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CREATE A CONTRACTOR CLAIM DOCUMENT

Claims originate through the Office of Chief Counsel. When a claim is received by the SDA
from the Contractor (via SDA form 505) a new Contractor Claim Notice (CCN) is created in
the Notices module.

1. Once logged into Primavera, the Contract Management Control Screen appears (as shown).

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects 2l Workspace:  (My Workspace) - % E

B8 %

| &

[ Al Projectd]

-[& oooe11

& 010091

-[& 010571

[ 010881

All Projec
[ ooo114-
[ ooosa7 -
[ oooso4 -
-[E] oooeto -

-[& oooroz -
-[& 010083 -
& 010090 -

[ 010822 -
[ 010854 -
-[E] 010888 -
-[E 010857 -
-[E o1o585 -
-[& o1os62 -

& 010580 -

[ 010887 -

Number 7, Grant E.S. {Passsic City)
Hubbard M 5. (Plainfield)
Paterstown E.5. #3 (Elizabeth)
John Marshall E.S. #20 (Elizabeth)
- Elizabeth H.S. [Elizabeth)

Jahn F. Kennedy H.S. (Paterson)
New pre K-8 #27 (Elizabeth)

New pre K-8 #28 (Elizabeth)

- Dr. Albert Einstein #29 (Elizabeth)
New MS (01} {Lang Branch)
Memarial H.S. (West New York)
Number 3 E.S. (West New York)
Number 4 E.S. [West New York)
Number 2 E.S. [West New York)
Union Gity GG (Schiemm)

[ »

Actions

High 0
Normal

- o=

Low o

Prepare Reports

2Re

B 01 - Project Status Report - External Use (r ...

Lol

Alerts

4 =

4  Low 0

Last Systemn Refresh: May 29, 2012 1:00:25 AM EDT

Prepare Reports

B 01 - Multi-Project Pending Payment Requisitio...

@

B

- [DF] Union City HS & Athletic Complx
Number 24 E.S. (Jersey City)

[ 01 - Single Project Status Report - Internal ...

B 02 - Multi-Project Daily Reports - Past 7 Dav...

- PS #20 (Jersey City)

[ 02 - Issues Log by Project (r is O1sda all)

[ 24 - school Type Report - Regional (m_proj sc...

ECC 03 (Jersey City)

D 26 - Multi-Project CCD Report - Executed in t...

[ 010883 -
-[E] 010894 -
-[E 010887 -
-[& 010810 -
-[E o10e17 -
-[& o10e18 -
<7 i ] »

ECC 13 (Jersey City)
ECC 14 (Jersey City)

ES 3 (Jersey City)

Phillipsburg Early Childhood Genter
New Science Park HS (Newark]

New First Avenue (Newark) -

Primavera Contract Management J Trusted sites | Protected Mod

———— ™

2. Select your desired project.

‘Contract Management Control Center

Al Projects v:
B & [ % = &

SECS| 04000V - Arthur L Johnsen HS {Clark Township)
F--[Z] Project Information

(Z] Communication

(£ Contract Informatian '
(2 Logs -

i [@-[Z] Ghange Order Management -

Waorkspace: (My Workspace)

- &R

i Actions &N N

Alerts

High

Normal 1]

E.

Normal o *

3. Open the Communication Folder (a list of modules will display) and click the Notices module.

—eh{ﬁ Communication

@ Transmittals

@ Request for Information
__*@ MNotices

@ MNoncompliance Motices
@ Letters'Doc. Templates
- [B] Com. Sent Log

- [B] Com. Received Log

- [B] Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

@ Safety

0000000000000 ]
-
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4. When the Notices log view screen displays, click the Add Document button.

Control Center > Notices

. _ T
Motices  Select an action... Fin Wss Layout: <my layout>

| Title Type To To Contact

5. A blank Notice document displays. The document is divided into several sections:

Control Center = Notices Log = Bulletin

Mew Bulletin  Select an action...

[ General |[ status |[ Description |[ Details |[ Schedule |[ Issues |[ Attachments |

Type * Bulletin -

To * <none selected> EI
From * <none selected> =)

Number * 00001
Date Sep19, 2012 [
Title

* Required

0000000000000 ]
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A. General Tab

Control Center > Notices Log > Bulletin

Bulletin  Select an action... v

Status. V Description ” Details ” Schedule ” Issues ”’ An;a:hmems]

—— | Type-® Bulletin -
&) | - it

‘@ | From * <none selected>

B B

Number * 00001
Date Sep 19, 2012 iiz1)

Title

* Required

[ sae | concel |

e Type - Select Contractor Claim from drop-down list. This is a required field.

e To - Use the select button next to the field to choose the NJSDA contact from the
contact list. This is a required field.

e From - Use the select button next to the field to choose the Contractor’s name from the
contact list. This is a required field.

e Number — Contract Management will automatically assign the next sequential number.
Do not change this number. This is a required field.

e Date — The current date will display, but can be changed by clicking the calendar icon
next to the field. This should be the date the document was received by the Office of
Chief Counsel.

e Title — Enter a brief description of the nature of the claim (35 character field).

An example of a completed section is shown:

Control Center > Notices Log > Bulletin

New Bulletin  Select an action... ~

a

eeeee 1| status || pescription | betails || Schedule | 1ssues | Attachments |

Type ™ Contractor Claim -

o<

T New Jersey Schools Development Auth |
o
Aaron Goss

DandK Construction Co, Inc —
Dilip Verghese &

Number * 00001

From *

|

Date Sep 19, 2012 =

Title Settlement Agreement and Release|

[ sove | concel |

0000000000000 ]
-
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B. Status Tab

Control Center > Notices Log > Bulletin

New Bulletin__ Select an action... «

| status || oeseription |[ petais |[ seheduie |[ tssues || Avachmens |
. New Jersey Schools Development Auth
; Ball in Court Aaron Goss =
Priority Mormal -
Status Mew Item -

e Ball in Court — Defaults to the person who was selected in the To field. If this is
incorrect, click the select button next to the field to choose the name from the contact
list.

e Priority — Defaults to Normal, but can be changed to High or Low if desired.

e Status — Defaults to New Item. The status of a claim document can be changed to
Rejected or Revise and Resubmit if required. The status will be changed to Closed
prior to the initiation of the Change Management process.

C. Description Tab

New Bulletin  Select an action...

@ e | |[ stetus | Description || Details |[ schedule | 1ssues |[ Attachments |

‘ﬁ; ‘ Description

=3

Signed by Dilip Verghese

Date iixi]

e Description — Enter the details of the claim (up to 4000 characters). As the claim

process proceeds, updates (including dates and initials) should also be entered in this
section.

e Signed by — Defaults to the name in the From field, but can be changed by retyping the
correct contact name.

e Date — Use the calendar icon to enter the date the document was signed.

An example of a completed section is shown:

New Bulletin  Select an action...

@ e I }m( Description ]} Details || Schedule ](E}[ Attachments |

— Description
|@ | \all questionable material found underground has been removed from the site

@)

Signed by Dilip Verghese

Date Sep 19, 2012 g
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D. Details Tab

Control Center > Notices Log > Bulletin

New Bulletin  Select an action..,

R [— -
Ganeral |[ status |[ Desciption)|[ Details || fchecule |[ issues | Attmchments |

Spec Section -
Contract <none selected= =l X
Cost ($) 0.00

Required Date Sep 26, 2012 i)

Acknowledged Date il

Reference =l X

Change Management Number

Reason for Bulletin -

e Spec Section — Click the drop down list to select an associated Construction
Specification Index (CSI) section code to be associated with this contractor claim
document.

e Contract — Click the select button next to the field to choose the associated contract.

e Cost — Enter the value, if known. This value does not carry over to the Project Cost
Worksheet, it is for informational purposes only.

e Required date — Automatically defaults to one week after the date the document was
created. This can be changed by clicking the calendar icon and selecting a new date.

e Acknowledged date — Click the calendar icon to select the date the document was
acknowledged.

e Reference —If there are other documents that have been entered in Contract Management
that relate to this contractor claim, click the select button next to the field to link those
documents to this claim.

e Change Management Number — If you initiate Change Management from this
document, Contract Management will automatically populate the associated Change
Management number.

e Reason for Contractor Claim - Click the drop-down list and select Delay — CLAIMS
ONLY. This is the only acceptable reason code for claims.

An example of a completed section is shown:

New Bulletin  Select an action... v

General M Status ][ Description ][ Details V Schedule ” Issues ||' Attachments }

Spec Section 025000 (Site Remediation) -

O€)

Contract Construction (NT-0032-C02) = X

Cost (5) 250,000.00

Edl

Required Date Oct 1, 2012 i)

Acknowledged Date Sep 19, 2012 firx3)

Reference Found underground storage tank (00001, Sep 17, 2012) [] X
Change Management Number

Reason for Bulletin Delay - CLAIMS ONLY =
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E. Schedule Tab
If this change will impact the project schedule, the change in days can be noted in this section.

If no schedule is linked, the screen displays as follows:
Mew Bulletin  Select an action... -
PRE—
‘ [ General 1" Status ]" Description -]|’ Dretails I|’ Schedule u Issues -“— Attachments ]

‘—; ‘ Activity 1D | Start | Finish | Time Change (days)

o @ | a 2
(Y

e Activity ID — if applicable, enter the activity 1D

e Start - if applicable, enter the start date of work related to this change. Click the
checkbox to indicate if this is an actual start date

e Finish — if applicable, enter the end date of work related to this change. Click the
checkbox to indicate if this is an actual finish date

¢ Time Change (days) — if applicable, enter the number of days expected to alter the
work schedule

Note: You will not be updating the actual scheduled dates, this is only an indication of a
possible change in the project schedule.

A completed section is shown:

Control Center > Notices Log > Bulletin

New Bulletin  Select an action... »

[- General ]( Status N Description V Details |r Schedule ]f Issues 1” Attachments. }

Bl

Activity ID | Start ‘ Finish | Time Change (days)

A1186 [l Novi, 2012 9 [ Seeio, 2012 | g 10
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If a schedule is linked, the screen displays as follows:

Bulletin: 00001 | DandK Construction Co, Inc  Select an action..

"‘ |’Genera| || Status ][ Description || Detallsl Schedule || Issues ” Attachments

’—‘ Details Activity ID | Start | Einiah | Tiniwe Chaaripe (i)
| = = o ®m & 0
=}
L

e Details - Click the magnifying glass icon to open the Schedule dialog box to view
early/actual start and finish dates, original and remaining durations, percent complete,
and total float for a document linked to a Project Management activity. This is for
informational purposes only. Click the Close button to return to the contractor claim

document.
Schedule help
Original Duration 420
Femaining Duration 420
% Cormplete 0.0%
Start Jun 21,2013
Finish Sep 12,2013
Total Float 1470

Close

e Activity ID — Click the select link to choose a scheduled activity from the Select
Activity dialog box.

e Start/Finish — Once an Activity ID is selected, the start and finish dates for that task
will be populated. Edit the dates as necessary by clicking the calendar icons. Click the
checkboxes to indicate if these are actual start and finish dates.

Note: you will not be updating the actual scheduled dates, this is only an indication of a possible
change in the project schedule.

An example of a completed Schedule section is shown:

< Bchedule &= top of page
Details Activity 1D Start Finish
53 A1186 select. xclear [ |Jun25 2010 O [Jun3o 2ot |
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F. Issues Tab

If this Notice relates to an Issue that was previously entered in the Issues log, it can be
linked to this document. Click the Link button.

Control Center > Notices Log > Bulletin

New Bulletin  Select an action.

e T e e
[ s

The Select Issues dialog box displays. Locate your desired issue and click the select link
to the left of the issue title to link it to the Notice. Once you click the select link, you will

return to the Notice.

| Select Issues

Issues

Cracked Foundation (CF1)
select JUnderground Storage Tank (UST1)

~

Search

help

All ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

==
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An example of a completed section is shown:

Control Center > Notices Log > Cantractor Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth  Select an action...

@‘ [ General |[ Status || Description | Details || Schedule | Issues |[ Attachments |

. H Lnk___|
@ Issue Title and Code

|@ ‘ % Underaround Storage Tank (USTL unlink

G. Attachments Tab

To attach supporting documentation, click the Attach File button.

Control Center > Hotices Log > Contractor Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth -
General || Status [ Description ][ Details ][ Schedule ]( Issues |[ Attachments

—

I [ Attach File || Attach URL |
‘W | Subject ‘ File Size Date Attached Attached By
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Click the Browse button to navigate to the document you wish to attach.

Attach File

help

Attachment * [
Subject

| Location

Date Attached

Attached By

= Required

NISCCTRN-Attachments v
May 29, 2012

Jennifer Irizarry

Browse...

The Choose File to Upload window displays. Navigate to the desired file location,
click on the file to highlight it, and click the Open button.

r
@ Choaose File to Upload

==

—~—,
UU ‘- Desktop »

- | ‘,| ‘ Search Desktop yel |

Organize « New folder

-
- Favorites i

Bl Desktop
& Downloads

“] Recent Places

n

— | Microsoft Word 97 - 2003 Docum...

& Proposed Training Initiatives
— | Microsoft Word 97 - 2003 Docum...

= 730 kB
. Remote.NJSDA.GOV

r@ Internet Shortcut
.

=~ 0O @

-

- Computer
&, Local Disk (C)
0 jirizarry (Visanfs =

. Libraries 115 butes
@ Documents report
Jﬁ Music Adobe Acrobat Document
) A 335KB
[ Pictures _—
E Videos

@ E section 5a updates
— | Microsoft Word 97 - 2003 Docum...

336 KB

f | WEBMAIL
Internet Shortcut
118 bytes

File name: report

m_ |

1

- | Al Files () -
Open |+ Cancel
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Enter the subject and/or name of the document in the Subject field and click Save and
Close. You can also choose the Save & Add Another button to add additional

documents repeating the same process.

- —_— = -
(& https://dev2pe.njsda.gov/ - Attach File - Windows Internet Explorer

Attach File

Attachment * Ci\Users\jirizarry\Desktop\report.pdf

Browse...

— Subject Report
Location NISCCTRN-Attachments »
Date Attached  Jun 15, 2012

Attached By Jennifer Irizarry

help

* Required

The attached file displays in the Attachments section.

Contractor Claim: 00001 | Mew Jersey Schools Development Auth  Select an action...

[ General |[ status |[ Deseription |[ Details || Schedule |[ 1ssues || Attachments |

| Attach File | | Attach URL |
@ e ‘ Attachment | Subject | Location File Size Date Attached Attached By
—-@ & & reportods report s 0850-040-04-000W 33 KB Sep 19,2012 Jennifer Irizarry remove
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When all fields on the document are completed, click the Save button at the bottom of the document

window.

Control Center > Hotices Log > Contractor Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth  Select an action...

(m@[ Description )[ Details ][ Schedule ]( Issues )[ Attachments. )

'
Type *
To™
From *

Date

Title

*Required

Number *

Contractor Claim

Mew Jersey Schools Development Auth

Aaron Goss E
DandK Construction Co, Inc

Dilip Verghese =
00001

Sep 19, 2012 &

Settlement Agresment and Release

(==
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Version Document

Contract Management 13.0 provides a Version Document feature to help you maintain multiple
versions of your documents and provide a snapshot of the change history of the documents.
Versioning a document means it will maintain versions of both the document and any attachments.
The document version will be stored as an html file. The attachment version will show information
on the location, path and the file size of an attachment, as well as the user who attached the file to
the document and the date of attachment.

The Versions Tab will be used to track document versions. This tab only displays when you open
the document in View mode, not in Edit mode. On the Versions tab, you can view and access
previous versions of the selected document, identify who created the versions and when the
versions were created.

A. Create a Document Version

1. To create a version of the current document, click the Select an Action menu from the top of
the screen and choose Version Document from the drop-down list.

Select an action... =
'8 Edit Document pel

Print Form

kv Print Preview
Advanced Print
Send to Corr Sent
Send to Corr Rovd
Send to Inbox
E-Mail Form

Add Document
Delete Document
Version Document

2. Contract Management will prompt you to confirm the Version Document function. Click the
Yes button to continue or No to cancel.

Do you want to version this document?

L_ves ] ___no |

3. The Versions tab displays the document version you just created. As new document versions
are created, they will be listed on this tab in reverse chronological order. Click the icon to
open each version. When the version displays, it will show information available in the
document when the version was created.

Contractor Claim: 00001 | New Jersey Schools Development Auth Select an action... -
@ [[General |[ status || Description |[ Details || Schedule | 1ssues || Attachments | versions
[T] Show all Versians
[@ + [ versien Date
|E‘ D 1.0 Sep 19, 2012 10:51 AM
@
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CLOSE A CONTRACTOR CLAIM DOCUMENT

When the Contractor Claim process has been completed, the Contractor Claim document must be
closed. This step should be performed before Change Management is initiated from this

document.

1. Once logged into Primavera, the Contract Management Control Screen appears (as shown).

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects

B8 %

o | &

E=" Al Project

- EZ] 000811

- & 010081

- &) 010871

000114 -
000467 -
[ oooeos -
& ooosta -

-] 000702 -
-] 010088 -
-] 010080 -

010522 -
[ 010584 -
E 010588 -
-] 010557 -
-] 010558 -
-] 010882 -

-] 010580 -
010581 -
[ 010587 -
& 010593 -

-] 010584 -

-] 010587 -

-] 010610 -

-] 010817 -

- & 010618 -

Number 7, Grant E.S. (Passsic City)
Hubbard M.S. (Plainfield)

Peterstown E.S. #2 (Elizabsth)

John Marshall E.S. #20 {Elizabeth)

- Elizabeth H.S. (Elizabeth)

John F. Kennedy H.5. (Fatersen)

New pre K-8 #27 (Elizabeth)

New pre K-8 %28 (Elizabsth)

- Dr. Albert Einstein #29 (Elizabeth)
New MS [x01) {Long Branch)
Memorisl H.S. (West New York)
Number 3 E.5. (West New York)
Number 4 E.5. (West New York)
Number 2 E.5. [West New York)
Union Gity ECC (Schlemm)

- [DF] Union Gity HS & Athletic Gomplx
Number 24 E.S. {Jersey City)

PS #20 {Jersey City)

ECC 03 (Jersey City)

ECC 13 (Jersey City)

ECC 14 (Jersey City)

ES 3 (Jersey City)

Fhillipsburg Early Ghildhood Genter
New Science Park HS (Newark)

New First Avenue [Newark) -

] »

L

I ] »

Actions
! High o
* Mormal 0
+  Low 0

Prepare Reports

25l

B 01 - Project Status Report - External Use (r ...

Workspace:  (My Workspace)

Alerts :Q'g %
! High 268
* Normal 0
4 Low 0

Last Systern Refresh: May 29, 2012 1:00:25 AM EDT

Prepare Reports

[ 01 - Multi-Project Pending Payment Requisitio...

- N2

()

B

[ 01 - single Project Status Report - Internal ...

D 02 - Multi-Project Daily Reports - Past 7 Day...

[ 02 - Issues Log by Project (r_is Oisda all)

[ 24 - school Type Report - Regienal (m proj sc...

D 26 - Multi-Project CCD Report - Executed int...

Primavera Con

tract Management
T

J Trusted sites | Protected Mod

——— e T
2. Select your desired project.
7Gm|tra|:t Management Control Center
| diiBiieshs; — 3| ‘ Workspace:  (My Workspace) - % f=c |
58| % e |
= A - Actions el Alerts ol &
Project Information
Communication
f:;:amln'mmamn ! High 0 ! Hiah 268
i [6-[Z] Change Order Mansgement * Normal 0 - Normal 0

3. Open the Communication Folder (a list of modules will display) and click the Notices

module.

Cemmunication

@ Transmittals
@ Request for Information

@ Motices

@ MNoncompliance Motices
@ Letters'Doc. Templates
- [B] Com. Sent Log

- [B] Com. Received Log

- [B] Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

@ Safety

1
|
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4. When the Notices log view displays, locate the desired Contractor Claim document and click

the

edit icon to the left of the document to open it.

Control Center > Notices

Fz
% Layout: <my layout>

@
=)

@)

5. Cli

Notices  Select an action... - ind
| Title Type To To Contact From
B o Sattlement Agreemen t and Releasa Contractor Claim New Jersey Schools Development Auth Aaron Goss DandK Construction Co, Inc

ck the Status tab and select Closed from the Status field drop down box.

Control Center > Notices Log > Contracter Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth  Select an action...

) }m[ T }[m( Schedula )[E][ Attachments |

@

il i New Jersey Schools Development Auth =
Aaron Goss ]
Priority Normal -

Status New Item -
New Item

Approved as Noted
Approved Noted Resubmit
Approved

Board Review / Approval

For Client Records Only
Make Corrections Noted

Note: A status of Cancelled is also available. A Cancelled status indicates that
the document is no longer required, but should be retained for historical purposes.
A cancelled document cannot be reopened for processing.

6. Click the Save button at the bottom of the screen.

Control Center > Notices Log > Contractor Claim

Contractor Claim: 00001 | New Jersey Schools Development Auth  Select an action -

Genersl || status || Description |[ Detsils |[ schedule |[ Issues |[ Attachments |

New Jersey Schools Development Auth
Aaron Goss [

Ball in Court
Priority Normal -
Status Closed -

[ seve ][ concel |

0000000000000 ]

-
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V.

INITIATE CHANGE MANAGEMENT FROM A CLAIM DOCUMENT

Once the claim document has been entered and saved, Change Management can be initiated from
that document.

1. Once logged into Primavera, the Contract Management Control Screen appears (as shown).

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

Al Projects i

BE|% =M

= All Projecty

[EE] 000114 - Number 7, Grant E.5. (Passaic City)

] 000487 - Hubbard M.5. (Flainfizld)

] 000804 - Peterstown E.S. #3 (Elizabath)

- [E] 000810 - John Marshall E.5. #20 (Elizabeth)

- &) 000811 - Elizabeth H S (Elizsbeth)

- [E] 000702 - John F. Kennedy H.S. (Patersan)

- =] 010089 - New pre K-8 #27 (Elizabeth)
010090 - New pre K-8 #28 (Elizabath)
010091 - Dr. Albart Einstein #29 (Elizsbath)
[EE] 010522 - New MS (01} (Long Branch)

] 010554 - Memorial H.5. (West New York)

- [E] 010858 - Number 2 E.5. (West New ‘York)

- [E) 010557 - Number 4 E.S_ (West New York)

- [E) 0105538 - Number 2 E.S_ (West New York)

-] 010562 - Union City ECC (Schlemm)

-] 010571 - [DF] Unien City HS & Athletic Cemplx
010580 - Number 24 E.5. {Jarey City)

B 010581 - PS %20 (Jersey City)
] 010587 - ECC 03 (Jersey City)
] 010553 - ECC 12 (Jersey City)

- [E] 010854 - ECC 14 (Jersey City)

- [ 010587 - ES 2 (Jersey City]

-] 010610 - Phillipsburg Early Childhood Center

[ »

Actions
! High o
+  MNormal o
4 Low o

Prepare Reports

28l

B 01 - Project Status Report - External Use (r ...

Workspace:  (My Workspace)

Alerts :Q'g %
! High 268
* Normal 0
4 Low 0

Last Systern Refresh: May 29, 2012 1:00:25 AM EDT

Prepare Reports

[ 01 - Multi-Project Pending Payment Requisitio...

- N2

()

&

B 01 - single Project Status Report - Internal ...

02 - Multi-Project Daily Reports - Past 7 Day...

1 02 - 1ssues Log by Project (r_is 01sda all}

-] 010617 - Mew Science Park HS {Newark)

[B 24 - School Tvpe Report - Reaional (m proj sc...

26 - Multi-Project CCD Report - Executed int...

- [ ] 010618 - New First Avenue [Newark) o>
4« | i ] »

Primavera Contract Management

J Trusted sites | Protected Mod

-[[] Project Information
-(Z] Communication
-[{] Contract Information
-3 Logs

-[£]] Change Order Management

_Ela Communication

@ Transmittals
@ Request for Informaticn

@ Moncompliance Motices
@ Letters'Doc. Templates
- [B] Com. Sent Log

- [B] Com. Received Log

@ Meeting Minutes

@ Permits/'DCA Inspections
@ Telephone Logs

@ Safety

! High
* Normal

E:

268

3. Open the Communication Folder (a list of modules will display) and click the Notices
module.

2. Select your desired project.
Contract Management Control Center
| diiBiieshs; — '.‘ ‘ Workspace:  (My Workspace) - % f=c |
B8 %
S8 5| 02000V - Athus L Johnson HS (Clark Township/ S Actions ANl Alerts N &

1
|
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4. When the Notices log view displays, locate the desired Contractor Claim document and click

the edit icon to the left of the document to open it.

Control Center > Notices

@
=)

@

_ 2
Notices  Select an action... ind e e | <ry leyouis
|T|tie Type To To Contact From
Ef| » ssttlement sqreemen t and Relazze Contractor Claim Hew Jersey Schools Development Auth Aaron Goss Dandk Construction Ca, Tnc

5. With the document open, click the drop down list on the Select an Action menu on the top of

the screen. Choose Initiate CM and click the Go button. This creates a new Change

Management record and links it to the Contractor Claim document. All information entered
on the Contractor Claim document will be carried over into the Change Management record.

Contractor Claim: 00001 | New Jersey Schools Development A

[ General |[ status |[ Deseription |[ Details || Schedule | 1sdfes SD;"‘;‘;" action

b Select an action

Print Form
New Jersey Schools Development Auth | __ | Prini

Aaran Goss [---]| advanced Print
Send to Corr Sent
Send to Corr Revd
Send to Inbox

E-Mail Form
Generate Document
Generate Transmittal

Ball in Court

Priority Normal -

Status Closed -

2|/«

6. The Change Management record displays.

Control Center > Change Managsment Leg > Change Management % Return to Contractor Claim

Change Management: 00034 | Settlement Agreement and Release  Select an action... -
( General “’m[ Budgst ]( Commitments W[ Remarks M Documents by Phase ]( Details ][ SDA Data W Issues ]( Attachments ]( Versions ]
Number 00034
Dated Sep 19, 2012
Title Settlement Agreement and Release
— Phase Estimated Cost Quoted Cost Negotiated Cost Final Cost Projected Cost
Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Committed $0.00 $0.00 $0.00 $0.00 $0.00
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7. The normal SDA process for Change Management can now be followed. Click the Edit
Document button on the upper left side of the screen to begin the process.

Important: Do not change any information in the Number, Dated or Title fields located in
the top portion of the Change Management screen.

Control Center > Change Management Log > Change Management % Return to Contractor Claim
Change Management: 00034 | Settlement Agreement and Release  Select an action... -
ﬁ |’ General ]” Status ]” Budget ]” Commitments W” Remarks ]” Documents by Phase ]r Details ]” SDA Data ]r Issues ]” Attachments ]r Versions ]
Number 00034
Dated Sep 19, 2012
@ Title Settlement Agreement and Release
5
— Phase Estimated Cost Quoted Cost Negotiated Cost
(
J Budgeted $0.00 $0.00 $0.00
Committed $0.00 $0.00 $0.00

8. Click the Status tab. The name listed in the Ball in Court field should be changed to To Be
Determined so that this Change Management record does not stay in someone’s Ball in Court
action list. Click the select button next to the field and choose To Be Determined from the
contact list.

Important: The Status field defaults to New Item. This should never be changed.

Control Center > Change Management Log > Change Management

Change : 00034 | Settlement Agreement and Release  Select an action... -

i Status [l Budget r Commitments ﬂ' Remarks ]r Documents by Phase W Details [ SDA Data ] Issues r Attachments. W

C——
Ball in Court New Jersey Schools Development Auth
A n Goss

Priority Nermal

EE®

p Status New Item -

[ seve | cancel |

Primavera Contract Management. 73| // Trusted sites | Protected Mode: Off 45 v ®100% -
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9. Click the SDA Data tab and complete the Justification field.

&

Change Management: 00034 | Settlement Agreement and Release  Select an action... -

General | status f Budget ( Commitments }[ Remarks. V Documents by Phase | Details (.-;DA Data ] Issues f Attachments.

PO Comments

i

Justification

A settlement has

been agreed for the work performed

CCD Justification

DCD Justification

Program Operation:

FOR CMD USE ONLY ]

s Team = x S

10. The normal SDA process for Commitments is followed using only the Final option in the
Commitment section. Click the Commitments tab and click the Add button. The Add
Commitment Row dialog box displays. Select Final (Change Order) and click the OK

button.

Change Managem

ent: 00034 | Settlement Agreement it and Release  Select an action... -

@‘ s\ e st | ommtmnts | e | T (e yYeney| — g T— e ——)

@‘ Add

dd Multiple Estimates | Total Included Commitments:$0.00 |
lontract/ PO Eshmatedc(::tﬂﬂ) Time Date Q“té:sicp) Time Date Neguhate:li::‘;AK) Time

Projectad | Collecte o
Cost Change Humb-

Final (€O
| Date ‘ "'c;(t /] |T\rr|E ‘ Date

Add Commitment Row.

Add a Commitment row starting with the following phase:
) Estimated (Contract Change Request/Auth)
) Quoted (Contractor Proposal)

) Negotiated (Authority Agent Recommendation)
—— @ Final (Change Order)

[
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11. A Change Order document displays.

Control Canter > Final Changa Documents Log > Changs Order

Change Order: 00001  Select an action... -

( Ceneral I V Review Status ]( Summary ]f Line Items. Vm( Schedule V SDA Data ]fm( Attachments. W
Type * Change Order

Contract <none selected> =)

To * <none selected= = -

= From * <none selected> = =

Number * 00001
Title Settlement Agresment and Release
Date Sep 19, 2012 i)
Total Cost $0.00

Time Change (days) 0

* equied

12. From the General tab, select the appropriate Contract by clicking the select button next to
the field. This automatically fills in the To/From fields. The names in these fields should be
edited as necessary using the applicable select button next to the fields. The name in the To
field should be the SDA Project Team representative. The name in the From field should be
the name of the Contractor.

Change Order: 00001 Select an action... -
r General ]( Review Status ]f Summary V Line Items W Details ]r Schedule ]r SDA Data ]f Issues ]f Attachments 1
AL
Type * Change Order

Contract * Construction (NT-0032-C02) [
. New Jersey Schools Development Auth
To *
Aaron Goss E fg

DandK Construction Co, Inc

From * Dilip verghese E
Mumber * 5

Title Settlement Agreement and Release

Date Sep 19, 2012 i)

Total Cost $0.00

Time Change (days) 0

* Required

IMPORTANT: This is the only opportunity you will have to select the To/From
company. Once you save the document, you will not be able to edit
the company, just the contact names.
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13. The Number field is automatically populated. Check the number to be sure the system has
generated the correct document number. It should match the Change Order number on the
vendor’s documents. If not, you will need to change the number.

Change Order: 00001  Select an action... -

[ Genera 1 ]( Review Status. ][ Summary ]( Line Itams ” Details ][ Schedule ][ SDA Data ][ Issues ][ Attachments W
7

Type * Change Order

Contract * Construction {NT-0032-C02) EI
To * )I‘::':;iecr;es\g Schools Development Auth E :;
From * gﬁir;’d\lfetrjgn;:;;u:tinn Co, Inc E
$ Number * 5
Title Settlement Agreement and Release
Date Sep 19, 2012 i)
Total Cost $0.00

Time Change (days) 0

* Required

IMPORTANT: Ifitis necessary to change the Change Order number, remember
that this field can only contain numbers — no alpha or special
characters are permitted. The Change Order will not be processed
if alpha or special characters are entered in this field.

If you are entering from a hard copy, please make sure the Change
Order number in the system matches the Change Order number on
the hard copy.

14. Click the SDA Data tab and complete the following fields.

Control Center > Final Change Documents Log > Changs Order

Change Order: 00001  Select an action... -

( Geners | ]( Review Status ][ Summary ]( Line Items 1[ Details “’ S:hedulal SDA Bata' Issues “’ Attachments ]
Change Order Type (required): * [ X
Anticipated Board Date ﬁ

Related to Claim/Settlement

o€

0
CO Originated in SIMS (Check=Yes)(S) =]

PMF/CM Approval Date (required)* * Jin]

Approver Comments

e Change Order Type (required) — click the select button next to the field and choose
Settlement from the list. This is a required field.

e Anticipated Board Date — if this change requires Board approval, click the calendar to
choose the date this document will be presented at the SDA Board Meeting

0000000000000 ]
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Related to Claim/Settlement — Click the box as this Change Order originated from the

[ J
claim.

e CO Originated in SIMS (Check for Yes)(S) — will be automatically checked if this
document originated in the SIMS database

e PMF/CM Approval Date (required) — Enter the date the PMF/ CM approved the
claim. This is a required field.

e Approver Comments — Enter comments as applicable.

15. The SDA Data section also contains additional fields that will be automatically populated by
SDA'’s SIMS system. Do not enter any information in those fields designated with an (S).
Note: If Accounts Payable rejects the Change Order or requires further information, notes to

that affect will be automatically entered in the SIMS CO Notes field.

Control Canter > Final Changs Documents Log > Change Order
Change Order: 00001  Select an action... =

[ encral |[ Review stetus |[ summary | Line ttems |[ Details |[ Schedule |[ SDAData |[ ssues |[ Attachments |
SIMS ChangeQrder Mumb

CO Originated in SIMS(Check for Yes) ]

SIMS CO Notes (S)
CO Rejected in SIMS (S) B
SIMS CO Reiection Count (S) 0
Sent to AP (3) | m
Received by A/P (S) jim]
Reviewe: d by A/P (S) i
AP Analyst Reviewer (S)
[a 10 Do Matac ra1 1 S

[ sove || concel |
16. Click the Line Items tab and click the Add Lump Sum button.

Control Center > Final Change Documents Log > Change Order

Change Order: 00001  Select an action... -
m ( General ]( Review Status ][ Summary W( Line Items ]( Detzils ][ Schedule ]( S5DA Data ][ Issues W( Attachments w
Az]
| Addiumpsum || add unit Price | | copy fram contract |
- ‘ Line Item No. | Quantity | Units of Measure ‘ Description | Unit Price | Net Amount ‘ Tax Rate | Sales Tax Line Item Total Material Activity ID Cost Cod

!
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17. Enter the total amount of the settlement in the Lump Amount field.

-

m

Lump Sum - o help
SF
Change Unit
Type Lump Sum -
Line Item No. * 00001
Description
L
Lump Ameount (§) 200000
Tax Rate 0.00000
Sales Tax (§) 0.00
Line Item Total () 0.00
Material Name = %
Material Title
Activity ID
“Costing = top of page
| Add | [ Add Multiple Cost Cades | | remove om0 valies
Cost Code = |l|e | istril
# Issues 6 top of page
» Attachments & top of page
* Required
|

18. In the Costing section of the window, click the Add button to choose the single cost code
that the Lump Sum should be distributed to. To add multiple cost codes, click the Add

Multiple Cost Codes button.

top of page

~ Costin BE
' | Add | Add Multiple Cost Codes | | Remo
—ETErTT—— | ntle

| Distributed

NOT COSTED NOT COSTED
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19. Select the cost code that the Lump Sum should be distributed to (search by either Cost Code
or Title). Use the Search window at the top of the screen to search for cost codes rather than
paging through the entire list. Enter the high level cost code that you wish to choose (a full
list of cost codes can be viewed in Section 34, Appendix B), then click the Search button.

To add a single cost code, click the select link to the left of the cost code, and scroll to the
bottom of the screen to save. If you are adding multiple cost codes, click the select link for
each desired cost code, then scroll to the bottom and save.

Select Cost Code help
(——

030 l Search l Show All

Cost Codes Sorted by cost code | Sort by title

All 0123456789 Other

select|030 (Construction)

030.00 (Constructability Review)
select 030.01 (General Conditions)
select 030.02 (Existing Conditions)
select 030.02.41.008 (Selective Site Demolition (BTL))
select 030.02.41.168 (Building Demolition (BTL))
select 030.02.41.198 (Selective Structure Demolition (BT)
select 030.02.50.008 (Selective Site Remediation (BTL))
select 030.02.60 (Plastic Fabrications)

Important: Be sure that the selected cost code is in the same group as the contract
level cost code. For example, if 030 is selected on the contract, you must select an
030 group cost code for the change order (030.10, 030.20, etc.).

Important: Your settlement will not be processed if the wrong cost code was
selected.

20. Click the Add Balance link to distribute the cost of the change to the cost code.

“Costing EE top of page
| Add | | Add Multiple Cost Codes | | Remove Zero Values |
Cost Code = | Title | Distributed
030 [--]  construction 0.00 2dd balance fremove
| NOT COSTED NOT COSTED 200,000.00 |

Important: Your settlement will not be processed if this step is forgotten
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21. The cost is distributed to the selected cost code and the NOT COSTED amount disappears.
Scroll to the bottom of the page and click the Save & Close button. You will return to the

main Change Order screen.

Spelling

Change Unit
Type Lump Sum
Line Item Mo. * 00001

e & 7

Description

= Required

Lump Amount (§) 200,000.00
Tax Rate 0.00000
Sales Tax (5) 0.00
Line Item Total (%) 200,000.00
Material Name EI x
Material Title L
Activity ID
“ Costing BE top of page
‘ Add | | Add Multiple Cost Codes | | Remoye Zero Valugs
Cost Code & | Title Distributed
030 El Construction 200,000.00 add balance remove
- Issues @ top of page
» Attachments & top of page I

ey .

22. Scroll to the Details section. The information that was entered in the Notices module will
display in the Description field. Enter any additional details of the settlement as required.

—

Change Order: & | New Jersey Schools Development Auth  Select an action. v

[@| (Genara\ W[ Review Status M Summary ]‘ Line Items ‘[ Details ]( Schedule W[ SDA Data ]( Issues “( Attachments.

@

] Description
@ Description ; All questionable material found underground has been removed from the site

Cost Category Commitment
Cost Type Pending

Required Date Sep 28, 2012 )
Acknowledged Date jun]
Pravious Change Management Phase
Change Management Number Settlement Agreement and Release (00035)

Collected Into Change Number

Reason for Change Order

Spec Section -

Delay - CLAIMS ONLY -

i
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23. All supporting settlement documentation must be attached to this Change Order. Click the
Attachments tab and click the Attach File button.

Control Center > Final Change Documents Log > Change Order

emen|
Change Order: & | New Jersey Schools Development Auth  Select an action...  ~
General ]" Review Status Wr Summary Wr Line Items .] Details. [‘ Schedule .]" SDA Data 1 Issu Attachments
1

L Attach File | | Attach URL |

Subject | File Size ‘ Date Attached Attached By

24. Click the Browse button to navigate to the document you wish to attach.

Attach File help

Attachment * [ Browse....

Subject
| Location NISCCTRN-Attachments +
Date Attached May 29, 2012

Attached By Jennifer Irizarry

= Required

25. The Choose File to Upload window displays. Navigate to the desired file location, click on
the file to highlight it, and click the Open button.

- m
& Choose File to Upload ﬂ
P ol ain
uu ‘- Desktop » - | 4,| ‘ Search Desktop Pl

Organize = New folder B - O @
- — | Microsoft Word 97 - 2003 Docum... b
[ Favorites B
Proposed Training Initiatives
B Desktop (] 3 Microsoft Word 97 - 2003 Docum..
& Downloads =l 730 KB

] Recent Places . RemoteNISDA.GOV

E [ Internet Shortcut
i Libraries s

@ Documents report
J} Music Adobe Acrobat Decument
) Al 336 K8
[ Pictures =
i N ] section 5a updates
E Videos é Microsoft Word 97 - 2003 Docum...
— | 336 KB

- ]
1 Computer \ WEBMAIL
I & Local Disk (<) IQ Internet Shortcut
G jirizarry (\isanfey = 118 bytes
File name: report = | All Files () -

Open Iv Cancel

(g
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26. Enter the subject and/or name of the document in the Subject field and click Save and
Close. You can also choose the Save & Add Another button to add additional documents

repeating the same process.

- . .
(& https://dev2pe.njsda.gov/ - Attach File - Windows Internet Explorer ) e

Attach File

Attachment * Ci\Users\jirizarry\Desktop\report.pdf Browse...
— Subject Report
Location NISCCTRN-Attachments »

Date Attached  Jun 15, 2012

Attached By Jennifer Irizarry

* Required

27. The attached file displays in the Attachments section.

Control Cantar > Finsl Chanas D Log > Change Order
Change Order: & | New lersey Schools Development Auth  Selectan action...  +
@‘ (Genem ]( Review Status. }[ Summary M Line ttems | Details [ Schedule |( SDA Data M Issues } Attachments
Attach File | Attsch URL |

@ ‘ - ] [ subject [ Location [ File Size Date Attached | Attached By

i% ; B @ report.odf report 0550-040-04-000W 33KE Sep 21,2012 Jennifer Irizarry remove
Primavera Contract Management i /" Trusted sites | Protected Mode: Off fa v ®100% ~
—— = i B e EEES
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28. Click the Review Status tab and enter the approval names and dates in the appropriate fields.
Click the select button next to the fields to choose the desired names from the contact list.

Change Order: & | New Jersey Schools Development Auth  Select an action... -

s e s | e e | i e | ) e |

Approved by
New Jersey Schools Development Auth

Company

Contact Aaren Goss =)

Approved Date  Sep 21, 2012 B

Approved by

Company New Jersey Schools Development Auth
Contact James Adams =

Approved Date  Sep 21, 2012 ]

Approved by

Company New Jersey Schools Development Auth

Contact Andrew Yosha El

Approved Date  Sep 21, 2012 ]

[ seve Il Concel |

Note: There must be three (3) approvals captured in the screen above in order to mark the
change order as Approved and Saved. The approver names will come from Board

approval, CEO/COQ approval or Vice-President level approval.

29. When all approvals are entered, change the Ball in Court to Sent to A/P and click the

Approve and Save button to complete the change.

Approved Date  Sep 21,2012 If

Change Order: & | New Jersey Schaols Development Auth  Select an action -

‘ (Ge neral |( Review Statu: W Summary ]( Line [temsw Details H Schedule W[ SDA Data ] Att chments.
|®‘ Documen it Owner <none selected> =
Ra o New Jersey Schools Development Auth
k‘ Ball in Court st =
| ;L Priority Normal -

Status New Item =
Approved? no Approve snd Save

Approved by

Company New Jersey Schools Development Auth

Contact Aaren Goss =]

Approved by

Company New Jersey Schools Development Auth

Contact James Adams =
Primavera Contract Management 73l / Trusted sites | Protected Mode: Off fa v H100% -
—— e —— -

Note: There are two items in this section that we are currently not using. The firstis a
check box labeled Do not check or this document will need to be deleted. Do not
check this box. The second is Document Owner, relating to functionality we are

currently not using.
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30. The document now shows a Status of Approved.

Change Order: 6 | New Jersey Schools Development Auth  Select an action... =
| A ‘ rﬁ‘enaral |f Review Status V Summary ][— Line Items-} Datsils | Schadule -}f SDA Data ] Issues f Attachments || Versions
— Document Owner <none selected>
@ Ball in Court New Jersey Schools Development Auth
Sent to A/P
Gy | | Priority ® Normal
!
Status Approved
Approved? yes

31. To print the Change Order (SDA Form 503), choose either the Print Form button or the
Print Preview button on the left side of the screen. If you choose the Print Preview, select
the Print button to print the report when the preview displays. Additionally, you can choose
Advanced Print from the Select an Action menu on the top of the screen.

Change Order: 6 | New Jersey Schools Development Auth

| A [ encral |[ Review status |[ Summary |[ Line ttems |[ 0 issues |[ Attachments |[ versions
Z]
- Document Owner <none selected>
@ New Jersey Schools Development Auth

Ball in Court i
gy || prioriey ® Normal

i
Status Approved
Approved? ves

32. If you selected Advanced Print, the following menu displays. Choose SDA Form 503 -
Change Order from the report list. Select Preview to view the report or choose Print to
print the report.

Print - Final Change Documents help

F_CHANGE.PBL

Change Order Checklist Routing / Release Document (f_co_30) -
Record of Pending or Approved Contract Chan ges (f_co_sda_co ‘_

SDA Form 503 - Change Order
- SDA Form 506 - Construction Change Directive (f_co_506)
) Reports SDA Form 506A - Construction Change Directive (f_co_506a)

@ Forms

) Dunning Letters

I 4 T | »
Default Form: f_co_503

'
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33. An example of an SDA Form 503 is shown. Click the Print button to print the report or
create an Adobe PDF. Click the Close button to return to the Change Order document.

{ htips//devIpe.njsda.gov/ - Primavera Contract Management - Windows Internet Explorer =
Print - Final Change Documents help
F_CHANGE.PBL
Change Order Checklist Routing / Release Document (f_co_30) -

Rrecord of Pending or Approved Contract Changes (f_co_sda_co M
® F SDA Form 503 - Change Order (f co 503 .
L aLnE: SDA Form 506 - Canstruction Change Directive (f_ca_506)

© Reports SDA Form 506A - Construction Change Directive (f_co_506a) |
© Dunning Letters

]
Default Form: f_co_503

[ pint I peeview |7 Email | I\IZ_I'
‘= @ STz Ik Y § @ ®[0% - &lcomboater A sion- = [ [Find i

NISDA Fom 102
CHANGE ORDER (CO) Chasge Order No: § R
FOR CONSTRUCTION CONTRACT
Das A4RNo
Conmrace cn Program i st v
Cosmactor:  Safswv Conmacting. g SehsalName: Vs Resd £ (Clrk Towniip)
PMFCM:  Epic Massgsmcst Inc DisrictName:  Chok Tomaehip0850
PMFICACPM: Brim Farisy
Doesthis Champe Order rcstve  CCDY Yes (] [E] o Fowe e the SDA's CCD#:
€D Exeonion De:
CCD Amma:
Weee these previons vace:spproved sgaise i CCDVer [] (] %o Iy st sy
[ = ]
F
Wi 1
[secsifcncion (escen tor Chmage) ]
o
et of Prio Change: T [—r———
T— T =
s7as000 = [ 20000000 5073400
T e——
[
= = —=r T

34. To return to the Change Management record, click the return to Change Management link
on the top of the screen.

Control Center > Final Change Documents Log » Change Order “ Return to Change Management
Change Order: 6 | New Jersey Schools Development Auth Select an action... -
j ( General Wr Review Status ]r Summary ][ Line Items 1 Details r Schedule Wr SDA Data ] Issues Attachments Versions
Type Change Order
Contract ® Construction (NT-0032-C02
@ T New lersey Schools Development Auth
o
A Asron Goss
DandK Construction Co, Inc
From Dilip Verghese
Number 6
Title Settlement Agreement and Release
Date Sep 21, 2012
Total Cost $200,000.00

Time Change (days) 0
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35. The Change Management record will show the total value of the settlement in the
Commitments tab. Additionally, the Documents by Phase tab has also been updated.

Control Center > Change Management Log > Change Management
Change Management: 00035 | Settlement Agreement and Release  Select an action...  »
j General || Status || Budget f Commitments ]f Remarks Wf Documents by Phase ] Details. f SDA Data 1 Issues r Attachments V Versions 1
| Add | | Add Multiple Estimates | ) Total Included Commitments:$200,000.00 P T —
= = i i =
Indude Contract/BO Estimated (CCRA) [ = ate Quotggs(tcp) Time ate hguhateu;p\n) — Dot F"z':iuls(:m) Time
B v # Safeway Contracting, Inc (NT-0032-C02) 9 $200,000.00 0| Sep2
Control Center > Change Management Log > Changs Management
Change Management: 00035 | Settlement Agreement and Release  Select an action...  ~
j General || Status || Budget r Commitments W Remarks V Documents by Phase 1 Details r 'SDA Data W Issues [ Attachments ]r Versiens W
Commitments
[ pisplay Only Included Commitments
@ |Tlt|e ‘ Required Date | Current Status | ln:ludel Cost ‘
S Commitments Final {CO)
— P Sctilement Agreement and Release (6, 9/21/12, Safeway Contracting, Inc) Sep 28, 2012AFPP v $200,000.00|
@ Total Included: $200,000.00

Once approved, the Change Order will be processed through the SDA’s SIMS (Schools Information
Management System) system. Once the document is processed in SIMS, information will be pushed
back into Contract Management updating the change order with the SIMS processing information.
Additionally, a prefix of “EX-* will be added to the title of the Change Order indicating it has been
executed. This will allow users to more easily identify which Change Orders have been executed and
are ready to be pulled into a payment requisition for processing.

The executed Change Order (settlement) can be pulled into the next monthly payment requisition
submitted for processing, or it can be processed in a separate payment requisition.
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