foay STare oF New Jersey
ié}’

)SCHOOLS DEVELOPMENT AUTHORITY

Section 11

Correspondence Sent and Received

ORACLE Primavera

Contract Management User Manual Page 1 of 29 Created: 6/1/07
Section 11 — Correspondence Sent and Received Revised: 11/21/12



TABLE OF CONTENTS

Section Title Page Number
I. Creating a Document in the Correspondence Sent Log 3
A. General Tab 5
B. Status Tab 6
C. Log Information Tab 7
D. Source Document Tab 7
E. Remarks Tab 8
F. Details Tab 9
G. Issues Tab 9
H. Attachments Tab 11
1. Version Document 13
I11. Sending a Document to the Correspondence Sent Log From Within Contract 15
Management
IV. Creating a Document in the Correspondence Received Log 17
A. General Tab 19
B. Status Tab 20
C. Log Information Tab 20
D. Source Document Tab 21
E. Remarks Tab 22
F. Details Tab 22
G. Issues Tab 23
H. Attachments Tab 24
V. Version Document 27
VI. Sending a Document to the Correspondence Received Log From Within 28
Contract Management

Contract Management User Manual
Section 11 — Correspondence Sent and Received

Page 2 of 29

Created: 6/1/07
Revised: 11/21/12



I. CREATING ADOCUMENT IN THE CORRESPONDENCE SENT LOG

E-mail sent from Contract Management automatically creates an entry in the Correspondence Sent log.
The Correspondence Sent log is also used to track outgoing correspondence not generated in Contract
Management. Examples include project email sent from outside Contract Management and faxes.

IMPORTANT: Contract Management will automatically load documents that have been e-
mailed through the system into this module. They can also be manually loaded
into the module, or be populated through the Select an Action menu option.

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

ORACLE' Primavera Contract Management Change Group  Print  Help  Logout
Welcome, Jennifer Irizarry May 29, 2012
Contract Management Control Center
iiliRrojech, e Workspace:  (My Workspace) -
=8 | Fp = ‘ i
AlNEm = = Actions &N e Alerts % &
! High o ! High 268
= +  Normal 0 +  Normal o
[E] 000702 - John F. K
E 010089 - New pre K 4+ Low 0 4 Low 0
[E] 010050 - New pre K-
] 010081 - r. Albert Last System Refresh: May 29, 2012 1:00:25 AM EDT
522 MS 5
Prepare Reports = Prepare Reports Y
[ 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment
B 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Dailv Reports - Past 7 Day...
B 02 - Issues Log by Project (r ic Olcda all) [ 24 - School Type Report - Regional (m proj sc...
[ 26 - Multi-Project CCD Report - Executed in t...
/' Trusted sites | Protected Mode: Off v H10% v
———r
Contract Management Control Center
@llifoiects _ T Workspace:  (My Workspace) - Q\\@ =
8| % = [
W5 04000V - Arthur L Johnson HS (Clark Township JEES Actions ZNe Alerts s @

[ Project Information
[ Communication

Contract Informatien .
= ! High 0 ?  High 268
Change Order Management ° Normal * Normal 0
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3. Open the Communication folder (a list of modules will display) and select the Corr. Sent log.

_’Ela Communication

@ Transmittals
@ Request for Information
- [ Motices
@ Moncomepliance Notices
@ LettersiDoc. Templates

Con. Sent Log|

- [} Com. Received Log

@ Meeting Minutes

@ Permits/DCA Inspections
@ Telephane Logs

- [ safety

4. The Correspondence Sent Log displays.

Select the Add Document button.

Control Center > Corr. Sent Log

Corr. Sent Log  Select an action... »

Layout:  <my layout> -
o = ‘ Subject nt | Time Sent Type T To Contact Mail Format From
< 1L
12116 New Jersey Schools Development Auth eznatte Paul PDF
@ 13131 PDF Hew 3
|@ ‘ g © 04000V/Chnage order 162-NT-0032-C04 9:14 Change Order New Jersey Schools Development Auth Marisol Hernandez PDF Hew Jer:
B © cO: Change Order with Unit Price Ite 14:38 Changs Ord New Jersey Schools Development Auth Bharat Patel POF Hew 2
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5. A Correspondence Sent document displays. It is divided into several sections:

Control Centar > Corr. Sant Log Log > Correspondance Sant

New Correspondence Sent  Select an action...

[General |[ States |[ og information |[ Seurce powment || emarie |[ oemis || tmsses | Aumchmens |

To <none selected> =

@ New Jersey Schools Development Auth
From To Be Determined =] X
Date Sent Jul 6, 2012 Jiny]

Time Sent 9:47
Subject

Date Responded Jin]

Control Center > Corr. Sent Log Log > Correspondence Sent
pondence Sent  Select an action... «
I General 'Status ][ Log Information ]( Source Documant ]( Remarks ]( Details ][ Issues ]( Attachments W
To <none selected> =
@ New Jersey Schools Development Auth|
From To Be Determined =
Date Sent Jul 6, 2012 ]
Time Sent 9:47
Subject
Date Responded el

e To/From — Click the select button to choose the To and From parties for the
document.

e Date Sent — The default value is the current date. Edit as needed using the calendar
icon.

e Time Sent — The default value is the time the document was created. Edit as needed
by entering a new time. This field is optional.
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e Subject - Enter a subject or brief description (36 character limit).

o Date Responded — Enter a response date if applicable using the calendar icon.

An example of a completed section is shown.

Control Center > Corr. Sent Log Log > Correspondence Sent

New Correspondence Sent  Select an action... =

f Ceneral ] Status " Log Information ]” Source Document ]f Remarks W Details ]” Issues ]" Attachments ]
A

Epic Management, Inc.

@ o Wwilliam Costello [l X
From x:xie&sﬂz Schools Development Auth El
Date Sent Jul 6, 2012 ]

Time Sent 9:47

Subject Fax sent

Date Responded el

B. Status Tab

Control Center > Corr. Sent Log Log > Correspondence Sent

New Correspondence Sent  Select an action...
Genera\l Status W"lug Information ]|' Source Document ]" Remarks. W Details ]|' Issues. ]|' Attachments W
allin Cour

Priority Normal

Status Mew Item -

PEle

o Ball in Court — If desired, an overall responsible party for the Transmittal can be chosen by
clicking the select button.

e Priority — Normal is the default, but can be changed to High or Low as necessary.

e Status — New Item is the default. Use the pull down list to choose another option as needed.
For example, when the item is complete, the Status should be changed to Closed.
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C. Log Information Tab

Control Center > Corr. Sent Loq Log > Correspondence Sant

New Corresponde ction... «
|@,‘ [ General ‘H’ Status I Log Information -]“IEDW\:E Documen it H’ Remarks ]( Details ‘[ Issues ” Attachments ]

Number 00005

|Q ‘ Entered by Jennifer Irizarry

@i ‘ Manually Entered yes
Sl

e Number - Contract Management automatically provides the next available number when
the document was generated. Do not change this number.

e Entered by — Contract Management automatically enters the login name of the user.

e Manually entered — Yes indicates that the entry was created directly from the
Correspondence Sent Log. If the document is electronically created by Contract
Management, the entry will be No.

D. Source Document tab

The source document is the document from which this Correspondence Sent entry was
created. The source document can be a document within Contract Management, such as a
Request for Information that was e-mailed from Contract Management, or it can be a
document that was created outside of Contract Management, such as a Word or PDF
document.

Control Center > Corr. Sent Log Log > Correspondence Sent

New Correspondence Sent  Select g

( General ]fmv Log Information
Type -
Item Number
Date i)
= Item Status -
Description
Spec Section -

Cost 0.00

e Type - The classification for the document that was sent. If this is a new document, select
its type from the drop-down list. This field can be modified if the document was entered
manually. It cannot be modified if the document was created from within Contract
Management.
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e Item Number - For documents created by another document, Contract Management uses
the number that identifies the source document, such as the meeting number or contract
number. You can edit this number if needed.

e Date - The date the source document was created. This can be changed by clicking the
calendar icon.

e Item Status - Use the drop-down list to select a status for the document.

e Description - Enter a brief description of the correspondence item sent (80 character
limit).

e Spec Section — If applicable, select the specification section that best describes this
document from the drop-down list.

e Cost - If applicable, enter the cost associated with the subject of this document. This
field cannot be modified if the document originated in change management.

An example of a completed section is shown.

Control Center > Corr. Sent Loa Log > Correspondence Sent

New Correspondence Sent  Select an action... «

@‘ fﬁenera\ ” Status [ Log Infarmation Wf Source Documen t ]( Remarks ]|' Details M Issues. H Attachments W

Type Correspondence Sent -

|@_ ‘ Item Number 12
@ ‘ Date ul 2, 2012 £
oA

Item Status Approved -
Description Backup documents for report submission
Spec Section 02100 (Site Remediation) -

Cost 1200.00

E. Remarks Tab

Control Centar > Corr. Sent Log Log > Correspendence Sent

Mew Correspondence Sent  Select an action... =

e (r—
[ General | “’ Status W[ Log Information W Source Du»cumentl Remarks 'Deta\ls “’ Issues W[ Attachmants W

Additional Remarks
Information was requested by vendor.

e Remarks - Enter any applicable details about the correspondence sent in this field (4000
characters).
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F. Details Tab

Control Canter > Corr. Sent Log Log > Correspondence Sant

New Correspondence Sent  Select an action... -

[ General [ status |[ Log tnformation | Source becument |[ e[ Detaits || fesues |[ Atmchmens )
Contract Construction (NT-0032-C02) El »
Mail Fermat

e Contract - If applicable, select a Contract using the select button.

¢ Mail Format - If this document was generated in Contract Management, this field
will be automatically entered and will reflect the original format of the source
document. It cannot be manually entered.

G. Issues Tab

Control Center > Corr. Sent Log Log > Correspondence Sent

New Correspondence Sent  Select an action... ~

|@| (General ]( Status -“’ Log Information 1[’ Source Document |f Remarks W Details) |

|§| l Link l

Issue Title and Code
&)

o If this Correspondence relates to an Issue that was previously entered in the Issues log, it can
be linked to this document. Click the Link button.
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e 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 Correspondence. Once you click the select link, you
will return to the Correspondence document.

Select Issues help
searn

Issues
Al ABCDEFGHIJKLMNOPQRSTUVWXY Z Other

ﬁ' select Discovered Underground Storage Tank (EW0001)

An example of a completed section is shown:

Control Center > Corr. Sent Log Log > Correspondence Sent

Correspondence Sent: Fax sent | 07/06/2012  Select an action... v

e e e e e = | el

[ Link |
@ Issue Title and Code

@ ‘ & Discovered Underground Storage Tank (EW0001)

unlink
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H. Attachments Tab

e To attach supporting documentation, click the Attach File button.

Control Center > Corr. Sent Log Log > Correspondence Sent

Correspondence Sent: Fax sent | 07/06/2012  Select an action...

|@‘ |' Genersl W Status f Log Information Wf Source Document Wf Remarks ]" Details W Issuq Attachments l
A ) |

I

@‘ l Attach File I| Attach URL

Subject

File Size | Date Attached

Attached By

4| Attachment

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

Attach File

help

Attachment * [

Subject

* Required

Date Attached May 29, 2012

Attached By Jennifer Irizarry

| Location MNISCCTRN-Attachments +

Browse...

| sove [l concel |
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e 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.

=)
« [ ¥4 Search Desktap ol
[ 4]

=- 0O ®

-

-
& Choose File to Upload

P
(s B Desktop »
Organize = MNew folder

P — | Microsoft Word 97 - 2003 Docum...

W[ Favorites

Proposed Training Initiatives
Deskt:
B Desktop @ i Microsoft Werd 97 - 2003 Docum...

4 Downloads =\ 130 KB
alifecntilace | FemereNSDAGOY
= re Internet Shortcut
w4 Libraries F.] 15 b‘~t§
@ Documents report
J} Music Adobe Acrobat Document
M 336 KB

|2 Pictures —

Vid section 5a updates
B videos Microsoft Word 97 - 2003 Docum...

——1| 336 KB

] :
1% Computer f— Y WEBMAIL
| & Local Disk (C) I_ﬁg Internet Shortcut
G jirizarry (Visanfsty = 118 bytes
File name: report = | AllFiles (*.7) ~
I Open Iv I Cancel

«

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 I‘ntemerExpl_orer- —
Attach File

Attachment * C:\Users\jirizarry\Desktop\report.pdf

help

Browse...

—— Subject Report

Location NISCCTRN-Attachments
Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required
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—@ g & report corr.ndf Backup documentation for Correspondence Sent NJSCCTRN-Attachments 33 KB Jul 6, 2012 Jennifer Irizarry remeyve

e The attached file displays in the Attachments section.

Control Center > Corr. Sent Log Log > Correspondence Sant

Correspondence Sent: Fax sent | 07/06/2012  Select an action... +

([ Ganaral |[ Stmtun [ tog information || Seurce Dosumant || Remarks || Datais |[ tesuas | Aveachments |
| Attach File | | Attach URL |
-~ Attachment | Subject Location File Size Date Attached Attached By

When all fields are completed, click the Save button at the bottom of the document window.

Control Center > Corr. Sent Log Log > Comrespondence Sent

Correspondence Sent: Fax sent | 07/06/2012 Select an action... -

(Seneral | stotus | tog information | Seurce posument |[ Remarks |[ Detais |[ fosues || Avachments |
| Attach File | | Attach URL |
-~ ‘ h | Subject | Location File Size Date hed hed By

B & resort corr.pdf Backup documentation for Correspondence Sent NISCCTRN-Attachments 33 KB Jul 6, 2012 Jennifer Irizarry remove

| = e
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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

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

Add Document
Delete Document
Version Document

a

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.

Correspondence Sent: 04000V/Chnage order 162-NT-0032-C04 | 05/27/2008  Select an action... ~

[ General ][ Status ][ Log Information ][ Source Document ][ Remarks ][ Details ][ Issues ][ Attachments “’ Versions ]

1 show all versions
F Version User Account | Date

1.0 Jennifer Irizar Oct 25, 2012 2:03 PM
- Y
@
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SENDING A DOCUMENT TO THE CORRESPONDENCE SENT LOG

FROM WITHIN CONTRACT MANAGEMENT

Contract Management allows you to manually send any document to the Correspondence Sent log.

IMPORTANT: Remember that any document e-mailed from Contract Management will be
automatically logged in the Correspondence Sent Log.

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

Welcome, Jennifer Irizarry

Contract Management Control Center

(Al Projects.

“o = | b
=

E 010023 - e
[ 010090 - e
[E] 010081 - Dr. Alber

&l 010810 - Phillipst
[E] 010817 - New Sci
=l 010818 - New First Avenue (Newsr)

<« . v

] »

ORACLE' Primavera Contract Management

Actions 2% &
!  High 0
* Normal o
4 Low 0

Prepare Reports i

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

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

Y 02 - Issues Log by Praject (r is Olsda all)

Alerts

!
*
4

Change Group Print  Help  Logout

May 29, 2012

Workspace:  (My Workspace) - B
h%|E

High 268

Normal o

Low o

Last System Refresh: May 29, 2012 1:00:25 AMEDT

Prepare Reports e

B oL-

Multi-Project Pending Pavment

B oz-

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

B 24-

School Type Report - Regional (m_proj sc...

B 26-

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

Primavera Contract Management
‘.

' Trusted sites | Protected Mode: Off 43 v ®100% ~

¥

2. Select your desired project.

‘Contract Management Control Center

All Projects

B

(L1 Project Information

(Z] Communication

(£ Contract Informatian

(Z3 Logs

[#-[Z]) change Crder Management

00V - Arthur L Johnson HS {Clask Township)

o Actions
1 High 0
* Normal 0

&N

Waorkspace: (My Workspace) - % @

Alerts !@_') % (8
! Hich 268
¢  Normal 0

3. Open the desired folder (a list of modules will display) and select the desired folder. The
Telephone Logs module has been selected in the example shown.

(=5 Communication

o B Transmittals

Request for Information
[ netices

[ Mencomeliance Natices
LettersiDoc. Templates

-8} corr. Sent Log

-[B) cor. Received Log

- [ Meeting Minutes

[ PermitsDCA Inspections
[B] Tei=phone Logd

[ satery

L |

! High o
* Normal 0
4+ Low 0

Prepare Reports

B

! High 269
* Normal (1]
4 Low 0

Last System Refresh: July 6, 2012 1:01:52 AM EDT

Prepare Reports )

0000000000000 ]
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4. Select the desired document from the log view by clicking the blue document link.

Control Center > Telephone Logs

: - 2
Telephone Logs  Select an action... = fad e Layout: <my layout> =

|‘ = ‘ ‘ Subject Date | Time Number To To Name To Phone Ballin Court
# L Storzas Tank May 30, 2012 13:58 i Dandic Construction Cs, Inc Dilip varghass (732) Se0-s600

€]
)
(=

5. With the desired document open, choose Send to Corr Sent from the drop down list on the
Select an Action menu on the top of the screen. You will not see a message to indicate that the
document has been sent to the Correspondence Sent log.

Control Center > Telephone Logs Log > Telephane Racord (_\

Telephone Record: Underground Storage Tank | Dilip Verghesel | Select an action...

Eﬁ [ General 1 [ stetus |[ Description |[ petails |[ 1ssues | At=ciin 5;'5%;2:,3,‘,2""'

Print Form

Subject Underground Storage Tank Print Praviaw_
Advanced Print
Number I Send to Corr Sent* "

Send to Corr Revd
Send to Inbox
E-Mail Form

Add Document

To DandK Construction Co, Inc Delete Document
Version Document

Telephone Call to:

Ol @

Name Dilip Verghese

6. To verify that the document has been sent, return to the Control Center. Open the
Communication folder (a list of modules will display) and select the Corr. Sent log.

E\a Communication

@ Transmittals

@ Request for Information

- [ notices

@ MNoncompliance Notices
@ Letters/Doc. Templates

Com. Sent Log|
-~ ] Con. Received Log
- [#] Meeting Minutes
@ Permits/DCA Inspections
@ Telephone Logs
- [ safety

7. When the Correspondence Sent log displays, the document will be listed. In the example
shown, the telephone log now shows as part of the Correspondence Sent log.

Control Center > Corr. Sent Log
Corr. Sent Log  Select an action... + Find Fa Layout: <my layout> -
Date Sent | Time Sent Type To To Contact Mail Format ‘ From

Jul 6, 2012 5:47 Correspondence Sent Epic Managemant, Inc. willism Costallo New Jere
EfE Juls, 2012 10:48 Telephone Record DandK Canstruction Co, Tnc Dilip Verghese NEwJErsl
El Mar 23, 2010 12:16 Correspondance Received  New lersey Schocls Development Auth Jeanstte Paul POF Hew Jers
g :] Dec 23, 2009 13:31 Corres pondence Receive d PDF Mew Jers
B o 0s000v/Chnase order 162-nT-0032-Cos May 27, 2008 9:14 Changs Order New Jersey Schools Development Auth  Marisol Hernandsz PoF Newi Jare
g 2 Oct 24, 2007 14:38 Change Order New Jersey Schools Davelopment Auth Bharat Patel POF Hew Jer:
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IV. CREATING ADOCUMENT IN THE CORRESPONDENCE RECEIVED
LOG

The Correspondence Received module will be used to track all incoming documents that are not logged
in other areas of Contract Management. Examples of these documents include:

e Email
o Letters
e [axes

Text of email and other documents originating outside of Contract Management can be cut and pasted
into the body of the Correspondence Received document. The actual document can also be included as
an attachment.

IMPORTANT: Contract Management will not automatically load documents into this module.

They can either be manually loaded into the module, or be populated through
the Select an Action menu option.

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

ORACLE Primavera Contract Management Change Group  Print  Help  Logout

Welcome, Jennifer Irizarry May 29, 2012

Contract Management Control Center

Al Frojects Z Workspace:  (My Workspace) - N
BE|% A
[ Al Projectd - Actions R Alerts HAESES
[E] 000114 - Number 7, Grant E.S. (Passsic City) |:‘
[ oooae7 M5 (Plsi ] =
! High 0 ! High 268
- Normal o * Normal 0
4 Low 0 3 Low o

Last System Refresh: May 28, 2012 1:00:25 AM EDT

Prepare Reports ™ Prepare Reports =
B 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment

[ 01 - Single project Status Report - Internal ... [ 0z - Mutti-project Dailv Reports - Past 7 Dav...

B 02 - Issues Log by Project (r is Oisda all) [ 24 - School Type Report - Regional (m_proi sc...

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

[E] 010812 - New First Avenue (Newark) —
« . v

Primavera Contract Management /' Trusted sites | Protected Mode: Off 3 v H100% ~
™ —r T

2. Select your desired project.

Contract Management Control Center
dlliBrojects; — T Workspace:  [My Workspace) - % =}
BE %= E
= ElR - Actions 2 wEg Alerts I8 @
! igh 0 ! High 268
- Normal o * Normal 0
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3. Open the Communication folder (a list of modules will display) and select the Corr. Received

Log.

e g ey e

i
—E{ﬂ Communication

@ Transmittals

@ Request for Information
[ Notices

@ Moncomgpliance Motices
@ Letters/Doc. Templates
- [#] Com. Sent Leg

Com. Received Log|

@ Meeting Minutes

@ Permits/DCA Inspections
@ Telephone Logs

- [ safety

e

4. The Correspondence Received Log displays. Click the Add Document button to add a new

document.

Control Center > Corr. Recaivad Log

Corr. Received Log  Select an action... Find 5& Layout: <my layout=
> Q | ‘ Subject Date Received | Time Received Type To To Contact From
g ® DCA: CA Mar 23, 2010 DCA Permit New Jersey Schools Development Auth New Jersey Dep
@| Mar 1, 2010 DCA New Jersey Schools Development Auth To Be Datermined NI Department
@l B » ocaca: Remoul | 15K UST Dec 22, 2008 DCA Permit New Jersey Schools Development Auth
gﬁ @ DCA: Certificste of Occupancy Oct 21, 2009 DCA Parmit New Jersey Schools Development Auth To Be Determined N Department

5. A new Correspondence Received document displays. It is divided into several sections:

Control Center > Corr. Received Log Log > Correspondence Received

New Correspondence Received  Select an action... ~

To Mew Jersey Schools Development Auth
@ To Be Determined

Date Received Jul 6, 2012 fzzi)

Time Received 10:56

Subject

Date Responded iz

=) %
=

[General |[ Siates |[ tog information |[ Source aument || Remarks || pesmis || mmsues || Asschmens |

|_save | Concel ]
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A. General Tab

Control Center > Corr: Racsived Log Log > Cor ived
pondence Received  Select an action... -
[ " Ceneral ] Status. W Log Information ‘f Source Document -“' Remarks “( Details. -“' Issues ]" e
v
—— New lersey Schools Development Autf
| @ ‘ Ta To Be Determined =P
L From <none selected> =)
7o ‘ Date Received 1ul's, 2012 =
N
Time Received 10:56
Subject
Date Responded =i
Primavera Contract Management En /' Trusted sites | Protected Mode: Off - ®iox -

To/From - Click the select button to choose the To and From parties for the
document.

Date Received — The default value is the current date. Edit as needed using the
calendar icon.

Time Received — The default value is the time the document was created. Edit as
needed by entering a new time. This field is optional.

Subject - Enter a subject or brief description (36 character limit).

Date Responded — Enter a response date if applicable using the calendar icon.

An example of a completed section is shown.

Control Center > Corr. Received Log Log > C Received

New Correspondence Received  Select an action... v

)

Time Receive d
Subject
Date Responded

[ General | status || Log information || Source Document || Remarks |[ Details |[ 1ssues || Attachments

Schools Development Auth

Epic Management, Inc.

William Costello = X
Jul &, 2012 =

10:56

Memo received from contractor

Primavera Contract Management

El o Trusted sites | Protected Mode: Off 5 v ®10% -

Contract Management User Manual
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B. Status Tab

Control Center > Corr. Received Log Log * Correspondance Received

New (ﬂrrESEDIIdEII(E Received Select an action... ~

[ General If|| status W lng Information ][ Source Document ][ Remarks ][ Details H Issues ][ Attachments. ]

gal in Court <none selected>

Priority Nermal

Status New Item -

EEE

Ball in Court — If desired, an overall responsible party for the Transmittal can be chosen by
clicking the select button.

e Priority — Normal is the default, but can be changed to High or Low as necessary.

e Status — New Item is the default. Use the pull down list to choose another option as needed.
For example, when the item is complete, the Status should be changed to Closed.

C. Log Information Tab

Control Center > Corr. Received Log Log > Correspondence Received

New Corr d . lagt an action...

Number 00005

Entered by Jennifer Irizarry

Manually Entered yes

e Number - Contract Management automatically provides the next available number when
the document was generated. Do not change this number.

e Entered by — Contract Management automatically enters the login name of the user.

e Manually entered — Yes indicates that the entry was created directly from the
Correspondence Received Log. If the document is electronically created by Contract
Management, the entry will be No.

Contract Management User Manual Page 20 of 29 Created: 6/1/07
Section 11 — Correspondence Sent and Received Revised: 11/21/12



D. Source Document Tab

The source document is the document from which this Correspondence Received entry was
created. The source document can be a document within Contract Management, such as a
Request for Information that was e-mailed from Contract Management, or it can be a document
that was created outside of Contract Management, such as a Word or PDF document.

Control Center > Corr. Recaived Log Log * Cerrespondence Received

Mew Correspondence Received Selectan action... =

General I }[M}[ Log Information U Source Document ' Remarks “’ Details ][ Issues ]( Attachments ]
Type -
Item Number
Date =
1

Item Status -
Description
Spec Section -

Cost 0.00

e Type - The classification for the document that was sent. If this is a new document, select
its type from the drop-down list. This field can be modified if the document was entered
manually. It cannot be modified if the document was created from within Contract
Management.

e Item Number - For documents created by another document, Contract Management uses
the number that identifies the source document, such as the meeting number or contract
number. You can edit this number if needed.

e Date - The date the source document was created. This can be changed by clicking the
calendar icon.

e Item Status - Use the drop-down list to select a status for the document.

e Description - Enter a brief description of the correspondence item sent (80 character
limit).

e Spec Section — If applicable, select the specification section that best describes this
document from the drop-down list.

e Cost - If applicable, enter the cost associated with the subject of this document. This
field cannot be modified if the document originated in change management.

An example of a completed section is shown.

Control Center > Corr. Receives

Log > Correspondence Received

New Correspondence Received  Select an action... -

|@| General )(m}‘ Log Infarmation ” Source Document “ Remarks ][ Details ” Issues “ Attachments ]
—— | Tvpe Correspondence Received -

| Q:QJ | Item Number 24

|§| Date ul 3, 2012 |

Item Status Approved as Noted -
Description Documents returned for review
Spec Section 02100 (Site Remediation) -

Cost 0.00

0000000000000 ]
-
Contract Management User Manual Page 21 of 29 Created: 6/1/07
Section 11 — Correspondence Sent and Received Revised: 11/21/12



E. Remarks Tab

Control Center > Corr. Received Log Log > Correspondence Recaived

New Correspondence Received Select an action... -
” General ] Status " Log Information ]" Source Document lf Remarks || Details ” Issues V Attachments W

Additicnal Remarks

Documents returned for review.

s

e Remarks - Enter any applicable details about the correspondence received in this field
(4000 characters).

F. Details Tab

Control Center > Corr. Received Log Log > Corr dence Received

New Correspondence Received Select an action... ~

pr——
” General ] Status " Log Information W Source Document W Remarl W Details Mlssues W Attachments 1
A

Contract = l

@

Reference Log Number 00005

e Contract - If applicable, select a Contract using the select button.

e Change Management Number — If this document was generated from change
management, the change management number displays in this field. It cannot be
manually entered.

e Reference Log Number — Contract Management increments this field when a
document is sent to the Correspondence Received log. Do not change this number.
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G. Issues Tab

Control Center > Corr. Recaived Log Log > Correspondence Recaived

New Correspondence Received Select an action...

General || Status |’ Log Information W Source Document V Remarks ] Deta\l! |’ Issues ] Ftta\:hmems
| « J

=8

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

e 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 Correspondence. Once you click the select link, you
will return to the Correspondence document.

Select Issues help
e
Issues
Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other
ﬁ’ select Discovered Underground Storage Tank (EW0001)

An example of a completed section is shown:

Control Center > Corr. Received Log Log > € Received

Correspondence Received: Memo received from contractor | 07/06/2012 Select an action... -

General || Status |’ Log Information W Source Document ]f Remarks W Details W Issues ]" Attachments W

[ tnk |
@ Issue Title and Code

» Discovered Underaround Storage Tank (EW0001)

unlink

%
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H. Attachments Tab

e To attach supporting documentation, click the Attach File button.

Control Center > Corr. Received Log Log > Correspondence Received

Correspondence Received: Memo received from contractor | 07/06/2012

‘Select an action,
e

|@| ( Genersl ] Status [ Log Information ]( Source Document
= ) |

|

@| l Attach File I Attach URL

‘ Subject

| File Size | Date Attached

Attached By

4| Attachment

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

Attach File

help

Attachment * [

Subject

* Required

| Location NISCCTRM-Attachments -
Date Attached May 29, 2012

Attached By Jennifer Irizarry

Browss...
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e 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.

=)
« [ ¥4 Search Desktap ol
[ 4]

=- 0O ®

-

-
& Choose File to Upload

P
(s B Desktop »
Organize = MNew folder

P — | Microsoft Word 97 - 2003 Docum...

W[ Favorites

Proposed Training Initiatives
Deskt:
B Desktop @ i Microsoft Werd 97 - 2003 Docum...

4 Downloads =\ 130 KB
alifecntilace | FemereNSDAGOY
= re Internet Shortcut
w4 Libraries F.] 15 b‘~t§
@ Documents report
J} Music Adobe Acrobat Document
M 336 KB

|2 Pictures —

Vid section 5a updates
B videos Microsoft Word 97 - 2003 Docum...

——1| 336 KB

] :
1% Computer f— Y WEBMAIL
| & Local Disk (C) I_ﬁg Internet Shortcut
G jirizarry (Visanfsty = 118 bytes
File name: report = | AllFiles (*.7) ~
I Open Iv I Cancel

«

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 I‘ntemerExpl_orer- —
Attach File

Attachment * C:\Users\jirizarry\Desktop\report.pdf

help

Browse...

—— Subject Report

Location NISCCTRN-Attachments
Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required
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e The attached file displays in the Attachments section.

Control Center > Corr. Received Log Log > Correspondence Received

Correspondence Received: Memo received from contractor | 07/06/2012  Select an action... ~

[P e T e | e e e g e—

[ Attach File 7l Attach URL |
E@ ‘ - | Attachment | Subject | Location | File Size Date Attached Attached By
—@ @ =4 report vendor.pdf Eiles from Vendor NISCCTRN-Attachments 33 KB Jul 6, 2012 Jennifer Irizarry 1L

[ save || cancel |

When all fields are completed, click the Save button at the bottom of the document window.

Control Center > Corr. Received Log Log > Correspondence Received

Correspondence Received: Memo received from contractar | 07/06/2012 Select an action... -

@,| ”ngeral ] Status |’ Log Information Wf Source Document |f Remarks Wf Details ”’ Issues ]f Atta\:hmenlsw

| Attach File | | Attach URL |
@ ‘ | Subject ‘ Location | File Size Date Attached Attached By

=
|@l | B @ repont vendor.odt Files from vendor NISCCTRH-Attachments 33ks 1ul6, 2012 Jennifer Irizarry remove

%
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V. 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

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

Add Document
Delete Document
Version Document

a

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.

Correspondence Received: DCA: Cmnts Code Discrepancies | 03/01/2010  Select an action... ~

[ General ][ Status ][ Log Information ][ Source Document ][ Remarks ][ Details ][ Issues ][ Attachments “’ Versions ]

1 show all versions
F Version User Account | Date

1.0 Jennifer Irizar Oct 25, 2012 2:05 PM
- Y
@
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V1. SENDING A DOCUMENT TO THE CORRESPONDENCE RECEIVED
LOG FROM WITHIN CONTRACT MANAGEMENT

Contract Management allows you to manually send any document to the Correspondence Received log.

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

ORACLE Primavera Contract Management Change Group  Print  Help  Logout

Welcome, Jennifer Irizarry May 29, 2012

Contract Management Control Center

@llErojent hd Workspace:  (My Workspace) - N
|:‘ Actions &% Alerts @
! High 0 ?  High 268
+  Normal o + Nermal o
4 Low 0 4 Low 0

Last System Refresh: May 28, 2012 1:00:25 AM EDT

Prepare Reports ™ Prepare Reports =
o B 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment
g z:z:;; [ 01 - Single project Status Report - Internal ... [ 0z - Mutti-project Dailv Reports - Past 7 Dav...
& oroser B 02 - Issues Log by Project (r is Oisda all) [ 24 - school Type Report - Regional (m_proj sc...
g 2:2 z; B 26 - Multi-Project CCD Report - Executed in t...
[ o1osss

E 010587 -E3 3 (.
[ 010810 - Phi

E 010817 - New
& 010612 - Nex —
« . v
Primavera Contract Management  Trusted sites | Protected Mode: Off 43 v ®100% -
= e ——T

2. Select your desired project.

‘Contract Management Control Center

All Projects -

B8 % = [

Waorkspace: (My Workspace) - % @

o Actions 2% & Alerts I8 &

(0 Project Information

] Communication

! igh 0 !  High 268
i [#-[Z3 change Order Management * Normal 0 * Normal 1]

3. Open the desired folder (a list of modules will display) and select the desired folder. The
Telephone Logs module has been selected in the example shown.

Communication
B Trensmittals

[ Request for Informaticn ! High o ! High 269
[ netices ¢  Normal o * Normal 0
|8 Nencomplisnce Natices

[#) LettersiDoc. Templates 4 Low o 4 Low 0

Cor. Sent Log
@ Corr. Received Log Last System Refresh: July 6, 2012 1:01:52 AM EDT
Bt meeting Minutes
[ PermitsDCA Inspections
[B] Tei=phone Logd

B setey Prepare Reports =) Prepare Reports B

L |

0000000000000 ]
-
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4. Select the desired document from the log view by clicking the blue document link.

Control Center > Telephone Logs

: - 2
Telephone Logs  Select an action... = fad e Layout: <my layout> =

|‘ = ‘ ‘ Subject Date | Time Number To To Name To Phone Ballin Court
# L Storzas Tank May 30, 2012 13:58 i Dandic Construction Cs, Inc Dilip varghass (732) Se0-s600

€]
)
(=

5. With the desired document open, choose Send to Corr Rcvd from the drop down list on the
Select an Action menu on the top of the screen. You will not see a message to indicate that the
document has been sent to the Correspondence Received log.

Control Center > Teleohone Logs Log > Telephone Record

Telephone Record: Underground Storage Tank | Dilip Verghe

n.. v
an action...
General |[ status |[ Description || Deteils |[ 1ssues |[ Attefbm|Edit Document
Frint Form

zubJ::t ll.lndergruund Storage Tank E;C%E;:E‘::Tr\st X
Telephone Call to: RWdH
e e |

g
6. To verify that the document has been sent, return to the Control Center. Open the

Communication folder (a list of modules will display) and select the Corr. Received Log.

e mamm e e
Ba Communication

@ Transmittals

@ Request for Information
- [#] Motices

@ Nencompliance Notices
@ Letters'Doc. Templates
[} Com. Sent Log
| Com. Received Log|
- 8] Meeting Minutes
@ Permits/'DCA Inspections
@ Telephone Logs

[} safety

!

7. When the Correspondence Received Log displays, the document will be listed. In the example
shown, the telephone log now shows as part of the Correspondence Received log.

Control Center > Corr. Received Log
Corr. Received Log  Select an action... = Find P Layout: <my layout> -
[ subject Date Received | Time Received Type To To Contact —_
Ef Jule, 2012 11:28 Telephone Record DandK Censtruction Ca, Inc Dilip Verghese Nevw Jersey Schocls DE'.E\G;\I
ElE Jule, 2012 10:56 T merrieTs R d  Newlesey Schools Development Auth Aaron Goss Epic Management, Inc,
g DCa: cA Mar 23, 2010 DCA Parmit New Jersey Schoals Development Auth New Jersey Dept of Commur
ElE Mar 1, 2010 pca New Jersey Schools Development Auth To Be Determined 1 Department of Communil
B © pca:ca:Removsl 13K UST Dec 22, 2008 DCA Permit Neve Jersey Schocls Development Auth
5 Oct 21, 2009 DCA Permit Riaw Jarzmy Schools Davelopment Auth To Be Determined NJ Department of Communit
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