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I. PAYMENT REQUISITIONS

Payment Requisitions are created to calculate payments at regular intervals based on a schedule

of values.

The Payment Requisitions module contains all the information required to process SDA forms
803, 804 and 810. The module displays a detailed schedule of values by line item. It performs
these calculations automatically and presents this information in a format parallel to an AIA
Certification.

Certified Payment Requisitions are distributed to the Actuals section of the project cost
worksheet which is used by SDA Executives and other SDA departments.

1. Important points to remember when working with requisitions:

a.

Requisitions are generated the first time only from the contract, which copies over the
contract value line items and their cost distributions to the new requisition.

Subsequent requisitions are generated from the latest requisition forward, with all line
items included.

Requisitions must be entered and certified in nhumerical order according to the
“Application” number in Contract Management. For example, requisition #3 cannot
be processed before requisition #2.

If requisitions entered into Contract Management are to be grouped into one invoice in
SIMS (multiple projects with the same contract), the requisitions must be the same
number on each project. For example, if they all appear on invoice #16 on contract
WT-0011-C01 in SIMS, they should be entered in each project as #16 on contract WT-
0011-CoO1.

There is a new field in the Review Status section labeled Document Owner. We are
not currently using this functionality.
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2. Before entry can begin, verify the following information:

a. If billing against a change order, confirm that all change orders have been executed.
There are two (2) ways to do this:

e Open the SDA external website, select Doing Business with the SDA from the
list on the left side of the screen, click on Forms and Resources, then click on
Invoice/Change Order Reports.

¢ In Contract Management, open the final change order log and locate the desired
change order. If the title of the document contains an “EX-* prefix, the change
order has been executed. If the document does not have an “EX-* prefix, the
change order has not been executed and should not be included in a payment
requisition.

b. Validate that the “Total Due this Period” on the SDA form 810 is the same dollar
value as the “Total Completed and Stored this Period” on the SDA form 803.

c. Validate that the “Total Completed and Stored To Date” value is correct by adding the
“Total Completed and Stored to Date” value from the previous requisition in Contract
Management to the “Total Completed and Stored this Period” value on the current
requisition being processed.

d. Validate that the “Previous Billed to Date Less Retainage” value is correct. This value
should correspond to the “Previous Amount Certified” value listed in Contract
Management on the last certified requisition.

e. Ensure that the last requisition has been certified in Contract Management.

If all information has been reviewed and validated, proceed with the entry of the requisition.
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Il. Generate an Initial Payment Requisition from a Contract

The initial Payment Requisition is generated from the Contract. IMPORTANT: A requisition
must be generated from a contract only once.

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

ORACLE' Primavera Contract Management

‘Welcome, Jennifer Irizarry

Contract Management Control Center

|ifikEinci ) Workspace: My Workspace) - % ==
BR %A
[ Al Projects = Actions 2%l Alerts & &
[l 000114 - Number 7, Grant E-5. (Passaic City) ‘=‘
[E] 000487 - Hubbard M.5. (Plainfield) =
[E] 000804 - Peterstown E 5. #2 (Elizabetn)
-[E] 000810 - John Marshall E.5. #20 (Elizabeth) ' High o ! High 268
-[E] 000811 - Elizsbeth H.8. (Elizabeth) *  Normal T ¢  Normal o
-[&] 000702 - John F. Kennedy H.S. (Paterson) =
- 010089 - New pre K-8 £27 (Elizabeth) 4 Low 0 4  Low o

[ 010090 - New pre K-8 #28 (Elizabath)
[E] 010091 - Dr. Albert Einstein #29 (Elizabeth) Last Systemn Refresh: May 29, 2012 1:00:25 AM EDT
[ 010522 - New MS (x01) (Long Branch)

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

-[E] 010557 - Number 4 E.S. (West New York) Prepare Reports % Prepare Reports %
-[E] 010588 - Number 2 E.5. {West New York)
-[E] 010882 - Unicn City ECC (Schlemm) B 01 - Project Status Report - External Use (r ... B 01 - Multi-Broject Pending Payment Requisitio...

-[& 010571 - [DF] Unien City HS & Athletic Complx
[&] 010520 - Number 24 E.S. (Jersey City)

=] 010581 - PS #20 (Jemsey City) [ 02 - Issues Log by Project (r_is O1sda all) B 24 - school Type Report - Regional (m proj sc...
& 010587 - EGC 03 {Jersey City)
= 010593 - ECC 13 (Jersey City) B 26 - Multi-Project CCD Report - Executed in t...
-[E] 010594 - ECC 14 (Jersey City)

-[E] 010587 - ES 2 (Jersey City)

-[&] 010810 - Fhillipsburg Early Childhood Center

-[E 010817 - New Science Park HS (Newark)

-[E] 0108128 - New First Avenue (Newark) o
« [ | »

D 01 - Single Project Status Report - Internal ... D 02 - Multi-Project Daily Reports - Past 7 Day...

Primavera Contract Management J Trusted sites | Protected Mod
——— ™ ] —=ar

2. Select your desired project.

Contract Management Control Center

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

= Actions 2% G Alerts N @

! High 0 ?  High 268
(#-(Z] Change Order Management - Normal 0 * Normal 1]

3. Open the Contract Information folder (a list of subfolders will appear) and select the
Contracts Committed module.

g e m—
E| a Contract Information

i [ Project Cost Report
-[8] contracts - Budgeted
—— @ Contracts - Committed
- @ Purchase Orders

- @ Trends

@ FPayment Reguisiticns

0000000000000 ]
-
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4. Locate the name and contract number of the contract that you wish to create a requisition for,
and then click the blue (underlined) link to open it.

Important: Do not edit this document by choosing the icon to the left of the file name.
Editing will uncertify the document.

| Control Center > Contracts - Committed

Contracts - Committed  Select an action... ~ 123 M Find Bg Layou
l:) | Document For | Number To To Contact ‘ From I
Ig % FERE ET-0085-K03 CDW Government Inc Steve Bobko Mewr Je
@ ® General Program Costs ET-0085-RO1 City of Egg Harbor No Name Available MNew J¢
Ig % FFRE ET-0085-FO01 Spectrum Industries Dale A Volrath Maw Je
Ig ® FERE ET-0085-K19 Spectrum Industries Dale A Volrath Mew Je |
@ © FFBRE ET-0085-K17 Washington Computer Services Fran Koenig Mew J¢ (i
Igg © FERE ET-0085-K22 Washington Computer Services Fran Koenig Mew I |f]
Ig @ FERE ET-0085-F04 Ballet Barres, Inc Joey O'Conner Mewe Je
@ © FFRE ET-0088-K25 Custom Computer Specialists, Inc Deborah Borzumato New J¢
Igi © FFRE ET-008%-K26 Customn Computer Specialists. Inc Deborah Borzumato Mew J¢
Ig % Construction ET-0085-C02 Silverlands Services, Inc Madhu Rajan Mewr Je
5. The contract document displays.
Control Center > Contracts - Committed Log > Contract

Contract: ET-0089-C02 | Silverlands Services, Inc  Select an action... -
f |' General ]|’ Review Status 1( Contract Summary ]|’ Line Items “’ Details “’ Schedule N’ Issues “’ Attachments “’ Versions ]
T Silverlands Services, Inc
° Madhu Rajan
New Jersey Schools Development Auth
From . ;
Kimberli Banegas
— Number ET-0089-C02
—
l\) Title Construction
Dated Sep 20, 2012
Spec Section
Total Cost $394,444.,00

6. The next step will be to generate the requisition. There are two methods in which to
generate a requisition document. The method you use will depend upon your level of access
in the system. Either method will yield the same outcome.
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Method 1: Choose Generate Requisition from the Select an action drop down menu on
the top of the screen.

Control Center > Contracts - Committed Log > Contract

Contract: ET-0089-C02 | Silverlands Services, Inc | Select an action... v | —
Select ction...
|' General ]f Review Status V Contract Summary ]r EgiteDuac:I:lr:er;:n a[ Issuas ]|' Attachments ]f Versions ]
Silverlands Servi I Print Form
il To ";T_Ira” s services, Inc = Print Preview
Madhu Rajan Advanced Print

Send to Corr Sent

From New Jersey Schools Development 45end to Corr Rovd

Kimberli Banegas Send to Inbox
E-Mail Form
Number ET-0083-C02 Add Document

Generate Contract

Title Construction Generate Materials Delivel
Generate Requisition
Dated Sep 20, 2012 Generate Transmittal k
'

Markup for Changes

©#eB

Spec Section Cost Options
Recalculate
Total Cost $304,444.00 Delete Document

Version Document

Method 2: Click the Contract Summary tab, click the Payment Requisitions sub-tab and
click the Generate button.

Control Center > Contracts - Committed Log > Contract
Contract: ET-0083-C02 | Silgerlande Sanyices ]HF Select an action... -
( General ][ Review Status l[ Contract Summary Line Ttems ][ Details ][ Schedule ][ Issues ][ Attachments ]( Versions ]
[ Details ” Changes ” Insurance ” Invoices [ Payment Requisitions ].iSubmittals ]
—)
Period To ‘ Appli ion N b A t Certified | C I d and Stored to Date Current Payment Due Certified Latest
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7. The Generate Requisition window displays. Change the Period Ending date (Period To
field) to match the period ending date on the SDA form 803 in the package.

IMPORTANT: You will not be able to edit this field after the document is created.

8. The remainder of the options listed in the window should be changed to No. Click the
Finish button to complete the generation process.

Generate Requisition

This will create a new Requisition for thi:—(:-on—tr-ai._—_—_—_—- Ensu re thIS
Period To * Nov 20, 2012 iz date |S correct
Link the new Requisition to the same Issues as the original? as |t cannot be

YES ° no

changed once
the Requisition
is generated

Link the new Requisition to the same Attachments as the original?
D yes @ no

* Reguired

Finish

9. The new requisition displays. Click the Edit Document button to begin entry.

Control Center > Payment Requisitions Log > Requisition
Requisition: 00001 | New lersey Schools Development Auth  Select an action... -
|' General Tl’ Review Status ]l’ Contract Summary 1" Requisition Summary -]lr Schedule of Values 1( Approved Changes ]l’ SDA Data 1" Issues 1" Attachmer #
Contract/PO @ Construction (ET-0089-C02
@ T Mew lersey Schools Development Auth
° Kimberli Banegas
D& E Silverlands Services, Inc
rom Madhu Rajan
E'—l Period To MNowv 20, 2012
| Application Number 00001
(. = J
I ———
______________________________________________________________________________________________________________________________|]
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10. Click the Schedule of VValues tab. The Schedule of VValues must be broken down to reflect
the items as listed on SDA Form 810. Before adding new lines to the Schedule of Values,
you will need to delete the single contract line item that contains the full value of the
contract. The value of all the line items you enter should total up to the value of the

contract.

Control Center > Payment Reguisitions Log > Requisition

Requisition: 00001 | New Jersey Schools Development Auth

Select an action...

-

|' General ]" Review Status -]" Contract Summary ]" Requisition Summaryl]" Schedule of Values ]"Appn:wed Changes ]" SDA Data ]" Issues ]" Attachments W

R

i

| Add Lump Sum | | Add Unit Price | More commands... -
Item . Scheduled Previous Materials Presently
“ | Number (A) | FEE ST O | Value (C) | Applications (D Stored, Notin D or E (F
Iﬁ 0000010 Line-Item added by SIMS-CM Interface systemn: UpdateContract® $394,444.00 $0.00 $0.00 $0.00
Log Totals | $304,444.00 $0.00 | $0.00 | $0.00 |
< m ] 3

11. To delete the contract row line item, scroll to the right hand side of the screen in the
Schedule of Values section and click the delete option.

Requisition: 00001 | New Jersey Schools Development Auth

Select an action...

-

( General ]l’ Review Status ]l’ Contract Summary 1( Requisition Summary ]l’ Schedule of Values Tl’ Approved Changes ]l’ SDA Data ]( Issues ][ Attachments ]

J More commands...

-

G/C | to Finish (H)

Balance

Retainage (I) | Retain %o

Tax Rate (1) ‘ Activity ID

Cost Code

0.000% $394,444.00

$0.00 0.00000%

0.000%

030

| Add Lump Sum J Add Unit Price
aterials Presently | Completed and Stored | 9 Complete
. Notin D or E (F) to Date,D+E+F (G)
$0.00 $0.00
$0.00 $0.00 | 0.0000% | $304,444.00 |
1 >

$0.00

11
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12. Answer Yes to the prompt to confirm the deletion of the contract row line item.

S NI SV AP TS UV LSO TITIESSay . LT —)

Delete this Schedule of Values record?

v |

13. The Schedule of Values will be blank. To begin adding standard line items to the Schedule
of Values, click the Add Lump Sum button.

Requisition: 00001 | New lersey Schools Development Auth ~ Select an action... -

| Review Status Contract Summa Requisition Summa Schedule of Values A oved Changes SDA Data Issues Attachments

azy| [seneml [ 1l o | Rea o[ [ Awer ges | [ zssves | ]
v ) |
l Add Lump Sum I Add Unit Price | More commands... -

. Scheduled Previous This Materials Presently | Completed and Stored | 9% Complete H

2 | Number (a) | Description of Work (B) | "y ), 0 () Applications (D) | Period (E) | Stored, Notin D or E (F) to Date,D+E+F [G) G/c | toFi

%

4 n L
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14. The Requisition Detail box displays. The Item Number field will be automatically
populated with a line item number. Edit this number as desired. Enter a Description of the
work that this line item represents in the Description of Work field. Enter the Scheduled
Value for the work in the Scheduled Value field (no formatting).

Requisition Detail help =+

EZ D

Requisition Detail
Type Lump Sum -

P Item Number (A) * 0000010

m

Description of Work (B)

elate>- | Mabilization -

P Scheduled Value () ($) 16,194.00

Previous Applicaticns (D) $0.00 A
This Peried (E) (%) 0.00

Materials Presently Stored, Not in D or E (F) ($) 0.00

Completed and Stored to Date, D+E+F (G) $0.00

% Complete, G/CT 0.000
Balance to Finish (H) $16,194.00
Retainage (I) 0.00
Retain % 0.00000
Tax Rate (1) 0.000
Activity ID

Note: When adding new line items, it is important to number the items so that they are
organized correctly. Items will always display in the Schedule of Values window sorted by
number, with lowest numbers first and highest numbers last.
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15. As this is the first requisition, you can enter the amount to be billed this period. Enter
either the dollar value in the This Period (E) $ field or the percentage completed in the %

Complete G/C field.
Requisition Detail help =
22

Requisition Detail
Type Lump Sum -

Item Number (&) * 0000010

m

Description of Work (B)

Mabilization -
Scheduled value (C) (%) 16,194.00
Previous Applications (D) $0.00 B
This Period (E) ($) 9,716.40

Materials Presently Stored, Not in D or E (F) ($) 0.00

Completed and Stored to Date, D+E+F (G) $9,716.40
% Complete, G/C 60.000
Balance to Finish (H) $6,477.60
Retainage (I) 0.00
Retain % 0.00000
Tax Rate (J) 0.000
Activity 1D
L Cocti B tonofnaca )

16. Scroll to the Costing section of the window, click the Add button to choose the cost code
that the Lump Sum should be distributed to.

< Costin =R top of page
| Add |l| Add Multiple Cost Codes | | Remoye fero Values |
Cost Code & | Title | Distributed
[l NOT COSTED NOT COSTED 9,716.40
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17. Select the cost code that the Lump Sum should be distributed to (search by either Cost Code
or Title). Use the Search window at the top of the screen to search for cost codes rather
than paging through the entire list. Type in the desired cost code and click the Search
button.

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

Your requisition will not be processed if this step is forgotten.

l |U3U Search

Cost Codes

010=Real Estate Services
020=Design Fees
030=Construction
040=FF&E

| Zhow All

Al 0123466789 Cther

szlect (330 (Construction)

seleet 330.01 (General Conditions)

select 030 02 (Existing Conditions)

select (030 02 41 00B (Selective Site Demolition (BTL))
sslect 03002 41 168 (Building Demolition (BTL))

select 03002 41 .19B (Selective Structure Demalition (BT)
select 03002 50 00B (Selective Site Remediation (BTL))
ssleat (030 .02 60 (Plastic Fabrications)

050=Technology
060=Project Contingency
070=0ther Costs, Direct
080=Temporary Space
090=Rebates and Refunds
100=Local Share Funds
110=PMF/CM Fees
120=0CIP

130=0Other Costs, Indirect

seleet (030 .02 62 00B (Underground Tank Removal (BTL))

18. When all entries are completed, scroll to the bottom of the Requisition Detail screen and
choose Save and Add Another to add additional Requisition Details or choose Save and
Close to finish. You will return to the Requisition screen.

“ Costing el top of page
| Add | [ Add Multiple Cost Codes | |
Cost Code & | Title | Distributed
030 EI Construction 9,716.40 add balance remove E
[
[
~ Issues ,@ top of page
{iiAttachments & top of page
* Required
I —— T T -
L= e /!
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19. The Schedule of Values shows all entered line items. Review the items and make any
necessary corrections by choosing the edit icon next to the line item.

Requisition: 00001 | New Jersey Schools Development Auth  Select an action... -

@ |' General ][ Review Status 1" Contract Summary ]l’ Regquisition Summary ]l’ Schedule of Values ]l’ Approved Changes Tl’ SDA Data ]l’ Issues ]l’ Attachments ]
| Add Lump Sum J | Add Unit Price J More commands... -

@ ‘ a | Ttem T iption of Work (B) Scheduled Pravious This Materials Presently | Completed and Stored | % Col

e Number (a) | D =scriPbon of Wor Value (€) | Applications (D) | Period (E) | Stored, Notin D or E (F) to Date,D+E+F (G)

@ 0000010 Mabilization $16,194.00 $0.00  $9,716.40 $0.00 $9,716.40 &0
Ig 0000020 Insurance and Bonding $22,000.00 $0.00 $22,000.00 $0.00 $22,000.00 100
Ig 0000030 Scil Erosion and Sediment Control  $12,500.00 $0.00 $6,250.00 $0.00 $6,250.00 50
@9 0000040 Bulk Excavation of Existing Soil $40,000.00 $0.00 $34,000.00 $0.00 $34,000.00 as
I—g’ 0000050 Disposal of silt from basin bottom  $303,750.00 $0.00 $0.00 $0.00 $0.00 o

| Log Totals | $394,444.00 $0.00 | $71,966.40 ‘ $0.00 ‘ $71,966.40 | 18
o M I +
L9

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

Requisition: 00001 | New Jersey Schools Development Auth  Select an action... -
|' General ][ Review Status ]|' Contract Summary ]'r Reguisition Summary ][ Schedule of Values ]|' Approved Changes ]|' SDA Data ]f Issues ][ Attachments W
AE/GC/CM Approval Date (required)™ = Nov 12, 2012 "_—*m e
AE/GC/CM Approver Name (required)® Madhu Rajan
CPU USE ONLY [ 3
BMF/CM/CPU Recv Date (required)* * Nov 13, 2012 “_—'m =
(***As of 11/28/2011 - CPU***) =
~CPU Reviewer Donna Blizzard EI X
[Construction Contractor Inv |:|
803 Construction Cont Inv EI »
803a Constuction Cont Inv-Proj BkOut EI »
810 Schedule of Values EI »
Allowance Authorization =
a) Authorized Amount ($) 0.00
b) Previous Billed to Date (%) 0.00
c) Current Billing ($) 0.00
803B/804B SubCont/Consult Verf Form EI b 4
L

e AE/GC/CM Approval Date (required) — Enter the date the Architect, General
Contractor or Construction Manager approves the requisition.

e AE/GC/CM Approver Name (required) — Enter the name of the Architect, General
Contractor or Construction Manager approving the requisition.
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e PMF/CM/CPU Received Date (required) — Enter the date the PMF/CM or CPU
receives the requisition.

e CPU Reviewer (required) — Enter the name of the CPU reviewer of the requisition.

The remainder of the fields in this section will either be entered by a member of the CPU
staff or will be automatically populated by SIMS (labeled with the suffix of (S)).

21. To continue and enter the Retainage information, skip to section V of this manual (page
24).
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I11. Generate from a Previous Payment Requisition
This process is used after the initial Requisition has been created and certified from the contract.

1. Open the Contract Information folder (a list of subfolders will appear) and select the
Payment Requisitions Module. The Payment Requisition Log will open.

_—Ela ‘Contract Information

@ Froject Cost Report

- [#] Contracts - Budgeted
- [#] Centracts - Committed
@ Purchase Orders

@ Trends
£

Payment Requisitiong

@ Frocurement/Bids

e

2. Per the applicable contract, open the previously created requisition by choosing the file name
with the applicable Period To date.

Important: Do not edit this document by choosing the icon to the left of the file name.
Editing will uncertify the document.

Control Center > Payment Requisitions

Payment Requisitions  Select an action... « 1233 Find ¢ Expand All = Collapse All E:;a Layout

o il Construction (ET-0089-C01) (Contract)

Period To | Application Number Requisition From From Contact Amount Certified

@ ® Sep 30, 2010 00026 Terminal Construction Corporation Donald N. Dinalla $113,357.74

Iﬁ ® Oct 31, 2010 00027 Terminal Construction Corporation Donald N. Dinallo $315,296.16

Iﬁ % Mow 30, 2010 00028 Terminal Construction Corporation Donald N. Dinalle $59,828.15

Iﬁ @ Dec 31, 2010 00029 Terminal Construction Corporation Donald N. Dinallo $163,128.18 -

Ig % Feb 28, 2011 00030 Terminal Construction Corporation Donald N. Dinalla $99,452.10

g & Apr 30, 2011 00021 Terminal Construction Corporation Donald N. Dinallo £43,494.67

Iﬁ % May 31, 2011 00032 Terminal Construction Corporation Donald N. Dinallo $122,262.39

Iﬁ ® Jun 30, 2011 00033 Terminal Construction Corporation Donald N. Dinallo $14,339.47

Iﬁ & Jul 21, 2011 00034 Terminal Construction Corporation Donald N. Dinallo £147,.854.92

Iﬁ % Aug 31, 2011 00035 Terminal Construction Corporation Donald N. Dinallo $33,433.51
Construction (ET-0089-C02) (Contract)

Period To | Application Number Requisition From From Contact Amount Certified

Iﬁ @ Nowv 20, 2012 0001 Silverlands Services, Inc Madhu Rajan £0.00

3. The next step will be to generate the requisition. There are two methods in which to generate
a requisition document. The method you use will depend upon your level of access in the
system. Either method will yield the same outcome.

0000000000000 ]
-
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Method 1: Choose Generate Requisition from the Select an action drop down menu on
the top of the screen.

Control Center > Payment Reguisitions L > Requisition

Requisition: 00001 | New lersey Schools Development Auth | Select an action... ¥ G—
Select ction...
["General |[ Review Status || Cortract Summary || Reauisi Fgit pocument : of Values | Approved Changes |[ SDA Data |[ Issues |[ Attachmer 4
@ Frint Form
Contract/PO # Construction (ET-0083-C02 Print Preview
Ad d Print
To N_ewaelr_sey Schools Development Auth Se:SrLgeCurrrmSent
Kimberli Banegas Send to Corr Revd
@ From Silverlands Services, Inc Send to Inbox
Madhu Rajan E-Mail Form
. Record Payment
Period To Nowv 20, 2012 Add Document
g | T o
Application Number oooo1 Generate Transmittal

Recalculate
Delete Document
ersion Document

Method 2: Click the Contract Summary tab, then click the Payment Requisitions subtab.
Click the Generate button.

Control Center > Payment Reguisitions L * Requisition

Requisition: 00001 | New lersey Schools Development Auth  Select an action... -
f |' General ][ Review Status T Contract Summary ]’ Requisition Summary ]|' Schedule of Values ]( Approved Changes ]|' SDA Data ]|' Issues ]|' Attachme| 2
[ Details ” Changes ” Insurance [‘ Payment Requisitions [ Submittals ]
l Generate
Period To Application N b A it Certified | Completed and Stored to Date Current Payment Due Certified Latest
© Nov 20, 2012 00001 $71,966.40 §71,966.40 $71,966.40 Yes Yes
)
< [ 3

javascriptvoid 0; h
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4. The Generate Requisition window displays. Verify the Period Ending date (Period To field)
matches the period ending date on the SDA form 803 in the package.

IMPORTANT: You will not be able to edit this field after the document is created.

e i s e e

S e e Sty g m e anima iy
Generate Requisition .
—  Ensure this date
This will create the next Application for Pavl‘l‘lW is correct as it
Period To * Sep 30, 2011 iz=1) cannot be

changed once the
There are no Materials to get Requisition iS
There is no schedule information to get generated

There are no approved Final Change Documents to get

| Link the new Requisition to the same Issues as the original?
@ yes () no

Link the new Requisition to the same Attachments as the original? Py
@ yes () no

Copy Custom Fields from the original?

@ yes () no

* Required

Finish ]| Cancel |

5. If the first check box option states There are no approved Final Change Documents to
get, there are no approved Final Change Documents to include on this requisition. Continue
to the next step.

6. Important: The remaining options must be set to no. Choose the Finish button to complete
the generation process.

Generate Requisition
This will create the next Application for Payment for the same Contract as the original.
Period To * Sep 30, 2011 raxe|

> There are no approved Final Change Documents to get

There are no Materials to get

There is no schedule information to get

I'l Link the new Reguisition to the same [ssues as the original?

O yes @ no

&« Link the new Reqguisition to the same Attachments as the original?
) yes @ no

Copy Custom Fields from the original?
) yes @ no

* Required

Fiish | [ Cancel |
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|
7. If there are executed (approved) change orders available, the Get Executed (EX-) Change
Orders Only! check box will display, however, it will be unchecked.
* Important: You must select this check box in order to retrieve any executed change orders.

If the There is no schedule information to get box is checked, be sure to uncheck that option
box. Important: the remaining options must be set to no. Choose the Next button to proceed.

e T S i mamm e e Amiimg = oo s

Generate Requisition

This will create the next Application for Fayment for the same Contract as the original.

Period To * Dec 20, 2012 ﬁ

Get Executed (EX-) Change Orders Only

There are no Materials to get

There is no schedule information to get
Link the new Requisition to the same Issues as the original?
) yes @ no
Link the new Requisition to the same Attachments as the original?
- ) yes @ no
Copy Custom Fields from the original?

) yes @ no

-

* Required

] 1

8. The Get (Get Executed (EX-) Change Orders Only!) dialogue window displays, listing all
approved changes that have not been previously collected into a requisition. In order to easily
identify those change orders that have been executed (approved), Contract Management will
identify those change orders with an EX prefix before the Change Order title. The only change
orders that should be selected are the ones listed on SDA Form 810 and have a prefix of “EX”
before the document title. Click the checkbox next to those change orders and select Finish to
create the requisition.

- Py ey &
T Flebibbd ) ¥
-
Contract Construction (ET-0089-C02)
To Silverlands Services, Inc
From MNew Jersey Schools Development Auth

Create line items for

@ Total Change amount ) Each line item
# Select All % Unselect All N
Select | Title ‘ Number | Date | Total Cost | Approved Date 1 | Approve| i
EX-Construction updates 001 MNov 27, 2012 $5,000.00 Nov 27, 2012 MNow

m
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9. The new requisition displays. Click the Edit Document button on the left side of the screen to
begin entering information.

LCantrol Centert > Payment Requisitions Log > Requisition

Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -

f |' General ]f Review Status ]( Contract Summary ]f Requisition Summary ]f Schedule of Values ]( Approved Changes ]( SDA Data ]( Issuss ]( Attachmar #
Contract/PO & Construction (ET-0089-C02
T Mew lersey Schools Development Auth
° Kimberli Banegas
@l F Silverlands Services, Inc
ram Madhu Rajan
Period To Dec 20, 2012

5]

Application Number 00002

— —_— e e e e ——— — = = — e = P

10. Click the Schedule of Values tab. Change Orders that were collected as part of the creation
process are listed at the bottom of the Schedule of Values by default and are designated by a “C”
in the Item Number field. You can also click the Approved Changes tab to view the Change

orders.
Control Center > Payment Reguisitions Log > Requisition
Requisition: 00002 | New lersey Schools Development Auth  Select an action... -
)
% |’ General 1" Review Status 1[ Contract Summary Tl’ Requisition Summary m Schedule of Values ||’ Approved Changes I SDA Data Tl’ Issues 1" Attachments ]
| Add Lump Sum | | Add Unit Price | More commands... -
~ | memser ) | Deserption of Work 8) e e e e I
@‘f 0000010 Mabilization $16,194.00 $9,716.40 $0.00 $0.00 $9,716.40 &0,
Ig 0000020 Insurance and Bonding $22,000.00 $22,000.00 $0.00 $0.00 $22,000.00 100.
ﬁ Iﬁ 0000030 Soil Erosion and Sediment Control  $12,500.00 $6,250.00 $0.00 $0.00 $6,250.00 50.
I—g‘f 0000040 Bulk Excavation of Existing Soil $40,000.00 $34,000.00 $0.00 $0.00 $34,000.00 35.
Igf 0000050 Disposal of =ilt from basin bettom  $303,750.00 $0.00 $0.00 $0.00 $0.00 0.
Iﬁ C000010 Construction updates $5,000.00 $0.00 $0.00 $0.00 $0.00 0.
Log Totals | $399,434.00 $71,966.40 | $0.00 | $0.00 | $71,966.40 | 18.0
< M | L2
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11. Click the SDA Data tab and complete the required fields.

e

F

Requisition: 00002 | New Jersey Schools Development Auth

Select an action...

-

[AZ] |' General ]l’ Review Status ][ Contract Summary Tl’ Requisition Summary ][‘ Schedule of Values ]l’ Approved Changes

AE/GC/CM Approval Date (required)® *
AE/GC/CM Approver Name (required)® *
CPU USE ONLY

PMF/CM/CPU Recv Date (required)® *
(***as of 11/28/2011 - CPUF*¥)

CPU Reviewer

(Construction Contractor Inv)

803 Construction Cont Inv

803a Constuction Cont Inv-Proj BkOut
810 Schedule of Values

Allowance Authorization

a) Authorized Amount (§)

b) Previous Billed to Date (§)

c) Current Billing ($)

803B/804B SubCont/Consult Verf Form

[ X
[ X
] X

[ X

&=

) X

—
| sDA Data |Issua |[ Attachments |

12. The next step will be to enter the Complete and Stored This Period information.

Contract Management User Manual
Section 19 — Payment Requisitions

Page 21 of 34

Created: 6/01/07
Revised: 11/30/12




V. Entering the Completed and Stored this Period Information

It will be necessary to modify the schedule of values to reflect how the Contractor is to be paid.
The schedule of values should reflect the approved contractor payment breakdown submitted
by the Contractor as found on Form 810.

1. With the Requisition open, click the Update This Period button on the left side of the
Payment Application window to display the detailed line items.

Requisition: 00002 | New lersey Schools Development Auth  Select an action... -

‘@‘ [— General ]( Review Status M’ Contract Summary ]" Requisition Summary Wr Schedule of Values ][’ Approved Changes Wl SDA Data ][ Issues -]" Attachments ]

Contract/PO * Construction (ET-0089-C02)

@ ‘ - New Jersey Schools Development Auth
— o Kimberli Banegas EI
@ . Silverlands Services, Inc

D 5 Madhu Rajan EI

Period To * Dec 20, 2012

Application Number 00002

2. Enter Total Due this Period from SDA Form 810 in the This Period field(s) for each
applicable line item and click Finish when completed. It is recommended to enter the dollar
values and allow the system to calculate the percentages.

[S] Update This Period = i
—_— - - -
Update This Period help
ltem Description of Work (B) % Complete, This
. A———
Mumber (A) GIC Period (E)
0000010 Mabilization 60.000 0.00
0000020 Insurance and Bonding 100.000 0.00
0000030 Soil Erosion and Sediment Control 50.000 0.00
0000040 Bulk Excavation of Existing Soil 85.000 0.00
0000050 Disposal of silt from basin bottom 0.000 0.00
C000010 Construction updates 100.000 5.000.00]
Finish l [ Cancel
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3. Once the requisition has been updated to reflect the total value of each line item for the
payment period, Contract Management calculates the “This Period” amount listed in the
Schedule of Values (Column E). This should match the values on the SDA 803 form.

4. Confirm the “Completed and Stored to Date” values in Column G match the values on the
SDA 803 form.

Requisition: 00002 | New lersey Schools Development Auth  Select an action... -

@ |' General ]l’ Review Status ][ Contract Summary Tl’ Requisition Summary ][‘ Schedule of Values ][’ Approved Changes 1( SDA Data Tl’ Issues ]l’ Attachments ]
| Add Lump Sum J | Add Unit Price J M.ure cummand;... -

@ o | Ttem Description of Work (B) | Scheduled Previous This | Materials Presently | Completed and Stored | % Com

Number (A) Lt Value (C) | Applications (D) | Period (E) | Stored, Notin D or E (F) to Date,D+E+F (G)
@ 0000010 Mabilization $16,194.00 $9,716.40 $0.00 $0.00 $9,716.40 60,
3

@9 0000020 Insurance and Bonding $22,000.00 $22,000.00 $0.00 $0.00 $22,000.00 100,
I—g’ 0000030 Soil Erosion and Sediment Control  $12,500.00 $6,250.00 $0.00 $0.00 $6,250.00 50.
Ig" 0000040 Bulk Excavation of Existing Soil $40,000.00 $34,000.00 $0.00 $0.00 $34,000.00 85.
I—g‘s 0000050 Disposal of silt from basin bottom  $303,750.00 $0.00 $0.00 $0.00 $0.00 0.
@" 000010 Construction updates $5,000.00 $0.00 $5,000.00 $0.00 $5,000.00 100,

| Log Totals | $200,434.00 sn,gss.o&' ;5,1:4}0.00] $0.00 | $76,066.40 19.]

4 m | 3

5. The next step will be to enter the retainage amount for this period.

0000000000000 ]
-
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V. Retainage

Generally, retention is tracked based on the percent of completion.
1. Scroll to the Requisition Summary section and enter the total retainage amount in the Total

Retainage field. This is the amount listed in the Total Retainage field on the SDA 803
form.

Requisition: 00002 | New lersey Schools Development Auth ~ Select an action... -

“ [ General ][ Review Status ][ Contract Summary W( Requisition Summary ]( Schedule of Values ]| Approved Changes ][ SDA Data ]( Issues ‘( Attachments ]

Criginal Contract Sum $394,444.00 *
@ Met Change $5,000.00
@ Contract Sum to Date £399,444.00
= Completed and Stored to Date £76,966.40
@ Percent Retainage Amount
- $0.00 Completed Work $0.00
$0.00 Stored Material $0.00 =
I Total Retainage ($) 2,500.00

2. Once the retainage has been entered and validated, the Current Payment Due will
automatically calculate. This is the amount that will be entered in the Amount Certified
field.

IMPORTANT: You must ensure that the amount listed in the Current Payment Due field
and the amount listed in the Amount Certified field are the same. Your
requisition will not be processed if these dollar values are different.

3. The Previous Amount Certified should match the Previous Billed to Date Less Retainage
on the SDA 803 form. The Current Payment Due and the Amount Certified should be the
same as the Current Payment Due on the SDA 803 form.
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Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -
|’ General 1" Review Status 1[ Contract Summary Tl’ Requisition Summary ]( Schedule of Values 1" Approved Changes 1" SDA Data ]l’ Issues Tl’ Attachments ]
7
Contract Sum to Date $399,444.00
Completed and Stored to Date $76,966.40
Percent Retainage Amount
$0.00 Completed Work $0.00
$0.00 Stored Material $0.00
Total Retainage (%) 2,500.00
Total Earned - Retainage $74,466.40
Previous Amount Certified ($) 715966.40
Current Payment Due $2,500.00
Balance to Finish + Retainage $322,477.60
Tax to Date ($) 0.00
Percent Complete 19.268%
|Amnunt Certified ($) 2,500.00 |]

1




4. When all fields are completed, click the Save button at the bottom of the screen.

Requisition: 00001 | New lersey Schools Development Auth  Select an action...

-

( General ]|' Review Status ]|' Contract Summary ]|' Requisition Summary ]|' Schedule of Valuss M’ Approved Changes ]|' SDA Data ]( Issues ][ Attachments ]

Contract/PO * Construction (ET-0089-C02)

New Jlersey Schools Development Auth

*
To Kimberli Banegas

EEe

Silverlands Services, Inc
* ¢
From Madhu Rajan EI

T *
% Feriod To Nov 20, 2012

Application Number 00001

* Required
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VI. 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.

Requisition: 00002 | New lersey Schools Development Auth  Select an action... -

f‘ + piew Status ][ Contract Summary ][ Requisition Summary ][ Schedule of Values ]( Approved Changes ][ SDA Data ][ Issues ][ Attachments W Versions | =
[T show all versions
N e Aot =
D 1.0 Jennifer Irizarry Mowv 28, 2012 9:23 AM
s
5
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VII.

Approvals

1.

Requisitio ju i ==y Schools Development Auth  Select an action... B
@‘ f General Review Status W Contract Surmmary ]" Requisition Summary ]" Schedule of Values ]" Approved Changes W[- SDA Data ]" Issuas ]" Attachments ]
— Ball in Court <none selected=> El =
@‘ Priority Normal - =
& | e
Ve
; ’ Program Officer, Sr. Program Officer, Deputy Program Director, Program Director
.T..M]

A

Two approvals (captured in the Review Status tab) are required for each Payment
Requisition. The approvers required are based on the SDA Operating Authority. As a
general rule, the applicable SDA Program Officer/Senior Program Officer/Program Deputy
Director/ Program Director should be listed in the first approval box, while the SDA Program
Director/Vice President should be listed in the second approval box. Approvals will change
based on the dollar value to be certified.

Company New Jersey Schools Development Auth
Contact Aaron Goss D

Approved Date Nowv 28, 2012 “_'—‘-J‘J

SDA Regional Director/Vice President

Company New Jersey Schools Development Auth

Contact James Adams =

Approved Date  MNov 28, 2012 ﬁ i

NOTE: There is a new field in the Review Status section labeled Document Owner. We
are not currently using this functionality.

NOTE: If more than two approvers are required put the other approvers’ name and date
signed in the notes sections.

When all approval information is entered, the requisition is ready to be certified. Only users
with approval rights for requisitions will be able to Certify and Save requisitions.
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3. With the document open, the user certifying the requisition will confirm the approval
information that has been entered, change the Ball in Court to Sent to CPU and click Certify

and Save.

Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -
|' General m Review Status Cantract Summary ]l’ Requisition Summary ]l’ Schedule of Values 1" Approved Changes Tl’ SDA Data ]l’ Issues -]l' Attachments ]

Document Owner <none selected=>

New Jersey Schools Development Auth

» Ball in Court Sant to CPU

Priority .I\.Iurrn a.l. -

Bl

=i

-

Program Officer, Sr. Program Officer, Deputy Program Director, Program Director

Company MNew Jersey Schaals Devélopment Auth
Contact Aaron Goss El

Approved Date Nov 28, 2012 ﬁ

SDA Regional Director/Vice President

Company New Jersey Schools Development Auth

[ ———

4. Verify the amount against the current payment and the SDA 803 form.
amount, click Yes.

OK to certify $2,500.007
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5. Accounts Payable will process the requisition through the SIMS system. Once payment is
complete, the Payment Date and Check Number information will be imported from SIMS back
into the Contract Management requisition. This information is listed in the Review Status tab

under the approval names.

Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -

( P——— ]]’ Review Status ][ it e ]f Requisition Summary W Schedule of Values }[ Approved Changes ]|' SDA Data }[ Issues ]|' Attachmel +

Priority + nNormal

Certified? yes

Program Officer, Sr. Program Officer, Deputy Program Director, Program Direclor

Ze/B)

Company New Jersey Schools Development Auth

Contact Aaron Goss

Application Date Nov 28, 2012

mn

SDA Regional Director/Vice President

Company Mew Jersey Schools Development Auth

Contact James Adams

Certification Date Nov 28, 2012

Payment Date Dec 5, 2012 Check Number 2477125 e

NOTE: If the Check Number displays the word “Wire” or “ACH?”, this indicates that payment
was electronically sent to the appropriate parties.

Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -
E ( General V Review Status ]f Contract Summary ][ Requisition Summary M Schedule of Values M Approved Changes ][ SDA Data ]( Issues ][ Attachme =
Priority + Normal o
Certified? yes
Program Officer, Sr. Program Officer, Deputy Program Director, Program Director i
-
1
Company New Jersey Schools Development Auth
Contact Aaron Goss
Application Date Nov 28, 2012
SDA Regional Director/Vice President £
-
Company New Jersey Schools Development Auth
Contact James Adams I
Certification Date Nov 28, 2012
Payment Date Dec 5, 2012 Check Number Wire =
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VIIl.  Appendices
Appendix A: Formatting the Schedule of VValues
When adding new line items, it is important to number the items so that they are organized the same
as the approved SDA 810 form. Items will always display in the Schedule of VValues window sorted

by number, with lowest numbers first and highest numbers last.

In addition to adding lump sum values, there are other options that can be added through the More
commands drop-down list.

Requisition: 00002 | New lersey Schools Development Auth  Select an action... -
@‘ |' General ]" Review Status ][ Contract Summary W" Requisition Summary ' Schedule of Values I Approved Changes ]( SDA Datz W" Issues ]" Attachments ‘|
i N
@ | Add Lump Sum ] | Add Unit Price More commands...
Item EE Ore co and Materials Presently | Completed and Stored | % Com|
D A ey Ay | 2o ton of Wark (0) Add Subtotal Stfred, Not in D or E (F) to Date,D+E+F (G)
P Add Header
g 0000010 Mobilization Add Blank Line $0.00 $9,716.40 60.
Ig’ 0000020 Insurance and Bonding Copy from Requisitions $0.00 $22,000.00 100.
B 0000030  Soil Erosion and Sediment Contrall | jogate This Period $0.00 $6,250.00 50.
5 x Get Executed (EX-) Change Orders Only
Ef 0000040 Bulk Excavation of Existing Sail Get Materials Delivery $0.00 $34,000.00 85.
X i X Get Percent Complete
I—g‘s 0000050 Disposal of =ilt from basin bottom $0.00 $0.00 o.
I—g‘f €000010 Construction updates $5,000.00 $0.00 $5,000.00 $0.00 $5,000.00 100.
| Log Totals $300,444.00 $71,966.40 | $5,000.00 $0.00 | $76,066.40 | 19.3
< | m | +

0000000000000 ]
-
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Add a Header

A header creates a detail item which has a label but no value associated. Headers are useful
when formatting the schedule of values so that it becomes easier to read.

1. To create a header, choose the More commands drop down list and choose Add Header.
The Requisition Detail screen displays.

Requisition: 00002 | New lersey Schools Development Auth  Select an action... -

[ General ][ Review Status ][ Contract Summary W( Reguisition Summary ][ Schedule of Values ]( Approved Changes ]( SDA Data W( Issues ]( Attachments ]

| Add Lump Sum | | Add Unit Price | Maore commands... V]
Item . More commands... Materials Presently | Completed and Stored | %% Com|
“ | Number (A) | e e Add Subtotal ored, Not in D or E (F) to Date,D+E+F (G)
g 0000010 Mohilization Add Header £0.00 £9,716.40 60.
Add Blank Line k !

Iﬁ 0000020 Insurance and Bondin Copy from Requisitions $0.00 $22,000.00 100
E; = 0000030 Soil Erosion snd Sediment Control || yte Thie Perind $0.00 $6,250.00 50.

2. Ensure that the Header option has been chosen from the Type drop down list. Complete the
Item Number and the Description of Work. To insert a line item between existing line
items, enter a number in the item number field which falls between the numbers of the
existing line items. Leave all other fields blank. Click Save and Add Another to add
additional items, or Save and Close to finish and return to the Requisition screen.

Requisition Detail help
202
Reauisiti .
Type Header -
Itemn Number (A) *  00DDD25 H
Description of Work (B) I
Contractor Payment Breakdown -
1M
s Tssues 67 top of page
» Attachments & topof page ||
(L
* Required

| == e

3. The header has now been added to your schedule of values.

Requisition: 00002 | New lersey Schools Development Auth  Select an action... -
Pr——

[AZ) |’ General 1" Review Status 1[ Contract Summary W" Requisition Summary Schedule of Values Approved Changes 1( SDA Datz W" Issues 1" Attachments ]
| Add Lump Sum | | Add Unit Price | More commands... -

@ . | Item | = . £ Work (B) | Scheduled Previous This Materials Presently | Completed and Stored | %% Com|

Number (a) | Pe=cription of Worl Value (C) | Applications (D) | Period (E) | Stored, Not in D or E (F) to Date,D+E+F (G)

g 0000010 Mabilization $16,194.00 $9,716.40 $0.00 $0.00 $9,716.40 60.
@f 0000020 Insurance and Bonding $22,000.00 $22,000.00 $0.00 $0.00 $22,000.00  100.

> @ 0000025 Contractor Payment Breakdown
g 0000030 Soil Erosion and Sediment Control  $12,500.00 $6,250.00 $0.00 $0.00 $6,250.00 50.
@’" 0000040 Bulk Excavation of Existing Soil $40,000.00 $34,000.00 $0.00 $0.00 $34,000.00 85.
g 0000050 Disposal of silt from basin bottom  $303,750.00 $0.00 $0.00 $0.00 $0.00 0.
@4 000010 Construction updates $5,000.00 $0.00 $5,000.00 $0.00 $5,000.00 100,
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Add a Subtotal

This line item subtotals the value of all line items above the subtotal line and beneath any

previous subtotal lines:

1. To create a subtotal, choose the More commands drop down list and choose Add Subtotal.
The Requisition Detail screen displays.

Requisition:

00002 | New Jersey Schools Development Auth

Select an action..

|’ General ]|' Review Status ]f Contract Summary M’ Requisition Summary I Schedule of Values I|' Approved Changss V SDA Data M’ Issuss ]|' Attachments ]

More commands...

|

More commands...
Add Subtotal

Add Header

| Add Lump Sum | | Add Unit Price |
It S
-~ N..E:her (a) | Description of work (8)
@9 0000010 Mobilization
Insurance and Bonding
— g 0000020 Insurance and Bondin

Add Blank Line

|CDDV from Reauisitions

Materials Presently | Completed and Stored | 96 Com|
PEctored, Notin D or E (F) to Date,D+E+F (G)

$0.00 $9,716.40 60.

$0.00 $22,000.00  100.

2. Ensure that the Subtotal option has been chosen from the Type drop down list. Complete the
Item Number and the Description of Work. To insert a line item between existing line
items, enter a number in the item number field which falls between the numbers of the
existing line items. Leave all other fields blank. Click Save and Add Another to add
additional items, or Save and Close to finish and return to the Requisition screen.

* Required

Requisition Detail help
Py
Requisiti .

Type Subtotal -

Item Number (A) * 0000055 f

Description of Work (B)

Earthword subtotal| -

) -

» 1ssues £ top of page
- Attachments & top of page

b

[ Sove o e || S ot A At || ot |
:

3. The subtotal has now been added to your schedule of values.

Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -
|’ General “’ Review Status 1[ Contract Summary N’ Reguisition Summary “’ Schedule of Values ]|’ Approved Changes 1( SDA Data N’ Issues “’ Attachments ]
7
| Add Lump Sum | | Add Unit Price | More commands... -
o | Rer (ay | Dserintion o work 8) I P P e e R et i
g 0000010 Mobilization $16,194.00 $9,716.40 $0.00 $0.00 $9,716.40 6
Ig 0000020 Insurance and Bonding $22,000.00 $22,000.00 $0.00 $0.00 $22,000.00 100
E—lﬂ g 0000025 Contractor Payment Breakdown
Iﬁ 0000030 Soil Erosion and Sediment Control $12,500.00 $6,250.00 $0.00 $0.00 $6,250.00 50
g 0000040 Bulk Excavation of Existing Soil $40,000.00 $34,000.00 $0.00 $0.00 $34,000.00 85
Igf 0000050 Disposal of silt from basin bottomn $303,750.00 $0.00 $0.00 $0.00 $0.00 q
= 55  Earthword subtotal $356,250.00 $40,250.00 $0.00 $0.00 $40,250.00 11
Tlg C000010 Construction updates $5,000.00 $0.00 $5,000.00 $0.00 $5,000.00 100
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Add a Blank Line

This option inserts a blank detail record. Adding a blank line may be useful in creating a

schedule of values that is easier to read.

1. To create a blank line, choose the More commands drop down list and choose Add Blank

Line. The Requisition Detail screen displays.

Requisition: 00002 | New Jersey Schools Development Auth  Select an action... -

|’ General “’ Review Status 1[ Contract Summary N’ Reguisition Summary ]|’ Schedule of Values ‘I Approved Changes 1( SDA Data N’ Issues “’ Attachments ]
T ——

— = 0000020 Insurance and Bonding

| Add Lump Sum | | Add Unit Price | More commands... -
Ttem o More commands... Ma
“ | Number (a) | e o8 Add Subtotal

Add Header
|§1§ 0000010 Mobilization Add Blank Line

i 1

Stored, Notin D or E (F)

terials Presently | Completed and Stored
to Date,D+E+F (€)

|%c°

$0.00

$0.00

$9,716.40 60

$22,000.00  10Q

2. Ensure that the Blank Line option has been chosen from the Type drop down list. Enter the
Item Number. To insert a line item between existing line items, enter a number in the item
number field which falls between the numbers of the existing line items. Leave all other
fields blank. Click Save and Add Another to add additional items, or Save and Close to

finish and return to the Requisition screen.

il Requisition Detail

il
Spelling

Il Reaui .
I Tvee Blank Line -
| Item Number (A) * 0000023

# Issues
» Attachments @

* Required

TSy Ty e

help ||

Eg |

top of page
top of page

L

3. A blank line has now been added to your schedule of values.

1
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E |’ General “’ Review Status W Contract Summary M’ Requisition Summary W Schedule of Values ]|’ Approved Changes V SDA Data M’ Issues “’ Attachments 1
| Add Lump Sum | | Add Unit Price | Maore commands... -
o | aeem s )| Descrption of Work 8) [ et peptentmios | ety | st e | e s
Igg 0000010 Mabilization $16,194.00 $9,716.40 $0.00 $0.00 $9,716.40 60
Ig 0000020 Insurance and Bonding $22,000.00 $22,000.00 $0.00 $0.00 $22,000.00 100
I:T > Iﬁ 0000023
I—g"” 0000025 Contractor Payment Breakdown
g 0000030 Soil Erosion and Sediment Control $12,500.00 $6,250.00 $0.00 $0.00 $6,250.00 50
@4 0000040 Bulk Excavation of Existing Soil $40,000.00 $34,000.00 $0.00 $0.00 $34,000.00 a3
I_éf 0000050 Disposal of silt from basin bettom $303,750.00 $0.00 $0.00 $0.00 $0.00 q
@9 0000055  Earthword subtotal $356,250.00 $40,250.00 $0.00 $0.00 $40,250.00 11
Ig Co0o010 Construction updates $5,000.00 $0.00 $5,000.00 $0.00 $5,000.00 100
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Appendix B: Customizing the Payment Requisition Log View

A custom log view called Pay Reqs by Contract has been created to sort the Payment Requisitions for
a project by their applicable contract number. Applying this custom view will ensure that the proper
Payment Requisition is being accessed for payment.

1. With the Payment Requisition log view open, click the Layout pull down menu located in
the upper right hand corner of the screen and choose the Pay Reqs by Contract option.

Control Center > Payment

7
; o —
Payment Requisitions  Select an action... + WE120@ Fin 2l Layout: [<my layout> -
<my |ayout=
‘ Period To | PMF/CM Approver Name Created By Created Date | Last Edit By = oS by Co

£ & Mar 31, 2007 Revisions had to me made by PS 3/3/08 Lilly Montero Oct 17, 2007 Lilly Montera L Customize Layouts... 2
£ # Apr30, 2007 William A. Costallo Lilly Montaro Sep 3, 2008 Jannifer Irizarry ® Construction (NT-0032
g % May 30, 2007 william A. Costello Lilly Montero Sep 3, 2008 API API % Construction (NT-0032|

g ® Jun 30. 2007 William Costello Lilly Montero Sep 3, 2008 API API % Construction (NT-0032|
Control Canter > Paymant

k)
Payment Requisitions  Select an action... ~ W12 @ Find < Expand All % Collapse All "m Layout: Pay Regs by Contract +

B construction (NT-0032-C01) (Contract)

Period To | Application Number Requisition From From Contact Amount Certified Payment Due Completed to Date Keq\‘

Ig % Aprl, 2005 00004 Parikh, Inc Yogini Parikh $183,210.00 $183,210.00 $183,210.00 HNew
i Construction (NT-0032-C02) (Contract)

Pariod To | Application Numbar Requisition Fram From Contact Amount Certifiad Paymant Due Complatad to Date | Req)

g ® Jun 10, 2005 00005 Safeway Contracting, Inc Cara Greeley 4$3266,655.00 £3266,655.00 £266,655.00 Mew
i Construction (NT-0032-C03) (Contract)

Period To | Application Number Requisition From From Contact Amount Certified Payment Due Completed to Date | Reg

g ® Mar 1, 2006 00004 Panoramic Window and Door Sys In Gregg 5 Lynch $634,671.79 $634,671.79 $639,467.80 MNew

g # Aug 13, 2007 00005 Panoramic Window and Door Sys In Gregg 5 Lynch £4,796.01 $4,796.01 $639,467.80 MNew
Construction (NT-0032-C04) (Contract)

Period To | Application Number Requisition From From Contact Amount Certified Payment Due Completed to Date | Req:

Igj © Mar 31, 2007 --Ci6 DandK Construction Co, Inc Dilip Verghese $12,701,403.11 $12,701,403.11 $13,247,622.62 New

Igj ® Apr 30, 2007 00017 DandK Construction Co, Inc Dilip Verghese $187,464.55 $187,464.95 $13,436,242.35 New

Igj # May 30, 2007 00018 DandK Construction Co, Inc Dilip Verghese $570,343.58 £570,343.98 $14,023,115.72 New

Igj # Jun 30, 2007 00019 DandK Construction Co, Inc Dilip Verghese 4$260,609.39 $260,609.39 $14,307,682.79 New

Igj @ Jul 30, 2007 00020 DandK Construction Co, Inc Dilip Verghese 4$969,926.07 $969,926.07 $15,289,090.52 New

Igj # Aug 31, 2007 00021 DandK Construction Co, Inc Dilip Verghese $713,226.85 $713,226.85 $16,022,216.37 New

Igj # Sep 30, 2007 00022 DandK Construction Co, Inc Dilip Verghese 4$542,985.35 $542,985.35 $16,580,437.37 New

|§§ ® Oct 30, 2007 00032 DandK Construction Co, Inc Dilip Verghese $760,525.03 $760,525.03 $17,363,691.71 New ¥
« m 1 »

0000000000000 ]
-
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