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I.  Permit/DCA Inspections Overview

This module will be used to capture permit information. It will enable users to monitor the status and
expiration information about each permit entered in the system.

Il.  Add a Permit/DCA Inspections 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 -

Workspace: (My Workspace) - % E
BRI %A
[ Al Projecty B Actions 2%l Alerts HETRIC
[l 000114 - Number 7, Grant E-5. (Passaic City) H
[E] 000487 - Hubbard M.5. (Plainfield) =
-[E] 000804 - Peterstown ES. #2 (Elizabetn)
-[E] 000810 - John Marshall E.S. #20 (Elizabeth) ! High o ! High 268
-[E] 000811 - Elizabetn H.S. (Elizabstn) ¢ Normal T +  Normal o
-[E] 000702 - John F. Kennedy H.S. (Faterson)
- 010089 - New pre K-8 £27 (Elizabeth) 4 Low 0 4  Low o
[ 010020 - New pre 168 #28 (Elizabetn)
[E] 010091 - Dr. Albert Einstein #29 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM EDT
[E] 010522 - New MS (x01) (Long Branch)
-[E] 010554 - Memorial H.S. (West New Yor)
-[E] 010556 - Number 3 E 5. (West New York)
-[E] 010557 - Number 4 E.S. (West New York) Prepare Reports % Prepare Reports %
-[E] 010589 - Number 2 £.5. (West New York)
-[E 010582 - Union City ECC [Schiemm) [ 01 - Project Status Report - External Use (r ... B 0L - Multi-Project Pending Pavment Requisitio...
B 010571 - [OP] Union City HS & Athletic Complx [ 01 - Single Project Status Report - Internal ... B 02 - Multi-Project Daily Reports - Past 7 Dav...
[ 010580 - Number 24 E-5. (Jersey City)
[E 010881 - PS #20 (Jersey City) [ 02 - Issues Log by Project (r is Oisda all) [ 24 - school Type Report - Regional (m_proj sc...
-[E] 010587 - ECC 03 (Jersey City)
] 010893 ECC 13 erey Gity) B 25 - Multi-Project CCD Report - Executed in ...
-[E] 010584 - ECC 14 ersey City)
‘[ 010597 - ES 2 {lersey Tity)
-[E] 010810 - Phillipsourg Early Childhood Center
[ 010817 - New Science Park HS (Newary)
[ 010818 - New First Avenue (Newark) <
PR i ] »

Primavera Contract Management «/ Trusted sites | Protected Mod
W

— = ——

2. Select your desired project.

Contract Management Control Center
@llifoiects — e | Workspace:  (My Workspace) - Q\\@ = ‘
& | % = |
0V - Arthur L Johnson HS (Clark Township Actions Z28Gg Alerts IR &

(£ Project Information

(#-[Z] Communication

[-[Z) Contract Informaticn ’ . ' ~

- (1] 268
@8 Logs !  High !  High
[#-[Z]] Change Order Management . Normal 0 * MNormal (1]

0000000000000 ]
-
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3. Open the Communication folder (a list of modules will display) and select Permit/DCA

Inspections.

[T
Ba Cemmunication
. ] Transmittals

[#] Request for Information
@ Motices
@ Nencomepliance Motices
@ Letters'Doc. Templates
- ] Com. Sent Log

[#) corr. Received Log
@ Meeting Minutes

Permits/DCA Inspections|

@ Telephone Logs
@ Safety

4. The Permit/DCA Inspections log view displays

permit document.

. Click the Add Document button to add a new

Control Center > Permits/DCA Inspections

Permits/DCA Inspections  Select an action... -

Find

F2
= Layout: =my layout>

|De5criptiul| Inspection/Permit | Contract

Ballin Court

5. The Inspections/Permits document displays. It is divided into several sections.

New Inspections/Permits Select an action... «

Inspection/Permit *

@ Description
‘ @ Coordinator <none selected>

* Required

’@‘ [ General |[ status || Inspection/Permits Items || Details |[ Issues |[ Attachments |

=y
I ———
I —
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A. General Tab

New Inspections/Permits  Select an action... «

’@‘ |' General ]|' Status ]|' Inspaction/Parmits Items ]|' Details ]|' Issues ]|' T R ]

Inspection/Permit *

@ Description
‘ @ Coordinator <none selected> E x

* Required

e Inspections/Permits — Enter a date in this field (8 character field). Date must be entered
as mm/dd/yy format. This is a required field.

e Description — Enter a description for this permit (80 character field). The description
will identify the area of the building in which the inspection took place or will be a
generic description of the inspection type.

e Coordinator — If desired, click the select button next to the field to choose a coordinator
from the contact list.

An example of a completed section is shown:

New Inspections/Permits  Select an action... -
AZ) |' Genera I ][ Status ]|’ Inspection/Permits Items -"' Details “’ Issues ]f Attachments -]
L Inspection/Permit * 09/01/12
@‘ Description First Floor East Wing
@ Coordinator <none selected> EI b 4
i3
|
fl * Required
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B. Status Tab
|

New Inspections/Permits  Select an action... «

[ General |[ status | inspection/Permits items |[ Details || Issues |[ Attachments |

Ball in Court <nane selected> =

Priority Mormal -

B/«

e Ball in Court - If action is required, click the select link next to the field to choose a

contact from the contact list. This can also be set on an Inspection/Permit Item (see
Section C).

e Priority — Will default to Normal, but can be changed to High or Low as desired.

C. Inspections/Permits Items Tab

To add items to this document, click the Add button.

New Inspections/Permits  Select an action... -

’@, |' General ]" Status ]" Inspection/Permits Items ]" Details ]" Issues ]" Attachments -]

g l | Add |I
o~ | Item No. |M Ball in Court | BIC Contact | Opened | Required Closed HNotes Priority ‘ |
|
@
l
L
|
E————
0000000000000 ]
-
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A blank Inspections/Permits Item displays. There are several sections in this item:

Inspections/Permits Item help  »
| Spelling | ﬁ @‘ @

Opened

Closed

Priority

Status

Inspections/Permits Item

Item No. *
&=
Required iz
=

Ball in Court <none selected> EI

Oct 1, 2012

m

Normal -

New Item -

Notes

~SDA Data top of page
Inspection Of EI »
Inspection Type EI b4
Item Type EI X

Item No. — Contract Management automatically sequentially numbers each item. Do not
change this number. This is a required field.

Opened — Will default to the current date. If this is incorrect, click the calendar icon to
select another date.

Required — This date field is not automatically populated. Click the calendar icon to
select a date. Per the NJ State Uniform Construction Code (UCC), this date should be
three days after the Opened date.

Closed — When the item is closed, click the calendar icon to select a date.

Ball in Court — If action is required, click the select button next to the field to choose a
contact from the contact list. If this Ball in Court item appears in a users’ Actions list on
the Control Center, clicking the link will directly open this Inspections/Permits item.
Priority — Will default to Normal, but can be changed to High or Low as required.
Status — Do not change the default of New Item.

Notes — Enter any applicable notes for this item (4000 character field).
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Scroll to the SDA Data section and complete the following:

“SDA Data & top of page  |*
Inspection Of EI »
Inspection Type EI »
Item Type EI x

Permit Number

e Inspection Of — Identifies the category of the item being inspected. Click the select
button next to the field to choose an option.

e Inspection Type — Offers further description of the category. Click the select button
next to the field to choose an option.

e Item Type — Identifies if this item is an Inspection or Permit.

e Permit Number — Enter the document number of the inspection or permit (50 character

field).

An example of a completed SDA Data section is shown:

T -
“SDA Data ﬁ top of page
Inspection Of EI 5
Inspection Type EI X
Item Type EI 5
Permit Number BP63974-10|
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Scroll to the Issues section and complete the following, if applicable.

Note: Issues can also be linked at the Inspections/Permits document level in addition to this
Inspections/Permits Item level.

“Issues &7 top of page

L Link |

|t

Issue Title and Code

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

| Select Issues help

Issues
Al ABCDEFGHIJKLMNOPQRSTUVWXY Z Other

Defective Walkway Material (WM1)
== Underground Starage Tank (UST1)

[ Gancel |
The Issue now shows in the Issues section of the item.
“Issues @‘ top of page
| Link |
Issue Title and Code
& Underground Storage Tank (UST1) unlink

1
-l
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Scroll to the Attachments section and complete the following, if applicable.

Note: Attachments can also be linked at the Inspections/Permits document level in addition
to this Inspections/Permits Item level.

e To attach supporting documentation to this Inspections/Permits Item, scroll to the

Attachments section and click the Attach File button.

|~ Attachments @ top of page
Attach Fila | | Attach URL |
A | Attachment | Subject File Size | Date Attached Attached By

m

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

Attach File

Attachment * [
Subject
Location
Date Attached

Attached By

* Required

NISCCTRM-Attachments -
May 29, 2012

Jennifer Irizarry

Browss...

e The Choose File window will display. Navigate to the desired file location, click on the
file to highlight it, and click the Open button.

| Recent Places

mn

74 Libraries
@ Documents
J’) Music
[&5] Pictures
B videos

18 Computer
&, Local Disk (C)

f WEBMAIL
# Internet Shortcut
8 jirizarry (\\sanfs\ ™ 118 bytes

File name: report

4 M
& Choose File to Upload ﬂ
Y
(L) [ esktop » ~ [ ||| Search Desktop 2|

Organize = New folder B~ O @
- =;| Microsoft Word 97 - 2003 Docum... -
0 Favorites T
Proposed Training Initiatives
Deskt
B Desktop @ ﬁ Microsoft Word 97 - 2003 Docum...
4 Downloads — | 730 KB

» Remote NJSDA.GOV
Internet Shortcut
115 bytes

report
Adobe Acrobat Docurnent
A 336KB

section D3 updates
Microsoft Word 97 - 2003 Docum...
336 KB

[

o

+ | AllFiles () -
Open | Cancel
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e 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.

(@& hitpsy//dev2pe.njsdagov/ - Attach File - Windows Internet Explorer ==
Attach File help
Attachment * C:\Users\jirizarry\Desktop\report.pdf Browse:
B Subject Report
»
Location NISCCTRM-Attachments «
Date Attached  Jun 19, 2012
Attached By Jennifer Irizarry
* Required

e The attached file will display in the Attachments section.

“Attachments @ top of page
| Attach File | | Attach URL |
. | Attachment | Subject | Location | File Size Date Attached Attached B
L
i @ = report.pdf ~ DCA report 0850-005-04-000V 33 KB Oct 1, 2012 Jennifer Irig

m

4

I

When completed, scroll to the bottom of the screen and click the Save & Add Another button to
add another item or the Save & Close button to save changes and return to the Inspections/Permits

document.
< Attachments @ top of page
| Attach File | | Attach URL |
. | Attachment | Subject | Location | File Size Date Attached Attached B
|
@ B‘u report. pdf DCA report  0850-005-04-000V 33 KB Oct 1, 2012 Jennifer Iriz]

m

<

I

* Required

T (T

‘
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An example of a completed Inspections/Permits item is shown:

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -
|
@ ( General ][ Status ][ Inspection/Permits Items ][ Details ][ Issues ][ Attachments ]
[
Ui @ [ add |
4 | Item No. Status Ball in Court BIC Contact | Opened | Required Closed Notes Priority Inspection Of | Insp
@ I—g’ 00001 MNew Item Oct 1, 2012 Normal Building Final
4 1 2

E. Details Section

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -
[AZ) |' General ]|' Status ]|' Inspection/Permits Items 1( Details ]|' Issues ]|' Attachments ]
A
Contract & X

Change Management Mumber

e

——

e Contract - If this inspection or permit is related to a specific contract, click the select
button next to the field to choose the associated contract.

¢ Change Management Number — Will be automatically populated if Change
Management is initiated from this document.
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Contract Management User Manual
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F. lIssues Tab

If this Inspections/Permits document relates to an Issue that was previously entered in the

Issues log, it can be linked to this document. Click the Link button and choose the desired
issue from the dialog box.

Note: Issues can also be linked at the Inspections/Permits Items level in addition to the
document level.

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -

@ [ General |[ status | inspection/Permits Ttems || Details | Issues |[ Attachments |

Ly Link |

|
| @ | Issue Title and Code

&)

Primavera Contract Management

 Trusted sites | Protected Mode: Off

G- ®100% -

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

| Select Issues help

P—

Issues
Al ABCDEFGHIJKLMNOPQRSTUWVWXY Z Other

Defective Walkway Material (WM1)
== Underground Storage Tank (UST1)

a |
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The Issue now shows in the Issues section of the document.

Inspections/Permits: First Floor East Wing | 05/01/12  Select an action...

-

I [ General | status | inspection/Permits items |[ Details || Issues |[ Attachments |

[ unk |

G. Attachments Tab

&

=Y

I Issue Title and Code |
I > LUnderground Storage Tank (UST1) unlink '
e To attach supporting documentation, click the Attach File button.
Note: Attachments can also be linked at the Inspections/Permits Items level in addition
to the document level.
Inspections/Permits: First Floor East Wing | 09/01/12 Select an action... -
[ General |[ status | inspection/Permits ttems | Details | ssu=s || Attachments |
’—‘ f=P Attach File | | Attach URL |
% - Attachment | Subject | File Size | Date Attached Attached By |
|
——
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e Click the Browse button to navigate to the document you wish to attach.

Attach File help

Spelling

Attachment * [ Browse...

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

Attached By Jennifer Irizarry

* Required

e The Choose File window will display. Navigate to the desired file location, click on the
file to highlight it, and click the Open button.

r B
€ Choose File to Upload ﬂ
P
wu |- Desktop » - |" | | Search Desktop o

Organize v MNew folder B - [ @
. - ::l Microsoft Word 97 - 2003 Docum... -
[ Favorites ¥
Proposed Training Initiatives
B Desktop 3 Microsoft Ward 97 - 2003 Docum...
& Downloads —| 730 KB
il Recent Places - . Remote NISDA.GOV
= Internet Shortcut
7l Libraries 115 bytes
@ Documents report
J3 Music Adobe Acrobat Document
. ____A336KB
[&=] Pictures L
vid section Ja updates
B video: @ é Microsoft Word 97 - 2003 Docum...
—1 336 KB
L' -
M Computer (_ | WEBMAIL [
&, Local Disk (C) ﬁ Internet Shorteut
S jirizarry (\\sanfs\ ~ 118 bytes s

File name: report -

[
L
[ Open |v] Cancel I

0000000000000 ]
-
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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://devZpe.njsdagov/ - Attach File - Windows Internet Explorer

Attach File

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

help

Browse...

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

|

Attached By Jennifer Irizarry

* Required

el

e The attached file will display in the Attachments section.

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -

ﬁ |' General ]|' Status ][- Inspection/Permits Items ]( Details ]( I[ssues ]( Attachments ]

Y
Attsch File J | Attach URL J
@ - | Attachment | Subject | Location | File Size | Date Attached Attached By
- @ Eﬂ report.pdf Report 0850-005-04-000V 33 KB Oct 1, 2012 Jennifer Irizarry remove
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When all fields are completed, click the Save button at the bottom of the screen.

| Control Center > Parmits/DCA Inspections Log > Inspections/Permits

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -

[ General |[ status || inspection/Permits items |[ Details |[ Issues |[ Attachments |

Inspection/Permit *  09/01/12

Description First Floor East Wing
Coordinator <none selected= EI x l

* Required

Primavera Contract Management iF +/ Trusted sites | Protected Mode: Off d3 o E10% v

r
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I1l.  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

W Print Preview
Advanced Print
Send to Corr Sent

A

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.

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -
f General || Status ][ Inspection/Permits Ttems ]( Details ]( Issues V Attachments ]|' Versions ]
"
= 1 show all versions
‘@ ‘ - | Version | User Account Date
&
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IV. Initiate Change Management From a Permit/DCA Inspections Document

If it is necessary, Change Management can be initiated from a Permit/DCA Inspections 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

B % |

010091
E 010522 -
E 010584 -
-] 010588 -
-] 010557 -
-] 010558 -
-] 010882 -

- & 010571

[ 010581

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

- Peterstown E.S. #3 {Elizabeth)

- John Marshall E.5. #20 {Elizabeth)
- Elizabeth H.S. (Elizabeth)

- John F. Kennedy H.S. {Patersan)

- Mew pre K-8 #27 (Elizabeth)

- Mew prs K-8 #28 (Elizabeth)

- Dr. Albert Einstain #29 (Elizsbath)

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] Unien City HS & Athletic Complx
010580 -
- PS #20 {Jersey City)

E o1os87 -

& 010593 -
-] 010584 -
-] 010587 -
-] 010610 -
- &) 010817 -
- & 010618 -

Number 24 E.S. {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
+  MNormal o
4 Low o

Prepare Reports

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

Workspace:  (My Workspace)

Alerts :@ %
! High 268
* Normal 0
4 Low o

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...

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

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

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

Primavera Contract Management
T

J Trusted sites | Protected Mod

— ————— T
2. Select your desired project.
Contract Management Control Center
| éiiBiiscts, — i ‘ Workspace:  (My Workspace) - % =) |
B85 |E |
Actions 2SN e Alerts HUTE SRS
-[{]] Communication
-([£1] Contract Information =
b ! High 0 ! High 268
[} (2] Change Ordes Mansgement * Normal 0 + Normal L1}

3. Open the Communication folder (a list of modules will display) and select Permit/DCA
Inspections.

Lt g ¢ e e

E-£5 Communicaticon

- [B] Motices

Permits

B safely

- [#] Transmittals
@ Request for Information

@ Moncompliance Notices
- ] Letters/Doc. Templates
- [#] Com. Sent Log

- ] Com. Received Log

@ Meeting Minutes

T
- @] Telephone Logs
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4. The Permit/DCA Inspections log view displays. Locate your desired document and click the
blue title link to open it.

Control Canter > Permits/DCA Inspactions

Permits/DCA Inspections

Select an action...

- Find

Fz
= Layout: <my layout

| Description

Inspection/Parmit | Contract

Ballin Court

—
@
%Flrst Floor East Wing

@)

09/01/12

5. The Inspections/Permits document displays. With the document open, click the drop down
arrow on the Select an action menu on the top of the screen, and choose Initiate CM.

Control Center > Permits/DCA Inspections Log > Inspections/Permits
|

Inspections/Permits: First Floor East Wing | 09/01/1F | Select an action...

- l
Select an action...

|' General ]" Status ]" Inspection/Permits Items 1" Dathi

13 Edit Document q

O2gB)

Inspection/Permit  09/01/12
Drescription First Floor East Wing
Coordinator <none selected=

Warsions

Print Form

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

Add Document
Generate Transmittal
Delete Document

Initiate CM k

\ [version Document | J
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6. A Change Management document displays. The following fields were populated from the
Inspections/Permits document when the Initiate CM command was selected.
e General Tab - Title (from the Permit Description field)
e Remarks Tab - Remarks (Permit Description and Number (from the Permit Description field)
e Details Tab - Referenced Document (a link to the Inspections / Permits document)

Control Center > Change Management Log > Change Management % Return to Inspections/Permits
Change Management: 00132 | First Floor East Wing  Select an action... -
EI General Status ]l’ Budget 1" Commitments 1" Remarks 1" Documents by Phase ]l’ Details 1" SDA Data N‘ Issues 1" Attachments ]l’ Versions ]
Number 00132
Dated Cct 19, 2012
Title First Floor East Wing
Phase Estimated Cost Quoted Cost Negotiated Cost Final Cost Projected Cost
Budgeted $0.00 40.00 50,00 40.00 40.00
Committed $0.00 £0.00 $0.00 $0.00 $0.00
Control Center > Change Management Log = Change Management % Return to Inspections/Permits
Change Management: 00132 | First Floor East Wj Select an action... -
5 |’ General 1" Status ]l’ Budget 1" Commitments Remarks Documents by Phase ]l’ Details 1" SDA Data N‘ Issues 1" Attachments ]l’ Versions ]
Additional Remarks
@ Description : First Floor East wing o
Number : 09/01/12
—
@
Control Center > Change Management Log > Change Management % Return to Inspections/Permits
Change Management: 00132 | First Floor East Wing  Select an action... -
5 |’ General 1" Status ]" Budget 1" Commitments 1( Remarks 1( Documents by Phase I Details I SDA Data 1[ Issues 1[‘ Attachments -]" Wersions ]
Reason for Change
Scope Out of Scope
Referenced Document  © First Floor East Wing (09/01/12)
Activity [D

7. Continue to follow the described Change Management processes as contained in Section 27-30 of
the Contract Management User Manual.
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V. Closing an Inspections/Permits Item

As Inspections/Permits items are completed, their status should be changed and the item should be
closed.

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 Frojects ie Workspace:  (My Workspace) - A

BE[% -

- Humber 7, Grant E.S. (Passaic City)
- Hubbard M.S. [Plainfield)
- Peterstown E.S. #3 {Elizabeth)

Actions A& @ Alerts Ih & &

o »

DODE10 - John Marshsll E.5. #20 (Elizabath) ' High 0 ! High 268
[=] 000811 - Elizabeth H.5. (Elizabath) ¢ Normal o ¢  Normal o
E=] 000702 - John F. Kennedy H.5. (Paterson)

&= 010083 - New pre K-8 #27 (Elizabeth) ) Low o 3 Low [

- ] 010080 - New pre K-8 #28 (Elizabeth)
- 010081 - Dr. Albert Einstein #28 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AMEDT
-] 010522 - New MS (01} (Long Branch)

- [Z] 010554 - Memorial H.5. (West New York)
-] 010556 - Number 3 E.5. (West New York}

01057 - Numiser & E.S. (West New Yerd) Prepare Reports N Prepare Reports S
EZ] 010559 - Number 2 E.S. (West New York)
=] 010582 - Union Gity ECC (Schiemm) Y 01 - Project Status Report - External Use {r ... [ 01 - Multi-Proiect Pending Payment Requisitio...
- 010571 - [DF] Unien City HS & Athlstic Compl
. g o10ss0 [N::m:":: E't;: {JMYC;: mebe D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Day...
- - Jersey Cif - Issues Log roject (r is Olsda al - School Type Report - Regional (m proj sc...
(] 010581 - PS #20 (Jersey City) B o2-1 Log by Project ( Oisda all) [B 24 - School Tvpe Report - R | (
-] 010587 - ECC 02 (Jersey City)
&) 010592 - ECC 12 Jersey City) [ 26 - Multi-Project CCD Report - Executed in t...
010594 - ECC 14 (Jersay City)
EE) 010597 - ES 2 (Jersey City)
[EZ] 010810 - Phillipsburg Early Childhood Center
EEl 010817 - New Science Park HS (Nawark)
-] 010818 - New First Avenue [Newark) <
4 7\ I ]
Primavera Contract Management «/ Trusted sites | Protected Mod
———— = — = —— W

2. Select your desired project.

‘Contract Management Control Center

| All Projects - v: | Workspace:  (My Workspace) - R @ ‘
&% = -
B /- Asthur L Johnsen HS (Clask Township I Actions giNleg Alerts %@

{20 Project Information
(Z] Communication

(£ Contract Informatian ' 5 ' -
B Lo ! High 0 ¥  High 268
i [#-[Z] change Order Management * Normal 0 * Normal 1]

3. Open the Communication folder (a list of modules will display) and select Permit/DCA
Inspections.

[P .
Ba Communication
@ Transmittals
- ] Request for Information
- ] Motices
@ Moncompliance Notices
@ Letters’Doc. Templates
- ] Com. Sent Log
- ) Com Received Log

[ Meeting Minutes

@ Telephone Logs
@ Safety
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4. The Permit/DCA Inspections log view displays. Locate your desired document and click the
edit icon to open it.

Control Canter > Permits/DCA Inspactions

- ) 2
Permits/DCA Inspections  Select an action... - Find w:s Layout: <my layout

Q | Description

’, @ % First Floor Esst Wing

Inspection/Parmit | Contract Ballin Court

09/01/12

5. The Inspections/Permits document displays. Click the Inspection/Permits Items tab. Locate
the item you wish to update and click the edit icon to the left of the title to open it.

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -

@ [ General |[ status |[ Inspection/Permits Items || Details |[ Issues |[ Attachments || versions |

add |
@ 4 | I[tem No. Status Ball in Court BIC Contact | Opened | Required Closed | Notes Priority Inspection Of Insp|

dy | | L] oo
@

New Item Oct 1, 2012 MNormal Building Final

]

HB

6. The Inspections/Permits Item dialog box will display. If this item has been closed, a Closed
date must be entered by clicking the calendar icon to the right of the field.

Inspections/Permits Item help =~
2 2
Inspections/Permits Item
Item No. * 00001
Opened Oct 1, 2012 = e
| Required Oct 3, 2012 iz
> Closed Oct 4, 2012 sz
Ball in Court <none selected= EI
Priority Normal -
Status New Item - i

6/1/10
11/21/12

Created:
Revised:
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7. Click the drop down box on the Status field to choose the updated status for this item.

»

Inspections/i’ermits Item help

=97

Inspections/Permits Item

Item No. * 0ooo1

Opened Oct 1, 2012

m

Required Oct 3, 2012

Ef EF ER

Closed Oct 4, 2012

Ballin Court  <none selected> [._]

Priority Normal -
P> Status -

8. Enter any applicable comments regarding the status change in the Notes field.

Inspections/Permits Item help

-
| spelling | 2 &2
Inspections/Permits Item

Item No. * 00001

COpened Oct 1, 2012 =

Reguired Oct 3, 2012 iz
Closed Oct 4, 2012 iz

Ballin Court  <none selected> [...]

Priority Normal -

Status Closed -

Notes

P (This item has been completed -

“SDA Data ﬁ top of page
Inspection Of Building EI ¥
Inspection Type Fina EI *
Item Tvoe Inspection [ -

9. When all changes are completed, scroll to the bottom of the window and click the Save & Close
button to return to the Inspections/Permits document screen.

M
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10. The updated Status and Closed date for the Inspections/Permits Item will display in the
Inspections/Permits Items section. In the example shown, the status of the item now displays as

Closed and the date the item was closed is also displayed.

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -
General Status Inspection/Permits Items Details Issues Attachments |
| [ |/ ot | e | i | |
[ Add
@ e | Item No. Status Ball in Court | BIC Contact | Opened | Reguired Closed Notes Priority | Ing
@l Ig" 00001 Closed Oct1, 2012 Oct 3, 2012§ Oct 4, 2012 Jrhis item has been completed Normal Bui

M

¢l

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

Inspections/Permits: First Floor East Wing | 09/01/12  Select an action... -

General Status Inspection/Permits Items Details Issues Attachments |
A || ] |
[ Add
e Item No. Status Ballin Court BIC Contact ‘ Openad | Required | Closed Notes Priority Ing
Ig 0ooo1 Closed Oct 1, 2012 Oct 3, 2012 Oct4, 2012 This item has been completed MNormal Bui
P [
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VI.

Advanced Reports

There are several reports available from the Permit/DCA Inspections 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

iAll Frojects P

- - Mumber 7, Grant E 8. (Passaic City)

-] 000467 - Hubbard M.S. [Flainfield)

-] 000604 - Peterstown E.S. #2 (Elizabeth)
0Q0E10 - John Marshsll E.S. #20 (Elizabath)
[EZ] 000811 - Elizabeth H.5. (Elizsbath)

[Z] 000702 - John F. Kennedy H.S. (Patersan)
[EE] 010083 - New pra -5 #27 (Elizabetn)

-] 010080 - New pre K-8 #28 (Elizabeth)

-] 010081 - Dr. Albert Einstein #29 (Elizsbeth)

-] 010522 - New MS (x01) (Long Branch)

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

-] 010556 - Number 3 E.5. (West New York]
010557 - Number 4 E.5. (West New “ork)

[EE] 010559 - Number 2 E.5. (West New ork]
& 010562 - Union Gity EGG (Schlemm)

- B 010571 - [DF] Union Gity HS & Athletic Complx

-] 010580 - Number 24 £ 5. {Jersey Gity)

-] 010581 - PS #20 (Jersey City)

-] 010587 - ECC 02 (Jersey City)

-] 010592 - ECC 12 (Jersey City)
010594 - ECC 14 (Jersey City)

[EE] 010557 - ES 2 (Jersey City)
[EZ] 010810 - Phillipsburg Esrly Childhood Center
[EE 010817 - New Science Park HS (Newsrk)

-] 010613 - New First Avenue (Newark] -

<« [} ]

o »

Actions
! High o
* MNormal (1]
4 Llow 0

Prepare Reports

&N &

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

Workspace:  (My Workspace) -
Alerts Ih & &
! High 268
* Normal 0
4 Low 0

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

Prepare Reports e

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

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

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

B 02 - 1ssues Log by Project (r_is 0isda all)

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

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

Primavera Contract Management

«/ Trusted sites | Protected Mod

———— —

— = ——

2. Select your desired project.

‘Contract Management Control Center

All Projects

BE [ = &

Project Information
Communication

Contract Informetion

Logs

-[£1 change Order Management

3. Open the Communication folder (a list of modules will display) and select Permit/DCA

Inspections.
aa ‘C‘.ar;municat\an
- Transmittals

- ] Motices

- ] Com. Sent Log

@ Telephone Logs
@ Safety

I ———
- ———— —— — —————————— |
Contract Management User Manual

V - Asthur L Johnsen HS (Clask Township)

- ] Request for Information

- ) Com Received Log
[ Meeting Minutes

ik Actions

- Normal

@ Moncompliance Notices
@ Letters’Doc. Templates
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4. The Permit/DCA Inspections log view will display. Locate your desired document and click
the blue title link to open it.

Control Center > Permits/DCA Inspections

- ) 2
Permits/DCA Inspections  Select an action... - Find w:s Layout: <my layout

| Description Inspection/Parmit | Contract Ballin Court

%’ First Floor East Wing 09/01/12

5. The Inspections/Permits document displays. With the document open, click the drop down
box on the Select an action menu on the top of the screen and select the Advanced Print option.
You can also select the Print link on the upper right side of the screen.

ORACLE Primavera Contract Management Transmittal Queu] _Prine_fearch Help  Logout

Arthur L Joh HS (Clark T hip) (04000V) October 1, 2012

Control Center > Permits/DCA Inspections Log > Inspections/Permits

Inspections/Permits: First Floor East Wing | 09/01/12 || Select an action... -
Select an action...
[AZ} |' General ]l’ Status ]l’ Inspection/Permits Items ]l’ Deta sSpelling 7
7 ] ] Print Farm
Inspection/Permit * 09/01/12 Print Preview
: . Advanced Print
Description First Floor East Wing Send to Corr Sent
Send to Corr Rovd

Coordinator <none selected> Ell Send to Inbox
E-Mail Form
Generate Transmittal

Delete Document
Initiate CM

6. The Print — Permit/DCA Inspections window displays. Click the Reports radio button to
display the list of reports.

Print - Permits/DCA Inspections help
R_NOTEPD.PBL
01 - Open Permits (r_np_01_open) -
02 - Closed Permits (r_np_01_closed T
) Forms -
@ Reports

) Dunning Letters

Default Report: r_np_01_all

0000000000000 ]
-
Contract Management User Manual Page 27 of 31 Created: 6/1/10
Section 13 — Permits / DCA Inspections Revised: 11/21/12



7. Choose the desired report from the report window, then click one of the following buttons.

e e R T S D -
- PRy gees T—— - -

Print - Permits/DCA Inspections help

R_NOTEPD.PBL
01 - Open Permits (r_np_01_open) -
02 - Closed Permits (r_np_01_closed F

03 - All Permits (r_np_01_all

) Forms =

@ Reports

) Dunning Letters |
H

] [ | »

Default Report: r_np_01_all

I

Click Print to get a printed output.

Click Preview to see your output displayed in the window.

Click E-Mail to electronically send the output to another user.

Click Save As to save the output to your local computer or other desired location.
Click Close when finished to return to the document.
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VIIl.  Alert Subscription

Alerts allow a user to receive a notification when a document is due or past due. The notification will
display on the Control Center screen in the Alerts box. The Alerts box will provide a direct link to the
applicable Contract Management document.

1. To subscribe to the Permit/DCA Inspections alert, select the Requests and Access Forms
link under the Contract Management Login section of the Contract Management Splash

Page.
) 2 STATE oF NEw JERSEY
el
&) ScHOOLS DEVELOPMENT AUTHORITY
I ,_}_L‘ PRIMAVER A
Welcome to Contract Manager 12.1 3P3
. Bookmark Me!
=P Contract Mlanager Login: What is New
» Login MEWV- Effective May 16th. Contract Manager reparts
¥ Login Reuuirementsﬁl available for multiple project reporting have been
» Request and Access Forms (Mew User enhanced. These updates will include the numbering and
Lost Password. Delete F‘.equést Others) re-ordering of reports based on frequency of use. Click

2. Select the Alert Subscriptions option.

oy STATE OF NEW JERSEY

U’ )SCHOOLS DEVELOPMENT AUTHORITY

- PRIMAVERA

Please make your selection:

O Mew User

O Lost or Forgat Passwaord

O Modify Access

(O Change/Madify User and Contact Info

' Request a Custom Report

(O Request a Letter Template

(O Request a Global Layout

() Request to Delete a Primavera Document
| &) Alert Subscriptions |
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3. The Contract Management Alert Subscription page will display. Complete the contact
information at the top of the page. To subscribe to the Permit/DCA Inspections alert, click
the Yes box located to the right of the Inspections/Permits Due/Overdue line item. Click
the No box when you no longer wish to receive this alert.

4. Once this alert has been selected, click the Submit button at the bottom of the page. The
Contract Management Systems Administrator will notify you via e-mail when your alert
subscription has been processed.

StaTE oF NEW JERSEY

ScHOOLS DEVELOPMENT AUTHORITY

1

2 PRIMAVERA

Contract Management Alerts Subscription

Instructions: Check the boxes for the Alerts you would like to view.
Last Name:

First Name:

Alert Description
Change Orders Motifies the user if a change order entered will become due or overdue.
Due/Qverdue These alerts are determined based upon the 'Required Date' field in the

change order. Low Priority = 7 days prior to due date, Medium Priority =
on due date, High Priority = 7 days past due date.
IMeeting Minute ltems Motifies the user if any business items within Meeting Minutes module are
Due/Overdue due. These alerts are based upon the 'Due Date' field. Low Priority = 5
days prior to due date, Medium Priority = 3 days prior to due date, High
Priority = on due date.

Safety Motice Motifies the user when a new safety violation has been entered.
Entered

New Incident Report  Motifies the user when a new injury or iliness report has been entered.
Entered High priority alert on the date the doc is entered.

Drawings Distributed Motifies the user of drawings that have been distributed today or if the
Today drawings sent date is today's date This is only 2 medium priority alert.
Notice to Comply Notifies the user of any non-compliance notices that are due. This is
Due determined by the number of days till'Due Date' field. Low Priority = &

days prior to due date, Medium Priority = on due date, High Priority = 5
days past due date.
Motice to Comply Motifies the user of any non-compliance notices that contain a response
with Response Mot but have not been completed. This is determined by the action signature
Complete dates and responded date fields. Low Priority = document open 1 day,
Medium Priority = document open 7 days, High Priority = document open
14 days.

Punch List tems Due Matifies the user of any punch list items that are due. This is based on the
number of days until the 'Due Date' field. Low priority = 30 days until due
date, Medium priority = 10 days to due date, High priority = on due date.

Request for Motifies the user of any requests that are due. This is based on the

Information (RFI} Due 'Responded Date’ field not having been entered. Low Priority = on due
date, Medium Priarity = 3 days past the due date, High Priorty = 7 days
past the due date.

Submittals Overdue  Notifies the user if a submittal has reached or passed the date entered in CYes ClNo

the 'Due Date' field. Low Priority = on due date, Medium Priority = 3 days
past the due date, High Priority = 7 days past the due date.

Unpaid Invoices Notifies the user of an unpaid invoice. Low Priority = 20 days unpaid,
Medium Priority = 25 days unpaid, High Priority = 30 days unpaid. LYes [INo

Proposal Requests  Notifies the user of any CCDs (aka Proposal Requests) that are due.

(] || | DDDDDDDE‘
<| |=x < =|I=<l|I=<|l=] |=!| |=

2|3 aaazﬁaz‘;ag
(] || ] DDDDDDD%
=2 |= = |1=l=l== = =
(=70 I e} ! |||/l | |Q(F=

and CCDs ({The responded date is not entered.) Low 20-25 days, Med 25-29 days, OYes [No
Due/Overdue High 30+
> Inspections/Permits  Notifies the user when open Inspection/Permit Item is due. Low Priority =
Due/Overdue 7 to 14 days before it due. Medium Priority = 1 to 6 days before its due. LYes [INo
High Priority = Due date and all past dues
I Submit Cancel l
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5. This alert will be triggered when the Required Date on an Inspections/Permits item
approaches or goes beyond the current date.

Inspections/Permits Item help

-
=R 27
Inspections/Permits Item

Item No. * 00001
Opened Oct 1, 2012 iz e
) Required Oct 3, 2012 iz

6. Once the Due date approaches or goes beyond the current date, alerts will be sent via the
Control Center in the Alerts option box. Click the applicable priority link (High, Normal or
Low) to view the alert, or click the View All Alerts link to view them.

Workspace: [Tl

Actions E % Q Alerts
' High o ! High 300
+ Normal 0 + Normal 0
+  Low 0 4 Low 0

.

Last System Refresh: October 1, 2012 9:)

7. The Alerts screen will display all applicable documents. Click on a blue title link to open
the document for review.

Control Center »

Alerts - All
@ select all % unselect all 4 expand all 2 collapse all
- N
Update = # Inspections/Permits due/overdue
Print List = DE‘ 2 - 00001 due 63 days ago 04a000U
DE‘ o Alerttest# 2 - 00001 due 12 days ago 000114 | |
D@‘ » Alerttest# 2 - 00002 due 41 days ago 000114
O - Building Inspection - 00001 due 616 days ago 010957
O - building inspections - 00001 due 91 days ago 010522
_’[ Dllfr‘ o first floor east wing classroom... due 63 days ago 010697 l
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