133.00 1
off Processes
» I Documents Show: | All v ‘ ‘ All Commitments v| Go Show All | Show Filter
v - Schedule ‘ O |(#a Description | Company Date Status
v —
Cost Summary oo test 1a *Sample Company 02.20.2024 | Approv
Funding Sources O o002 A/E *Sample Company 02.28.2024  Approv
Budaet Details O | AE-test-1 test 1 *Sample Company 03.28.2024 | Approv
O | AE-test-2 AE test 2 *Sample Company 03.28.2024 | Approv
Actual Costs O | AE-test-3 AJE test 3 *Sample Company 04.04.2024 | Approv
Cash Flow (J | DAS001-3B125 | DAS Fees Department of Administrative Services 02.28.2024 | Approv
Other Cost Columns O GC test test | *Sample Company 08.02.2024 | Approv

17B.03 Open the Commitment for Editing to Change the Retainage Percentages

On the Commitment Details page, click “Edit.”

Commitment Details

Commitment Overview = Other Details ~ Financial Summary

BI-3B-125 - This is a test
Prime Contractor Contract
£ | GC-test-1

Project:
Commitment Type:
Commitment Number:
Unit Cost Options: Lump Sum Amount
GC test test
Controlled By Line Item
08.02.2024 (Timothy O'Brien)

Description:
Commitment Contral:
Created:

Mail Merge Close

Status: Approved

Company: *Sample Company
Company Number: SAMO01
Contact:

Approved: 08.02.2024 (Timothy O'Brien)
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17B.04 How to Change the Retainage Percentages One Line at a Time

If the retainage percent only needs to be changed on certain commitment lines, ensure that the
Default Retainage Percent is at the default percent it should be for new change orders. Then
click on each of the commitment line Retainage Percentages that need to be changed and edit
them to the new percent. Then click “Save.”

Commitment Overview

Project BI-3B-125 - This is

* Commitment Type: Prirne Contrad v Status: Approved
* Commitment Number GC-test-1 * Company: *Sample Company
Unit Cost Options: Lump Sum Amount Company Number:

* Description Contact; Select a contact.. ¥
* Commitment Control
Created: Approved 08.02.2024 (Timothy O'Briel
Other Details
Commitment Date = Notice to Proceed Date:
Scope of work:
#
% Default Retainage Percent 750 Retainage amount: O syfport manual entry
Commitment Items N e Manage
- T
[J  item Number | Line Item Description Current Budget Funding Rule Retainage Amount  Allowance  Custom Field(:
v | | Percent
0 Zon a03.200 ? Total DBB Construction Phase 200,116.00 0.00 &
O 002 200,116.00 5.00 &
O 2 200,116.00 2.00 &
[ 004 3 03.200 200,116.00 750 3.00 &
O C ge iter 000 / 0.00 &
O 303.200 T P 200,116.00 # State Bond Funds 750 0.00 =

17B.05 How to Change the Retainage Percentages on All Commitment Lines

If the retainage percent change is to apply to all commitment lines, then click on the box at the
top of the left column of the SOV to select all of the SOV lines below it. Then click the “Update
Retainage %” button.

Edit Commitment

Commitment Overview Save  Cancel
Project: BI-3B-123 - This is a test
* Commitment Type: | Prime Contractor Contract v Status: Approved
* Commitment Number: | GC-test-2 * Company: *Sample Company -
Unit Cost Options: Lump Sum Amount Company Number: SAMO01 -
* Description: Test Contact Select a contact. V‘
* Commitment Control: Controlled By Line Item
Created: 09.24.2024 (Timothy O'Brien) Approved 09.24.2024 (Timothy O'Brien)
Other Details
Commitment Date: fizx:) Notice to Proceed Date: M
Scope of work
4
* Default Retainage Percent: 7.00 Retainage amount: O support manual entry
Commitment items Manage Funding

Description Current Budget Funding Rule Retainage Amount | Allowance | Custom Field(s)
Number ~ | | Percent
? 001 305.000 P stal ot 000 S 0.00 [}
w » s
002 ] 07.000 Total Studies (Pre-Design, Environmental ... 0.00 7.00 10.00 =}
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Next, in the dialogue box that appears, enter the new retainage percent in the “Update
retainage to” box, check the box next to “Also apply to Default Retainage Percent” and click

“Yes, update retainage.”

Update Retainage Percent

Update retainage to *

% I Also apply to Default Retainage Percent
.
Ll

12 rows will be updated

Item

Number

001

002

004

005

006

Description

Total Equipment

Total Studies (Pre-Design, Environmental Impa

SOV line 2

SOV line 3

Change 1

line 1

Then click “Save”

Edit Commitment

Commitment Overview

* Commitment Type:

Project:

* Commitment Number: EiGC-tesi-é

Unit Cost Options:

Lump Sum Amount

BI-3B-123 - This is a test

| Prime Contractor Contract

Evaluation, & Other)

* Description: ‘Fest

Fmmtealiad Dt

Yes, update retainage

Status

* Company:
Company Number:

Contact:

&
Current Retainage

%

7.00

7.00

7.00

7.00

7.00

7.00 |¥

ca sl

Approved
*Sample Company hd
SAMOO01 v

Select a contact... v
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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.xIs".

/390 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: Step Due Date:

Subject
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
Con ntact *Sample Company
* Date Received: 08.27.2024 | [ 108.27.2024] Date Due: &=

Commitment Invoice Custom Fields
Vendor Invoice Number,
Invoice period beginning

nvoice period end: B

CORE Voucher ID:

Invoice Items

wnload Schedule of Values Worksheet,xls Import Invoic

17C.03 Open and edit the Excel File (PMs and CAs)

After the Excel file downloads (see the images below):

1. Open the file.

Click “Enable Editing”.

Click on the File menu.

Click on the “Info” option, click “Unprotect”, then click on the back arrow.

In the spreadsheet, in cell T4, type the new retainage percentage as a decimal, so 7.5% is typed in as

“0.075".

In cell U4, type “=K4*T4”

In cell 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.

vk wnN

N o
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10. Right-click on cell 04 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)”.

Files 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

C Info
{n) Home

BI-3B-125-Thisisatest_7390A-00004Draft_sov

E New Downloads

E Open ‘ & Upload &} Share @ Copy path @ Copy local path ‘ ‘ = Open file location

) @ Compatibjlity Mode
/T\ Some new features™atg disabled to prevent problems when working with previous

versions of Office. Converting this file will enable these features, but may result in

Convert
layout changes.

E Protect Wor
Q

Eﬁ‘ One or more sheets in this workbook
Protect changes to the data.

Workbook ~ = Sheetl Unprotect

ProjectName: BI-3B-125 - This is a test

Commitment o et
Description of Work ment
Item #
ue 5 6 7
001 Total DBB Construction Phase 0.00 0.075 0 0.00

002 SOV 1 0.00
003 SOV 2 0.00
004 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
2l il Description of Work ment
Item #
ue
3
4 [oo1 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 _'004 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 1
rent
commitment Description of Work ment
Item #
ue
%)
4 [o01 Tatal DBB Construction Phase 0.00 0.075 0 0.00
5 [002 SOV 1 0.00 0.075 0.075 0.03 9
6 7003 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 \%
@ Quantity Link ’
ProjectName BI-3B-125 - This is a test
& Cut
; ‘ (@ copy
. . . oto et EI Paste Options: 1 O c ot Current
ommitmen! L e amage umuiative
ltem # DI T ;'; Release Ama 0[] c.r‘ L; ,&/ L\ Retainage Pa;umeent
3
4 [001 Total DBB Construction Phase 0.00 i Paste Special.- ) 0.00 000  0.075 0 0.00]
5 002 SOV 1 4.00 [ Insert Copied Cells... ) 0.10 000 0075 0075 0.03]
6 003 SOV 2 2.00 g - ) 0.00 000 0075 0 0.00}
7 foo4 SOV 3 3.00 o Delete... ) 0.00 000 0075 0 0.00!
8 Total 9.00 a ) 0.10 0.00

P P,

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 %
25 Worksheet.xls Import Invoice Items Manage Funding
A B c D E
Funding Rule

- . - . e 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

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

Organize ~ New folder

=- O @
£ Name ~
s Quick access

v Today (2)
B Desktop * i

Select a file
I — [ 59 81-38-125-Thisisatest_7390A-00004Draft_sov_upload.xis

to preview

& BI-3B-125-Thisisatest_7390A-00004Draft_sdy (1).xs
& Downloads *

v
v <
N & -

File name: | v AlFiles (%)

Open

Cancel

Then click the “Attach Selected” button.

Import Invoice ltems @)

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.

* Import File: | Choose File | BI-3B-125-Thisisatest_...4Draft_sov_upload.xls

Mote: Please select a xls or .xdsx 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 ltems

Download Schedule of Values Worksheet.xls

A B H | J
 and % Balance to Finish Retainage Release | Rei
2 .-
Item Description of Work G/0 C-G) Armoumt Per
0 a0 Total DBB Construction Phase 0.00 0.00 % 0.00 0.00#
P Ay SOV 1 1.00 20.00 % 4.00 003 #
0 ld s sov 2 0.00 0.00 % 2.00 0.00
P Qg SOV 3 0.00 0.00 % 3.00 000 #
4
Total 1.00 10.00 % 9.00 0.03
Cost 5L
Completed v || Take Action Check Spelling
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Section 17D: 7048 General Contractor Retainage Reduction

17D.01 Initial Step (contractor)

At this step, please select one or both options, below, for the type of retainage reduction request:

e CHRO

e Partial Payments
After clicking "Submit" this process instance will close. Then, in the processes module for project, you will
be able to see a new 7048 instance. Click on the instance number or subject to complete the form(s)
related to type of retainage reduction you are requesting. Note that if you selected both CHRO and
Partial Payments, you will first complete the CHRO retainage release form and then re-open the process
instance to complete the Partial Payments retainage release form.
Note: Do not initiate a 7390 Application and Certification for Payment processes instance for this
Payment Application number until the new retainage rate is approved.

17D.02 CHRO Retainage Reduction (contractor)

The contractor only arrives at this step if “CHRO” was selected at the initial step.

Note: The “Payment Application Information” and “General Information” parts of the form appear in
both the “CHRO” and “Partial Payments” steps. If both “CHRO” and “Partial Payments” were selected at
the initial step, information completed in the “CHRO” step will be prepopulated in the “Partial Payments”
step.

After completing the information for the retainage reduction request, the user selects a workflow action
of “Certify” to certify and submit the form. A workflow action of “Void” is also available, which voids and
closes the request. Clicking “Take Action” completes to workflow action selected.

| -- Please select an action -- V|

-- Please select an action --
L

Certify
Void

17D.03 Partial Payments Retainage Reduction (contractor)

The contractor only arrives at this step if “Partial Payments” was selected at the initial step.

Note: The “Payment Application Information” and “General Information” parts of the form appear in
both the “CHRO” and “Partial Payments” steps. If both “CHRO” and “Partial Payments” were selected at
the initial step, information completed in the “CHRO” step will be prepopulated in the “Partial Payments”
step.
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After completing the information for the retainage reduction request, the user selects a workflow action
of “Certify” to certify and submit the form. A workflow action of “Void” is also available, which voids and
closes the request. Clicking “Take Action” completes to workflow action selected.

| -- Please select an action -- V|

-- Please select an action -

Certify

Void

17D.04 Retainage Reduction Request Sent Back for Revision (contractor)

If the retainage reduction request has been sent back to the contractor for revision, the workflow returns
to the “CHRO” and/or “Partial Payments” steps, depending on what was selected in the initial workflow
steep. Also note that at least one comment will appear in the Comments tab.

17D.05 Retainage Reduction Request Review Steps (PM and ADPM)

In addition to the fields in the process instance, note that a "7048 General Contractor Retainage
Reduction Request" field is available, with a copy of the PDF of this 7048 General Contractor Retainage
Reduction Request.

Workflow actions available at this step are:

e Approve, by which the user approves this request.
e Revise, which causes the request to be sent back to the previous step for revisions.
e Reject, which allows the user to reject the request and close this workflow item.

17D.06 Commitment Percent (PM)

The purpose of this workflow step is to implement the retainage percentage in the contractor's
commitment. Instructions for how to perform this task are in Sec. 17B.05. For any questions about how
to do this, contact Project Support Services. When complete, click “Take Action” to take the Complete
action to complete the process instance.
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Section 17E: 7050 CMR Retainage Reduction Request

17E.01 Initial Step (contractor)

At this step, please select one or both options, below, for the type of retainage reduction request:

e CHRO

e Partial Payments
After clicking "Submit" this process instance will close. Then, in the processes module for project, you will
be able to see a new 7050 instance. Click on the instance number or subject to complete the form(s)
related to type of retainage reduction you are requesting. Note that if you selected both CHRO and
Partial Payments, you will first complete the CHRO retainage release form and then re-open the process
instance to complete the Partial Payments retainage release form.
Note: Do not initiate a 7390 Application and Certification for Payment processes instance for this
Payment Application number until the new retainage rate is approved.

17E.02 CHRO Retainage Reduction (contractor)
The contractor only arrives at this step if “CHRO” was selected at the initial step.

Note: The “Payment Application Information” and “General Information” parts of the form appear in
both the “CHRO” and “Partial Payments” steps. If both “CHRO” and “Partial Payments” were selected at
the initial step, information completed in the “CHRO” step will be prepopulated in the “Partial Payments”
step.

After completing the information for the retainage reduction request, the user selects a workflow action
of “Certify” to certify and submit the form. A workflow action of “Void” is also available, which voids and
closes the request. Clicking “Take Action” completes to workflow action selected.

| -- Please select an action -- V|

-- Please select an action --
L

Certify
Void

17E.03 Partial Payments Retainage Reduction (contractor)
The contractor only arrives at this step if “Partial Payments” was selected at the initial step.

Note: The “Payment Application Information” and “General Information” parts of the form appear in
both the “CHRO” and “Partial Payments” steps. If both “CHRO” and “Partial Payments” were selected at
the initial step, information completed in the “CHRO” step will be prepopulated in the “Partial Payments”
step.
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After completing the information for the retainage reduction request, the user selects a workflow
action of “Certify” to certify and submit the form. A workflow action of “Void” is also available, which
voids and closes the request. Clicking “Take Action” completes to workflow action selected.

| -- Please select an action -- V|

-- Please select an action - |§

Certify

Void

17E.04 Retainage Reduction Request Sent Back for Revision (contractor)

If the retainage reduction request has been sent back to the contractor for revision, the workflow returns
to the “CHRO” and/or “Partial Payments” steps, depending on what was selected in the initial workflow
steep. Also note that at least one comment will appear in the Comments tab.

17E.05 Retainage Reduction Request Review Steps (PM)

In addition to the fields in the process instance, note that there is a “The Project Manager confirms that
the Contractor Performance Evaluation was completed?” question and that a " 7050 CMR Retainage
Reduction Request" field is available, with a copy of the PDF of this 7050 CMR Retainage Reduction
Request.

Workflow actions available at this step are:

e Approve, by which the user approves this request.
e Revise, which causes the request to be sent back to the previous step for revisions.
e Reject, which allows the user to reject the request and close this workflow item.

17E.06 Retainage Reduction Request Review Steps (ADPM)

In addition to the fields in the process instance, note that a " 7050 CMR Retainage Reduction Request"
field is available, with a copy of the PDF of this 7050 CMR Retainage Reduction Request.

Workflow actions available at this step are:

e Approve, by which the user approves this request.
e Revise, which causes the request to be sent back to the previous step for revisions.
e Reject, which allows the user to reject the request and close this workflow item.

17E.06 Commitment Percent (PM)

The purpose of this workflow step is to implement the retainage percentage in the contractor's
commitment. Instructions for how to perform this task are in Sec. 17B.04. For any questions about how
to do this, contact Project Support Services. When complete, click “Take Action” to take the Complete
action to complete the process instance.

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

18.01

18.02

Page 247 of 343

Section 18: Consultant and General Vendor Invoice

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 the A/E process type, select “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, the vendors under which would typically use the “Other Consultant
Invoice (InvOt)” process type.

Note to the “Hazmat Invoice (InvHz)” process type: The "Hazmat Invoice (InvHz)" process type is only for

use on projects specifically under the Statewide Hazardous Abatement Program. Please only use Hazmat
Invoice (InvHz)" for projects with a "-HAZ-" in their project number. For projects with project numbers
starting in "BI-" or "CF-" consult with the project manager for the correct invoice process to use.

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.

3. Enter the vendor’s invoice number and the beginning and end dates for the invoice.

Click on the “0.00” or pencil icon the “Invoice Amount” column and enter the amount of the invoice.

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 Spell Draft  Cancel
Project Testing®723s Project Nam

— T T &

52 inchrrectiy VPiesse Yhck “Caheer” ard restad you imfeice process by selecting, Yes Add a Commament ivaice

or  Browse Computer  Browse o Builder

o Browse Computer  Browse e-Builder

Invoice items §

Commitment ltem & Desuription Budget Line tem  Funding Rule Current Invoiced To Date Retained To Date  Remaining to B
~ | Commitment Invoiced
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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?ctlFilelD={d936488a-97b9-4fd5-9a28...

£ e-Builder.

A/E Invoice (InvAE)

Start Process Print | Cheg

Select File
Project: B1-38-123 - This is 2 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) | test4 (0) nvoices

Expand All | Collapse All File

i * Selec : Choose File [No file chosen
Please enter your current invoice information, below, and upload your own consultant invoice and any supporting document Selectalhiles
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.

v 9 > ThisPC > Désktop

Organize ¥ New folder
In the "Commitment Invoice Custom Fields” section: ~
Name
« Enter your Vendor Invoice Number. This is important for our Business Office to track payments. 3t Quick access
« Enter the invoice period beginning and end dates. This is required by our Business Office. B Deskio Booki.xl
+ Please ignore the "CORE Voucher D" field. P B o.pdf
¥ 3D Objects
In the "Invoice Items” section, please enter the amount of your current period invoice in the “Invoice Amount™ E 8.pdf
Please enter in the correct invoice rows, ¥ Downloads S
v
When you click “Submit", your invoice will be sent to the Project Manager for review.
2 File name: |
* Vendor Invoice Use this field to Lpload vendor invoice document. ~A
Document@ | Fprag and drop fie here | or | Browse Computer || Browse e-Builder

[}

18.03 Invoices Returned for Revision

Once the form is submitted, the project manager may return it to the vendor if changes are needed.

* Vendor Invoice Use this field to upload vendor invoige document
Document: @ "L supporting test 2.pdf (versid
Properties | Download (36.1KB) | Redlj

Clicking on that will remove the current document, and a replacement can then be uploaded in its place.

After the changes needed are made, note, at the top and bottom of the pop-up, that there are workflow
action controls.

-- Please select an action --

By clicking “Please select an action” the user can select what action is intended on the invoice.

The option to “Resubmit” will appear and, if that is the intended action, select that. There is also an

option to “Void”, which has the effect of closing review of the invoice and voiding the invoice process
instance.

When the action is selected, clicking on the “Take Action” button finalizes the user’s action and sends the
item to the next user in the workflow, if the “Resubmit” option is taken, or ends the workflow with no
payment, if the “Reject” option is taken.
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Section 18A: PM Review of Consultant & Vendor Invoice

18A.01 Access the Project Process

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 Dratts | Import Processes
Processes For |5i-38-125- Thisis a test -
C a 7/7/_47 Filters
™
s
—
Instance State Subject /sep/ In Step Date Due
Since
7310-1 Timothy O'Brien et Finish Feb 22, Feb 29, 2024 05:01
Project Menu e b
7310-2 Timothy O'Brien —_ Finish Feb 22, Feb 29, 2024 05:0
> [ Details e 2024
o Planning 7310-3 _|_mimethy O'Brien Finish Feb 29, Mar 7, 2024 05:00
Forr — 2024
orms ol
> §= lssues 73661 01 Finish Feb 20,
BT

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 Infermation

7360 : 736p 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  eee

Processes For |g8i-38-125 - Thisiis a test -
a3 a InvAE @
PROCESSES REPORTS
Instance State Subject ! Step
Project Menu
Ol InvAE:1 [ Closed | BI-3B-125 *Sample Company InvAE - 00001 Finish
> [ Details
e Planning InvAE - 2 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 TUC 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 TUC
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 TUC 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 TUC: https://gov.e-builder.net. and click on the “Projects” tab to find the
applicable project.

$ e-Builder. G reutler - @

My Home Dashboard Projects Planning Forms Processes Documents Calendar Contacts Cost  Schedule Reports P

Welcome, Rebeccal . Edit My Home

Search for your project by entering the project number. Click on your project to bring up the “Project
Details” page.

& e-Builder. NG reutier - @
My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule Reports
Hidden Projects
Projects
\Ac:".e Projects View W | Edit| Add View 6231 -

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. NG TestBacky - @

My Home Dashboard Projects Planning Forms Processes  Documents Calendar Contacts Cost  Schedule

Hidden Projects
Project Details For I“Ea-:ky Test Project -

Details Export Address Book Printable Participants Directory Edit Cancel
Project Name *Becky Test Project
e-Builder Project Administrator Cutler, Rebecca
Proj atus i

{vizw map) Address No project photo uploaded.

Used by Becky for testing

Project Menu

Projes

v [ Details Last Mod Cutler, Rebecca
Project Pa rticipants Date Last Modified 03.13.2023
Sent ltems
Praject Level Custom Fields (47)  Motes (0)  Documems: (1) Foms (D) | Processes (D) | Semings
Options
Forms DAS Project Number: BI-RCTEST-999
. Project Name: 5 this where the project name should go
z lssuas
- DBB
> & 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  +Testingg723a 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

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

Requested

Process « Subject C——

' 7390 Application and Certifica ... |

A/E Invoice (InvAE)
A/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.

e C(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.

* \iendor Invoice Use this field to upload vendor invoice document.
Document: @ %L supporting test 2.pdf (version 8)
Properties | Download (36.1KB) | Redline | Remove

Additional Invoicing
Documentation: @

op file here 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) Attar

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
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row, the correct amount should be in each row and the correct total for the invoice should appear in
the gray summary row at the bottom.

Invoice Amount R

1.00

18B.03 Invoice Approval

If the information included in the invoice process instance is correct, and the agency wishes to approve,
doing so involves two steps.

1. The first step is to select the “Agency Approver” and the approval date.

Report urk:
* Agency Approver: [Prease select... Bl
i 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 TUC: 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

splication and Certification for Payment

(73904)

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 Items” 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)

Start Process

Commitment Invoice Details

Commitment Invoice Custom Fields

Invoice Items

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.

Detfils  Documents (0) ffached Processes (0) ~ Attached Forms (0)

[J | File Name

2 Drag and drop files here to upload, or browse

Attach

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

)}

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 TUC 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

» BB oo DocuSign Request

» [ 01 Project Planning

» [ 02 selections

» [ 03 Preconstruction Contracts

» [l 04 Pre-Design

» B 05 Schematic Design

» [ 06 Design Development

» [ 07 Construction Documents

Then click “Browse”.

o

Drag your files or Browse

Select the file(s) you wish to upload and click “Open”.

Organize v New folder =y O @
Whiteboards ™ [] Name £

workingitems

W This PC Select a file to
preview
-J 3D Objects
[ Desktop v
Bl Bhaciinoiba bl )] 5 b
File name: FileX(*.*) ~
Open 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.

1 of 1 files uploaded successfully Properties for all files
Documents \ 09 Constr... Select a file to apply properties to just that file
100% of 33 KB uploaded
ﬁ supporting test 1.pdf
Uploaded successfu

Description

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
Attached By

O’Brien, Timothy

[ 1) supporting test 1.pdf (version

View | Download

Stamp

Download Attach Remove

Complete the rest of the Payment Application Form as follows:

1. First group of questions after the blue instructions area.

a. Ensure that all required documentation is attached, as described above, and then acknowledge
that it is in the field here.

b. Select who the contractor’s approver is in that field. This is the person whose name will appear
in the signature block on the PDF copy of the Application and Certification for Payment, signing
on behalf of the contractor.

c. Indicate whether securities in lieu of retainage is being used and, if so, the amount.

2. 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 — Yes' No
Documentation Attached?:
* Contractor Approver: Please select... v
* Do you require Securities Yes
in lieu of Retainage (CGS 3 No 1
112a)%:

f yes, enter value of
Securities in lieu of
Retainage:

* Type of Payment Progress 9 "
Application: =

Commitment Invoice Custofn Fields

o PR e T B T . B B

Invoice Items

Work in Place From t Werk Total Completed and
Rodgel Sl it Current Payment Due | 100 C0 "Bl %

a " /e

Previous
Appikation(s) ) Deten

@ "0 "6 "0 " "0

2814 0.00 00 &N 23w

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 TUC, will open the
process instance pop-up.

*Testing6723a Project Name q

A comment was added by ( e step GC/CMR Revise on the following process.
To view details or take actip

Prejact "Tastingd723a Projact Name

Process 73904 - new test 1+ 15

Sulbject testing-TEST-6723a - Application for Payment - 08/31/2023

GL/CMR Revise

Last Action Revise
Last Action Timothy O'Brien
Taken By

Commentis)

Timothy O"Brien, Department of Administrative Services - Construction Services, 10011/2023 10:26
AM

A document was attached

Timothy O Brien, Department of Administrative Services - Construction Services, 1001172023 10014
AM

This is a test

A comment was added by
To view details or take a

ot i

gn on step GC/CMR Revise on the following process.

Comments explaining the reasons for the return information on the actions needed may be included in
the Documents tab:

Details Commenis (2) Documents (1) Attarhed Processes (0) Attached F

(J | File Name

0 "L supporting test 1.pdf (version 3)

Properties | Download (3

Or the Comments tab:

Detale Rcuments (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 v | 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 TUC: 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.

Processes For | Testing6723a Project Name - < Process X

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)

In Step Requested

Ujlp - Subject
rocess St Since e Comment

' 7390 Application and Certifica ... |

A/E Invoice (InvAE)

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

Potential Change Order (PCO)

Once the process instance opens, review all of the information entered, including the files uploaded to
the Documents tab. To view the 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)

operties | Download (38.2KB) | Redline

Contractor Approve{

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... W |

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

Jate

X XY
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:

Company:

Company Number:
Contact:

Project Menu

Approved:
> Details

Forms

Commitment items (12) =~ Commitment Changes (8) = Actual Cbsts (6 Fiel N
Issues ommitment Item Commitment Changes ual Cpsts (6)  Custom Fields (7) iotey (0)

-E Processes
> I Documents
= Schedule
v s Cost
Cost Summary

BudgetDetals

Commitments
AgtualyCos Project Status

Cash Flow Summary

Number:
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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 TUC: 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.

Processes FOr | “Testings723a Project Name v < Process X

Start Selected Process Type Start Process Q

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

1105R Project Revision Request (11¢

7055 Construction Phase Agency ...

Processes  Reports (0)

T
7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

Process « Subject Date Status s
Due Comment

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

Potential Change Order (PCO)

Once the process instance opens, review all of the information entered, including the files uploaded to
the Documents tab. To view the draft requisition, click the “Details tab” and then click on the link to the
PDF, as shown below:

*"1| 7390A-00015 - testing-TEST-6723a - Application for Payment - 08312023 - DRAFT.pdf (version 1)

Properties | Download (38.2KB) | Redline

Contractor Approveg 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

/ate

X Y

Check Spellin: Revise ancel

19D. PM Users
19D.01 Instructions for the PM for Review and Certification of Payment Applications:

Log in to TUC: 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 = Praojects Processes  Documents Contacts Cost Schedule Reports Setup  eee

Project Participants For 838125 - Thisis a test -

Groups Agency Payor
Creat First Name:
Last Name:

Username:

Custom Field:

Project Menu

v Details

. . e AT There are no users that meet"yi
Project Participants —

b ads BitRals
Manage Form Types

Manage Permissions
Permissions By User
Process Notification
Settings

Sent Items

Project Level
Options
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Also, if the payment will be made using CHEFA funds, proceed as follows:

1. At the top of the Project Details page, click “Edit”.

£ e-Builder

Dashboard

My Home Projects Processes Documents Contacts  Cost

Project Details For 5-35-125 - This is a test

Details

Schedule

Reports

Setup

Export Address Book  Printable Participants Dilec\n(al

Page 264 of 343

tobrien3 - @

No project photo uploaded.

Enter the CHEFA series number for the Payment Application cover letter.

.

2. Select “Yes” on the line that asks, “Is this a CHEFA project.”
3.
4. Enter the agency reviewer for the signature page on the cover letter.
5. Click “Save.”
Permissions By User Custom Fields (85)  Sattings
Proce tification
Settings Custom Fields
Sent Items 1AS Project Number:
Project Level Project Name: iR T
Options jec! et BI-2B-125 - This is a test
Mo Planning
Forms
> #= lssues

ofz  Processes

> Documents -
= 103 Submissicn: m
b

Few

AA Closzout Complete: Please select.. v

CMR, - Contact Email:

&C - Firm: ILookup]

GC - Contact: Fleace selail W

CHEFA - series number:

CHEFA projects - agency reviewes

Check Spelli ncel

7. For each commitment, go into the Commitment record in the Cost module

Commitments
Actual Costs

Cash Flow

Other Cost Columns
=] Contacts
#  Calendar

@ Submittals

Filter
O |#a Description | Company
Department
DAS001- of
O 3gia3  DASFees | iistrative
Services
001- Y- *Sample
0 SAMOO1 AE Sampl
001 commitment FaE
o for design !
SAMOO1- B *Sample
002 GC test Company
001- *
O |2AMOOT] p/gtests16 2mPle
003 Company
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8. Inthe 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.
Processes For | *Testings7232 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 ... e

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)

Process Subject I’_‘ s i Status o
Since Due Comment

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

Patential 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, Tigpothy,
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 V| 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 TUC 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

TNTXY
Check Spellin Revise ancel
19E Payment Application at Substantial Completion

NOTE: This workflow step does not complete Substantial Completion on the project nor cause the
creation of a “7810 Certificate of Substantial Completion”, which, instead, is a separate procedure, which

begins using the “7805 Contractor Request for Substantial Completion Inspection”, that the GC/CMR
initiates, as shown in Section 30.
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19E.01 Instructions for the “Substantial Completion” step in the 7390 Process:

If the GC/CMR user indicated that the payment application is at substantial completion by selecting
“Substantial Completion” in the “Type of Payment Application” field in step 19A.02B, when the GC/CMR
user takes action, the process instance will close and the GC/CMR user can reopen it in the “Substantial
Completion” 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 “Substantial Completion”
step. Click on this instance’s number or subject to open it.

c Project Processes BI-3B-123 - This is a test -
CONN ECTIC U T Filter Processes
= c‘c\ 7390 @
Project Menu
PROCESSES REPORTS
> ) Details
%o Planning
Forms m] Instance 4 State Subject Step
> ¥ Issues N -
g |[ 7390A- 100001 BI-3B-123 - Application for Payment
s{s  Processes .23 R Completion

> I Documents RI2R_172 - Annliratian far Daumant

In this step, upload all of the documentation required for the Substantial Completion Application in the
“Documents” tab of the process instance.

Project: BI-3B-123 - This is a test
Process Document: 7390A - 100001 - 23 Overall Due Date:
show History | Current Actors
Current Workflow Step: Substantial Completion Show Workflow Diagram Step Due Date:
Subject: BI-3B-123 - Application for Payment -
Counter Prefix:
Status: Submitted

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

Expand All | Collapse All

Data ~

In the Documents tab, above, upload all documents required for Substantial Completion.

From SECTION 01 29 76 PROGRESS PAYMENT PROCEDURES

G. Application for Payment at Substantial Completion: Following issuance of the Certificate of Substantial Completion submit an Application for
Payment form; use the form as required by the Owner. Present the required information on electronic media printout as applicable that include,

but are not limited, to the following:

1. This application shall reflect Certificates of Partial Substantial Completion issued previously for Owner occupancy of designated portions of the

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 — v
-- Please select an achion —
Submit
Void

{ Revise
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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 TUC 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 TUC, 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.

19E.02 7390 Process

After the GC/CMR user has clicked “Submit” in 19F.01, 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 Substantial Completion
step.

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, when 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 8138127 Thisisatest =

c Q 7390A @

PROCESSES REPORTS

Project Menu S =
s 2 Details - Application for Payment - | Final Payment
™o Planning
Forms
> I lssues fad
|
> & Documents
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In this step, upload all of the documentation required for the Final Payment Application in the
“Documents” tab of the process instance.

£ e-Builder

7390 Application And Certification For Payment

(7390A)-10 -1

v 0

Delete Instance Workflow Override All Fields View

Instructions

Project:
Process Document:

Current Workflow Step:
Subject:

Counter Prefix:

-- Please select an action -- v

BI-3B-127 - This is & test
7390A-10-1

Show History | Current Actors

Final Payment Show Workflow Diagram

- Application for Payment -

Check Spelling Print Copy Delegate Save Cancel

Overall Due Date:

Step Due Date:

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.

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 OnNeo
Application for Payment for O Yes
the GC or CMR agree to the
above?:
Is All of the information OnNo
required for final payment O Yes
uploaded:

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 - v
-- Please select an action —
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 TUC Guidance Manual, Section 19A.
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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 TUC, 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 TUC: 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  Check Spelling Submit Save Draft Cancel

Project “Testing6723a Project Name
Process 7310 Request For Information

* Date Due: 10182023 |

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

Expand All| Collapse All

* Question:

Spec. Section;

Proposed Solution:
\

Drawing Number:

Is There a Potential Cost OvesONo
Impact?:

Is There a Potential Time OvesONo
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

R . . - R .
GC/CMR Documentation for Drag and drop file here or Browse e-Builder Browse Computer
RF:

/E Documentation for RFI:

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) Imstrisciians

Start Process Print Check Spelling Subamit Save Draft Cancel
* Date Due woezezd | M Opm « \

Details  Doscumanii [T — Afiached For

The RFl is saved as a type of TUC “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.

Prajects | Flannimg  Forms

Project Details For

Doty Euport AStew Bonk  Frstibie Periogasts Drectory Dt Clse

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.

X
Processes For | “Testing6723a Project Name % < Process

Start Selected Process Type  Start Process

0-X1 Test 1105 Project Intake ... (0-X
In My Court In Progress V/ Process: 7390 Applic .. €3 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)

(| Process « Subject 's'i'ns:" . 5::::?:

7390 Application and Certifica ... |
A/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)

Start Process Print  Check Spelling  Submit  SaveDraft  Cancel
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20.02 CA RFI Review - Accessing the Process

The CA will receive an email notification from TUC that an RFl is pending. To access the pending RFI, 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 TUC 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.

X
Processes For | Testing6723a Project Name - < Process

Start Selected Process Type  StartProcess

0-X1 Test 1105 Project Intake ... (0-X

In My Court In Progress + Process: 7390 Applic .. €3 Status

1105R Project Revision Request (11C

7055 Construction Phase Agency

7310 Request For Information (731C

1 Show | 1000 v 7360 Change Order (7360)

O Process Subject InStep | Date | ot egestad
Since Due Comment

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

Potential Change Order (PCO)

Once the process instance opens, the CA can review all of the information entered, including the files
uploaded to the 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.

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:

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

[]
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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 --

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 TUC 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 TUC 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.

Processes For | “Testings723z Project Name - < Process X

Start Selected Process Type  StartProcess

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

1105R Project Revision Request (11(

7055 Construction Phase Agency ...

Processes  Reports (0)

2

7310 Request For Information (731C

Show | 1000 v 7360 Change Order (7360)

InStep  Date | Requested

O|p - Subject 3
rocess ubject Since Due Comment

' 7390 Application and Certifica ...
A/E Invoice (InvAE)
AJE Invoice - deprecated - do ... (In/

Potential Change Order (PCO)
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Once the process instance opens, the A/E can review all of the information entered, including the files
uploaded in the “Documentation” section, and any comments made regarding the RFl under the
“Comments” tab. The A/E will 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.

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: Drag and drop file here or | Browse e-Builder Browse Computer

CA Documentation for RFI:

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 IO
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

T~
Check Spelling  Return )an:el

To request comment from subconsultants using the TUC process, go to the “Comments” tab of the RFI
instance and click the “Request Comment” button.

7310 Request For Information (7310) - 3 Workflow Override  All Fields View  Instructions

action -- v Check Spelling Print Copy Delegate Save Cancel

Project:
Process Document:

* Overall Due Date: 08102023 [

Current Workflow Step: Step Due Date:
Subject:

Jtatus:

Submitted

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

Request Comment Cdmment

Private | Comment ~
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After clicking the “Request Comment” button, a pop-up will appear that allows the A/E to select their
subconsultant usernames 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.

*To

partment of Administrative

Allow e;

Note - Participants accessing the process extemally will see all comments and attachments. Request Comment | Caplcel

When the subconsultant responds, their comments will be posted in the “Comments” tab of the RFI
instance.

20.04 CA Determination and Hold Steps

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.

Once opened, the CA can review all of the information entered, including the files uploaded to the
“Documentation” section, and any comments made regarding the RFl under the “Comments” tab.

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:

C i Fl- - s . . -
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 CA to select the action they need
to take. Workflow actions available at this step are:

| - Please select an action -- v :

-- Please select an action --
Determination Il Due Date:
Return

191 p Due Date:
GC/CMR Revise

Ag Ch Reg
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e Determination, which causes a PDF of the completed RFI to be sent to the contractor and other
users, and the workflow will go to a Hold Step, from which the CA may send the RFI to the A/E to
begin a Proposal Request or close the RFI.

e Return, which sends the RFI back to the A/E step.

e GC/CMR Revise, which sends the RFI back to the GC or CMR for revision.

e Ag Ch Req, which generates an RFI PDF and initiates an Agency Change Request process
instance. The Agency role users on the project will receive a notification and will be able to
complete an Agency Change Request application, that could lead to a Proposal Request based on
an approved 7055 Agency Change Request.

If the CA selects “Return”, the RFI will be returned to the A/E with instructions for correction

If the CA selects “Determination”, a PDF of the completed RFI will be sent to the contractor and other
users and the workflow will go to a Hold Step, from which the CA may send the RFI to the A/E to begin a
Proposal Request or close the RFI.

In the CA Hold Step, the workflow options available are:

e Close Item, which closes the RFI workflow.
e Return, which sends the RFI back to the Determination step.
e To A/E for PR, which sends the RFI to the A/E to begin a Proposal Request.

20.05 A/E Proposal Request Step

If the CA sends the RFI to the A/E for the initiation of a Proposal Request, 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) - 35

A draft Contractor Commitment Change has been automatically created to provide required Commitment Change information and submit the instance.
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 COPs, which, in turn may be bundled into Change Orders. See the instructions
for the “Potential Change Order (PCO)”, starting 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.
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Section 20A: Agency Change Request

20A.01 Beginning a process instance (user role: Agency)

Log in to TUC: 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

‘ Q  Agency Change Request (AgCh) ——
/

I v Agency Change Request [Agch]‘ a

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: This is what that agency change request is for |

Details = Documents (0)  Attached Processes (0) =~ Attaciyed Forms (0)

Expand All | Collapse All

Data

Pre Construction Or

T
-- Please select an option --
Construction:

ease sele 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

L) private

Check Spelling Cancel

NOTE 2: Asis 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.

%’a e-Builder.

My Home Dashboard Projects Processes Documents Contacts  Cost Reports Setup

Project Processes [b1-28-123 - Thisis a test -

v | a | agch @

—

Project Menu

PROCESSES -]

> Details
-—o Planning \ In st
Ediitie (] | Instan... | State Subject Step s?m:p Date Due
> E= lssues 0| FeCh-Tle Open This is what that agcncm‘ Agericy - PreConstr Jul 30, 2024

[ Processes request is 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. After completing the
form, select a workflow action and click “Take Action,” when done. Available workflow actions are:

e Submit, which submits or resubmits to the DAS Project Manager)
e Void, which voids the instance.
e Construction, which sends the request to the 7055 Construction Phase Agency Change Request

branch of the workflow, if the request was incorrectly sent to the preconstruction workflow
branch.

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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Agency supporting documents fields are available for upload. Only files uploaded into file fields on the
Details tab will be attached as supporting documents to the 3055 form. No other documents in the
Documents tab, above, will be included.

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 TUC. 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.

Note: Only files uploaded into file fields on the Details tab will be attached as supporting documents to
the 3055 form. No other documents in the Documents tab, above, will be included.

To complete this workflow step, the Project Manager selects a workflow action and clicks “Take Action”.
Available workflow actions are:

e Approve, which sends the proposal to the ADPM in workflow.

e Revise, which sends it back to the Agency user for further action.

e Construction, which sends the request to the 7055 Construction Phase Agency Change Request
branch of the workflow, if the request was incorrectly sent to the preconstruction workflow
branch.

e Reject, which rejects the request.

onstruction Phase Precesign / Prograr

Percent Complete:;

| DAS Project Status M ond Commission awaiting approval - Design v

pecifications Section(s) / Number(s |
Drawing (s) Numberis). |

P ease select an action -- v | Check Spelling Print Copy Delegate Save Cancel

S — Please select an action — &

Ar

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.
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To complete this workflow step, select a workflow action and click “Take Action”. Workflow actions
available are:

e Approve, which sends the proposal to the next approver in workflow, or approves the item, in
the case of the final approver.

e Revise, which sends the item back to the previous user in the workflow for further action.

e Reject, which rejects the request.

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.

After completing the form, select a workflow action and click “Take Action,” when done. Available
workflow actions are:

e Submit, which submits or resubmits to the DAS Project Manager)

e Void, which voids the instance.

e Preconstruction, which sends the request to the 3055 Preconstruction Agency Change Request
branch of the workflow, if the request was incorrectly sent to the construction workflow branch.

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.

Agency supporting documents fields are available for upload. Only files uploaded into file fields on the
Details tab will be attached as supporting documents to the 7055 form. No other documents in the
Documents tab, above, will be included.

20A.07 Pproject 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 TUC. 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.

Note: Only files uploaded into file fields on the Details tab, below, will be attached as supporting documents
to the 7055 form. No other documents in the Documents tab, above, will be included.
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A "DAS PM Supporting Docs" file field is available for supporting documentation. Note the "Remove" link
that appears below the filename, after it is saved for submitted that allows it to be removed and replaced.

DAS PM Supporting Docs: Dra drop file here or = Browse Computer Browse e-Builder

To complete this workflow step, the Project Manager selects a workflow action and clicks “Take Action”.
Available workflow actions are:

e Approve, which sends the proposal to the ADPM in workflow.

e Revise, which sends it back to the Agency user for further action.

e Preconstruction, which sends the request to the 3055 Preconstruction Agency Change Request
branch of the workflow, if the request was incorrectly sent to the construction workflow branch.

e Reject, which rejects the request.

Construction Phase
Agency Change Request

Construction Phase:

Percent Complete:

| DAS Project Status: M-1300 Master Plan / Study | v |

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: [so |
Authorized_Agency_Representative_Name: O'Brien, Timothy
Authorized Agency Representative Date: 07.18.2024

Authorized BOR Representative Name

Authorized BOR Representative Date:

* |c 2 Proposa Request Nesded?: Yes
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 -- V Check Spelling
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20A.08 Proposal Request Step (A/E)

When the Agency Change Request is sent for the initiation of a Proposal Request, the A/E will receive an
email notification to that effect.

The purpose of the 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.

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 COPs, which may, in turn, be bundled into change orders. See the instructions
for the “Potential Change Order (PCO)”, starting in Section 21 for how to proceed with this process.

Note that the Agency Change Request’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 Agency
Change Request.

20A.09 Agency Change Request log reports

Agency and DAS users have access to two log reports of Agency Change Requests. These can be accessed
by typing their name into the search box from the Reports tab at the top of the Trimble window. They can
also be accessed from within an individual project, as shown below. Accessing the "Agency Change
Request 100 - Project-specific" report from within a project (as shown below), will show a log of the
Agency Change Requests for that project. The "Agency Change Request 101 - All projects" is designed to
show an expanded version of this log for all of the projects the user has access to.

| Project Menu | Filter Processes ‘ Start AgCh
»

> | B Details C| subject v ‘ B AgCh @ = Filters | @
Forms
= lssues PROCESSES /
> L= Documents Expand All | Collapse A X Add report
> m$ Cost ~ Budget Reports (2)
= Contacts Edit | Delete | Export | History  Agency Change Request 100 - Project-specific
1 Calendar Edit | Delete | Export | History  Agency Change Request 101 - All projects
> ©@ Submittals Add repart
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Section 20B: 7001 Equal or Substitute Product Request
(During Construction)

20B.00 7001 Equal or Substitute Product Request (During Construction)
Note: The “7001 Equal or Substitute Product Request (During Construction)” process in Trimble is only
to be used during construction.

In each step, follow the instructions in any available blue background instruction panels.

In many process steps the "Most Recent Workflow Action" section, below, provides information on the
action taken on this item by the most recent prior user.

Most Recent Workflow Action

Most recent workflow action:

20B.01A Start step (contractor)
In the Start step, please enter all of the applicable fields about the equal or substitute product.
Details Documents (0) Attached Processes (0) Attached Forms (0}

Expand All | Collapse All

References

* Specification Section(s): ‘ | Speafication Paragraphs(s): ‘ ‘

| Detail Number(s): ‘ ‘

* Drawing Number(s): ‘

Product Information

* Contractually Specified
Product:

* Contractor Proposed
Product:

Note: If "Substitute” is selected when this workflow ends, a 7310 RFI instance will be initiated.

* Proposed Product is:
‘ -- Please select an option -- V|

* Product Model Number: ‘

Upload all required documents in the file fields provided.

Data Attached

IMPORTANT:
See Attached Data For Both Specified And Proposed Products
As Required By Article 15 General Conditions.

Drawings: Drag an or  Browse Computer Browse e-Builder
Product Data: Drag an or Browse Computer = Browse e-Builder
Reports: Drag and drop file here or  Browse Computer = Browse e-Builder
Samples: Drag and drop file here or  Browse Computer Browse e-Builder
Tests: Drag and drop file here or  Browse Computer Browse e-Builder

Other: Drag and drop file here or  Browse Computer Browse e-Builder
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Enter all other needed information for the 7001 application:

Reason(s) for not providing the Specified Product:

* Reason(s) for not
providing the Specified
Product:

Similar Installation

Similar Installation Project
Name:

Similar Installation Project
Location:

Similar Installation ‘ ‘
Architect's Name:

Similar Installation Owner's ‘ ‘

Name:

Similar Installation Date B
Installed: '

Additional Information

* Will proposed ‘ -- Please select an option -- v
substitution impact other
parts of the Work:

If Yes Attach An Drag and drop fils or  Browse Computer  Browse e-Builder
Explanation:
* Wil proposed | -- Please select an option — v

substitution increase
Contract Time?:

By Number Of Calendar \:I

Days_:

* Actual Dollar Savings to \:I

the State of Connecticut if
substitution is accepted:

Note the certification section. Clicking the “Sign” button affixes the name of the user who took that action as
signing the 7001 form. However, enter the title of the person signing in the “Submitted by Title” field.

The Undersigned Certifies:

That The Proposed Request For An Equal Or Substitute Product Conforms To All Of The Requirements Of Division 01 General Requirements, Section 01 25 00
Substitution Procedures.

A workflow action of "Sign" is agreement with the above.

Enter the title of the person signing, below.

* Submitted by Title: |

Click the “Sign” button to submit.

20B.01B Initiator Revise step (contractor)

If the CA sends the 7001 back to the contractor for revision, the contractor will receive notification that it
is in the “Initiator Revise” step. By clicking on the “Click here” link in the email notification, the
contractor will be brought back into the 7001 process instance, if already logged in, or will be prompted
to log in and then brought to the process instance.

Bl-3B-154 - Test project 154
Process instance is in your court. To view details or take action,
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The contractor may change field data entered in the Start step (Section 20B.01A). If a file needs to be
replaced, a “Remove” link will appear below each of the filenames (on the Details tab). This clears the
file, so that it can be replaced.

Drawings: "L Example document 1.pdf (version 1)
Properties | Download (15.1KB) | Redline ||Remove

Workflow actions available at the “Initiator Revise” step are:

e Sign, with which the contractor re-signs and resubmits the 7001 form.
e Void, which permanently closes the 7001 instance.

20B.02 Consultant's Review (A/E step)

Please review the information entered by the contractor and the “Draft 7001” PDF.

The “Substitution Request is” field has options for the consultant’s review.

Substitution Request is: -- Please select an option -- hl

Consultant Documentation: -- Please select an option -

Title of person issuing Approved: (Submittal(s) in accordance with Div. 071 General Requirements, Section 01 33 00 Submittal Procedures.)

review: Approved as Noted: (Submittal(s) in accordance with Div. 01 General Reguirements, Section 01 33 00 Submittal Procedures.)

flost Recent Workflow Actic Rejected: Use Specified Materials.

Most recent workflow action: Rejected: Request Not Received Within Specified Time Period - Use Specified Materials.

There is also a “Consultant Documentation” file field for any documentation.

Consultant Documentation: Draa and drop file here

R .
LAY drnd Giiogp flie' rier

or = Browse Computer Browse e-Builder

Please make sure to enter the “Title of person issuing review”, if the intent is to sign the review.
There are two workflow actions that may be selected when review of this request is complete:

Sign Form is the signature approval of the form, with the consultant's review. Before using this
workflow action, select an option in the "Substitution Request is" field.

Rej-Not Signed is available to inform the CA that action cannot be taken on the request because it is
incomplete. The consultant will be prompted to leave a comment for the CA to explain the
deficiencies.

20B.03 CA Review (CA)

This step is intended to be a flexible step, from which the CA manages the follow-up of review and possible
approval of the 7001 request.

Workflow actions that are available at this step include:

e The Recommend workflow action sends this 7001 request, as reviewed by the consultant, to the next
level of review for requests recommended for approval or rejection. (This action will be needed prior to
using the “Final Action” workflow action.)

CT DAS 0175 (Rev 3.11.26) 0000 Guidance Manuals



0175 TUC Guidance Manual

Page 287 of 343
o The Consultant workflow action sends the request back to the consultant with comments.
o The Incomplete workflow action sends the request back to the contractor for possible corrections. The
contractor may resubmit.
e The Final Action workflow action sends the request back to the contractor with the final decision from
the owner. Note: If "Substitute" is selected for "Proposed Product", a 7310 RFl instance will be initiated
when this action is taken.

e The Void workflow action voids and cancels this process instance.

The CA uses these workflow actions to move the proposed 7001 to the appropriate step for its review, revision
or completion.

20B.03 Review steps (PM, ADPM and DPM)

Workflow actions available at these steps are:

e The Recommend workflow action sends this 7001 request, as reviewed by the consultant, to the
next level of review.

e The Reply/Revise workflow action sends the request back to the CA for revisions or questions.

20B.04 Chief Architect step (Chief Architect)

Workflow actions available at this step are:
e The ApproveAsNoted workflow action completes review of this 7001 form, as reviewed by the
consultant, including the recommendation, either for owner approval or rejection.
e The Reply/Revise workflow action sends the request back to the CA for revisions or questions.
e The Void workflow action voids and cancels this process instance.
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Section 21: Proposal Requests

21.00 The “Potential Change Order (PCO)” process

The “Potential Change Order (PCO)” process is a TUC process type. This process contains four 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. 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. When COPs are in the “PCO Hold
and Bundle” workflow step, they may then be bundled together into change orders in the “7360 Change
Order (7360)” process.

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

Potential Change Order (PCO) process. Instructions for how to complete the form are in the process
instance.

21.02 Proposal Request First CA Step

Note: While the PCO process is normally initiated by the A/E from either the RFI process or the Agency
Change Request process, the DAS Project Manager and CA are both able to do so, as well. See the
instructions that apply to the A/E for Proposal Request initiation.

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. Instructions for how to complete
the form are in the process instance.

21.03 Proposal Request GC/CMR step

A GC/CMR user may then complete the contractor parts of the Proposal Request form. Instructions for
how to complete the form are in the process instance.

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.
Instructions for how to complete the form are in the process instance.

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 TUC 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
Revise
]‘/ Revise
Submit COP - CA i\ |
< \\
* CA review and ind drop f 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 ||

Project: 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{
i 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.

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”. At this step, the Project Manager may change the Description of Work, change Days
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and the amount the CCD may be up to. Instructions for how to complete the form are in the process
instance.

Agency Review (Agency)

After an Agency user has reviewed a CCD proposal received in the workflow, the user clicks “Take
Action” to complete the review.

CCD Review by ADPMs, DPM and Chief Architect

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 for Approval. Instructions for how to complete the form are in
the process instance.

Contractor (GC/CMR)

After all other review and approval of the CCD, the GC/CMR user clicks “Take Action”.

This causes the workflow to return to the GC/CMR COP step in the PCO process (see step 23.02).
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Section 23: COPs

23.01 CA COP Entry step

After a PCO process instance has advanced from the Proposal Request part of the process, as described
in Section 21, the CA user(s) are the step actor(s), again, in the “CA COP Entry step”. The CA user re-
opens the process instance in this step.

This purpose for this step is to allow the CA to edit the "Description of the Work" field and for the CA to
enter the "Reason for Change".

* Description of the
Work:

#* Reason for
Change:

Instructions for how to complete the form are in the process instance.

23.02 GC/CMR COP step

At this step, the GC/CMR user(s) upload the 7341 Change Order Proposal Workbook, enter any
Commitment Change Items for any costs and populate other relevant information.

This is also the workflow step to which the process returns after the approval (or rejection) of a CCD. See
Section 22.

Instructions for how to complete the form are in the process instance.

23.03A CA COP step

At this step, the CA has various Workflow Actions allowing for review and routing of the COP:
e Approve is approval of the COP by the CA and sends the item forward to the A/E.
e CCD sends the item down the workflow to consider a Construction Change Directive.
e Revise sends the COP back to the GC/CMR for changes.
o To CA Entry sends the COP back to the "CA COP Entry" workflow step.
e Fair and eq sends the workflow to the "Fair and equitable" workflow step.
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e Void sends the COP to being permanently voided, where consideration of the COP is ended.
Note that a Voided COP is permanently closed and the number of its instance is marked as a
"Void" in the Change Order list.

Instructions for how to complete the form are in the process instance.

The review and acceptance letter required at this step is for the review and acceptance letter only - not
supporting documentation.

23.03B Fair and Equitable step (CA)

This step is similar to the CA COP step (23.03A), but, at this step, the CA is able to make changes to the
cost and project schedule change information for this COP.

Instructions for how to complete the form are in the process instance.

The review and acceptance letter required at this step is for the review and acceptance letter only - not
supporting documentation.

Workflow Action that occur when an action is selected and "Take Action" is clicked:

Approve is approval of the COP by the CA and sends the item forward to the A/E.

Return sends the COP back to the "COP - CA" step.

Void sends the COP to being permanently voided, where consideration of the COP is ended. Note that a

Voided COP is permanently closed and the number of its instance is marked as a "Void" in the Change
Order list.

23.03C Void step (PM, CA)

23.04

23.05

If a Void workflow action is taken at the “COP — CA”, “Fair and equitable”, “Initiate Change Order” or
“PM CO” workflow step, the instance will be sent to the Void step, which allows for final and permanent
voiding of the COP/Change Order or the return of the instance to the COP workflow. Instructions for how
to complete this step are in the process instance.

A/E COP step

Instructions for how to complete the form are in the process instance.

The review and acceptance letter required at this step is for the review and acceptance letter only - not
supporting documentation.

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:
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e Project Status Report
e Project Contingency Report
e Funding Source

Additional instructions for how to complete the form are in the process instance.

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

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 for Approval. Instructions for how to complete the form are in
the process instance.
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Section 24: Change Orders

24.01 Start Step (CA)

This step is for the initiation of a 7360 Change Order instance and linking PCO instances in the "Hold and
Bundle" step in the Potential Change Order tab, above. After clicking the "To Entry Step" button on this
step, this instance will close and the user is to re-open it to complete further entry/correction of Change
Order information.

Instructions for how to complete this step are in the process instance.

24.02 CA Enter Change Order Step (CA)

This is the workflow step that allows the CA user to bundle COPs and otherwise prepare 7360 Change
Order and send it into the workflow for final approval. At this step, the CA user is able to enter data in
certain fields and correct information that is incorrect.

Instructions for how to complete this step are in the process instance.

24.03 Contractor and consultant review of Change Orders (GC/CMR, CA, A/E)

The GC/CMR, CA and A/E each review the Change Order, and each is able to send it back to the CA for
revisions at the CA Enter Change Order workflow step. Instructions for how to complete these steps are
in the process instances.

Instructions for how to complete this step are in the process instance.

24.04 Change Order Project Manager Review (PM)

At this workflow step the PM is able to give final approval to the Change Order or send it for revision or
further review. The Sign workflow action causes the 7360 Change Order and all of the bundled PCO
commitment change instances to be approved.

Instructions for how to complete this step are in the process instance. Included in this are instructions for
steps to ensure that each Commitment Change in the project Cost module is linked with the 7360
Change Order under which it was approved.

24.04A Void Confirmation step (PM, CA)

If a Void workflow action is taken in the workflow, the instance will be sent to the Void Confirmation
step, which allows for final and permanent voiding of the Change Order.

Instructions for how to complete this step are in the process instance.

24.05 Agency Review

Instructions for how to complete this step are in the process instance.
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Section 25: Submittals (Processes Module)

These are instructions for the Submittals process. This is in the Processes module of e-Builder and is
available to be used, instead of the “Submittals” module in e-Builder. The Submittals processes type is
designed to be simpler to use than the “Submittals” module and to follow a clear workflow.

25.01 Submittal item creation (GC/CMR step)

To begin entering submittal item, click on Processes under the Project Menu, then click on the “Start
process" button. In the dialog box that appears, enter “Submittals” and click on the “Submittals (Subm)”
option. Then click “Start Subm”. The submittal instance pop-up will open.

Select process X

7001 Equal or Substitute Product Request (During Construction) (7001)

7048 Gengral Contractor Retainage Reduction R )
e
//
7310 Request For ion (7310)
| S5 is used for the submission and routing of requests for information. If there is a
cost impact, |t may spawn a proposal request.

7390 Application and Certification for Payment (7390A)

7805 Contractor Request for Substantial Completion Inspection (7805)

Submittals (Subm)
Submittals during construction phase,

Start Subm .

The pop-up is a draft of the submittal item. Complete the form:

There is a Submittal Package field available, if it is desired to use it to organize submittals with common
designations. But this field is not necessary for the Submittals process to function.

Select a specification section from the pull down menu in the Specification Section Number field or
manually enter the specification section in the Specification Section Number (Manual entry) field. These
fields are intended as alternatives to each other, and it is not necessary to use both, but it is
recommended to be consistent about which of these fields are used from submittal to submittal.

Enter a short Submittal Description.

Upload the contents of the submittal in the Submitter Attachment field.
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When the submittal is complete and ready to be submitted, click Submit. There is also a Save button
available to save the submittal and continue working on it later.

GC, CMR or other submitter:
Use this form to create a submittal item.

There is a Submittal Package field available, if it is desired to use it to organize submittals with common designations. But this field is not necessary for the Submittals process
to function.

Select a specification section from the pull down menu in the Specification Section Number field or manually enter the specification section in the Specification Section
Number (Manual entry) field. These fields are intended as alternatives to each other, and it is not necessary to use both, but it is recommended to be consistent about which
of these fields are used from submittal to submittal.

Enter a short Submittal Description.

Upload the contents of the submittal in the Submitter Attachment field.

When the submittal is complete and ready to be submitted, click Submit. There is also a Sawe button available to save the submittal and continue working on it later.

Submittal Package: | |

Specification Section | -- Please select an option -- v
Number:

Specification Section | P

Number (Manual entry):

* Submittal Description:

* Submitter Attachment: Drag

or  Browse Computer Browse e-Builder

Print Submit Save Draft Cancel

Note: It is possible to upload a submittal register. This would create draft submittals in the Processes
module for the project, with certain field data pre-populated. However, it would still require one-a-time
submittal file uploads. For more information, contact DAS Project Support Services.

Questions for CG/CMR (GC/CMR step)

The CA may send the submittal back to the GC/CMR for questions prior to the submittal being sent to
the A/E. See the Comments tab of the submittal instance for comments from the CA. Changes may be
made at this step.

If the Submitter Attachment needs to be replaced, click the "Remove" link below the file name. This will
allow a new file to be uploaded.

* Submitter Attachment: r\ "L Example document 1.pdf (version 2)

PDF Properties | Download (15.1KB) |

When the response to the CA's questions are complete, select Reply or Void from the "Please select an
action" pull-down menu, and click "Take Action" to complete your workflow action. Submit/Reply
submits this submittal to the CA. and Void permanently closes and voids the submittal item.

There is also a Save button available to save the submittal and continue working on it later.
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25.03 CA Review Before A/E (CA step)

This is the workflow step preceding the A/E review of this submittal but allows the CA to take a number
of different workflow actions (see below).
The CA will receive an email notification when submittals have been submitted. The submittals can be
accessed from the link in the email notification, from the e-Builder “My Home” tab or from the project.
To access a submittal process instance in the project, click on “Processes” under the “Project Menu”,
then click on either the submittal’s Instance number or Subject.

Project Menu

5 Details Instance State Subject

Forms

@%_‘_&b Open J 00 01 01 - Title Page-16 - This is the description of the submittal]
Note that the GC or CMR user has the option to select a specification section from the pull down menu in
the Specification Section Number field or to manually enter the specification section in the Specification
Section Number (Manual entry) field. These fields are intended as alternatives to each other, and it is
not necessary to use both, but it is recommended to be consistent about which of these fields are used
from submittal to submittal.

Also note that the Submittal Package field is available, if it is desired to use it to organize submittals with
common designations. But this field is not necessary for the Submittals process to function.

Note that the form has an “Original Submittal” section, and then a series of “Submittal Revision”
sections. Above the Submittal Revision sections, there is a “Revision Number” field that will
automatically increase each time that the CA sends the submittal to the “GC/CMR Resubmitting” step.
Workflow actors and action dates will be automatically recorded in the correct Original or Revision
section, but the contractor and A/E must upload their submittal/resubmittal or response file into the
correct section.

Workflow actions available to the CA user at this step are:

Submittal Information

Submittal Package: ‘ |

Specification Section ‘ -- Please select an option -- v
Number:

Specification Section Number ‘

pA
(Manual entry): |

Submittal Description:

Original Submittal
Submittal:
Contractor Submitting:
Contractor Submitting Date:
Submittal Response:
A/E Responding:
A/E Responding Date:
Submittal Action:

Current Revision Number

Revision Number: 0

Submittal Revision 1
Revised Submittal 1:

Contractor Submitting R1:

Contractor Submitting Date
R1:

Revised Submittal 1
Response:

A/E Responding R1:

A/E Responding Date R1:
Submittal Action R1:

Submittal Revision 2

Revised Submittal 2:
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Send to A/E. This action allows the CA to send the submittal to the A/E for review or to require changes
to a Revise and Resubmit item. The CA user will be prompted to write comment for the A/E.

Questions for Submitter. This option allows the CA user to send a submittal that has not yet gone to the
A/E back to the GC/CMR for questions or changes. This option is not to be used for Revise and Resubmit
items.

For Record Only. This option completes consideration of the submittal and bypasses the A/E in the case
of for record only submittals.

To A/E cc Cx. This option has the same effect as the "Send to A/E" workflow action, except that it sends a
cc notification to users who are in the Commissioning Agency role on the project. Like the "Send to A/E"
workflow action, this action allows the CA to send the submittal to the A/E for review or to require
changes to a Revise and Resubmit item. The CA user will be prompted to write comment for the A/E.

Rev&Resub to CG/CMR. This is the option to be used for the CA to send a Revise and Resubmit item to
the GC/CMR, either for a resubmittal or to correct a resubmittal. The CA will receive the submittal again
at this workflow step if the A/E has taken a “Revise and Resubmit” workflow action.

25.04 A/E Review (A/E step)

This workflow step is for A/E review of a submittal item. Fields are available for A/E Comments and A/E
Attachment with the A/E’s reviewed version of the submittal.

To access a submittal process instance in the project, click on “Processes” under the “Project Menu”, then click
on either the submittal’s Instance number or Subject.

Project Menu

» Details Instance State SUbjECt

Forms

Issues

r'—l;{_ Processes —— ———»|Subm-16 Open IOO 01 01 - Title Page-16 - This is the description of the submittal

To request comment from subconsultants using the e-Builder process, go to the “Comments” tab and click the
“Request Comment” button.

S u b m | tta | S (S u b m ) - 5 Delete Instance Workflow Override All Fields View
-- Please select an action -- v Check Spelling Print Copy Delegate Save Cancel
Project: BI-3B-154 - Test project 154
Process Document: Subm - 5 Overall Due Date:

Show Histery | Cun

Current Workflow Step: AJE Review ra Step Due Date:
Subject: 04 98 74-5 - Test test test test test

Status: Pending

Details Documents (2) Attached Processes (0) Attached Forms (0) Attached To (0)

\b Request Comment | Comment
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After clicking the “Request Comment” button, a pop-up will appear that allows the A/E to select their
subconsultant usernames 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(s) prompting
them to respond.

B U  EXZRMM =iz 0| s

m

Workflow actions correspond to the substance of the A/E’s review and will be reflected in the Submittal
Action field after you take a workflow action.

If there is a need to replace a previously uploaded file, click the "Remove" link below the file name. This
will allow a new file to be uploaded.

I-\ "1 Example document 5.pdf (version 4)

PDF Properties '_':al‘cs-:=f_15.‘IK3J|

Note that the form has an “Original Submittal” section, and then a series of “Submittal Revision”
sections. Above the Submittal Revision sections, there is a “Revision Number” field that will automatically
increase each time that the CA sends the submittal to the “GC/CMR Resubmitting” step. Workflow actors
and action dates will be automatically recorded in the correct Original or Revision section, but the
contractor and A/E must upload their submittal/resubmittal or response file into the correct section.

Original Submittal ~
Submittal:
Contractor Submitting:
Contractor Submitting Date:
Submittal Response:
A/E Responding:
A/E Responding Date:
Submittal Action:
Current Revision Number ~
Revision Number: | 0
Submittal Revision 1 ~
Revised Submittal 1:
Contractor Submitting R1:
Contractor Submitting Date
R1:
Revised Submittal 1
Response:
A/E Responding R1:
AJE Responding Date R1:
Submittal Action R1:
Submittal Revision 2 ~

Bewized Sohmittal 2
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Workflow actions correspond to the substance of your review and will be reflected in the Submittal
Action field after you take a workflow action.

A/E Approve means Approved.

Revise & Resubm means Revise and Resubmit.
Appr As Noted means Approved as Noted.
Accept for Rec means Accepted for Record.
Rev for Record means Revise for Record.
Rejected means Rejected.

Ret w/o Action means Return Without Action.

-- Please select an action -- v
-- Please select an action --

A/E Approve

Overall Due Date;

Revise & Resubm
Appr As Noted Step Due Date:
Accept for Rec
Rev for Record

Rejected

Ret w/o Action

25.05 GC/CMR Resubmitting (GC/CMR step)
Use this form to resubmit a submittal item.

Upload the resubmittal into the correct Submittal Revision field.

Note that the form has an “Original Submittal” section, and then a series of “Submittal Revision” sections.
Above the Submittal Revision sections, there is a “Revision Number” field that will automatically increase each
time that the CA sends the submittal to the “GC/CMR Resubmitting” step. Workflow actors and action dates
will be automatically recorded in the correct Original or Revision section, but the contractor and A/E must
upload their submittal/resubmittal or response file into the correct section.
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Submittal Information

Submittal Package: | ‘

Specification Section | -- Please select an option -- v
Number:

Specification Section Number | /‘
(Manual entry): -

Submittal Description:

Original Submittal
Submittal:
Contractor Submitting:
Contractor Submitting Date:
Submittal Response:
A/E Responding:
A/E Responding Date:
Submittal Action:

Current Revision Number

Revision Number: 0

Submittal Revision 1
Revised Submittal 1:

Contractor Submitting R1:

Contractor Submitting Date
R1:

Revised Submittal 1
Response:

A/E Responding RT:
A/E Responding Date R1:
Submittal Action R1:

Submittal Revision 2

Revised Submittal 2:

Reminder:
There is a Submittal Package field available, if it is desired to use it to organize submittals with common
designations. But this field is not necessary for the Submittals process to function.

Select a specification section from the pull down menu in the Specification Section Number field or manually
enter the specification section in the Specification Section Number (Manual entry) field. These fields are
intended as alternatives to each other, and it is not necessary to use both, but it is recommended to be
consistent about which of these fields are used from submittal to submittal.

Enter a short Submittal Description.

When the resubmitted submittal is complete and ready to be submitted, select Resubmit from the "Please
select an action" pulldown menu at the top or bottom and click "Take Action". This will send the submittal item
back to the CA and A/E. The Void workflow action is to withdraw, permanently close and void the submittal
item.

| -- Please select an action -- V|

-- Please select an action --

Resubmit Overall Due Date:
Void
v rAnTaT T Sten Nue Date:
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There is also a Save button available to save the submittal and continue working on it later.

If there is a need to replace a previously uploaded file, click the "Remove" link below the file name. This will
allow a new file to be uploaded.

r\ "1 Example document 5.pdf (version 4)

PDF Properties | Download (15.1KB) |

25.06

25.07

CA Review After A/E (CA step)
This is the workflow step after the A/E review of this submittal. Workflow options at this step are:
Complete completes the formal submittal review workflow and sends the submittal to the CA Complete

hold step, where it will remain until the CA determines that no changes to the submittal are
forthcoming. The contractor and DAS Project Manager(s) will be notified.

A/E for Correction sends the submittal item back to the A/E. The workflow will prompt for a comment.

GC/CMR for Correction sends the submittal item back to the contractor. The workflow will prompt for a
comment.

Complete - hold step for CA close (CA step)

If a submittal has reached this workflow step, the review on it has been completed. The purpose of this
step is to allow the CA to hold the submittal, after the final action on it, in case changes need to be made
to its final actions or record.

At this step, the CA is able to return the submittal into the normal workflow for further action or
complete the workflow to permanently close the submittal.

The workflow actions are:
Close. This closes out the submittal permanently.
Correction. This returns the submittal back to CA workflow step after the A/E step. The process instance

will close. The CA may then reopen the instance to make changes and/or send the instance back to the
A/E or contractor, as needed.
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Section 26: 7004 Non-Conformance Notice

26.01

26.02

Non Conformance Notice Initiation Step (PM, CA or A/E)

This step is to begin the process of assembling a Non Conformance Notice. The fields below can be
entered or uploaded into at this step, or can be left blank, for the next step, called the "10
Instructions" step.

After clicking the "Initiate" button at this step, a screen will appear asking the user to "Add actors to
the next step." The DAS Project Manager(s) and A/E user(s) will be in the "10 Instructions" step
automatically, but the "Add actors to the next step" allows other users to be included. Selecting users
in the left box and using the right arrow to move them to the right box will add them as users in the
next step. All users included in the "10 Instructions" step will be able to edit any of fields, below, and
will be able submit the Non Conformance Notice to the contractor. There is also a section for
informing users who may comment on, but not take action on, the next step.

Add Comment

Private

[ Add actors to the next step |

Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Company)

Tim2, testing (Department of Administrative Services - Construction Services) ~—— 4 =1 |_—¥
TOB, Testing1 (DAS)
<

Add users to review and comment

Available Users Selected Users
TestingTim3, TestingTim3 (*Sample Company)
TestingTim4, TestingTim4 (Department of Administrative Services)
Tim2, testing (Department of Administrative Services - Construction Services)
TOB, Testing1 (DAS) <

Non Conformance Notice Instructions Step (PM, A/E and others invited)
The purpose of this step is to assemble a Non Conformance Notice, using the fields, below.

Note: Clicking "Take Action" button will submit the Non Conformance Notice to the contractor, with the
person doing so named as the submitter of the Non Conformance Notice. If you intend to enter or
change the information entered or uploaded, below, but do not intend to submit to the contractor, click
the "Save" button, not the "Take Action" button.

Also note, when entering a comment in the Comments tab, above, that checking the box next to
"Private" will make the comment not visible to the contractor.

Add Comment Cancel

Process: 7004 Non-Conformance Notice #8 : test 1
Private: —b[:]
* Comment :
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26.03 Contractor Response Step (contractor)

At this step, in addition to the fields showing details of the Non Conformance Notice, a PDF of the 7004
form, as it currently stands, is available at the bottom of the Details tab form.

There is a “Proposed Remedy” field and a “General Contractor or Authorized Agent Attachments” file
field for the contractor’s response.

Clicking the “Take Action” button sends the Non Conformance Notice item, with the contractor’s
response, forward in the workflow for review.

The General Contractor shall complete and return: ”

Proposed Remedy:

General Contractor or
Authorized Agent
Attachments:

or  Browse Computer Browse e-Builder

Issued by, Received by, Approved by and Dates ~
Issued By: Testing1 TOB Issued By Date: 05.08.2025
Received By: Received By Date: 05.08.2025
7004 "
Draft 7004: L] 7004-00010 - test 2 - _Submitted_pdf (version 1)

Properties | Dewnload (112.3KB)

Take Action Print Delegate Save Cancel
26.04 CA Review Step (CA)

This step in the workflow allows the CA to take one of these workflow actions:

e Further Consid ("Further Consideration") sends the item to the DAS Project Manager(s), A/E(s)
and others selected by the CA for review of the Non-Conformance Notice after the response
by the contractor.

e Proceed to PM will send the workflow item to the DAS Project Manager and send a copy of
Non-Conformance Notice to the contractor, DAS Project Manager(s), A/E(s) and CA(s).

e To GC/CMR sends the item back to the contractor, after prompting the CA for comments.

If the "Further Consideration" workflow action is selected, the CA will be prompted to enter a
comment and select users to be included in the next workflow step. Note that, if the "Private" box is
checked, the comment will not be visible to the contractor.

* Add Comment

O private

Add actors to the next step
Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Company)

Tim2, testing (Department of Administrative Services - Construction Services)
TOB, Testing1 (DAS)

Further Consid Cancel
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26.05 Review of Remedy Step (PM, A/E and others invited)

The purpose of this step is for consideration of the contractor's response to a Non-Conformance
Notice.

Note: Selecting the "Not Acceptable" workflow action will send the Non-Conformance Notice back to
the contractor. If you intend to enter or change the information entered or uploaded, below, but do
not intend to submit to the contractor, click the "Save" button, not the "Take Action" button.

Also note, when entering a comment in the Comments tab, above, that checking the box next to
"Private" will make the comment not visible to the contractor.

Workflow actions available are:

e Acceptance sends the item back to the CA at the step that allows the CA as acceptable.
o Not Acceptable sends the item back to the contractor as not acceptable.

e Invite Others allows any user in step to add other users to this instance, will also be able to
edit fields and take action on it.

After selecting the "Invite Others" workflow action and clicking the "Take Action" button at this step, a
screen will appear asking the user to "Please choose users to add to the next step." Selecting users in
the left box and using the right arrow to move them to the right box will add them as users in current
step. The process instance will close and, when re-opened, the users added will be included. All users
included in this step will be able to take any of the workflow actions available at this step. There is also
a section for informing users who may comment on, but not take action on, the next step.

|Please choose users to add to next step: I

Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Co
TestingTim4, TestingTim4 (Department
Tim2, testing (Department of Administrative
TOB, Testing1 (DAS)

Add users to review and comment

Available Users Selected Users

TestingTim3, TestingTim3 (*Sample Company a
TestingTim4, TestingTim4 (Department of Administrative Services)

Tim2, testing (Department of Administrative Services - Construction Services) >
TOB, Testing1 (DAS)

_ Cancel
26.06 PM Log and Complete Step (PM)

This step allows logging of the “Date this Notice returned to Construction Administrator” and “Date
Non-Conformance Remedied” fields.

Workflow actions available at this step are:

e Log and Close to complete and close the Non-Conformance Notice instance.

e  Further Consid ("Further Consideration") to send the item back to the CA for further
consideration.
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Section 27: 7805 Contractor Request for Substantial Completion

Inspection

27.01

27.02

Initiation step (contractor)
This step is to enter information to request a Substantial Completion Inspection

* Substantial Completion =]
Date:

*GC Requested Inspection =\
Date:

* Description of Work:

P

If this is the initial submission of this 7805 Contractor Request for Substantial Completion Inspection,
the option to Submit will appear at the top and bottom of this form.

If the request has been sent back for revision or because it was rejected, the workflow actions to
Resubmit or Void will be available. (Click the "Take Action" button cause the chosen action to occur.)

If either the Submit button is clicked or a Resubmit workflow action is taken, the GC user will then be
brought to a screen to select the contractor principal or senior executive, who will then receive this

request in the workflow.
7805 Contractor Request For Substantial Completion Inspection (7805)

Please choose users to add to next step:

Add actors to the next step

Available Users Selected Users
[FestingTim4, TestingTimd (Department of Administrative Services)| 2 o
/

m,/

<

Cancel

General Contractor principal or senior Executive Signature Step (contractor principal or
senior executive)

This step is for the General Contractor principal or senior executive to sign the request. In addition to
the other fields to review, there is the "Title of Contractor Signatory" field to enter. A workflow action

is then to be selected.

e Sign is the signing of the 7805, as noted, above.
e Revise sends the draft 7805 to the contractor user who initiated the draft 7805.

The selected action is taken when the "Take Action" button is clicked.

-- Please select an action -- v
) -- Please select an action —
Sign

Revise
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CA Review Step (CA)

In addition to the CA user(s), the DAS PM user(s) and the A/E user(s) are notified that this 7805
Contractor Request for Substantial Completion Inspection has been submitted by the contractor. All
these users are able to comment on this request in the Comments tab.

The CA user is also able to enter and upload the following information related to this request:

Actual Inspection Date: =\
Punchlist; Drag and drop file here or = Browse Computer = Browse e-Builder
OSBI Inspections List: Drag and drop file here or = Browse Computer Browse e-Builder
OSFM Inspections List: Drag and drop file here or = Browse Computer = Browse e-Builder

Workflow actions available at this step are:
e Reviewed, which sends the request forward in the workflow.

Reject, which sends the request back to the contractor user who initiated this request

A/E Review Step (A/E)

At this step, the A/E user is also able to enter and upload the following information related to this
request:

Actual Inspection Date: =\
Punchlist: Drag and drop file here or = Browse Computer Browse e-Builder
OSBI Inspections List: Drag and drop file here or = Browse Computer = Browse e-Builder
OSFM Inspections List: Drag and drop file here or | Browse Computer = Browse e-Builder

Workflow actions available at this step are:
e Reviewed, which sends the request forward in the workflow.
e Reject, which sends the request back to the contractor user who initiated this request.

PM Review Step (PM)

At this step, the PM user is also able to enter and upload the following information related to this
request:

Actual Inspection Date: '='\
Punchlist: Drag and drop file here or Browse e-Builder Browse Computer
OSBI Inspections List: Drag and drop file here or Browse e-Builder Browse Computer
OSFM Inspections List: Drag and drop file here or Browse e-Builder Browse Computer
Certificate of Approval: Drag and drop file here or Browse e-Builder Browse Computer

Workflow actions available at this step are:
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e Complete, which sends the request forward in the workflow to the ADPM for review.
e Reject, which sends the request back to the contractor user who initiated this request.

ADPM Review Step (ADPM)

Workflow actions available at this step are:

e Review, which sends the request forward in the workflow Chief Architect Inspection.
e Reject, which sends the request back to the contractor user who initiated this request.

Chief Architect Inspection Step (PM)
This is a hold step for the inspection by the DAS Chief Architect.
After the inspection occurs, the DAS PM has the following workflow actions:

e Initiate 7810 initiates an instance of the 7810 Certificate of Substantial Completion for review
and final approval of a 7810 Certificate of Substantial Completion. This 7805 process instance
will close, if this action is chosen.

e Reject sends the workflow back to the GC. The GC will then be given the option to resubmit or
void the 7805 process instance.

The DAS PM is not in the workflow of the 7810 process. When all approvals are completed in that
workflow, copies of the 7810 Certificate of Substantial Completion will be emailed, automatically, to:

e Contractor

e CA

e AJE

e Agency

e Chief Architect
e DPM

e ADPM

e PM

e Support Services

7810 process CA step (CA)

In the 7810 process, after a 7810 process instance is spawned from the 7805 process, the CA will have
a workflow step allowing for the confirmation or updating of the Substantial Completion Date.
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Section 28: 7995 Archival Data for Project Documentation

28.01 Navigating to the Project Processes Module

Log in to TUC: 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 BI-3B-123 - This Is a

test

Bl-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  ees

Unfinished Drafts ‘ Import Processes

Start process

= Filters

Project Processes BI-3B-123 - This is a test -

c|:q

Project Menu

In Step

> B Details Instan... T State Subject . Date Due l
Since

% Planning
Forms

> ¥ Issues

=
sf=  Processes

> | Documents

= Schedule

28.02  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

~ 7995 Archival Data for Projett Documentation (7995)

Start 7995
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Complete 7995 Archival Data for Project Documentation form (PMs)

The project manager then completes the 7995 form:

A

mo o w

m

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.

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.

Enter the land number of the project site.

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.

& e-Builder o ©

7995 Archival Data For Project Documentation (7995) Instructions

Start Process Print Check Spelling Submit Save Draft Cancel

7995 General Information

Project: BI-3B-123 - This is a test

Process: 7995 Archival Data for Project Documentation

* subject: A

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

Expand All | Collapse A

* Detailed Comapiin o SegoeUMA.-|12x - B I U e | EE = m(E| iz = b | %[0 4

B

* Type of Document

* Document Date:
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-

Document Information

* Document 10 il
Document 1: 19 and did or  Browse Computer  Browse e-Builder
Document 2 E
LTE TR Irag and deop [ or  Browse Computer  Browse e-Builder

* Document Medium:

ngs For Sprinkler

or Fire Alarm:

Total Mo. of Drawings:
Project Pertains To Buildings:

* Building Number 1:

H Isilding Mumber 1

Building Number 5

Auilding Murmber 7:

Juilding Number 2 Buikding Mumber 10

Project Pertains To Land:
| * |and Number:

Print Check Spelling Save Draft Cancel

28.04 Resubmitting (PMs)

Technical Services may send the 7995 back to the PM 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 -- v | I

-- Please select an action --

Resubmit

|| Void

ATRFA TR T s T e =

28.05 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 29: 7989 AA Project Closeout

Please note that the submission of Form 7995 - Archival Data for Project Documents is required as part
of the AA Project Closeout Process. This form should be filled out in TUC, prior to initiating the 7989 AA
Project Closeout Process, using the 7995 - Archival Data for Project Documents Process.

29.01 Accessing the Process

Log in to TUC. On your homepage, go to the “Processes” tab and select the AA Project you want to
closeout from the “All Projects” dropdown list.

Processes Documents Contacts Cost  Schedule Reports

Unfinished Drafts | Import Processes
Processes

| 1105 Project Intake Request hd |E:'t Add View I All Projects - I

29.02 Form 7989 — AA Project Closeout (Process Initiator)

Click the “Start Process” button.

Processes Documents Contacts Cost

Unfinished Drafts | Import Processes

Processes For |-eics-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

For DAS USE OMLY. Process for importing original 1105 submission from an eBuilder report to allow for the Client Agency to

1105R Project Impart (SRPI) (5A-PI) Sremare & revieed 1105
pare a Vi (=N

1105R Project Revision Reguest (1105R) Process for submitting a revised Capital Project Inititation Reguest.
1135 - Task Letter (TL) This process is used for the creation of the task letters for On-Call contracts,

The "6010 Bid Release Form” process is used as follows: (1) for the DAS/CS Project Manager to submit Bid Files, Bid Information,
and Pre-Bid Meeting Information to the DAS/CS Procurement Unit: (2) for the DAS/CS Procurement Unit, the ADPM, and Chief
6010 Bid Release Form (6010} Architect to review and approve the Bid Release; (3) to generate and email an approved 6010 Bid Release Mail Merge; and (4)
for the DAS/CS Procurement Unit to document the request for Prevailing Wages, the Bidding Process, and the Construction
Contract Award process.
The RFI process is used for the submission and routing of requests for information, If there is a cost impact, it may spawn a
proposal request.

7310 Request For Information (7310)
7360 Change Order (7360) This Process has the code step built in to bundle and approve PCOs.
7380 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 Informat