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GETTING HELP:

The following resources are available to all Contract Manager users:

« This reference manual, and the companion Non-Financial manual.
« The Construction Technology Group (CTG) Help Desk:

via phone: 518-257-3700
via email: CTGmailbox@DASNY.org

Additional resources available to DASNY employees on the intranet:

« The CTG Message Board and Contract Manager FAQs:
Departments -> Construction
Scroll down to “CTG Supported Applications”.

» Refer to DASNY Policies and Procedures for additional requirements for
processing each type of transaction after data is entered in Contract Manager.
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H.01

RFP for a Professional Services Contract

) PRIMAVERA [ Transmittal Queue | &1T] print| & search | @
First open the Companies Directory to d_et(_armine vyhic_h _ Companics. Project List RO v —
placeholder to use for the contract. This information is required R PN Lt T e
to enter the Future Commitment- rimrepon & & o 137418 7ot College At Oswega State University Calle 137418 121245564
e P\aceén\a;vlléum;;anywama Key Contact Abbreviation Tex D Number  Logo
H @f c-207 Turner Construction Co., Inc. Foben E. Colbert C-207 211864415 Trghbm
1. Open the Companies IOg. [Seectanacion =] co | [
Placeholder Company Name Key Contact Abbreviation Tex|DNumber  Logo
“« P . “ ” B - cim Castle Construction Co., Inc. Paul Castle 133525 161532414
2- Change to the By ROIe Vlew, CIICk GO . return to control center @f Cc-102 Reinhardt Electic George Seres c-102 171432643
g c-2n1 PTR Construction Steve Jordan 123362 160871037
. . . . B o % ase Fire Alarm Contra o Be Determine: =
3. Professional Services companies are usually Design B oo oo oo oo sycs0s
Professionals or Construction Managers. Scroll through the B o 0302 Pheso3ElooicalContocr
@f C-303 Phase 3 HYAC Contractor To Be Determined C-303

log to see if there is already a placeholder listed for your
consultant. If one exists, make a note of the Placeholder. ®——___|

rofessional (Role)

Placehalder Company Name ey Cantact Abbreviation Tex D Number  Logo

B o AED  DeltaEngineers, PC nthony Paniceia 122669 161294003 detia2br
B o AE1  Woolley Moris Architects, PC Rick Morton 132701 161407894 WMAbrT
. . 4 g epper. Hahn, and Hyatt ames D'Alsisio =
4. If there is no company for your consultant, note which e e e
placeholders are already |n use. Choose a Unlque placeholder B o AE4 Envira-Control Technologies Robert Fisher 113313 161351417

for your consultant and make a note of it; you will need this ‘ : F | o]
information when you enter the Future Commitment. Refer to Bl I - YR
APPENDIX VI on page 291 for a list of naming conventions

for the placeholders.

In this example, we are starting the RFP process for a new
Architectural services contract. Placeholders A/E-0 through A/E-4 b privavera o B Transmittal queue | @1 print| A searcn | ©
are in use so we will use A/E-5 for this contract. -, = =

Control Center >

Future Commitments Layout [l el
. . Find « expand all = collapse all
5. Click the return to control center  [ink PRPE IRl I 10 Consuucion Conuzo Procuremertbotwo) N
) ) T Title: To Vendor Value Integration Mess
Print Froview (8 |§ Phase 3 Penthouse Expansion GU C-301 Phase 3 General Contractar $360,000.00 Passed Junb, 20
@f Bid doc's to Wi C-101 Phase 1 General Contractor $484.400.00 Passed - unapp
@ Phase 1 Shell Improvements GG C-101 Phase 1 General Contractor $3.355,500.00 Passed 05/27/0¢
New Professional Services contracts are initiated (ET T ORI 7 - rrie-ome! Serices Coniree Prosmenent e
. . Title: To Yendor “alue Integration Mess
n the FU'[U re CO mmi t m el’ltS mo d u I e. B » ashestos feasibilty stucy Oswege A/E-1 Design Professional/Subeonsultant $6,246.00 Passed 06/14/0
retum to control center B o designsenices building shell  A/E-1 Design Professional/Subconsultant §4B4510.00 Passed 01/26/0¢
. .
6. Open the Future Commitments log. Tilo Frvvcm T [
g Additional Wh to Woolley Morris  A/E-1 Design Professional/Subconsultant $1,431.00 Passed 04/14/0¢
|§ Extra. Services WA 1o Wwoolley AJE-1 Design Professional/Subconsultant $5,971.08 Declined 12/02/C
H 13 ”
7. Click the “Add Document” button.
@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 153
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|5 PRIMAVERA [3 Transmittal Queve | &1 print | & search | @
" -

A new Future Commitment document will open. ’\ — e ——
Enu”:ﬁi:;eyézl::;:?:r:‘::\;nm Hcustomiields Pissues P attachments

8. Click “collapse all”.

« expand all < collapse all

Spelling g Future Commitment
. . . . . Print Form =l T
9. Enter a description of the contract in the Title field. ®— i Tie [Phace TAE DeaanSamices ]
T =
10. In the “Cost Category” field, select “Commitment” from the .\Q[c_cw A ]
drop-dOWn list. I Cast Type * [Estimated =
11. In the “Cost Type” field, select “Estimated” from the drop- o
down list. , Line hems
» Custom Fields & top of page
. » Issues £ top of page
12. Expand the Remarks section. I

13. Enter a brief description of the work. i

Cost Type* Estimated =l

14. Expand the Custom Fields section. e T
\ - Remarks \
This RFP s for Phase 3 desian services for the new Student Services complex, =

15. Next to “Procurement Method” click the “select...” link. J
— o |

» Line ems

“ Custom Fields = top of page]
Pracurement Method * [ select.. % clear
Tovendar | select.. x clear

Multi-Project Term Contract #

The Select Field Value window opens.

Select Field Value help

16. Click “PRFP — Professional Services Contract” | _rm |

. . . ARFP - Muli Project F/S Contract
to h |g h I | g ht It BBID - Construction Contract

. CBID - Multi-Project Const. Contract
CEMR.- Muli-P1) Emerg 00 Wark

17. Click the “Select” button. TR

Tel
WTER - JOC Work Order

The Select Field Value window will close and the contract type will
appear in the Procurement Method field.

Select | Cancel |
|Elrinavers L e Z
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18. Next to “To Vendor” click the “select...” link.

The Select Field Value window opens.

19. Select the company placeholder noted in steps3and 4 @&

above to highlight it.
20. Click the “Select” button.

The Select Field Value window will close and the placeholder will
appear in the To Vendor field.

Select Field Value help

SECTION H.01 — INITIATE A NEW P/S CONTRACT

[ Find

AJE-0 Design Frofessional of Recard
AE-1 Design Professional/Subcons ultant
AE-2 Design Professional/Subcons ultant
AJE-3 Design Professional/Subcons ultant

et
AE-7 Design Professional/Subcansultant
A/E-8 Design Professional/Subconsultant

AE-4 Diesign Professional/Subconsultant

AE-A Design Professianal/Subconsultant

AE-B Design Profes sianal/Subconsultant

A/E-C Design Professional/Subconsuliant

C-101 Phase 1 General Cantractor

C-102 Phase 1 Electrical Cantractor

C-103 Phase 1 HYAC Contractar

C-104 Phase 1 Plumbing Contractor

C-105 Phase 1 Prime Contractor (undefined) =

Select | Cancel |

LA s Y

21. Next to “Pollution Remediation Work (GASB 49)” click the

“select...” link.

The Select Field Value window opens.

22. Select the appropriate value: Yes or No

23. Expand the Line Items section.

24. Click the “Add Lump Sum” button.

S

7 https:/ few0l.myloadspring2.com -

QOpening this item will save the changes you
have made to the document

Do you want to continue?

=loix|

& PRIMAVERA

[ Transmittal Queue | &1T1 print| @ search | @

0SWGC Building Improvemens (9) (252010) Jul 24,2007
Cortrol Center > Future Commitments Log » .
Future Commitment Hcusiomfields BFissues & atachments
sespand all = collapse all
Spelling "‘\:l - Remarks 4|
PantForm & [This RFP is for Phase 3 Diesign Services for the new Student Services complex =
Print Preview  [3)
Selectan action... | _co » Details
+ Line ltems
Add Lump Sum Add Unit Price
return to log
retun ta contiol center ~ LinefemMo.  Quanity  UnitsofMesswe  Descripion  UnitFrice  LinelemTotel  AciviylD  CostCode
« | |
# Custom Fields & top of page
Procurement Methad = [PRFP—Professional Services Contract select.. xclear
To Vendor* [A/E5 Design ProfessionaliSubcansufiant selsct.. xdlaar
MultProject Tem Contract #
= APPROVALS = r
DirfChief Preapproves 2]

I Inthe future, continue without asking

No

|5 [ meermet A

If this window appears, click “Yes”.e——_ > —=

@

The Future Commitment Item window opens.

25. Enter a Description for the document.

26. Enter the total amount of the contract in the Line Item Total ®
field. DO NOT use the “$” symbol.

27. Click the “Add” button in the Costing section. */

@ 2007 Dormitary Autharity of the State of Hew Yark
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T

Future Commitment ltem help
Speling  fi aBcosing Bissues @ atachments
Future Commitment ltem
Type Lump Sum <]
Line ftem No.* 00001
Description
Brief Description =
Line Itern Total (8) 400.000.00 _
Sctivity D
”
Costing =B top of page
Add_ | | Add Multiple Cost Codes| | Remove Zero Values
CostCode Title Distributed
NOT COSTED NOT COSTED 400,000.00
. J
I~
@ TS [ P
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SECTION H.01 — INITIATE A NEW P/S CONTRACT

The Select Cost Code window opens. e—

28. Select the appropriate cost code, usually:
= cost code 03 (Design Consultants),
= cost code 04 (Construction Consultants) or
= cost code 06 (Other Project Costs).

The Select Cost Code window will close and the selected cost
code will appear in the Costing section.

] st

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

3 @ rioec

2] https://ew01.myloadspringZ com - Future Commitment ltem = Microso

Future Commitment ltem

Speling 4] eBeosting #issues @ atachments

Future Commitment ltem

Type Lurmp Sum =

Line e No.* [T

Desciption

| . .. =
Brief Description d

Line e Total () 40000000 _

Acivity 1D

7 Costing =8 top of page
Add | Add Muliple Cost Codes| _ Remove Zero Values |
Cost Code ~ Tile Distriuted
13 select Desicn Consuants

29. Click the “add balance” link. The NOT COSTED message @—
will disappear.

30. Scroll down to the bottom of the window. Click the “Save & @&—

Close” button.

You are returned to the Future Commitment Document.

31. Scroll down to the bottom of the window and click the “Save”
button to save your work.

After the next integration cycle is complete, the CR number will
appear in the Custom Fields section.

32. Before submitting the required paperwork, confirm that funding
is available in the appropriate Cost Code to cover the amount
of the new contract.

33. Submit the required paperwork per DASNY Policies and
Procedures.

Select “Advanced Print” from the drop-down list then click “Go” to
print the appropriate form.

return to table of contents

PAGE 156
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s Issues & top of page

» Attachments 2 top of page
9 Save & Close Save & Add Anather_| Cancel |
[@Prmavera [T [ [5 [ et v

& PRIMAVERA

[3 Transmittal Queve | &1 print | & search | @

OSWGC-Building Improvernents {9) (252010}

Jul 24, 2007

Contral Center > Future Commiments Log >

Future Commitment

Selectan action... x| _Go

» Status - <no BIC selectedd> # New e

» Remarks

retumn to log i
retumn to contiol cente Details
- Line ltems

Add Lump Sum

Boustomtislds Sissuss Potachments

: expand all = collapse all
Spelling ] Iitle |Phase s A Uesign serices B
Print Form E) Date Jul 24, 2007
Print Preview  [Q “alue $400,000.00
Generate Future CommitiB) Cost Categony™ Cornmitment
Cost Type * Estimated

Add Unit Price

4 LineftemMNo.  Quanty  UnitsofMessure  Description  UnitPrice  LineftemTotal  ActivitylD  CostCode
g oooot $400.000.00 03
Grid Totals $400,000.00
4 B
» Custom Fields o top of page
» lssues & top of page
» Attachments & top of page
Save Cancel
| Frims A =

@ 2007 Dormitary Autharity of the State of Hew Yark
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION H.02 — INITIATE A TERM WORK AUTHORIZATION

H.02

Initiate a Term Work Authorization

Before beginning, obtain the following information:

= The current Term Contract number for the desired consultant.
This information is available on the intranet.

= The company placeholder to be used for the consultant. This
information is obtained in the Companies module as follows:

- PRIMAVERA 13 Transmittal Queue |&1T] Print | & search | @
"3 Layout [ByRale Bl
ext >3] [Last] Find Bk UL e
H ‘add Compans tate University of New Yotk Carl A Betz 118568 243467234 BN
1. Open the Com pan I1es Iog Fint Repot & B > 197418 State University College Al Oswego State University Colle 137418 121245584
/ P Provon (3] -
“ ” o H “ ” Placeholder  Company harme Key Contact Abbreviation Tex D Number  Logo
2. Change to the “By Role” view, click “Go”". B o 020 TumerCansucton .
Selectanaction. o] e | -
. . Placeholder Company hame Key Contact Abbreviation Tex D Number  Logo
3. Term contractors are usually Design Professionals or B o 01 CosteConsmuionCo.ne
- M Ef c-102 Reinhardt Electric George Seres c-102 171432643
onstruction Managers. Scroll through the log to see if there retum e oo enin
C . @f C-201 PTR Construction Steve Jordan 123362 160871037
IS already a placeholder ||Sted for your Consultant If one B » C205  C-205Phase Fire Alarm Contract To Be Determined c205
. @f 301 Midstate Construction, Inc. Gregory Christian 876231 634234509
exists, make a note of the Placeholder. | o [Fimdmed e To B Deterrined
Ef C-303 Phase 3 HYAC Confractor To Be Determined C-303

@l Desian Professional (Role)

4. If there is no company for your consultant, note which

Placeholder  Company Name ey Cantact Abbrevigion TaxID Number  Lago

placeholders are already in use. Choose a unique placeholder v T — e e
for your consultant and make a note of it; you will need this g N e e

. . . & splar Enginsers hoy Green =

information when you enter the Future Commitment. Refer to B = AF4  EmioComolTechnobogios S wans s

APPENDIX VI on page 291 for a list of naming conventions o | -
for the placeholders. = e — e s

In this example, we will enter a Work Authorization for A/E-4,
Enviro-Control Technologies.

5. Click the return to control center  link.

@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 157
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SECTION H.02 — INITIATE A TERM WORK AUTHORIZATION

New Term Work Authorizations are initiated in the Future
Commitments module.

6.

7.

Open the Future Commitments log.

Click the “Add Document” button.

A new Future Commitment document will open.

8.

10.

11.

12.

13.

14.

15.

16.

Click “collapse all”.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

+ log out

Print Preview

-3 PRIMAVERA
| oswec Building improvements (9) (252010)

Control Catiter >
Future Commitments

Add Document [
Prnt Fepon

Selectan action... x| Go il PRFP - Professional Services Contract (Procurement Method)

return to control center

[ Transmittal Queue | 111 print | @, search | @

Jul 20, 2007

Layout [A |

4 expand all % collapse all

Find
Bl BBID - Construction Contiact (Procurement Method)
Tille To Vendor
B » Phass 3Penthouss Expansion G C-301 Phass 3 General Gontractor
B - Biddoc's to'WM

Value Integration Mess
$360.000.00 Passed Jun 6, 2
§484,400.00 Passed - unappi

43,355,500.00 Passed 05/27/0F

C-101 Phase 1 General Contractor
|§ Phase 1 Shell Improvements GC - C-101 Phase 1 General Contractor

Titler Tio Wendor
B/ o sshestos fessibiliy study Oswegr AVE-1 Design Professional/Subconsultant
Bf - designsenices buildng shell  AVE-1 Design Professionsl/Subconsultant

Value Intagration Mess

$6,248.00 Passed 06/14/0¢
$464510.00 Passed 01/26/0F
.

Title: To Wendor Walue Integration Mess

% PRIMAVERA

[3 Transmittal Queue | &1T] print| & search | @
OSWEGC.-Building Improvements (8) (252010) Jul 24, 2007

Control Center > Future Commitments Log >
Future Commitment

A custom fields  &issues @ atachments

Enter the name of the company in the Title field. @

In the “Cost Category” field, select “Commitment” from the &———

drop-down list.

In the “Cost Type” field, select “Estimated” from the drop-
down list.

Expand the Remarks section by clicking the triangle. .\

Enter a brief description of the work.
Expand the Custom Fields section by clicking the triangle.

Type in the Term Contract Number (number only, eliminate
“OT”) in the “Multi Project Term Contract #” field

Next to “Procurement Method” click the “select...” link.

PAGE 158
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sexpand all & collapse all
Speliing gy Future Commitment
Print Form f
Print Preview Enviro-Contral Technologies
Tome- o)
Selectan action.. v|_to i
Cost Categany™ [Carmmitment =l
Cost Type* [Estimated =l
retuin to log —
return to contiol conter 5 Status - <no BIL selecteds ¢

» Remarks

» Details

» Line ltems

» Custom Fields I top of page

» Issues & top of page

» Attachments & top of page

Save Cancel
[Selectan action.. >] o

Cost Catagan* [Commitrnent =l
Cost Type ™ [Estimated =l

return to control center - Status - <no BIC selectzc> ¢

» Line tems
( custom Fields ton of pae )

{~ Remarks

L/

[Work Atharization for Ervire-Contral Technologies for environmental tesling duing demelition =

1

Pracurement Method * [ select.. xcleat

TaVendor* [ select.. x clear
Mult-Praject Term Confract #
\ /)
FFRUJVAL 1
DiiChini Cunanmoyoc | — A
s I Yo

g

@ 2007 Dormitary Autharity of the State of Hew Yark
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION H.02 — INITIATE A TERM WORK AUTHORIZATION

/Fihttps://ewd1.myloadspring2.com - Select Field Yalue

The Select Field Value window opens. Select Field Value

help

' |
17. Click “TTER — Term Contract Work Authorization” to o ol P e
highlight it. .\ AT e g

PPO - Purchase Order (Placeholder)
PREFP - Professional Services Contract
TTER - Term Coniract yark Authorization
WTER - JOC Work Order

18. Click the “Select” button.

The Select Field Value window will close and the selected contract
type will appear in the Procurement Method field.

T https://ewd1.myloadspring2.com - Select Field Yalue

Select Field Value help
« ” ) « - Seloct | Cancel |
19. Next to “To Vendor” click the “select...” link. e T Bee y l L o]
— — AJE-0 Design Professional of Record -
AVE-1 Design Professional/Subconsultant
A/E-2 Design Professional/Subconsultant
The Select Field Value window opens. j
AVE-E Design Professional/Subconsultant
A/E-7 Design Professional/Subconsultant

. AE-8 Diesign Professional/Subconsultant
20. Select the company placeholder noted in steps 4 and 5 ®— AE 9 Dasn Prfessena Sl
AJE-A Design Professional/Subconsultant

AJE-B Design Professional/Subconsultant

above . VE-C D sign PratossionglfSubconauant

C-101 Phase 1 General Contractor

C-102 Phase 1 Electrical Contractor

CA103 Phase 1 HYAC Contractor

21. Click the “Select” button. e | Dk e o) o
Select I Cancel |

The Select Field Value window will close and the selected CE=m (B p
placeholder will appear in the To Vendor field.

fb PRIMAVERA [ Transmittal Queue | &1T] print| & search | @

OSWGC-Building Improvements (9) (252010) Jul 24, 2007

22. Next to “Pollution Remediation Work (GASB 49)” click the Future Commiment Bersonietts Fssies Posocimens
“select...” link.

» Status - <no BIC selected> # =

~ Remarks

The Select F|e|d Value WIndOW Opens_ wiork dwthorization for Enviro-Control Technologies for envirenmental testing during demolition, j

. Selectan action.. 7] 6o | .

23. Select the appropriate value: Yes or No , Detaite -
return to log » Line Items

return to control center

24. Expand the Line Items section. @

= Line ftem No Quantity Units of Measure Description Unit Price Line ltem Total Activity ID Caost Code

25. Click the “Add Lump Sum” button.

/3 https:/ /ewd1.myloadspring2.com - P[] 5 | ‘ | r
4 L3
# Custom Fields P top of page —|
Opening this item will save the changes you N e e —
it b et - - tract tf i

have made TO «the dOCUmenT rocurement ketho errm Caontras ‘ork Authorization select.. xclear

ToVendor* |A{E—4 Design Professional/Subconsultant select. xclear

inue?

Do you want to continue Multi-Project Temn Conract # 453780
™ Inthe future, continue without asking AFPROVALS =

H H . “ ” Dir/Chief Freapproves | 2
26. If this window appears, click “Yes”. &——5, o Orecorot P Presgproves [ [

|EL Frimavera [ BT 15 [ mteme

[Erimavera | [ [ [ [B [ intemet 2

@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 159
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SECTION H.02 — INITIATE A TERM WORK AUTHORIZATION DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The Future Commitment Item window opens.

2} https://ew01.myloadspring2.com - Future Commitment Item - Microsol =01
i i Future Commitment ltem help =
27. Enter a Description for the document. , P
Spelling gy costing issues attachments
. l::;: Commitment tem e
28. E_nter the total amount of the contract in the ,—j
Line Item Total field. \
|_Brief Description 3
29. Click the “Add” button in the Costing section. PR . il
Adtivity|D [
{Costing =B | | top of page
CostCode ~ == n‘:t\: = S E)Iw‘:t:bmed =

The Select Cost Code window opens.

Select Cost Code
Search

30. Select the appropriate cost code; usually AID125456759 o m——
» cost code 03 (Design Consultants) or

Land Acquisition)
Design Consultants)
Construction Consultants)

(
(
ECor\strucﬂor\)
= cost code 04 (construction consultants). (Commiong 5
sslect 71 (Furn & Equip (Excl Art))
sekeet 79 (Fine Art)
@v rrrrrrrr [ [ B [ mntermet 3

The Select Cost Code window will close and the selected cost
code will appear in the Costing section.

7 https://ewd1.myloadspring2.com - Future Commitment Item - Microsoft I

Line fiem No.* oaaot - =
Description

|Brief Description B
Line ttem Total ($) 6.500.00

" link. The NOT COSTED message — rctiy D —

s Costing =8

31. Click the “add balance
will disappear.

CostCode ~ Title

32. Scroll down and click the “Save & Close” button.
» Issues & top of page
» Attachments & top of page
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You are returned to the Future Commitment Document.

33. Scroll down to the bottom and click the “Save” button to save
your work.

After the next integration cycle is complete, the CR number will
appear in the Custom Fields section.

34. Before submitting the required paperwork, confirm that funding
is available to cover the amount of the new contract.

35. Submit the required paperwork per DASNY Policies and
Procedures.

The form is available in Contract Manager. Select “Advanced
Print” from the drop-down list then click “Go” while in the Future
Commitment. Select the “Request for P/S Contract or Term
Work Auth” form and preview it.

return to table of contents
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SECTION H.02 — INITIATE A TERM WORK AUTHORIZATION

5 PRIMAVERA

[ Transmittal Queue | &IT1 print| A search | @

0SWGC-Building Improvements (9) (252010)

Jul 24, 2007

Conlrol Center » Future Commiments Log >

Future Commitment

Spelling g
Print Form &)
Print Preview  [3)

Generate Future Commitr)

Selectan action... x| o

return to log
return to control center

~ R

Future Commitment

Number*
Tille

Date

Value

Cost Category*
Cost Type *

emarks

00017

[Enviro-Cantrol Technologies
ez [
$6.500.00

Commitrnent

Estimated

» Status - <no BIC selecteds # New ltem

i oustomfields P issues & atachments

« expand all = collapse all

fwiork Awthorization for Enviro-Cantrol Technologies for enviranmental testing duing demolition. =
| |
» Details
# Line Items
Add Lump Sum Add Unit Price
# LlinetemMNo.  Quantty  UnitsofMessure  Descriplion  UnitPrice  LinelfemTotal  ActivityD  CostCode
B 00001 $6.500.00 04
Grid Totals: $6.500.00
il | B
= expand all < collapse all
Spelling Fulti-Project Term Contract # 453780 =
* APPROVALS -
[
Generate Future Commitrigg)| DirfChief Preapproves
Director of P Preapproves (B2
Advanced Print ] _Go
DASNY Rep Prepares Reguest
Speling -
Print Form
Print Preview DirfChisf Approves
Advanced Print - -
L e JOCWORK ORDER INFO -
Sendta Cor Rewel Hezardousthshestos Materials 1
Sendto Inbox
E-Mail Form
Conorets Futurs O Fermits [ select.. xclear
Generate Transrmil_| esion Srat |
Initiate Chd ~ esign Status select.. xclear
) = TEALL I‘TION\I\E‘J“‘ Imd
Integration Messages [Passed 07/24/07 &t 10:17 am
JDE Change Request# 0016
Declined o]
» Issues £ top of page
» Attachments & top of page
Save Cancel
€] Primavera [ [ [ |3 4 ineemet
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H.03
Initiate a JOCs Work Order
5 PRIMAVERA B Transmittal Queue | B1T1 print| A search | @
i i i i . E;::ﬂrr::;‘:r:ies: Project List Fs Layour [ByRele e |
First confirm if there is a company set up for the contractor in the V3 s
. ‘add Comparg B » 118880 Stale Universi Carl A Betz 118808 243467234
Companles mOdule. Prnt Report & E » 132 niversity College At Oswego State University Colls 137418 121245564

Print Previ @ Co 0 anage ol
Placehalder Company Name Key Contact Abbreviation Tex D Number  Logo
Robert E. Colbert c-207 211864415 Trghbm

1. Open the Companies log.

Tumer Construction Colnc,

Selectan action... x| _Go

Placsholdsr
101
c-102
o201
205
Cc-301
302
C-303

Company Neme ey Contact Abbrevigtion TexID Number  Logo
boul Castle 133525 161532414

Heore Seres c-102 171432643

bieve Jordan 123362 160871037

o Be Determined C205

precony Christian 876231 634234509

o Be Determined 302

0 Be Determined C-303

2. Change to the “By Role” view, click “Go”.

Castle Construction Co. Inc,

Reinhardt Electric
PTR Canstruction
C-208 Phase Fire Alarm Cantract

return to control center

3. Scroll down to the section of “Contractor” companies.

Midstate Construction, Inc.

Phase 3 Electrical Contractor

Phase 3 HYAC Contractor

4. If the contractor is listed, note their placeholder. You will 0/

need this information later. &
Ef AJE-D Delta Engineers, P.C. Anthony Paniccia 122669 161294009 delta.br
5. If there is no company for your contractor, note which § a2 ity e
placeholders are already in use. Choose a unique placeholder R T o e
for your contractor and make a note of it; you will need this T -
information when you enter the Future Commitment. Refer to o T T I Eews

APPENDIX VI on page 291 for a list of naming conventions
for the placeholders.

[3 Transmittal Queue | &1 print | & search | @

Jul 20, 2007

5 PRIMAVERA
*+ Iog out | oswGc-Building improvements (9) (252010)

In this example, we are issuing a second Work Order to C-201,

1 Contral Center >
PTR Construction. e miments P —

Find # expand all 2 collapse all
. . BN EBID - Construction Contraot (Procurcment Hethod) -

6. Click the return to control center  |ink. T Tile To Vandor Vlis [t ]

Print Proviow @f Phase 3 Penthouse Expansion GO C-301 Phase 3 General Contractor $360.00000 Passed JunB. 20

@i Bid doc's to Wwhd C-101 Phase 1 General Contractar $484.400.00 Passed - unapp

Ef Phase 1 Shell Improvements GC - C-101 Phase 1 General Contractor 43,355,500.00 Passed 05/27/0F

[Selectan acton. =] co |

. e - Title To'endar Walue Integration Mess

NEW \]OCS WOI’k OrderS al’e |n|t|ated |n the B » ashesios feasibility stucy Oswege AfE-1 Design Professional/Subconsultant 96,246.00 Passed 05/14/05

F u t ure CO mm | t men tS mo d u I e return to control center B » desion senices huilding shell  AE-1 Design Professional/Subconsuliant $464510.00 Passed 01/26/0¢

.

Title Tavendor Walue Integration Mess

. @f Addditional WA to Woolley Moris  A/E-1 Design Professional/Subconsultant $1.431.00 Passed 04/14/0¢

7' Open the FUtu re Com m Itments Iog' @ Extra Services Wi to Woolley AfE-1 Design Professional/Subconsultant $5.971.05 Declined 12/02/(

@‘ WA 1o Woolley for lintelsiparapet: A/E-1 Design Professional/Subconsultant $2.600.00 Declined 12/024

. “ ” B » RoofMoisture Inspection AfE-1 Design Professional/Subconsultant 4126000 Declined 12/024

8 . C I I Ck th e Ad d DO C u m e n t bUtto n . @f Project Air Monitoring for ACK AfE-4 Design Professional/Subconsultant $87.237.00 Passed 0617/0F

B o WA torlightning protection AE-D Project Architect of Recard §1.474.00 Passed 12/20/0%

. - @5 Gordian Fee/2 Parches Owver Exis GORDIAN $23779 Passed 02/22/0¢

A new Future Commitment document will open. e — ey e DB e
BT J0C Work Oudor (Procwrementbethos) '}
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[3 Transmittal Queue | &1 print | & search | @
Jul 26, 2007

& PRIMAVERA

OSWGC-Building Improvements (9) (252010

Click “collapse all”.

Contral Center > Futwre Commitments Log »

Future Commitment

Hcustomields #Fissuss P atachments

— - e Commimant @ expand all & collapse al
10. Enter the name of the company in the Title field. &— — Iff; — )
ile: construction fencing, site prep
. . Date ur 26, 2007 5]
11. In the “Cost Category” field, select “Commitment” from the e— ——— +
. Cost Category [Cammitment =l
drop-down list. ot Typs- [Esimea =
g o DS TE
“ ” £ “ H ” _ + Remarks N\
12. Inthe "Cost Type field, select “Estimated” from the drop > i e e e g el e oA G e it e
down list. /
. L
13. Expand the Remarks section. Nt /
» Line hems
. . . (" Custom Fields r% top of P)ge
14. Enter a brief description of the work. 3 , S
Toendar* [ select.. % clghr
. . \ v
15. Expand the Custom Fields section. ®— TR e G|
= APPROWALS ™ r
16. Next to “Procurement Method” click the “select...” link.
7 https:/ fewd1 myloadspring?.com - Select Field Value = =1 S|
Select Field Value help
[ Find
. . ARFP- Mu\t\-Pm_chl F/S Contract
The Select Field Value window opens. B Conemcnn ot
CEMR - Multi-Prj Ererg CO Wark
N ” _ . PP Preaiona Soncen S
17. Click “WTER — JOC Work Order” to highlight it. ®———ou__ |\ e ontanec e
18. Click the “Select” button.
The Select Field Value window will close. =
Select Field Value help
19. Next to “To Vendor” click the “select...” link. St | Concel | |
[ETPrimavera = P 112 Phase 1 Prime Contractor [undefinec) =l
. . C-113 Phase 1 Prime Contractor (undefined)
The Select Field Value window opens. G115 Phace 1 P Contaca endainet
. '  31233 Phase 2 HVAC Contractor
20. Select the company placeholder noted in steps 4 and 5 above. Gab Phoce L Pumbing Comectr
C207 hase £ Cansyeian wansgaman Consata J
. “ » ©-208 Phase 2 Prime Contractar
21. Click the "Select” button. Cotme e
_ _ _ €515 Phace s prme Comacor
The Select Field Value window will close. 5 hace oo Compacr |
Select | Cancel |
@anavere [T @ [ Tntermet A
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22. Next to “Pollution Remediation Work (GASB 49)” click on

the “select...” link.

The Select Field Value window will open.

23. Select the appropriate value: “Yes or No”

Also in the Custom Fields section, scroll down to
“*x*JOC WORK ORDER INFO**”.

24. If the work involves hazardous materials and/or
Asbestos, check the box.

25. Next to Permits, click the “select..” link.

The Select Field Value window will open.

26. Select the appropriate value, and
then click the “Select” button.

The Select Field Value window will close.

27. Next to Design Status, click the
“select..” link.

The Select Field Value window will open.

28. Select the appropriate value, and
then click the “Select” button.

The Select Field Value window will close.

29. Scroll up and expand the Line |temisection./
30. Click the “Add Lump Sum” button.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

H.03 — INITIATE A JOCS WORK ORDER

& PRIMAVERA

[ Transmittal Queue | @1l print | & search | @

OSWGC-Building Improvements (9) (252010)

Jul 26, 2007

Control Center > Future Commitmers Log >

Future Commitment

Heustomtields Fissues P atachments

Spelling fig|
Print Form =
Print Preview [

Select an action... | _Go

+ Custom Fields &5

Procurement Method *
To'encor*

Muli-Project Tern Contract #

[WTER-J0CWork Order

[c-201 Phase 2 General Contractor

—

#expand all & collapse all
top of page ]

select.. xclear

select. xclear

Select Field Value

Design Partially Complets
Design Review Fequastad
sign

fonee
s I Eew

 APPROVALS ™ -
Diy/Chiet Preapproves =
et 6 amirol center Dirsctor of P Precpproves B
DASNY Fep Prepares Pequest || [
\ Dif/Chisf Approves [
=
| = JOCWORK ORDER INFO ™ [T
Hazardous/Asbestos Materials 7
— Permits [BASNY Permiting Agency select.. fclear
in
Design Status [Design Camplete select. felsar
M TIORTNFO I
Integration Messages I
JUDE Change Request# [
Declined [ B
» Issues & top of page
| Cancel |
S [ ket Z
=lofx
help
Find
[Selectan action... =] _co
Cost Categons* [Cammitment =l
Cost Typs* [Estimated =l
return to log
retum to control center  , Status - <o BIC selected> #
» Remarks
, Details
~ Line tems
% Add Lump Sum | Add Unit Price
ity UnitsofMessure  Description  UnitPrice Lineftem Total  Activity D CostCode
1l | i
» Custom Fields I top of page
» Issues &7 top of page
PAGE 165
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SECTION H.03 — INITIATE AJOCS WORK ORDER

31. If this window appears, click “Yes”.

The Future Commitment Item window opens.

32. Enter a brief description in the Description field.

33. Enter the total amount of the contract
in the Line Item Total field.

34. Click the “Add” button in the Costing section.

The Select Cost Code window opens.

35. Select cost code 05 (Construction). ®————>

The Select Cost Code window will close.

36. Click the “add balance” link. The NOT COSTED message will e—

disappear.

37. Scroll down to the bottom of the window and click the

“Save & Close” button.

PAGE 166
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/3 https:/ few01.myloadspring2-com - Pi

=101

Opening this item will save the changes you
have rade to the document.

Do you want to continue?

In the future, continue without asking

Future Commitment ltem

Spelling fige

2} https://ewDdL.myloadspring2.com - Future Commitment Item - Microsoft Inte

=1olx|

help ||

eBoosting isaues B attachments

Yes | Mo | Future Commitment ltem
Twpe Lump Sum ¥
(&] Primavera [ [ [& [@ mternet 7 Line ltem No_* 00007
5
Description
Brief Description
y
Line ltem Total {$) [7.400.00 ] L
Activity 1D
(- Costing =8 top of page )
Add__ | | Add Multiple Cost Codes| | Remove Zero Values
Cost Code + Title Distributed
NOT COSTED MOT COSTED 7,400.00
\. J
-]
| &] javascriptivoid 0; N A
et 79 [Firve Art)
i https:/ /ewD1.myloadspring2.com - Future Commitment Item - Microsoft Intes P[] 5 |
Line ltem No_* 0007 =
Description
...... N . =
|| Brief Descrintion =
] ermrers |5 [ itmnet P
Line tem Total (§) 7.400.00
Activity 1D
- Costing o top of page
Add Multiple Cost Codes| | Remove Zero Values |
CostCode + Title
05 select..  Construction 0.00 l add balance }mnve
NOT COSTED HOT COSTED 7,400.00
» lssues 47 top of page
» Attachments & top of page
» Save & Clase Save & Add Another | Cancel |
@ Frimavra C 0 T8 [ memet _/a
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You are returned to the Future Commitment Document.

38.

39.

40.

éf Line [tem Mo, Cuantity Units of Measure Description Unit Price Line ltem Total Activity 1D Cost Code
. . . 00001 $7.400.00 05
is available in Cost Code 05 to cover the amount of the new
contract.
“ Grid Totals: $7.400.00 ‘ ﬂ
41. Confirm that an additional 0.1% (0.001) of the contract amount 7 Gustom Felds o

42.

H “ H ” Generate Future Commits e Preappraves
43. To print the form, select “Advanced Print” from the drop-down e ——m
list then click “Go”. Select the “Request for JOCs Services” I Y el
form and preview it. P o DirChiet Aproves —r
‘Sr\tnCnrr’SEm ** JOCWORK ORDER INFO ** [m
. . . Senato San v Hezardousthshestos Materials 1
44. Submit the required paperwork per DASNY Policies and - S e
PI’OCGdUI’eS Generate Transmil_J Design Status [Design Camplet= select.. xclear

Scroll down to the bottom of the window and click the “Save”

Nurber* 00018
button to save your Work Tile [PTR construction fencing, site prep
Date Jul 26, 2007
Value $7.400.00
Selecton ocion. =] e | Cost Categony™ Commitment
Cost Type * Estirnated

After the next integration cycle is complete, the CR number will
appear in the Custom Fields section.

Before submitting the required paperwork, confirm that funding

is available in Cost Code 06 (other project costs) to cover DOL
fees.

Confirm that an additional 1.15% (0.0115) of the contract
amount is available in Cost Code 04 (construction consultants)
to cover Gordion Group fees.

H.03 — INITIATE A JOCS WORK ORDER

& PRIMAVERA

[ Transmittal Queue | &1 print| & search | @

OSWGCBuilding Improverents {9) (252010)

Jul 26, 2007

Control Center > Future Commitments Log >
Future Commitment

return to log
return to contral center

Future Commitment

» Status - <no BIC selected> # New e

» Remarks
» Details

« Line kems
Add Lump Sum

Aoustomfields $issuss Potachments

4 expand all % collapse all

Add Unit Price

Frocurement Method *

ToVendor*

[WTER- JOC Work Order select.. % cleat

[c-201 Prase 2 General Cantractor select.. xclear

& PRIMAVERA

OSWGC.Building Improvements {9) (252010)

B Transmittal Queue | &1T1 print| A search | €@
Jul 26, 2007

Spelling fgg|

Control Center > Future Commitments

Initiate Chi [ )

Log>

Future Commitment

Multi-Project Term Contract #

> APPROVALS ™

Hustomfields Bissues Patachments

4 expand all % collapse all

-

Integration Messages

[Passed 7/26/07 at 1211 pm
0017

JDE Change Request#
, VT —
return to table of contents s .
. Attachments & top of page
Save Cancel
@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 167
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H.04

Initiate a New Bid Construction Contract

Before beginning, determine which placeholder to use for the
new construction contract.

1. Open the Companies log.

2. Change to the “By Role” view, click “Go”.

SECTION H.04 — INITIATE A BID CONSTRUCTION CONTRACT

PRIMAVERA [ Transmittal Queue | &1T] print| @ search | @

OSWGC-Building Improvements (10) {252020) Jul 24, 2007

Control Center >

Companies: Project List

Fs Layou [ByRole Bl

123 [Nextd ind

e =rom
[Ef o 118080 State Universi Cerl A Betz 118808 243467234 -
Add Company
PR & 2132 fiversity Collage At Oswego State University Colle 137418 121248584
Print Previ 3 0 anage ol
Placeholder Company Name Key Cantact Abbreviation Tax|DNumber  Logo

Tumer Constuction Colng Robert E Colbert c207 211664415 Trgh bm

Selectan action... x| _Go

@ Contiactor (Role)

Flacsholder Company Neme

B o o1 Castle Construction Ca., Inc.
B » G102 ReinhardtElectic

B - cen PTR. Construction

ey Contact Abbrevigtion TexID Number  Logo
ul Castle 133525 161532414
eorge Seres c-102 171432643
Eteve Jordan 123362 160871037

return to control center

3. Scroll down to the section of “Contractor” companies.®

4. Note which placeholders are already in use. Choose a unique
placeholder that is not being used on your project for the new
construction contract. Refer to APPENDIX VI on page 291 for

a list of naming conventions for the placeholders.

In this example, we will use C-304 for the Phase 3 Plumbing
Contractor, which is not in use for any other company.

New Construction Contracts are initiated in the Future
Commitments module.

5. Open the Future Commitments log.

6. Click the “Add Document” button.

@ 2007 Dormitary Autharity of the State of Hew Yark
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B » C205 205 Phase Fire Alam Conract
B » G301 Midstate Construction, Inc

B » G302 Phase 3 Electical Contractor
B » 303 Phase 3 HVAC Contractor

‘0 Be Determined C-205
regory Christian 876231 634234509
‘0 Be Determined C-302
To Be Determined C-303

8 De<ian Fiofessional (Role)

Flacehalder Company Namea Key Contact Abbtewistion Tex|DNumber  Lago
B o AE0  DekaEnginesrs, P.C Anthany Panicoia TeEES 11294008 detta2.br
B o A1 Waolley Moris Architects, PG Rick Martan 132701 1514017694 WA
B o AF2  Kepper Hahn and Hyat Jarmes D Aloisic AE-2
B o AE3  KeplarEngineers Ry Green AE-3
B o &F4  Enviro-Conrol Technologies Rober Fisher M3 BTN
8 0 cinitory Authority (Role) B
Il | >
1323 Nemt>>]lLast]  Find
|EL Frimavera T8 [ meemet

[ Transmittal Queue | &1TL print| & search | @
Jul 20,2007

| PRIMAVERA
+ logout | 0SWGC-Building Improvements (9) (252010y

Control Center >

Find + expand all 2 collapse all
El BBID - Constiuction Contract [Procurement Method) -~

T Tille ToVendar Velue Integrtion Mess

@5 Phase 3 Penthouse Expansion GO C-301 Phase 3 General Contractor $360,000.00 Passed Jun b, 20

E o Biddoc'sto it C-101 Phase 1 General Contractar 848440000 Passed - unappi

g Phase 1 Shell Improwvements GG C-101 Phase 1 Genetal Contractar $3.355.600.00 Passed 05/27/0F

[Selectanacion. o] o | -

Title ToVendor Walue Integration Mess

B+ ashestos feasibiiy study Oswege A/E-1 Design ProfessionalfSubconsutant $5.245.00 Passed DB/ 4/0E

retuin to control center B » designservices bulingshell  A/E-1 Design ProfessionalSubconsufiant $464510.00 Passed 01726/0F

i’

Tille TaVendar Welue Integration Mess

g Additional WA to \Waoolley Marris - A/E-1 Design Professional/Subconsultant $1.431.00 Passed 04/14/0€

@‘ Extra Services \Wi to 'Woolley AfE-1 Design Professional/Subconsultant $5.971.05 Declined 12/02/(

B o Vet Waolleyfor lintels/parapets AE-1 Design ProfessionaliSubcansubant $2600.00 Declined 12024

g Roof Maisture Inspection AJE-1 Design Professional/Subconsultant $1.250.00 Declined 12/02/(

@5 Project Air Monitoring for ACM AfE-4 Design Professional/Subconsultant $87.237.00 Passed 06/17/0¢

B o WeAfarlighining protection AVE-0 Project Architect of Record $1.47400 Passed 1220/08

B » Gorian Fee/2 Porches Over Exis GORDIAN §237.79 Passed [2/22/1F

Ef & fie alam studly design senices  AE-D Project Architect of Recordl $34149.00 Passed 03/07/0¢

i’
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SECTION H.04 — INITIATE A BID CONSTRUCTION CONTRACT

A new Future Commitment document will open.

7. Click “collapse all”.

8. [Enter a brief description of the bid package in the Title field. o/
9. Inthe “Cost Category” field, select “Commitment” from the’/ H

drop-down list.

10. In the “Cost Type” field, select “Estimated” from the drop-down
list.

11. Expand the Remarks section by clicking the triangle®
12. Enter a brief description of the work.
13. Expand the Custom Fields section!

14. Click on the calendar and select the Forecast Bid Date+

15. Next to “Procurement Method” click the “select...” link.

The Select Field Value window opens.

16. Click “BBID — Construction Contract” to highlight it.
17. Click the “Select” button.

The Select Field Value window will close.

18. Next to “To Vendor” click the “select...” link.

The Select Field Value window opens.

19. Select the placeholder for the bid package from step 4. Make
sure you select a placeholder that is not already in use for \
another company on your project.

20. Click the “Select” button.
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| & PRIMAVERA

[3 Transmittal Queve | 101 print | & search | @

+ log out | Building Shell improvements Ph 118 (2519305

Contral Center > Future Commitments Log >
Future Commitments

— Q001g
Tite Construction Contract ]
Date Tourre, oo o

Cost $26.497.16

Cost Catenany ™ Cornmitrent
/ Cost Type* Estimated

Remarks \

1. Install (4] 2 inch nominal concrete bricks undet the hat water heater il

2 Provide & 5 inch K style gutt
PH/C i derg

bioth sides of the ook, made of 032 Aluminum with 3 Fluoropolumer finish to match the faseia color. Provide K Style Diopin  Seresns. Provide 4 inct
n lor,

m pipe. Paint PYVC pipe to maloh gutter col

1ard shall be made up of aluminum clamps on each roof standing seam. with 2 continuous luminum tubes with mil finisk, _I
» Lineliem:
~ fustom Fields & todo page
Frocurement Method BBID — Construction Contract sotoct. Y ear
[c-105 Phase 1 Frime Contractor select oar

/ ToVendar®

Mull-Project Term Contract #

—

[ select. | dear
+
f e

JDE Award Code
Forecast Bid Date

Arustomtields & issuss & amachments

sexpandall = collapse all

nyloadspring?.com - Select Field Value - o [ 51

Select Field Value help

[ Find

CEMR - Multi-Pr Emerg CO Wtk
PPO - Purchase Order (Placehalder)
PRFP - Professional Services Contract
TTER - Term Contract Waork Autharization
\WTER - JOGWork Order

Select | Cancel |

[
z
5
E

[ [ [8 [ mtemet A

[ Find

C-204 Phase 2 Plumbing Contractor =l

G205 Phase 2 Prime Contractor (undefiner)

C-206 Phase 2 Prime Contractor (undefined)

C-207 Phase 2 Construction Managermant Consultant
C-209 Phase 2 Prime Contractor (undefined)

C-210 Phase 2 Prime Contractor (undefined)

C-211 Phase 2 Prime Contractor (undefined)

C-212 Phase 2 Prime Contractor (undefined)

G213 Phase 2 Prime Contractor (undefined)

C-214 Phase 2 Prime Contractor (undefined)

C-215 Phase 2 Prime Contractor (undefined)

C-301 Phase 3 General Cantractor

(C-302 Phase 3 Electrical Contractor

C-302 Phase 3 Electrical Contractor
C-304 Phaze 3 Plumbing Contragtor
hase 3 Prime Contracor (undefined)
(C-306 Phase 3 Prime Contractor (undefined)

-3

C-307 Phase 3 Construction Management Consultant =l
Select | Cancel |
@ 7 |[Elrmavers [ [ [ [5 [ ineemet Atate of New vorlk
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION H.04 — INITIATE A BID CONSTRUCTION CONTRACT

L«

21. If _thls window appears,o\ e T =  e—— —
CI|Ck CostType*

[Estimated
Opering this itern wil save the changes you et to camirol conter » Status - <no EIC scleciods #
hawe made to the document.

The Select Field Value window will close. , Remarks

Do you want to continue?

22. NeXt tO “POIIUtion Remediation Work ™ In the future, continue without asking
(GASB 49)” click the “select...” link.

Ll

~ Details

< Line hems
Add Lump Sum Add Unit Price

~  Line ltem Mo Cuantity Unite of Measure Ddscription Unit Price Line lterm Total Activity 10 Cost Code

Yes | No | ]
. . 4l | i
The Select Field Value window opens. Eormavers [ [ [ [ 5 [@memet (7 + Custom Fields £

» lssues 9 top of page

23. Select the appropriate value: “Yes or No”

2 https://ewD1.myloadspringZ.com - Futi T Commitment Ttem - Microsolt I iol x|
Future Commitment ltem help Im
24. Scroll up and expand the Line Items section. s Booses Posocrmons
) . , ul;;z Commitment ltem —
25. Click the “Add Lump Sum” button. e —
Description
The Future Commitment Item window opens. Brief Description F
Line ltem Total ($) 1,600,000.00 l =
26. Enter a Description for the document. . '
idd | | Ada Multile Cost Codes| | Remove Zero values e
27. Enter the total amount of the contract in the it st TED ]
Line Item Total field.
=
. « » . . . I =N YT p
28. Click the “Add” button in the Costing section. -
The Select Cost Code window opens. e
29. Select cost code 05 (Construction). Zro
_ _ S | Brief Description E
The Select Cost Code window will close. |~ (e Une temToolis [rommsmEE ]
Activity|D [
30 CIiCk the “add balance” Iink' ’Cﬂﬁ‘i"id‘:g | | Add Muliple Cost Codes | Remove Zero Values | e
The NOT COSTED message will disappear. e | N T_)r-
| [ [ e g NOT COSTED NOTCOSTED 1.500.000.00
» lssues I top of page
. .  Attachments & top of page
31. Scroll sown to the bottom of the window and click the e— * l_l
"Save & Closeu button SavekClose | Save 2 Add Ancther | Cancel | )
[Erimaven R 2
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SECTION H.04 — INITIATE A BID CONSTRUCTION CONTRACT

You are returned to the Future Commitment Document.

32. Scroll down to the bottom of the window and click the “Save”
button to save your work.

After the next integration cycle is complete, the CR number will
appear in the Custom Fields section.

Submit the required paperwork per DASNY Policies and
Procedures.

Before recommending awarding a contract to the low bidder,
confirm that funding is available in Cost Code 05 (construction)
to cover the amount of the new contract.

In addition, confirm that an additional 0.1% of the contract amount
is available in Cost Code 06 (other project costs) to cover DOL
fees.

The required forms are not available in Contract Manager, they
must be obtained from the DASNY intranet and you must type all
pertinent information on the intranet form.

return to table of contents

PAGE 172
Rev 04/2010

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

[3 Transmittal Queue | &1 print | & search | @
OSWGC-Building Improvements (9) (252010) Jul 26,2007

5 PRIMAVERA

Cantrol Canter > Futwe Commiments Log »

Future Commitment Hustomields Pissues & stachments

= expand all = collapse all
Spelling g} Future Commitment 4
Print Form & Mumber* 00018
Print Preview [ Title [Bid package BP3PL - Plumking
Generate Future Commitrigg)| Date Jul 26, 2007 53]
Walus $1,500,000.00
Select an action... v]_Go
o] Cost Categony * Commitrnent
CostType* Estimated
retun (o log » Status - 1o BIC selecteds # New hem
return to control center
~ Remarks
[Phase 3 plumbing contiact =
H

» Details

- Line hems
Add Lump Sum Add Unit Price

~  Line tem No Quantity Units of Measure Description Unit Price Line ftem Total Activity ID Cost Code
g noont $1,500,000.00 05

Grid Totals: $1.500.000.00

al | ol

@ PRIMAVERA [3 Transmittal Queue | &1 Print | & Search | @

(OSWGC-Building Improvemeris (9) (252010) Jul 26, 2007

Cantrol Canter > Futwe Commiments Log »

Future Commitment Hustomields Pissues & stachments

« expand all = collapse all

Spelling g
Print Form &
Print Preview  [3)]

Generate Future CommitigE) Multi-Project Term Contract #

= APPROVALS ™ o
Selectan oction. 7] _co
63|

Director of PM Freappraves |2}
DASNY Rep Prepares Request =
Dit/Chief Approves =

* JOCWORK ORDER INFO ** -

Procurement Method * IBEID-CDHS\NE\IDH Cantract select. xclear

Toendor* IC—}DQ Phase 3 Plumbing Contractar select. xclear

Diy/Chisf Preapproves

return to log
return to control center

Hazardous/Asbestos Materials 7

Pamiits [ select.. xclear

Design Status [ select.. xclear

S TRAMSACTION INFO = |

Integration Messages [Passed- 7261077 at 208 pm ]

o —

Declined -
» Issues &7 top of page |
~ Attachments & top of page =

@ 2007 Dormitary Autharity of the State of Hew Yark
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION H.05 — UPDATE BID INFORMATION

H.05

& PRIMAVERA [ Transmittal Queue |&IT print| Q search | @

OSWGC -Building Improvements (9) (252010) Jul 26, 2007

Update Bid Info on a Future Commitment

i - |Al 7| Go
Future Commitments Layout
Find + expand all = collapse all

nnnnnn

‘o Vendar Value Inegration Mess
~304 Phase 3 Plumbing Contractor $1,500,000.00 Passed- 7/26/0;
-301 Phase 3 General Confractor $360.000.00 Passed Jun b, 20
B - Biddoc's oYM 101 Phase 1 General Contractor $484.400.00 Passed - unapp!
g Phase 1 Shell Improverments GG C-101 Phase 1 General Confractor $3.356,500.00 Passed 05/27/0F

Bid package BPIPL - Plumbing

Future Commitments for Bid Construction, Professional Services
and JOCs contracts are entered based on estimated costs.

Ml PRFP - Professional Services Contract [Procurement Method]

Before submitting a recommendation to award, the company = R AT ST

. . . frurn to control center B > Phose 3AE Desion Servces  AVE-6 Design Professional/Subconsultant $400,000.00
information and contract cost must be updated in Contract [+ csbesios ity sty Oovege: AE- Design PoessinalSusconsutar 452460 Possed 141
Manager @5 design services building shell AYE-1 Design Professional/Subconsultant $464510.00 Passed 01/26/0¢
' .
nl . MRS Tn\/er\dnr - Value Integration Mess

1. Open the Future Commitments module.

/_b PRIMAVERA [3 Transmittal Queue | &IT] Print| &, Search | &

OSWGC-Building Improvements (9) (252010) Jul 26, 2007

2. Locate the Future Commitment document to be updated. e g
Open it by clicking the Edit symbol. Future Commiment
Future Commitment =
The Future Commitment will open Tite [FAR Plarnbing-Ph 3 BF3PL i
Date: [ourze. 2007
3. Click “collapse all”. oo el -
Cost Type * Estirnated
4. Edit the Title to include the name of the company. St e 0 e
» Details
5. Expand the Line Items section. T T 5
TMeT®n Mo, Quanfity  Units ofteasure  Descripion  UnitPrice  Lineltem Total  Aclivity|D  Cost Code
6. Click the edit icon to open the line item. e )' @’””””‘l e :
7. If this window appears, click “Yes”. B o oo o2 =

Opening this itern will save the changes you Future Commitment ltem help |
have made to the document.

Do you want o confinue? Speling sy Beosting Bissues & attachments

Future Commitment ltem

The Future Commitment Item window opens. R e ontnue it sking R

Yes No Description

8. Edit the line item total to match the actual B e y -
contract amount. The Costing section will wesnTes [
H k Activity 1D |
update automatically. o '
Add_ | Add Multiple Cost Cades| | Remove Zero Values | L
9. Scroll down to the bottom of the window and - o p—
click the Save & Close button.
@P aaaaaaaa |l @]@memst ;‘
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SECTION H.05 — UPDATE BID INFORMATION

The Future Commitment Item window will close.

10. Expand the Custom Fields section. Note the To Vendor

placeholder used.

11. Click the return to control center  link.

12. Open the Companies log.

13. Choose the By Role view, click “Go”. ®—

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

5 PRIMAVERA

[3 Transmittal Queue | 1T print | & Search | @

OSWGC-Building Impravements (9) (252010)

Jul 26, 2007

Control Center 5 Future Commitmers Log »

Future Commitment

Spelling %c| - Line lems
Print Form =) Add Lump Sum

Add Unit Price

Print Preview [

retum to 4

i custom tields Fissuss & atachments

« expand all = collapse all

= Line tem Mo Quantity Units of Measure Description Unit Price Ling ftem Total Activity IO Cost Code
Generate Future CommitritE)| g 00001 $1,320,000.00 05
elect an action... >| _Go
Grid Totals: $1.320,000.00

| B

return to comgl center

7 Custom Fields &8

top of page

select. xclear

Toendor*

[C-304Phase 3 Plumbing Contractor

J select.. xclear

EiilcEs T

> APPROWVALS = -

& PRIMAVERA

[ Transmittal Queue | 1T Print | & Search | @

14. Scroll down to the group of Contractor companies. Locate
the placeholder used for your bid package noted above.

Open it by clicking the Edit icon. @«9

The Company will open.

15. Click “collapse all”.

16. Update the Company Name to the actual name of the low

bidder’'s company.

17. Expand the Contacts section. Click the “Add” button.

3 https://ew0l.myloadspringZ.com -

have made to the document.

18. If this window appears, click “Yes”.

\

Do youwant to continue?

=10l

QOpening this item will save the changes you

OSWGC-Building Improvements (9) (252010) Jul 26, 2007
T
Companies: Project List %[ 7S Loyout [ByRole = iI]
123 MNewt>>]lLast]  Find s cxpand all ¢ collapse all
Add Company [, [reesTES) -
Print Report &) Placeholder Company Name Key Contact Abbreviation TaxIDNumber  Logo
Print Proview (3 Ef » G101 Castle Canstruction Co. Inc Paul Castle 133525 161532414
B » 0102 Reinherct Electic George Seres c102 171432643
Ef » c201  PTRConstuction Steve Jordan 123362 160871037
Selectan action,.. =]_co | B » c20s C-205 Phase Fire Alarm Cantract To Be Determined C-205
B » 0301 Midstate Constuction, Inc. Gregory Christian 876231 634234509
Ef » G302 Phass 3 Electical Contractor To Be Determinedt 302
control center 303
B » 0304 Phase 4 Plumbing Contractor To Be Determined c-304
Bl 0 csicn Frofessional (Rale)
Placeholder Company Neme Kew Comart pbrevieton TexIDNumber  Loon

% PRIMAVERA

[3 Transmittal Queue | &1 print | & search | @

(OSWGC-Building Improvemeris (9) (252010)

Jul 26, 2007

Cantrol Center > Companies Log >

Company

g Company

Hustomields Pissues & stachments

= expand all = callapse all

Print Form

Print Preview [

Company Mame

[PAR Plurnbing and Heating Inc:

Add Contact  [§! keCaciag Lo Dot d
Spec Section [ |
Role Contractar -
return to los + Contacts
return to control cente
Add
Narme Gender  JobTile  Location  Addresslinel  Addressline2  Add
B TED To Be Determined g

PAGE 174
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION H.05 — UPDATE BID INFORMATION

PRI
heip 2]
The Contact window opens.
Speling g Gonerte ] ﬁﬁ“ﬁ*””"*‘*ﬂfﬁ:;z
19. Enter the initials, name, address, email address and other Comecs o |
information for the main contact person. - El
Miciclle Neme I
20. Click the Key Contact for this Company checkbox. :
Suffix [
21. Scroll down and enter the contact’s address, telephone Ilm 2
number and the email address. —
Selutation [Dear Mr. Green
22. Scroll down and click the Save and Close button. | — et T —
The Contact window closes and the new contact information 5 PRIMAVERA B Teomsmital Queue | 8101 print | & search| ©
appears In the Company Control Center > Companies Log > S
Company Hcusiom fields Pissuss P atachments
23. Confirm that “To Be Determined” is NOT the key contact for — | Company
this contractor. The approved Contract will be blocked if “To o
Be Determlnedu |S the Key COﬂtraCt Add Contact Key Contact IPau\a Green 5
Spec Sedtion -
24 CIICk the lEh‘"n tD cuntlul ':E"tEl Ilnk. » Status - <no BIC selected>
A o corter© Comtacts
I:g \pr\ga\s Title: E::EG,EE” *ﬂ a:"\;m ok Title Location Address Line 1 Adddress Line 2 Address
. i i i i i Ef TBD To B Determiner
25. Confirm that funding is available in the appropriate Cost Code | | o
to cover the amount of the new contract. + Remarks
» Details
26. If this is a construction contract, confirm that an additional
0.1% (0.001) of the contract amount is available in Cost Code
06 to cover DOL fees.
27. Submit the required paperwork per DASNY Policies and
Procedures to complete the process.
return to table of contents
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION H.06 — DECLINE A FUTURE COMMITMENT

H.06 & PRIMAVERA B Transmittal Queue | 81T print | A search| @
: OSWGC-Building Improvements (9) (252010) Jul 26, 2007

Cantrol Center >

1 H uture Commitments Lot A o]
Decline a Future Commitment Fture Commiment

Title Toendor Value Integration Mess
$1.320,000.00 Passed - 7/26/0;
$360.000.00 Passed Jun b, 2(

B > PARPlumbing - Ph 3 BP3PL €304 Phase 3 Flurnking Contractor
Bf + Phase 3 Penthouse Expansion GO C-301 Phase 3 General Contractar

Ef Bid doc's to YW C-101 Phase 1 General Contractor $484.400.00 Passed-unapp
If you entered a Future Commitment and will not be submitting the [Solsten scion. =] 2| 3235530000 e EETAS
paperwork to Contracts as originally intended, you must decline_ AT e — T ——
. bl . A return to contrl center ase esign Senvices -5 Design Professional/Subconsultant 1

the CR# to remove it from anticipated commitments against the ' [ ' sshssioscesbiy st Osvagt AE-| Design rofssionaSubcamsitar 524800 Passed G141
1 H @5 design services building shell AE-1 Design Professional/Subconsultant $464,510.00 Passed 01/26/0F
prOJeCt Fundmg. /
Title: T Wendor Value Integration Mess

- @f Enviro-Control Technologies AJE-4 Design Professional/Subconsultant $6,500.00
1- Open the FUture Com mltments mOdUIe- g Addlt\ﬂr’\ﬂlWA(DWDDHEjMDMS AE-1 Des\zr\Pmlessmna\/‘Submnsultam $1.431.00 Passed 04/14/0F
2. Locate the Future Commitment to be declined 3 PRIMAVERA B Tronsmittl queue | &1L print | search | ©

Open it by clicking the Edit icon. @9

3. Click “collapse all”

OSWGCBuilding Improverents {9) (252010) Jul 26, 2007

Control Center > Future Commitments Log > -
Future Commitment Aoustomfields $issuss Potachments
4 expand all % collapse all

Spelling igg|  Future Commitment

Print Preview Title [BECLINED - design serv bidg shell

4. Add “DECLINED’ to the Title. ®
5. Expand the “Custom Fields” section.
6. Check the Decline Request checkbox.
7. Delete the Integration Message.

8. Click the “Save” button.

When the integration runs, the status will change to
“‘REJ — Rejected”, a Declined message will appear in
the Integration Message field and the commitment will
no longer appear on the cost worksheet.

Once integrated, Declines cannot be undone.

return to table of contents
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Print Form S ]

Generate Future Commil o T

Value $464,510.00
Selectan action... ¥|_Ge
o] Cost Categony™ Commitment
Cost Type * Estimated
retumn (o log » Status - <o BIC selected> # Closed
return to control center
» Remarks
» Details

» Line ltems

Temand A= collapee a7
Spelling_ #a Muli-Project Term Conracts || B
= APPROVALE = r
DirfChief Preapproves [
Director of P Preapproves |
Sefecton octon. 7] o | DASNYRep Prepates Request ||

DirfChisf Approves

Generate Future CommitrgB)

return to log
teturn to contral center = JOCWORKORDERINFO™ [
Hezardausfhshestas Materials [
Permits [ select.. xclear
Design Status [ select.. xclear
“* TRANSACTION INFO ™ [
Integration Messages [Passed 01/26/05 ot 1407
[
T
l Declined 2 ]
s lssues B2 top of page
- Attachments & top of page
Save Cancel
& Primavera [ B[54 mtemet
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION J.01 — CHECK AVAILABLE FUNDING

J.01
Check Available Funding
% PRIMAVERA 13 Transmittal Queue | 811 print | &, search | @
Funding information is located in the Cost Worksheet. I e —
Cost Worksheet (Displayed in U.S. dollar) i 8 Layout ort =] 6o
Select the “Short” layout from the drop-down menu. Click “Go”. R T e e
g 03 Design Consultants $11.461.601.00 $11.461.601.00 $11.417.989.68 $11.482.37868
H H H H |§ 04 Construction Consultants 5.765.172.00 575517200 3.722,638.00 3.722,638.00
The ReVISed Fundlng COIumn ShOWS the Current fundlng In eaCh @f 05 Construction @138,75&40534 NZBJEEADBM $:4,7D1,7D44E m:e,ew,man
Cost Code. Selectan action, 'ﬂl @5 06 Other Project Costs $786.351.00 $786.351.00 $736.287.92 $791.287.92
B -0 Cantingency $0.00 $0.00 $0.00 $0.00
. . B - Furn & Equip (Excl Ar) $0.00 $0.00 $0.00 $0.00
The Revised Commitment column shows the total of all ot e convelcone - R R i i i o
approved contracts and purchase orders for each cost code. | tonTaus AMEION  passom  senosien et e )
The amount of funding currently available = [Revised Funding] —— — s
minus [Revised Commitment]. But this calculation will not include
Pending items in JDE.
The Projected Commitment column shows the total of all
approved and pending contracts and purchase orders for each
cost code.
The Actuals Received column shows the total of all payments
made and purchase orders issued for each cost code.
Click the “Print Preview” button to view the JSI report.
A shortcut to the JSI report is also available on the Control Center.
return to table of contents
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J.02

Funding Increase or Decrease

Funding increases and decreases are entered in Change
Management.

1. Open the Change Management module.
2. Switch to the “All” layout, click “Go”.
3. Scroll down to the “Funding Changes” section.

4. If a Change Management document exists for
Funding Increases and Decreases open it
by clicking the edit icon and skip to step 10.

5. If there is no Change Management document for Funding
Increases and Decreases, create one by clicking the “Add
Document” button.

A new Change Management document will open.

6. Click “collapse all”.

SECTION J.02 — FUNDING INCREASE / DECREASE

5 PRIMAVERA

[3 Transmittal Queue | ET] print | @, search | @

OSWGC-Building Improvements (9) (252010) Jul 26, 2007

Control Center >

Change Management

Pirt Report &5 Number
Print Preview [ &

MNurmber

[Somansgior H.eo | | E o oo

peBhiiol center

Title:
B » cads Fiemove existing retro-drains

Tille Deted Scops

Funding Increase:
& o c390 Funding Rellocation
B » cted Funding Decrease

B o 3190 lighining protection design

T3 Layout [A Bl

« expand all = collapse all

Dated Scope
Dec12, 2006 Outof Scape $1.787.47

Estimated Commitrments

Estimated Commitments
Mar 21,2005 OutofScope $0.00
Feb 17,2008 Outof Scope $0.00
May 10. 2005 Out of Scope $0.00

7 s Estimated Commitments
B - cner Amendment to Exist WA Dec?, 2005 Outof Scope $0.00
B - ca sir monitoring delete JulB. 2005 Outof Scope $0.00
B - cnos Sampling/Analysis (Design Phass) NovB, 2005 Out of Scope $0.00
B - cas Amendment to Woalley Marris May 15, 2006 Outof Scope 3000
B » oo Foof cuts/repair amenciment Aug 28, 2006 Out of Seape $0.00
B - c494 AIC Upgrade & Penthouse Exgansian May 2, 2005 Outof Scope §43,500.00

B8 Term Woik Auth_ Extensions (Change Group)

Number Title Deted Scope Estimated Commitments

e 2 2008 Outof Scope 3000

& PRIMAVERA

B Transmittal Queue | &0 print| A search | ©

0SWGC-Building Improvements (9)

(252010) Jul 26, 2007

Control Certer > Change Mansgement Log >
Change Management

Change Management

Spelling g}

Feustomtields Fissues Patachments B rontact summary

 expand all % collapse all

7. In the “Title” field, enter “All Funding Increases and ®
Decreases”.

8. Expand the Remarks section. Enter “Funding
Increase/Decrease”.

9. Scroll down to the bottom of the window and click the Save
button to save your work.

10. Expand the Commitments section.

11. Click the “Add” button.

@ 2007 Dormitary Autharity of the State of Hew Yark
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~ Commitments

Print Forn & Number * C4950
Print Preview [ 8 Doied NI v i
)}
[ Tille [&iIFunding Increases and Decreases '
Selectan action =] o Phase Estimated Cost Cuoted Cost Negotiated Cast Finel Cast Frojected Cost
Budgeted 30,00 30,00 30.00 $0.00 $0.00
Commited 3000 3000 $0.00 $0.00 $0.00
feturn to log » Status - <0 BIC selected> +
return to control center
Bud

Multiple Estimates | Tatal Included Commitments:$0.00 | Copy Commitments to Budget

add | ad
\ u

oyPO Estimated (EST) Quated (RFP) Negotiated (NTP)
Amount ~ Time  Date Amount ~ Time  Date Amount  Time

~ Remarks

Funding Increase/Dectease:

» Dacuments by Phase

._Netaila

[ B [ [5 [@nternet
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The Ad d CO mm |tm ent ROW W| ndOW OpenS ) -3 https:/ /ew01.myloadspring2.com - Add Col I ] 5
Add Commitment Row.

12. Select “4. Final Change Order”.

Add a Commitrent row starting with the following

phase
13. Click the “OK” button. r Estimated (Estimate)
 Quoted {Request for Proposal)
 Negotiated {MNotice to Proceed)
{Change Order)

oK | Cancel |

Eeinavers [ [ [ (S [@menet )

The Add Commitment Row window closes and you are brought S PRIMAVERA R R
to the Change Order document. oy, Bacrerie Bcisom oise Fooues
Change Order 2 atachments
14. Click the “collapse all” link. e Chenge Order
Print Preview [ & Canfract*
15. The Title was copied from the Change Management on sedtei e
document. It can be edited. Selecton acion = <none selected> sooc,
./ Nurnper* fooom
16. Click the “select..” link next to Contract. L e e
otal Cost (days)
» Status - <no BIC selected> # New ltem
» Summary 2 top of page
» Line kems
» Details
» Schedule &= top of page

B https:// ewD1.myloadspring2.com - Select Contract

icrosoft Internet Explore

The Select Contract window opens.

Select Contract help
. ” | scach
17. Select “Funding”. Contacts

Al ABCDEFGHIJKLMNOPQRSTUVWXYZ Other

~ Contract
seleet Actual Cost WJO Commitments (ACTUAL_COST)
selet Additional WA to Woolley Morri (116504-003)
select Building Shell Improvements (126936)
DOL Fee Holding Contract (120297)
L bl (84403-060)

Funding (FUNDING)
r Exi (102399-318)
seect  JOCS/2 Porches Existing Doorwa (99769-007)
select Penthouse Expansion Construction { 876231 )

123 [Next »]

Cancet

PAGE 184
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The Select Contract window closes and you are returned to the N PRIMAVERA e ——

Change Ol’der document Conirol Center > Change Orcers Log » Riturn ta Change Management Boummay Sechedue o cusiomiislds Pissues

Change Order P attachments

18. Expand the Line Items section. e I Change rder )
Print Preview  [3) Contract* Funding (FUNDING) select.,

Dorritory Authority - State of NY

19. Click the “Add Lump Sum” button. e Not Appicatie el

H H H “ ” From* Dormitory Authority - State of NY’
20. If this window appears, click “Yes”. Kot Appicable it
nt ” Number* 00005

anag

o log
7} https://ewdl.myloadspringZ.com~ _(o] ] Title [Funding Increase Date [Jul 26, 2007 ®H
Time Change
Total Cost $0.00 (dave] 0
Opening this iterm will save the changes you ) Status - <o BIC seleciads # New tam
have made to the document.
> Summary B top of page
« Line |
Do youwant to continue? e ltems .
Add Lump Sum Add Unit Price Copy from Contract
. #  Line ltem No. Quantity Units of Measure Description Unit Price NetAmount  TexFate Sales Tax |
[ In the future, continue without asking N
Yes | No | 4q m
» Details
Elpmavera [ [ [ [ (5 [8 memer Z + Schedule B top of e
| Frimavers A =

The Lump Sum window opens. Enter a Description.

A https:// ewd1.myloadspring2.com - Lump Sum - Microsoft Internet Explore =lol x|
. . . Lump Sum help =
21. Enter the total amount of the funding increase or decrease in i s B Do
the “Lump Amount” field. Enter a decrease as a negative B
number. Do NOT use “$” or commas. U s
Description
H H H ] ” A
22. In the Costing section click “Add”. -brief Descriptio a
Lump Amaunt (8] | ETORT
The “Select Cost Code” window opens. oo oty I
Ling hem Total (3) 8,000,000.00
. JRTIES| haterial Name [ select. xcear —
23. Select the appropriate cost code. . .
Activity ID |
1] ” . dbye de|Sonk » Custom Fields top of page
The “Select Cost Code” window closes
and you are returned to the Lump Sum window. <4 e S TN
24. Click “add balance”. -
[&] Primavera [T T [ ]88 nkemet 7|
NOTE: You may add funding to more than one cost code by
adding additional lines in the Costing section. The total of all
lines must equal the amount entered in Line Items above. - g
&) riavers 5 [ ket P
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SECTION J.02 — FUNDING INCREASE / DECREASE DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

fb PRIMAVERA [ Transmittal Queue | &1T] print| & search | @

OSWGC-Building Improvements (9) (252010) Jul 26, 2007

Cantal Center » Change Oirders Log > Fistun 2 Change M anagemen: Elounmary Sschedue B customislds Pissues

25. Click the “Save and Close” button. You are returned to the Change Order B rcctmens
Change Order document. f et e e e e e el

Spelling

PintForm &) . petails

Description

26. Expand the Details section.

[Funding increase =

Selectan action... x| o

27. In the Reason for Change Order field, select *FUNDING*
retun ltrl‘ll:hanga Spec Section [ =

“Increase/Decrease” from the drop-down list.
wemlolog Cost Category Funding Cost Type Pending
| .\ : Required Dote [rugz 207 Acknowledged Date 1
28. Click the Save button. Frevious Crargs Morageren

H Change MansgementNumber  Funding Increase (C3188) Collectdd Into Change Number
. Reason for Change Order Inc 2ase
29. Click “return to change management”. A —— e —

s Schedule = top of page
» Custom Fields I8 top of page
» lssues B top of page
» Attachments & top of page
Save Cancel
|EL Frimavera [ BT 15 [ mteme

The Change Document you just created is in the Commitments -
. . . . . [ 3 Transmittal Queue print | & Search
section. If there is more than one it is the last one on the list. oF PRIMAVERA < —

Contal Center » Change Management Log >
Change Management Zeustomields 8 izsuss P attachments B contract summary

30. Wait for an integration cycle to occur to obtain a JDE CR#.

Edit Document @6 Change Management -
L. . Print Fom & Number* 3188
Follow DASNY’s Policies and Procedures and submit the Pa Proviow 8 Dot Mar21, 2005
. Add Documen t Title Funding Increase
required paperwork to complete the process. . _ ° _
Phase Estimated Cost Cuoted Cost MNegotiated Cost Final Cost Frojected Cost
electan action... [J) Go Budgeted $0.00 0.00 0.00 $0.00 $0.00
Committed $0.00 $0.00 $0.00 $11.180,000.00 (2 of 2) $11,180,000.00

» Status - <no BIC selecied> # Approved
return thgontrol center » BIIﬂIJEI

» Commitments

Add Add Multiple Estimates Total Included Commitments:$11.180.000.00 Copy Commitments to Budget

“ Incude  ContacyPO: Estimated (EST) Quoted (RFF)
Amaunt  Time  Date Amount  Time  Dat
o v Dormitory Authority - Stats of HY (FUNDING)
o v Darmitory Autharity - State of N (FUNDING)
Total Included $0.00 $0.00
1l | L |
» Remarks

» Dacuments by Phase

return to table of contents , Details
» Custom Fields & top of page |
s Issues &2 top of page 4
[ElFrinavers [ [ [ [ wtemet
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

J.03

Locate the JDE CR# and Approvals

A JDE CR# is required to complete the funding increase and
decrease procedures.

1. Open the Change Management module.

2. Open the Change Management document that contains

SECTION J.03 — LOCATE THE JDE CR#

[ & PRIMAVERA
” :

[3 Transmittal Queve |11 print | & search | @

Control Center >

Add Document [
Print Report &
Print Preview [ &

Selectan action... x| _&o

your funding change by clicking the edit icon. @5‘*

The Change Management document opens.

3. Click “collapse all”.

4. Expand the Documents by Phase section by clicking the
triangle. Locate your Change Document. The newest
documents are on the top of the list.

5. Click the title of the document to open it.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

return to control center

Change Management

[First] [<< Previous] 1 2 3 Find # expand all  # collapse all
i Construction Change Orders (Change Group) =
MNumber Title Dated Scope Estimated Commitme

B - candr Install Blocking for Cable Wiremald Oct 23, 2006 Out of Scope Eli
B - cqme Riemove existing retro-drains Dec12, 2006 Outof Scape $1.78;
B - casso ConstC.0 Jul 27,2007 Outof Scope 50

il Funding Changes (Change Group)

B - c3tes Funding Increase Mar 21,2005 Out of Scope 50
Unang FeNocanon Feb 17,2005 Outof Scope £l
B » caos Funding Decrease May 10. 2005 Out of Scope 3

@ P/5 Consultant Amendments (Change Group)

Number Tille Dated Scope Estimated Commitme
ca187 Amendrment to Exist VWA Dec2, 2005 OutofScope 3
Ef o c3tes sir monitoring delete Jul6, 2005 Outof Scope 50
B » c3183 Sampling/Analysis (Design Phase) Nov8, 2005 Outof Scape 7
B - caos Amendrment to Woolley Marris May 15. 2006 Out of Scope 3
B - c19 Foof cuts/repair amendment Aug 28, 2006 Dut of Scope 3
B o rafdn A Unarade & Panthnus Fxnansinn [ABYER

[Fitst] [¢< Previous]1 2 3 Find

Dated Scops

P2 Layoue [A1 Ellee]

Estimated Commitme

fNE_ Ot nf Srnna 43 :ni_l‘
»

f)/ PRIMAVERA

[3 Transmittal Queue |10 print| & search| @

OSWGC-Building Improvements (9) (252010)

Jul 30, 2007

Control Center 5 Change Management Log 5

Change Management

Edit Document
Print Form

Print Preview

Add Document

Selectan action... x| _Go

retumn to log
return to control center

Change Management

Number* C3188

Dated Mar 21, 2006

Title Funding Increase
Phase Estimated Cost Quoted Cost MNegotiated Cost
Budgeted $0.00 $0.00 $0.00
Commitied $0.00 $0.00 $0.00

» Status - <no BIC selecteds> # Appraved
» Budget

» Commitments

» Remarks

+ Documents by Phase

Commitments
I Display Only Included Commitments

Title Reguired Date Current Status  Include Amount

HAoustomfields Hissues & stiachments Beoptract summey
+ expand al' < collapse all j

Final Cost Projected Cost
$0.00 $0.00
$11,180,000.00 2 of 2) $11,180,000.00

Funding Increase (00005, 7/26/07, Dormitory Autharity - State of N')

Aug 2, 2007 NEW v $8,000,000.00

T

Budget

Title Fequired Date Current Status Amount

Detail

Total Included: $11.180.000.00 " |
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SECTION J.03 — LOCATE THE JDE CR#
DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

. . 5 q Transmittal Queue | B1T1 print | @, search | @
The Change Order opens in View Mode. P T e ——r
6 C“Ck “Collapse al Iu Z;:;:g;: g?;trmmg) Blsummary Eschedue Beustomtields Fissues @ atachments
’ ) Edit Document = APPROWALS *= oL e ﬂi
. . Print Form DirectarfChisf Prespproves Jul 30,2007
7. Expand the Custom Fields section. i e
Manag. Ditector Preapproves
If the funding change requires pre-approvals, they are located Seestonosion. T | - OASHY R Properec A
h DirfChiet Approves Jul 30, 2007
ere Ph Reguest Proposal

return to oy

return to control center PM Recsives Proposal

Fi Reviews Froposal

8. Expand the Custom fields section. Scroll down and note the O
Integration Message and JDE Change Request #. = JOCORK ORDERINFO
Hazardous/Asbestos Materials
9. If the document has a Failed Integration message, click “Edit S
Document” and correct the information indicated in the failed S — —
Integration Messages asge! a pm
message. IDE Change Fequest# 0019
Follow DASNY’s Policies and Procedures and submit any @ i
. ~ lssues top of page
required paperwork to complete the process. -
return to table of contents
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

J.04

SECTION J.04 — FUNDING REALLOCATION

Funding Reallocation

% PRIMAVERA

B Transmittal Queue | &1 print | & search | @

Funding Reallocations are entered in Change Management.
1. Switch to the “All” layout, click “Go”.
2. Scroll down to the “Funding Changes” section.

3. If there exists is a Change Management document for
Funding Reallocations open it by clicking the edit icon

and skip to step 9.

4. If there is no Change Management document for Funding
Reallocations click the “Add Document” button.

A new Change Management document opens.
5. Click “collapse all”.

6. Inthe “Title” field, enter “Funding Reallocations”.

7. Expand the Remarks section. Enter “Funding Reallocation”.&—_|

8. Click the Save button to save your work. Cave |

9. Expand the Commitments section by clicking the triangle.
10. Click the “Add” button.

The Add Commitment Row window opens.

Number Title:

return to control center

Number Title:

& - et Amendment to Exist WA

-
B » cates ait monitoring delete
B » co Sampling/Analysis (Design Phase)
% il |

Dafed Scope
Mar21, 2005 Out of Scope

Feb 17,2005 Outof Scope
May 10, 2005 Out of Scope

Dsted Scops

[First] [¢< Previous]1 2 3

Find

Dec2, 2006 Outof Scope
JulB. 2005 OutofScope
Mov 8, 2006 Outof Scope

OSWGC-Building Improvements (9) (252010) Jul 30, 2007
Contol Certer >
3 o 5[ co
Change Management ™ Layout =
[First] [<< Previous] 1 2 3 Find 4 expand all = collapse all
Add Document [~
[T—— Nurnber Tille Deted Scops Estimated Commitn
PR B » cag Install Blocking for Cable Wiremold Oct?3.2006 Out of Stope
B » caude Remave existing retro-drains Dec12,2006 Outof Scape $1.71
B » cassn CanstCO Jul 27,2007 Out of Scope |
Selectan acion =] co | -~ (YD

Estimated Commitr

Estimated Cammitrr

o

5 PRIMAVERA
0OSWGC-Building Improvements (9) (252010)

[ Transmittal Queue | &1T) print| & search | @

Jul 30, 2007

Control Center 5 Change Mansgement Log >

Change Management

mg  Change Management

Spelling

Houstomfields BPissues @ atachments B contract summary

return to control center

~ Commitments

Add | dd Multiple Estimates |
nrecyPO Estimated EST)
Amaunt

Total Inclided Commitments:$0.00 Copy Commitments to Budget

Quoted (RFF)
Time  Date Amaunt

Nurnber* C4352
[t Ik a Z ;ﬁ
)
Tille [Funding Reallocations l
Sale 2o 7] co Phase Esfimated Cost Quoted Cost Negatiated Cost
Budgeted $0.00 $0.00 $0.00
Committed $0.00 $0.00 $0.00
return to log ~ Status - <no EIC selecied> ¢

Time

Final Cost Projected Cost
$0.00 $0.00
$0.00 $0.00

Date

« expand all = collapse all

Negatiated (NTF)
Amaunt  Time

11. Select “4. Final Change Order”. @

12. Click the “OK” button.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

2l |
~ Remarks
[Funding Reallocation =
Z https://ewdl.myloadspring2.com - Add € P ] 53 El
se
Add Commitment Row. e
Add a Commitrnent row starfing with the following
phase
 Estimated (Estimate)
€ Quoted [Request for Proposal)
 Negotiated [Notice to Procesd)
)f-‘ Final {Change Order)
0K | Cancel |
@ primavera [T T8 @ meme Y PAGE 189
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SECTION J.04 — FUNDING REALLOCATION

The Add Commitment Row window closes and you are brought
to the Change Order document.

13.

Click the “collapse all” link.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

& PRIMAVERA

[ Transmittal Queue | E1T print| & search | @

OSWGCBuilding Improvernents {9) (252010}

Jul 30, 2007

Control Center > Change Drders Log >

Change Order

Fietun to Changs Management

Bicummary Eschedule M customfields $Fissues
& attachments

# expand all 2 collapse all

Speling g  Change Order
Print Form &3] Type™* Change Order
Print Preview &) Cantract™
To* e selected> select.
@
[Belectanasion. =] <o | Fram* <none selected> select

14. Click the “select..” link next to Contract.

The Select Contract window opens.

15.

Rt/ wd Lmyloadspring?.com - Select Contract = Microsoi INar eV EpIOFTED

Select Contract
T Sem

Contracts
Al ABCDEFGHIJKLMNOPQRSTUVWXYZ oner

- Contract

ket Actual Cost WIO Commitrents (ACTUAL_COST)
st Additional WA o Woolley Morri (116504-008)
Building Shell Improvernents (126936)
e liiiccialiain 120747

Select “Funding”. ®—

fire alarm study design sendf (84403-050)

Funding (FUNDING)

= = G £ (102399-318)
wket JOCS)2 Porches Existing Doorwa (99769-007)

ket Penthouse Expansion Construction ( 876231)

123 MNext >

Cancel

Mumber* 00001

retum to Change

Management Title [Funding Rellacafion
return to log
return to centrol center Tatal Cost $0.00

 Status - <no BIC selected> # MNew e

» Summary B

Date Jul 30, 2007

Time Change
(days)

top of page

=
2

B [ B e

The Select Contract window closes and you are returned to the
Change Order document.

16.

17.

18.

19.

The Title was copied from the Change Management

document. It can be edited.

Expand the Line Items section.

Click the “Add Lump Sum” button.

If this window appears, click “Yes”.

PAGE 190
Rev 04/2010

& PRIMAVERA

B Transmittal Queue | &1T1 print| & search | @

OSWGC-Building Improvements (9) (252010)

Jul 30, 2007

Conlrol Center > Change Oiders Log >

Change Order

Fietu ta Change b anagement

Bisymmary Eschedule Hcustomfields BFissues
aftachments

s espand all = collapse all

Spelling g  Change Order R
Print Form & Type* Change Order
Print Proview [ Contract™ Funding (FUNDING) select
Tox Dormitory Authority - State of NY'
Not Applicable select
Selectan action.. v]_to &
From* Dormitory Authority - State of NY
ram
Not Applicable select..
= Change
Managemer Nurnber 00006
return to log
return to control cente] Title [Funding Rellacation ] Date Jul 30, 2007
Time Change
Total Cost $0.00 (days) 0
2} https://ewl1.myloadspringZ.com = P RISk o » Status - <10 BIC selecteds # New lem

QOpening this item will save the changes you
have made to the document.

Do youwant to continue?

™ Inthe future, continue without asking

Yes | Ho |

[Elpinavera [ [ [ [B [@uoternet

~ Line tems

Add Lump Sum Add Unit Price:

top of page

~  Line tem Mo Quant] Units of Measure

4l

Unit Price MetAmount TaxRate Sales Tax

» Details

» Schedule &=

i

top of page _|

@ 2007 Dormitary Autharity of the State of Hew Yark
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION J.04 — FUNDING REALLOCATION

The Lump Sum window opens.

3 https:/ /ewd1.myloadspringz.com - Lump Sum - Microsoft Internet E =10 x|
20. Enter a Description for the document. Lump Sum -l
Spoling 9aq A custom fielets BEEDE%? Dissues
21. The “Lump Amount” always remains $0 on a reallocation. crange Ut e
Tope oo =]
. . C . ” e 1 —
22. In the Costing section click “Add Multiple Cost Codes”. —
. .. =
Brief Description H
Lump Amount ($) [0.o0
Tex Picte [poooon
The “Add Multiple Cost Codes” window opens. I
Lineltem Total (§) Q.00
. A Material Narme [ select.  xclear
23. Select all the cost codes you will be using. vererie
Activity 1D |
24. Click the “Save” button. L Somn e £
“ Costing top of page
add | AddMuIlipIeEnsltndesll Remove Zero Values | |
Distribute!
=]
- m:r (A [&] Primavera [T [ & [ mteme: 4
] e 3 (@ et =
The “Add Multiple Cost Codes” window closes and you are .
. Dascription
returned to the Lump Sum window. [ Brief Description =
25. Enter the amount you are adding to or removing from each o —
cost code. Do not use “$” or commas. ARSI T —
Line lern Total (8 0.00
L. . Material Name [ select.  wclear
26. When you are finished the total of all lines must equal 0. If VowTe |
the “NOT COSTED” line is visible the total does not equal O. o
# Custom Fields top of page
. « ” « Costing =8 top of page
27. Click the “Save and Close” button. P _
DCEDS‘::; Contingency DIQ’% add balancs  remove
05 select.  Constuction [T 20000000 ok bdarce remove
04 select.  Constuction Consuftants [ 2500000 asdbdance remeve
03 select.  Design Consuliants [ 1500000 ackbdarce remove
» Issues &7 top of page
» atachments & top of page
Save & Close I Save & Add Another | Cancel | :‘
@ 2007 Dormitary Autharity of the State of Hew Yark @ prmavera I = Y PAGE 191
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SECTION J.04 — FUNDING REALLOCATION

You are returned to the Change Order document.

28. Expand the Details section.

29. In the Reason for Change Order field, within *FUNDING

CHANGES* select “Reallocation” from the drop-down list.

Scroll down to the bottom of the window and click the “Save
button to save your work.

30.

31. Expand the Custom Fields section. When the document
integrates, a JDE CR# will appear and the reallocation will

be completed. No further action is required.

32. If you receive a FAILED integration message, make the

corrections indicated in the message. Exact funding must

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

| & PRIMAVERA

[B Transmittal Queue | 81T Print| & search | @

OSWGC-Building Impravements (9) (252010)

Jul 30, 2007

”

Conlrol Center > Change Oiders Log >

Change Order

Fietur ta Change Management

Bloummary Eschedule BBcustomfislds 8 issues
aftachments

« expand all = collapse all

T~

be

available in the cost code being reduced in order for the

document to pass integration.

Note: If you are reallocating funding into or out of the Labor

Line (category 09), please send a notification to the
CTGmailbox@dasny.org including the project and change
request number.

Speling  fgg| ~ Line tems -
FEe— E Add Lump Sum Add Unit Price Copy from Contract |
Print Previen L2 ~ LinetemMo.  Quantity  UnitsofMeasure  Descripion  UnitPrice  NetAmount  TexPate  SalesTax |
g 000t $0.00 0.00000 $0.00
Selectan action.. ¥| Go
Grid Totals: 0.00 $0.00 $0.00
teturn to Change dl L
Management ~ Details
return to log .
return to conbrol center Description
[Funding reallocation =
| |
Spec Section [ =l
Cost Categary Funding Cost Type Pending
Recuired Date /Aug 6. 2007 Acknowledged Date
Previous Change Management
Phass
— TR T T ST u it Change Number -
Reason for Change Order Feeallocation =l
—— —
! Log Number
» Schedule & top of page |
PM Reviews Proposal
Selectan action... v|_to
] PM Receives CO (B2
= JOCWORK ORDERINFO™* [T
return to Change
Management Hazardous/Asbestos Materials r
return to log
return to control center Permits | select.. xclear
Design Status [ select.. xclear
=
Integration Messages [Passed 7/30/07 et 10:16 am
JDE Change Fequest # 0023
JDE Change Order #
Declined r
» lssues & top of page
» Attachments & top of page
Save Cancel

return to table of contents
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AMENDMENTS TO CONTRACTS
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DAS

K.01

NY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

SECTION K.01 — AMENDMENT TO A P/S CONTRACT

Amendment to a Professional Services Contract

(% PRIMAVERA [ Transmittal Queue | E1TL print| & search | @

4 Iog out OSWGC-Building Improvements (9) (252010)

Jul 30, 2007

Control Center >

Before beginning, note the contract number of the Professional

Ser

vices contract (O1) you are amending.

Amendments to Professional Services contracts are
entered in Change Management.

1.

2.

3.

Open the Change Management module.
Switch to the “All” layout, click “Go”.

Click the “Add Document” button.

A new Change Management document opens.

4.

The Add Commitment window opens.

9.

Click “collapse all”.

In the “Title” field, enter a brief title for the Amendment

(it is useful to include the consultant’'s name in the title)./'

[ All ] oo
Change Management ® Layout =
1 2 3 [Nest>>][Last] Find = expand all = collapse all
ol -
Print Report & Nurmber Title Dated Scope Estimated Commitr
B » caal waid Sep24,2004 Outof Scope
'nnt Preview
B - cie Roofing issues for Seneca Hall Nov 18,2005 Out of Scope
B - cier Cracks in Aggregate Panels Jun 28,2005 Out of Scope
Selsctonadion. o | B + 3198 Concrete Repsits Jul 22,2005 Out of Scape
B » cao Penthause Expansion & AIC Upgrads Jun 72005 Out of Scape e
B - 4951 Adltional Parking lot Jul 27,2007 Out of Scope
return to control center v

Number Tite Dated Scope Estimated Commitn
B - ooom Roofing System Change Jun10.2005 Outof Scope

B - ooone addiianel chipping pound rebar Jun13.2005 Out of Scope 3401
B - ooon Add Cave bead Sealant &f Columns Jun 24,2005 Outof Scope $160
B - ooon4 Sealant &t Rustification strips Jun 24,2005 Outof Scope :

sf]

El |
123 [Newt>>][Last]

Find

3 https://ew0l.myloadspring2.com -

Expand the Commitments section.

have made to the document.

Click the “Add” button.

Do youwant to continue?

If this window appears, click “Yes”. &

I In the future. continue without asking

Yes | No |

Opening this item will save the changes you

[Elrinavera [ [T [ [S[@mtemet 4

=10l

(b PRIMAVERA [ Transmittal Queue | &1T] print| & search | @

OSWGC-Building Improvements (9) (252010)

Jul 30, 2007

Conlrol Center > Change Management Log »

B
Change Management Beustomtields Fissues Patachments B contract summary

« expand all = collapse all

Spelling B} Change Management =
Print Fom &) Number* Cass2
Print Preview (&) Dated Jul 30,2007 [

oy L2 S

Title [wioaley Morris additl design servcs| '
Seledta ] o Phase Estimated Cost Quoted Cost Negofiated! Cost Final Cost Projected Cost
Budgeted $0.00 $000 $0.00 $000 $0.00
Committed $0.00 $000 $0.00 $000 $0.00

return to log

» Status - <no BIC selecizd: @
return to control center

Budoet

~ Commitments

Select “Negotiated (Notice to Proceed)”.

10. Click the “OK” button.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

/ Add dd Multiple Estimates | Total hcluded Commitments:$0.00 Copy Commitments to Budget
Zlnclidl CniracyPO Estimated (EST) Quoted (RFF) Negotiated (NTF)
mount Time Date Amount Time Date rmount Tim —
el | sl
» Remarks
,_Documents by Phase -]
- https:/ fewd1.myloadspring2.com - Add C ] 5|
Add Commitment Row.
Add a Commitrment row staring with the following
phase:
© Estimated [Estimate)
© Quoted (Request for Proposal)
% @ Megotiated [Notice to Proceed)
© Final {Change Order)
1].9 | Cancel |
; PAGE 195
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SECTION K.01 — AMENDMENT TO A P/S CONTRACT DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

@ PRIMAVERA [ Transmittal Queve | &1 print| & search| @
The Add Commitment Row window closes and you are brought to the Notioe to Provaad el Eccroie e e Ficcies Patechmant
Notice to Proceed document. , -
Speliing | otice to Proceed B
Print Form = Type™ Notice to Proceed
11. Click the “collapse all” link. e —> (o)
u none selecteds select,
12. Click the “select..” link next to Contract. ® selecnocion F.eo| | o <none seleoted> seiect
. =1 e T
The Select Contract window opens.
X PRIMAVERA [3 Transmittal Queue | 1T Print | & search | §

13. Select the Professional Services contract

OSWGC-Building Improvemnents (9) (252010)

i Cortrol Center > Propasals Log > -
you are amendlng' Notice to Proceed Boummay Eschedue o customfields $Bissuss @ attachmer|
@ expand all = collapse
The Select Contract window closes and you ettt e T ot o P
are returned to the Notice to Proceed. | Pt Proviow 3] Conac SUG OSWEGD BLDG. IMPROVEMENTS (108707)
LT L “’ Woolley Marris Architects, PC
Rick Morris
14. Check the “To” company that has appeared. ¢ [Eemrtremion 5.6 | i "
] pany PP r* DASNY — Proiect Management/ Initiator
If the company is not correct, check the contract number and re- . Nurnber 00001
select the correct contract. ‘ M ' Tile [Wosley Maris addtl design senves Date [wiszme | B
& return to control center Total Cost $21.000.00 Time Change o
{days)
15. Select the appropriate From* contact. » Staws- RickMors # Newten
» Summary 2 top of page
16. Expand the Details section. —
Z Description
17. Enter a detailed DeSCI‘iption Of the additional SerViceS; th|S ./ Client requested securty uparades to be added to design to comply with new state wide regulations. J =]
description will print on the Notice to Proceed form.
=
18. Within the Spec Section, select 000049 Pollution Remediation ¢ > [mcsem [ 5]
B H - ot (ar= e Ty LeanTnE Cost Type Pending
Work (GASB 49) if the change involves Pollution Remediation Work. o R it [
Otherwise, select the 000000 (Procurement) g s
ﬁt::'g;Ma"agemw Wooley Morris addit| design serves (C4862) ﬁi:lfhmjd Into Change
19. In the Reason for Notice to Proceed field, select “Amendment ¢ > (Cozrmer [Amendmen fay o) =)
(Any Type)” from the drop-down list. + Schedule = top o page
» Custom Fields & top of page
20. Print the Notice to Proceed form. It is required when submitting ¢ tosues & top of pose
» Attachments & top of page
the Amendment.
Save Cancel

Note: Make sure the information entered in the Notice-to-Proceed is
correct. You cannot edit the Notice-to-Proceed once the final
amendment has been created.

21. Click the Return to Change Management link.
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION K.01 — AMENDMENT TO A P/S CONTRACT

2} https://ew01.myloadspring2.com - P =101 %]

Do you want to save changes?

% Yes | No I Cancel |

Eprmavers [ [ [ [ (& [@weernee 4

& PRIMAVERA [3 Transmittal Queue | & Print | & search| @

22. If this window appears, click “Yes” to save your work @—

+ log out | oswGc-Buiding Improvements (9) (252010) Jul 15, 2008

Cantrol Center > Change Management Log »
Acustomfields & iesues B atachments Bcontract summary

You are returned to the Change Management document. Change Management
Spelling g Change Management 4
i vint Form =] Murriber* C4952
Now create the final Amendment. s o @
Tills [wooley Moris addit! design servos
,mi‘ ;::;Ztgd Esnmated;;nnsnl aumed;;nnsnt Negnna«ed;;nnsnt Fina\;;nnsnt ije:tedscnnnsnt
. . Committec! $0.00 $0.00 $21,000.00 (1af1) $0.00 $21.000.00
23 EXpand the CO m m |tm entS SeCtlon . : :2:::: :: !:]ngnllnl center » Status - <no BIC selected> # MNew liem

, Budget
. .
24. CI|Ck the paper ICOoN . Add Multiple Estimates | Total Included Comrmitments $21,000.00 | Copy Commitments to Budget
“ nclide  ConfrachPO Estimated (EST) Quated (RFP)
l Amount  Time  Dafe Amount  Time  Dafe

N{ B v » \Woolley Morris Architects, FC (108707)

Commitment help
The Commitment window ew g LT —— Tolatlncluded: | 000 s -
Wl” Open o - SUC OSWEGO BLDG, IMPROVEMENTS (108707) » Remarks
» Documents by Phase o
. $21.060.00 » Details
25. Scroll down to the Final ves
section.
0.00
26. Click the “Start Final e s
Phase” button. r " Guowd D)
e (days) =this phase was skipped=
[ sciihis phase D) stan new negotsted raund
21000.00
£ V)
Dt dul 16, 2008
torris addit'l design serscs (00001, 7/16/08, Woolley Morris Architects, PC)
» Issues B% top of page
- Attachmants &7 top of page
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SECTION K.01 — AMENDMENT TO A P/S CONTRACT

The Change Order window will open.

27. Expand the Line Items section.

28. Click the “Add Lump Sum” button.

If this window appears, click “Yes”.
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A https://ew01.myloadspring2.com - P

Cpening this itern will save the changes you
have made to the document

o you want to continue?

% the future, cortinue without asking

Yes No

=101

[Eprimavera | | [ | |5 [ internet

= PRIMAVERA
4 log out | OSWGC-Building Impravements (9) (252010)

Conel Center » Change Orders Log >

Change Order

Spelling ABg) Change Order
PrintForm & Type*
Print Preview [ 3 Contract*
To*
Selectan action... x| Go
From *
o return to log MNumbier *
@ return to control center
Title
Tatal Cost

» Status - Rick Morris # MNew [em

Line ltems
Add Lump Sum

[3 Transmittal Queue | EIT print | & search | @

Jul 15, 2008

Bisummary Eschedule Micustomfields PPissues B atachments

Change Order

+ expand all

SUC OSWEGO BLDG. IMPROVEMENTS (108707)

‘oolley Morris Architects, PC
Rick Morris

Dormitory Authority - State of N
Not Applicable

00005

[woaley Monis addit! design serves

$0.00

Add Unit Price Copy from Contract

Tranity

4l

Units of Messure  Deseriplion Uit Price

- Details

select.

select

Date Jul 15, 2008 [B2]

Time Change
(days)

top of page

MetAmount Tax Rate Sales Tax |

@ 2007 Dormitary Autharity of the State of Hew Yark
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The Lump Amount window opens.

29. Enter a brief description in the Description field.

30. In the Lump Amount field, enter the_total dollar amount of the amendment.

DO NOT use a “$” or commas.

31. In the Costing section click the “Add” button.

The “Select Cost Code” window opens.

32. Select the appropriate cost code.

Cost codes for amendments are usually
one of the following:

= “03 Design Consultants”;
“04 Construction Consultants” or
= “06 Other Project Costs”.

The Lump Sum window closes.

33. Next to the cost code you selected, click “add balance”.

W gt mpweldasny.arg
Select Cost Code
| Semsh

Cost Codes
Al 0123456759 Oher

st 02 (Land Acquisiton)
ect 13 (Design Conguliants)
ulfarts)

T

[E]Fmarma

The NOT COSTED line will disappear from the costing section.

34. Scroll to the bottom of the window and click Save & Close.

@ 2007 Dormitary Autharity of the State of Hew Yark

Copyright claimed exclusive of Primavera cantent
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SECTION K.01 — AMENDMENT TO A P/S CONTRACT

3 hitps://ew01.myloadspring2.com - Lump Sum - Microsoft Internet Explorer pri

Lump Sum

Spelling g

Change Proposal Unit

Type

Line ftern Ma. *

Lump Sum  x
00001

agcustmg DPissues & attachments

Description
Brief Descripti a
rief Description -y
Lump Amount (3) 21000 ]
Tax Rate 0.00000
Sales Tax () 0.00
Line fterm Tatal () 21.000.00
Material Name | select . xclear
Material Tile [
Acivity ID
+ Costing =8 top of page
Add Add Multiple Cost Endesl Remove Zero Values
CostCode =~ Tille Distributed
NOT COSTED NOT COSTED 21.000.00
=
[&] Primavera I [ [@ mnternet 7
A https://ewd1.myloadspring2.com - Lump Sum - Microsoft Internet Explorer pri =101 x|
Spelling A BE:Dslmg Pissues @ atachments =
Change Proposal Unit
Type Lurmp Sum =
Line liem Ma.* 00001
Description
Brief Descripti A
rief Description =
Lumnp Amount ($) 21000
Tax Rate 0.00000
Sales Tax () 0.00
Line ltermn Total (§) 21.000.00
dglorial Marme | select, wxclear
haterial Tifle' |
Activity [0
# Costing =8 top of page
Add | Add Multiple Cost Codes Remove ZeTig
Cost Code + Title Distributed
03 select. Design Consultants 21,000.00 Ve
» lssues &7 top of page
ttachments Z? top of page
| Save & Close | ' Save & Add Another | Cancel |
\ |
[&] primavera [0 [ [ |2 e mtemnet 7
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SECTION K.01 — AMENDMENT TO A P/S CONTRACT DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

% PRIMAVERA [ Transmittal Queue | &1 Print | & search | §

OSWGCBuilding Improvemers (9) (252010)

Control Center > Change Orders Log 5

Change Order

The Change Unit window closes and you are returned to the

Bsummary Eschedule Bcustomiields &Fissues & attachmen|

Change Order

Change Order document. Typs- Change Creer
Contract™ SUC OSWEGO BLDG. IMPROVEMENTS (108707)
. ‘Woolley Morris Architects, PC
To
Rick Morris select
Selectan acton.. 7] o | [E— Dormitory Authority - State of NY
Not Applicable select
MNurnber* 00005
Title [Wooley Mortis additl design sancs Date a1t 2008 | [
Management Time Change
Sluinlolos Total Cast 21.000.00 S|
teturn to control center $ (days)
» Status - Rick Moris # New liem
s Summary B top of page
~ Line ltems
Add Lump Sum Add Uit Prico Copy from Contract
4 LinehemMo.  Cuantty  Unitz=ofMensure  Descripon  UnitPrice  NetAmount  ToxRote  SalesTax |
g o000 $21.000.00 $0.00
Grid Totals: 0.00 $21.000.00 $0.00
4l |
» Details
» Schedule = top of page
~ Custom Fields top of page

35. Expand the Custom Fields section.

36. Enter the required approval dates.

37. Click the Save button to save your work.

Direcor of PM Preapproves | |
Manag. Director Preapproves
38. Wait for an integration cycle to run. .
DiChiet Appraves I

The integration message and JDE CR number will appear here.

Drawing Peference
Location

0SHA Reference
Proceed

Spec Reference

Labor Component (%)

s SRRl Do

—
—

Ditector/Chief Prespproves

PM Request Proposal
PM Receives Proposal

PM Revizws Proposal

— )

[Jul 15, 2008 =
[Jul 15, 2008
Jul 15, 2008

\ PM Receives CO [ =
- FORDERTNEO T
Before submitting the required paperwork, confirm that funding is s e T
available to cover the amount of the Amendment. L :
i - TRANEACT\ON [NFO = |
Follow DASNY’s Policies and Procedures and submit the [Fossed
required paperwork to complete the process. e e
JOE Change Order # I
Declined r
. . s Issues £ top of page
39. Click the “return to Change Management” link. + Atachments @
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Rev 04/2010

control center

Save Cancel

copyright claimeTeaog

sive of Primavera content




DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

You are returned to Change Management.

Note: You must be in the Notice-to-Proceed or the
Amendment to print forms. You cannot access the forms
from the Change Management window.

If you need to re-open the Notice-to-Proceed, click this link.

If you need to re-open the Amendment, click this link.

return to table of contents

@ 2007 Dormitary Autharity of the State of Hew Yark
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SECTION K.01 — AMENDMENT TO A P/S CONTRACT

—_
.-\

2 PRIMAVERA
+ log out

| 0SWGC-Building Improvemerts (9) (252010}

Contial Center > Change Management Log >

Change Management

Spelling gy
Print Form &)
Print Preview  [§

Select an action... x| Go

o retum to log
@ retum to control center

Change Management

[B Transmittal Queue | &1T] Print| & search | §

HAcustamtields Fissues Panachments B ranract summal

# expand all & collapse

MNumber* C4952

Dated Jul 30, 2008

Title [Whooley Maris addit| design sencs
Phase Estimated Cost  Quoted Cost Negotiated Cost Final Cost Projected Cost
Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Committed $0.00 $0.00 $21.000.00 (1 of 1) $21.000.00 (1 of 1) $21.000.00

» Status - <no BIC selected> * Mew fem
» Budget

+ Commitments

$21,00000  Copy Commi to Budget

Add | | Add Multiple Estimates | Total Included Co
“ Include Contract/PO Estirated (EST) Quoted (RFF)
Amount Time Date Amount Time Date
B v o Woolley Marris Architects, PC (108707)
Total Included s0.00 $0.00
| | B
» Remarks
+ Documents by Phase
Commitments
™ Display Only Included Commitments
Lille Bequired Date Current Status  Include
Commitments Negotiated (NTP)
» Wouoley Marris addit'| design servcs (00001, 7/156/08. Woolley Monis Architects. PC) Jul22,. 2006 CLO v
Total Included
Commitments Final (C0)
» Wouoley Marris addit'| design serves (00005, 7/15/08, Woaolley Morris Architects, PC) Jul 22, 2008 NEW v
Total Included:
Budget
Title Required Date Current Status
» Details
» Custom Fields top of page
» Issues £ top of page
» Attachments & top of page
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION K.02 — CUTBACK / EXTENSION TO A TERM WORK AUTHORIZATION

K.02

Cutback / Extension to Term Work Authorization

The following instructions are to add or cut back work on
existing line items in a Term Contract payment requisition.

If you are adding work that is not described on the existing lines of
the requisition, then you are adding scope. When adding scope & PRIMAVERA B teanmitot quene | 10 prnt| . seren| @

you must initiate a new Work Authorization as shown in Section H. : S
ortrol Center > ’_g ot lﬁi‘
Change Management Y

Before beginning, have the following information at hand: [ ——
Mumber Title Dated Scope Estimated Commitrr
= The contract and work authorization number you are g
. 3196 Roofing issues for Seneca Hall MNov18, 2008 Outof Scope
amendlng; and B o car Cracks in Aggregate Panels Jun 28, 2005 Out of Seope
Select an action... =] _co | E » cais Concrete Repairs Jul 22, 2005 Out of Seope
. The number(s) Of the payment Ilne(s) you are amendlng B » cazon Penthouse Expansion & A/C Upgrade Jun7, 2005 Outof Scope .
& - cass1 Addtional Parking ot Jul 27,2007 Outof Scope
return to conbrol center ¥ Construction Change Orders [Change Group)

Number Title: Dated Scope Estimated Commitrr

00001 Ricfing Systerm Change Jun 10,2005 Out of Scope
. . B additional chipping.pound rebar un 13, ut of Scope Jil
Cutbacks and Extensions are entered in Change Management. B owon  ainsbottogonacms  nas 21 Ontmne oo
B » 00004 Sealant at Rustification strips Jun 24,2005 Out of Seope _,;I
4 - | 5
1. Open the Change Management log. 173 ool et

[ Transmittal Queue | E10 print| & search | @

2. SWitCh to the “AI I ” Iayout, CI iCk “GO”- ’ SWE[-Eullﬂlnn Improvements (9) (252010) Jul 30, 2007

Control Center > Change Management Log >

Change Management Acustomtields Fissues @ atachments B eontact summary

3. Click the “Add Document” button.

Spelling g Change Management 4
Print Form = Nurmber* C4953
Print Preview (8 Dated Ju30.2007 B2
[Ervira-Cantrol additl ACM testing l
A new Change Management document will open.
Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Cormpitted $0.00 $0.00 $0.00 $0.00 $0.00

4. Click “collapse all”. g # SR 009 s

Budaal

. 9 £ . . » Commitments
5. In the uTItIe f|e|d, entel’ a brlef t|t|e for the Amendment /{ Add dd Multiple Estimales | Total Inclucted Commitments$0.00 | Copy Commitments to Budget
(it is helpful to include the consultant’s name in the title). T e e - e TR

ot Time Date Amount Time Date Amount Time

6. Expand the Commitments section. . 5

» Remarks

/ Documents by Phase

7. Click the “Add” button.

@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 203
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SECTION K.02 — CUTBACK / EXTENSION TO A TERM WORK AUTHORIZATION

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIAL

8. If this window appears, click “Yes”. ‘\

3 https://ew0l.myloadspringZ.com -

QOpening this item will save the changes you
have made to the document.

Do youwant to continue?

" Inthe future. continue without asking

=10l

3 https://ewdl.myloadspring2.com - Add Ca

I =] 3
Add Commitment Row.

Add a Commitrnent row starfing with the following

\ phase
Yes | Ho |  Estimated (Estimate)
. . € Quoted [Request for Proposal)
The Add Commitment Row W|ndOW OpenS. ElPrimavera | ||| [S 4 intemet 7 © Negotiated [Motice to Proceed)
—}f-‘ Final [Change Drder)

9. Select “4. Final Change Order”. &—

10. Click the “OK” button.

The Add Commitment Row window closes and you are brought

to the Change Order document.

11. Click the “collapse all” link.

12. Click the “select..” link next to Contract./

0K | Cancel |

@i [

]7]7]7\@ | tnternet P

[3 Transmittal Queve | &1 print | & search | @
Jul 30, 2007

& PRIMAVERA

OSWGC-Building Improvernents {9) (252010}

Cantrel Center > Change Orders Log >

Change Order

Retum to Change Managsmert Bioummary Eschedule oA cusiomfields Fissues

& attachments
4 expand all % collapse all
Speling  #g  Change Order
Print Form =1

Print Preview  [&)

Type™* Change Order

Contract*

To* e select,

48

The Select Contract window opens.

13. Select the Term contract you are o/y :
amending. )

The Select Contract window closes and you are returned to the
Change Order document.

14. Expand the Line ltems section. You will add a line to
correspond with each line of the payment requisition being
extended or cut back.

15. Click the “Add Lump Sum” button.

PAGE 204
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——

Elect an adtion.. v _co From* <none selected> select
Number* 000071
return to Change Title [Ervire-Cantrol adidf ACM testing Date [Jul 30, 2007 B3
turn to loc Ti Ch
feturn to control center Tatal Cost $0.00 ime Chenge

(days)
» Status - <n0 BIC selected> # Mew lem

» Summary B top of page

. Line Items

% eapand all = collapse all

Speling  fsf]  Change Order o

Print Form & Type* Change Order
Print Proview [ Contract™ Project Air Monitoring for ACM (89179-036) select
Tox Enviro-Conitrol Technologies
Robert Fisher select
Selectan action.. | o o
Erom* Dormitory Authority - State of NY
Not Applicable select..
return to Change
Management Number* [ —
return to log
return to contiol center Tille [Envira-Cantral adi ACM testing Date w0, z07 | [
Total Cost $0.00 Time Change o

(days)
» Status - <no BIC selected> # New fiem

¥ Summary &

top of page
Add Lump Sum | Add Unit Price Copy from Contract
T TrelemNo Guantty  UnitsofMesswe  Desaripon  UnitPrice  NetAmount  TexRate  SslesTex |
al B
» Details
= top of page:
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION K.02 — CUTBACK / EXTENSION TO A TERM WORK AUTHORIZATION

/3 https://ew01.myloadspring2.com - Lump Sum - Microsoft Internet Explores =101x|
. Lump Sum help 1
A neW Lump Sum WIndOW Opens. Spelling LT Bacuslmg g\ssues 2aﬂachmems
. . . . . . . . Change Proposal Unit
16. Enter a brief description within the Description field. Tee [Garpsom 5
Line term Mo, * W
17. Inthe Lump Amount field, enter the total dollar amount of the Descrpion

Amendment. DO NOT use a “$” or commas. \ |Brief Description :I'

)[ Lurnp Arount (4) 21000 ]

18. In the Costing section click the “Add” button. T |
Sales Tax ($) 0.00
Line ltem Total (3) 21.000.00
baterial Narme | select..  xclear -~
Material Title |
Activity 1D
” . # Costin =B top of page
The “Select Cost Code” window opens. " Ade uliple Cort Codes | Remove Zeo Values
Title Distributed
. NOT COSTED 21,000.00
19. Select the appropriate cost code, usually:
“03 Design Consultants”; Select Cost Code
« . » e Y T J
04 Construction Consultants” or Comones
= “06 Other Project Costs”. e v e
The Select Cost Code window closes.
|
20. Next to the cost code, click the “add balance” link. — — T““ =
. . » Custom Fields ﬁ top of page
The “NOT COSTED” Ilne dISappearS' .\ wading BE top of page
Adl inlc Remove Zero Values
H i » Cost Code » Title
21. Click the "Save and Close” button. 04 select. Canstuction Cansuhiants emnva
NOT COSTED MNOT COSTED .
. . - Issues @ top of page
The Change Unit window closes and you are returned to the . Atschmonts 2 S
Change Order.
Save k Close Save & Add Another | Cancel |
[&] Primavera [ T [ [ mntemnet L/
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SECTION K.02 — CUTBACK / EXTENSION TO A TERM WORK AUTHORIZATION

22. Expand the Details section.

23. Enter the Description that will print on the Amendment form.
DO NOT use any symbols i.e. @#$%"&*()”::’ in the text other

than typical punctuation.

24. Within the Spec Section, select 000049 Pollution
Remediation Work (GASB 49) if the change invol
Pollution Remediation Work.

Otherwise, select the 000000 (Procurement).

25. In the Reason for Change Order field, select “Amendment ®—
(Any Type)” from the drop-down list.

.\ Control Center > Change Orders Log
Change Order

V;\

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIAL

& PRIMAVERA

[ Transmittal Queue | E1T1 print | & search | @

OSWGC Building Improvements {9) (252010}

Jul 30, 2007

>

» Line Items

Fietun to Changs Management

Bcimmay Eechedule Pcustomfields BFissues
attachments

4 expand all % collapse all

- Details

Description

[ddditional ACM was found in the base
technologies whie the contractor abates the ACH,

ement during demolition.
h

This amendment is for additional testing, air moritoring and related expenses for Erwito-Control J =

Selectan action... 7| _co
return to Change
t
center

l Spec Section
et Laretnry

Fequired Date

Previous Change
Management Phase

Change Management

Tonmnment

Aug6 2007 [

Enviro-Control ad

Cost Type Pending

Acknowledged Date

l Freason for Change Order

Collected Into Change
231 Number
[Amendrment (any type) |

Wait for an integration cycle to run and obtain a JDE CR#

before printing the Amendment form.

Before submitting the required paperwork, confirm that funding is
available cover the amount of the Amendment.

Follow DASNY’s Policies and Procedures and submit the

required paperwork to complete the process.
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return to table of contents

—

Initistor Log Number
- Schedule B
» Custom Fields o
~ lssues £2

- Attachments &

Pespondent Log Number

top of page
top of page
top of page

top of page

Save Cancel —
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K.03

Cutback / Extension to a JOCs Work Order

The following instructions are to add or cut back work on
existing line items in a JOCs payment requisition.

If you are adding work that is not described on the existing lines of

SECTION K.03 — CUTBACK / EXTENSION to a JOCs WORK ORDER

the requisition, then you are adding scope. When adding scope
you must initiate a new Work Order as shown in Section H.

Before beginning, have the following information at hand:

% PRIMAVERA

[3 Transmittal Queue |E1T] Print | & search | @

« The Contract and Work Order number you are amending;
and

= The number(s) of the payment line(s) you are amending.

Cutbacks and Extensions are entered in Change Management.

OSWGC-Building Improvements (9) (252010) Jul 30, 2007
Control Certer »
Change Management 73 Lavou [0 Hled
1 2 3 [Next >>] [Last] Find # expand all 2 collapse all
4
Number Title Dated Scope Estimated Commitn
B - g vaid Sep 24,2004 Outof Scope
Bf » c316 Fuofing issues for Seneca Hall Nov 18,2005 Out of Scape
B - cngr Cracks in Agaregate Panels Jun 28,2005 Out of Scope
'mil B - cates Concrete Repairs Jul 22,2005 Outof Seope
B - c32m0 Penthouse Expansion & A/C Upgrade Jun7,2005 OutofScope |
Bf - c481 Addtional Parking lot Jul 27,2007 Cut of Scope
Number Title Dated Scope Estimated Commitn
B - o000t Rucfing System Change Jun 10,2005 Out of Scope
B - 00002 additional chipping.pound rebar Jun 13,2005 Outof Scope $400
B - oooos Add Cove bead Sealant at Calumns Jun24.2005 Outof Scope $15.01
B - oooo4 Sealant at Rustification strips Jun 24,2005 Out of Scope

12 3 [Next >>][Last]

o

1. Open the Change Management log.

2. Switch to the “All” layout, click “Go”.

B Transmittal Queue | &TL print| & search | @

Jul 30, 2007

3. Click the “Add Document” button.
A new Change Management document is created.
4. Click “collapse all”.

5. Inthe “Title” field, enter a brief description of the Amendment 0/
(include the contract # or the contractor’'s name).

6. Expand the Commitments section.

7. Click the “Add” button.

Cantrol Certer > Change Mansgement Log >
Change Management

Beustorntielts Fissuss Batachments B contract surmmary

s espand all = collapse all

retur to log
retun to contrel center

~ Con

>

mmitments
Add

» Status - <no BIC selecteds #

dd Multiple Estimates |

Total Included Commitments:$0.00

Speling %]  Change Management e
Piint Forn & Hurnber G454
Piint Preview  [3) Doicd Lwanznge [
Title [PTR cutbackta clase contract l
Select Pon... =] _co Phase Estimated Cost Quoted Cast Negotisted Cost Final Cost Projected Cast
Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Committed $0.00 $0.00 $0.00 $0.00 $0.00

Copy Commitments to Budget

@ 2007 Dormitary Autharity of the State of Hew Yark
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SECTION K.03 — CUTBACK / EXTENSION to a JOCs WORK ORDER

8. If this window appears, chick “Yes”.
The Add Commitment Row window opens.
9. Select “Final Change Order”.

10. Click the “OK” button.

The Add Commitment Row window closes and you are brought

=101

£ https://ew01.myloadspring2.com -

Opening this item will save the changes you
have rade fo the document.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

2 https://ewd1.myloadspring2.com - Add Co o ] 5['
inua?
Do you want to continue Add Commitment Row.
7 I the future, continue without asking Add a Commitrent row starting with the following
phase
Yes | No | © Estimated [Estimate)
© Quoted [Request for Proposal)
éiPrimavera ’_’_I_I_ré_ 0 Internet v 2 Megotiated [Hotice 10 Proc:
I ® Final {Change Order)
0K | Cancel |
[&] Primavera [ [ [5 [ mtermet A

& PRIMAVERA

'OSWGC-Building Improvements (9) (252010)

[3 Transmittal Queue | &1T] print| & search | @
Jul 30,2007

to the Ch ange Order document. o Cortr > Charge Dt Los > Rt o Chinge banzgsmen Boummay Sathedule Beusomolis P issues
Change Order atachments
11. Click the “collapse all” link. e M E——
Print Preview [ Contract™
12. Click the “select..” link next to Contract. ®— s
Selsctan action... 7] 6o | Fram* <nong selected> select
The Select Contract window opens.
Mo o honge Tille [PTR cutback o dose contract Date [urs0 2007
oy e Bt comer 70100 3000 [e e
13. Select the JOCs contract you are e
amending. + Summary = o ofpoae
» Line ltems
o o Change Order # expand all ¢ collapse ali
o1 Frint Form &) Type™ Change Order
Print Preview  [8)) Contract* JOCS/2 Porches Existing Doorwa (99769-007) select
e . PTR Construction
Elpimavia |8 e % o Steve Jordan select
From= Dormitory Authority - State of N
Not Applicable select,
return to Change
. Managementl Mumber* W
The Select Contract window closes and you are returned to the ot o oo T N T
Change Order document. 5000 incio
» Status - <no BIC selected> 4 New ltem
14. Expand the Line ltems section. You will add a line to  Summery &
correspond with each line of the payment requisition being ,)‘ I
extended OI’ Cut back. - ine ftem Ko, Lantity Units of Measure Description Unit Price MetAmount Tax Rate Sales Tax |
15. Click the “Add Lump Sum” button. « u
» Details
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION K.03 — CUTBACK / EXTENSION to a JOCs WORK ORDER

2 https:/ fewd1.myloadspring2.com - Lump Sum - Microsoft Internet Explore; =101
Lump Sum help —
The Lump Sum window opens. P e custon eids Bovstng Bissuss Patachments
Change Unit
16. In the Description field, enter “extension [or cutback] to Tee Lump sum ]

payment line [enter the line number and description]”. — | ;'”E"”"_W -
This description will be the text on the new payment line ‘)‘ |c:.§:f:f.:mm .

and it must be brief. 1 =
_)[ Lurnp Amount () -2.438 88 ]
17. Inthe Lump Amount field, enter the total dollar amount of O/’ Tes Pate [o.00000
the extension (or cutback). DO NOT use a “$” or commas. e s
If this is a cutback, enter a negative number. P r cooct. xloar
Material Title I
18. In the Costing section click the “Add” button. Acsuiy D —
e Soced by cost code| Sty » Custom Fields top of page
et 02 (Land Acquisition) ~ Costing o8 top of page = —
et U3 [Design Consulfans) add | |AddMutiple Cost Codes | Remove Zero Values |
Cost Code Title Distributed

The Select Cost Code window opens.

05 select. Construction I—UU move:
NOT COSTED NOT COSTED ]
19. Select “05 Construction”. =l
| &] Primavera _— N 7
The Select Cost Code window closes. S /
i g ror——]
(é PRIMAVERA [B Transmittal Queue | 8111 print| & Search | @

OSWGC-Building Impravements (9) (252010) Jul 30, 2007

20. Click the “add balance” link next to the cost code. By Eecrote Fotom e Hrossos
Change Order 12 attachments
The NOT COSTED line will disappear. e change order semendal e colense o
Print Form Type* Change Qrder
. . Print Preview Contract™ JOCS/2 Porches Existing Doorwa [99764-007)
21. Scroll to the bottom of the window and click the . FTR Gonstruction
“ ” ° Steve Jordan
Save an d CI ose bUtton ' Selectan action... 7] <o | S Darmitory Authority - State of NY'
e Mot Applicable
return to Change Murnber ™ 00001
"“’::3}';?:;“,“ Title PTR cutback to close contract Date Jul 80, 2007
return to contiol center Totel Cost $-2.438 83 Time Change (days) 0
The Lump Sum window closes and you are returned to the » Status - tece i e e
» Summary & op of page
Change Order. e epotre |
Add Lump Sum Add Unit Price Copy from Contract
Line ltem No. CQuantity Units of Measure Description Unit Price Net Amount Tox Rate Sal
g onoot cuthack all remaining lines $-2.438.88 0.00000
Grid Totals: 0.00 $-2.438.88
< 1]
- Details
Description
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SECTION K.03 — CUTBACK / EXTENSION to a JOCs WORK ORDER DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

[3 Transmittal Queue | &1T] Print | @ search | @

Jul 30, 2007

b PRIMAVERA

22. Expand the Details section.

OSWGC-Building Improvements (9) (252010)

Control Center » Chanags Ordars Loa > _ -
Bisummary Eschedule MBcustomfields BFissues B attachments

23. Enter the Description that will print on the form.

24. Within the Spec Section, select 000049 PoIIution\

Remediation Work (GASB 49) if the change involves

Change Order

fgg|

=i

Spelling
Print Form

> Line ltems

- Dgiail

Description

# expand all = collapse all

Cuthack all remaining fines (o close contiact, Contract is eomently paid 30 and al work s completd] =
Pollution Remediation Work. \ Q. e J
[ |
; et cont [SP“S““”” ' e ]
OtherWISG, SeleCt the OOOOOO (Procurement) =il Gubin ost Type Pending
Required Date [fugs,z007 | Acknowledged Date [

25. In the Reason for Change Order field, select “Amendment

(Any Type)” from the drop-down list.

.\

Rurnber
\ 'ReaaunlurChangEDrder [&mendment ny type)

Previous Change
tanagement Phase

Change Management

PTR cutback to clase contract (C4954)

Collected Into Change
Murnber

4]

o

/ Schedule =
» Custom Fields o8
» Issues &2

- Attachments &

Respondent Log Number

top of page
top of page
top of page

top of page

Cancel b=

Before submitting the required paperwork, confirm that funding is
available to cover the amount of the Change Order.

Wait for an integration cycle to run and obtain a JDE CR#
before printing the form.

Follow DASNY’s Policies and Procedures and submit the
required paperwork to complete the process.

return to table of contents
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION K.04 — LOCATE the CR# & APPROVALS, PRINT FORMS

K.04

& PRIMAVERA 3 Transmittal Queue | &) print| A search | @

Locate the CR# and Approvals, Print forms

Change Management

OSWGC-Building Improvernents {9) (252010} Jul 31, 2007

12 3 [Next >>][Last]

[Construction Change Orders
Funding Changes

Add Document  [3]

Pt Ropet &3] Mumber Tile Dated
c319 woid Sep 24, 2004\t nne

o J0C Work Order Extensions
Print Preview  [& B/S.Contaci Amandoen

. . . B o cus Roofing issues for Seneca Hall M 18, 2008 Qutof Soope| | T WA Adustments 50

A JDE CR# is required before requesting pre-approvals and B o 0w Gk Agoregers Porch 28 205 Out ot Soope Casomize Lot | g0

Nt Selectan action_ =] o | Ef - catm Concrete Repairs Jul 22, 2005 Outof Scope $0.

pri ntlng the Amendment forms. H o cam Penthouse Expansion & A/C Upgrads Jun7, 2005 Out of Soope 80

B » cds51 Addtional Parking lot Jul 27, 2007 Outof Scope $0

B o ca95e PTR culback to close confract Jul 30,2007 Outof Scape 0.

1. Open the Change Management log.

Number Title Dated Scope Estimated Commitmer

. & » ooom PRoofing System Change Jun 10, 2005 Out of Scope 50
2. Change the log Layout to “All”, click “Go”. B o 000 adionsl chigping pound e paom

5 Funding Decreace

Imy 10, 2008 Outof Scope 50

Amendments that have not integrated appear in the first grouping o T S e W
- - retum to control center MNumber Title Dated Scope Estimated Commitmer
Of documents at the beglnr"ng Of the Iog B » ca953 Envira-Control additl ACM testing Jul 30, 2007 Out of Scope 0
Bl P/5 Consultant Amendments [Change Group)
H H H Mumber Title Dated Scope Estimated Commitmer
Amendments that have integrated appear in one of the following o— S I D Dot a0t oeseere .
g rou ps: @f c3189 air monitoring delete Julb, 2005 Outof Scope S0,
B - cirm Samplingtanalysis (Design Phase) Nov 8, 2005 Outof Scope $0.
“ . ”, E » cass Amendmentto Woolley Marris Maty 15. 2006 Outof Scope 50
JOC Work order EXtenS|0nS ’ B - citme Raoot cuts/repair amendment Aug 28, 2006 Out of Scope $0.
B » cd949 AJCUpgrade & Penthouse Expansion May 2 2005 Outof Scope 43,500
“ ”,
. P/S Consultant Amendments”; or B oo vioslay Mors il design cemcs 30,2007 GutotSeape @
“ . » il T erm Work Auth. Extensions (Change Group)
. Term Work Auth Extensions Number Tite Dated Seope T
B - catee lightning protection design May 2 2005 Outof Scope 50~
Pl N
[First] [<< Previous] 1 2 3 Find
& pRIMAVERA B Transmittal Queue | &1 print| @ search | @

OSWGC-Building Improvernents {9) (252010} Jul 31, 2007

Cantrel Center > Change Management Log >
Change Management

Open the Change Management document that contains your ol sl

Spelling age]  Change Management

Amendment PiFom @ Mumbert 4952
Print Preview  [3) Dated [z eon

HBcustomtields P issues @ attachments B contract summany

Title [Wwaoley Morris additl design senvcs
3. Click “collapse all”
. . [Selecian adion. =] _co Phase Estimated Cost Quoted Cast Negotiated Cost Final Cast Projected Cost
Budgeted $0.00 $0.00 5000 $0.00 5000

Committed $0.00 $0.00 $0.00 $21.000.00 (1of1) $21,000.00

4. Expand the Documents by Phase section by clicking the Tumtoloa ) Status- o BIDslece ¢ Hon
triangle. + Buger

 Commitments

Remarks
+ Documents by Phase

‘ommitments

5. Click on the Amendment title to open it.

[ Display Only Included Commiments

Tille Requied Date CurentStatus  Include
Commitments Final (COp N
Wonley Martis addil desian servos (00005, 7/30407. Woolley Morris Architects, PC) | Aug 6, 2007 NEW v

Total Included: 1

Budget
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SECTION K.04 — LOCATE the CR# & APPROVALS, PRINT FORMS

The Change Document opens in view mode.

6. Click “collapse all”.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

| & PRIMAVERA

[ Transmittal Queue | 81T Print | & Search | @

(OSWGC-Building Improvemeris (9) (252010)

Control Center > Change Oiders Lag >

Change Order

7. Click “custom fields”.@—

8. Scroll down to the bottom of the window and note the
Integration Message and JDE Change Request #.

If the document has a Failed Integration message, click “Edit
Document” and correct the information indicated in the failed
message.

Refer to Appendix V on page 281 for additional information on
the integration messages.

9. To print the Amendment form, select “Advanced Print” from
the drop down menu and click “Go”.

The Print Window opens.
10. Select the appropriate form and click the Preview button.
11. From here you can Print or Email the selected form.

12. When finished printing, click the “Close” button to return to the
Change Document.

You must be in the Change Document to print forms. You
cannot access the forms from the Change Management
document.

Follow DASNY’s Policies and Procedures and submit the
required paperwork to complete the process.

return to table of contents
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Sl Acisomiields Fissues & stiachments

% expand all ¢ collapse all
Edit Document Change Order
Print Form Type* Change Qrder
Print Preview Contract™ SUCOSWEGD BLDG. IMPROVEMENTS (108707)
Add Document . ‘Woolley Morris Architects. PC
To
Rick Morris
Advancad Print ] o | . Dormitory Authority - State of NY
Fram
Mot Applicable
retun to lo Nurnber* 00005
retum te contral center Title Wooley Morris additl design serves  Date Jul 30. 2007
Total Cost $21.000 00 Time Change (days) 0
» Status - Rick Marris # New fterm
» Summary 2 top of page
» Line tems
T expand all % callapse all
Edit Document @5 Director/Chiet Preapproves Jul 30, 2007 =
Print Form Director of PM Preapproves Jul 31,2007
Manag. Directar Presppraves
DASNY Rep Prepares RFA
Dir/Chief Approves Jul 30,2007

Advanced Print =] Go

Select an action
Edit Document
Print Form

Print Preview

ter
Send to Comr Sent

Send to Inbox

E-Mail Form

Acd Document
Generate Transmittal

PM Reguest Praposal
PM Receives Proposal

PM Reviews Froposal

PM Receives CO

= JOCWORK ORDER INFO
Hazardous/Ashestos Materials
Permiits

Design Staws

e LEALSACTION e =

Integration Messages

JDE Changs Fequest

Passed 7/30/07 at1:19 pm
0021

et e e

Declined

- Issues &

7

top of page

top of page _|
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K.05

SECTION K.05 — DECLINE AN AMENDMENT

Decline an Amendment

If you entered an Amendment and will not be submitting the

paperwork to Contracts as originally intended, you must decline

the CR# to remove it from anticipated commitments against the
project Funding.

You can only decline Amendments that have integrated.
Amendments are located in Change Management.
1. Open the Change Management log.

Open the Change Management document that contains the
Amendment to be declined.

2.

Amendments that have integrated appear in one of the following

groups:
“JOC Work Order Extensions”;
= “P/S Consultant Amendments”; or
»  “Term Work Auth Extensions”

3. Expand the Documents by Phase section.

4. Open the Amendment by clicking its’ title.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

5 PRIMAVERA

[3 Transmittal Queue

| &0 print| & search| ©

OSWGC-Building Improvements (9) (252010

Jul 31, 2007

Control Center >

Change Management
[First] [<< Previous]1 2 3

Add Decument [ Ef » C4548 Remove existing retra-drains
PrntRepot & B o 04350 ConstCO
Print Preview [ &

Numbsr Tile
& o cites Funding Increase
[Selectanacton. =] c= | B » c31m0 Funding Rellocation
B ocasd Funding Deciease

Fa

Find
Dec1z 2006 Outof Scope
Jul 27,2007 Out of Scope

il Funding Changes [Change Group)

Datad Scape
Mar 21, 2005 Outof Scope
Feb 17 2005 OutofScope
Iay 10, 2005 Outof Scope

JOC Work Order Extensions (Change Group)

return to control center Title
B o 483 Enviro-Contral additl ACM testing
B P/5 Consultant Amendments (Change Group)
Number Title
B - caar Amendrmentto Exist WA
B - citse air monitoring delete
o com Sampling/Analysis (Design Phase)
B o cims Amendmentto Woolley Morris
B - calss Roof cutsfrepair amendment
/ B o casas AIC Upgrade & Penthouse Expansion
B o casz ‘Wonley Mortis addit design serves
./ B 1 i Work Auth_ Extensions (Change Group)
Title

lightring protection design

Number
% cit9e
Ll

Dated Scope
Jul 30, 2007 Outof Scope

Dated Scape
Dec2. 2005 OutefScope
Jul, 2005 Outof Scope
Now8, 2005 OutefScope
3y 16, 2006 OutofScape
g 28, 2006 Outof Scope
May 2, 2005 Outof Scope
Jul 30, 2007 Outof Scope

Dated Scope
May2 2005 Outof Scope

[First] [< Previous] 1 2 3

Find

S Layout [Al Ellce|

# expand all ¢ collapse all
s1.787 =
50

Estimated Commitmet
0.

$43500
0

Estimated Commitmer
0]

a0 |

& PRIMAVERA

[3 Transmittal Queue | 1T print | &, search | @

Jul 31, 2007

OSWGC-Building Improvernents {9) (252010}

Cantrel Center > Change Management Log >

Change Management

HBcustomtields P issues @ attachments B contract summany

return to log » Status - <n0 BIC selected> # Mew lem

return to control center
/ Budget
» Commitments

Remarks

+ Documents by Phase

‘ommitments
[ Display Only Included Commiments

Spelling g Change Management
[T Nurnber* 4952
Print Preview &) Dated Jul 30. 2007
Title [Wwaoley Morris additl design senvcs
[Selectan acton. =] _co Phase Estimated Cost Quoted Cost Negotiated Cost Final Cast
Budgeted $0.00 $0.00 $0.00 $0.00
Commitied $0.00 $0.00 $0.00 $21,000.00

Required Dale

Tille
Commitments Final (COp
WWonley Marts addil desian servcs (00005, 7/30407. Woalley Morris Architects, PC)

Budget

] Aug B, 2007 NEW v

4 expand all % collapse all

Projected Cost
$0.00

(ot $21,000.00

Current Status  Include

Total Included: 1
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SECTION K.05 — DECLINE AN AMENDMENT

The Change Order opens in view mode.

5. Click “collapse all”.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

& PRIMAVERA

+ log out OSWGC-Building Improvernents {9) (252010}

Cantrel Center > Change Orders Log >

Change Order

Edit Documont & |

Baummeny

e Acustomfisids 4

Change Order

6. Click the “Edit Document” button. ®—
You are now in edit mode.

7. Click the “custom fields” link.

8. Scroll down to the bottom of the window.
9. Check the Decline Request checkbox.

10. Click the “Save” button.

Once integrated, the status will change to “REJ — Rejected”, a
Declined message will appear in the Integration Message field and
the commitment will no longer appear on the cost worksheet.

Declines cannot be undone.

return to table of contents
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hange Order
SUC OSWEGO BLDG. IMPROVEMENTS (108707)
Woolley Morris Architects, PC

Type*

To*

Rick Morris
Advanced Print x| G | From= Dorrmitory Authority - State of N
ram
Not Applicable
roturn to log Murnber* 00005
returm to contiol center Title Wooley Morris additl design serves  Date Jul 30, 2007
Total Cost $21.000.00 Time Change idays) 0
» Status - Fick Morris # Mew liem
> Summary top of page

» Line ltems

[3 Transmittal Queve | &1 print | & search | @

Jul 31, 2007

Hissuss PPotiachments

% expand all % collapse all

a0 eo0r | (@

DirfChief Approves

PM Request Proposal =
PM Receives Proposal =
[Seiectenactan. =] e P Reviews Proposal [E2]
PM Receives CO =

return to log = JOCWORK ORDER INFO* r

retun to control center
Hazardous/Ashestos Materials r

Permits [ select.. xclear

Design Status [ select.. % clear

** TRANSACTION INFO=* r

Integrafion Messages [Passed 73007 <119 pm

JDE Change Request# oz

JDE Chanﬁ& Order# '—

Declined =2 l
- Issues £ top of page
» Attachments & top of page

Fexpand all = collapse al
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION L.01 - INITIATE A CO (EST, RFP or NTP)

L.01

- The Change Management document is a
Initiate a Change Order (EST, RFP or NTP) container for the stages of a Change Order:

Estimate (EST),

Request for Proposal (RFP),

Notice To Proceed (NTP)

The final negotiated Change Order (CO).

Construction Change Orders are entered in the Change
Management module.

Before beginning, obtain the following information:

@ PRIMAVERA B Transmittal Queue | E1T] print| &, Search | @
. The contract number, OSWGC-Building lmprovements (9) (252010) Jul 30, 2007
Contral Center >
. . T e
= The estimated cost of the change; Change Management _ i
1 2 3 [Next>>][Last] Find # expand all 2 collapse all
1 LT k| | IR (Change Group) B
= The spec section most affected by the work; Do eope
ant Provion [ - c3ia void Sep 24,2004 Outof Scope 1
= The reason for the change order (change reason code); N e e e !
' H Select an action =] 6o | B - oo Concrete Repairs Jul 22,2006 Out of Scope
= The Justification and Scope of Work. ®ocon PemoussCpmsmaACUpgee  in200s ouerscope a
B - cas Addtional Parking ot Jul 27,2007 Outof Seope
return to contrel center M Construction Change Orders [Change Group)
MNumber Title Dated Scope Estimated Commitrr
B » o000t Roofing System Change Jun 10,2005 Outof Seope E
B - 00002 additional chipping.pound rebar Jun 13,2005 Outof Scope 40
1. Open the Change Management mOdUIe. & - 00003 Add Cove bead Sealant at Columns Jun 24,2005 Out of Scope 1501
i “ » e - 3 Transmittal A0 print| & Search| @
2. Click the “Add Document” button. b PRivAvERA Trnzwtal Queue Q10 pint | & searc|

OSWGC-Building Improvements (9) (252010) Jul 31, 2007

Control Center > Changs Managsment Log >

Change Management Houstomfields Bissues Patachments B contract summary

A new Change Management document opens. Change Managemert e 4
Das e @
3. CI|Ck “COI I apse al I”_ Title |Castle Const. additl ACH abatement
) ) . ./ o g::zztgd Esﬂma\ed;;uus; Qumed;;uus; Nequua\ed;;cés[: Fina\;;uus; Prmemedgcuunsui
4. Enter a Title for the Change Order. It is useful to include the Sk 0D w000 0 w0
. . retumn to log » Status - <o BIC selecteds #
name of the contractor in the title. st conler

» Commitments

add | 4 Multiple Estimates | Total Included Commitments:$0.00 | Copy Commitments to Budget

5. Expand the Remarks section. Enter the Justification for the o\ ‘‘‘‘‘‘‘‘ P - i e —
change order. This is an explanation of the situation and e e B e Bes et e
issues that created the change. The Justification text prints on \,

4l |

the Change Request Summary Form, but not on the Change + Fomerks
Order forms seen by the contractor. e o o o8 e i o . S e o nd bl Vi J”
.
H H H 13 ” ﬂ
6. Expand the Commitments section. Click the “Add” button. » Documents by Phase
~ Details =]
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SECTION L.01 - INITIATE A CO (EST, RFP or NTP) DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

“§ https:/ /ew01.myloadspring2.com - ]

7. If thIS WindOW appears, CIiCk “YeS”. Opening this itern will save the changes you

have made to the document

Do youwant to cantinue?

Z https://ewdl.myloadspring2.com - Add Co =13l x|
. i ™ In the future, continue without asking Add C it t Row.
The Add Commitment Row window opens. ~ ormmimem e
Yes | No | Add a Commitment row starting with the following
113 H ” “ ” “ H phaSe:
8. Select “Estimated”, “Request for Proposal” or “Notice to  |gjswmems [ | /5 @i ¥ cEctmste (Esimate)
Proceed” © Quoted {Request for Propasal)
. . i #G‘ Negotiated {Notice to Proceed)
In this example we are creating a Notice to Proceed. ®— o Fral (Change Order)
9. Click “OK”. oK | Cancel |
@anavera I @\O Internet A
) ()j PRIMAVERA [ Transmittal Queue | BT Print| & search | @
A new change document opens corresponding to the type Sovc eub bty 9 2
. . . " Control Center > Proposals Log > Retumn to Change Management —
selected (in this example, Notice to Proceed). The Title was Nolice o Proceed Ecreoe Souson e Fissiee Batactmens
copied from the Change Management document.
Print Form Type* Notice to Froceed
. “« » Print Preview i Cis"ﬂﬂ" ‘?m
10. Click “collapse all”. Tor i
. “« - [Selecien action.. =] co | From* <none selected= select *
11. Next to Contract, click the “select...” link. @ e —
Mianon to hanoe Title [Castie Const. addil ACM sbatement Date [w3zor @
e 15 ool contor Tatal Cost $0.00 '(Dg«yes)Change 4
» Status - <no BIC selectec> # Newltem
» Line tems
» Details
+ Schedule = top of page
» Custom Fields &% top of page
» Issues £ top of page
The Select Contract window opens. G
« Confract
12. Select the appropriate construction contract. &— ; i Genrona it W o
The Select Contract window will close and the selected contract
will appear in the change document.
] B 5 | et =
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SECTION L.01 - INITIATE A CO (EST, RFP or NTP)

& PRIMAVERA

[ Transmittal Queue | &0 print| & search | @

OSWGC-Building Impravements (9) (252010)

Aug 2, 2007

You must change the From company to either “DASNY Project
Management” or the project’s Construction Manager.

13. Click the “select...” link next to the “From” company. &——v1u__ |

The Select Contact window opens.

14. You will need to browse through the list or use the
Search function to locate the appropriate contact.

You can browse or search by Company or by Contact.

When a contact is selected the Select Contact window closes.

Control Center 5 Proposals Log >

Notice to Proceed

s  Motice to Proceed

Spelling

Pint Fom &) Type®

Contract*

Return to Change Management:

[ET—

Motice to Proceed
Building Shell Improvements (126936)

Castle Construction Co.. Inc
Paul Castle

Selectan action... ¥ _to [

DASNY - Project Managernent
Michael Cacchio

Fram*
return to Change -
anagement Number
return to log
return to control center Title
Total Cost

| G

[Castle - PH Expansian, A/C Upgrade

$0.00

» Status - Paul Castle # Mew ltem

> Summary
/ Line lems
/ Details

» Schedule &=

» Custom Fields o

- lssues &7

Select Contact

| Save Cancel

aachments
= expand all = collapse all
select
-
L1

Date

Time Change
(days)

Eochedule Bcustomiislds £issues

Jul 31, 2007

select

top of page

top of page
top of page
top of page

top of page

15. Expand the Details section, scroll down to see all the fields.

16. The Description was copied from the Justification in Change
Management. Edit the text to include the Scope of Work as it
will print on the RFP or NTP form. DO NOT use symbols in
the text other than typical punctuation.

= RFP: “Please submit a proposal to provide all labor
and material required to complete the following work...“

EICTTES

=  NTP: “You are directed to perform the following
additional work...”

17. Select the appropriate Spec Section from the drop-down list. &—__|

**Xf the Change to the Contract involves Pollution Remediation
Work, select 000049 Pollution Remediation Work (GASB 49). If it

does not, select the appropriate Spec Section.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

» Line Items

.+ Dotai

» Status - <no BIC selectec> # Mew ltem

Descriplion

(Tou are diected to remove addittional ACM material detected on the pipe fitings and insulation in the basement demalition area. Castle Construction will be
for this additional work based on unit pricing on ACM removal in thist cuniert contract|

]d

| |
Spec Sechion [ 028000 (FACILITY REMEDIATION) jl
Cost Categary Cast Type Pending
Fequired Date g 7. 2007 = Acknowledged Date
Previous Change
Management Phase
Change Management Collected Info Change
Numbor Castle Const. additl ACM abatement (C4985) | -
Figason for Notice to
I Procond [Field Coneition Jl
+ Schedule = top of page
» Custom Fields o top of page
- lssues &7 top of page
- Attachments & top of page
Save Cancel B
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SECTION L.01 - INITIATE A CO (EST, RFP or NTP)

18.

Select the appropriate Change Reason Code from the drop-
down list. The titles are as follows depending on the stage of

Change Management you are entering:
« EST = Reason for Estimate,

= RFP = Reason for Request for Proposal,
= NTP = Reason for Notice to Proceed, or

= Final CO = Reason for Change.

19. Expand the Custom Fields section.

20. If this is an NTP, select the Notice to Proceed Type by
clicking the “select..” link and select one of the types from the

window that opens.

21. Enter the appropriate PM notification dates:

22. Scroll down to the bottom of the window and click the

“Save” button to save your work.

23.

Scroll up to the Line Items section and expand it.

[ T —

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

& PRIMAVERA

[ Transmittal Queue | &1T] print| & search | @

OSWGCBuilding Improvements (9) (252010)

Jul 31, 2007

Conirol Center > Froposals Loa >
Notice to Proceed

Spelling L
Print Form =i

Return to Change Management

Details

Print Preview [ &
.

#

Eschedule Acustomfields Hissues & stachments

% expand all % callapse all

top of page

Natice To Praceed Type

[Sumit Proposal

[Selectan action.. =]_co |

“ APPROVALS =

5

24. Click the “Add Lump Sum” button. @

PAGE 220
Rev 04/2010

Diractor/Chist Prespproves | Y 2]
tun to Change Director of PM Preapproves =
o o il centor Manag, Directar Preapproves | I 2
DASHY Rep Prepares FFA | Y 2]
\ DitfChiet Approves =
Ph Request Proposal sz (@
FiM Receives Proposal | Y 2]
P Reviews Proposal =
PM Receives CO |
 JOCWORK ORDERINFO ™ [
Hazardousfsbestos Materials T
retum to contiol center Tite [Castie Const. addil ACM abatement Dt [z zomr
Total Cost 5000 fHmeens o
, Status - cno BIC selecteds # Mewlern
+ Line ltems:
Add Lump Sum | Add Unit Price Copy from Contract
7 LnelemMo. . CQuelty  UnitsofMessue  Descripion  UnitPrics  NstAmount  ToxRate  SalesTax |

<

Details

@ 2007 Dormitary Autharity of the State of Hew Yark
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The Lump Sum window opens.

25. In the Description field, enter the description o

f the new

SECTION L.01 - INITIATE A CO (EST, RFP or NTP)

Lump Sum

Spelling fp|

Change Proposal Unit

Type Lump Sum v,
Line tem No.* o001

Brosing DPissues P atiachments

Description

payment line as it will appear in the payment requisition.

This description must be brief.

26. In the Lump Amount field, enter the estimated

cost of the

change order. DO NOT include “$” or commas

27. Scroll down to the Costing section and click the “Add” button.o\*

The Select Cost Code window opens.

28. Select “05 Construction”. ’\

Select Cost Code

| semsn

Cost Codes
Al 0123456789 omer

The Select Cost Code window will close.

29. Click “add balance”. &—

[addtional ACM abatement in basement

Ll

g’

Lump Amount (§) 5,000.00

Tax Rate 0.00000

Sales Tex (8) 000

Line fterm Total (3) 500000

K

Material Name I

select.  xclear

Material Title [
ActvityID
Costing =8 top of page
Add_ | |hdd Multiple Cost Codes| | Remove Zero Values
CostCode # Title Distributed [
NOT COSTED! 500000
=

@ B e |

The “NOT COSTED?” line will disappear.

30. Click “Save and Close”.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

<)
o (Excl AtY)
ot 70 (i Ar)
1ol x|
2
Description
[adidiional ACM abatement in basement =
|
Canent
Lurnp Amount (§) 500000
=
e @ e y TexRate 0:00000

Sales Tax (3) 000
Line ttem Total (§) 5.000.00
Material Name [ select..  xclear
Material Title [
Adtivity [0

“ Costing =B top of page

Add Add Multiple Cost Codes | | Remove Zero Values

Cost Code # ™
05 select.  Construction 0 sddbalznce gmove
NOTCOSTED NOT COSTED £,000.00

- lssues & top of page

» Attachments & top of page

Save & Close Save & Add Another | Cancel |
[E]rimavera [T T [ 18 meme ja
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SECTION L.01 - INITIATE A CO (EST, RFP or NTP) DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The Lump Sum window will close and you are returned to the

N / :b PRIMAVERA B Transmittal Queue | 81T1 print| & search | @
Change Document. The cost information you entered appears L e N _
in the Line Items section. Nofice o Proceed S Bossde Boeniog Do
Spelling | Notice to Proceed sowenaat st ﬂi
31. Click the “return to change management” link. Tope” liofice to Proceed
Contract Building Shell Improvements (126936)
To Castle Construction Co., Inc.
Paul Castle

DASNY - Const Technology Group
Dianne Rinaldi

Follow DASNY’s Policies and Procedures and submit the Mgt e 00001
. Title Castle Const. additl ACM abatement Date Jul 31, 2007 B2
required paperwork to complete the process. ' =

From=

Total Cost $6,000.00 '(D!!;)Change 0 .
» Status - Paul Castle ® New Itarm
ATy T
- Line hems
Add Lump Sum Add Unit Price Copy from Contract
# Line lterm No. Quantity Units of Measure Description Unit Price: MNet Amount Tax|
@‘ 0oont additional ACM abatementin basement $5.000.00 y
Grid Totals: 0.00 $5.000.00
« »l
» Details
return to table of contents
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS SECTION L.02 — INITIATE A CO FROM AN RFI or BULLETIN

L.02

Initiate a Change Order from an RFI or Bulletin

:b PRIMAVERA B Transmittal Queue | &1T1 print| & search | @

OSWGC-Building Improvements (9) (252010) Jul 31, 2007

Control Center > Molizes Log > —_

Eschedule Acustomiields Pissues B stachments

.. . . Bulletin
Most change orders originate with a question from a contractor or _
from changes to the contract documents submitted by the design T Bulen )
Ton DASNY - Project Management

professional. These issues are recorded in Contract Manager as
RFIs and Bulletins, and should be used to initiate the Change Defta Engineers, PG

Christopher Cameron select

. . . Initiate CM JE3 K= Anthany Paniccia select
Management process to maintain a complete project record. Sy _— o001

Zend to Corr Sent Title [Penthouse Expansion & A/C Upgrade

1. Open the RFI or Bulletin that will be used to create the Change Sonit Con v

Send o Inbox » Status - <o BIC selectec> # New e

Order.
Generate Transmil - Deseipiion
. « e " Per drawings 306, A-307, 5-321, 5-322. H-306, and P-306 (oll dated 6/4/05, attached). perform expansion of existing perthouse stucture and upgrade ail =
In this example, we are initiating the Change Order from a [ ]
Bulletin. Bulletins are located in the Notices module. g
Signed by [Anthony Paniccia

2. From the drop-down menu on the left side of the screen, Dere e e =
choose “Initiate CM”. It is at the bottom of the list, scroll down 7 Detalls

. » Schedule = top of page
to see It. , Custom Fields o4 top of page
H “ ”
3. C“Ck GO B \’)5 PRIMAVERA [3 Transmittal Queue | &IT] print | & search | @

OSWGC-Building Improvements (9) (252010) AJul 31, 2007

Control Center > Change Management Log > Fetun to Bulletin

Change Management Beustomfields Fissues B atiachments B contract summany

= expand all < collapse all
Edit Document [ | Change Management

A new Change Management document will open. Cassd

Lcic L3l 200

Print Preview  [&)]
. . . .. . Title Penthouse Expansion & AC Upgrade
The Tltle Was Copled from the tltle Of the Orlglnal RFI Or bu”etln FPhase Estimated Cost Quoted Cost Ngguha!gd&ug« Final Cost Projected Cost
and the Remarks were copied from the description. Seieinocion. Buagered o s on oo on
» Status - <no BIC selecteds # MNew liem

return to Bulletin
m to log
control center

» Budget

4. If you need to edit the Title or Remarks, click the “Edit
Document” button and proceed.

» Commitments

- Remarks
Description : Per drawings A-308, A-307, $-321, §-322, H-308, and P-306 (2l dated £/4/05, attached], perform expansion of existing penthouse structure and =
uparade air conditioning equipment.

5. Continue with step 3 of the instructions on initiating a Change

Order in section L.01 on page 217. =
return to table of contents 2|.Im Fields o4 top of e

P e
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

L.03

Edit the “From” on a Notice-To-Proceed

The NTP form prints with an error message:

This is because the “From” company on the Notice-to-Proceed
is “Dormitory Authority — State of New York”.

It should be either “DASNY - Project Management” or the

project's CM.

This can be corrected only if the final CO has not been entered.

1. Return to the Control Center.

2. Open the Change Management log.

3. Openthe Change Management document that contains the

Notice-to-Proceed you are correcting.

4. Expand the Commitments section. Click the Document

Symbol.

@ 2007 Dormitary Autharity of the State of Hew Yark

Copyright claimed exclusive of Primavera cantent

SECTION L.03 — EDIT THE ‘FROM’ ON A NTP

Em

CONSTRUCTION

Dormitory Authority « « .
State of New York NOTICE TO PROCEED DATE: #/31/2007

THE FROM COMPANY NAME ORMAIRISCUMENT IS NOT A COMPANY

TO:

[PROJECT: 145240 YORK-St. Monica's Renovation

ey SOHO R Y TO ISSUE A NOTICE TO PROCEED. RECREATE THIS

DOCUMENT AND CHOOSE DASNY PROJECT MANAGEMENT OR THE
APPROPRIATE CM FIRMeASTRIBTEROM COMPANY NAME.

PROJECT NO: 1452409999

TITLE: Temporary heat JDE CR NO: 00174
IK.B. Contracting, Inc. CONTRACT NO: 101254
55 North Broadway ISSUE DATE: 1/31/2007

Hicksville, NY 11801

T ewpand all % callapse all
Edit Bgcument |  Motice to Proceed
Type™ Notice to Proceed
Contract* Building Shell Improvernents (126936)
Tos Castle Construction Co.. Inc.
Paul Castle
Select an action.. =] G | . Dormitory Authority - State of NY
From
Mot Applicable
Nuraber* 00002
return to cantiol center Title Castle - PH Expansion. A/C Upgrade Date Juisl, 2007
Total Cost $24500.00 Time Change (days) 0
» Status - Paul Castle # New ftem
> Summary top of page

& PRIMAVERA

OSWGC-Building Impr ovements (9) (252010)

[ Transmittal Queve | &1 print | & search | @

Jul 31, 2007

Control Center » Change Man

Change Manag

return to log
return to contral cents

agement Log >

ement

i expand all = collapse all
Edit Document  [5f| Change Management 4
PP Number* C4956
Print Preview [ Dated Jul 31, 2007
Add Document [ Tile Penthouse Expansion & AIC Upgrade
Phase Estimated Cost Quoted Cost Negofiated! Cost Final Cast Projected Cost
Selsctan action._ 7] o | Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Commited $0.00 $0.00 $24500.00 (1 of 1) $0.00 $24,500.00

» Status - <o BIC selecteds # Mewltem

€, Budget

» Commitments

Add Add Multiple Estimates | Total Included Co $24.500.00 Copy Commit to Budget

A custom ields &Fissues P attachments  Bcontract summary

4 Incuds  ContacyPO Estimated (EST) Quoted (RFP)
Amount  Time  Date Amaunt
v Castle Construction Ca, Inc. (126936}
Total Included: $0.00 $0.00

b
Time Date
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SECTION L.03 — EDIT THE ‘FROM’ ON A NTP DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The Commitment Window will open. e B

5. Scroll down and locate the NTP stage — it will be highlighted in
grey. Click “start a new negotiated round”.

“““““

<is priase was skipped>

The NTP will open.
6. Click “collapse all”

=
7. If the contractor is in the “From” company, click the “ ##
symbol to switch them to the “To” company.

R EED]

8. Click the “select..” link next to the “From” company.

Control Center » Proposals Log » g oe Management

Notice to Proceed

Boummary Eschedue HBoustomfields Fissues
attachments

= expand all = collapse all

Speling  gc|  Motice to Proceed

Type* Notice to Proceed
Contract* Building Shell Improvements (126938

Dormitory Authority - State of NY
Wot Applicable

The Select Contact window opens.

To*

9. SeleCt “DASNY - PrOJeCt B seeenemen S p Castle Construction Co.. Inc

Management” or the P i o
. . anagement Humber * 00003
Construction Manager (if : ~

)
Louis Cirell, Jr )
et [Patricia Gialzgher)

dmin (Ann Dodson)

Control Center » Proposals Log » Fietum to Change Management

Notice to Proceed

Boummary Eschedule Boustomfields $Fissues

applicable). You will need to
browse through the list or use -
the Search function. o

atiachments
ko Field:
= empand SEIEL . 1

Speling  gc|  Motice to Proceed

Type* Notice to Proceed
] Prvavees 8 1@ irteernt = — — el i
Tow E:j‘ﬂéai?‘r;siruchon Co.. Inc .
[Selectan action... =] o | o
. Dormitory Authority - State of NY
. . . Frem Not Applicable
When a new company is selected the Select Contact window will P— il -
aragement [T— |
close.
Control Center > Proposals Log > Retuin to Changs Management Bloummary Eschedus BBcustorn fislds £ issuss
. ) i Notice to Proceed 12 attachments
10. If you need to change the “To” company, click the “select.. o e e et ol e )
link and select the correct company as above. Pt @ e Notios to Procse
Print Preview [} Contract* Building Shell Improvements (126938)
Toe Castle Construction Co.. Inc.
1 “ ” Paul Castle select.
11. Click the “Save” button to save your work. g
From® DASNY - ProJe_ct Management
return to table of contents e 1 Chanae Michael Gacenio e
ManagemenlI MNumber * W
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L.04

SECTION L.04 — INITIATE THE NEXT STEP OF A CHANGE ORDER

Initiate the next step of a Change Order

[ Transmittal Queue | B1T1 print | & search | @
Jul 30, 2007

& PRIMAVERA

OSWGC-Building Improvements (9) (252010)

You have already entered an Estimate or an RFP and are ready to
take the change document to the next step.

First you must locate the change document:

3.

Open the Change Management log. Switch to the “All” view.

The change document will be in the first group of documents
if it has not integrated. If it has integrated, it will be in the
group titled “Construction Change Orders”.

It is useful to use the Find function to locate
Change Management Documents:
= Click the “Find” link on the log;

= Type a portion of the title or the Change
Management number in the Find window;

= Click the “Find” button;

= The log will show only documents that contain
the specified title or number;

= To return to the full log, click “Show All”.

Open the Chalr%e Management document by clicking the
edit symbol

The Change Management document will open.

4.

5. Expand the Commitments section by clicking the triangle./ I [ P Tl

Click “collapse all’.

6. Click the Document Symbol E

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

Control Center >
P Layour [A1 =

Change Management

12 3 [Next >>] [Last] # expand all £ collapse all

L S | I (Chanae Group)

Print Report E] Nurmber Title Dated Scope Estirmated Commitrr

P Proview LG B - cael void Sep 24,2004 Outof Scope

B » cate Roofing issues for Seneca Hall Now 18, 2005 Outof Scope

B - cater Cracks in Aggregate Panels Jun 28,2005 Out of Scope

lm[ﬂ B o cIs Concrete Repairs Jul 22,2005 Qut of Scope

B » cazon Penthouse Expansion & A/C Upgradg Jun7.2005 OutofScope b
B - cams Addtional Parking ot Jul 27,2007 Out of Scope
return to control center Ml Constiuction Change Diders [Change Group)

Nurmber Title Dated Scope Estimaled Commitr
B - oot Roofing System Change Jun 10,2005 Outof Scope 4

- https:/ /ewd1.myloadspring2.com - Find - Mi

Find in Change Management

Iqu What [castie] '

[&] Primavera [T 5 [ megfet P
/

% PRIMAVERA 13 Transmittal Queue |f1T1 Print| & Search | @

Control Cetter > Fa
Change Management =
Find | Show All
e
i .

4 Constiuction Change Orders (Change Group)
Title Dated Scope

Estimated Commitment}

Castle - Roofing System Change Jun 10,2005 Out of Scope $0.0

Castle - bead Sealant at Columns Jun 24,2005 Outof Scope $15.000.0
Castle - Concrete cracks Jun 30,2005 Outof Scope $24.000.0
Castle - Additional Painting Jul 28,2005 Outof Scope $4.2000
Castle Cogstaaddil ACh Jul 31,2007 Outef Scope $0.0
Castle - PH Expansion, 4/C Upgrade l Jul 31,2007 Outof Scope $24500.0

[3 Transmittal Queue | 81T print| & search | @

5 PRIMAVERA
Aug 1, 2007

OSWGC-Building Improvements (9) (252010)

Control Center > Change Managemeni Log >

Change Management

HBoustomfields Fissues Patachments B contract summary

sespand all = collapse all

Spelling #age]  Change Management
Print Form = MNurnber* [caass
Print Preview [ & Dated ,—M 3. 2007

Title [Castle - PH Expansian, A/G Upgrade

Selectanaction. =] o |  Phase Estimated Cost Quoted Cost Negotisted Cost  Final Cost Projected Cost
Budgeted $0.00 $0.00 9000 30.00 $0.00
Committec! $2450000 {1 0f1) $0.00 $0.00 $0.00 $24500.00
return to log » Status - <o EIC selected> # New flem
retumn to control center
, Budget

+ Commitments

/ Add | AddMulIiple:lima[gsl
~ include  ContractPO

:$2450000  Copy C to Budget

Estimated (EST) Cuoted (RFP)
Amount ~ Time  Date

Total Included Co

Total Included: $24,500.00 $0.00

< L

5
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The Commitment Window will open. ] P—
7. The current stage will be highlighted in grey. |
Scroll down and locate the stage you wish to enter. e : I

8. Click the button in the phase you want to enter. 0\

In this example, we are entering an RFP.

The Change Document will open.

9. Click “collapse all”

Iosuin L
Anachmonts &
' f
&) i 3 @ interer
On RFPs“ and NTPs you must change tpe From company e e T e
to either “DASNY Project Management” or the project’s oSWGC Butang improvemert 5 252010
Construction Manager_ E’g‘;‘ii:w‘:’;ﬁ::;d Retunto Change Hanagemert Bsummary S schedule éwsmmne%fmgh\sms:x
Sveting e Notice to Proceed # expand all ecnllanseai
10. Click the “select...” link next to the “From” company. Pinron @ Notce fo Proceed
Print Preview (3 Contract™ Building Shell Improverments (126836)
To* Castle Construction Co., Inc
Paul Castle select.
The Select Contact window opens. emecin ] [ DA ot amageret "
. . ua:;;’:..'\;:.lcha"gg Nurmber* |oooot
11. You will need to browse through the list or use the e ot T et P o A Upgase =
Search function to locate the appropriate contact. Towicon 3000 T cherg
You can browse or search by Company or by Contact. e
» Line tems
When a contact is selected the Select Contact window closes. s 3
» Schedule = Select Contact e top of page
» Custom Fields ey SCotad COMGAN. o T top of page
s Issues &7 Cosacts by 61 B | oty |01 g top of page
12. Continue editing information as shown in the following section, + Atochments 2 . oot |
“Editing a Change Order”, beginning with step number 5 on i
page 232. -
return to table of contents
DL 5 (@ memet i
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L.05

Edit a Change Order

This section provides instruction on how to edit the dollar amount,
description, enter the PM dates on a Change Document, and
make corrections to a Change Document that received a failed
integration message.

. . o : [3 Transmittal Queue | &1 print| & search | ©
First you must locate the change document you are editing: Y :
Control Center > e mil
. « - Change Management = Layout
1. Openthe Change Management log. Switch to the “All” view. 123 W o1l
Apd:::“::::“ g [ a"D] Title Dater Scope Estimated Comnitre
2. The change document will be in the first group of documents zme S T o st |
if it has not integrated. If it has integrated, it will be in the g
H 113 H ” elect an action.. *| Go C3198 Concrete Repairs Jul 22,2005 Out of Scope
group titled “Construction Change Orders”. - e e it | o oot |
& » cass1 Adeltional Parking ot Jul27, 2007 Outof Scope
The Find function is useful in locating e T rr— 3 e e —
Change Management Documents g EEEE; :j:""’;ij i https:/{ew0l.myloadspring2.com - Find = M = "
. . . & o o0 sddcod FiNd in Change Management help pr
= Click the “Find” link on the log;
. . in ot [castie]
- Type a portion of the title or the Change Cowe ' o
Management number in the Find window; [Eifimaies il /l |
= Click the “Find” button; b PRIMAVERA B Transmittal Queve | &L Print| & search | ©
= The log will show only documents that contain Change Management T e
the specified title or number; - B, — T
rint Rreport Murnber Title Dated Scope Estimated Co
. TO return to the fu” |Og’ C“Ck “Show A””_ o :'ml:'mw § g 00001 Castle - Roofing System Change Jun 10, 2008 Ou\s’SEDpE $0.0
oono3 Castle - head Sealant st Columns Jun24. 2005 Outof Scope $15.000.0
Ef 00oog Castle - Concrete cracks Jun 30, 2005 Ou\ulScuze $24,000.0
3. Open the Change Management document [Selecianaion. ] o | B » 00012 Castle - Additional Painting Jul 28,2005 Outof Scope $4200.0
. . . Jul 31,2007 Outof Scope $0.0
by CIlelng the edlt Sym bOI . g . Ef C4956 Castle - PH Expansion, 4/C Upgrade ] Jul 31, 2007 Ou\ulScuSe $24,500.0
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The Change Management document will open.
4. Click “collapse all”.

5. Expand the Documents by Phase section by clicking the
triangle.

6. Open the last document on the bottom of the list by clicking on
its’ title.

You can only make changes to the latest document in Change
Management; the previous documents have been closed. So for
example, you cannot go back and edit the Notice-to-Proceed if the
final Change Order has been entered.

The Change Document will open in view mode.

7. Click the “Edit Document” button to switch to Edit Mode.
Edit Document @’gl

To edit the scope of work that prints on the forms:

8. Expand the Details section.

9. Edit the text in the Description field. DO NOT use symbols in
the text other than typical punctuation.

» RFP: “Please submit a proposal to provide all labor and
material required to complete the following additional
work..."

=  NTP: “You are directed to perform the following additional
work...”

= Final CO: “this change order is to provide all labor and
material required to complete the following additional
work...”

PAGE 230
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-k PRIMAVERA

B Transmittal Queue | &1L print | & search | @

OSWGC-Building Improvements (9) {252010)

Control Center > Change Managemeni Log >

Change Management

Beustornfiels Fissuzs Patachments B contract suramary

s espand all 2 collapse all

Speling |  Change Management
PrintForm & Nuriber [Casss
Print Preview  [& Dated [ui 31, 2007 [B2]

Titla [Caste - PH Expansion, A/C Upgrade

Selecian action.. 7] G0 | Phase Estimated Cost Quoted Cost

Budgeted $0.00 0.00
Cammitied 324500.00 (1 of 1) 926.260.00 (1 of 1)

um to log » Status - <no BIC selected> # MNew hem
refigg to control center
, Budget

» Commitments

+ Documents by Phase

Commitments

[ Display Only Included Commitments

Tille
Commitments Estimated (EST)

Negotiated Cast  Final Cost Projected Cost
$0.00 $0.00 $0.00
$0.00 $0.00 $26,250.00

Required Date Current Status Include

Casstle - PH Expansion, AIC Upgrade (00001, 8107, Castls Construction Co., Inc)  Aug 8, 2007 CLO v $
Total Included:  $2

Commitments Quoted (FFF)
Casstle - PH Expansion, AIC Upgrade (00001, 8/1/07, Castls Construction Co., Inc) | Aug 8, 2007 NEW v $
Total Included: ~ $2

Rudnet

| »[ ]

& PRIMAVERA

B Transmittal Queue | &TL print| & search | @

OSWGC-Building Improvements (9) {252010)

Aug 1, 2007

Cantrel Center > Proposals Log » Fietum to Change Management

Request for Proposal

|  Requestfor Proposal

Speliing

Type*
eview Contract*
To*
Selectan action... x| _Go
From*
retum to Change
Management Nurber
retun to log
retum to control center Tile
Total Cost

» Status - Not Applials # New fiem
» Summary B

» Line Items

Request for Proposal

Building Shell Improvements (126936)

Dormitory Authority - State of NY
Not Applicable

Castle Construction Co., Inc.
Paul Castle

00001

Bisummery Eschedue Hhoustomfields $Fissues
attachments
sexpandall = collapse all

select.

select,

[Castle - PH Expansion. AC Upgrade

$24,500.00

Date lAug 1, 2007 [B2]

Time Chenge
(days)

top of page

» Details

Destription

Descrp!
uparade i condiioring equipment.

iption : Per chawings 4-306, 307, 5321, 5322, H-306, and P-306 (3l dated 6/4/05, attached), peifarm expansion of existing penthouse structure an

jg

|

@ 2007 Dormitary Autharity of the State of Hew Yark
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é PRIMAVERA [3 Transmittal Queue | &1L print | & search | @
OSWGC Building Improvemenis (9) {252010) Aug 1, 2007
TO edlt the do”ar amount of the Chanqe document: Control Center > Proposals Log » Rt o Change Mansgsmert Bleummary Sochedule B oustomfields B iosuee
Request for Proposal 2 sttachments
# expand all ¢ collapse all
. . . . . Spelling P Request for Proposal 4
10. Expand the Line Items section by clicking the triangle. e R Roquest for Froposal
Print Proview (3 Contract* Building Shell Improvements (126936)
. . . . oy s . Dormitory Authority - State of NY
To
11. Open the line item by clicking the edit icon. Vot Appicable selea
Select an action.. 7] _co | o
From* Castle Construction Co.. Inc.
H - H 173 ” Paul Castle lect
12. If this window appears, click “Yes”.
e .
Management Number [
- — - return to control center Title [Castle - PH Expansian. A/C Upgrade Date [Bug 1. 2007
4 https://ewn1.myloadspringZ.com: P ] 33 . E—
otal Cost $24,500.00 (o) 0
Opening this item will save the changes you \ » Status - Not Applicale  New iem
ave made to the document.  Summary B top of page
~ Line ltems
ouwant to continue? Add Lump Sum Add Unit Price Copy from Contract
ine ltem Mo, Cluartity Units of Measure Description Unit Price NetAmount TaxRat |
7 In\he future, continue without asking hoont Perthouse Expansion. AC Upgrade $2450000 0.0
Yes | Mo |
Grid Totals 0.00 $24500.00
al »
& ] Primavera ,_’_’_,_E @ Internet v , Details o .

The Lump Sum WlndOW Opens i um - Microsoft Internet Explor =
13. Edit the amount in the Lump Amount field. The Costing will e s Fenee Guiners
update automatically. U e
Description
14. Scroll down and click “Save and Close”. [ e ]
Lurnp Amount (§) [eeesnon
The Lump Sum window closes and the new amount will show in o ——
the Line Items section of the change document. st Tas ) 2675000
Material Name I select.  xclear
15. Click the Save button to save your work. o
“ Costing =B top of page
Whenever you edit a change management document: e ] i) .
05 select. Constucion [ 2625000 sdsbaence remove
16. Expand the Custom Fields section and delete the 2
Integration Message. This will insure your changes will Lo L o%wr K

integrate into JDE.

17. Click the “Save” button to save your work.

return to table of contents
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This page Intentionally left blank.
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L.06

Final Negotiated Change Order

[3 Transmittal Queue | &1 print | & search | @

Jul 30, 2007

% PRIMAVERA

'OSWGC-Building Improvemernts (9) (252010)

Cantiol Center >

_ _ _ O] C—
Before entering the final negotiated Change Order, make sure Chenoe Management e i o ;
you have already entered the NTP and printed the NTP form. e
You cannot edit the NTP after you create the final Change Order. e 8] F O T e
B - caw Cracks in Aggregate Panels Jun 28, 2005 Outof Scope
Selectan action. 7] _Go | B o ciee Cancrete Repairs Jul 22, 2008 Outof Scope
B - caemn Penthouse Expansion & A/C Upgrade Jun 7. 2005 Out of Scope .|
& » cass1 Addional Parking lot Jul 27, 2007 Outof Scope

return to control center

4 Constiuction Change Orders

(Change Group)

1. Open the Change Management log and locate the Change T Dared Boore ——
Management document you are working on. § T Sen forae i 10,2005 Outof Secpe
additional chipping,pound rebar Jun 13,2005 Outof Scope $4,00
gf 00noo3 A Cove bead Sealant at Colurmng Jun 24, 2005 OQut of Scope $18.0
For Informatlon On IOcatlng a SpeCIfIC Change Management @: onoo4 Sealant at Rustification strips Jun 24,2005 Outof Scope _";I

12 3 [Nest >>][Last] Find

document, refer to section L.05, “Edit a Change Order” on page
231.

[ Transmittal Queue | EIT] print | & search | @
Aug 1, 2007

5 PRIMAVERA

'OSWGC-Building Imprevements (9) (252010)

2. Open the Change Management document you are working on e Bevsrnieiss Biesses Panachare Bocwractummary
by c||ck|ng the edit sym bol. s expandall = collapse
Spelling gy, Change Management B
Print Form =1 MNurmber* C4956
Print Preview  [8 Dated [z e (@
Title [Castle - PH Expansion. A/C Upgrade
Selectanaction.. 7] o |  Phase Estimated Cast Quoted Cast Negatiated Cast Final Cost  Projected Cost
The Change Management document opens. . Eigecs i 1010 1010 1010 o
Committed $2450000 (1 of 1) $26,250.00 (1 0f1) $26,250.00 (1o0f1) $0.00 $26,250.00

. “ ” e 0 100 @ conter ¢ StAtUS = o BIC selectecy # Mewlter
3. Click “collapse all’. + Budget
« ” . .. . . - Add Muliple Estimates | Total Included Co $26,250.00  Copy Commi to Budget
4. Expand the “Remarks” section. This is the Justification text otz CormecieO Evimied (£57) P
. . Amount Time: Date Amount Time Date
that pr‘|nts on the Change request Summary for‘m. Th|S can be .\ @ v Caatle Construction Car, Inc. (126336 52450000 0 Aug1. 2007 o $26.25000 0 Aug1.2
edited if needed.
Total Included: $24.500.00 $26.250.00 ]
L |
5‘ Expand the Commltments sechnn -'ahttps:,‘-",‘-"ewl:ll.myluadspringz.cum ;Iglﬁl e 06, £-307_ 5-321. 5322, H-306. and P-306 (all dated 6/4/05. attach ure and a-‘
oening hie it " the oh e e Ty 3 ey ot 318 s et Pein
; pening this item will save the changes you
6. Click the Document Symbol. o oo e documer J
7. If this window appears, click “Yes”. .\ Doyou want to continue?
In the future, continue without asking
Yes | Mo |
@ 2007 Dormitory Authority of the State of Hew |[@Pameves [ [ [5 [ mnterret 4 PAGE 233
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Commitment help |

The Commitment Window will open. T PR -

Commitments.
Buiding Shell Improvementsl | 26936)

8. Scroll down to the Final Change Order section and click the w5000
“Start Final Phase” button. “ or

G - PH Expansion, A/CLUf

&) Prmavera : D |4 internet
The Change Order document will open.
& pRIMAVERA B Transmittal Queue | B1T1 print| & search | @
H 13 ” OSWGC-Building Improvements (9) (252010) Aug 1, 2007
9- C“Ck COIIapse a” Contiol Center > Change Orders Log > Retum to Change Management Bicymmary = schedule HBeustomtields Fissues
Change Order altachments
10. In the final Change Order, DO NOT change the “From” tooig tu]  Chenge Onter -
rint Form Type* Change Order
Company P:,“ p,Fwiw, § CZ:tvact" Bui\d\:g Shell Improvements (126436)
. ) . ) Ton (;:j:\ga(‘lsigsvudlon Co. Inc. o
11. Expand the Details section. This text is the Scope of Work [Seieetanacion .
that prints on the final change order document. Edit the et pppiea
description to include detail and quantities. [ — |
return to cantrol center Title [Castie - PH Expansion A/C Upgrade Date [pugtzo0r
. . . . . . . atal Cost Time Change
DO NOT include any special characters in this field including: o rnzEne N
» Status - Paul Castle # MNewltem
. + Summary B top of page
$,# &, 1/, (), “"” - Spell out the words: and, feet, inches, e
number etc...
) ) ) g i e lorerde o Mo et reeled - pond Ul el St and oo s e et o Sobln 3
NOTE: If copying the information from another document, be
sure to remove the tabs or bullets from the original document [

before/after pasting it into the field.
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To edit the dollar amount of the final Change Order, expand the

Line Items section.
12. Open the line item by clicking the edit icon.

13. If this window appears, click “Yes”.

om - P =10l

ening this item will save the changes you
haXe made to the document.

SECTION L.06 — FINAL NEGOTIATED CHANGE ORDER

é PRIMAVERA [ Transmittal Queue | &1T1 print| & search | @

Aug 1,2007

OSWGC-Building Improvements (9) (252010)

Cantrel Center > Change Orders Log >

Change Order

Retum to Change Managamert Bioummary Eschedule Hcusiomiields $Fissues

attschments
% expand all % callapse all
Spelling wgg|  Change Order N
Print Form  &j| Type* Change Order
Print Preview &) Cantract™ Building Shell Impravernents (126936)
Ton Castle Construction Co.. Inc

Paul Castle select

Selectan action... |_to &

Dormiitory Authority - State of NY

Erom*
e Not Applicable select..
return to Change
Nurnber oooat
Title [Castie - PH Expansion, A/C Upgrade Date [Aug 7, 2007
Tatal Cost $26.250 00 Time Change o

(days)

» Status - Paul Castle # New ltem

The Lump Sum window opens.

14. Edit the Lump Amount. The Costing will update

automatically.

15. Scroll down to the bottom of the window and click the
“Save and Close” button.

The Lump Sum window closes.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

mmag = top of page
Do vy want to continue?
RTTThmp Sum Add Unit Price Copy from Contract
I~ Int future, continue without asklng ine ltem Mo, Quantity Units of Measure Description Unit Price Met Amount TaxRat
: 0001 Penthouse Expansian, 4/C Upgrads $26,250.00 0.0
Yes | Ho |
Grid Totals: 0.00 $26.250.00
& Primavera E B Internet v 2l |
3} https:/ /ew0Lmyloadspring2.com - Lump Sum - Microsoft Internet Explore =10 x]
Lump Sum help |
Speling g eBeosing Pissues @ atachments
Change Proposal Unit
Type Lurnp Surm
Line herm No.* oot
Description
|Pemhwse Expansion, A/C Upgrads =
=
[ Lurp Amount () 26.250.00 l
Tax Rate Jb.oooaa
Sales Tax (§) 0.00
Line tem Total (3) 26.250.00
Material Name I select.  xclear
Meterial Title [
Activity |0
“ Costing =B top of page
Add__ | Add Mulliple Cost Codes | Remove Zero Values | —
CostCade  Tile Distributer!
05 select..  Conetucion 2628000 addbalsnce  remove
=
| Etrrinerers T3 e 7
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16. Scroll down and expand the Custom Fields section. By —— RSP P T —
T 'OSWGC-Building Improvements (9) (252010) Aug 1, 2007
17. Enter the Labor Component of the total amount of the Change Order " e Mot
Change Order' Spelling  gg| ~ Custom Fields 8 oot l:,,:I::;: i
Print Forn & Drawing Feference |
18. Fill in any remaining PM approval dates. rmteer B Lo
05HA Reference |
Selectan ach (6o | JE— —

19. Scroll down to the bottom of the window and click the Save
button to save your work.

Management
retum to log
return to control center = APPROVALS = =

Diractor/Chist Prespproves [puge eonr (@
Director of PM Preapproves [ugseonr (@
Manag, Directar Preapproves @
DASNY Pep Prepares RFA, [ugt a0 (@

Spec Reference

Labor Component (8)

Before submitting the required paperwork, confirm that funding is

available in Cost Code 05 to cover the amount of the new work. et s T @ i
Ph Request Praposal [rugi a0 [E
Confirm that an additional 0.1% (0.001) of the contract amount is ez
available in Cost Code 06 to cover DOL fees. P Feens Praneacl pug o7 | B
P Recaives CO | Y 2]
. . . . **JOCWORK ORDER INFO r .
Submit the required forms per DASNY Policies and Procedures
to complete the process.
return to table of contents
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L.07

Print the RFP, NTP or Final CO Forms

A JDE CR# is required before requesting pre-approvals and
printing the Change Order forms.

Please allow additional time before printing NTP forms because

they require an additional integration cycle.

1. Open the Change Management log and locate the Change

Management document you are working on.

For information on locating a specific Change Management

document, refer to section L.05, "Edit a Change Order” on page

231.

2. Open the Change Management document you are working on

by clicking the edit symbol. @9

The Change Management document opens.
3. Click “collapse all”.

4. Expand the Documents by Phase section by clicking the
triangle.

5. Open the document you are printing by clicking on its’ title.

Note: You can print any document in Change Management, but

you cannot make changes to the closed documents.

The Change Document opens in View Mode.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent
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& PRIMAVERA

'OSWGC-Building Improvemeris (9) (252010)

[3 Transmittal Queue | &1 print | & search | @

Control Cetiter >
Change Management
1 2 3 [Next >>][Last]
Add Document [ 7 [EERLEC)

i orot & Number Title
Print Preview  [8)) & o com void
B - came Roofing issues for Seneca Hall
& o carw Cracks in Aggregate Panels
[Selectan adion.. =] _c | B - catae Concrete Repairs
E - com Penthouse Expansion & A/C Upgrade
B o Cca951 Addtional Parking lot
Number Title
& - o001 Roofing System Change
B - 0002 additional chipping,pound rebar
B - ooos Add Cave bead Sealant ot Galurmns

return to control center il Construction Change Orders (Change Group)

Jul 30, 2007
3 Layour [AI =] e |
Find & expand all £ collapse all
Dated Scope Estimated Commitr

Sep 24, 2004 Outof Scope
Nov 18, 2005 Out of Scope
Jun 28, 2005 Outof Scope
Jul 22, 2008 Outof Scope
Jun 7. 2005 Outof Scope
Jul 27, 2007 Outof Scope

Dated Scops Estimated Commit
Jun 10, 2005 Outof Scope $
Jun 13 2008 Outof Scope 401
Jun 24,2005 Outof Scope $16.01

& PRIMAVERA

OSWGC-Building Improvements (9) (252010)

[ Transmittal Queue | &1T1 print| & search | ©
Aug 1,2007

Control Center > Change Management Lag >

Change Management

Change Management

Feustomtields $Fissues Patachments B contract summary

« expand all = collapse all

» Commitments

» Remarks

Number* 4956
Dated Jul 31, 2007 =
Title [Castle - PH Expansion, A/C Upgrade
Selectan action... 7] _Go Phase Estimated Cast Quoted Cost Negotiated Cast Final Cast Projected Cast
Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Committzd $24500.00 (1 ot1) $26.250.00 (1 of 1) $26250.00 (1of1)  $26.250.00 (1 of1) $26,250.00
retum to log  Status - ¢no BIC selectedy # Newltem
return to control center
 Budget

/

./

Spelling L ) by Phase ]
Print Form
Ejpeficvien (& I Display Oty Includled Commitrments

e
‘Commitments Estimated (EST)

Selectan action... x| _Go

Commitments Quoted (RFF)
return to log

return to control center

Commitments Negotiated (NTF)

Commitments Final (CO)

Castle -PH Expansion, A/ Upgrade (00001, 81407, Castle Canstruction Co. Inc)

Castle -PH Expansion, A/C Upgrade (00001, 8/1/07, Castle Canstruction Co. Inc)

Castle - PH Expansion, A(C Upgrads (00002, 8/1/07, Castle Canstruction Co, Inc)

Castle - PH Expansion. AC Upgrade (00001, 8/1/07. Castle Canstruction Co. Inc)

Fecuired Date Current Status  Include

Aug §, 2007 CLO v ¢
Total Included: $2

Aug §, 2007 CLO v
Total Included: $2

Aug 8, 2007 CLO v
Total Included: 32

Aug 8, 2007 NEW v $
Total Included: $2

Budget
Tille
» Details

» Custom Fields &

» lssues &

» Atachments &

Required Date Current Status

top of page

top of page

top of page
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6.

To print the Change Document form, select “Advanced Print”
from the drop down menu and click “Go”.

The Print Window opens.

7. Select the appropriate form and click the Preview button.

8. Print the selected document by clicking the Print button.

9. Any document can be emailed by selecting it and clicking the
E-mail button.

10. When finished, click the “Close” button to return to the Change
Document.

return to table of contents
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[ Transmittal Queue | &0 print| & search | @
(OSWGC-Building Improvements () (252010) Rug 1, 2007

|k PRIMAVERA

Bsummary Eschedule Pcustomfields &Fissues
Change Order 2 attachments

Control Center > Change Drcers Log > Fietun to Changs Management

« expand all = collapse all

Edit Document

Change Order

Print Form Type* Change Order
Print Preview Contract™ Building Shell Improvements (126936)
Add Document To* Castle Construction Co., Inc

Paul Castle

Advanced Print_ (] co [ Dormitory Authority - State of NY

Select an acion Not Applicable

Edit Document

Frint Farm R

Print Preview Humber 00001

Title Castle - PH Expansion, A/C Upgrade Date Aug 1, 2007

Send to Corr Sent

= Tatal Cost $26,260.00 Time Change (days) 0

Send o Inbox

E-Mail Form » Status - Paul Casile # Newlem

Add Document =

Generate Transmitts| ~ Summary top of page
» Line ems
» Details
» Schedule = top of page
» Custom Fields o top of page
 lssues £9 top of page
+ Attachments & top of page

=] |
Print — Change Orders help

F_CHAMGEPBL

f_co_01)
Change Order Submittal Cover Sheet (100506) (f_co_02)
Change Request Surnmarny (100508) f_co_03)
Revisionto JOC Services (110206) (f_jocs_revision)

& Farms
© Repors
€ Dunning Letters

Preview @‘l E-Mail &) Save As ﬂ Close

Default Form: f_co_01 Print él

DORMITORY AUTHORITY - STATE OF NEW YORK
515 Broadway, Albany, New York 122072964

CHANGE ORDER

TO: Contractor: Castle Construction Co., Ihc. Contract Na: 126936
Street: 11 Fifth Avenue JDE CO No

City State Zip: Oswego, NEW YORK 13126 Ch#7CO#: C4956 /00001
Project No:

JDE CR Mo: o022

Otiginal Contract Date: 35107 |

Original Contract Sum: $484 400.00

Total Approved Change Orders: $0.00

Current Contract Amount $484 400.00

You are hereby directed to perform all labor and to provide all materials necessary to carry out the work described
below; or to be reimbursed for such work per previously issued Notice to Proceed

Project Mame and Location:
Description of Wark:

Description : Per drawings A-306, A-307, 5-321, 5-322, H-306, and P-306 (all dated 6/405, attached), perdform expansion
of existing penthouse structure and upgrade air conditioning equipment.

-
| | 3

|&] Primavera ’7 ’7 ’7 ’7 E & Internet v

@ 2007 Dormitary Autharity of the State of Hew Yark
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L.08

Decline a Construction Change Order

If you entered a Construction Change Order and will not be
submitting the paperwork to finalize the Change Order as
originally intended, you must decline the CR# to remove it from
anticipated commitments against the project Funding.

1. Open the Change Management log and locate the Change

Management document you are working on.

For information on locating a specific Change Management
document, refer to section L.05, "Edit a Change Order” on page
231.

2. Open the Change Management document you are working on

by clicking the edit symbol. @5

The Change Management document opens.

3. Click “collapse all”.

4. Expand the Documents by Phase section by clicking the

triangle.

Open the last document on the bottom of the list by clicking on
its’ title.

SECTION L.08 — DECLINE A CHANGE ORDER

% PRIMAVERA

[3 Transmittal Queue | T print | & search | @

'OSWGC-Building Improvements (9) (252010)

Conirol Center >
Change Management
12 3 [Newt »>][Last]

FEL T b | I (Change Group)

Frint Ropot &3] Number Title
Print Preview  [&)) & o cam void
B - 3 Roofing issues for Seneca Hall
® - ooty Cracks in Aggregete Pansls
Selecianadton. 7] o | B o CI90 Concrete Repairs
B » ciem Penthouse Expansion & A/C Upgrade
B » cass1 Adeltional Parking lat

[ETEERS UL U Constiuction Change Orders

Title

[Change Group)

Mumber

B - onom Roofing System Change
® - 00002 additional chipping,pound rebar
B o 0m003 Addl Cove bead Seslant at Columns

Find

Jul 30, 2007
T Layour [A1 Elce |
# expand all £ collapse all
Dated Scape Estimated Commitr

Sep 24,2004 Outof Scope
Miow 18,2005 Outof Scope:
Jun 28, 2005 Outof Scope
Jul 22, 2005 Outof Scope
Jun 72005 Outof Scope
Jul 27,2007 Out of Scope

Dated Scope
Jun 10, 2005 Outof Scope
Jun 13,2008 Outof Scope
Jun 24, 2008 Outof Scope

Estimated Commit

$4.0
$16.00

& PRIMAVERA

[ Transmittal Queue | &1TL print| & search | @

OSWGC-Building Improvements (9) (252010)

Aug 1, 2007

.\

Control Center > Change Management Log >

Change Management

Feustomtields Fissues Patachments B oontract summary

s espand all = collapse all

Note: The document must still have a status of “NEW” in order to /

decline it. Approved and closed documents cannot be declined.
Check the status of the document here:

@ 2007 Dormitary Autharity of the State of Hew Yark
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Spelling figg| Change Management B
Pint Fom &) Rurber oon0s
Print Preview  [& Dated Jun2q, 2008 [EF
=
I Titla [PECLINED - Change costing at grade l
[Selectan action... x| _&o Phase Estimated Cost Ouoted Cost Negotisted Cost Final Cost Projected Cost
Budgeted $0.00 $0.00 $0.00 $0.00 $0.00
Commitied 18,000.00 (1 of 1) $18,000.00 (1 of 1) $0.00 $0.00 $1,000.00
retum to log » Status - <no BIC selected> ® New tem
return to control center
» Budget
» Commitments
Remarks
~ Documents by Phase
ommitments
I Displey Only Included Commitments
Tile Required Dafe CurrentStalus  Include Ame |
Commitments Estimated (EST)
Change coating =t arade level (10005, 62445, Castle Construction Co. Inc) Jul 1, 2008 CLO v 316,00
Total Included:  $18,00(
Commitments Quoted (FFF)
Change coating st arade level (10015, 63045, Castle Construction Co., Inc, v 316,00
Otal Included:  $18,00(
Rudnet 7|
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SECTION L.08 — DECLINE A CHANGE ORDER

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The Change Document opens in View Mode.

-k PRIMAVERA

B Transmittal Queue | &1 print | A search | @

OSWGC-Building Improvements (9) (252010)

Aug 1,2007

6. Click the “Edit Document” button. You are now in edit mode..\{
Click “collapse all”.

Click “custom fields” link.

Cortrol Center > Proposals Log >

Request for Proposal

Edit Document |
Print Preview (&)
Select an action.. x| _to

return to log
return to control center

Blsummary Esched le & custor fislds y\ssues 2 attachments
#expand all ¢ collapse all
Request for Proposal
[ecllzpse ail
Type™ Request for Proposal [z
Contract* Safety Improvements (113467)
Ton Castle Construction Co.. Inc.
Paul Castaldo
From= DASNY - Project Management
John Bodnar
MNurnber* 00015
Title Change coating at grade level Date Jun 30, 2008
Total Cost $18,000.00 Time Change (days) o
» Status - Faul Casile # MNew liem
» Summary B top of page
» Line tems

Scroll down to the bottom of the window.

& PRIMAVERA

[ Transmittal Queue |E1T print | & search | @

(OSWGC-Building Improvements (9) (252010)

Rug 1, 2007

10.

Check the Decline Request checkbox.

11. Delete the Integration message.

12. Click the “Save” button.

When the integration runs, the status will change to
“‘REJ — Rejected”, a Declined message will appear in
the Integration Message field and the commitment will
no longer appear on the cost worksheet.

Once integrated, declines cannot be undone.

Cortrol Center 5 Proposals Log >

Request for Proposal

Select an action.. | o

retum to log
retum to control center

Bisummary Eschedule PBcustomfields BFissues & atiachments
sespandall = collapse all
DASNY Rep Prepares RFA | = =
Dir/Chief Approves
PM Request Praposal |
PM Receives Proposal |
PM Previews Proposal =
PM Peceives CO
= JOCWORK ORDERINFO= [0
Hezardousthshestos Materials

Permits select.. x clear

Design Status select.. x clear

e TRANSACTION N0

[ Integration Message

JDE Change Request#

Declined

» Issues &7

» Attachments &

top of page

top of page

Save Cancel

return to table of contents
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L.09

SECTION L.09 — CHANGE ORDER CHECKLIST

Change Order Checklist

Change Management:

Remarks section:

M 1. Justification Text (prints on CR Summary form)

Change Order:
M 2. Contract
M 3. Title
Line Items section:
M 4. Brief Description (will print on payment application)
M s Lump Sum amount (distributed to Cost Code 5)
Details section:
M e Scope-of-Work (include quantities, prints on CO)
M 7. Spec Section
M s. Change Reason Code
Schedule section:
M 9. Time Change (if applicable)
Custom Fields section:

M 10. Labor (only in a final CO) - OR —
Notice to Proceed Type (only in a NTP)

M 11. PM notification dates
M 12. JDE CR Number

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

Control Center > Change Diders Log >

o Retum o Change Management

Bisummayy Eschedule Bcustom fields & issues

Change Order attachments
4 expand all = collapse all
Speling %  Change Order =
PrntFom & Lo Change Qider
Print Preview &2 I Contract* Building Shell Improvements [126936) l
' To* Tase Consrucion to . InG.
Faul Castle select.,
Select an action.. 7] _co | From* Dormitory Authority - State of NY
Not Applicable select
Lo 20001
o retum to Change
Management -
oo 3 l‘mle [Castle -PH Expansion. A/C Uparade l Date [Jul 16 2006 @
n to control center . —
Time Change
Total Cost $26.260.00 (daye) 21
» Status - Paul Cacle ¢ Mewlten
» Summary B top of page
~ Line ltems
# LineltemMNo.  Quantity  UnitsofMeasure  Description UnitPrice  NetAmount Rate

4, 5 B 00001

PH Expansion AC Upgrade $26,250.00 0.00000

Grid Totals; 0.00

$26,250.00

1l ol
+ Details
Description
6 This change order s o piovide afllsbor and maleials necessaiy to expand (he evisting mechanical pethouse sucture and uprade ai condiioring equipment =
s deseiised in Bulletin O and dravings 4305, 4307, 5321, §-222 and p-306.
=

7 ls;;ecsmcm

230000 (HEAT VENTILATING & AIR-CON » ]

T
Required Date

Previous Change
Management Phase

T oy ] Pending

[Jul 28, 2008 Acknowledged Date =
. [C49E3] Collected Inta Change
[Pragram Change =l l

8 Fieason for Change Order

TARIEHar Log MUmBe!

- Schedule =
Activity D

7 Custom Fields o

Drewing Reference
Location

OSHA Reference
Proceed

SpecReference
_—

T Respondent Log Number

Start Finishf Time Change (days)

rl@ar B B

E— 9.
—

—

—

——

10 [ Labor Companent (§)

[12,450.00 ]

l l Director of PM Preapproves

: Manag, Director Freapproves
DASNY Rep Prepares AFA
DirfChiet dpproves

PM Request Proposal
PMReceives Prapasal

PM Pieviens Propasal

Qm Receives CO

( Direcior/Chief Preapproves [Jul T, 2008 \

[urteoe B
[t 208 (@
[inzzzo0s
[lunzm0s
[ 2o (@
Jul 17, 2008
[z

Hazardous/Asbestos Materials
Permits

Design Status
“*TRANSACTION INFO =

Integrafion Messages

——a)

r

[ select. xclear

[ select.. xclear

-

[Passed 771/08 at3:17 PM

12 I JDE Change Pequest#

=)

JDE Change Order #
Declined

~ Issues &

—
r PAGE 241
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DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

M.01

The Pencil Copy

Pencil copies are run from the previous payment requisition. You
do not need to create a new requisition to print the pencil copy.

1. Pencil copies are located in the Payment Requisitions

module.

2. Choose the “Latest By Vendor” layout, click “Go”.

T~

SECTION M.01 — THE PENCIL COPY

The pencil copy will not contain any approved
changes that may have been processed since
the last requisition was paid.

In order for approved changes to appear on a
pencil copy, the next requisition will have to be
created and a pencil copy will have to be run
from that requisition.

% PRIMAVERA

OSWGC-Building Improvements (9) (252010)

Control Center >

Payment Requisitions

B E rviro-Contiol Technologies (Contractor)

B

[l Midstate Construction, Inc. (Contractor)

Application Number  Contract

onoon
ElPTR Construction (Contractor)

Frint Report
Application Number  Contract

00003

Print Preview  [&

Selectan action.. x| _to

Application Number  Contract
00002

return to control center

Application Number  Confract

&

@/ ooliey Moris Architects, FC (Contractor)
Application Number  Contract
pron

onoot

Froject Air Monitaring for ACh (891 78-036)

Penthouse Expansion Construction (876231

JOCS(2 Porches Existing Doonwa (99769-007)

Gordian Fee/f? Porches Over Exi (10239%-318)

[ Transmittal Queue | 81T print| & search | @

Aug 2, 2007 | lls (9) (252010)

[3 Transmittal Queue | 81T Print| & search | @

Aug 2, 2007

Layout | Latest By Contractor 7] o Layout [Latest By Contractor ] o
= expand all 2 callapse all Find +espand all 2 collapse all
Ceven euun P Z=" vea JoEisi L

Period To Amount Certified Fercent Complete !

Certified? Intagration Message
Mo Passed 05/14/07 211404

JDE Batch# JDE Voucher#

hay 8, 2007 1883676 221707

$0.00 9%

Select an action, | Go

Period To Amount Cettified Percent Complete |
Jul 5. 2005 $0.00 0%

Gertified? Integration Message
Yes

JDE Batch # JDE Voucher #
Select an action. hd EE)

Period To Amount Certified Percent Complete |

Certified? Integration Message JOE Batch# JDE Voucher#,

Jul 8, 2005 42.438.88 100% Yes  Passed 11/03/05 510838 1535452 183375 E}d"@mm?”‘ = I
tint Formm
Print Preview

Period To Amount Certified Percent Complete 1
Mar 4, 2005 $237.79 100%

Ceriified? Integration Message
Yes Passed 03/03/05 at 11:09

JDE Batch# JDE Voucher
1418075 169932

Send to Cor Sent
Send to Corr Revd
Send to Inbox
E-Mail Form
Petiod To Amount Certified Percent Complete | Update This Period

Certified? Integration Message JDE Batch # JDE Voucher

-

Gi ite: Fie it
SRS YW= S $12.266.52 9% Yes  Passed 04/06/07 at09:10 1834113 219159 enerot T
@ﬁ 0noo3 Additional WA to Woolley Mo (116504-003) Jul 14, 2006 $0.00 B2% No Passed 07/14/07 at12:14 1143987 264353 Advanced Print ) 7| _Go
Log Totals: ; $22.806.30
o | 2 I
_Arind Find e

3. Locate the contract you are working on. /

4.
5. Click “Go”.

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

Scroll to the far right. Choose “Advanced Print” from the drop-down list.
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SECTION M.01 — THE PENCIL COPY

The print window opens.

1. Select the “Contractor’s Pencil Copy Form”. &—

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

=101

help

2. Click “Preview”.

3. Review the form in the preview window.

4. To print the form, click the “Print” button.
5. To email the form, click the “Email” button.

6. Click “Close” when finished.

return to table of contents

PAGE 246
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F_REUS T e

Laborhaterial Subtatals (this period & to date) (_rg_09)
Feq Summary For TESTING (110308) (_oo_01)
Fequisition Detail (10/26/05 sej) (f_rg_02)
Fequisition Summary (110306) (f_rq_01)

& Forms
€ Repors
€ Dunning Letters

Default Farm: {_rq_01 Print §| E-Mail = SaveAsﬁﬂ Close |

PAGE 1 OF 1 PAGES ;I
CONT RACTO R'S P ENCI L COPY Detach this forn and save for use in preparing billing Ho.000014

Use this form to submit your PROJECT: OSWGEC-Building Improvements (3)

estimated billing request for review | CONTRACT NO.: 108707 FOR APPLICATION NO.: 000014

by the Dormitory Authority Project | CONTRACTOR: ‘Waoolley Manis Architects, PC PERIOD TO

Manager. PROJECT MO.. 2520109999

FROM PREVIOUS APPLICATION| EBILLING REQUEST
TEM DESCRIPTION OF 1WORK SCHEDLLED |\ e NO. 00013 o o
HO. VALUE WORK COMPLETED | “"T"S‘CE ® B
AND BILLED AMOUNT o
nooo1o Design Development $1341100 | LS $113,411.00] 100% 3000 | paIDMFULL | 100%
noonzo Design Developmert-Guality Corti §8,814.00 | LS §8,814.00] 100% 3000 | PAIDMFULL | 100%
noonzo 100% Construction Documents $15298200 | LS $152,982.00 100% 5000 | PADMFULL | 100% |
o004 100% Construction Documents @ saa1400 | LS §8,814.00] 100% 3000 | PAIDMFULL | 100%
noonso Eiiel Phase Services $14531.00 | LS 14,631 00] 100% 3000 | PAIDIMFULL | 100%
000050 Shop DrawingsSubmittals Fzd 81000 | LS $2491000 | 100% $0.00 PAID IH FULL 100%
000070 Caonstruction Support Services §85,036.00 | AE FT07E368| 83% | $14,27232
000080 Construction Inspection Services g7 E1200 | LS $27 612,00 100% $0.00 PAID IH FULL 100%
000030 Project Close-outiPost Con Deliver $427700 | LS 3000) 0% | $4277.00
o100 Miscelaneous Reimbursables $10,00000 | AE $10,00000] 100% 3000 | PAIDMFULL | 100%
ooo110 Sampling/&nalysis $13,82300 | AE §8.050.38 58% | 3577262
cooom Window LinteliParapet Investigati $260000 | ks $2,600.00] 100% 3000 | PAIDMFULL | 100%
Icnnum Construction Inspection Services 527 Fil 2 00 ($27 512.007] 100% | 30.00 PAIN IHFINLL 100% _'ﬂ
4 3

[&] Primavera [T T 3 [@mntene 7

@ 2007 Dormitary Autharity of the State of Hew Yvark
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M.02

Create a New Progress Payment

1. Open the Payment Requisitions log.

2. Choose the “Latest By Vendor” layout, click “Go”..\

SECTION M.02 - CREATE A NEW PROGRESS PAYMENT

You create a new requisition by copying the
previous one.

The requisition you copy must be the latest one
for the contract, and it must be certified.

Requisitions are certified by Accounts Payable
when they have been received and processed in
the Financial Management System.

% PRIMAVERA

4 log out OSWGC -Building Improvernents (9) (252010)

B Transmittal Queue |mﬁ Print| @, search | 2]

Control Center »
Payment Requisitions
Find
Add Document [l (D elta Engineers. P.C. [Contractor]

Print Report E] Application Number  Contract
Print Preview Q] @ onooz fire alarm study design servic (84403-060) Aug 4, 2005
@ ooooo WA for lightning protection (54403-089) Dec21, 200k

Pl E nviro-Control Technologies [Contractor]

Application Number  Contract

Selectan action... 'I Go
B - 00003

Feriod To  Amount Cerified

$7.84311
$0.00

Period To  Arount Certified

Jul 17, 2008
Laynut | Latest By Contractor =] Ge ]
Find # expand all % collapse all

Selectan action x| Ge
Selectan action x| Ge

JDE Batch #  JDE Woucher #
1573489 187651

Percent Complete Certified? Integration Message
97%  Yes  Passed11/29/05at17:15
0%  “Yes

Percent Complete Cerified? Integration Message JDE Batch # JDE Youcher #

Project Air Monitoring for ACh (89179-036) hany 9, 2007 $0.00 9% Mo Passed 05/14/07 at14:04 1853676 221707 Select an action - il
Bl Midstate Construction, Inc. [Contractor)
return to control center Application Mumber  Contract Period To  Amount Cedified | Percent Complete Cedified?  Integration Message JDE Batch #  JDE Woucher #
Ef 0ooog Penthouse Expansion Construction ( 876231 Jul B, 2005 $0.00 0% ‘Yes il
v 3 EqitDncumem -
Application Mumber  Contract Period To  Amount Cetified | Percent Complete Ceified?  Integration Message JDE Batch #  JDE Woucher # E::::E?;EEW
E - ooooe JOCS/2 Porches Existing Doarwa (39769-007) Jul 8, 2005 $2,438.88 100%  ‘Yes  Passed11/03/05 ot 0838 1535462 183375 ?S;zqgeé‘;;”s”;m 6o |
- oy : T Send to Corr Fiovd
Application Number  Contract Feriod To  Amount Certified | Percent Completdl Certified? [Integration Message JDE Batch# JDE Youcher # E?I\TI;‘\TDFIDHF;X
Ef 00013 SUCOSWEGO BLDG. IMPROWEMENTS (10871 Apr 26, 2006 $12.286.52 93% Yes Fassed 04/06/07 at 09:10 1834113 219158 Update This Period Go
@{ nonn2 Additional WA to Woalley Mo [116504-D03) ]Jun14,2[lﬂ5 $65416 622 Yes JPassed 08/08/06 at15:30 1703701 203189 Genorate Transmital. =H_%e [|=
Log Totals: f $23.460.46 |
il | < [ v
3. Locate the contract you are working on. /
4. Check the Certified column to confirm that the latest requisition is Certified.
Note: If the latest requisition is NOT certified, you CANNOT create a new requisition at this time.
If the latest requisition is not certified, confirm that it has been sent to Accounts Payable.
If the latest requisition has not been sent to Accounts Payable, open it and use it for your current payment. l

5. Scroll to the far right. Select “generate requisition” from the drop-down menu (scroll down to the bottom of the list). Click “Go”.

@ 2007 Dormitary Autharity of the State of Hew Yark
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SECTION M.02 - CREATE A NEW PROGRESS PAYMENT DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

The “Generate a Requisition” window opens.

-} https:/ /ew01.myloadspring2.com - Generate Requisition - Microso =10 x|
. . . i Generate Requisition =
6. Edlt the “Pel"IOd TO” date The defaUIt “PerIOd Ton date IS one This will create the next Application for Payment for the same Contract as the
- . .-y W
month after the previous requisition. — 5 —
You will NOT be able to change this date after the requisition B 7 e sppres harge O e
. fere are no Materials fo get
is created. 8 o150 screc nometontsge
e new Requisition to the same Issues as the original?
. @ yes o
7' If there are CheCkS In any Of these boxes’ remove them ) Link the new Requisition to the same Attachments as the original?
@ yes < no
8. Leave the “yes” selected on the remaining items. Coay Quston Felss Tam the orginar?
@ yes < no
9. C“Ck “Fi n IS h”- Next > | Finish | Cancel | H
| ] primavers [ = A
The Generate a Requisition window will close and new requisition 3 PRIMAVERA 3 Transrnital Quese | B1LL prnt| &, search| ©
WiII Open. S— - ﬂVEIlﬂIHIImDrMMEME(S)(ZEZD“ﬂ Aug 1, 2007
o Bconvecsummary Scrsictveis Beusomiais Bosves Potecmens
« expand all < collapse all
10 C“Ck the “Edlt Document” button Edit DDCUI’I’IEﬂt @l ::::?m ;2 R:::::F:‘O* Additional W to Woolley Morri (116504-003) N
' ’ ) Pint Preview [ To- Dorritory Authority - State of N
Update This Period Not Applicable select.
11. CIle “Collapse a””_ [Eermer e HlLee | fE— \é{\/‘gs\mm;rmsmcmmds,PC o
. . Period Ta* Jul 14, 2006
12. Expand the Custom Fields section. s oo b s
i i » Status - <no BIC selecied> % Not Certied
If there is an Integration Message, JDE Batch # and JDE + Contrect Summary
Voucher #, delete them. They were copied from the previous  ror sy
requisition and are not valid for the one you just created. ey
‘\ * Custom Fields % top of page
13. Scroll down and click “Save”. SIS '
Integration Message [
. « » JDE Batch # [ B
14. Click “return to log”. | — ]
JDE GL Date @

***You must now wait for one integration cycle to occur before
continuing. This is to allow any change orders or amendments to
the contract that have been approved to integrate into the
requisition.

return to table of contents
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SECTION M.03 — ENTER PAYMENT LINES

M.03
Enter Payment Lines
X PRIMAVERA 13 Transmittal Queue(2) | BT print| & search | §
+ log out \ MEDGAR-Academic Building 1 (119560)
Contiol Center » Payment Reduisitions Log »
s : . e B contract summary EHschedule of values Mcustomfields £ issuas @ attachmen
1. Open the Payment Requisition in Edit Mode. Requisition F i .

2.

Click “Update This Period”.

The Update This Period window opens.

3.

The Update this Period window will close.

5.

@ 2007 Dormitary Autharity of the State of Hew Yark

Enter the current payment

Update This Period

frem
Number (A)
00004

Description of Work (E)

Lagzelab .

—

value in either column. C—

The first column is for the total
percentage complete, the
second is for dollar amounts.

When you are finished entering
payment lines, click “Finish”.

Expand the Status section.

00005
00005
00005
00005
00005
00005
00006
00007
00007
C00008-001
00008002

Redesign facas backup syst
Project Sign

Prepare loose FEE Budget

Program Changas
Landscape chys/lo
at S:

integrated Bldg Sys
Emergency Generator Relocation
Bidding Phase

Construction Phase (Office & Field)

Spelling A

Print Form &

Selectan action... 7| 6o

/

help
[ compiens, s\
o

Period (E)
[ oo  omoal
[ dwmee [ om
| T
| T
 —cr= —
[T ]
| —T —
 —TT —
T —

[ eom[  omy

Select the “Authorized Signer” within the Contact field

of the Certification date section <~

Approve the requisition by entering today’s date

in both “Approved Date” fields.

Scroll to the bottom and click “Save”.

Wait for the requisition to integrate before printing or

emailing the form for signature.

return to table of contents

Copyright claimed exclusive of Primavera cantent

Priot Previe (&
Update This Period

Requisition

#expand all  # collapse

ContractPO* Design Services Academic Bldg. (73072)
. Dormitory Authority - State of NY
To
Not Applicable select
N Folshek Partnership, LLP
Frorm
Joanne Sliker select
Period To* Jun 16, 2008
Application Nurmber 00113
~ Status - <no BIC selected> # Mot Cerfifiedt
Ball in Court <none selected> select
Priarity Norrmal hd
Certified? no v certify and gave
Coniractor: Application
El
Ll
Company [Palshek Partnership, LLP
Contact [1oanne Siiker select
[ Approved Date Jun 8. 2008 ]
Cemﬂr:atmn/
|
|

Sompony

[DAsINY - CUNY Program ]

Contact

4

[Rebert Thelian

Appraved Date

Jun 9, 2008 l

Payment Date

» Contract Summary
» Requisition Summary
» Schedule of Values 5
» Approved Changes

» Custom Fields

» Issues 67

» Attachments &

—

top of page

B2]

Check Number (Mot Used)

top of page

top of page
top of page

top of page
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M.04

SECTION M.04 — PROCESS A CREDIT CHANGE ORDER

Process a Credit Change Order / Cutback

5 PRIMAVERA

[ Transmittal Queue | &1 print| & search | @

(OSWGC-Building Improvemeris (9) (252010)

Aug 1, 2007

Requisition

Control Center 5 Pament Requisitions Log >

Breonract summary BBechedule ofvalues BBcustomfields @Fissues & attachments

« expand all = collapse all

. = Rz::::;;;@ . Safety Improvements (113457)
. . Update This Period o ES‘WX\;;?C:;?OHW o ey select,
A cutback to a contract is processed by entering payments on the Costle Construction Co. Inc
H H H [electan acion.. =] co | From® Paul Castle select
lines to be cut back, balanced against a credit change order so the . o
total amount of the payment is $0. comibs  popicstontunter et
» Status - <no BIC selectedd> # Not Certified
1. Follow the instructions for Creating a New Progress Payment. * Contract Summary
 Requisition Summary
. . . i » Schedule of Values B8 top of page
2. Wait for an integration cycle to bring the change order . Approved Ghanges
into the new requisition. ¢ oren e
7 Issues top of page
. ey » Anachments & top of page
3. Open the Payment Requisition.
Savi Cancel
4. Click “collapse all”.
ST
i « ) ) ” Update This Period help
5. Click “Update This Period
Hem Description of Wark (B) % Complete, This
Number (&) GIC Period (E}
CON0Z3-001 Reset heating unit covers and replace drywall underneath [ ooooo l—uuiI
CO0024-001 Out of sequence cleaning [ oo [ ooo
. . . Ezzzzzzzj E:::l::;:; :!::hr\n:‘bzzgg and wiremold at 556 windows I% I—EEE
The UDdate ThIS PerIOd WlndOW OpenS CO0027-001 Abatement of Onondaga Penthauses [ ooow [ om
00026001 Remove sxisting retro-drains [ ooow [ om
3 00029001 Additional mnjme Patehing Sumrmer 2008 [ ooom [ om
6. Scroll down to the bottom of the list. Change orders appear at T —
the end, credit change orders will show paid 100% in the ’\ et oot — ——
Current reqUISItlon CO0034-001 C\nse;u(Cnntract ) imlWI = —E
You now need to balance the credit by making payments on the Conce
lines being cut back. T woie e
T B -
7. Locate all the payment line(s) being cut back and enter the D S L0 S—
amount of the cut back (s) as positive values. The amount \ — 1 —c
entered must exactly offset the amount of the credit(s). . — oo %
00000000B0 Closeout [ oo [ 20000
. . . . 0000000080 As-Blilts [ oo [ ooom
8. When you are finished entering the payment lines, click o0 Waraniss — ) p—
1] =P ” 0000000110 Woveable Fence [ mow [ om
FInISh . 0000000120 Moveable Fence ,WI—DD;I
@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 251
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é PRIMAVERA [ Transmittal Queue | &1TI print| & search | @

OSWGC-Building Improvements (9) (252010)

Aug 1, 2007
- . . ;::D‘E‘j;:i;i':yr:mHequwnmw B conract summary EBschedule ofvalues o custom fields #issues & attachments
9. The Update This Period Window closes and you are returned a
to the reqUISItlon » Status - <no BIC selectec> ® Mot Certified B
Pt Provien[3 / Contract Summary top of page
10. Expand the Schedule of Values section. e
- of Yalues top of page
|59\em anachion.. jil Add Lump Sum | Add Unit Price | Wi‘

11. Confirm that the total payment in the This Period column o sy Descrsion ook () i o] (WL
equals 30. The negalive amount of the credit change order s (2 L
must equal the positive payment total of the line(s) being cut gggggggggzg e men)

. . “ . . » . upervisian 2 2 g
back. If it does not equal $0, click “Update This Period” again — & oo msuence yoro  weso|
H 0000000060 Final Cleanu 7.928.00 7.769.44 156.56
and make corrections. g
$1.000.00 $800.00 $200.00

12. Locate the first line in the Schedule of Values section that oo e pwow o | s
has a payment in “This Period”. Open it by clicking the edit ggggggggjgg A U I
H =% ANANNAN1AN  Chein Link Fonen ennn =l ]
ICO n . Grid Totals: $0.00

« ]
. Approved Changes
/3 https://ew01.myloadspring2.com - Requisition Detail - Microsoft Internd =100 x|
G Requisition Detail oin |
The Requisition Detail window opens. Sauistion Ber et 1 -
Spelling g Hcustomtields SBoosting Hissues @ attachments
13. Scroll down to the Custom Fields section. Requisitian Detail
. . . . Type Lump Sum
Enter a capital N in the No Retainage Flag field. 7
(DB?'scnpnunDIka IPrnm
14. Click “Save and Close”. Soreded Vae ©)  rp7sTan
Previous Appliestions g0 a0 45
“ Custom Fields 5 top of page 4|
e ey . . . Integration Message |Passgd12f27/UEa\UEIU4
The Requisition Detail window will close. e —
JDE Actual Funding IM

15. Scroll down to the next line in the Schedule of Values section o —
that has a payment in “This Period”. Open it by clicking the - e — o veom
edit icon. Repeat steps 13 and 14 for every line that has a \ Lborortieiel
payment that is being used to offset the credit. [rereenogeres K

CS5l Spec Section M
PS Comments [
» Costing =B top of page
» Issues &7 top of page
» Attachments Z top of page
Iet Line e to Edit | 0000000020 -
Save & Close | Save & Edit Next | Cancel | :I
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16. When finished entering the “No Retainage Flags”, expand the
Status section.

17. Approve the requisition by entering today’s date in both
“‘Approved Date” fields.

18. Scroll to the bottom of the window and click “Save”.

Wait for the requisition to integrate before printing or emailing the
form for signature.

Submit the required forms per DASNY Policies and Procedures
to complete the process.

NOTE: The N will need to be removed from the No Retainage

Flag field within the schedule of values on the next payment
requisition.

return to table of contents
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SECTION M.04 — PROCESS A CREDIT CHANGE ORDER

k) PRIMAVERA

B Transmittal Queue | &0 print | & search | @

(OSWGC-Building Improvements (9) (252010)

Aug 1, 2007

Control Center > Payment Fequisiions Log >

Breonract summary SBschedule otvalues 2 custom fields #issues @ atachments

<none selected>

Normal =

Requisition
Spelling g Status - o BIC selected> # Nat Certified
Print Form & Ball in Court
Print Proview [ Pricrity
Update This Period -

Selectan action... ¥ _to

Contractor. Application

no

sewpand all & collapse all

select

+ certity and save

B
|
Campany [Castle Canstruction Co, Inc:
Contact [Faul Castle select
Approved Date [Aug 1. 2007 |
Cenfication B
’ E|
|
Company [Dormitory Authority - State of Ny
Contart [Not Applicable selact
IAppmved Dete Aug 1. 2007 l
Fayment Date Check Number
» Contract Summary top of page
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M.05

=18 x|
|| s +

[ Transmittal Queue | @10 print| & search | @

| Fle £t wen Faveries Tods el

Reduction in Retainage Payment

& PRIMAVERA

Cortrol Certer > Payment Requistions Log >
Brconract summary EHschedule ofvalues B customfields £Fissues & atachments

Requisition
Speliing fBg Period To* Apr30. 2007 B 'CD"“SHL
1. Follow the instructions for Creating a New Progress Payment. e T =
Update This Feried » Status - <no BIC selected> # Mot Cerified
. « » » Contract Summan top of page
2. Click “collapse all”. e T ] . reprion Somery
» Schedule of Values 58 1op of page

* rteturn to log

» Approved Changes
# return to control center

3. Click “Custom Fields”

- Custom Fields
Payment T::EE

Integration Message [

top of page
‘Ew

4. Next to the Payment Type field, click “select..” &—

A https://ewd1.myload: 2. - Select Field Yalue - Mi IDF Barch#
The Select Field Value window opens. Select Fisld Valus —
JDE GL Date @

5. Select “R — Reduction of Retainage”. ——— =z

6. Click “Select”.
The Select Field Value window closes.
7. Expand the Status section.

8. Type a detail of the amount of retainage to
be released in the “Certification” field.

L. ~ Status - <no BIC selected> # Mot Ceriified Ll
9. Approve the requisition by entering today’s Pinrom @] %10 <none selecten
date in both “Approved Date” fields. ] et

10. Scroll down and click “Save”.

11. After printing the requisition, the amount that is to be
released to the contractor should be written into the current
payment due field on the Requisition Summary form.

Reduction in retainage requisitions do not integrate

» lssues & top of page

top of page

Save Cancel =

» Attachments &

[T [ 4 nkemet

1gZ.com - Primavera - Microsoft Internet Explorer provided by NYS Dormitory Authority

=18 x|

Hdel‘\:m‘us Hins

Tooks  Help

SO you can process it immediately.

@ 2007 Dormitary Autharity of the State of Hew Yark

Copyright claimed exclusive of Primavera cantent

-
Requisition

Selectan action... x| _Go

# 1eturn to log
# return to control center

|10 print| A search | €

May 22, 2007

Breonract summary SBschedule ofvaluss o8 custom fislds 8 issuss 2 atachments

# expand all 2 collapse all

Contractar: Application

Company [King & King Architects

Contact [David A Jahnsan select

—

[ Approved Date

Certification

Fielease 50% of retainage on this contiact = |

|Darmitary Authority - State of NY

Company

Contact [NotApplicable saleat
3 )
2]

Approved Date [

Payment Date Chack Number (Mot Used) E

| &] Primavera

=Y
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SECTION M.05 — REDUCTION IN RETAINAGE PAYMENT DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

Reduction in retainage requisitions are not certified so you can
create the next requisition immediately if necessary.

Submit the required forms per DASNY Policies and Procedures
to complete the process.

return to table of contents
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M.06

Final Payment on a Construction Contract

SECTION M.06 — FINAL PAYMENT

1. Follow the instructions for Creating a New Progress Payment.

2. Open the Payment Requisition in edit mode.
3. Click “collapse all”.

4. Click “Update this Period”.

eriod

The Update This Period window will open. -

Description of Work (B)

[3 Transmittal Queue ‘ LEEN Print| @, search | e
Jul 17, 2008

A PRIMAVERA

5. Update the “% Complete” column for @—=——:=

0040 Woad and Plastic

any line that is not 100%.

A final payment must be paid 100% in
each payment line.

6. Click “Finish”.

+ log out | OSWEC-Building Improvements (9) (252010)
Cortrol Center > Payment Requisiions Log »
Requisition Breontract summary  SEschedule ofvalues B custom fields  BPissues &P attachments
« expand all = collapse all
Spelling wge]  Requisition
Print Form E ContracPO* JOCSI2 Porches Existing Doorwa (99769-007)
- To* Dormitory Authority - State of NY select
Update This Period
o= FTR Construction
Steve Jordan select
Period To* Jul 8, 2006
Application Number 00002
m to control center - Gtatys - <no BIC selected> # Mot Cerified
— Ballin Count <none selected> select
help Pricity Normal 2
% Complete, This Certfied? no v cetify and save
GIC Pariod ]
[ 00000 [] 35514 Confractar: Application
I a0 [ 624 Final pagmert per A7P =
00000 [ B35.48
[— | —— b
o0 [ £ Company [FTR Construction
Contact [Steve dordan select
[Appmved Date Sep 132006 [ ]
Per our conyp#Btions Please pay the contiact 100% of the Sehedule of Values and 100% of the Rietaiage. j
|Dorm\(oryAu(hurily— State of MY

The Update this Period window will close and you are returned to
the payment requisition.

7. Expand the Status section

8. Approve the requisition by entering today’s date in both
“Approved Date” fields.

9. Expand the “Custom Fields” section.

10. Next to the Payment Type field, click the “select..

@ 2007 Dormitary Autharity of the State of Hew Yark
Copyright claimed exclusive of Primavera cantent

"link, €|

[ select

Sep 13.2005 [ ]

Contact

Approved Date

Payment Date Check Number
» Contract Summary top of page
. Requisition Summary
» Schedule of Values B8 top of page

, Approved Changes

Custom Fields & top of page

select.. xclear

Payment Type [F - Final Payment

Integration Message

JDE Batch #

JDE GL Date
s lssues &7 top of page

» Aftachments @ top of page

Save Cancel

PAGE 257
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Zjhttps://ewd1.myloadspring2.com - Select Field value

Select Field Value

The Select Field Value window opens.

5-Standard Payment

11. Select “F — Final Payment”.

12. Click “Select”.

' Select | l

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

=10l

help

The Select Field Value window closes.

[Epimaea [

[ |5 [ nternet 2

13. Scroll down and click “Save”.

If the total payment under this period = $0 this requisition will
not integrate and will not obtain JDE Batch and Voucher numbers,
so it can be printed and processed immediately.**

*Qpen the requisition summary section and adjust the Total
Retainage value to $0.00. The current payment due will be
updated with the appropriate amount for the Final Payment.

If there is a payment amount shown under this period (as
shown in this example), wait for the requisition to integrate.

When the requisition has integrated an integration message will
appear along with the JDE Batch and Voucher numbers.

Submit the required forms per DASNY Policies and Procedures
to complete the process.

return to table of contents
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X PRIMAVERA [ Transmittal Queue | &1 Print | & search | ©
OSWGC-Building Improvements (9) {252010) Jul 17, 2008

Control Center > Pagment Requisitians Log >

Requisition B contract summary Boschedule afvalues Pcustomtields #Fissues & atiachments

# expand all = collapse all
Spelling g Requisition
Print Form &) ContracyP0* JOCS/2 Porches Existing Doorwa (99769-007)
Piint Preview [ To* Dormnitory Authority - State of N select
Update This Period PTR Conatruct
From onstruction
Steve Jordan select
Selectan action.. »] Geo
Period Ta* Julg. 2006
Application Number 00002
return to log
return to control center |, Statyg - <no BIC selected> # Mot Certfied
» Contract Summary top of page
» Requisiion Summary
“ Schedule of Values 58 top of page

Add Lump Sum | Add Unit Price | [More commands ] &

ltem Description of Work (B) Scheduled Previou|

Materials Presenty Completed and Store

Mumber (4) Value (C) Applications ( E) flored. Notin DarE (F) {0 Date,D+EFi(
& 000t General Fequirements  $4,591.42 $4,1322 $0.00 $45914
B 10020 Cancrete $624.30 7419 $0.00 48247
B Metals 4839479 47,5553 $0.00 $8.3047
& 00040 T $3,928 43 43,935 5 5000 49,0284
& 00050 Finishes 4575 $0.00 $6497
Grid Totals $24.380.83 $0.00 $24.308.68
i [ 0

, Approved Changes
# Custom Fields & top of page

Payment Type [F - Final Payment select.. xclear

Integration Message |Passed 11/03/05 ot 08:36

JDE Biatch # [issame
JDE Voucher # [igsars
JDE GL Date | [E2]
. lssues &7 top of page
» Attachments & top of page
l Save | l Cancel |
= T e Al o T T T

—
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M.07

Print a Requisition (the “AlA” form)

Payment requisitions must integrate and obtain Batch and
Voucher numbers before printing or emailing the form for
signature and processing. The exception is Retainage Reduction
requisitions, which do not integrate.

1. Open Payment Requisitions log.

2. Select the “Latest by Vendor” layout, click “Go”..\

SECTION M.07 — PRINT A REQUISITION

@ PRIMAVERA [ Transmittal Queue | 8111 print| & Search | @ [ Transmittal Queue | 8111 print| & Search | @
OSWGC-Building Improvements (9) (252010) Aug 2, 2007 5 (9) (252010) Aug 2, 2007
Control Center >
Payment Requisitions Loyout [LatestBy Convractor =] o | Layout [Latest By Contracior =] o |
Find # expand all ¢ collapse all Find # expand all ¢ collapse all
[ L g 1 s cew w0 2R les RS it S
— Pl Ervviro-Conirol Technologies [Contractor)
Print Report =1
Application Numbsr  Contract Period To Amount Certiad arcent Camplsta | Certied? Intagration Message JDE Batch# JDE Voucher #
Print Preview  [&
B o ouoo: Froject Air Monitoring far ACh (39179-036) My 9, 2007 $0.00 9% No  Passed 051407 ot 1404 1059676 221707 Select an action =] 6o |
i@l Midstate Construction, Inc. (Contractor)
Application Number  Contract Petiod To Amount Cextified Percent Complete. | Certfied? Integration Message JDE Batch# JDE Voucher#
Selectan adtion =] _co |
B - oo Penthouse Expansion Constuction (876231)  Jul 5. 2008 $0.00 0% Yes Selact an action =] co |
L PTR Construction (Contractor)
Application Numbsr  Contract Period To Amount Certifisd Percent Complste | Cerlied? Integration Message JDE Batch# JDE Voucher4,
return ta control center B - omoz JOCS/2 Porches Existing Doorwa (39763-007)  Jul 8 2005 $2.438.88 100% ves  Passed 11/03/05 at08:38 1535462 183375 gﬁ'ﬂ‘@zﬁ’“g”‘ Al oo |
B8 The Gordian Group. Inc. [Contractor) Print Preview
Application Number  Contract Period Ta Amount Certied Percent Complete | Cerfied? Integration Message JDE Batch # JDE Voucher | [aoetsoe IR
& - onoon Gordian Fesf? Porches Over Exi [102393-318)  Mar 4, 2005 423779 100% Yes  Passed 0303/05 at 1108 1418075 169932 Send o Con Revd 6o |
Send o Inb
B colley Moniis Architects, PC (Contractor) £ Mai Form
Application Number  Contract Period To  Amount Certified Parcant Completa | Certifisd? Integration Message JDE Batch# JDE Voucher§ [Update This Period
e Ceronn e wmpe e e oo W gizome o) Vet Baceac A2 w050 ez oo (oererste Fequiiion
& - omooa Addltional WA to Woolley Mar (116504-003) Jul 14, 2008 5000 2% = No | Passed 0771407 at12:14 1143987 264353 Advanced Pim__JEe| o |
Log Totals: $22.806.30
gl | i (I3
ol 5 <~
3. Locate the requisition you are working on.
4. Scroll to the right, you can see the integration message in the log.
M “ M ” M
5. Scroll to the far right column. Select “Advanced Print” from the drop-down list.
H “ ”
6. Click “Go”.
@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 259
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jaexpweb.dasny.org - Primavera - Microsoft Internet Explorer provided by NYS Dormitory Authority =[Ol x|

The Print window opens.

Print - Payment Requisitions help

Coniraciar's Pencil Capy Form (run from previous agplication) (_rg_02=)

EXPWIN Requisition Summary (11724104 jaw) (_rq_01_expwin)

LabeyMaterial Subtotals (this period & to date) (i_rq_03)
200 01

7. Select the “Requisition Summary” form FrR

® Faorms
© Repors

8. Click “Preview”. © Ouming Lot

Default Form: {_rg_01 pint_ & Pmiew@J E-Mail =) Save As | Close

9. Review the Application for Payment in the preview window.

. . « . » VENDORIDNQ. 133152224 / 104158  Rafael Vinoly Architects Pe APPLICATION NO: 4

CONTRACT HO.. 6246401 CITY COLLEGE-SCHOOL OF ARCH APPLICATION DATE: 46,

10 To prlnt the form’ CIICk the Prl nt bUtton - PROJECT NO. 145290 CONY-School of Architecture PERIOD TO: 3430,
APPLICATION FOR PAYMENT Certification of the Contractor | Consultant

. . “ ™ Iherelay certfy that the work performed and the materials supplied to date, &5 shown on i
1 1 TO emal I th e fo rm CI | Ck th e E mal I b u tto n 1. ORIGINAL CONTRACT SUM 15000000 =bove, represent the actual value of sccomplishment under the terms of the Contract (and
. y . authorized changes thereto) between the undersigned and DORMITORY ALTHORITY OF .

2. Het change by Change Orders $3.400.005.00  relating to the akove reterenced projsct

Valsa certify thet paymerts, less applicable retertion, have been made through the period ¢
by the previous payinents recelved from the Dormitory Authory, to (1) al my subcontract

. s
If the payment is correct and there are no error messages, o sy T OATE e e caty nave camaled i Fa i, S and Lol s, e
5. RETAINAGE: 3000 Social Security lavws and Unemployment Compensation Laws and Workmen's Compensatic

process the requisition per DASNY Policies & Procedures. T mnm CoN N T asacte P

(Line 4 less Line 5 Total)
By Date:

7.LESS PREVIOUS CERTIFICATES FOR PAYMENT e
(Line & from prior Certificate) $2,886.670.45

If you need to edit the requisition, allow an integration to run again I
before printing or emailing the form. ettt . bt e ta b Sl B

Tre the Stats af Clmmitsr of

o | V-
o y

12. Click “Close” when finished. [Erinerr I Z

3. CONTRACT SUM TO DATE (Lire 1+2) 43,589,995.00

return to table of contents
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M.08

Progress Payment Cheat Sheet

Steps to Processing a Progress Payment:

1. Print the Pencil Copy from the previous requisition, 5. Enter the Payment Lines using “Update This
send it to the contractor to fill out. Period”.

2. After you receive the contractor’s Pencil Copy and are Enter the Approval Dates in the Status section.
ready to enter the payment, create a new Payment

Requisition. Save and Close the Requisition.

« The latest requisition for the contract must be certified Wait one Integration Cycle.
before you create a new one. The certification
indicates that the requisition has been received,
reviewed and processed by Accounts Payable.

© ©® N ©

When the requisition passes integration and has a
new Batch and Voucher number, send it to the
contractor.

* To create a new requisition, locate the latest
requisition for the contract and use the “Generate
Requisition” command.

10.When you receive the signed and notarized
requisition from the contractor and their back up
documents, the DASNY PM should sign it and send
«  On the requisition wizard, edit the period to date and the package to Accounts Payable
make sure the 3 boxes are not checked.

11.The requisition will appear as “Certified” when AP
3. Ifthere is an Integration Message and Batch & Voucher receives the package and reviews the supporting

Number in the Custom Fields, delete them. They were documents.

copied over from the previous requisition. . . .
P P a Reduction of Retainage and Final Payments are

4. Wait one |ntegration Cyc|e for approved Change S“ghtly different; remember to refer to the User’'s Guide
Orders or Amendments to appear. If there are no when you are ready to process these.
approved changes then proceed to the next step.

@ 2007 Dormitary Autharity of the State of Hew Yark PAGE 261
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N.01

Budget Availability

The Project Budget is the total authorized project cost. It is not
the amount of Funding available for processing Commitments.
Budgets are only modified when the client authorizes a change in
the project scope, thus prompting a Budget Change.

The Original Budget is populated in Contract Manager (CM)
through the Automated Project Setup (APS) process. Any
changes to the original budget must be processed in CM.

Budget information is located in the Cost Worksheet.

Select the “Budget” layout from the drop-down menu. Click “Go”.

The Revised Budget column shows the current budget in each
cost code.

The Original Budget column shows the total original approved
budget for each cost code when the project was set up in CM.

The Approved Budget Revisions column shows the total of all
approved budget changes for each cost code.

The Pending Budget Revisions column shows the total of all
pending budget changes for each cost code.

return to table of contents
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SECTION N.01 - BUDGET AVAILABILITY

Cost Code
02

[l =

2R IR
2 122

=

[

Title

Land Acquisition
Design Consultants
Construction Consultants
Construction

Other Project Costs
Contingency

DASNY Labor

Furn & Equip (Excl Art)
Fine Art

» NOT COSTED NOT COSTED

$0.00
$5.000.00
40,00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$58,900.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Original Budget | Approved Budget Revisions Revised Budget Pending Budget Revisions

$0.00
$5.000.00
$0.00
$56,900.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
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N.02

SECTION N.02 - BUDGET INCREASE / DECREASE

Budget Increase or Budget Decrease

Cﬁ PRIMAVERA
| SICRFC-New Staten Island Courthouse (149100}

Changes to the project Budget are entered in Change

Management.

1. Open the Change Management log (it is located in the

Contract Information folder).

Add Document Ij

2. Click

A new Change Management document will open.

3. Click “Collapse All”
4. Enter atitle in the “Title” field.

5. Expand the “Budget” section.

) Start Final Ph
6. Scroll down and click ar e T hase

Control Center »

Change Management

P Find

il Budget Changes [Change Group)

MNumber Title
B » coa34

Add Document

- - COrVErsion
Print Preview [ &

ISeIectan action... *| Go

% PRIMAVERA
‘ SICRFC-New Staten Island Courthouse (149100)

[ Transmittal Queue | E1T] Print| Q Search | @

May 14, 2009

@ 2007 Dormitary Autharity of the State of Hew Yark
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Tille (TBucgetinrease
Selectan action. =] _Go Estimated Cast Quoted Cost
Budgeted $0.00 5000 $0.00 3000
Cornnitte! $0.00 $0.00 $0.00 $0.00

 Ietum to control :ilel

+ log out

Contral Center > Change Management Log >
Change Management

Spelling ag|  Change Management

Print Form S

C0333

ey 13,2008 [

Mumber*

Print Preview & Dated

Negatiated Cast Final Cast

» Status - <no BIC selected> #
Cooo)
e Budget (BUDGET)

Disputed {Claim) r
Collectad into Change Number

& retum to log

Estimated (N/4)

+ expand all ' =

Heustomfiolds #issuss P atachments B contract summary

Projected Cast

collapse all

~

$0.00
$0.00

$0.00
«this phase is not applicable>

Amaunt
Time Change (days)

Document Date

2. Request for Propasal (FCO)

$0.00

Start Quoted Phase

Armournt
Time Change (days)
Document Date

= 3 Notice to Proceed {COR)

$0.00

Start Negatiated Phase

Armnount
Time Change (days)

Document Date

4. Final Change Order (C0)
cunt $0.00

Document Date

- Budget Contract Summary

» Commitments

» Remarks
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(E PRIMAVERA [ Transmittal Queve | 81T print | & search | @
A new Change document will open. Boner Bcroite Besonios: P
Change Document 12 atiachments
7. Click “collapse all”. U g Dosument 7
Print Preview  [&) Contract* Budget (BUDGET)
8. If the budget change requires internal DASNY review ooy oty - Stete oT Y .
and approval, expand the “Status” section. [Eemeomocion = co| Dortitry Authotty - State of NY
Mot Applicable select.
9. Click the “select...” link next to the Ball in Court. ittt Chnas e P

return to log Title [Budgetincrease Date May 13, 2009
to control center T ch
ime Change
Total Cost $0.00 (days) 0

~ Status - [Jot Applicable # New liem
Dormitory Authority - State of NY
Sellin Cour Mot Applicable select
Priority Normal -
Status /2 Select Contacts - Microsoft Internet Explorer provi-~ 'L, - ¥S Dormitory Authol =1 ill
Approved? | Select Contacts help
Organize by: © Contact @ Company —
. . | Search Add Company
The Select Contact window will open.
Contacts Sorted by first name | Son by last name
Al ABCDEFGHIJKLMNOPQRSTUNYWXY Z Other
10. Select the DASNY contact responsible for reviewing and a2 {Allson Bravn)
1 select > AJE-4 Design Professional/Subconsult (To Be Determined) 5dd cortact..
apprOVIng the bUdget Change select  » Ace American Insurance Co. (Claims Department) sdd cortack..
sdect - Albany Times Union a company of Hear () add cortact..
. . sdect » Albany Times Union a company of the () add cortact..
The Select Contact window will close after you select the contact. e, ALLCONTRACTORS (Al Cotractors)
seleet & Allstate Indemnity Co. (Claims Department) add cortact
seleet  » American Casualty Co. of Reading, PA (Claims Department) add contact
select  » American Guarantee & Liability Co. {Claims Departrment) add contact
12345678910 Next >>
Cancel
Jia|
T ” . 1 . ERT ittal Q BT print| @, search | @
11. Expand the “Line Iltems” section. b PRIMAVERA rrerT —
Control Center > Change Orders Log > Fieturn to Change b anagement Blsummary Eschedule M custom ,‘E%S Bissues
Change Document aftachments
12 CI k Add Lump Sum # expand all 2 collapse all
. Ic Spelling g T aye) ) =l
Print Form | > Status - NotApplicable # New fiem
» Summary 2 top of page

- Line ems
Add Lump Sum | Add Unit Price Copy from Contract

Selectan action.. =| co '
ﬁty

i Units of Measure Description Amount (§) et Amount Tax Riate Sales Tax

return to Change
Management
1eturn to log

1eturn to control center q| _,|
» Details
» Schedule = top of page
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The Lump Sum window will open.

13. Enter a brief Description for the document.

14. In the “Lump Amount” field, enter the amount of the budget
increase. For a budget decrease, enter a negative number
(example “-500000.00”). Do not use any symbols or
punctuation other than the minus sign or decimal point.

Add Multiple Cost Codes

15. In the “Costing” section, click

The Add Multiple Cost Codes window will open.

16. Select all the cost codes you will be using.

17. Click Ll

The Select Cost Code window will close and the cost codes will be
added to the list.

18. Enter the amount of the budget change for each cost code.

The total amount entered in all the cost codes must equal the
amount entered in the “Lump Amount” field before proceeding.

If the NOT COSTED line is visible then the total of the cost codes
do not equal the Lump Sum amount.

19. Scroll to the bottom of the Lump Sum window and click
Save &k Close

@ 2007 Dormitary Autharity of the State of Hew Yark
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SECTION N.02 - BUDGET INCREASE / DECREASE

/2 Lump Sum - Microsoft Internet Explorer provided by NY5 Dormitory Authori _|o x|
Lump Sum help
Spelling g Heustomtields  eBrosting Fisouss & atachments
Change Unit
Type Lurp Sum =
Line ftem Ma, 00001
Deseription
Brief D g
rier be =l
Lump Amount (§)
TaxRate
Seles Tax (3)
Line ftem Total (3] 0.00

Material Name [

Material Title [
Activity ID
» Custom Fields o4 top of page
top of page

Com )y

Remove Zero Yalues

Cost Code

Add Multiple Cost Endesl

Distributed

7 add Multiple Cost ( ades - Microsoft Internet Bxplorer provided by NYS Dormits =171 x|
Add Multiple Cost Codes heio
/ lssues #7 Soach
Cost Codes 4 by cost code | So by tite
All 0123456789 Other
seect 02 {Land Acquisifion)
sslect 03 (Design Consultants)
04 (Construction Consultants)
06 (Construction)
smlect 0 (Other Project Costs)
08 (Contingenicy)
miect 00 (Labor Fees)
- — st 71 (Fum & Equip (Excl Art))
gty
Deseription
Selected Cost Codes snssect 3
Brief Descripti ... wcosmen consuare
wrzelezs 05 (Construction)
Lurnp Arnount ($) 0000000 o 03 (Comtngency)
Tex Rate 0.00000
( Save Y o
Sales Tex($) 0.0 | -
Line ltem Total ($) 5,000,00(
WMaterial Mame [ select. xdesr
Material Title [
top of page
# Costing =R top of page
Add I Add Multiple Cost Co
CostCode ~  Tifle A Distibued
03 select. Cortingency 100000000 i baance  remave
05 select. Constuction 400000000 i balnce  remave
» lssues &7 1op of page
» Attachments & tap of page
Goncel
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The Lump Sum window will close. 3 PRIMAVERA B Transmittal uene | 8111 rint | & Search| ©
Contral Center > Change Orders Log
Cr:angte>Documenl> Boustombields BFiseues B atiachments B contract summary
« expand all = collapse all
Spelling Apg] Change Document
Print Form =] Type* Change Document
Print Preview &, Contract™ Budget (BUDGET)
T Dorrnitory Authority - State of NY
Not Applicable select
Seloct an action_x] & | From Darmnitory Authority - State of NY
Torm .
Wot Applicable select.
MNumber* 00002
retuin to log
« . » . return lo contiol center Title [Budigetincrease Dale ey 13, 2008
20. Expand the “Details” section. N 55.900.000.00 s e
. .pe . . “ . . ” £ » Status - Mot Applicable # Mew llem
21. Enter ajustification in the “Description” field. .
» Summary top of page
» Line ltems
3 ” H ,
22. In the “Reason for Change Order” field, choose the ooy rom Contact_|
. #  Lineltem No. Quantity Units of Measure Description Amount ($ Met Amount TaxPRate Sales Tax
appropriate Budget Change type from the drop-down g oo S Somiom oo 40
menu.
Grid Totals: 0.00 $5.000.000.00 $0./
. | |
» Details
Description

23. Expand the “Attachments” section. Attach the client _
request for the increase and any other supporting l

’F‘FUdNDI:\IG CHATDGES”‘*
documents. ing razeDecr .
Spec Section
For additional information on file attachments, refer to e Desin Development ,& =
Section C.04 of the Non-Financial User’s Guide. Frevious Change e Al
ff‘”ﬁge""?"”’hﬂse b e stanars agi= Info Changa Number
| Reason for Change Document ::;t;c:;g;rugramChangg j)
CECAEER f ; meSpondentlogMumber | |
24. Scroll down to the bottom of the page and click + schedule B tan ot asss
/ Custom Fields /&5 top of page
Save |
to save your work. tssues & ton ol paae
+ Attachments & ) top of page
Attach File Attach URL
Obtain required approvals per DASNY Policies and ‘ fieq Locaim Flesize Date Aleched  Atached By
Procedures to complete the process.
Once approvals have been received, refer to Section J.03 for
instructions to obtain the JDE CR#. L see | | s |
return to table of contents
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N.03

SECTION N.03 - BUDGET REALLOCATION

Budget Reallocation

% PRIMAVERA
+ log out | SICRFC-New Staten Island Courthouse (149100}

Changes to the project Budget are entered in Change
Management.

1. Open the Change Management log (it is located in the

Contract Information folder).

Add Document Ij

2. Click

A new Change Management document will open.

3. Click “Collapse All”.
4. Enter atitle in the “Title” field.

5. Expand the “Budget” section.

6. Scroll down and click

Start Final Phasze —

Control Center »

Change Management

P Find

il Budget Changes [Change Group)

MNumber Title
@ o 20434 corversion

Add Document

Print Preview [ &

ISeIectan action... *| Go

[3 Transmittal Oueue | &1T1 print | & search | @

+ |og out ‘ SICRFC-New Staten Island Courthouse (149100)

LControl Center » Change Management Log »
Change Management

Speling ]  Change Management
Print Form &) Nurnber = o333
Frint Preview  [3) Dated May 13,2009 [
Tite (Toudaet Pecliocation )
Selectan action.. ¥]_to P Estimated Cast Quoted Cost Negotisted Cast Final Cast
udgeted $0.00 $0.00 $0.00 $0.00
Commitiect $0.00 $0.00 $0.00 $0.00
° retumn to log , Status - <no BIC selected> ¢
2 retuin to control center (_
- Budget )
—TE Budget [BUDGET)
Disputed (Claim) -

Collected into Change Number

Estimated (N/A&)

o customfields #7jssuss @ otachments B contract summary

# expand all {f' = collapse all

May 14, 2009

~

Projected Cast
$0.00
$0.00

Amount $0.00
Time Change (days) <this phase is not applicable>

Document Date

2. Request for Proposal (FCO)

Amount $0.00
Time Change (days) Start Quoted Phase
Docurnent Date

—* 3 Notice to Proceed [COR)

Amaunt $0.00
Start Negotiated Phase

Time Change (days)

Document Date

4. Final Change Order (CO

@ 2007 Dormitary Autharity of the State of Hew Yark
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Document Date

» Budget Contract Summary
» Commitments

» Remarks
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A new Change document will open. B

PRIMAVERA B Transmittal Queue | &1T print | & Search | @
‘ SICRFC-New Staten Island Courthouse (149100)
H “ ” Contrel Center > Change Diders Log > © Betum to Change Mansgement Bigymmay Eschecule MAcustomfields & issues
7. CIICk COI I apse al I - Change Document attachments
% espand all & gollapse all
“ ” H Spelling L' Change Document =
8. Expand the “Status” section. e R Chenge Doeument
Print Preview [ Contract* Budget (BUDGET)

select

9. Click the “select...” link next to the Ball in Court. \ - el "

electan action... =

= From* Dorrnitory Authority - State of N
Mot Applicable celedt

00002

[Bucget Reallocation Dete ey 13,2009 | [

» return to Change
Management

» return to log Title
# [etuin o control center

Time Changs:
Total Cost $000 [doys) 1]
lAppIi:ab\E + New hem

Dormitory Authority - State of NY
Not Applicable

i . Piiority [Nomal =]
The Select Contact window will open. St

Ballin Court

/2 Select Contacts - Microsoft Internet Explorer pre- *_. uy NY5 Dormitery Authorit: I8 =53]
Approved? Select Contacts help E
. . - N sl & [
10. Select the DASNY contact responsible for reviewing and peeey CConiedt Scomesy
apprOVIng the bUdget reallocatlon ' Contacts Sorted by first name | Sort by lastname
Al ABCDEFGHIJKLMHNOPQRSTUYW XY Z Cther
The Select Contact window will close and the Ball in Court e > (Allson Brown)
1 seleet > AJE-4 Design ProfessionaliSubconsutt (To Be Determined) add contact...
WI” be Changed select  » Ace American Insurance Co. (Claims Department) add cortact
select  » Albany Times Union a comparty of Hear () ad contact
select  » Albany Times Union a compary of the () add contact
select  » ALL CONTRACTORS (Al Contractors) add contact.
sleet  » Allstate Indemnity Co. (Claims Department) add contact...
seleel  » American Casualty Co. of Reading, PA (Claims Department) add contact.,
select  » American Guarantee & Liability Co. (Claims Department) add contact.,
12345678910 [Next 5>
Cancel
=
PRIMAVERA [ Transmittal Queue | E1T] Print| & Search | @
| SICRFC-New Staten Island Courthouse (149100) May 14, 2009
Conliol Cener > Change Oiders Log » o Betun o Change Management Boummary Sechedue M customfields P issues
Change Document atachments
. #expand all < collapse all
Spelling [ (d=ys) -
PrintForm  &| » Status - NotApplicable # Newltem
1 H ” - N .
11. Expand the “Line Iltems” section. it Prview (3] . Summary =1 ton.of o
" Line ems
| Add Lump Sum Add Unit Price Copy from Contract |
. Add Lump Sum seectanocion. ] e UntsofMeqsure  Desciipion  Amount()  MstAmount — TexPete  SelesTox
12. Click .
% teturn to Change
Management
® return to log
% return to control center a _,I
» Details
» Schedule & ton of page
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The Lump Sum WIndOW Wl” Open /2 Lump Sum - Microsoft Internet Explorer provided by NYS Dormitory Authority ;lglil
Lump Sum help
Spelling g Poustomtieds sBoosing Fissues & atachments
Change Unit
Type Lump Surm ¥
13. Enter a Description for the document. =——
Description
> | Brief Description j]
Lurnp Amount (5] o 0000
. o Plote Err—
. o . . . Add Multiple Cost Codes o
14. In the “Costing” section, click P . f‘:j;i‘:jm o
Material Name [ selsct.  xgsar
Material Title [
Acthity 1D —

» Custom Fields o4

The Add Multiple Cost Codes window will open.

. . — £ — - it
15. Select all the cost codes you will be using. oot U [ i Cost Codes e
I Seach
. SEW'E 2;“(_10:3335453_769 ther e
16. Click —I ) Issues & et 02 {Land Acquisition)
i e g e g ] select 03 {Design Consultants)
Line fern Mo, = [ ——- gg;;:;;xg:;g:f""s""ﬂ"'ﬂ
et 06 [Cfher Froject Costs)
| i ety
The Select Cost Code window will close and the cost codes will be |Brief Description ==t
H Lurnp Amaunt (8] 0.00 clpeted Cost Codes et
added to the list. o " : o
. ) Seles Tex (3) 0.00 ﬁ ;a(mz;;jct:zzh e
17. Enter the amount you are adding or removing from each cost LnetenTaas) 000 st 08 Cortgency)
Material Name
COd e. Material Title [ @ = =
civity D [
The total amount entered in all the cost codes must equal
$0 before proceeding. If the “NOT COSTED” line is visible 7 Costng o oot e

Add | Add Multiple

the total does not equal 0. ComCase -~ Tue

04 select Construction Consultants

400.000.00

. . 05 select.  Constuction [ 300000000
18. Scroll to the bottom of the Lump Sum window and click 0 selew Comingency [
Sa?e & EIDSE | v Issues ﬂ top of page
. » Attachments & top of page

Save & Close | Save & Add Another Cancel | b
( . =l
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The Lump Sum window will close.

[5 Iransmittal Queue | &I print | A Search | ©
T

& PRIMAVERA

LControl Center > Chanae Orders Log >
Change Document

Eustom fields #Fissues @ attachments B contract summeary

« expand all = collapse all

Spelling ag]  Change Document
Print Form & Type* Change Docurnent
Piint Preview  [& Confract* Budget (BUDGET)
Tor Dormitory Authority - State of NY
Not Applicable select
Selectan acion.. 7] _to | o Dormitory Authority - State of NY
Not Applicable select
Mumber* 00002
1eturn to log
return to control center Title IEudgew Reallocation Date ey 13, 2009 [G2]
Total Cost $5.000.000.00 Time Change 1y

(days)

» Status - Mot Applicable #® Mewlte=m

+ Summary B top of page
# Line htems
“ H ” . Add Lump Sum Add Unit Price Copy from Contract |
19 Expand the Detalls SeCtIOn. # Line tern Mo Quantity Units of Measure Description Amount ($ et Amount TaxRate Sales Tax
@ oooot $5.000,000.00 0.00000 $0.
20. Enter a justification in the “Description” field. \
21. In the “Reason for Change Order” field, choose e : St —
“Budget Reallocation” from the drop-down menu. \ o }
Erter a justfication for =]
the budget change here.
\Q “FUNDING CHANGES™
Funding IncreasefDecr
Eunding Fieallocation - =l
22. Scroll down to the bottom of the page and click N T P
Saye Cost Category I Pending
Adrministrative T
—I to save your work. e Do ~Cronge Orers~ r e
Previous Change Allauwrance - Allocation
hManagement Phase Allowance - Closeout
. I i:fﬁf:"ﬁ”‘“y”a‘gs dactcd Inio Change Nurmber
‘ Fieason for Change Document | Budget Reallocation =l
[T L T | REsEtndent Log Murnber l—
+ Schedule = top of page
+ Custom Fields &8 1op of page
Obtain required approvals per DASNY Policies and * tesues 47 top ot pane
+ Attachments & 1op of page

Procedures to complete the process.

Once approvals have been received, refer to Section J.03 for
instructions to obtain the JDE CR#.
return to table of contents
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APPENDIX IV

Integration with J. D. Edwards

APPENDIX IV

All financial documents entered in Contract Manager integrate
with DASNY’s J. D. Edwards financial system. When an
integration cycle occurs, data entered in Contract Manager is
imported into J. D. Edwards, a record is created (or edited) in JDE
and a JDE CR# is generated, then the CR# and an integration
message is imported back into Contract Manager.

When a financial document is created or edited in Contract
Manager an integration cycle must occur before printing the
associated form(s).

Please note that it can take up to 45 minutes to see the CR# if
there are a lot of documents integrating in a cycle.

return to table of contents
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Expedition

Minute After the Hour

IDE

The following integrations run hourly between 4:00am and 8:00pm, 7 days a week, in the listed sequence:

AAAAAAL

Request for Future Commitments

Construction Change (Quoted/Negotiated) Requests

Construction Change (Final) Requests
Budget/Funding Change Requests
Amendment Change Requests
Payment Requisitions

Change Request Log Dates

<
bl

Add CO to Payment Requisition
Add Amendment to Payment Requisition

A

A

A

{

{

:01
:02
:03
04
:05
06

07
08
:09
:10
:11
:12
:13

End of hourly integrations

8:35 pm

8:40 pm
8:45 pm

9:00 pm
9:01 pm
9:02 pm
9:03 pm

Unapproved JOC/Term Contracts
Approved JOC/Term Contracts
Unapproved Contracts.

Approved Contracts

Chg. Ord/Amendment Approval
Budget/Funding Approval

YYYYYYY

Payment Requistion Certification

Purchase Orders

Actual Cost (with Commitments)
Actual Cost (w/o Commitments)

Project Initiation

Cost Codes

Create Budget Contract
Create Funding Contract
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APPENDIX V

Integration Error Messages

Error Message

Failed 1-Invalid Project No.

Failed 2-Invalid Project Type

Failed 3-Invalid Post Edit Cde

Failed 4-Descp Cannot be Blank

Failed 5-Contract is Closed

Failed 6-Contract Not Approved

Failed 7-Chg Amt Cannot be <0

Failed 8-Invalid Account No.

Detailed Error Description

Project Number received from Primavera does not exist in JDE

Business Unit "Type" is not "PJ" in JDE

The transaction cannot integrate to JD Edwards because the Posting Edit
Code of the project/job (controls the ability to enter financial transactions in
JDE) is set to "N".

The document title/description field in Primavera cannot be blank.

Within JDE, this contract record is closed ("Y" Indicator filled in closed field
on Contract Entry screen). Financial transactions cannot be processed
against closed contracts.

The error message indicates that the Contract record in Contract Manager
has not been approved. Payment Requisitions cannot integrate to JDE until
the contract record in Contract Manager is marked as Approved, which
occurs by an integration after the JDE contract record has been passed
through budget edit II.

A Future Commitment cannot have a value entered that is less than zero
dollars.

The budget category referenced in the costing section of the Primavera
document does not have a matching value in JD Edwards.

@ 2007 Dormitary Autharity of the State of Hew Yark
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Corrective Action to be Taken by Project Staff

Call CTG Help Desk (518-257-3700)

Call CTG Help Desk (518-257-3700)

Call CTG Help Desk (518-257-3700)

Add a description/title to the Primavera document.

Call CTG Help Desk (518-257-3700)

Verify that the contract has been processed/approved by the Contracts Unit.
The Contract record in Contract Manager has a Status of Approved and
also will indicate a Contract Type. Contracts must have a type of OS, O1,
OT, or OJ (contract type cannot begin with a "Z"). Contracts are often not
approved immediately after the Schedule of Values has been approved by
the Claims Analyst due to various issues, including insurance related delays
and funding problems.

If the intent of the transaction is to cutback a contract, a change order (for
construction contracts) or an amendment (for all other contract types,
including JOCS contracts) must be entered in the Change Management
module. The document should be declined.

Call CTG Help Desk (518-257-3700)
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Error Message

Failed 9-CR not found in JDE

Failed 10-CR Statnot APor 1

Failed 11-Grp/Type/CCd Invalid

Failed 12-Not an Int. Proj

Failed 13-Invalid Chg to a CR

Failed 14-Invalid Vendor
PAGE 280

Detailed Error Description

The integration is attempting to update a change request from an Pimavera
document but is unable to locate the change request in JDE.

The error message indicates that an attempt has been made to
update/change a change request in JDE that is already in a Committed or
Declined status. Changes can only be made to change requests that have
a status of Anticipated (A), Pending (P), or for funding transactions, 1
(anticipated funding change).

The message indicates that an incorrect combination of a Change Reason
Code (i.e. Design Omissions, Field Conditions, or Amendment (Any Type)),
Contract Type (OS for Construction Contract, O1 for Professional Services
Contract, OT for Term Consultant Contract, or OJ for JOCS Contract),
and/or Budget Category has been entered on the Change Management
record.

The message indicates that the project is not currently classified as an
integrated project. There is a field in the JDE Job Master record that needs
to be populated with a "Y" in order for integration between JDE and
Primavera to occur.

Invalid change to the Group/Type combination-Amt cannot be less than or
equal to zero

Vendor/Contract Number Combination invalid in JDE Contract Header

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

Corrective Action to be Taken by Project Staff

Call CTG Help Desk (518-257-3700)

Change requests in a committed or declined status cannot be changed. If
changes are needed a new Primavera transaction would need to be
created, resulting in a new change request being created in JDE.

Verify that a valid combination of the required information are being
referenced on the change document. For a Construction Contract the
budget category has to be 05 (Construction) and one of the available
change reasons must be selected from the Reason for Change dropdown
found on the Details section of the change document. A change document
for a Professional Service Contract, Term Consultant Contract, or JOCS
Work Order must reference the Change Reason of Amendment (Any Type).
The budget category referenced on change documents for Professional
Service and Term Contracts will depend on how the contract was distributed
in JDE. Valid budget categories for these contract types are typically 03
(Design Consultants), 04 (Construction Consultants), or 06 (Other Project
Cost). Amendments to JOC Work Orders should always be costed to
budget category 05 (Construction). This error message will also occur if the
contract you are attempting to write the change document to has not been
approved in the Contract Manager system.

Call CTG Help Desk (518-257-3700)

Call CTG Help Desk (518-257-3700)

Call CTG Help Desk (518-257-3700)
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Error Message

Failed 15-Invalid Decline Flag

Failed 16-A/P Batch Not Found

Failed 17-A/P Batch not Pending

Failed 18-Error in Group-Line:

Failed 19-Btch/Vcher Mismatch

Failed 20-Invalid Job Type

Detailed Error Description

If a decline flag is set on a Future Commitment that has not yet gone
through integration - or - the decline flag has been filled with something
other than "Y"

The batch and voucher that is associated to the payment requisition cannot
be located in JDE.

This message is displayed when a Payment Requisition attempts to
integrate to JDE after the Payment Requisition Batch has been approved by
Accounts Payable. Once a batch has been approved in JDE no further
changes can be integrated from Primavera to JDE. The requisition should
be updated as Certified, thus restricting further integration attempts, during
a subsequent round of integrations.

This error can occur in Change Management, most likely on a Funding
Reallocation or Funding Decrease, or in Payment Requisitions. If the error
occurs in Change Management the message indicates that you may be
attempting to reallocate more money from a Budget Category than is
actually available. If the error message is displayed on a Payment
Requisition line the message indicates that while the particular line has no
problems, another line in the same group is failing - so the requisition is
failing as a whole.

This error message indicates that the batch and voucher referenced on the
payment requisition do not correspond to a valid batch/voucher combination
in JDE. This should not happen due to a Parent key safe guard built into
the integration.

This error message would occur in the Payment Requisitions module when
a payment line is being Direct Funded to a specific funding source in JD
Edwards and that funding source does not have the proper settings
established (i.e.. funding source must have be a business unit of "JB" and
posting edit code equal to "K").
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Corrective Action to be Taken by Project Staff

If the Future Commitment has not yet gone through integration, it can be
deleted altogether in Primavera - If there was no intent to decline, then clear
the decline field - else, call CTG Help Desk.

Call CTG Help Desk (518-257-3700)

Call CTG Help Desk (518-257-3700)

Need to verify that the amount of funding that is being decreased or
reallocated is available on the specific budget categories involved. 1) The
most common reason for this error message is that the JSI screen is being
used to determine how much funding is available on a budget category but
the JSI screen does not display the exact value of funding remaining because
the screen does not display pennies. The value displayed on the JSI screen
in the BREM column is rounded up or down based on the exact value of the
funding on a budget category. When the integration attempts to remove
funding from a budget category the system is comparing actual funding
available, down to the cent, with the value entered on the Line ltem in the
Contract Manager Change Document. If the Contract Manager transaction is
attempting to remove more funding (even $0.01 more) than what is available
the transaction fails integration. 2) The amount of funding currently available
equals the Revised Funding minus the Revised Commitment from the Cost
Worksheet.

Call CTG Help Desk (518-257-3700)

Call CTG Help Desk (518-257-3700)

PAGE 281



APPENDIX V

Error Message

Failed 21-Invalid Fund Source

Failed 22-Insuff Amt to Re-all

Failed 23-Cred Pmt on Orig SOV

Failed 24-Credit must be Paid
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Detailed Error Description

This error message would occur in the Payment Requisitions module when
a payment line references an invalid funding source (a funding source that
is not associated to the project) in the JDE_Funding_Source field, found in
the custom field section of each payment line.

This error message indicates that a funding reallocation is attempting to
reallocate more funds than are currently available from a budget category.

The error message indicates that a negative value has been entered in the
"This Period" field for a line item that has a positive Schedule of Value.

The error message indicates that a credit(s) change order/amendment is on
the payment requisition but is not being fully paid at this time.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

Corrective Action to be Taken by Project Staff

Call CTG Help Desk (518-257-3700)

Need to verify that the amount of funding that is being decreased or
reallocated is available on the specific budget categories involved. The
most common reason for this error message is that the JSI screen is being
used to determine how much funding is available on a budget category but
the JSI screen does not display the exact value of funding remaining
because the screen does not display pennies. The value displayed on the
JSI screen in the BREM column is rounded up or down based on the exact
value of the funding on a budget category. When the integration attempts to
remove funding from a budget category the system is comparing actual
funding available, down to the cent, with the value entered on the Line Item
in the Primavera Change Document. If the Primavera transaction is
attempting to remove more funding (even $0.01 more) than what is
available the transaction fails integration.

The "This Period" value needs to be changed to either a positive value or $0
since a negative "This Period" value will not successfully integrate. If the
intent of the negative "This Period" value is to issue a credit against the line
item a credit change order needs to be created and processed to handle the
credit. This scenario can also occur when a lower "% Complete" value is
entered for a line item than was previously reported. The "% Complete"
should be adjusted back to the previous value or increased. This
percentage should never be less than reported on previous requisitions.

The "This Period" amount for new credits are billed automatically by
Contract Manager at the time the credit change document is placed on the
payment requisition by the integration - do not attempt to clear the credit
amount(s) being billed. Refer to Section M.05 on page 255 for the steps
required to process a credit.
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Error Message

Failed 25-Total Pay Req <0

Failed 26-Added via Manual Get

Failed 27-No-Retainage <> 0

Detailed Error Description

The error message indicates that the total value of all the lines being billed
this period is less than $0. The net total of any Payment Requisition cannot
be a negative amount (unless the credit is to be taken against retainage,
which requires prior approval).

A change order or amendment was added to the payment requisition
incorrectly. Change orders/amendments must be allowed to integrate onto
payment requisitions. When a payment requisition is created and Contract
Manager identifies approved change documents for the contract there is a
checkbox labeled "Uncheck this Option!!!". This checkbox should always be
unchecked by the user creating the requisition. If left checked change
documents will be placed on the requisition in an incorrect manner and
payments will not be allowed against these payment lines.

The amounts being billed "This Period" for all lines that have a "N"
populated in the "No Retainage Flag" field do not net to $0. This most likely
indicates that a credit change order needs to be offset with positive payment
lines or that a credit was handled on a previous requisition and the "No
Retainage Flag" field needs to cleared.

@ 2007 Dormitary Autharity of the State of Hew Yark
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Corrective Action to be Taken by Project Staff

Adjust/correct "This Period" billed amounts accordingly so the net of the
amounts being billed on the requisition are greater than or equal to $0. If
there is a credit on the requisition the credit value needs to be exactly offset
by positive "This Period" amounts on the line items the credit should be
applied to. The lines that are to be used as offsetting lines (the "This
Period" amount of these offsetting lines must exactly offset the credit
value) need to have the "No Retainage Flag" field set value set to "N" for
each line. This field is found within Custom Fields for each Payment Line.
Payment line detail can be accessed by clicking the edit icon to the left of
the Payment Line number (i.e. 00010, 00020, etc). Scrolling down to the
Custom Fields section of the Payment Line detail you will find the "No
Retainage Flag" field.

Need to identify which pay lines were brought onto the requisition
incorrectly. Payment lines associated to change orders have line numbers
that begin with the letter "C" (original contract lines are purely numeric, for
example 00010 or 00020). If you print or preview the Payment Requisition
detail page you will see a field labeled JDE CO #. All payment lines that
represent change orders (or amendments) should have the corresponding
JD Edwards change order number populated in the JDE CO# field. Change
Order payment lines (those lines with line numbers beginning with "C") that
do not have a JDE CO # value are associated to change orders that have
been brought onto the requisition incorrectly. These lines can be deleted
from the payment requisitions. The change order/amendments also need to
be deleted from the Approved Changes section of the Payment Requisition.
Please call CTG Help Desk (518-257-3700) for assistance.

Check to see if any credit change orders have integrated onto the requisition
this period. If there are credits on the requisition the credit amount must be
exactly offset by billing positive "This Period" amounts on other payment
lines. The lines that are being billed to offset the credit must be opened in
the detail mode (click on the edit icon to the left of the line number to open a
payment line in detail mode) and have a "N" populated in the "No Retainage
Flag" field. The total amount being billed for all lines that have a "N" in the
"No Retainage Flag" field must net to $0. If the total of these lines do not
net to $0 the requisition will fail integration.
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Error Message

Failed 27-No-Retainage <> 0

Failed 28-Invalid No-Retainage

Failed 29-Exp SOV <> JDE TPB

Failed 30-Re-al does not net 0
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Detailed Error Description

CONTINUED

A value other than "N" or "X" (for processing a credit against retainage,
which requires pre-approval) has been entered in the "No Retainage Flag"
field of a payment line.

The total value of the Schedule of Value lines, within the Contract Manager
Payment Requisition, does not equal the total contract value in JDE. Most
common cause is that the payment requisition integration took place before
approved change orders/amendments were brought on to the newly-
generated payment requisition in Contract Manager (Approved Dates
entered in the Status section before the change order integration took
place).

Funding reallocation should always net to $0. This error message indicates
that the funding reallocation does not net to $0 and needs to be adjusted.

DASNY CONTRACT MANAGER USERS’ GUIDE — FINANCIALS

Corrective Action to be Taken by Project Staff

The other scenario that can produce the Failed 27-No-Retainage <>0 error
message is when a credit was processed on a previous requisition. The "N"
that is populated in the "No Retainage Flag" field on the lines that were used
to offset the credit are not automatically removed. Be sure to clear any "N"
codes that may have been on a previous pay requisition. One way to easily
identify pay lines that have a "N" in the "No Retainage Flag" field is to go to
the Schedule of Values section of the payment requisition and scroll to the
right so that you can see the column heading for the "No Retainage Flag"
column. Scroll down to find the lines that have a "N" in them and then
remove any unnecessary "N" values.

Review the "No Retainage Flag" field within the Schedule of Values and
correct/remove incorrect values.

Review the Approved Changes within the Contract Summary and the Net
Change within the Requisition Summary section of the payment. If these
amounts are different the most likely cause is that an approved change
order/amendment needs to integrate onto the requsition. To allow this to
occur remove the Approved Dates from the Payment Requisition's Status
section in Contract Manager and wait for the next hourly integration cycle to
complete. Once the new change orders/amendments have been brought on
to the payment requisition, then replace the certification dates to trigger a
new integration. There are also more detailed instructions available in the
Frequently Asked Questions (FAQ) section of the Construction Home Page
on DASNY's intranet. Another reason for this error message would be if a
change order/amendment has been brought onto the integration more than
once. Please contact the CTG Help Desk at (518) 257-3700 for assistance.

Open the change document and go to the Line Items section. Open the line
items and make sure the Lump Amount field is $0. Then scroll down to the
Costing section of the Line Item and make sure that the transaction is fully
costed (a NOT COSTED line should not be displayed).
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Error Message

Failed 32-Inv CM Type for Cont

Failed 33-CSI Spec# Required

Failed 35-Invalid Cost Distrib

Failed 36-Amount Less Than 0

Failed 37-To-Vendor Convention

Failed 38-Invalid Contract No.

Detailed Error Description

JDE Change Types are tied to JDE Contract Types - Change Type "A", can
only be used in conjunction with Contract Type O1 (or C1); Change Type
"W" can only be used in conjunction with Contract Type "0J"; Change Type
"T" can only be used in conjunction with Contract Type "OT"; and Change
Type "C" can only be used in conjunction with Contract Type OS (or CS).

A CSI Specification section is required when entering a change order to a
construction contract. This message indicates that a CSI Spec section was
not selected when the integration occurred and attempted to update JD
Edwards.

The incorrect combination of Cost Type and Cost Category were selected
when the Future Commitment was created. Future Commitments must
always be entered with a Cost Category of "Commitment" and Cost Type of
"Estimated".

Future Commitments cannot be entered for an amount less than zero.

Within the Custom Fields tab, the value entered in the "To Vendor" field
must begin with either "C-" or "A/", in accordance with DASNY's naming
convention.

The contract number entered in the "Multi-Project Term Contract #" field in
Custom Fields for the Future Commitment is not correct or has not been
entered.
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Corrective Action to be Taken by Project Staff

Make the needed adjustments to the Change Management Type. If the
contract number is incorrect, the entry will need to be declined and re-entered
(the contract number field cannot be changed).

Open the change document and select a CSI Spec No. from the "Spec
Section" drop-down box located in the Details section of the change
document. After the Spec Section has been selected, clear the Failed
integration message and save the document.

The values for these fields cannot be changed. The Future Commitment
should be declined by checking the "Declined" checkbox at the bottom of the
Custom Fields section of the Future Commitment. A new Future
Commitment will need to be entered reflecting the proper values for the Cost
Category and Cost Type fields.

Make sure that the Line Item value was entered correctly. If a negative
amount was entered inadvertently, change the value to a positive value and
allow the Future Commitment to integrate again. If the intent of the
transaction is to cut back a Term Contract Work Authorization or JOC's Work
Order, an amendment must be created in the Change Management module.

Correct "To Vendor" entry utilizing valid naming convention guidelines. If "To
Vendor" begins with a "C-", then the corresponding JDE Change Group/Type
must equal "BBID" or "WTER"; if "To Vendor" begins with "A/", then the
Change Group/Type must equal "TTER", "PRFP", or "ARFP".

When a Future Commitment is being entered to establish a new Term
Contract Work Authorization or for the purpose of creating a change
order/amendment to a Construction or Professional Service contract that
exists on a different project (requires exemptions), the Term Contract Number
must be entered in the "Multi-Project Term Contract #" field in Custom Fields.
Term Contract Numbers can be found on the Term Consultant list posting on
DASNY's intranet under the Construction Department page.
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Error Message

Failed 39-Cannot Chg Cost Code

Failed 40-Invalid Payment Type

Failed 41-Bud Cat <> Contract

Failed 42-Contract Not Approvd

Failed 44-A/RFP not Valid
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Detailed Error Description

Attempting to change the cost code on a change order to be different from
the original contract.

The Payment Type (S-Standard, R-Reduction of Retainage, or F-Final
Payment) selected in Custom Fields is incorrect.

The Budget Category selected for an Amendment or Change Order does
not match the original Contract.

The contract selected in Change Management has not yet been fully
approved (has not yet passed Budget Edit 2 in JDE) - Change
Orders/Amendments cannot be processed until this contract is fully
approved.

The Contract for which this Future Commitment has been entered, already
exists on this project. Contract Group/Type "A/RFP" can only be used when
the contract doesn't already exist on a given project.
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Corrective Action to be Taken by Project Staff

Insure cost code matches the budget category on the original contract. The
transaction may have to be declined if it has been entered against the
wrong cost code. A new transaction should be entered (resulting in a new
change request number) referencing the correct cost code (budget
category).

The most common type of requisition is a Standard (or blank payment type)
requisition. Standard requisitions must integrate in order to be printed/e-
mailed successfully. Reduction of Retainage payments do not integrate and
CANNOT have any payment lines being billed this period. If any lines have
a "This Period" amount being billed, a Reduction of Retainage Payment
requisition will fail integration. Reduction of Retainage and Final Payment
type requisitions are intended primarily for Construction or JOCS contracts
not Professional Service or Term Consultant contracts. There is a space on
the Payment Requisition summary page where Consultants can sign to
designate the payment as being a Final Payment.

Correct the Budget Category within the Cost Distribution Screen. The
transaction may have to be declined if it has been entered against the
wrong cost code. A new transaction should be entered (resulting in a new
change request number) referencing the correct cost code (budget
category).

Once the Contract is fully approved the change document will need to be
edited in some way in order for the integration to recognize the transaction
and attempt to integrate it again. The suggested method for triggering the
integration is to open the change document in edit mode and delete the
existing Integration Message found in Custom Fields and then save the
document. The document should integrate during the next round of hourly
integrations.

The entry can be declined and then go to the Change Management module
and enter an "Amendment" to the existing contract per DASNY Procedures
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Error Message

Failed 45-Neg Pmt on Pos Line

Failed 46-Inv ChgGrp for Contr

Failed 47-To Ven. already used.

Failed 49-Key Contact is TBD

Failed 50-Invalid Period-to

Detailed Error Description

A negative value has been entered in the This Period column on the
payment requisition for a line that has a positive (>=0 line) schedule of
values.

The Change Group/Change Type is not valid for the type of contract
(O1=Professional Services, OS=Construction, 0J=JOCS, OT=Term) being
referenced in the transaction..

The Future Commitment references a To Vendor on the Custom Fields tab
that has already been assigned to a different contract number not
associated to the company in JDE.

This error message indicates that you need to add a key contact to the
company record in Contract Manager. Before a contract can be created in
Contract Manager a contact person must be referenced in the company file
associated to the contract.

This message will appear during the Payment Requisition Integration if the
Period-To date is greater than 32 days from the integration date.
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Corrective Action to be Taken by Project Staff

Remove the negative value from the This Period field for the payment line in
question. If using Percentage Complete to bill a line increase the Percentage
Complete to equal or be greater than the Percentage Complete on the
previous requisition. If the intent of the negative value was to issue a credit
against the contract then a change management record should be created to
process the credit.

Change the Change Group/Type referenced on the transaction. For a list and
definitions of valid Change Groups/Type please refer to the FAQ page under
the Construction section of the Intranet or contact the CTG Help Desk (518-
257-3700).

The To Vendor on the Custom Fields tab must be changed to another valid
(existing in the Companies Directory) value.

Add the key contact to the X-XXX company identified in the error message so
the unapproved contract can be brought onto the project. The unapproved
contract cannot be brought onto the project until the key contact has been
added to the company. Do not update the information on the TBD contact in
the company. A new contact must be added to the company and the key
contact field should be selected on the new contact.

To do so you need to go to the Company directory (open Project Information
then Companies). Open the company record and click on the Add button
under the Contacts sections. You should add as much contact information as
you know (name, address, phone numbers, e-mail address, etc) but some
information is required. (Please note that if the contact you are adding has or
will have access to Primavera it is extremely important to validate the initials
you are entering into Primavera. Please contact the CTG Help Desk to find
out the proper initials to use.)

The requisition may be have to be deleted by CTG staff or, if the Period To
date will soon be within the 32-day window, the requisition can remain in the
system so the requisition can attempt to integrate again. If the decision is
made that the requisition must be deleted call CTG Help Desk (518-257-
3700).
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Error Message

Failed 51-Reason Code is Blank

Failed 52-Waiting Client Apprv

Failed 53-Needs Approval

Failed 54-Multi Uncertified Recs

Exist

Failed 55-Insurance has Expired

Failed 56- Line Item Description

cannot be Blank

Failed 57-Bid Date is Required

Failed - No To Vendor in Project
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Detailed Error Description

This message will appear if the change reason code has not been
populated on a change management document

This message indicates that the appropriate approval has not been
received to process the Change Management request - Specific to the
HHC program

This message indicates that the appropriate approval has not been
received to process the budget request

There is more than one requisition which has not be certified

The insurance for the contractor/consulant has expired or is due to expire

This message indicates that the description of the line items has not been
populated

The Bid Date has not been populated within the Custom Fields section of
the Future Commitment

The To Vendor referenced in the document may have been awarded to
another firm already.
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Corrective Action to be Taken by Project Staff

The change reason code will have to be updated within the individual
change management document. The integration message should be
cleared as well.

Request/ await approval from the appropriate parties

Request/ await approval from the appropriate parties

Call CTG Help Desk (518-257-3700)

Contact appropriate party within Risk Management & Safety regarding the
expired insurance

Open the change document and go to the Line Items section. Open the
Line Items and update the description

Edit the Future Commitment and select a date for the Bid Date field within
the Custom Fields section of the document

Need to reference a different To Vendor on the Future Commitment.

Check the Company directory on the project to see which Company records
are being used (look at the Placeholder field, ie C-101 or A/E-1) or to
identify the correct Company record to enter on the Future Commitment.
Update the Future Commitment to reference the proper company
abbreviation. Call CTG Help Desk (518-257-3700) with questions.
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APPENDIX VI

Placeholder Naming Conventions

Following is a list of Placeholder abbreviations and their corresponding roles:

Value:

Used For:

Consultants:

A/E-O
C-107, C-207, C-307, etc.
A/E-1, AJE-2, AJE-3, etc.

A/E-1a, A/E-2a, A/E-3a, etc.

Project Architect of Record

Construction Manager Consultants

Other Consultants
Sub-consultants

Contractors:

C-101, C-201, C-301, etc.
C-102, C-202, C-302, etc.
C-103, C-203, C-303, etc.
C-104, C-204, C-304, etc.
C-105, C-106, C-108, etc.
C-205, C-206, C-208, etc.
C-109, C-110, C-111, etc
C-209, C-210, C-211, etc.

General Contractors
Electrical Contractors
HVAC Contractors
Plumbing Contractors
Other Prime Contractors
Other Prime Contractors
Other Prime Contractors
Other Prime Contractors

Subcontractors:

C-101A, C-101B, etc.
C-102A, C-102B, etc.

Subcontractors to C-101
Subcontractors to C-102
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APPENDIX VII

Report Prompt Criteria

Many reports in Contract Manager contain filters that allow you to
customize the data shown in the report. Common filters ask for
status, companies or dates. An RFI report that filters for
contractor, for example, will produce a report that only includes
RFIs from the contractor or contractors typed into the filter.

If a “Report Criteria” window appears when printing or previewing
a report, that report contains such a filter.

Leaving a prompt field blank is like entering a wildcard. The report
will run the report and include all data. If a value is entered in the

prompt field, the report will only include data associated with the
value entered.

Date Prompts

1. Single Date Prompt:
When a report prompts for a single date, this window will appear:

Click the calendar icon to pick a date from a

APPENDIX VII

] http://daexpweb.dasny.org - Report €

Report Criteria

Column:  Feceived From

Criteria: |
Or: I

oK |

Cancel

a

WI_I_I_I_I_|D Inkernet

calendar. The calendar picker will open. 3 Colendar - MY IR
Use the arrows to scroll through the months < Augus »

and years and click on a date to select it.

You can also type in a date but it must be
typed in the following format: mm/dd/yyyy
(such as 12/03/2007). It will then convert to
the format shown.

= today * clear cancel

Click “OK” to run the report.
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Report Criteria
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Cancel
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2. Date Range Prompt:

Some reports filter for a date range. These reports will only
include documents that were created within the range of dates
specified in the report criteria. Reports with this type of filter look
like this:

Date range prompts work differently than single date prompts.

In the start date field type in “>=" (omit quotes). Then click the
calendar icon and pick the start date from the picker (or type in the
date in mm/dd/yyy format).

In the end date field type in “<=" (omit quotes). Then click the
calendar icon and pick the start date from the picker (or type in the
date in mm/dd/yyy format).

The Report Criteria for date range should look like this:
otart Date End Date
[>=duns 2006 [E [¢=dul14, 2008 [E

Click “OK” to run the report.

A series of criteria may also be entered using the "Or" fields.
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Column:
Criteriz:
Or

Report Criteria

I
=
&
=
@
=
=
=
=
I

0K

3 Report Criteria - Microsoft Internet Explorer provid

I
I
I
=
@
I =
=
I
I =
I

Cancel |

=lolx|
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Data Prompts

Following are lists of report criteria types and the data that can
be used for each type. The data must be entered in its entirety
as displayed in the following tables.

1. Contract Type

Enter To Retrieve

ARFP ARFP - Multi-Project P/S Contract

BBID BBID - Construction Contract

CBID CBID - Multi-Project Const. Contract

PPO PPO - Purchase Order (Placeholder)
PRFP PRFP - Professional Services Contract
TTER TTER - Term Contract Work Authorization
WTER WTER - JOC Work Order

2. Inspection Type

Enter the entire text shown:
Architect Quality Issue Report
Architect Site Visit Report

CM Site Inspection Report

CM Safety Inspection Report
DASNY PM Site Inspection Report
DASNY PM Safety Inspection Report
Punchlist

QA Unit Field Trip Report

Safety Consultant Inspection
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3. Reason Code (Change Management)

APPENDIX VII

| Enter | To Retrieve
*Procurement**
| AMD | AMD - Amendment (Any Type)
**Budget/Funding**
BUD BUD - Project Funding Increase/Decrease
REA REA - Reallocation
**Change Orders**
ALT ALT - Add/Deduct Alternates
BAC BAC - Back Charge
BND BND - Bond/Insurance Cost
CLA CLA - Claim Settlements
CLO CLO - Close Out Contracts
COM COM - Completion Contract
COR COR - Coordination
DE DE - Design Errors
DO DO - Design Omission
EMR EMR - Emergency Work Order
FLD FLD - Field Condition
INF INF - Information Change
INS INS - Insurance Settlement Funded
MAT MAT - Material Substitution
OFS OFS - Offsite Storage
PRG PRG - Program Change
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4, Status
Enter: To Retrieve:
AAN AAN - Approved as Noted

ANR ANR - Approved Noted Resubmit
AOK AOK - All Correct

APP AAP - Approved

CLO CLO - Closed

DIS DIS - Disapproved

FAC FAC - Furnish As Corrected
INFO INFO - For Information Only
NA NA - Not Applicable

NEW NEW - New Item

NM NM - Not Made

OLD OLD - Old Business

OPN OPN - Open

ouT OUT - Outstanding Item
PEND PEND - Approval Pending
PREL PREL - Preliminary Approval
PRO PRO - Proceed

RAR RAR - Revise and Resubmit
REV REV - Reviewed

REJ REJ - Rejected

UNS UNS - UnSubmitted

VOID VOID
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5. Place Holder

The placeholder values can be found in your project's Company
Directory.

Open the Company log and switch to the “By Role” view. The
placeholder value of each company is indicated in the left column.

6. Contractor, Ball-in-Court
When a report filters for “Contractor” or “Ball-in-Court” the value is
either the “placeholder” or the “JDE Vendor ID”, both of which can be

found in your project’'s Company Directory.

Open the Company log and switch to the “By Role” view. Both the
placeholder and the JDE Vendor ID can be seen in this view.

return to table of contents
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