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I. Safety Overview

Recording violations and injuries on the job site is critical for conforming to OSHA regulations. The
Contract Management Safety module enables you to track three types of safety documents:

e Injury or lliness Reports: These reports will be completed each time there is an accident,
injury or illness at a site.

o Safety Violations: You can create and print out a report to inform a vendor of a potential
hazard or violation.

o Safety Audit Report: You can create a document to track safety audit information.

Additionally, information entered in the SDA’s Safety team database is uploaded into Contract
Management. These summary reports include checklists, daily and weekly reports.

I1. Create a Safety 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

All Projects | Workspace:  (My Workspace) > B &
Actions 2 e Alerts 8| &
-[E 000804 - Feterstown E 5. #2 1 " . ' .
-[E] 000810 - John Marshall E5_ # ?  High o ! High 268
-[E] 000811 - Elizabsth H.3. (Eliza ¢  Normal 0 +  Normal 0
-[E 000702 - John F. Kennsdy H.S.
4 Low 0 4 Low o

-[E 010082 - New pre K-8 #27 (Elizabet
[E] 010090 - New pre K-8

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

- Memorial H.5. (West New Yor)
mber 2 E.5. (West New York)

mber 4 E.8. (West New York) Prepare Reports % Prepare Reports %
-[E) 010559 - Number 2 E.S. (West New York)
-[& 010562 - Un [Schlem: B 01 - Project Status Report - External Use (r ... B 01 - Multi-Project Pending Payment Requisitio...
010571 - [Df A - A -
g 010550 L D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Daily Reports - Past 7 Day...
560 - Nu
[ 010881 - PS 820 (Jersey [ 02 - Issues Log by Project (r_is Olsda all) [ 24 - School Type Report - Regional (m_proj_sc...

-[E] 010887 - ECH
-[E 010883 - ECH
-[& 010584 - ECH
-[E] 010597 - E5 3 Jersey City)
-[& o10e10 - Fh
&l 010817 - N
[ 010818 - N

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

« | I b
Primavera Contract Management /' Trusted sites | Protected Mod
— w — = =i

2. Select your desired project.

Contract Management Control Center

| dilliojects - T Workspace:  (My Workspace) - '% =
B % ==
WS 04000V - A chiath s icaE o 3 1 1
B —— = 04000V - Arthur L Johnsan HS (Clark Township) Actions 2% E Alerts N @
H (] Project Information
[ Communication
[l Centract Informstion ' 2 (] -
o 268
3 Logs !  High !  High
i [#-[{7] Change Order Management Y Normal 0 * Normal 1]

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

— Elﬂ Communication

@ Transmittals
@ Request for Information
- 8] Notices
@ Nencompliance Notices
@ Letters'Doc. Templates
- [B] Com. Sent Log
- [B] Com. Received Log
@ Meeting Minutes
@ Permits/DCA Inspections
@ Telephone Logs

8] safet

4. The Safety log view displays. Click the Add Document button to add a new document.

Control Center > Safety

. _ T
Safety  Select an action... - in Wg Layout: <my layout=

."

BIC Contact

| Title T Number Ball in Court

5. The Safety document displays. It is divided into several sections.

Control Center > Safety Log > Safety Violation

New Safety Violation Select an action... -

[‘ General ]l’ Status -]( Employee T[‘ Incident ]l’ Injury or Illness ]f Details ]l’ Distribution List ]l’ Actions Taken T[‘ SDA Data ]f Issues -]( Attachments T

Type * Safety Violation -

To®

<none selected> El
From * <none selected> El
Number * 00000001

Date Entered Jul 24, 2013

Title

* Required
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A. General tab

@
=)
@

New Safety Violation Select an action... -

[ General ] Status -]( Employee Tr Incident ]l’ Injury or Illness ]f Details. ]r Distribution List ][ Actions Taken T[‘ SDA Data ][ Issues -]( Attachments 1

Type *

To *

From *
Number *
Date Entered

Title

Safety Violation -

<none selected> =]
<none selected> I:l
0ooooooL

Jul 24, 2013

e Type - Click the drop-down arrow and select the report type. Choose either Injury or Iliness

Report or Safety Violation. This is a required field.

e To - Click the select link next to the field to choose the Company name with the injured
employee from the contact list. This is a required field.

Note: If you select Injury or IlIness report, the document header will still display Safety
Violation. Once the document is saved, the Safety Violation title in the heading section
will change to Injury or IlIness report.

e From - Click the select link next to the field to choose the CM or NJSDA contact from the
contact list. This is a required field.
e Number — Contract Management will automatically sequentially number the document. Do not
change this number. This is a required field.
e Date Entered — Contract Management will automatically enter the date you created the
document. This cannot be changed.

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

An example of a completed section is shown.

New Safety Violation  Select an action... =

Type *
To *
From *

Number *
Date Entered

Title

* Required

Injury or lllness Report «

Hall Building Corporation
John R. Hall El

MNew Jersey Schools Development Auth
Aaron Goss

00000001
Jul 24, 2013

Employee injured in fall

=
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B. Status Tab

[ Genera\l Status ' e ][ e W e ]( Details ]f Distribution)Lisk ]f oo ][ SDA Dats ]( e ]f Attachments ]

. Hall Building Corporation

Ball in Court Tohn R. Hall EI
Priority Normal

Status Open -

Disposition -
Closed Date

Required by Jul 31, 2013 ﬁ

Required Actions

¢ Ball in Court — Defaults to the person who was selected in the To field. If this is incorrect, click

the select link 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 needed.
e Status — Defaults to Open. Change the status to Closed once a resolution is reached.

e Disposition — Click the drop-down arrow to choose a disposition. Choices include Duplicate,

Follow-up Needed, Resolved or Unfounded.

e Closed Date — Contract Management will automatically complete this date when the status is set

to closed.

e Required by — Defaults to seven days from the document date. If this is incorrect, click the

calendar icon to choose another date.

e Required Actions — Enter any actions required to resolve the issue. Any future changes to this
field will automatically place a copy of the original text in the Actions Taken section of this

document.

An example of a completed Status section is shown:

[‘ General -]( Status ]l’ Employee ]f Incident T[‘ Injury or Illness -]( Details ]l’ Distribution List ]l’ Actions Taken ]f SDA Data -]( Issues ]l’ Attachments ]

. Hall Building Corporation

Ball in Court John R. Hall EI
Priority Normal -

Status Open -

Disposition Follow-up needed ~
Closed Date

Required by Jul 31, 2013 |

Required Actions

lcentracter must secure temporary walkway after employee tripped
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C. Employee Tab

- ([
[ Genara | ]( Status l Employea ]I Incident W[ Injury or Illness ]( Datails ][ Distribution List ][ Actions Taken ][ SDA Dats ]( I=ssues ][ Attachments ]

Company \ZI i

Name
@ Gender -
) .
Job Title
Construction Trade

MNAICS Code -

Personal information (if you are reporting an injury or an illness):

Home Address

Line 1
Line 2
Line 3

City

State

Postal Code

Date of Hire ﬁ

Company - Click the select link next to the field to select the company name.
Name — Enter the employee’s name (22 character field).
Note: If you select the company name using the select button, a default name will
display in this field. The name can be retyped if it is not correct.
Gender - Click the drop down arrow to choose the employee’s gender.
Job Title — Enter the employee’s job title (22 character field).
Note: If you select the company name using the select button, a default title will
display in this field. The title can be retyped if it is not correct.
Construction Trade — Enter the employee’s construction trade (35 character field).
NAICS Code — Click the drop down arrow to choose the employee’s NAICS code.
Home Address — Enter the employee’s home address in the fields provided (Lines 1, 2 and 3
are 36 character fields; City is a 28 character field; State is a 20 character field; Postal Code
is a 15 character field).
Date of Hire — Click the calendar icon to choose the employee’s date of hire.
Date of Birth — Click the calendar icon to choose the employee’s date of birth.
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D. Incident Tab

[‘ General -]( Status ]f Employee Incident l Injury or Illness ]l’ Details T[‘ Distribution List T[‘ Actions Taken -]( SDA Data ]l’ Issues ]l’ Attachments -]

Location

Date of Event 'ﬁ
Time Employes Began Work
3

Time of Event

Employee's Actions before the Incident

m

Description of the Incident

New/Recurrence New -

Additional Information

Accident Source or Hazard A -

Location — Enter the location of where the incident took place (35 character field).

Date of event — Click the calendar icon to choose the date of the incident.

Time Employee Began Work — Enter the start time for the employee (8 character field).

Time of Event — Enter the time the incident occurred (8 character field).

Employee’s Action’s before the Incident — Enter the employees’ actions prior to the

incident (80 character field).

e Description of the Incident — Enter a description of the incident that caused the injury or
illness/violation (80 character field).

e New/Recurrence — Click the drop-down arrow to choose either New or Recurrence from

the list.

e Additional Information — Enter any additional comments about the incident (4000 character
field).

e Accident Source or Hazard — Click the drop-down arrow to choose an option from the
list.

o Safety Violations — If you are entering an Injury or IlIness report and there were any safety
violations entered about this incident, click the select button next to the field to choose the
appropriate violation.

An example of a completed Incident section is shown:

[‘ General -]( Status ]f Employee ]l’ Incident ]f Injury or Iliness ]l’ Details T[‘ Distribution List T[‘ Actions Taken -]( SDA Data ]l’ Issues ]l’ Attachments -]

Location Construction Site

Date of Event Jul 1, 2013 ﬁ
Time Employee Began Worke  6:30 am
3
10:00 am

Time of Event

»

Employee’s Actions before the Incident

walking down the temporary walkway

Description of the Incident

walkway gave way when stepped on

New/Recurrence New A
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E. Injury or lliness Tab

[
[ Genera | ]( Status ][ Employee ][ Incident ' Injury or Tlness 1' Details ][ Distribution List ][ Actions Taken ][ SDA Data ][ Issues H Attachments ]

Description
= -
Privacy Concern |:|

Case Number 00000001

Injury Type No Injury -

m

Object or Substance That Directly Harmed Employee

Case Classification -

Days on Job Transfer or Restriction a

Days Away from Work o
Date of Death

Physician's Name

Treatment Facility

Facility

|__save ]l concel |

= = —

e Description — Enter the description of the injury or illness (80 character field).

e Privacy Concern — Click the checkbox if there is a privacy concern involved with the
incident. Checking this prevents the employee’s name from printing on any reports.

e Case Number — Contract Management automatically enters a case number for this incident.
This can be changed if desired (8 character field). Note: this field will only be auto-
populated if an Injury and IlIness Report has been selected.

e Injury Type — Click the drop-down arrow to select the type of injury or illness.

e Object or Substance that Directly Harmed Employee —Enter the source of the incident (80
character field).

e Case Classification — Click the drop-down menu to choose a classification of time away
from work. Note: if Death is selected, the Date of Death field will be activated.

e Days on Job Transfer or Restriction — Enter the number of days on transfer or restriction
for the employee’s field of work as a result of the incident (5 character field).

e Days Away from Work — Enter the number of days the employee was away from work as a
result of the incident (5 character field).

e Date of Death — If the case classification is Death, click the calendar icon to select the date
of death. Note: this field will only become active if death is chosen as the case
classification.

e Physician’s Name — Enter the name of the physician treating the employee (22 character
field).

e Treatment Facility — If the employee went to a treatment facility due to the incident, enter
the facility’s information in the fields provided (Facility is a 36 character field; Lines 1, 2 and
3 are 36 character fields; City is a 28 character field; State is a 20 character field; Postal Code
is a 15 character field).

e Treated in Emergency Room — Click the checkbox if the employee was treated in an
emergency room.
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¢ Hospitalized Overnight — Click the checkbox if the employee was admitted to a hospital
overnight.

An example of a completed Injury or Iliness section is shown:

New Safety Violation  Select an action... *

|’ Genaral ]( Status ][ Employea ]" Incident ]" Injury or Illness ]" Details ][ Distribution List ][ Actions Tzken ]" SDA Data ]" Issues W" Attachmeants ]

Description
@ employee banged and scraped arm when he fell on the walkway -
Privacy Concern =

Case Number 00000001

»

Injury Type Mo Injury -

Object or Substance That Directly Harmed Employee
broken wallkway material

Case Classification Days Away from Work -

Days on Job Transfer or Restriction o

Days Away from Work 1
Date of Death

Physician's Name Dr. Smith

Treatment Facility

Facility Wirtua Hospital|
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F. Details Tab

” General ]r Status ]r Employea ]r Incident W" Injury or Illness i( Details ‘Dlstrlbutlcm List ]r Actions Tzken ]r SDA Data ]r Issues W" Attachmeants ]
7 J

Bovis Lend Lease LMB, Inc

PMF/CM Project Manager Robert Thomsen El
Fine Amount 0.00

e PMF/CM Project Manager — Defaults to the PMF/CM name set at the project level. If this
is incorrect, click the select link on the right side of the page to choose a new name from the
contact list.

e Fine Amount — Enter the amount if a fine was levied against the violating company (20
character field). Note: the amount should be entered without any formatting.

An example of a completed Details section is shown:

|’ General ]f Status T[‘ Employse ]l’ Incident -]( Injury or Illness ]l’ Details ]l’ Distribution List -]( Actions Taken ]l’ SDA Data T[‘ Issues ]f Attachments ]

Bovic Lend Lease LMB, Inc

; PMF/CM Project Manager Robert Thomsen EI
. Fine Armount 1000

0000000000000 ]
-
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G. Distribution List Tab

[ General |[ status |[ Employee |[ incident |[ Injury or lliness || Details
' [ Add | I
s | Distributed To | Contact | Date | Remarks ‘

Distribution List If Actions Taken ]l’ SDA Data ]l’ Issues T[‘ Attachments ]

If there are others who should receive a copy of the injury or illness report, click the Add button.

The Distribution List dialog box will display. Complete the following fields:

Distribution List help

Spelling

Distribution List
Distributed to * <none selected=> EI

Date Jul 24, 2013 ez
I

Remarks

* Required

L = 4

e Distributed to — Click the select button next to the field to choose a name from the contact
list. This is a required field.

e Date — Will default to the current date. If this is incorrect, click the calendar icon to choose
another date.

¢ Remarks - Enter any comments or special directions regarding the incident (39 character

field).

0000000000000 ]
-
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An example of a completed Distribution List item is shown. When completed, click the Save &
Add Another button to add additional names to the distribution list, or the Save & Close button to
return to the Safety document.

Distribution List help
Distribution List
- New lersey Schools Development Auth
*
Distributed to Bob Ryan EI |
Date Jul 24, 2013 ﬁ
Remarks please review this incident
* Required
]
L =3 = = = A

An example of a completed Distribution List section is shown:

Injury or Iliness Report: 00000001 | Employee injured in fall  Select an action... -
r General -]" Status ][ Employee ]l’ Incident ]l’ Injury or Illness Wr Details -]" Distribution List ][ Actions Taken ]l’ SDA Data ]l’ Issues Wr Attachments ]
[ add |
@ 4 | Distributed To Contact | Date Remarks |
@" Mew Jersey Schools Development Auth Bob Ryan Jul 24, 2013 please review this incident delete
i
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H. Actions Taken Tab

Injury or Illness Report: 00000001 | Employes injured in fall  Select an action... -

(r—
[ General ]( Status ][ Employee ]f Incident ]f Injury or Iliness W Details ]( Distribution List I( Actions Taken |] SDA Data ]( Issues ]f Attachments ]

; s | Date Ball in Court ‘ Contact | Status | Required Actions

I

This section is not editable. Contract Management will automatically update this section any
time any changes are made to fields that correspond to columns in this section. Once the

document is saved, an entry will be placed in the Actions Taken Section. These entries cannot
be changed once they are listed in this section.
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I. SDA Data Tab
[ G:em;ra\ ]( Status ][ Employee ]f In.cider‘n: ]f Injl;ry or lliness W Details ]( Distribution List ]( Actions Taken mm

Audit Report = o

-

m

If this document is being created for audit report purposes, click the Audit Report checkbox.
J. Issues Tab

If this incident 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.

[ General ]( Status ][ Employee ]f Incident ]f Injury or Iliness W Details ]( Distribution List ]( Actions Taken ]f SDA Data l Issues lAttachments W
Lnk |

>
=IE
Issue Title and Code
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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

Underground Storage Tank (UST1)

Defective Walkway Material (WM1)

Search

help

Al ABCDEFGHIJKLMNOPQRSTUWVWXY Z Other

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

—|

( General ]l’ Status -]( Employee Wr Incident ]l’ Injury or Iliness ]( Details ]l’ Distribution List ]l’ Actions Taken Wr SDA Data ]( Issues ]l’ Attachments ]

[ Link |

Issue Title and Code

g

P Defective Walkway Material (WM1)

[

unlink
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K. Attachments Tab

To attach supporting documentation, click the Attach File button.

r General -]( Status ]( Employee ]l’ Incident ]l’ Injury or Illness Wr Details -]( Distribution List -]( Actions Taken ]l’ SDA Data Wr Issues Ir Attachments T l

\
Attach File 1
@ | Attachment

Attach URL

| Subject

| File Size |

Date Attached

| Attached By |
| save [ cancel |

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

spelling

Attachment =
Subject

| Location

Date Attached

Attached By

= Required

Attach File

help

NISCCTRN-Attachments +

May 29, 2012

Jennifer Irizarry

Browse...
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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 ﬂ
uu ‘- Desktop » - | ‘,| ‘ Search Desktop Pel |

Organize « New folder = - [ @
- — | Microsoft Word 97 - 2003 Docum... -
[ Favorites B
Proposed Training Initiatives
M Desktop 3| Microsoft Word 97 - 2003 Docum.
& Downloads =l 730 kB
] Recent Places . RemoteNJSDA.GOV
E r@ Internet Shortcut
- Libraries . Lo bytes
@ Decuments report
J, Music Adobe Acrobat Document
) M 336 KB
[E=] Pictures —
: W section 5a updates
B videos (] 81 Microsoft Word 97 - 2003 Docum...
—| 336 KB
- - |
18 Computer ( | WEBMALL ‘E‘
I £ Local Disk (C) |£ Internet Shortcut B
0 jirizarry (Visanfs = 118 bytes =
File name: report = | All Files (**) -
Open |+ 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.

- . - e —
(& https://dev2pe.njsda.gov/ - Attach File - Windows Internet Explorer ) e
Attach File help
Attachment * Ci\Users\jirizarry\Desktop\report.pdf Browse...
_* Subject Report
Location NISCCTRN-Attachments »

Date Attached  Jun 19, 2012

Attached By Jennifer Irizarry

* Required
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The attached file displays in the Attachments section.

[‘ General -]( Status ][ Employee ]l’ Incident ]l’ Injury or Illness T[‘ Details -]( Distribution List -]( Actions Taken ]l’ SDA Data T[‘ Issues ][ Attachments 1

Lk

‘ Attach File | ‘ Attach URL |
s | Attachment ‘ Subject | Location | File Size | Date Attached | Attached By |
g & backup report.pdf backup report NISCCTRN-Attachments 33 KB Jul 24, 2013 Jennifer Irizarry remove

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

Injury or Illness Report: 00000001 | Employee injured in fall  Select an action... -

r General ]" Status ]( Employaa W" Incident ]" Injury or Ilnass ][ Datails ]" Distribution List ]" Actions Taken W" SDA Data ][ Issues ]( Attachments W

Type * Injury or Iliness Report

Hall Building Corporation
=
. To John R. Hall EI
@l Mew Jersey Schools Development Auth
*
From Aaron Goss EI

Number * 00000001

Drate Entered Jul 24, 2013

Title Employee injured in fall

* Reguired
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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

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.

-

Injury or Iliness Report: 00000001 | Employee injured in fall  Select an action...

( Genera | ]( Status ][ Employee ]f Incident ][ Injury or Illness W( Details ]( Distribution List ]( Actions Taken ]f SDA Data W( Issues ][ Attachments ][ Versions ]

[ show all versions
- Version | User Account | Date

B 1o Jennifer Irizarry Jul 24, 2013 11:56 AM
3
=
I\—)
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IV. Print a Safety 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

shildRplatts = Workspace:  (My Workspace) - B
L]
B(% 4
=il |- Actions 2N e Alerts |8 &
-[E] 000114 - Number 7, Grant E-S. [Fasssic City) H
-[E] 000467 - Hubgerd M.5. (Flainfisld) =
-[E] 00080+ - Peterstown E 3. #2 (Elizabetn) 0 ) 0
[&] 000810 - John Marshall E.S. #20 (Elizabath) ! High 0 !  High 268
[l 000811 - Elizabath 1.5, [Elizasst) *  Normal o ¢  Normal o
[ 000702 - John F. Kennedy H.S. (Patersan)
[E] 010089 - New pre K-8 £27 (Elizabeth) 4 Low 0 4 Low o

-[E] 010080 - New pre K-8 #28 (Elizabeth)
-[&] 010081 - Or. Albert Einstein #25 (Elizabeth) Last System Refresh: May 29, 2012 1:00:25 AM'EDT
-[E] 010522 - New MS (x01) {Long Branch)

-[E] 010554 - Memarial H.5. (West New York)
-[E] 010556 - Number 3 E.S. (West New York)

[ 010857 - Number 4 E.5. (West New Yerk) Prepare Reports N Prepare Reports B2
[E] 010559 - Number 2 E.5. (West New Yark)
010582 - Union City ECC (Schlemm [ 01 - Project Status Report - External Use (r ... [ 01 - Multi-Project Pending Payment Requisitio...
ity ¢ )
- 010571 - [DF] Union City HS & Athletic Compl
% 10850 LUF:IHB:"Z: E‘t; “Myci;)n ek D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Dailv Reports - Past 7 Dav...
-[E] 010581 - P35 #20 (Jersey City) B 02 - Issues Log by Project (r i Oisda all) B 24 - School Type Report - Regional (m proj sc...
-[E] 010587 - ECC 03 (emsey Sity)
- 010592 - ECC 12 (Jersey City) B 26 - Multi-Project CCD Report - Exscuted in t...
[E] 010594 - ECC 14 (Jersey City)
[E 010587 - E5 2 (Jemey City)
[El 010810 - Phillipsburg Early Childhood Center
[E] 010817 - New Science Park HS (Newark)
-[E] 010818 - New First Avenue (Newsrk) =
<« m ] »
Primavera Contract Management /" Trusted sites | Protected Mod
——— — — ——  —— W

2. Select your desired project.

Contract Management Control Center

| All Projects - | Workspace:  (My Workspace) - '% E ‘

Actions @%'Q Alerts !@'% (Ch

- Arthur L Johnson HS (Clark Township)
[Z] Project Information

#-[Z] Gommunicatien
(-2 Contract Informatien ] n
High 0 ?  High 268
-] Logs = 4
(#-(Z] Change Order Management - Normal 0 * Mormal (1]

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

Elﬁ Communication

@ Transmittals
@ Request for Information
- [ Notices
@ Nencompliance Notices
@ Letters/Doc. Templates
- [B] Cor. Sent Log
- [B] Com. Received Log
@ Meeting Minutes
@ Fermits/DCA Inspections
@ Telephone Logs

Rl st

—
0000000000000 ]
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4. The Safety log view displays. Locate your desired document and click the blue title link to

open it.

Control Center > Safety

% Employee injured in fall

- 2
Safety  Select an action... - Find wgv, Layout: <my layout= -
| Title Type Number Ballin Court BIC Contact
Injury or Illness Report 00000001 Epic Management, Inc. William Costel

5. The document displays. To print the report, click the Print Form button to send the document
to a printer, or click the Print Preview button to see a preview before printing. You can also
Advanced Print from the Select an action menu at the top of the window.

Injury or Illness Report: 00000001 | Employee injured in fall l Select an action...

i l

[ eneral ]f Status ]( Employee W Incident ]f Injury or Iliness ][ Details ]f Distribution List ]f Actions Taken W SDA Data ][ Issues ]( Attachments W

=]

Type * Injury or Iliness Report

To * Hall Building Corporation
° John R. Hall

F - New Jersey Schools Development Auth
ram Aaron Goss

Number * 00000001

Date Entered Jul 24, 2013

Title Employee injured in fall

6. An example of an Injury and llIness report using the Print Preview button is shown. Click the
Print button or the printer icon button to print this report. Click the Close button to return to

the safety document.

) Dui biral

iy Willisghes  Swe NI

) Duiselbied 1281958

1008

B= SEYE N ] e®en - &l Ason- o
OSHA's Form 301 i e s s e
the comdentalty of empioyees to the extert
Injury and lliness Incident Report peshi whie e Fbrton s beng e 1.8, Dopartment of Labor
Batety and
Information about the emploves Information about the case Feem approved OMB 0o 12180176
1) Fell name Tead Carmm 10} Cuse neynber from e Log 00000001 (Transfier the cioe mussher from the Log afler yos rood the coe )
1) Saent 28 South Main Stroct.

pocbopmwak GX0am  AM/PM
1000 mm

7IF 0046

el eqeipmmest, o
walking down the lemmpuray walkoway

AMVPM [7] Check if the e st be determined

14] Wit was dhe sczployee daing just befors the incidens pcomrred? Do the actiity
il o oy oz wotn ey, B Speific

el the

Information abont the physician or ather health care

D=

ol

11.00 x8.50 in

) M of phyaiian o

Ty W trcstment s giv

thher bealth care profcional

D, Michell
o e Wk, where w it gives?

Faciity Virtusa Misncrial Hiogstal
et 200 Memrial Tirive.
cay Miun Helly Swe M ZIF 047

B Wi cnphoyes et in am cmergenay st

Ve
(mES
W ey heapilalised uvcright a m i puticn?

Ov=

15) Wihat happemed? Tl i biwe the injery oczasred
empluyes wan walking dowes U lermporary wlkway, gave wey whes sicppal o

16} mjery ar Sases? part of the by thut

more sl i Bt "puin” i wve.”

b i wan allatalte

emplusyes barnged arad smcrapeal e when b fell on brodken walkoway

18] I dho scaplopes dind, whes did death sccur” Diate of deach
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\2

Safety Reports

There are other reports available from the Advanced Print option from the Control Center.

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

So oo | 4

ng
E= Al Projects
[ ooo114-
[ ooosa7 -
[ oooso4 -
-[E] oooeto -
-[& oooe11
-[& oooroz -
-[& 010083 -
& 010090 -
& 010091
[ 010822 -
[ 010854 -
-[E] 010888 -
-[E 010857 -
-[E o1o585 -
-[& o1os62 -
-[& 010571
& 010580 -
[ 010881
[ 010887 -
[ 010883 -

Number 7, Grant E.S. {Passsic City) ‘
Hubbard M 5. (Plainfield)
Paterstown E.5. #3 (Elizabeth)

John Marshall E.S. #20 (Elizabeth)

[wmy] »

- Elizsbeth H.5. [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)

- [DF] Union City HS & Athletic Complx

Number 24 E.S. (Jersey City)

- PS #20 (Jersey City)

ECC 03 (Jersey City)
ECC 13 (Jersey City)

Actions
! High 0
* Normal 0
4 Low 0

Prepare Reports

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

2Re

Workspace:  (My Workspace) -
Alerts &
' High 268
* Normal o
4 Low 0

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

Prepare Reports

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

B &

@

B

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

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

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

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

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

-[E] 010584 - ECC 14 (Jessey City)

-[E] 010587 - E5 3 (Jersey City)

-[E] 010810 - Phillipsburg Early Childhood Genter
-[E] 010817 - New Science Park HS (Newark]

-[E] 0108128 - New First Avenue (Newark) o
<7 m ] »

Primavera Contract Management
™

f Trusted sites | Protected Mod

———— ¥ o E———

Select the project you wish to work wit

the screen.

h and click the Print link at the top right hand corner of

ORACLE’ Primavera Contract Management

Transmittal Queue

Print

Welcome, Jennifer Irizarry

Contract Management Control Center

All Projects -

B &} | % = |

B8 04000V - Arthur L Johnson HS (Clark Townshin e Actions

(- (1] Froject Information

(23 communication

(- [Z3) Contract Informatien ' High

- (£ Logs

[#- 5] Change Order Management + Normal

2Ne

Alerts

Workspace:

High

Normal

B &

(My Workspace) -

Wt &

I ———
- ———— —— — —————————— |
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3. When the Print dialog box displays, choose Safety from the reports list on the left side of the
screen, and click the Show button.

Change Management - Show

Change Management -
Contact Information
Contracts

Caorr. Received Log
Corr. Sent Log

Daily Construction Rpts

01 - Pending Change Order Aging Report (r_co_aging_pend

- Pending Change Order Aging Report - By Cost (r_co_aging_pend_cost)

- Pending Change Crder Aging Report - By PMF/CM Approval (r_co_aging_pend_pmfappr)

- Pending Change Order Aging Report - Const (r_co_aging_const)

- Pending Change Order Aging Report - Design (r_co_aging_design)

- Pending Change Order Aging Report Ower 30 Days (r_co_aging_pend_owver30)

- Pending Change Order Aging - Over 20 Days since PMF/CM (r_co_aging_pend_over20) ~ n
~h Lom fTomaliudas OET SOnfa oD AADR CO COm Do daciims fo wen NN

[0

»
| »

m
m

Drawing Sets P S| P
Crrawings

Final Change Documents
Insurance

Invoices il
o
Letters/Doc. Templates _ D
Materials

Meeting Minutes
Noncompliance Notices
Motices

Payment Requisitions
Permits/DCA Inspection: i
Procurement/Bids Please select a report
Project Cost Report
Project Properties
Proposals

Punch Lists

Purchase Orders
Request for Information

N TR RN

m

Submittal Packages
ubmittals

_/

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

FLAVAIG L L VI LI 1R e L

e e g s aprr
2 — - - -

TN e e

Print - Safety help

Safety hd 01 - OSHA's Form 300 (LandScape) (r_osha300 B
02 - OSHA's Forms 300A (LandScape) (r_osha300a) F
03 - Safety Log by To Vendor (r_sf_01) :

@ Reports i

) Dunning Letters

Default Report: r_sf_01

[_pint | ereview J ewai [ sover |

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 Control Center screen.
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1
VI. Accessing DB02 Safety Reports

Information entered in the SDA’s Safety team database is uploaded into Contract Management. These
summary reports include checklists, daily and weekly reports. This section will describe how to access

those reports in Contract Management.

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

ORACLE' Primavera Contract Management Change Group  Print  Help  Logout

Welcome, Jennifer Irizarry September 25, 2012
Contract Management Control Center

All Projects > | Workspace:  (My Workspace)

Actions E % & Alerts
! High 0 ! High 300
* MNormal 0 + Normal 0
3 Low 0 Low 0

m

Last System Refresh: September 25, 2012

Prepare Reports % Prepare Reports

B 02 - Issues Log by Project {r is Oieda all) B 01 - Multi-Project Pending Payment Feq

02 - Multi-Project Daily Reports - Past 7,

B 24 - school Type Report - Regional (m —

26 - Multi-Project CCD Report - Execute

I 2

Primavera Contract Management [ | m ,r” Trusted sites | Protected Mode: Off 3 v H100% -

2. Select the Templates option located at the bottom of the project list on the left side of the screen.

Contract Management Control Center

| All Projects -
EER| &

(¥ [5 All Projects
- T

Primavera is not showing the Control Center because a template is selected. If you want to see the
Control Center, select a project.

Important: When you select the Templates option, everything on the right side of the Control
Center panel will disappear and you will see the message shown above. Your
control center screen will return to normal when you select a different project.
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3. Click the plus sign next to Templates to display the available report types which are:
e S00001 — db02 Checklist
e S00002 — db02 Daily Report
e S00003 — db02 Weekly Report
e S00004 — Summary Rept by District/Proj/Vendor

Contract Management Control Center

:AIIF‘mjec*ts v:
B[% =&
-

+-[i@y] Al Projects

)
=l

@ 500004 - Summary Rept by District'Proj/Vendor
%) 500002 - dbo2 Weekly Report

-@ 500001 - dbo2 Checilist

@ 500002 - dbo2 Daily Report

B EEe

4. Click the plus sign next to the desired report type to display the list of subfolders. In the
example shown, the db02 Checklist type has been selected. Click the Communication folder (a
list of modules will display) and click the Safety module.

Contract Management Control Canter

[ All Projects -

B[ = |

[ [ All Projects

= Templates

- [R5 so0004 - Rept by Distri i

-3 500003 - dbo2 Weekly Report

[} 500001 - dbo2 Checkdist

D Project Information

>

- [#] Transmittals

@ Request for Infermation

- [ ] Motices b

- ] Moncompliance Notices
[} LettersiDoc. Templates

- [B] Com. Sent Log

- [B] Com. Received Log

- ] Meeting Minutes

- ] Permits/DCA Inspections

@ Telephone Logs

> I

(- (Z] Contract Infermation

(-2 Logs

(- (£ Change Order Management B

[+ [RS) 500002 - dbo2 Daily Report i

»

m

5. The Safety log view displays. Select the desired document by clicking the blue title link to
open it.

Control Center > Safety

Safety Select an action... - Find E; Layout: <my layout= -

|';) | Title Type Number Ball in Court BIC Contact

Iﬁ & dbo2 Checklist Safety Violation 00000001 New Jersey Schools Development Auth Jaceb Moneta
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6. The Safety document displays. Click the Attachments tab to view the attached file. Open the
attached document by clicking the blue title link. The document will open in the native program
in which it was created (i.e., PDF, Word or Excel).

Control Center > Safety Log > Safety Violation

Safety Violation: 00000001 | dbo2 Checklist  Select an action... -

[ General ][ Status ]( Employee ][ Incident ]( Injury or Illness ]( Details ]( Distribution List ]( Actions Taken ][ Issues ][ Attachments ][ Versions ]

[ Attach File | Attach URL |
-~ Attachment | Subject Location | File Size | Date Attached | Attached By |
@ & dbo? Safety Checklist.xls dbo2 Checklist 00001 44 KB Jun 24, 2009 Jacob Moneta remove

CSreB
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VIIl.  Alert Subscription

Alerts allow a user to receive a notification when a document is entered, 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 Safety alerts, select the Requests and Access Forms link under the
Contract Management Login section of the Contract Management Splash Page.

- STATE 0F NEW JERSEY

U" )SCHOOLS DEVELOPMENT AUTHORITY

I e PRIMAVERA
|

Welcome to Contract Manager 12.1 SP3

U Bookmark Me!

=P Contract Manager Login: What is New
» Login MEWW- Effective May 16th. Contract Manager reports
» Login F!euuirenmntsﬁ] available far multiple project reporting have been
b Request and Access Forms (Hew User enhanced. These updates will include the numbering and
Lost Password Delete R‘equést Others) re-ordering of reports based on frequency of use. Click

2. Select the Alert Subscriptions option.

- STATE OoF NEW [ERSEY

U’ )SCHOOLS DEVELOPMENT AUTHORITY

- PRIMAVERA
|

Please make your selection:

O Mew User

O Lost or Forgot Password

O Madify Access

(O Change/Madify User and Contact Info

(O Request a Custom Report

(O Request a Letter Template

O Request a Glohal Layout

(O Reguest to Delete a Primavera Document
I (&) 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 alert for Safety Violations, click the
Yes box located to the right of the Safety Notice Entered line item. To subscribe to the alert
for Injury or Iliness Reports, click the Yes box located to the right of the New Incident
Report Entered line item. Click the No box when you no longer wish to receive an alert.

4. Once an 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.

v STATE OF NEW JERSEY

SCHOOLS DEVELOPMENT AUTHORITY

A PRIMAVERA

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

First Name:

Alert Description Subscription

Change Orders MNotifies the user if a change order entered will become due or overdue.

Due/Overdue 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 MNotifies the user if any business items within Meeting Minutes module are OYes CNo

OYes [CNo

Due/Qverdue due. These alerts are hased upon the 'Due Date' field. Low Priority = 5

days prior to due date, Medium Priority = 3 days prior to due date, High

Doty — oo
Safety MNotice Notifies the user when a new safety violation has been entered. OYes CNo
Entered
Mew Incident Report  Motifies the user when a new injury or illness report has been entered. ClYes CINo
Entered High priority alert on the date the doc is entered

5rawmgs Sistriblted MNotnies the user of drawings that have been distnbuted today or it the CYes CINo

Today drawings sent date is today's date. This is only @ medium priarity alert.
Motice to Comply Motifies the user of any non-compliance notices that are due. This is ClYes CINo
Due determined by the number of days till 'Due Date' field. Low Priarity = 5

days prior to due date, Medium Priority = on due date, High Priority = 5
days past due date

Notice to Comply Notifies 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 Ll¥es [INo
Complete dates and responded date fields. Low Priority = document open 1 day,

IMedium Priority = document open 7 days, High Priority = document open

14 days.

Punch List ltems 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 priarity = 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 Priority = 3 days past the due date, High Priority = 7 days
past the due date.

Submittals Overdue  Notifies the user if a submittal has reached or passed the date entered in
the 'Due Date' field. Low Priority = on due date, Medium Priarity = 3 days
past the due date, High Priorty = 7 days past the due date.

Unpaid Invoices Notifies the user of an unpaid invoice. Low Priority = 20 days unpaid, CYes [No
Medium Priority = 25 days unpaid, High Priority = 30 days unpaid.

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

OvYes ONo

OYes ONo

OYes ONo

THEREIL

and CCDs responded date is not entered ) Low 20-25 days, Med 25-29 days, High

Due/QOverdue 30+

Insurance Policy Notifies the user when insurance policies expire. Low=21 to 45 days,

Expires Medium = 11 to 20 days, High = 10 days or less. QYes LNo
l | Submit | Cancel l

NJISDA Home
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5. These alerts will be triggered any time a Safety Violation or Injury or IlIness report is entered
in the system. The 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.

Contract Management Control Center

Al Projects

B

+ 8] Request for Informaticn
B notices
- [#B1 Noncompliance Notices
L[] LettersDoc. Templates
- [B1 con. SentLog
+ B Com. Received Log
- [B] Meeting Minutes
+ [] PermitsDCA Inspactions
L [B] Telephone Logs
o B satety
{3 Conract Information
- Logs
(I3 change Crder Management
- [E] 04000W - Valley Road E.S. (Clark Township)
04008 - Ellict: Street E.5. (Newari)
[ 040008 - Number 22 E-5. (Jersey City)
- [&] 04000C - Alexander D Sullivan #30 ES{JrsyCt
[ 040000 - Number § E.S. (Jersey City)
55 [F2) NANNNE _ Bafact e | Pruriarn £27 52

[

-[E] 040007 - Frank K Hehnly E.S. (Clark Township

Actions 2
! High 0
Normal
4 Low 0

Prepare Reports

2 02 - Issues Log by Project (r is O1sda all)

wiorkspaca: (VM Workspace) = & |
Alerts ‘biNg
! High 300
* Normal o
1 Low o

Last System Refresh: September 25, 2012 1:00:34 AM EDT

Prepare Reports %

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

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

B 24 - school Type Report - Regional {m_proj_sc...

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

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

Note: both safety alerts will only display the same day a document was entered. They will
disappear the following day.

- [

# MNormal

~ Mew Safety Notice entered

D@f o OSHA safety violation

required today

®selectall lect all

all

# expand all 2 coll

William Costello o04000v
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