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projects@BU Login

projects@BU Login Page (Internal Users Only)

For Boston University employees, you will need to log into projects@BU using your Kerberos Username
and Password.

1. Navigate to the URL: https://bu.pmweb.com/PMWeb
2. Click on the link stating, “If you are a member of the BU Community click here to use your
BU login credentials (Kerberos).

®
:
Py Use

Enter your username

& T

Login

Forgot Your Password?

Remember Me ()

Members of the
BU Community
to use your BU login credentials
(Kerberos)

3.  You will see a standard Boston University Login Screen

Login

{ BU login name

password

You have asked to login to bu.pmweb.com
4. Enter your BU Username and Password
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5. Click the “Continue” button.
Note: projects@BU has a timeout feature on the site. If you have not SAVED any

information in projects@BU for two (2) hours, the system will automatically log you out,

though you will not notice this until you try and click on something.

6. Once you have been auto logged out you will be returned to the default projects@BU login

page. To return to the KERBEROS page, simply refresh your browser window.

projects@BU Login Page (External Users Only)

For non-Boston University employees, you will need to log into projects@BU using your case-sensitive
email address and password provided to you in the welcome email.

Logging into projects@BU (PMWeb)

1. Navigate to the URL: https://bu.pmweb.com/pmweb
2. Onthe left-hand side of the page, locate the User Login Section.

Enter your username

G Password

Login

User login box indicated
3. Enter your email address into the “User” box, and the password provided to you in the
“Password” box.
4. Click the “Login” button.

Updating your Password in projects@BU (PMWeb)

Follow these steps to update your password from the default (external users only).

1. Inthe left-hand menu of the page click the Profile icon.
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2.

3.

ASSET MANAGEME...

WORKFLOW

PORTFOLIO

TOOLBOX

PROFILE

RECENT

In the Login section of that page enter “pmweb2” as your Old Password (1) then a new

password twice in the New Password (2) and Confirm Password (3) boxes.

BERE® O

Last Login 09-07-2021 11:34:00 AM
Last Name b
Email* jsmith@bu.edu

Click the “Save & Exit” D
home page.
PROFILE - JS - Jonathan Smith

B[Ele ©

button at the top of the page to return to the projects@BU
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projects@BU General Navigation and Tips

projects@BU Home Page

The Home page is visible both when you first log in to projects@BU or click the PMWeb button. Simply
click the PMWeb Logo and you will be brought back to the Controls or last visited Tab. The menu bar
contains the eight modules that make up projects@BU (Planning, Engineering Forms, Cost Management,
Scheduling, Asset Management, Workflow, Portfolio, and Toolbox). Below these are the Profile, Recent
records, and Exit buttons.

Controls

'WORKFLOW INBOX
Kpn @ [T+]
EEEEEEEEEEEEEE

$  costanacevent [ Save Layout | Load Dofaut Layout_ Dismiss Selected Reminders
== scuebuume ' — - - - -
[ asser manacewme.. o cecords to display

CRIRL
v
]
& rootsox
2 erorue
9D recenr
@ ear

projects@BU Home page

The Profile pop up menu allows quick access to update your Event Reminders, pin reports to your home
page, and adjust your general options.

BE® O i
«
@
@D
projects@BU Profile
One option that is recommended is that you turn on “Prompt to Save when Navigating Away From

Records.”

OPTIONS

English

I Prompt to Save When Navigating Away From Records

Open With Menu Collapsed

acp|

Advanced Grid Filters

Prompt option indicated
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Turning this option on sets it so that the system reminds you to save if you attempt to leave a page that
you have been updating without saving first.

Controls Tab

Upon Login, the Controls tab is the first you see. It contains a list of Workflows and Notifications that
need your attention.

< PM eb (6) Controls

Controls Tab and other Home Tabs

Workflow Inbox

The Workflow Inbox contains records that are waiting for your review or approval. To immediately access
the record, click the grey hyperlink in the Record field.

WORKFLOW INBOX S < = ¥

Record Project Requests - 01052 Project/Location 595 COMMONWEALTH AVENUE Due 10-13-2021
Description Demonstration Request Progress Step 3 of 5

Instructions This request has been sent to you for review
and approval. Should you require additional
information, you can comment and select
“return request” to the submitter. If you
would like to deny the request, select “reject
request” so the request is not able to
proceed or be edited. Should you have any
questions, please do not hesitate to contact
me. Thank you.

‘ A

» 4«0 0

H"’l AGE SIZE

Workflow Inbox
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General Terms and Navigation

General Terms

This guide makes use of several terms that are defined here to help with understanding the processes

that follow.

Term Definition

Module Modules are the major sections in projects@BU, in the main menu on the left hand
side. For example Planning, Engineering Forms, and Portfolio are all Modules in
projects@BU.

Record A Record Type is a section of one of the modules. For instance in the Planning

Type Module, Initiatives and Estimates are both Record Types

Record A record is a single instance of a record type within projects@BU. For instance in the
Planning Module, a record would be an individual Estimate.

General System Elements

projects@BU’s page design incorporates several common elements. This guide refers to them to help
Users navigate through the various tasks and pages in the system.

General Navigation

Main Menu

The Main Menu is on the left of every page in projects@BU, it is divided into the Module
Sections, Personal Controls, Recent Locations, and Exit Button. When you click on a Module, a
box pops out over your current view with the listing of the Record types. Clicking one of these
names navigates to the record in the system.

RFls CUSTOM FORMS

‘9~ PLANNING

Online Submittals Monthly Project Update

Submittal Items Permit Summary

Submittal Sets
COST MANAGEMENT Meeting Minutes
Drawing Lists
SCHEDULING

Drawing Sets
ASSET MANAGEME... Punch Lists

Transmittals
WORKFLOW

Correspondence

Document Manager
PORTFOLIO

TOOLBOX

PROFILE

RECENT
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Main Menu
Header Bar

The Header bar is at the top of every Record Type or Record page. The buttons available change
depending on if you are on a Record Type or individual Record page.

@ (Portfolio) > Portfolio > Records > PROJECTS

Drag a column header and drop it here to group by that column

fJ ) Programs |'A‘.l’ lvl Projects |‘Al,' | v| “AL' l v| U, Fﬂq

Header for the project record list.
e  Breadcrumb Bar — This shows a breadcrumb list of locations in projects@BU showing
your location in the system.
Ex: (Portfolio) > Portfolio > Records > PROJECTS — this indicates that this image was
taken on the main Projects page.
e The list header contains several common features:

o Recent D — Click this button to bring up a list of your recently accessed records
for this record type. For example if you are viewing the Project list, clicking this
button will bring up a list of the recently accessed Projects.

o Programs — This is a drop-down list of all the Programs (Academic or Business
Units). Selecting one filters the list of Records by that Program.

o Projects — This is a dropdown of all Projects in projects@BU that you have access
to. Selecting a Project in this list filters the list by that Project.

o +—_Click this button to add a new instance of that record (Estimate, Schedule,
Project Request).

Note: Depending on your access level to that record you may not see the add
button.

o Refresh — Click this button to refresh the list of Records, and display newly created
records in the list.

o Layouts — See the “Sorting and Filtering” section of the Guide for a description of
the use of this button.

Record Header Bar

: E 9 |00556 - 120ASH Demonstration Proje| '| [EJ C;j H| =

Example Record Header bar from the Project Module
The Record header bars have several common features, as well as record-specific options.

e Listview -~ —Click this button to return to the list view.

e Recent Records ‘3 — Click this button to bring up a list of your recently accessed records
for this record type. For example, if you are viewing the Project list, clicking this button will
bring up a list of the recently accessed Projects.

e Record selector — This is a list of all Records of this type that you have access to. You can
quickly select a record from this list.

Note: Clicking the down arrow next to this button shows a small menu that also contains the
Copy command.

=

e New - Click this icon to create a new record.

e Save — Click this icon to save the current record.
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Note 1: Creation functionality is not always available for all records, and is based on your
access level to the system.
Note 2: Clicking the arrow next to this button brings up a sub-menu that allows you to copy
the record.

e Delete — Click this icon to delete the record.
Note: Deletion functionality is not always available for all records, and is based on your
access level to the system.

e Link Schedule — This button is Disabled

—
v

e  Print — Click the arrow next to this button , then click “Bl Reporting” from the drop
down to run a report on this record type.

e Generate — The down arrow next to this button opens a list of connected record types you
can generate from the basic record type if you have permission, for example a Project from a
Project Request
Note: This button is not available on all record types.

projects@BU Basics

projects@BU is made up of multiple modules, each with individual tools that will be explained in the
sections of the User Guide. The instructions below apply to all modules, and will help you with general
navigation of the site.

Selecting and Editing Fields

In order to modify any of the lists of fields in the various modules throughout projects@BU, you
must first select the lines that you wish to modify. Selecting these lines can be done in several
ways.

Clicking and Editing
(Recommended for editing Individual Fields)

1. Click the line that you wish to edit.

7 Edit

SPEC. uom DATA NOTES.

internal Project Executive

Project Manager

Designer

Extermal stakeholders Planner - Permitting and Master Planning

2. Click the “Edit” button at the top of the list to begin editing the line, or double click the line.

SPEC

3. The line will turn yellow and the data fields can now be edited.

[2) Update Records  (®) Cancel

Internal Stakeholders Project Executive

Project Manager [-] |

4. Enter your changes into the line.

[2) update Records () Cancel

Project Executive

Internal Stakeholders

Project Manager Jonathan Smith (Boston University) [~]

5. Click the “Update Records” button once you are complete.
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|2 Update Records | (%) cancel

Internal Stakeholders Project Executive

Project Manager [Jonathan Smith (Beston University) |v|

Double-Clicking

(Recommended for editing Individual Fields)

Double click the line that you wish to edit.
Enter your changes into the line.
Click the Update Records button once you are complete.

Shift/Control-Clicking

(Recommended for editing multiple fields at once)

1.
2.

3.
4.

Click the first line that you want to edit.

Either:
e Hold shift and click the last in the set of lines that you want to edit.
e Hold Control and click each line that you want to edit.

Click the “Edit” button, and enter your changes into the line.

Click the “Update Records” button once you are complete.

Drag-Selecting

(Recommended for editing multiple fields at once)

1.

2.
3.

Left-click and drag your mouse over the whole section of lines that you wish to select, and
then release the mouse button. (The lines you have selected will be highlighted in dark
grey.)

4 Edit

SPEC uomMm DATA

Project Executive

Project Manager
Designer

Planner - Permitting and Master Planning
OPM
QA QC

Click the “Edit” button, and enter your changes into the line.
Click the “Update Records” button once you are complete.
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Table Options in projects@BU

Every Table and List in projects@BU can be easily sorted, filtered, and grouped by any of the columns of
that table. Once a desired sorting is achieved, users can then save their “Layouts” in the system so that
they do not need to re-do the sorting process upon each login.

Attention: If you sort or filter columns after ordering they will revert back to the original order. To keep
your column order you must first save your current column order by creating a “layout” (see Creating a
Custom Table Layout in projects@BU)

Sorting, Filtering, Grouping and Reordering Tables in projects@BU

Tables in projects@BU can be sorted or filtered by any column in the table. Users are also able to adjust
the order of the columns that appear in each table to better fit their needs.

Ordering Columns

To order any Column in projects@BU click and drag the name of the column, to another position
in the table. You can tell where the column will “land” by the two light grey boxes at the top and
bottom of the column border. (see screenshot below).

Note: Sorting or filtering will reset your column order back to the current “Default.” Which is
whatever layout your currently have selected. To keep your column order, you must first save
your

Sorting

To sort by any Column in projects@BU click the name at the top of the Column, and the column
will sort alphabetically. To sort by reverse alphabetical order, click the name again and the order

will reverse.
PROJECT

PROJECT NAME & RECORD # { STATUS ’ PROGRAM ‘
120ASH - CPO Reorgani 1036 8) Frozen Informatics & Strat
120ASH - Testing Projec 00557 3) Active Testing Program
120ASH Demonstration 00556 3) Active Testing Program
120ASH Jason Review P 00558 2) Assigned Testing Program
Current Level 1 - 2 Proji 00001
Current Level 3 - 5 Proj 00002
Demonstration Project 00559 Testing Program
Tyler Testing Project 00560 2) Assigned Testing Program
4

MA[IP N erceseeeo [

Projects sorted alphabetically by Column Name.
Filtering

You can filter by any Column in projects@BU by first clicking the icon just below the name of any
column, and then clicking your filtering method, for example Contains, Does Not Contain, or
Equal To.
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PROJECT

PROJECT NAME RECORD # STATUS

[ = I = IT
NoFilter H

Current Level 1 - Contains

Gusrent Lovelis DoesNotContain

120ASH - CPO Re Startswith

120ASH - Testing Endswith
120ASH Demonstr| EqualTo
120ASH Jason Re NotEqualTo
Demonstration Pr GreaterThan
Tyler Testing Proje LessThan

s GreaterThanOrEqualTo

K| m P LessThanOrEqualTo

Between i

NotBetween
ISsEmpty
NotIsEmpty
IsNull
NotlisNull

Filtering method
Once the filtering method has been selected, enter the criteria you want to filter on into the box,
and press enter. The List will then update filtered by the criteria you chose.

PROJECT

PROJECT NAME RECORD # STATUS PROGRAM
demo = || = || = || =
120ASH Demonstration 00556 3) Active Testing Program
Demonstration Project 00559 Testing Program

4

7 4; M  PAGE SIZE 20 [ ]

Projects filtered by names that Contain the word “New”.
Grouping Tables in projects@BU

Follow these steps to Group the Tables in projects@BU.

1. Click and drag the Header of the Column, the name at the top, which you want to group your
table by up to the white bar at the top of the table, where it says “Drag a column header and
drop it here to group by that column.”

Note: Make sure that your pointer is in the white bar at the top for the group to be
created.

here to group by that column

|v| Projects E

PROJECT
PROJECT NAME RECORD # STATUS PROGRAM

demo = | = = =
120ASH Demonstration| 00558 3) Active Testing Program
Demonstration Project | 00559 Testing Program

4

l 4@) M Pace SIZE

Table view showing the grouping bar at the top.
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2. Once you have dragged the header to the bar, the system will automatically group the table
by that column. If you want to undo the grouping you can then drag the Column name back
off the grouping bar and it will reset.

Note: You can group by multiple columns at once, and they will be grouped in the order
of columns that you chose.

Project Status =«
9 Programs

*All* [ v I Projects  [*all*

PROJECT

PROJECT NAME RECORD # STATUS PROGRAM

Project Status:
Current Level 1 - 2 Proj{ 00001

Current Level 3 - 5 Proj 00002

Demonstration Project
Project Status: 2) Assigned
120ASH Jason Review P 00558 2) Assigned Testing Program

Testing Program

Tyler Testing Project 00560 Testing Program New Constructiol
Project Status: 3) Active

120ASH - Testing Projec 00557

2) Assigned

3) Active

Renovation/Rene

Testing Program

120ASH Demonstration 00556 3) Active Testing Program Renovation/Rene

4  Project Status: 8) Frozen
. 120ASH - CPO Reorgani 1036 8) Frozen Informatics & Strat Renovation/Rene!

] (E) M PAGE SIZE

List of Estimates in projects@BU grouped by Estimate Status.
Creating a Custom Table Layout in projects@BU

Once you have sorted and filtered a table, you can then save that setup as a Layout in
projects@BU, by clicking the “Layouts” button on the top of the table.

1. Click the “Layouts” button.
Project Status =

) programs [ [] eroiects [ar ] e [ ‘ o=

PROJECT PROJECT
PROJECT NAME RECORD # STATUS PROGRAM TYPE CATEGORY MANAGER PROGRAM WBS

) Project Status:

Current Level 1 - 2 Proji 00001

Gurrent Level 3 - 5 Proj 00002

Demonstration Project | 00559 Testing Program

Project Status: 2) Assigned

120ASH Jason Review 4 00558 | 2) Assigned ‘ Testing Frogram ‘ ‘ 99 - John Smith ‘

Tyler Testing Project | 00560 2) Assigned Testing Program | New Constructior Athletic 91 - Tyler Malone.
Project Status: 3) Active
120ASH - Testing Pruje4 00557 | 3) Active ‘ Testing Program | Rsnu\mtiun/Rene{ Office/Tenant Fit«{ 06 - Colleen Mc4

120ASH Demonstration 00556 3) Active Testing Program | Renovation/Reney Office/Tenant Fit{ 99 - John smith
Project Status: 8) Frozen
120ASH - CPO Reorgani 1026 8) Frozen Informatics & Strat| Renovation/Reney Office/Tenant Fit: 24 - Lisa Hynes

K ‘|I|) M FAGES\ZE

Layouts button indicated
2. Inthe list that appears, click the “Save As” button.

~
s

/ -- System Default --
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Save as button
3. Inthe “New Layout” window that appears, enter the name of your layout, and click the
“Save and Exit” button.

NEW LAYOUT % - O x

B ®

Layout Name |My Custom Layout

“Save and Exit” button
Note: The new layout that you created is now set as the “Default” layout, to change your
default layout, click on the “Layouts” button and click a different layout.

Exporting the Current Layout to Excel

After you have created your new Layout (or using the system default), you can export it to Excel, using the
“Export to Excel” button at the top of the list page.

G) (Portfolio) > Portfolio > Records > PROJECT REQUESTS

Drag a column header and drop it here to group by that column

+ | ¢ = [g]

LOCATION LOCATION ID RECORD # DESCRIPTION

This functionality can be accessed by:

1. Navigate to any record type that you have access to.
2. Ensure that the filters on the record are set correctly for the data set you want to export or
remove all filters to export all records of that type you have access to.
Note: Running a full export of all records you have access to will take some time to export.
3. Click the “Excel” button above the column names to start the export process.
Note: Please do not navigate anywhere else in PMWeb until after the export has completed.
Clicking on any record or record type while the export is working may cause unexpected
behavior in the system.

Creating Notes on Records in projects@BU

All records in projects@BU have a Notes tab that allow users in the system to attach notes.

Creating a Note

1. From any record in projects@BU click the Notes tab.
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b wam SPECIFICATIONS was users | I

Drag a column header and drap it here to group by that column

A edt 4Add [l Delete & Refresh BB Layouts

DESCRIPTIO REATED B REATED DA DITED B DITED

[ =l = = [ = =

No records to display.

2. Click the “+ Add” button at the top of the table.

Drag a column header and drop it here to group by that column

DESCRIPTION CREATED BY CREATED DATE EDITED BY EDITED DATE

No records to display.

3. A box will open with the current date and your username automatically populated.
4. Inthe Description field enter a title for your note.

B Lk ®

Item 1
Description IDemonstration Note I

5. Type your note into the word box below.
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NOTES - 1- NOTE 1

[]
B |B] ®
Item ‘ ‘I‘ Created By ‘QUABS—J'sm[th@bu.edu ‘ | 09*07*202T‘
Description [pemonstration Note | edited gy 20489 jsmith@bu.edu | 09-07-2021]
T - ["work Sans” -] [12px 1BIUSEEZEE A-4&- &

This is a sample note!

# Design |FH HTML @ Preview

6. Click the “Save and exit” button at the top of the window.

7. To preview a Note that was already created click on the note in the list, and a preview of the
note will appear in the box to the right.

1 3 MAIN SPECIFICATIONS wBsS USERS
Drag a column header and drop it here to group by that column
/edit  4Add [ Delete ¥ Refresh B8 Layouts [Miledezisampleingtel
ITEM DESCRIPTION CREATED BY CREATED DATE EDITED BY EDITED DATE
1 Not 20489 - i 09-07-2021 20489 - jsmith@bL 09-07-2021

Previously created note with preview

Document Manager

projects@BU’s Document Manager tool acts as a central repository for all Documents for each Project.
The Document Manager allows easy sharing of documents amongst the entire Project Team. (Note:
Larger CAD files cannot be uploaded to the Document Manager.)

The template Projects in projects@BU have a folder structure that is passed down to all Projects created
using those templates. This allows for a consistent folder structure and ease of locating any Documents.
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All project documents should be loaded/saved into the document manager, and then attached to the
record. This allows for ease of searching, visibility, and reporting. Attaching a document directly to a
record does not meet this need.

Uploading to the Document Manager

8. Inthe Main Menu navigate to Engineering Forms > Document Manager.

<PM./eb

RFlis

PLANNING
Online Submittals

Submittal tems

Submittal Sets
COST MANAGEMENT Meeting Minutes
Drawing Lists
SCHEDULING

Drawing Sets
ASSET MANAGEME... Punch Lists

Transmittals
WORKFLOW

Correspondence

Document Manager

PORTFOLIO

TOOLBOX

Engineering Forms > Document Manager
9. When you open the Document Manager it will open to the last Project that you were looking
at.
Note: This view will default to the top level of the document manager if it is your first
time viewing it, and the tree will show all Projects that you have access to. You can limit
the tree view by following the instructions in step 10 C below.

+ ~dd | D Latest versions (D Detaile  BEcard view [ Layouts

ACTICN  NAME DESCRIPTION BOCKMARK o SUBSCRIBE

0 Administrative

- Current Level 3 - 5 Project Template (Don't

12 Existing Gonditions
GDPC Additional Space - 22
03 Permitting and Public Approvals
04 Dasign

05 FFE

06 Constructien _Implementation

gy vYIIY

07 close Out

00000000
d3d3ad303a03030%

GOPC Space Optians 5 1 () s GOPC Space Optlans 5 1 (%)

v

Crop files here or click the Add button

Document Manager > Overview
10. From here there are five different ways to access the Documents for your Projects.
To find a Project that already has files attached to it:
A. List Search
i. Click the List Button to bring up the Document Manager file list.
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DOCUMENT MANAGER > Projects > 00001 - Current Level 1 - 2 Project Template (Don't Delete) >

®
EERE

+ Add | (1) Latest Versions (1) Details = List Wiew

e
% sort

Folders

[ Level1-2 Standard Folder Structure

List Button Indicated
ii. Inthe “Project” Column of the file list, type in the name of your Project and hit enter.

(® DOCUMENT MANAGER >

Drag a column header and drop it here to group by that column
O 9N

ROOT FOLDER

~

R ‘All Folders

Show Files In

PROJECT NAME FOLDER NAME

RECORD #

DESCRIPTION

|
Shared Shared Folders Project Team Meetings 1 2018-08-23 Collaboration - Proji
Shared Shared Folders Project Team Meetings a [ 2018-08-28 Collaboration Meeti
Shared Shared Folders Project Team Meetings 3 2018-08-28 Collaboration Meeti
Shared Shared Folders Project Team Meetings 4 | 2018-09-04 Collaboration Meeti
Shared Shared Folders Project Team Meetings 5 [ 2018-09-11 Collaboration - Reca

Project Column Indicated
iii. Click Project name in the list to open up the top-level file in the Project Document
Manager.
B. Project List
i. Click “DOCUMENT MANAGER” at the top of the page.

DOCUMENT MANAGER > Projects > 00001 - Current Level 1 - 2 Project Template (Don't |

=4 Add | (I Latest Versions () Details =" List View & cort

Folders

ii. Double-click the “Projects” Folder. A listing of all the Projects you have
access to will appear.

DOCUMENT MANAGER >

2D W

NAME
O [0 vrocaTions
[0 [0 PROJECTS]
O [ sHARED

Double-click the name of the Project, the double click the “Level 1-2” or
“Level 3-5 Standard Folder Structure” file to open the top level of the folder
structure.
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C.

DOCUMENT MANAGER > Projects > 1080 - 10LENO - Children's Center Renovation - 19 > Level 4 Standard Folder Structure >

=E9 R | (Q x)a | =

+ Add ‘ 7 Latest Versions (D Detalls | 88 Card View | [ Layouts

ACTION NAME DESCRIPTION DOCUMENT #  EXT. UPDATED SIZE VERSION

01 Administrative

02 Existing Conditions

03 Permitting and Public Approvals

o o o o o

0000000

04 Design

O

05 FFE

O

06 Construction _Implementation

07 Close Out

Standard Folder Structure (List View) — Card view button indicated

(© DOCUMENT MANAGER > Projects > 1080 - 10LENO - Children's Center Renovation - 19 > Level 4 Standard Folder Structure >

—_—— =
20 (@ x| a | =
s | isestvemons  copetats [Sostven] sen
Folders
) o1 administrative ) 02 existing Conditions ) ©3 Permitting and Public Approvals 1 04 Design
] 05 FFE [] 06 Construction _Implementation ) O7 Close Out

Standard Folder Structure (Card View) — List view button indicated

To locate a Project that does not have any files attached, you can either select your
project from the “tree” at the left of the window, or use the breadcrumbs at the top
of the page to search for your project.

a. Touse the “tree view”

_‘.
i. Click the Options button 5 atthe top of the tree window.
ii. Inthe window that opens, uncheck the box next to All.

R L ®

4«0 A

| B All Locations

4 D tl All Projects

< I:I EI Academic Institutes & Centers
/] T 053BSR - GDPC Additional Space - 22

| T 053BSR - Reconfigure Office 508 - 21

iii. Navigate to the Program(s) or Project(s) that you wish to view and
check the box next to them.

iv. Click the “Save and Exit” button D' at the top of the window to
save your selections.
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40 A

' B [3 Al Locations

<« 0O O A Projects

<0 [3 Academic Institutes & Centers
L] T 053BSR - GDPC Additional Space - 22

] T 053BSR - Reconfigure Office 508 - 21

v. You can now navigate through the tree view to find the specific
Project and folder you are looking for. Your currently selected
folder location will appear in the right side of the document
manager window.
b. To navigate using the “bread crumbs”:
i. Click the down arrow next to “Projects” in the top of the
document manager window.

=9 1| (Q

—- FH Layouts

[0 AcTion

[0 pocument Manager Root Folder
» ® Locations

«T Projects O e

ojects v

DOCUMENT MANAGER Vv Pr
-

Or project name
() DO ANAGER Proie

= Testing

=D W | (Q

000311 - 610COM - PCR Testing Facility -
20

000410 - 925COM- Symptomatic Testing -
20

000626 - OMED - Electrical Testing &

[:l Document Manager Root Folder Maintenance [

* # Locations 003872 - 925COM - Remove COVID
« TEED symptomatic Testing Site - 23

| 004046 - UPDT120ASH Testing Project -
* (3 000002 - Current Level 3 - 5 Proji
Delete) G

" 004047 - 25BUIC Testing Project v2 - 23
4 [:] 000292 - 053BSR - GDPC Additio!

a4l opangc

~1-6 out of 6

iii. Click the Project Name in the list and the Document Manager will
automatically open on the top level of that Project’s folder
structure.

D. To search for a particular Project/File
i. Type the name of the Project/File in the Search bar at the top of the page,
and press the “Enter” key.
Note: Unless you have renamed the folders in your project, do not search for
a general folder name such as “01 Administrative,” or the search will pull up
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all “01 Administrative” folders for all Projects that you have access to, and
you will not be able to differentiate between projects.

DOCUMENT MANAGER > Projects >

90 [[Qewme ]

O NAME
[0 [ 00001 - Current Level 1 - 2 Project Template (Don't Delete)
[O [ 00002 - Current Level 3 - 5 Project Template (Don't Delete)

Search Bar
A listing of files with your search in their name will appear.
Note: If you switch the search results to “List View” you can see which Project
each returned folder/document is listed under.

(@ DOCUMENT MANAGER > Search Result >

0 =D 0| [(Qowm <) @
(D Details = ListView § Sort
Files
‘ ‘ ‘ ‘ I A
N ete it
— — [e—1 — —
I3 14280 - 35¢ Estimates... 3 24 - estimate Temolat. .. B3 14276 - project Estima... 3 14282 - Project Estima... [ g12-RE Wetwork Esti...

() DOCUMENT MANAGER > Search Result >

O iE9D9 I [Q 120ASH X] Q

(D Details @@ Card View

ACTION = ROOT ENTITY FOLDER NAME DESCRIPTION

Project 00169 - 120ASH-Construction St: 00169 - 120ASH-Construction Standard

Project 00425 - 120ASH - Design Guideli 00425 - 120ASH - Design Guidelines - 2

Project 00632 - 120ASH Demonstration 1 00632 - 120ASH Demonstration Training

Project 1036 - 120ASH - CPO Reorganizat 1036 - 120ASH - CPO Reorganization - 2

Project 1121 - 120ASH - PMWeb Impleme

O
O
]
(]
]
O

00000

C 0o 0o 0o

1121 - 120ASH - PMWeb Implementation

Document Manager view and Project List

To enable details for all files in the folders, make sure the details switch is
turned on. When you click a file icon, a details window will appear on the right
hand side of the screen.
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Folders

9

01 Administrative 02 Existing Conditions o

o
&

0/15/2021

04 Design ] 08 Construction_implementation Rera\dnGnLed - Ceery, B evich

Details window with details switch indicated.
You can also revert to the older, list, view by clicking List View. To get back to
the new folder view, click Card View.
If you click the Recent button, you will see a list of the latest files that you have
accessed and can pull up any of them from that menu.

Drag-and-Drop

1. Locate the file on your computer.

2. Navigate through the document manager to the folder you want to put the file in.

3. Drag the file from the folder on the desktop to the PMWeb window and it will upload
automatically.

SR TR L M5 O

Add
- PLANNING

— 22222

ASSET MANAGEME...

WORKFLOW

PORTFOLIO

PROFILE

HECEN]

e

Dragging folder from your computer to PMWeb
Browse and Upload

1. Click the “File” icon in the center of the page, and a file navigation window will open.
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2. Navigate through your folder structure to the file you wish to add.

Drop Files here or click the Add Button

3. Click “Open”

File Options

Add button indicated

1. Right-click on any file in the Document Manager to bring up the file options window.
ons (D Details = List View s Sort
I "

14283 - Project Estima...

View

PMWeb Record
Download

Check In

Check Out
Cancel Check Out
Bookmark

Copy URL

Add

Copy/Mave To

Delete

File options window
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2. Inthis window you will have eleven options, detailed below

vi.
vii.
viii.
ix.
X.
Xi.

View — View the full image file.

PMWeb Record — If this file has been attached to a specific record (Estimate,
Engineering Form, Budget Request) this will open that record.

Download — Download the file to your desktop

Check In — If the file is checked out, update it and check it back in.

Check Out — Check the file out so that it can be edited.

Cancel Check Out — Cancel the checkout

Bookmark — Add this file to your list of Bookmarked files to make them easy to find.
Copy URL — Open a window which has the direct URL to this file to be shared with
anyone who has access.

Add — Add a new file/folder to this folder location.

Copy/Move To — Copy or Move this file to a different location within the

Delete — Delete the file from the Document Manager

Linking Documents from the Document Manager to a projects@BU Record

1. Navigate to the Record you wish to attach the file to.
2. Select the Attachments view.

(@ (Porifolio) > Portfalio > Recards > PROJECTS > 00556 - 120ASH Demonstration Project - 21

3. Click the + Add button.

%E - ) 00556 - 120ASH Demonstration Proje = I]
4 MAIN SPECIFICA]

4. Inthe pop-up window click “From Document Manager”
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From Your Computer

From Document Manager

Link PMWeb Record
Link Project Email
Link Web URL
SharePoint

Aconex

Drop files here or click the Add button

5. Inthe window that opens, navigate or search through the document manager folder

structure to the file(s) that you wish to attach.

DOCUMEN

B &

on Project Level 3-5 Standard Folder Structure > 01 Administrative > 103 Contrac

-:| @ x) @

Files

| 14253 - Mock-up Dataxisx | | [ 14282 - Proje

t Estimate Ex.

Folder navigation window

6. Click the file.

7. Click the “Save and Exit” D button to close the window and link the file to the Record.

Workflows and Workflow Inbox

Multiple record types including Budget Requests, Online Change Requests, and RFls must all go through a
Workflow approval process.

Submitting a Record to Workflow

Steps

1. Click the “Workflow” tab on your record (for example Budget Request).
2. Click the “Submit” button.
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5.

Budget Request Example Workflow tab after pressing “Submit” button with “Save” button now showing.

Click the “Save” button to submit the Request to Workflow.

® (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 003 - Workflow Demonstration

I= 'D) [rossH pemonstration Project - 21 | v B - [ =B

» MAIN

ADJUSTMENTS SPECIFICATIONS NOTES ATTACHMENTS

= susMmIT

Workflow tab with “Submit” button

In the “Comments” section type any comments or notes that you would like to provide to
the next Approver in the Workflow.

Note: These comments appear in the “Workflow Log” visible to all users who have
access to the record.

To send a copy of the workflow request to another user, type their email address into the
Add CC field.

Note: You can add multiple addresses to the “CC” to copy on the Workflow by
manually typing in their emails, with a semi-colon (;) between the addresses.

> MaN ADJUSTMENTS

SPECIFIGATIONS HoTES ATTACHMENTS NOTIFIGATIONS

Subject

[Praviet approval nequest: sudges Requests 03 - 12045+ Demanstration Project - 21 - Werkfiow Demenswation

G

- it oy

Approval Workflow Infarmation:

view Record

Documents: 003

Dacument Type: Budget Requests
Submitted By: Gerry Broderic

dditional G

smith bu.cdujanedon bu.sdu

'OROPILES HERE OR CLICK T ADD.

Comments and CC’ed Addresses Added to Workflow Tab

» AN ADJUSTMENTS SPECIFICATIONS

NoTES ATTACHMENTS

[prweb approval Request: Budget Requests 003 - 1204SH Demo

Email Bsdy

Budget Requests #003
6 170 2

Iproject - 0

Approval Workflow Information:

viaw Bacord

Document#: 003

Document Type: Budget Requests
Submitted By: Gerry Broderick

Additionat cC

T Tr————,

'DROP FILES HERE OR CLICK TO ADD

Note 1: Once the workflow has been submitted and saved to Workflow it cannot be
madified unless it is sent back for revision by one of the Approvers in the Workflow.

Note 2: You can check the status of the workflow request by viewing the status list in the
“Business Process” section of the Workflow tab.

Workflow Inbox

The Workflow Inbox contains records that are waiting for your review or approval.
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Controls

®

Budget Requests
Cost Worksheets
Companies

Feedback
Security
LDAP
List Manager
ication Manager

Manage Gost Genter

LINKS X

WORKFLOW INBOX

Record  Budget Requests - 003

Description Workflow Demonstration

Project/Location

Instructions This request has been sent to you for review
and approval. Should you require additional
information, you can comment and select
“return request” to the submitter. I you
would like to deny the request, select *reject
request” so the request is not able to
proceed or be edited. Please include the 10
(ten) digit SAP cost object in the comments
section that will fund this request. The cost
object must be a department operating
account beginning with 1, 2 or 3. If this is
funded by the Provost or other central
administrative offices please note that in the.
comments field. This information is required

for account creation. Should you have any
questions, please do not hesitate to contact
me. Thank you.

00856 - 12045 Demonstration Project -
2

Due
ProgressStep 2 of 5

09-12-2021

Completing a Workflow Action

Follow these instructions to complete the step of the workflow(s) that you have been assigned.

1.

3.

In the Workflow Inbox on the home page Controls Tab click on the Workflow Inbox link to
open the whole list of Workflow steps you have been assigned.

Controls

Record

Budgat Requests - 003
Descriprion Warkflow Demonstiation

- o0sse -
Project/Location oy

Instructions This request has been sent to you for review
and approval. Should you require additional

(ren) digit 545 oot obj
‘section that will fund this request. The cast
object must be & department operating
account beginning with 1.2 or & 1 this is
Fundas by the Provast or thar ceneral

me. Thank you.

120ASH Demanstration Project - Due.

Progressstep 2 075

Due -

09-12-2021

- e 00

WA[]» W prozsi] -]

Workflow Inbox Indicated
on the grey Document ID link to open the Workflow.

KFLOW INBOX

5 00556 - 120ASH Demonstration Project -
Project/Location =

Record

Description Workflow Demonstrat

n

Instructions This request has been sent to you for review
and approval. Should you require additional
information, you can comment and select
“return request” to the submitter. If you
would like to deny the reguest, select “reject
request” so the request is not able to
proceed or be edited. Please include the 10
(ten) digit SAP cost object in the comments
section that will fund this request. The cost
object must be a department operating

Due

02-12-2021

ProgressStep 2 of 5

The record will open with the Workflow tab selected.
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MAIN ADJUSTMENTS SPECIFICATIONS NOTES ATTACHMENTS

Workflow Actions

4. On the left side of the tab you will see a list of options.

Vi.
vii.

Approve — Approve the workflow and send it to the next step.
Return — Return the workflow for comment.
Note: This does not stop the workflow progress, but simply returns it back to the
previous approver or submitter.
Reject — Reject the request completely.
Note: This option completely closes out the Workflow, and locks the record for
editing. In order for a Rejected request to be re-submitted a new, duplicate,
record must be created and re-submitted.
Withdraw — Back the record out of Workflow. The submitter can edit and re-submit
the record for approval.
Final Approval — This option is only available if you are the last step in the Workflow.
This option closes out the entire Workflow and sets the status of the record to
“Approved.”
Comment — Add a comment to the record.
Team Input — The blue team input link will allow you to send the request to another
member of the project team for their input.
Note: Team input does not allow the person to approve the workflow, only
comment on it, and send it back to you for approval/rejection.

5. Once you have selected an option a preview of the Email that projects@BU will send to the
next person in the Workflow will be visible. Next to this is a comments section where you
can enter any comments for the next approver to read.

»

MAIN JUSTMEN SPECIFICATION NOTES ATTACHMENTS NOTIFIGATION:

Subject PMweb Approval Request: Budget Req

comments

pop—— 1

= TEAM INPUT
‘ 'DROP FILES HERE OR CLICKTO ADD.

Workflow email preview

6. Once you have made your selection and entered any comments hit the “Save” button at the
bottom of the selection to send the Workflow to the next person in the chain.

Pinning Reports to your Home Page

One of the most useful functions of the Home Page is the ability to “Pin” Reports from PMWeb to tabs
that appear at the top of the page. This makes these reports quickly accessible to you, rather than
needing to navigate to the “Bl Reporting” section of PMWeb and find them in there.

1. Click on the “Profile” icon on the bottom left of the main menu.
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In the window that opens, click on the “Home Page Settings” tab at the top of the window.
Click the “+ Add” button at the top of the list on the “Home Page Settings” tab. A new line will be

created at the bottom of the list.
Note: Depending on how many tabs you have already “pinned” you may need to scroll through

the list to find your new line. The line can be identified with the title:
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Project Requests

Creating a Project Request and Submitting to Workflow

Project Requests are submitted in projects@BU for review and approval by the appropriate entities.
These Project Requests can be entered by anyone permissioned in the system, but must go through
workflow before they can be approved and turned into active projects. This section of the guide will show
you the process for creating a Project Request, and submitting it for approval.

Steps

1. Inthe Main Menu on the left, click on the Portfolio Module.
2. Inthe window that appears click on Project Requests.

RECORDS

PLANNING Programs

Projects

ENGINEERING FOR... -
Project Requests

Companies
COST MANAGEMENT

PMWeb Calendar

SCHEDULING REPORTS

ASSET MANAGEME.... REDCETNTL

Bl Reporting Center

WORKFLOW PMWeb Reporting Center

Portfolio > Records > Project Requests
3. The Project Requests Manager page opens.

4. Inthe toolbar click the “+” button.

(@) (Portfolio) > Portfolio > Records > PROJECT REQUESTS

Drag a column header and drop it here to group by that column
D | @ <
L=
LOCATION LOCATION ID RECORD # DESCRIPTION
120 ASHFORD STREET | (BLDG# 758) 00944 Project Request Testing
120 ASHFORD STREET | (BLDG# 758) 00945 Demonstration Project
Project Request List

5. An empty Project Requests record opens. The Contact information is auto-populated based
on your login information.
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Important Message: If this is an emergency, please contact
management or the authorities by telephone. Do not use this form
to report an emergency.

Contact Name* g ’John Smith-Test |
Phone (Day) / Extension [ l l l
Cell [ l
Phone (Night) / Extension \ I lO l
Email ’meest@bu.edu ‘

Project Request Contact Info
6. Inthe Location drop down select the street address of the building that you would like the
work to be done in. This list contains every building on campus and can be searched by
entering either the street name, number or building number by starting to type in the field.
Note: The number in parenthesis before the street address is the building code.
7. The Record # field is a greyed out and is auto-populated by the system. This number is to
identity your project request throughout its lifecycle.
8. In the Category List select the Level of the Project
Note 1: This field is not visible to individuals in the Requestor Role.
Note 2: Emergency projects should only be selected by Facilities staff.
Note 3: Select “Space Request Only” if this is a space change request without any
construction work.
9. Inthe Type field select the type of project based off of who your unit reports to.
i. Academic (Unit Reports to Provost)
ii. Non-Academic (Unit Reports to Administration)
iii. Infrastructure (Building Renewal)
10. In the Description field type a brief, informative description for the project, ex: “Office paint
and carpet”.
11. In the Scope section enter a general overview of the work that you wish to have done, and
the areas that will be impacted.

12. In the toolbar click the “Save” button. |i|
Note: The main view must be filled out and saved for the Required Fields to be editable.
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to report an emergency.

Phone (Day) / Extension

Contact Name* oo

Important Message: If this is an emergency, please contact
management or the authorities by telephone. Do not use this form

|John Smith-Test

|
| | |
I |

I

Scope - brief description

Cell

Phone (Night) / Extension I I [0

Email |meest@bu.edu

Location |eLog# 758) - 120 AsHFORD STREET] v
Record #* 00925 |
Category ILevel 3 (Elaborate) I vl
Type* |1- Academic (Unit Reports to Provostl '|
Description |Demonstration Project Request |

Need to create a Project Request for

the user guide.
of the work requested &
This is needed so that the user guide

why necessary/required. |represents the full process.

Linked Assets s l Ol

Completed Project Request header.
13. In the header bar at the top of the page click the right-most option Specifications.
This view opens with the “Required Fields” tab selected.
B +I-@ | @ 4[> ]
ROGWETEH e |

= ") |o0ss5 - Demanstration Project Reqy] v

[E) Update Records () cancel

Wwhat would b the Ideal construction start date

» MAIN HOTES
Scope

What is your anticlpated funding seurce

Is this related to  faculty new hire

If yes, what is the position number

\
\
What Is your anticlpated cost object [
\
\
|

What is the requesting unit

Specification View Open showing Required Fields
14. Open the fields for editing and in the Data column enter in the requested information.
Note 1: If you cannot access these fields, click the “Save” button at the top of the page,
and that will allow you to edit them. The record must be saved prior to editing the
Required Fields tab.
Note 2: Fields listed below with an asterisk (*) are required, all others are optional.

e  What would be the ideal construction start date* — The date you would like
construction to begin in an ideal situation.

e What is your anticipated funding source* — The Funding source you think the
project will be funded by.

e What is your anticipated cost object — The Cost Object you think this project will be
applied to.

e s this related to a faculty new hire* — If this is a new faculty hire project click yes,
otherwise select no.

e New Employee Number — if this is a new faculty hire project, enter the ID of the
new hire, otherwise leave blank.

e  What is the requesting unit* — Select your department.

e Note: Once you submit your Project Request to workflow you cannot change the
Requesting Unit. To alter a Project Request’s Requesting Unit, you must first
Withdraw the Project Request, copy it, change the Requesting Unit, and Resubmit.

33|Page



15.

16.
17.

18.
19.

+ Are you looking for additional space or square feet* — If you are looking to expand
the size of your space, or additional square footage elsewhere, click yes.

e If yes, how much additional space are you asking for - If you answered yes to the
above question, give an estimate of the number of square feet you wish to add, if
known.

¢  Will you require Design Assistance* — Will you need design help with your project?
Such as assistance from an architect or designer?

e Do you plan on implementing this Project once it is Approved?*

o Yes: The request is for a Project that will be approved and implemented
upon acceptable scope of work and estimate.

o No: The request is to try and define a scope of work and get an estimate
for a project that may be pursued at a future date.

o Maybe: Unsure if Project will be implemented. Decision to be based on
amount of estimate.

e The next four required questions ask if the scope of your request includes any of
the following
e  Demolition* — Will your project require the removal of walls or redo of ceilings

or floors?

e Systems Furniture or Work Stations* — Will you need any new cubicles or work
stations?

e Heating, ventilation, AC* - will your project modify any heating, ventilation or
AC?

Note: If ceilings are being impacted, click “Yes"
e  Walls to be moved or built* — Will your project require any walls to be either
moved or created?

Click the “Update Records” button at the top of the list of Specification Fields.

® (Portfolio) > Portfolio > Records > PROJECT REQUESTS > 00945 - Demonstration Project Request

;E 9 |OOQ45 - Demonstration Project Requ| . ‘ H + | = @ 6 ‘ > + | h

& MAIN NOTES ATTACHME

Update Records

(%) cancel

Scope What would be the ideal construction start date

What is your anticipated funding source

Update Records button indicated
Click on the “Scope” tab.
Open the fields for editing and click the check-box next to any types of work that you believe
your project will require.
Click the Update Records button.
Click the Submit button in the top bar of the page and the Submission window will open.
® (Portfolio) > Portfolio > Records > PROJECT REQUESTS > 00945 - Demonstration Project Request

:E 9 |009115 - Demonstration Project Requ‘ '| + ‘ - @ 6 ‘ - + | ¥

Submit button
This window is made of 4 sections

-
i. Header — Click the button to move this Request forward.
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®

Click the Cancel button
submitting.
ii. Comments — Add any comments you would like to the request here.
iii. Additional CC — Enter the email addresses, separated by a comma without a space,
of anyone you would like to notify of the project request submission.
Note: You do not need to include the Approvers in this list as they are
automatically notified by the system.
iv. File Attachment and List — Click the green file bar to add any additional attachments
to the request, which then appear in the box below.

to go back and alter the request prior to

Lk ® !

Comments

This is the Demo request we talked about earlier

Additional CC

mjane@bu.edu,jdoe@bu.edu

DROP FILES HERE OR CLICK TO ADD

PMWeb v7-1.pdf x 4 A"

Submit Window
20. Click the Submit button to move the request forward.
21. The Project Request is submitted to Workflow.
Note: The fields in the Project Request will be locked once the request has been
submitted.
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Projects and Companies

Once a Project Request has been approved it is assigned to a Project Manager to begin the Project Lifecycle.
projects@BU will store the estimates, budget, designs and documents for all projects.

Projects

Updating and Reviewing a Project

A project should only be created manually if an exception has been made to the Project Request
workflow. Usually, these project requests come from University Leadership.

All other Projects must go through the Project Request Workflow, including emergency maintenance

projects, to ensure proper approvals have been made.

Steps

1. Use the main menu to navigate to Portfolio > Records > Projects.

PLANNING

ENGINEERING FOR...

COST MANAGEMENT

SCHEDULING

ASSET MANAGEME...

WORKFLOW

RECORDS

Programs
Projects

Project Requests
Companies
PMWeb Calendar
REPORTS

Portfolio View

Bl Reporting Center

PMWeb Reporting Center

Portfolio > Records > Projects

The Projects list page opens.

@ (Portfolio) > Portfolio > Records > PROJECTS

Drag a column header and drop it here to group by that column

Al | - l Projects  [+all*

Programs

D

PROJECT NAME

PROJECT

STATUS SIAILS

RECORD #

PROGRAM TYPE CATEGORY

120ASH - Testing Projec 00557 3) Active Draft Testing Program Renovation/Reney Office/Tenant Fit-
Demonstration Project 00556 2) Assigned Draft Testing Program
Project List

Select the Project that you wish to update, and double-click on the line in the list.
4. The Project record opens.
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(@ (Portfolio) > Portfolio > Records > PROJECTS > 00556 - Demonstration Project - 2

USERS NOTES ATTACHMENTS

Project Record Main View

5. The Program is the University academic or business unit of the project client. This also
controls security access and workflows for the project.
6. The Project ID field auto-populates and cannot be modified by the user.
7. The Project Name conforms to a specific standard to make searching and identifying specific
projects much easier for the whole team.
The project name consists of several pieces of information separated by dashes:

6-character number/letter address
A very brief (three or four words) project description
Calendar year the construction is expected to start

Program ‘99999999 - Testing Program | "
Project ID* ‘00556 ‘
Name* I120ASH - Demonstration Project - 21 I
Location (BLDG# 758) - 120 ASHFORD STR EET| "

Properly Formatted Project Name

8. The Project Status has multiple options

Vi.

vii.

viii.

Unassigned — This project has been generated from project request and has not yet
been assigned to a Project Manager.

Assigned — This project has a Project Manager assigned. A kickoff meeting with the
client is required to define the scope.

Active — This project has a Project Manager assigned. Resources are being utilized.
Refer to the project phase for more detail on this project status.

Closed — All work associated with this project has been completed. This project is
closed in SAP.

Hold — This project had a Project Manager assigned. Due to some circumstance the
project resources are not performing work. Refer to the notes view for more
information.

Canceled — Work associated with the project has concluded. The project was not
implemented. Any SAP account is closed.

Duplicate — This project exists as another project; this is a duplicate project and will
not be used. Refer to the other project.

Frozen — This project has a Project Manager assigned. This project has been put on
hold due to a capital funding freeze.
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10.
11.

12.
13.
14.

15.

16.

17.

Note: This status was used during the Covid-19 crisis to indicate projects on hold
due to Covid-19 budget concerns.
The Project Type and Category fields help structure projects@BU views and reports so that
similar Projects can be grouped together.
Project Manager holds the name of the Project Manager for sorting purposes.
The Placeholder Budget field holds the estimated budget of the project prior to any Scoping,
Planning or Design work having been completed, the actual budget of the project is entered
in the Budget module.
Target Start, is the targeted start date of work on the project.
Target Finish, is the targeted completion date of the project.
The Scope field holds the starting scope of the project. This field remains the same
throughout the project lifecycle. Current Scope is documented under the Specifications tab
in the Current Scope tab.
The Project Phase dropdown shows the current phase that the project is in.

=)

Once any changes have been made in the toolbar click the “Save” button.

SPECIFICATIONS

Program [99999999 - Testing Program l'

‘00556

[pemonstration Project - 2

‘2‘,- Assigned

|
|
|
|eLoG= 758) - 120 AsHFoRD sTREET] ¥
|
|
\

[Renovation/renewal [~

[office/Tenant Fit-out

SD - Dollars (USA)

pr— -]

09—03—202'[

03—11—2022\

v
E
[
[ 150,
l
l
l
l

Scope Demonstration project Record

Assets ‘ 0
BOSTON
UNIVERSITY

Updated Projects Record
Under the “SAP Data” section is the Project Account code for the project.
Note: This is updated automatically after the Budget Request is successfully approved
and integrated into SAP.

Project Account { l

Project Account field

18. The Capital Freeze Exception field indicates if this project was noted as an exception during

the 2020 — 2021 COVID-19 Capital Freeze.
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Capital Freeze Exception

Capital Freeze Exception

19. Click on Specifications at the top of the page to view the Project Specification fields.
To access the different Specification tabs, click on the tab names to the left.

20.

21.

22.

23.
24,

nternal Stakeholders Project £

Projec

Designer
Planner - Permitting and Master Planning
oPm

oject Level Qa4 Qc

Specifications Tab with sub-sections shown

These values can be changed by anyone with write access to Projects (Project Managers
and Executives) by highlighting the line or lines that you want to change and clicking the

# Edit

Edit button.
Note: Core Team, Internal Stakeholders, and External Stakeholders tabs do not control
access to the project. They are used for reporting and as a quick reference. Access to
the Project is granted through the “Users” tab.
The Core Team tab tracks who are in the main roles of the Project Team.
Note: If the Project Manager field in this tab is not blank, any Budget Requests
submitted will be rejected by SAP, slowing down the approval process.
Internal Stakeholders are BU employees who are outside the core team but still involved
with the project. (For example: BUPD, EH&S, and IS&T)
External Stakeholders are people or organizations outside of BU that are involved with the
project. (For example: Architect, General Contractor)
The Project Level tab holds the level of the project.
The Current Scope tab holds:

If scope changes, an updated scope of the project can be entered in the Current
Scope field to be compared to the Original Scope.
The checkmark on the SPACE Report row specifies if a project is to be included on
the SPACE report.
The size of the Project:
e  Project Size Net/Gross — The Total Size of the Project in both Net and
Gross Square Feet. In most cases, only Net square footage is needed.
e LEED Square Footage Net/Gross — The LEED size of the Project in both
Net and Gross Square Footage.
The Special Schedule drop down indicates if a project is specifically scheduled to
occur during:
e Intercession — During the school break from the end of December
through January
e Summer — During the school break from the end of June to August.
e N/A-Select this option for neither.
Once a project is complete use the Placed in Service Date to record the point in time
when a property or long-term asset is first placed in use for the purpose of
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Vi.

vii.

viii.

accounting, primarily to calculate depreciation or grant a tax credit. The date the
asset is placed in service marks the beginning of the depreciation period.
The Capital Project Status drop down indicates if a project is:
e (Capital
e  Non-Capital
Note: This determination is usually made with the assistance of Budget Planning
& Business Affairs.
Once a Project has reached Closed Status the Project Close Reason indicates if it was
closed due to:
1. Project Complete — The work has been done and the accounts are closed.
2. Client not Proceeding — Client decided not to proceed with the project.
Note: This option is in addition to the “Canceled” status, since it
indicates that the Project was closed due to the client specifically.
The next four (4) selections are grouped as a series and apply directly to the LEED
status of a Project.
1. LEED Project — This field indicates if we are seeking LEED status for the
project.
e Yes
e No
Note: If this is set to “No” then none of the following fields are
required.
2. LEED Submission Status — This field tracks where the project is in the LEED
submission process.
e Not Submitted — Project has not yet been submitted for LEED
Certification, but will be.
e  Submitted — Project has been submitted for LEED Certification
e Not Achieved — Project has been reviewed and not given a LEED
Certification.
e Achieved — Project has been reviewed and given a LEED
Certification.
Note: Once a project has been submitted for LEED, the rating field is
required to show what rating the project is following.

3. LEED Rating System - This field indicates the rating system being used for
the project. The options are:

e V4-BD&C
e V4—-Homes
o V4-ID&C
e V4-0&M

e V4.1-BD&C

e V4.1-Homes

e V4.1-1ID&C

e V4.1-0&M

Note: This field is required if LEED Submission Status is “Submitted.”

4. LEED Certification (Sought) — This field indicates the certification
level that we are seeking for the project.
e LEED Certified
e LEED Silver
LEED Gold
LEED Platinum
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5. LEED Certification (Achieved) — This field indicates the certification
level that a project has achieved. The available options are:

e LEED Certified
e LEED Silver
LEED Gold
e LEED Platinum

Note: This field is not required if the Submission Status is “Not

Achieved.”

25. The Users tab gives Project Managers the ability to assign a GC, Sub-Contractor, Architect,
and Project Executive (if applicable) to the workflow approval roles for a Project.
WARNING: If these roles are not assigned properly the workflows will not route to the

proper approvers, and this can lead to delays in the approval process.

Note 1: By default, BU users can only view those projects that are assigned to their
Academic or Business unit.
Note 2: To request a user to be added to projects@BU, first add them as a contact to

their Company (see Company Section), and then submit a ticket to ithelp@bu.edu for the

User to be granted access to projects@BU.

26. The Notes tab allows permissioned users to add project notes. These can be ordered and
filtered by Creator, Creation Date, Description or Edit Date.
Note: See the “Creating a Note” section under projects@BU Basics for instructions on

adding a note to Record in projects@BU.

27. The Attachments tab allows you to attach documents to a project.
Note: See the “Using the Document Manager and Attaching Files to Records” section
under projects@BU Basics for instructions on how to load documents into projects@BU
and then link them to a record.

Adding Team members to the Project and Workflows

All Projects in projects@BU have several roles that must be assigned prior to processing Commitment and
Change Orders. The roles correspond to team members on projects including the Project Manager,

Architect, Project Executive, and the General Contractor.

(@)
[ only display users with
access
Demonstration Project -

System Admins (Full

Basi

ers

Project Managers (Fu

MAIN SPECIFICAYONS

ATTACHMENTS

<

LOCORCRC ARV

System
System
System
System
System
System
System
System
System

System

DQS

Central Administration
Contract Spesialist

CRC subSPACE

Departmental Approver
Departmental Approver 101000
Departmental Approver 102010
Departmental Approver 102015
Departmental Approver 102025
Departmental Approver 102030
Departmental Approver 102050

456788910

admin (admin)
Gerry Broderick(geraldb@bu.edu)
Gerry Broderick(geraldb@bu.edu)
Gerry Broderick(geraldb@bu.edu)
admin (admin)
admin (admin)
admin (admin)
admin (admin)
admin (admin)

admin (admin)

o [-]

Users tab shown with list of Project users on the left (a) and Workflow Roles (b) on the right.

The following image key shows how to read the icons next to the users’ names which show how they have
or have not been granted access to the Project.
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lcon | Access Level Description User Group Examples
Project Managers,
ol System Access to all system System Admins
= Access to all Projects
in one Program Sponsors (Departmental

Program (School/Department) |Approvers)

Access to only Projects |External Service

= they have been added |Providers (Engineers,
Project to GCs)

User access icon key
Adding a User to a projects@BU Project

1.
2.

3.

With a Projects record open click on the Users tab.
In the “Project Access” section of the window, click the checkbox next to “Only display
users with Access”.
The left-hand side of this tab shows all users in projects@BU as well as the list, by role,
of all users who have access to this Project. The right-hand side of the tab shows the
Workflow roles for the Project as well as the Users that have been assigned to those

roles.

Warning: Prior to entering any Engineering Form record into workflow through

projects@BU you must fill out the appropriate roles for the workflow to route as

intended, otherwise your document will be rejected and will need to be re-submitted.

Basic Users
BU Implementation T

Core Team - Architec

Cor

Core Team - Internal

Core Team - OPM (Fu

e Team - External

Core Team - Project

Core Team - Prc

mplementatior

Projec r (Full)

Project Managers (Ful

»

Demonstration Project -
, System Admins (Full
Basic Users

’ Project Managers (Fu

Project Access section with “Only display users with access” indicated.

Validate that the user you wish to add does not already have access to the project by:
i. Click the arrow button next to the role of the user
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b aw Basic Users Only display users with
. access
» &% BU Implementation Tv

as - : 4 T 120ASH Demonstration |
b &% Core Team - Architec

. _ _ ¥ 2L System Admins (Full
» 2% Core Team - External ’

. - ~% Basic Users
» 2% Core Team - Internal

v 2% Care Team - OPM (Fu » 2% Project Managers (FL
» 2% Core Team - Project E
» 2% Core Team - Project I
E‘_‘_ Core Team - Sourcing
Jonathan Gavin W
Matthew Thomas

Michael J Lyons

Michael J Lyons

bo Jeo ho o o

Sourcing Full Upd:

3 3

Project Access List highlighted with arrow button indicated.

Note: If you do not know the role of the user, contact the System Administrator through

ithelp@bu.edu, and they can tell you.

ii. Check to see if the user’s name is present in that list. If name is present, then move
to “Configuring Project level Workflow Roles for a projects@BU Project.” If not
proceed to step 4.

Note: By default, all Project Managers have access to all Projects, and Sponsors
have access to all Projects in their department(s).
4. Open the drop down on the user’s role in the full user list on the left.
5. Drag the user from the full user list and drop it on the name of the project on the
project list to grant them access to the project.

; Greg A Walker - O Only display users with
access
> v
- 4 ] 120884 Namnnctratinn
. -
am Jason Test Rl Y on smith-Test
& Jsff Hoseth - :
v BficlUsers
2 JeffTaillon
. . . Project Managers (Fu
m Jennifer Teig von
® il Brow
am il Brown
=, Jim McKenna
® John Rusk
by John Smith-Test

Jonathan Smith
Joseph Kajunski

Karen Griffith

Jo Jo ho o

laurie twohig

b b

Granting a User access to the Project.

Adding users to project workflows

In the Project window click on the Users tab.
Click the “View Unlocked Roles Only” checkbox to limit the list to the roles you can assign for the project.
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ORKFLOW ROLES

45 Users 1 Unlocked R

2 admin (admin) [ view Roles in Use O

& Gerry Broderick (geraldb@bu.edu)

& Jason Test (jasontest@bu.edu)

S o s ( @ r

am Jonathan Smith (jsmith@bu.edu) ] System Planner/Architect admin (admin)
3] System Project Director admin (admin)
a] System Project Executive admin (admin)
o System Project Manager admin (admin)

A e T

“View Unlocked Roles Only”

Locate the Workflow Roles section on the right-hand side.

WORKFLOW ROLES

4 &L Users F4 view Unlocked Roles Only

2 admin (admin) [ view Roles in Use Only

; Gerry Broderick (geraldb@bu.edu)

A Jason Test (jasontest@bu.edu) LOCKED

; Jonathan Smith (jsmith@bu.edu) O System Planner/Architect admin (admin)
O System Project Director admin (admin)
[m} System Project Executive admin (admin)
[m] System Project Manager admin (admin)

I‘ "] 4; M PacEsizEfo [ -]

Workflow Roles section highlighted

In the “Users” section locate the name of the user you wish to add to a role.
Note: This list is alphabetical by First Name and only contains users who have access to the
Project. To put someone in a workflow role, they must first be granted access to the project
in the step above.

In the “Workflow Roles” section, locate the role you wish to add the user to.

LOCKED

%} System Planning Gerry Broderick(geraldb@bu.edu)
System Planning, Design & Construction Manag Gerry Broderick(geraldb@bu.edu)
O System Project Director admin (admin)

D(b) System Project Executive admin (admin)

O System Project Manager admin (admin)

Workflow roles list highlighted with both “locked”(a) and “unlocked”(b) roles indicated.

Note 2: Many roles are locked at the system level because these roles are system wide. The
roles that can be changed by the Project Manger are those that vary by project. These are:
e Planner/Architect
e  Project Director
e  Project Executive
e  Project Manager
Click-and-drag the name of the Project User you wish to add to a specific role from the “Workflow Roles” user list,
to the role list.
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WORKFLOW ROLES

4 &L Users
admin (admin)

Gerry Broderick (geraldb@bu.edu)

Jason Test (jasontest@bu.edu)

Jonathan Smith (jsmith@bu.edu)

A view Unlocked Roles Only

O view Roles in Use Only

LOCKED

L . -
O System Project Director | = Jonathan Smith (jsmith@bu.edu)
O System Project Executive admin (admin)
O System Project Manager admin (admin)

K 1) o ’AGES\ZE

Dragging a User to the appropriate role.

Repeat steps 3 — 6 for each Project Level Role.

Companies

Companies in projects@BU are created by the System Administrators and must first be verified as
Suppliers through Boston University’s Souring & Procurement department as well as added to SAP. Once
a company is created, any Project Manager can add Contacts to that Company, and request that those
Contacts be created as Users by emailing ithelp@bu.edu.

General Navigation

1. Use the menu to navigate to Portfolio/Records/Companies.

PLANNING

RECORDS

Programs

Projects

ENGINEERING FOR...

Project Requests

Companies

COST MANAGEMENT

SCHEDULING

ASSET MANAGE

WORKFLOW

PMWeb Calendar

REPORTS

M. Portfolio View

Bl Reporting Center

PMWeb Reporting Center

Portfolio -> Records -> Companies
2. Click the grey Record # link to access the Company record.
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() (Portfolio) > Portfolio > Records > COMPANIES

Drag a column header and drop it here to group by that column
~
D | [ T[] "

COMPANY RECORD # ABBREVIATION TYPE FED TAX STATE TAX

I =] ?l ?| ?| =

Boston University BU

2020 Engineering LLC J 1001
3M Company 1002
A & M Associates Ltd 1003
AC &R Supply Co Inc | 1004 Johnstone Suppl
A Maintenance Supply C§ 1005 AMSCO

A&P Woodworking, Inc. Jj 1006

Company List

3. Inthe Record Main view you will see several fields.
i. Company ID — This is the auto-generated record number for the Company.

ii. Name — The full name of the Company, and the primary way you will search for the
company in any lists.

iii. Type—The type of work that the Company performs, for example Architect,
Contractor, Life Safety

iv. Abbreviation — A shortened version of the Company’s name, this can be used in
either Reports or Forms in projects@BU to save space on longer company names.

v. Reference — This field indicates the Company’s Bidding Status:

1. Registered Vendor — This company has gone through BU’s vendor approval
process, and is a registered company.

2. Bidding Company Only — This company has not gone through BU’s vendor
approval process, and will be required to go through that process prior to
starting work at BU.

vi. Account # - The Company’s Account number in the Procurement system.

@ (Portfolio) > Portfolio > Records > COMPANIES > Test-Arch-123 - Architecture Testing Company

Federal Tax ID |

State Tax ID Email ‘

Website ‘

TAGS

e 1 3 s i —_

= D ‘TESt—Arch—W?S - Architecture Tesrmg| - ‘ =5 - -

| 2 A SPECIFICATIONS ADDRESSES DEPARTMENTS CONTACTS

Company ID* |Te5t—Arch—123 | PRIMARY ADDRESS

Name* |Afchitecture Testing Company | Address Main

Type | | -| 123 Some way
Boston, MA, 02481

Abbreviation | |

Reference |Appmved vendor |

PMWeb Account ID | | Phone ‘_ TR

Account # [12345678 | e ‘

Gountry |

Billing Terms

Occupant O Latitude

Approved Bidder M Longitude

Elevation ‘ ‘

Geolocation (=e=)
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Company Main View

4. Next to the main Company information you will also see the Primary Address. This is the
main address of the company (see #6 right below).

5. Specifications — This view has several tabs that define any Specialties, Scope Areas,
Professional Services, or Certifications that the Company has, as well as their Labor Type
(Union vs non-Union).

6. Addresses — This is the address for the Company as provided by either their Vendor
Registration Form (for Approved Companies) or directly by the vendor (for Unapproved
Companies). If multiple, one of these addresses is selected as Primary and is the address
displayed on the Details tab.

Note: The ID column at the left of the address fields is very important as it is what
identifies the mailing address for each Company Contact in projects@BU.

@ (Portfolio) > Portfolio > Records > COMPANIES > Test-Arch-123 - Architecture Testing Company

1 — = z [1 L]
] d ) |Test—é.rc|~.f123 - Architecture Testing | - | H =R | -
[ 2 MAIN SPECIFICATIONS DEPARTMENTS COl
Drag a column header and drop it here to group by that column
# edit == Add [i] Delete & Refresh EH Layouts

Main 123 Some way Boston MA 02481 USA

Completed Address Record in projects@BU, with Primary Address Checked
7. Departments — Though largely unused, if there is specific contact information for a
department within a Company, that information is listed here.
8. Contacts — These are the names, phone numbers, and email addresses of BU’s contacts at
the company.
Note: Any individual who needs to be a user in projects@BU must first be set up as a
contact. Once they are a contact in projects@BU a ticked must be submitted to the
helpdesk (ithelp@bu.edu), for them to become a user
Note 2: For external vendors the ID field in the contacts list will be the user ID. Please use
their email address for this field.

Creating a Contact

Follow these steps to create a new Contact for a Company in projects@BU.

Note: A Contact must be trained and be set up as a User to access the system. After creating the
contact record, please send an email to ithelp@bu.edu and request that a Contact be trained and
granted access to the system.

Use the menu to navigate to Portfolio/Records/Companies
9. Inthe list view, in the whit box below the Company column header, type in the name of the
Company you wish to add a Contact to and hit Enter.
10. Click on the grey Record # link to enter the Company Record.
11. In the list of tabs in the top of the page click “Contacts.”
12. Click the “Add” button at the top of the list.
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G) (Portfolio) > Portfolio > Records > COMPANIES > Test-Arch-123 - Architecture Testing Company

e 1 —
— -.J’ - 123 - i i -
= |Tsst Arch-123 - Architecture Testmg‘ '| H ﬂ ‘

3 MAIN SPECIFICATIONS ADDRESSES DEPARTMENTS

Drag a column header and drop it here to group by that column

# Edit = Add [ Delete & Refresh B8 Layouts

D FIRST NAME LAST NAME DEPARTMENT ADDRESS TITLE
\ = | = |l = |l = | = |l &

archTestingUser Architecture Update Test Main

K qp W PacEsizE[0 |+]

Contacts View with Add Button Indicated
13. A new line will be created with a yellow background to distinguish it from the previously
existing contacts.
14. In the ID field enter the email address of the Contact
15. Enter the First Name and Last Name in the appropriate fields.
16. Select an Address ID from the drop-down list that corresponds with the correct Address for
the Contact.

Drag a column header and drop it here to group by that column

Save ® Cancel

FIRST NAME LAST NAME DEPARTMENT ADDRESS

Demonstration Architect | - 1073 - Main | -
Main

archlestingUser Architecture Update Test

Newly created Contact with yellow background shown.
17. Click the “Save” button at the top of the list to add the Contact to the Company.

Drag a column header and drop it here to group by that column

Save ® Cancel

FIRST NAME LAST NAME DEPARTMENT ADDRESS

|newuser@tes| |Demonstration | |Architect | | | v| |1073 - Main | v| |

archTestingUser Architecture Update Test Main

I ————————————————————

Show the correct save button to be used to save contacts.
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Project Schedule and Gantt Chart Overview

Schedules

projects@BU scheduling allows you to track project schedules, milestones, and critical paths appropriate to the
needs of the project.

To group by. drag columr G
VEHXZCx~+ HEE Q & & st [ 08-262021[Z] rinish [ 02-25-2022 [Z] pagesize [ 10]  ShowFitter &)
. ~ " P s ~ - 1. 2021
WD 4 Code { Task ¢ | Start £ Finish $|%C S|TF 08 | oo | 0 | mn | 12 01 | o2 |
ZE x x x =E =E x
© 23777 100 Team Assigne  08-26-2021 [=]  08-26-2021 [=] 0% 1]
© 23778 200 Approval of £ 08-27-2021 [=] 09-10-2021 [=] 0% r:
© 23779 300 Approval of L 09-11-2021 [Z]  10-30-2021 [Z] 0% f>|:rib|
© 23780 400 Bidding 10-31-2021 [2]  11-11-2021 [2] 0% >EIL>|
© 23781 500 Final Design ¢ 11-12-2021 [Z]  11-17-2021 [2] 0% .'>|{.l-|
© 23782 600 Contractor Se 11-18-2021 [Z]  11-24-2021 [2] 0% >?|
© 23783 700 Construction | 11-25-2021 [Z]  11-26-2021 [2] 0% D{[Lﬂ
© 23784 800 Construction | 11-27-2021 [Z]  01-03-2022 [=] 0% ﬂ
© 23785 900 Furniture Inst 01-04-2022 (=] 01-04-2022 <] 0% "r
4 > <4
K «( 272 )

Typical Milestone Schedule in projects@BU

Reading the Gantt Chart

The visual format of an element in the projects@BU Gantt chart signifies the type and/or status of the
element. It is important to understand what each format means to correctly interpret the schedule.

Task Bars

I

- A task not on the critical path which is 0% complete

- A task not on the critical path which is 30% complete

I

- A task which is 100% complete

L— - A task on the critical path which is 0% complete

e

(== - A task on the critical path which is 80% complete

Dependency Connectors
This is a Start-To-Start(SS) dependency:

The arrowhead indicates that it is a successor for Task 1 and a predecessor for Task 2
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Task 1 Oct-03-2016 [2] Oct-07-2016 [=] 0% 4] 5.00

Task 2

Oct-03-2016 [2] Oct-07-2016 [=] 0% 4] 5.00

This is a Start-To-Finish(SF) dependency:

The arrowhead indicates that it is a successor for Task 1 and a predecessor for Task 2

© 168

=]
-

Task 1 0ct-03-2016 [2] Oct-07-2016 [2] 0% 0 5.00 |—|

Task 2 Oct-03-2016 [2] Oct-07-2016 [=] 0% 0 5.00

This is a Finish-To-Start(FS) dependency:
The arrowhead indicates that it is a successor for Task 1 and a predecessor for Task 2
O 1esE 1

Task 1 Oct-03-2016 [=] Oct-D7-2016 [=]

E

a 500 ||

e a|

O 18650 2 Task 2 0ct-08-2016 2] Oct-12-2016 [ 0% 0 500 |

This is a Finish-To-Finish(FF) dependency:

The arrowhead indicates that it is a successor for Task 1 and a predecessor for Task 2

e —

Task 1 0ct-03-2015 [Z] Oct-07-2016 [Z] 0% 0 5.00

Task 2 0ct-03-2016 [=] Oct-07-2016 [=] 0% 0 5.00

Red dependency connectors indicate that the schedule needs to be recalculated:

©

12643 1 Task 1 Oct-03-2016 [2] Oct-07-2016 (2] 0% = 5.00 "

:gﬂ

©

18650 2 Task 2 Oct-03-2016 [=] Oct-07-2016 [2] 0% 4] 5.00 | L:>|

The dashed line segment of a connector indicates a lag, in this example a lag of +2 days:

() 12849 1 Oct-03-2016 (5] Oct-07-2016 [2] 0% 0 500

Task 1 1 L—T
£} 1seso 2 Task 2 Oct-10-2016 2] Oct-14-2016 [2] 0% i 500 .
The dashed line segment of a connector indicates a lag, in this example the lag is -2 days:
(@] 18648 1 Task 1 Cct-03-2016 [5] Oct-07-2016 [2] % s} 5.00 = T
L) 18650 2 Task 2 Oct-06-2016 2] Oct-10-2016 [ 0% 0 5.00 [:H
Constraints

This example shows a task with no constraints:

] g
s | m
S 18649 1 Tesk 1 Det-03-2016 [£] Oct-07-20715 ) 0% 0 50 I |
141
| General R Resources Project Codes Notes
Seleck Task 18640 - 1 - Task 1 | Mene = Attachments () Sl
Code 1 Constraint Dats = Early 5t
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Constraint - None
The following screen shots show various constraints and their constraint dates. Notice how each
constraint is displayed in the Gantt chart:

Dctober 31

TR Task 1 Cct=03-2016 [2] Da-07-2015 [ o 0 o [ 0
|11
| General | Dependences  Resources  Projectlodes  Miotes
[ e fseve | Joeiae \
[ r 7 et ——— — {ritical |

Selet Task | 18640 - 1 - Tasic 1 | —| Consiraint Finish Mo Later Than - Attzchments ()
Cmdm il || Constraint Date Oct-07-2016 Early 5t

By 18649 1 Tasi 1 | Oct-03-2018 [=] Oct-0T-2016 |5] 0% o 500 i i =
|
General | Dependendes  Resources  ProjectCodes  Notes
_&,m Em amme ‘
Select Task [ 13648 -1 Task 1 [=]] constraint ‘Must Finish On - Attachmerts fretamcs]
Coie 1 Constraint Date Oct-07 2016 | R Earty St

Constraint - Must Finish On

v Code & Tack HTF
(ST Task 1 Oct-03-2016 [2] Oct-07-2016 [] 0% 0 S0 E ]
[ |
General l Dependencies Resources Project Codes HNotes
e e o
Select Task 18648 - 1 - Task 1 [=]] censtraint Must Start On - Atiachments () [ Critical§
Code 1 [} constraint Date Oet-03-21016 oW Earr S

C 1esae 1 Task 1

|11 |

Qei-03-206 |2 Oer-07-2016 [£] i3 a

| General l \Dependencias

Resources  ProjectCodes  Motes

[ SR s

FaaNe e The <] — Critical
Seloct Tosk 18648 - 1 - Task 1 [=] ] Constrsint Stari No Farier Than = | | Attachmenis 10]
Code i Constraing Date Oct-03-2018 | Zorty Stz

Constraint - Start No Earlier Than

Copying a Template Schedule and Updating Tasks

Creating a Project Schedule from a Template allows for enhanced client communication through both
access to a shared schedule and enhanced Project reporting.

In this lesson, you will copy a template schedule and then learn how to modify scheduled durations.
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Steps

1. Use the menu to navigate to Scheduling / Schedules.

PN/ eb

Schedules
-9~ PLANNING

ﬂ ENGINEERING FOR...

$ COST MANAGEMENT

Scheduling Schedules
2. Click the “+” button.

(@ (Portfolic) > Scheduling > SCHEDULES

Drag a column header and drop it here to group by that column
9D Programs [l [7] projects [rarr -] oW
PROJECT NAME PROJECT # RECORD # STATUS DESCRIPTION
120ASH - Testing Project - 21 | 00557 10948 Draft Level 1 - 2 Project Template (Don't [
120ASH Demonstration Project -| 00556 10949 Draft Level 3 - 5 Project Template (Don't [
<
K] EI P W PAcESiZEo -]

Schedule List with + button indicated
In the Project field select your project.
In the Description field enter “Project Milestone Schedule.”
In the Type field select “Overall Project.”
In the Calendar field select “001 — Standard.”

N oukuw

Click the “Save” button to save your settings prior to loading the template.

Note: This step is essential. Loading a template onto an unsaved schedule will overwrite
both the Project Name and Description fields with the name and description from the
template schedule.

8. Inthe Header, click the arrow next to the plus “+” icon, and click “Copy from Schedule”

() (Portfolio) > Scheduling > SCHEDULES > 10949 - Level 3 - 5 Project Template

— 3 P []
e g |O10949 - 120ASH Demonstration Pro;| - | + | - @ (9

MNew (Alt+n)

b o NOTEI Copy From Schedule I
9. The Select a Schedule dialog opens.
SELECT A SCHEDULE
ST p—
[ = [ =
000001 Current Level 1 - 2 Project Template (Don't Delets)
000002 Current Level 3 - 5 Preject Template (Don't Delate)
000002 Current Level 3 - 5 Project Template (Don't Delete)
000002 Current Level 3 - 5 Project Template (Don't Delete)

10. Select the project number hyperlink of the project you want to copy your schedule from.
This can be either a template (Indicated as Level 1-2, Level 3, Level 4, Level 5 Template, or
Facilities Template), or any other schedule in the system.

SELECT A SCHEDULE

PROJECT NUMBER PROJECT DEsca|
= fteme B
Template Senedule Project {Bon't Delete) Level 1-2 Templats Schedule
Template Seheduts Projet (Bor' Delste} Level & Sanectule Tomplate
Tomplate Sehedule Project (Ban't Delote) Levol 4 schedulad Tomplato
Template Schedule Project (pon't Delets) Level 5 sehedule Templaze
Template Senscute Project (Bon't Delets) Facilties Seneduie Template

Project number hyperlink indicated
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projects@BU (PMWeb) will load the selected schedule into the schedule window below
with all tasks having the base start and end date populated matching the template you
chose.

VHEXZCXn A+ EHEE QR sen[_oros20mE] ssh (03262023 E) pagesize [ 10) showiter @

| B~ =

D 10e207 1000 Project Manager Selected 01092023 (2] 01222023 2 0% 0 [

O 1000 1100 Project Kickoff 01232023 (=] 02052023 2 0% 0 = o

9 100200 1200 Planning & Programming 02-06-2023 (] 02-19-2023 2] 0% ) Ef lf’:[)_,

D 104300 21000 Design 02-20-2023 2] 0% 0 =l >:l_h—|

O 104301 59000 Bidding 03-13-2023 [] 03-26-2023 [ 0% o El M:l_),

O 108302 64000 Budget Approval 03-27-2023 2] 04-09-2023 [ 0% o =

O 104303 68000 Construction 04-10-2023 (=] 05-09-2023 (=) 0% o = ?

9O 104304 72000 FRAE, AV, Security 05-10-2023 2] 05-23-2023 (] 0% [ = '-f,_

O 10e305 81000 Oceupancy 05.24.2023 (2] 05302023 (2] o% 3 = >:|_>,
P 0% 0 [ —]

104306 85000 Close Out 05312023 [ 06292023 []

11. Inthe schedule controls bar enter the start date of the project by clicking on the calendar
icon and selecting the day in the calendar that opens.

To group by, drag column caption here .

vVEXZCx~+HEHEQQR@

D & Code 2 Task

Start [ 01-03-2023 (5] | Finish [ 08-09-2023 [=

Start and Date Indicated

12. Click the “Save” button on the schedule controls bar to update the schedule with your new
start date.

VIBIXZ2x~ ~+ 00 E @ & & s 100420225 Finish [ 06-01-2023 )

£ Code & Task . 2 Finish S %C S| TE m

& Finish

<>

Save Button
13. To update the duration of a specific task, click on the ID of that task in the list, and the
“Details” tab below will display details for it. Alternatively you can select each task from the
“Select Task” dropdown in the details tab below the schedule.

‘ 4 AddTask  [f)saveTask [ Delete Task

Select Task 50204 - 11000 - Project Kickoff | ~] Constraint
DEPENDENCIES Code 11000 Constraint Date
Task Project Kickoff % Complete
RESOURCES Summary [ Remaining Duratio
—
roscrcones | e —
NoTES
FINISH DURATION DAYS
Current 01-03-2023| (4] 01-16-2023] (4 14]
saseline [ Jea | =R q
Actual [ Jea | =R q

ID and Task Details Shown

The Start Date updates automatically based on the end date of the previous task.

b. Onthe “Current” line, update the Duration Days, or update the Start/End Date field.
Note: If you need to back date (set a date prior to the creation date of the schedule
template), then you need to enter the start and finish dates of the task in the
“Actual” date fields, otherwise the system will automatically adjust tasks back to
the templated start date.

[aSa\.re Task

Q

c. Click the “Save Task” button in the Details tab to save your changes.
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|- Add Task I g Save Taskl 11| Delete Task

Select Task |50555 - 77000 - Construction | - | Constraint
Code |7?O()0 | Constraint
Task |Ccmstruct\'on | % Comple
Summary | | - | Remaining
Type |Task | - | Status
Curve | | hd |

FINISH DURATION DAYS
Current | 04-0?-2023| - | 05-05-2023| - | so‘
Baseline | =3l =3 J
Actual | | =) | | ) | O‘I

Date fields and Save Task Indicated.

d. Click the Check Mark v to update the dependent tasks on the schedule.
14. Repeat Steps 13 for each task as needed.
15. Click the Save button at the top of the Schedule to save all your updates.

To group by, drag column caption here

J XCox~ 4+ HEE QR @ st 01-03-203E]) Finish [ 08-09-2023 [£

Code 2 Task : f§ Start < Finish < %eC S|TF £ -

Save button on schedule
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Estimates and Budgets

Estimates

The Estimates record gives Project Managers a tool to either create a proposed budget, or to request pre-
budgeting funds, such as site surveys or Architecture and Engineering. A Budget Request can be generated from
an individual line item or the entire Estimate.

The Budget Request is then submitted to Workflow for approvals. Once the submission is approved the requested
lines become the original budget.

Note: Estimates are seen only by the Project Manager and Project Director Roles in projects@BU, they are where
PMs can experiment with various project budgets before requesting their final budget. While it is possible to create
a Budget Request directly without going through the Estimate Process, the Procurement and Bidding Process is
based off of the Estimate Record, not the Budget Request.

Note 2: The process for moving money from one cost code/line in a budget to another, for instance moving money
out of contingency into a line that requires more for a commitment, is through a Zero-Dollar Budget Request. This
process is detailed at the end of this section.

Creating an Estimate

Follow these steps to create an Estimate in projects@BU.

Creating the Header
1. Use the main menu to navigate to Planning/Portfolio Planning/Estimates.

PORTFOLIO PLANNING
Initiatives
ENGINEERING FOR... Portfolio Planning Worksheet

Estimates
COST MANAGEMENT
PROCUREMENT

SCHEDULING
Pre-bid

Bid Packages
ASSET MANAGEME...
Online Bids

WORKFLOW

PORTFOLIO

Planning / Portfolio Planning / Estimates
2. The Estimates page opens.

@ (Portfolio) > Planning > Portfolio Planning > ESTIMATES

Drag a column header and drop it here to group by that column
9 Programs |"ALL" ‘-| Projects ‘*AH" ‘ -| + D_ | -

PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS uom CURRENCY

120ASH - Testing Pri 00557 10757 Testing Estimate Approved Days usD
7

K 4} W PaGeE SIZE

Estimate List
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In the toolbar at the top of the list click the + button .

A blank Estimate record opens.

In the Project field select the Project you wish to create an estimate for.

In the Description field describe the Estimate.

In the Estimate Unit of Measure select the Unit of Measure used for the Estimate.
In Category drop-down select the basis of the estimate, for example “Rough Order
of Magnitude (WAG).”

9. Inthe toolbar click the “Save” button.

Note: Once the Estimate is saved, the estimate details will now be displayed.

N hAW

G) (Portfolio) > Planning > Portfolio Planning > ESTIMATES > 10758 - Demonstration Estimate

 pa— ] —-— -
= o i i ~|
i= 0 |}0755 120ASH Demonstration Proje‘ v| + |+ (~| ™ |~ 4 ~ Ky | |+
» i ADJUSTMENTS SPECIFICATIONS NOTES
Project* |00555 - 120ASH Demonstration Project | -‘ RECAP
Description® |Damunstration Estimate ‘ Estimate Unit of Measure |Days
Category |Rough Order of Magnituds | v ‘ Estimate Units |
Reference | ‘ Cost/Unit |
Status / Revision |Draft ‘ - | | D‘ Price/Unit |

Drag a column header and drop it here to group by that column

ATTACHME!  ITEM DESCRIPTION QUANTITY

/ Edit +Add DAdd Items Add Assembly z Add Resource(s) @] Delete c Refresh Export To Excel n |

EXT. QUARN T|

= 1= 1= \ = || = = || =

No records to display.
4

| M ‘m; M  PAGE SiZE |

Completed Estimate screen with Details indicated.

Adding Template Items to an Estimate.

While it is possible to create an Estimate by manually adding Items, projects@BU has two

templates, called Assemblies, which have a collection of Items commonly found in either a Level

1-2 or 3-5 Project. To add an Assembly to the Estimate, follow these steps.

1. Inthe toolbar of the Estimate Details click the “Add Assembly” button.

Drag a column header and drop it here to group by that column

ATTACHMERN ITEM DESCRIPTION

# Edit —+—Add D Add Items Add Assembly] z Add Resource(s) @] Delete c Refresh B Export To Exce]

1= 1=r "= = = | = |

No records to display.
4

K 4@) M PaceszEfo [ -]

Add Assembly button indicated
The Assemblies window opens.
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1.

ASSEMBLIES

@) | setectan assembly [~]

Assemblies window
In the Select Assembly drop-down select the “Level 1-2 Estimate Template” for Level 1
or 2 Projects, or the “Level 3-5 Estimate Template” for Levels 3 to 5 Projects.
Note: While these Assemblies contain a collection of items, it is just a starting list. Once
an Assembly has been added to an Estimate record, it can be further customized by
adding or removing Items.

® Select an Assembly

1 - Design Fees Template Level 1- 2
2 - Construction Fees Level1- 2

3 - Level 1-2 Estimate Template

4 - Level 3 -5 Estimate Template

Assembly Options shown

In the top left of the window, click the “Save and Exit” button. D'
The list of items now appears in the Estimate.

Manually Adding Items to an Estimate

The Estimate is made up of Iltems and can either be approved as a whole, or on a per-item basis.
projects@BU has an extensive catalog of Items representing the CS/ Cost Codes. The instructions
below show how to add those line items to an Estimate.

In the toolbar of the Details table click the “Add Items” button.
2.

[[J Add items

The Items dialog box opens.

E ® ‘ il @ vosiemrowse O scanyee Choase File | No file chasen Barcode Settings

COST CODE

HA[P M procsecf |-

Items window shown with Items Catalog indicated
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5.

3. Expanding the Items Catalog folder shows the general categories that Items are broken
into by the type of Costs they represent, either Construction, Owner Controlled or

Contingency.

Note: For projects created previous to 9/2019 you will need to use the “Old” set of Cost

Codes.

4. Expanding, for example, the Owner Controlled Costs folder by clicking the arrow next to
it, shows the three phases that Cost Codes are separated into.
Note: For single-phase Projects, pick the “Phase 1” folder.

<0
<0

»
» [
4

tems Catalog

01 Construction

Phase 01

Phase 02

Phase 03

The next set of sub-folders contain all the Owner Controlled Cost Groups, including Design
Fees, FF&E, Security, and Insurance.

47 ttems Catalog

4 01 Construction
4 Phase 01
» £ 00 Procurement and Centracting Requ
* T 01 General Requirements
¥ £ 02 Existing Conditions
» £ 03 Concrete
* T 04 Masonry
» £ 05 Metals
yB2 06 Wood, Plastics, and Composites

* [ 07 Thermal and Moisture Protection

6. Expanding, for example, the sub-folder 03 Concrete holds Concrete-related cost

centers.

<0
<0
<0

tems Catalog

O
O
O
O

01 Construction

Oo0ooag

Phase 01

00 Procurement and Contracting Requirem
01 General Requirements

02 Existing Conditions

030000 - Concrete

4 .

L] 030100 - Maintenance of Concrete
031000 - Concrete Forming and Accesso

- Concrete Reinforcing

Expanding the 03 Concrete Folder
7. Click the appropriate cost item(s) and drag them from the Catalog on the left to the

table on the right.
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l} ® "Imll (@) MOBILE/BROWSE () SCAN/TYPE Na file chosen Barcode Settings

4 [0 [ nems catalog

Phase ‘ | v|
4 [0 [3 o1construction
Location ‘ | '|
4 [0 [ phase o1
Cost Code ‘ [-]
O [ 00 Procurement and Contracting Requiremel;
4 - §
|:| [_J 01 General Requirements / Edit @ Delete c Refresh

IEI 010000 - General Requirements \ 5 R

ﬂ 012100 - Allowances NO

4 - Dﬂnuu eneral Req

ﬂ 012116 - Contingency Allowances

O

]

O

O (] o12119 - Testing and Inspecting Allowance =

B TR
]

|

;s

(] 012300 - Alternates
ﬂ 012400 - Value Analysis

C] 013000 - Administrative Requirements

Pl i o s

Drag the Cost Code(s) you have selected on the left to the table on the right.

A ® |||E (@) voEILE/EROWSE () SCAN/TYPE | Chuwsa File | No fle chosen Barcode Settings

“ 0 [3 items Catalog
40 [ 01 construction
“0 D rhasen = -
Cost Cade +| Period
* O [ oo erccurement and Contracting Requirema
4 [0 [J o1 General Requirements. 7 Edt B Delste 7% notresh
[+
[MEN] 010000 - General Requirements SESCHIFTG : T to0
O @ 02100 - altowances 1 616 | 010000 - General Requirements 01-010000-01-01
O 1 012116 - Contingency Allowances ]
O (] o12no - Testing and Inspecting Allowance -
WA N roesech -]

O (1 o12300 - Alternates
O (] 012400 - value Analysis

The Cost code(s) now appear in the table.

8. Click the “Save and Exit” button in the Items dialog box. D'

9. The Items dialog closes and the new items appear in the Details section on the
Estimate.
Note: If the Cost Codes do not auto populate, contact the PMWeb System Admin as
this project may be associated with the older Cost Code set.

Adding Companies, Bid Categories and Costs to the Estimate

1. Select the items in your Estimate and click the “Edit” button.
2. Inthe Bid Category field select the type of bid for each line in the Estimate.
Note: This field is how projects@BU separates your Estimate lines into individual
Procurement (bidding) records.

Drag a column header and drop it here to group by that column

Update Records ® cancel

ATTACHME!  ITEM DESCRIPTION COST CODE & TYPE BID CATEGORY uom QUANTITY EXT. QUANTITY UNIT COST

= 1=] = [ = | = | =

© [007200 - General conditions | [oo-007200-01 +] | [~] [+] [ [-] [ 1 1 $0.00)
© [010000 - General Requirements | [o1-010000-01- <] [ [] ﬁ°"s"”°ti°" ’—m ,—1\ 1
© [020000 - Existing conditions | [p2-020000-01 +] | [~] z::i'::s I:D \:| 1
©) [028213—AsbestosAbatemem | |oz—023213—017(|v| | |v| S:::‘T’ade :E \:l 1
©) IOQSDOD-Ceilings | |oe-ossooo-m-|v| | |-| [~ ’—m ,—|| 1
(0) IOQSSOO-Carpeting | |09—096300—0|—|v| | |v| | ‘v| ‘ |v‘ | || 1
© 099000 - Painting and Coating | [oe-0ss000-01] +] | -] [ -] | -] | 1 1

[-] | [-] | [ | [-] |

© 260000 - Etectrical | [ps-2s0000-01]

Procurement Types

1| 1 $0.00,
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3. Type the Quantity of services or materials you need for the Estimate.

4. Type the Unit Cost of the Service or material
Note: When you enter a Unit Cost and Quantity the system generates an Ext. Cost,
for instance a Quantity of 7 times a Unit Cost of 570.00, generates an Ext. Cost of
$490.00.

|095000 - Ceilings ‘ |os—oasooo—m—| v‘ ‘ | v‘ ‘ ‘ v| ‘ | v‘ ‘ 7‘ 7 ‘ sm.nn‘ | $490.0¢
|UBGBUU - Carpeting ‘ |os—oaeeoorm—| v‘ ‘ | v‘ ‘ ‘ v| ‘ | v‘ ‘ gu‘ 20 ‘ $300.uu‘ | $27,000.0C
|099mm - Painting and Coating ‘ |Dg—ogsmun—m—| v‘ ‘ | v‘ ‘ ‘ v| ‘ | v‘ ‘ 150‘ 150 ‘ $m.uu‘ | $1,500.0¢

5. Inthe toolbar of the Details table click the “Update Records” button.
E Update Records

‘ Drag a column header and drop it here to group by that column

/ Edit

ATTACHMER

=+ Add

[J Add items

DESCRIPTION

5] Add Assembly

COST CODE

& Add Resource(s) [ Delete

~
2 Refres

BID CATEGORY

h

|E3 Export To Excel [®) Paste From Excel H Layouts

UNIT COST

QUANTITY

EXT. QUANTITY

EXT. COST

ALTERNATE 2

TOTAL COST

‘ L = - - - - - ‘ - [ - ‘ - -
© 614 | 007200 - General Conditions 00-007200-01-01 Construction 1 1 $2,500.00 $2,500.00
© 616 010000 - General Requirements 01-010000-01-01 Construction 1 1 $1,600.00 $1,600.00
o) 663 | 020000 - Existing Conditions 02-020000-01-01 Construction 1 1 $2,000.00 $2,000.00
o) 670 | 028213 - Asbestos Abatement 02-028213-01-01 Construction 1 1 $3,500.00 $3,500.00
@ 816 | 095000 - Ceilings 09-095000-01-01 Construction 7 7 $70.00 $490.00
© 827 | 096800 - Carpeting 09-096800-01-01 Construction 20 20 $300.00 $27,000.00
o) 834 | 099000 - Painting and Coating 09-099000-01-01 Construction 150 150 $10.00 $1,500.00
@ 922 | 260000 - Electrical 26-260000-01-01 Construction 1 1 $1500.00 $1,500.00
o) 932 | 265000 - Lighting 26-265000-01-01 Construction 1 1 $1500.00 $1,500.00
© 983 500000 - Design Fees 50-500000-02-01 Design 1 1 $15,000.00 $15,000.00
(@ 1015 | 510000 - FF&E 51-510000-02-01 FFaE 1 1 $750.00 $750.00
Q| 1045 | 530006 - Moving 53-530006-02-01 Direct Trade 1 1 $400.00 $400.00
Q) 1053 540002 - Network 54-540002-02-01 Direct Trade 1 1 $1,200.00 $1,200.00
Q) 1060 | 530000 - Permits 59-590000-02-01 Direct Trade 1 1 $200.00 $200.00
) 1083 | 900000 - Cont 1 1 $3,140.00 $3140.00

$62,280.00

RIg

$2,500.00
$1,600.00
$2,000.00
$3,500.00
$490.00
$27,000.0€
$1,500.00
$1,500.00
$1,500.00
$15,000.00
$750.00
$400.00
$1,200.0
$200.00

$3140.00
>

Figure 1 — Estimate Record with all required Fields filled out

Submitting all or Part of an Estimate for Approval Workflow

Once Items have been added to an Estimate either the entire Estimate or specific Items can be
used to generate a Budget Request record, which is then submitted to Workflow for Approval.
The following steps show you how to generate a Budget Request.

Note: Only Items with associated Cost Codes can be submitted to Workflow. If you do not have
Cost Codes associated with the Items in your Estimate, you need to contact the PMWeb system
admin to resolve this issue prior to generating a budget request.

1. Change the status of the Estimate in the header from “Draft” to “Approved”, and then Save
the Estimate.

(D (Portfolio) > Planning > Portfolio Planning > ESTIMA

1 — N [
= ‘9 [16758 -~ 120484 Demonstration Froje] | =)
» ADJUSTMENTS
Project® |GOEES - 120ASH Demonstration Project | - ‘
Description* [pemanstration Estimate | 4
Category |Ruugh Order of Magnitude | - ‘ E
Reference [ |
Status / Revision Draft [~ q A
Draft B
Submitted
Drag a column header and rerurned urmn
# edit  4-agg | Resubmitted ghbly &
Approved
ATTACHME! ITEM Rejected COST ¢«
Withdrawn -

[ Tl

Status dropdown location shown.
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2. Inthe toolbar of the Estimate header click on the down-arrow next to the

“Generate” button ¥ |- to bring up the options. Select the “Generate Budget
Requests” option.

9 ‘10758 - 120ASH Demonstration Projs‘ v ‘

=

ADJUSTMENTS

&

SPECIFICATIONS

+I-

4 - D~

Project™

‘00556 - 120ASH Demonstration Project | v‘

RECAP

Generate Commitments
Generate Procurements

I Generate Budget Requests I

Generate menu opened with Generate Budget Requests highlighted.

3. The Budget Request window will open.

BUDGET REQUESTS

4

Project

Budget Requests Total
Estimate Description
Combine Cost Codes

Date / Revision

‘00556 - 120ASH Demonstration Project |

‘ $62,280.00|
[pemonstration Estimate |
O

3

< Undo

INCLUDE
L]

SRR R SRR R SRR RS RS ARSI

COST CODE

DESCRIPTION

AMOUNT

[o1-010000-01-01 - General Requirements [+] [cenerat requirements '] $1,600.00]
[00-007200-01-01 - General Conditions [~]  [penerat conditions I $2,500.00]
[o2-028213-01-01 - Asbestos Abatement [+] [ssbestos Abatement ] $3,500.00]
[o2-020000-01-01 - Existing Conditions [+]  [existing conditions ] $2,000.00]
[o2-095000-01-01 - ceilings [+]  [ceitings ] $420.00]
[o2-0s6800-01-01 - Carpeting [~] [carpeting |1 $27,000.00]
|09—09900070\—m _ Painting and Coating \ v| ‘Painting and Coating | | m,soo.oo‘
[26-260000-01-01 - Etectrical [~] | [eectrical ] $1,500.00]
|26—2ssooo—ovo! - Lighting \ v| ‘Lighting | | m,soo.oo‘
[50-500000-02-01 - Design Fees [+] | [oesign Fees ] $15,000.00]
|5"5‘OODO'02'O\ - FF&E ‘ "l ‘FF&E | | $750.00‘

button

to submit only, and then click Generate

Budget Request pop-up window.
4. If you wish to submit all of you Estimate to Workflow, then click the “Generate”

at the top of the list to submit the whole Estimate to Workflow.

5. If you wish to submit individual lines to workflow, either unclick the check-boxes
next to the lines you do not wish to submit, or click the check-box at the top of the
list to unclick all the lines, and then click the check boxes next to the lines you wish

4 .

Note: You will know that the lines were properly submitted when the green “The
action has been successfully completed” message appears.
6. Close the window by clicking the “X” in the upper-right corner.

Budget Requests

Budget Requests can either be directly generated from an Estimate record, or in the case of a Budget
Adjustment, created directly from the record menu. The steps below show you how to complete both

processes.

Budget Requests — Submitting to Workflow

1. Once you have generated your Budget Request use the menu to navigate to Cost
Management/Budgets/Budget Requests.
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PLANNING

ENGINEERING FOR...

SCHEDULING

ASSET MANAGEME...

Cost Management / Budgets / Budget Requests

BUDGETS

Forecasts

Cost Worksheets

Budget Requests

2. Inthe list that appears, open the Budget Request that you just created.
3. Inthe Type* dropdown select the type of Budget Request that you are submitting.

Project®

Record #*
Description
Type*

Post As
Estimate

Status / Revision

Date

|00556 ~ 120ASH Demonstration Projel -|

|001

|Demonstrat|'on Estimate

[~

1 Planning Funding Request
2 Cost Model

3 Schematic Design

4 Design Development

5 Construction Documents
6 Budget Adjustment

Type selection

e  Planning Funding Request — A request to do initial planning — before any
kind of design can begin.

e Cost Model — A space has been identified, the square footage of space to
be affected is known, and the kind of work (tenant build out, wet lab, dry
lab) Numbers are assigned based on benchmarking.

e Schematic Design — Pricing based on Schematic Design Documents — Soft
Costs are not well defined. Contingency could be 15-25%

e Design Development — Pricing based on Design Development Documents —
Soft Costs starting to be identified and priced; but still most not well
defined. Contingency could be 10-20%

e  Construction Documents — Pricing based on Construction Documents; Soft
costs well defined and majority of hard numbers in hand. Contingency — 5-

15%

e  Budget Adjustment - Post-Commitment Budget Adjustments only, do not
select this option for a non-adjustment Budget change.

4. Click the “Save” button at the top of the record.
5. From here you have two paths, you can either Quick submit, or go through the Workflow

View.
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Quick Submit
1. Click the Submit button in the top bar of the page and the Submission window

will open.
@ (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

9 |120ASH Demonstration Project - 21 —| - | + | - @ ﬁ | -

Submit button
2. This window is made of 4 sections
e Header — Click the Submit button to move this Request forward.
Click the Cancel button to go back and alter the request
prior to submitting.

e Comments — Add any comments you would like to the request here.

e Additional CC — Enter the email addresses, separated by a comma
without a space, of anyone you would like to notify of the project
request submission.

e Note: You do not need to include the Approvers in this list as they are
automatically notified by the system.

e  File Attachment and List — Click the green file bar to add any additional
attachments to the request, which then appear in the box below.

Lk ® !

Comments

This is the Demo request we talked about earlier

Additional cC 3

mjane@bu.edu,jdoe@bu.edu

_—
DROP FILES HERE OR CLICK TO ADD

PMWweb v7-1.pdf x < A¥4

Submit Window
3. Click the Submit button to move the request forward.
Workflow View
Click the “Workflow” view at the top right of the record.
1= ') [ossn osmonstration roject - 21 ] +I- @ ‘ & @

SPECIFICATIONS NOTES ATTACHMENTS | |

» MAIN

Workflow View
Click the “Submit” button.
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(D (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

+i- @ & |- [ >svonr |

SPECIFICATIONS NOTES

2 — 9 ‘TQOASH Demonstration Project - 21 ,‘ v|

| 2 MAIN ADJUSTMENTS

ACTIONS

UBEMIT

Workflow view with “Submit” button
In the “Comments” section type any Comments or notes that you would like to
provide to the next Approver in the Workflow.
Note: You can add one or more email addresses to the “CC” to copy on the Budget
Request by manually typing in their emails, with a semi-colon (;) between the
addresses.

+i- & B[ [ > s

SPECFICATIONS NoTEs ATTACHMENTS NETIFICATIONS

Documenté: 0
Document Type: Dugst Nequasts
‘Submitead By: Jorstran Smith

dsitionat 62 I

Comments and CC’ed Addresses Added to Workflow Tab
Click the “Save” button to submit the Request to Workflow.

@ (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

B o+ B @ SN [

Ze— 9 ‘WZDASH Demonstration Project - 21 -‘ v |

» MAIN

ADJUSTMENTS

SPECIFICATIONS NOTES

ATTACH

ACTIONS

EMAIL PREVIEW

Subject

PMWeb Approval Request: Budget Requests 001 -

Comments

€ CcANCEL

=a

Additional cC ‘

DROP FILES HER

Workflow tab after pressing “Submit” button with “Save” button now showing.
Note: Once the workflow has been submitted and saved to Workflow it cannot be
modified unless it is sent back for revision by one of the Approvers in the Workflow.
Note: You can check the status of the workflow request by viewing the status list in the
“Business Process” section of the Workflow tab.
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Budget Adjustment Process

Unlike Project Budget Requests, Budget Adjustments do not need to start with an Estimate
record. Follow these steps to submit a Budget Adjustment to transfer money in an approved
budget from one line item to another, ex: From contingency to a construction line item.

1. Navigate to Cost Management > Budgets > Budget Requests

PLANNING

BUDGETS

Forecasts

Cost Worksheets

ENGINEERING FOR...

SCHEDULING

Budget Requests

ASSET MANAGEME...

Cost Management > Budgets > Budget Requests

Click the “+” = button in the toolbar at the top of the list.

Select your Project from the drop-down.

In the Type field, select “Budget Adjustment”
Enter in a Description that you will recognize.
Leave the Estimate field blank.

Click the “Save” button at the top of the record.

@ (Portfolio) > Cost Management > Budgets > BUDGH

Completed Budget Adjustment Header with fields shown.
In the toolbar on the Details tab, click the “+ Add Cost Codes” button.

éE 9 [120asH Demonstration Project - 21 -[ | =)
» ADJUSTMENTS

Project* Ioosss - 120ASH Demonstration Projel v]
Record #* 002 I
Description IBudget Adjustment Demonstration I
Type* Ie Budget Adjustment I v]
Post As IOrlgmal Budget I v|
Estimate | |
Status / Revision [raft [~]] 0
Date [ 08-31-202]
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G) (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 002 - Budget Adjustment Demonstration

9 |120ASH Demonstration Project - 21 —‘ '|

» MAl ADJUSTMENTS

Project* ‘00556 — 120ASH Demonstration Proje| v|

Record #* ‘002 | Responsible Cost | - |
Description ‘Eudgat Adjustment Demonstration | GRsitan

Type* ‘6 Budget Adjustment | v|

Post As ‘Or\g’inat Budget |v|

Estimate ‘ |

Status / Revision ‘Draft | - | | 0|

Date ‘ 08-31-202]

Drag a column header and drop it here to group by that column

# edit = add Add Cost Codes [l Delete ¥ Refresh  [Ell Export To Excel  [*] Paste From Excel |4 Use Units |

UNIT

ATTACHME! COST CODE* = DESCRIPTION uom QUANTITY ADJUSTMENT 1 ADJUSTMENT 2

cosT
=

No records to display.

W
1
1
]
]
7.

Details toolbar with “+ Add Cost Codes” button indicated.
In the window that appears, navigate through the left-hand folder tree to the Cost

Code you need to move money to, and then drag it to the right-hand list.

COST CODES
[]
B [
" LI [ 60 - Insurance -
* [0 [ 62- other Company | |-‘
'O [3 s0- Alternate Period | |"
4 [0 [ 90 - contingency Location | |"
O H 90-800000-03-01 - Contingency Resourcs | | "
O (] 90-900000-03-02 - Contingency Classification | [-]
Include Notes
O (] 90-900000-03-03 - Contingency O
O ﬂ 90-900001-03-01 - Construction Contingency ™
elete
Od ﬂ 80-900001-03-02 - Construction Contingency
0ST COD
O ﬂ 90-900001-03-03 - Construction Contingency
) e records [mINA] 50-900000-03-01 - Contingency
O ﬂ 90-900002-03-01 - Owner Controlled Contingency |
O ﬂ 90-900002-03-02 - Owner Controlled Contingenct
Od ﬂ 90-900002-03-03 - Owner Controlled Contingenct

Moving cost codes from the tree to the list.
Repeat step 9 for any further codes you need to transfer money to.
In the window that appears, navigate through the left-hand folder tree to the Cost
Code you need to move money from, and then drag it to the right-hand list.
Click the “Save and Close” link at the bottom of the window.
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vk wn

COST CODES

[
= |2
" L1 (] 60 - Insurance &
* O [3 e2- other Company ‘ ‘ v|
* O 3 =0- Alternate Period ‘ ‘ ‘|
4«0 [3Js0- Contingency Location ‘ ‘ '|
. Resource -
] <0-200000-03-01 - Coningen| | -]
= Classificati
O (] 90-200000-03-02 - Contingency assification ‘ ‘ '|
Include Notes
O ﬂ 90-900000-03-03 - Contingency o
[l ﬂ 90-900001-03-01 - Construction Contingency
@] Delste
O ﬂ 90-900001-03-02 - Construction Contingency
o oD
O C] 90-900001-03-03 - Construction Contingency
) Norecordstod [ (] RTINS

[l ﬂ 90-900002-03-01 - Owner Controlled Contingency

O ﬂ 90-900002-03-02 - Owner Controlled Contingenc:

O ﬂ 90-900002-03-03 - Owner Controlled Contingenc:

“Save and Close” link indicated.
Open all chosen lines for editing.
Note: See “Selecting and Editing Fields” in projects@BU Basics for how to edit these
lines.
Enter a positive (+) dollar value in the Unit Cost field for the lines you are moving
money to.
Enter a negative (-) dollar value in the Unit Cost field for the lines you are moving
money from.

G) (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 002 - Budget Adjustment Demonstration

éE 9 ‘120A5H Demonstration Project - 21 —‘ " + ‘ - @ 6 ‘ -

3 A ADJUSTMENTS SPECIFICATIONS NOTES

Project* ‘00556 - 120ASH Demonstration PrGJEl v‘ USER DEFINED FIELDS

Record #* ‘002 ‘ Responsible Cost | - |
Description ‘Budget Adjustment Demaonstration ‘ Genter

Type* ‘e Budget Adjustment | v‘

Post As ‘Or'\g'irml Budget | - ‘

Estimate ‘ ‘

Status / Revision ‘D!aft ‘ = ‘ ‘ 0‘

Date ‘ 08-31-2021]

Drag a column header and drop it here ta group by that column

# edit 4-Add 4 AddCostCodes [ Delete <> Refresh  [El Export To Excel  [%] Paste From Excel [/ Use Units

UNIT PROJECT
-«
ATTACHME} COST CODE* 4 DESCRIPTION uom QUANTITY " o | ADJUSTMENT1 | ADJUSTMENT2 e
(0) | 09-095000-01-01 Ceilings 1] $s00.00 $0.00 $0.00 | $500.00
(0) | 90-900000-03-01 contingency 1| $-500.00 $0.00 $0.00  $-500.00

7] 4@) M PAcE s.zz:

Moving from (-) Contingency to Ceilings.
Click the “Update Records” button.
Click the “Workflow” tab.
Click the “Submit” button.
In the “Comments” section type any Comments or notes that you would like to
provide to the next Approver in the Workflow.
Click the “Save” button to submit the Request to Workflow.
Note: Once the Budget Request has been submitted to Workflow it cannot be
madified unless it is sent back for revision by one of the Approvers in the Workflow.
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You can also “Withdraw” the request from workflow, but this close it and it will need
to be re-created.

Note: You can check the status of the Request by viewing the list in the “Business
Process” section in the Workflow tab.

Approving a Budget Request and Adding the Cost Center

After a Budget Request has been submitted it goes through several approval steps, the first of which is
completed by the Departmental Approver who adds the appropriate cost center and then Approves the
Budget Request to be passed on to the Financial Administrator. The steps below detail this process.

1. Click on the “Budget Request” item in your Workflow Inbox.

LINKS s X I WORKFLOW INBOX
* Projects _ Project/Location 120 ASHFORD STREET
» Project R ts

— S e e e e

+ Schedules
» Estimates
+ Budget Requests
+ Cost Worksheets

Instructions This request has been sent to you for review
and approval. Should you require additional
information, you can comment and select
“return request” ta the submitter. I you would

= Companies like to deny the request, select “reject
+ Eeedback request” o the request is not able to proceed
* Security or be edited. Should you have any questions,
* LDAP please do not hesitate to contact me. Thank
+ List Manager you,
« Specification Manager
« settings |
« Bl Reporting
+ Manage Cost Center

- &0

1] qmz (X P%’;EE\ZE

Workflow inbox with Budget Request Indicated
Click on the Main view to review the amount of the Budget Request.

G) (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

1 — 2 5 " =

2 — = - - =~

o 9 ‘120&SH Demonstration Project - 21 | | + | - . ﬂ | -

I MAIN I ADJUSTMENTS SPECIFICATIONS NOTES
Main View

In the header of the Budget Request, click on the drop-down next to “Responsible
Cost Center” and select the appropriate Cost Center for this project.

Note 1: If your project is going to be funded by the University Provost’s office, please
select “9999999999 — Centrally Funded” as your Cost Center. (see below)

ADJUSTMENTS SPECIFICATIONS NOTES A
Project™ ‘00556 - 120ASH Demonstration Pruje‘ - ‘ USER DEFINED FIELDS
Record #* ‘001 ‘ Responsible Cost

9999999999 - Centrally Funded | ~|

Description ‘Demonstratinn Estimate ‘ Center
Type* ‘1 Planning Funding Request ‘ - ‘
Reference ‘ ‘
Post As [original Budget [-]
Estimate ‘Demonstration Estimate - 0 ‘
Status / Revision ‘Returned ‘ '| | 0‘
Date ‘ 0873172021‘

Centrally Funded Project
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Note 2: If you do not see a Cost Center that you believe you should have access to,
contact the PMWeb Admin by emailing ITHelp@bu.edu to have your access
validated and granted.
2. Click the “Save” button at the top of the record to save your entry from step 3.
(D (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

2 — g ‘12OASH Demonstration Project - 21 —| hé |

+I- &l

ADJUSTMENTS SPECIFICATIONS NOTES
Project* ‘00556 _ 120ASH Demonstration ije| - ‘ USER DEFINED FIELDS
Record #* ‘001 ‘ Responsible Cost

9999999998 - Centrally Funded | v|

Description ‘Demonstrat\'on Estimate ‘ Center
Type* ‘1 Planning Funding Request | - ‘
Reference ‘ ‘
Post As [oriinal Budget [-]
Estimate ‘Demonstratiun Estimate - 0 ‘
Status / Revision ‘Returned | " | 0‘
Date ‘ 08—31—2021‘

Save button Indicated
3. Click the Workflow view to show the workflow options.

@ (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

'9 ||20ASH Demonstration Project - 21 —| v] + |~ 6 |~

MAIN ADJUSTMENTS SPECIFICATIONS NOTES ATTACHMENTS

“Workflow (Step 2 of 6)” tab Indicated

4. Approve the Budget Request by clicking the circle next to “Approve Budget
Request” and then click the “Take Action” button at the bottom of the list.

@ (Portfolio) > Cost Management > Budgets > BUDGET REQUESTS > 001 - Demonstration Estimate

b = - ] —
— -1~ - ~ -
= 9 ‘120ASH Demonstration Project - 21 | | + | - G ‘
MAIN ADJUSTMENTS SPECIFICATIONS NOTES ATTACHMENTS
ACTIONS EMAIL PREVIEW
Subject PMWeb Approval Request: Budget Requests 001 - 1204
@ APPROVE BUDGET ... This request has been sent to you for a

review and approval. Should you Cammants
require additional information, you

can comment and select “return
Q. REUEGTREQUEST request” to the submitter. If you

O RETURN REQUEST

O WITHDRAW would like to deny the request,
select “reject request” so the request’
FINAL APPROVE is not able to proceed or be edited.

Please include the 10 (ten) digit SAP
USER DELEGATE cost object in the comments section
that will fund this request. The cost

O CcomMMENT object must be a department

[E) TAKE ACTION

v

Additional CC

Approve Option and Save button Indicated

Reviewing a Budget Request and Updating Centrally Funded Cost Objects

Once the Budget Request reaches the “Financial Approver” stage, Business Affairs will
receive a notification email from projects@BU to review the Budget Request.
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1. Select the Budget Request from the list of notifications. (See step 1 above)

2.

If the Budget Request has “9999999999 — Centrally Funded” as the Responsible
Cost Center, go to step 9, if not proceed to step 10.

Review the Budget Request with the Provost’s Office to determine if the project will
be funded by that office.

i. If the Project will be funded by the Provost’s Office, select the “Office of the
Provost” Cost Center from the drop down list, and then click “Save” at the
top. On the Workflow tab, select “Approve Budget Request” from the list of
workflow actions.

ADJUSTMENTS SPECIFICATIONS NOTES
Project* |00555 - 120ASH Demonstration Frcjel - ‘
Record #* |UO1 ‘ Responsible Cost

9999999999 - Centrally Funded | v|

Description |Demonstrarion Estimate ‘ Center
Type* || Planning Funding Request | - ‘
Reference | ‘
Post As [original sudget [-]
Estimate |Dem3nstraticn Estimate - 0 ‘
ot revion [ommed 7]
Date | 08—31—2321‘

Centrally funded Cost Center Selected
ii. If the Project will not be funded by the Provost’s Office, on the Workflow
tab select “Return Request” from the list of workflow actions to send the
request back to the Departmental Approver as well as adding a note saying
they must select a Cost Center they have access to.
Validate the selected Cost Center for this Project.
i. Ifthe Cost Center is appropriate, on the Workflow tab select “Approve
Budget Request” from the list of workflow actions
ii. If the Cost Center is not appropriate, on the Workflow tab select “Return
Request” from the list of workflow actions to send the request back to the
Departmental Approver as well as adding a note saying they must select an
appropriate Cost Center.
Click the Save button on the Workflow tab.

Note: Once the Budget Request has been fully approved, it will be automatically
submitted to SAP at 8pm that night, and an “Approve: Create Internal Order
Request” will appear in your SAP worklist.

After the Project Account has been created in SAP, the account number will be
pulled from SAP into projects@BU at 9pm the next night, and the Account Number
will be automatically populated to the Project record.

Work Order (FSR) Entry

Work Orders associated with projects are still being processed through CAMMS. Follow the screenshot
below to find the PM Web Work Order Entry link.
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Purchase Requisition »
Space-Change Requests §
Reports »

- Sand
1]
Addross:
Shop v
Capital Projects SUWBS:
Estrmate History N

Notty Expred Estrnate

Master Projects

Rencovabon Eslimate Request
Reports b
Space-Change Reguests
Update Project Status

Cost Worksheets

Once a Budget Request has been approved, you can view the Budget in the Cost Worksheets section of
projects@BU. Currently this allows you to view all the Budgeted Costs for the Project, as well as the origin
of those Costs within the system.

Once Phase 3 of the Implementation Project has been completed you will also be able to use Cost
Worksheets to compare the Current Budget vs any Change Orders or Costs booked against the Budget as
they are submitted by the vendors.

Running a Cost Worksheet

1. Open the Cost Worksheet list by navigating to Cost Management/Budgets/Cost Worksheets.

BUDGETS

‘9~ FLANNING
Forecasts

ﬂ ENGINEERING FOR... Cost Worksheets

COST MANAGEMENT

—
mm=  SCHEDULING

ASSET MANAGEME...

Cost Management > Budgets > Cost Worksheets
2. Inthe Project Dropdown select the name of your Project.

Budget Requests

3. Inthe Worksheet Dropdown select the type of Cost Worksheet that you wish to view.
Currently only “Level 5 Worksheet” is available but more may be added at a later date.

4. The Budget Worksheet is divided into several standard Columns, these are:
e Cost Code — The Cost Code that ties to that line item.

Budget Description — The Description of Cost Code.

e  Original Budget (A) — The Approved Budget for that Cost Code.

Note: If you have any Unapproved Budget Requests or Estimates they will not

appear here until they have been approved through Workflow.
Pending Budget Changes (B)— Any Change Orders that are currently being
processed in workflow for this Budget Line.
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e Approved Budget Changes (C) — Any Change Orders that have been approved for
this Budget Line.

e  Current Budget (D = A + C) — The Approved Original Budget Plus the Current Budget

e Anticipated Budget (E = B + D) — The Current Budget plus the Pending Budget
Changes

e  Original Commitments (F) — Commitments that have been approved.

e Pending Commitment Changes (G) — Commitment records that are currently being
processed through Workflow.

e Approved Commitment Changes (H) - Commitment CO’s that have been Approved
through Workflow.

e  Current Commitments (I = F + H) — Original Commitments Plus Approved
Commitment Changes

e Anticipated Commitments (J = G + 1) — Pending Commitment Changes plus Current
Commitments.

e Pending Exposure (K)

e Approved Exposure (L)

e Total Exposure (M=K +1L)

e  Forecasts — Pending — The total amount from the Forecasts record.

e Budget Remaining (N = D - I) — Current Budget minus Current Commitments.

Any line on the Worksheet can be expanded by clicking on either the arrow icon to the left of
the Cost Codes or the grey values on the line.

The expanded view show the source of the value that you clicked on, for now this is just the
Budget, but in the future both Commitments and Change Orders will be linked here.

period Fom i g

Drag a column header and drop it here to group by that column

| Export To Excel

00-000000-01- Procurement and Contracting Re
01-010000-01-C General Requirements

03-030100-01-C Maintenance of Concrete

03-032500-01-¢ Composite Reinforcing

03-033500-01-C Concrete Finishing
05-050300-01-( Conservation Treatment for Peric
22-220000-01-( Plumbing

26-260000-01-( Electrical

50-500000-02- Design Fees

50-500001-02-( Architect

51-510000-02-C FF&E

Typical Cost Worksheet
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Bidding and Procurement

The bidding process in projects@BU occurs in the Planning module where the Bid Package record is created as
well as holding the Online Bidding records. Invitations to bid are also sent out from the Bid Package which directs
the firms to log into the system to submit their bids. When that is complete, the Project Manager uses the Bid
Packages record again to level the bids and select the winning bidder.

Note: Architects and OPMs are not bid through projects@BU, they are bid out directly through Sourcing &
Procurement, as the selected Architect/OPM has full access to the bidding record and would be able to see their
competitor’s bids.

Warning: While companies who are bidding on Projects do not have to be authorized vendors at Boston
University, they must be created as Companies, Contacts, and Users in projects@BU. If a vendor is not available
for selection in the system, contact the projects@BU System Administrator through ithelp@bu.edu and they can
set up the Company, and their contact, in the system as a “bidding-only” Company, and provide the contact with
the access they will need to respond to the bid.

Note: If a non-authorized Company is selected as the winner of the bid, they will need to go through Sourcing &
Procurement’s authorization process. Winning a bid through projects@BU does not guarantee that they will be
authorized by Sourcing & Procurement.

Pre-Bid
While you do not have to start your bidding process in the module, it is recommended if you are bidding
out multiple types of work, or would like to send different sets of Cost Codes to different companies. The

Pre-Bid module allows you to create one bid package, and then divide it up amongst your bidders by type
of work being performed.

Creating a Pre-Bid Record

1. Navigate to Planning > Procurement > Pre-Bid.

PORTFOLIO PLANNING CUSTOM FORMS
Initiatives test
ﬂ ENGINEERING FOR... Portfolio Planning Worksheet
Estimates
COST MANAGEMENT
PROCUREMENT
SCHEDULING
Pre-bid
ASSET MANAGEME... Bl Packagse
Online Bids
WORKFLOW
SETUP

PORTFOLIO NDA

Planning > Procurement > Pre-Bid

2. Atthe top of the list click the “+” + button.

@ (Portfolio) > Planning > Procurement > PRE-BID

Drag a column header and drop it here to group by that column
9 Programs l«mv | - | Projects |‘ALL’ | - | + @ C @

PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS CURRENCY : o evyclelng TYPE

[ = = | = |l =l = | = = | =L

Tyler Testing Proj¢ 00560 001 Test Approved uso Construction BU Consulting Ag

” 15’ o :;3:5:5
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10.

11.

12.

Pre-Bid list.
In the Project* field select the name of the Project you are creating the Pre-Bid for.
In the Description field, type a name for the Pre-Bid that will help you identify this record.
Bid Category is a drop-down list that helps with sorting of the records, the options are.
e Construction
e  Consultant Services

e Design
e Direct Trade
o FF&E

In the Solicited By drop-down list select “Boston University” as the source of the Bid
Package.

Solicited By Boston University lv]

Boston University

2020 Engineering LLC

Status / Revision 3M Company
Solicited By List Opened & BU selected

In the Project Manager list select your name.

Enter the date and time that Bids must be entered into the Bids Due fields

Note: You cannot enter these until after you have completed the remainder of the process. If

you do not want to start the bidding at this time, then leave these fields blank.

Project Manager

Bids Due I l

Bids Due Time I l

Bids Due Date & Time

Select the Anticipated Agreement type from the list in that drop-down field, the types are:

e BUAIA

e  Master Service Agreement

e BU Consulting Agreement

e Standard PO Terms

e  Purchase Order

e Subcontract
The Procurement drop-down list will hold links to any Procurement records linked to this
Pre-Bid.
Click the “Save” button at the top of the page.
Note: The Options section is locked to just the System Administrator, if you wish to change
these options, please submit a Ticket through @ITHelp, as some options cannot be modified
due to procurement policies at BU.

[:woz

[oor

120ASH Demonstration Projec

[pemonstration pre-gid

‘Ct‘wstm:nc“

lE\cston University

‘Eoi(:w‘ University - Jonathan Smith

OO EE@E@O0OO0

ock Q

Completed header
The Bidder Matrix view is where you select the bidders you will be sending the Bid Package
to.

a) Click the “+ Add Bidders”
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b)

Drag a column header and drop it here to group by that column

# Edit

-} Add Bidders

[il] Delete

BID CATEGORY

c Refresh  Display -- All-- -

COMPANY

|

[ Layouts

INACTIVE

0=

No records to display.

K 4E|) M PacESIZEo [+]

SELECT COMPANIES/CONTACTS (0 SELECTED)

Buttons above Bidder Matrix with Add Bidders indicated
In the window that opens click the box next to the bidders you wish to add to this Pre-
Bid.
Note: This window has two different tabs, Companies/Contacts and Distribution Lists.
Companies/Contacts can be selected individually while Distribution Lists must be

configured in the Distribution Lists section of projects@BU. The Select
Companies/Contacts window will open.

Drag a column header and drop it here to group by that column

Specs [

[+] [ saveand close

COMPANY

=

REFERENCE

L

Save Layout

| Load Default Layout

PROJECT

goOoOooOoooooooooooooo:o

2020 Engineering LLC

3M Company

96pt.

A & M Associates Ltd

A C &R Supply Co Inc

A Maintenance Supply Co., Inc.
A&P Woodworking, Inc.

A. J. Rose Carpets

A. Vozzella & Sons, Inc.

Al Automatic Transmission, Inc.
A-1 Lighting Service Company
ABC Imaging

ABC MOVING & STORAGE CO., LLC.
ABC Moving Services, Inc.

ABC Window Shade CO Inc.
ABCO Refrigeration Supply Corp.
AC Electric

ACCENT BANNER LLC
Accutemp Engineering

Acella Construction Corporation C - Ge

Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor
Registered Vendor

Vendor

k{2345678910...)ﬂ

PAGE SIZE :

c)

“Select Companies/Contacts” window.
Click the Checkbox to the left of the bidders that you wish to add to the bid.
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Drag a column header and drop it here to group by that column
Specs ‘ | - | Save and Close Save Layout
| ] COMPANY TYPE REFERENCE
O 2020 Engineering LLC Registered Vendor
[ 3M Company Registered Vendor
(] 96pt. Registered Vendor
O A & M Associates Ltd Registered Vendor
[ A C & R Supply Co Inc Registered Vendor
(] A Maintenance Supply Co., Inc. Registered Vendor
O AP Woodworking, Inc. Registered Vendor
[ A. J. Rose Carpets Registered Vendor
O A. Vozzella & Sons, Inc. Registered Vendor
O A1 Automatic Transmission, Inc. Registered Vendor
[} A-1 Lighting Service Company Registered Vendor
O ABC Construction Test Contractor - Ge Bidding Only Vendor
O ABC Imaging Registered Vendor
[} ABC MOVING & STORAGE CO., LLC. Registered Vendor
O ABC Moving Services, Inc. Registered Vendor
O ABC Window Shade CO Inc. Registered Vendor
[l ABCO Refrigeration Supply Corp. Registered Vendor
d) After you have selected the bidders, click the “Save and Close” button.
Specs | | v| B Save and Close Save Layout
| | COMPANY TYPE REFERENCE
|testing company = | = | =
B4 Architecture Testing Company Testing Company
A Construction Testing Company Contractor - Ge
M4[1]p M PacesizE]o [+]

Note: While BU requires that a minimum of three (3) bids be received for each project, not
all bidders will accept the bid. It is recommended you send out more than the required
number of bids.

Project® IOOSSG - 120ASH Demonstration Project | vl
Pre-bid #* |001 l
Description IDemonstration Pre-Bid I
Bid Category IConstruction I 'l
Solicited By lBoston University I vl
Project Manager lBoston University - Jonathan Smith I "l
Status / Revision lDrafr I vl I Ol
Bids Due | |

Bids Due Time | I

Anticipated Agreement IBU AIA I vl
Procurement I I vl

Completed Bidder Matrix (with fields indicated)
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13. Click the Bid Items view to add the Items from the Estimate to the Pre-Bid record.

a)

b)

c)

Click “+ Add Estimate Items”
%E 9 |6 - 120ASH Demonstration Project —‘ v| ‘ + @ ‘ ﬁ ‘ - | -

3 MAIN BID ITEMS SPECIFICATIONS

Drag a column header and drop it here to group by that column

# Edit + Add D Add Items @ Add Estimate Items @] Delete c Refresh [ Layouts

INCLUDE LINE
IN BID #

o= 1= = [ = ==

No records to display.

ATTACHMEF DESCRIPTION SCOPE OF WORK uom QUANTITY

7] 1) [N PAGES\ZE

Bid Items view and Add Items Indicated.
In the window that opens select the Estimate Items you wish to add to this Pre-Bid.
Note: If you have created multiple Estimates for this project they are sortable in the
“Record” column of the Estimate list.
Note 2: You can also select all items by clicking the box at the top left of the list to select
all at once.
ESTIMATE ITEMS

mE @

Pre-bid (001-Demonstration Pre-Bid
Project 00556 - 120ASH Demonstration Project

‘ Drag a column header and drop it here to group by that column

& Undo
(] I RECORD LNE # em DESCRIPTION PROJECT BID CATEGORY
INITIATIVE
= | estimate 10752 - Demonst| 1| 616 010000 - General Requirem 1204SH Demonstratian Proj Construction
A | estimate 10758 - Demonst 2 | e 007200 - General Conditior] 120ASH Demonstration Proj Construction
A |estimate 10758 - Demonst 3 |60 028213 - Asbestos Abateme 120ASH Demonstration Proj Construction
@A | estimate 10758 - Demonst 4| 663 020000 - Existing Conditior 120ASH Demonstratian Proj Construction
A | estimate 10758 - Demonst 5 et 095000 - Ceilings 120ASH Demonstration Proj Construction
@ | estimate 10758 - Demonst 6 | s2r 096800 - Carpsting 120ASH Demonstration Proj Construction
A |estimate 10758 - Demonst 7 | saa 093000 - Painting and Coat 120ASH Demonstration Proj Construction
Estimate 10758 - Demonst 8 | o2 260000 - Electrical 120ASH Demonstration Proj Construction
@A | estimate 10758 - Demonst o | o3 265000 - Lighting 120ASH Demonstration Proj Construction
A |estimate 10758 - Demonst 0 | o83 500000 - Design Fees 120ASH Demonstration Proj Design
> |
k‘z o PAGES'ZE

Estimate Items window opened with Check Box and Save buttons indicated
Select all the Estimate Items and then click the “Save and Exit.”

14. The Clauses view needs to be set up with standard clauses included in every BU
procurement. To do this:

i. Click on the Clauses tab.
ii. Click on the “+ Add Clause(s)” button.

CLAUSES

Drag a column header and drop it here to group by that column

S Edit +Add @] Delete I +Add Clause(s) I c Refresh FH Layouts

INCLUDE
IN BID

o= | = || = || = | = |

No records to display.
4 L3

LINE # PARAGRAPH CATEGORY TYPE DESCRIPTION TEXT

Add Clause(s) button
iii. Inthe window that opens, select “Group ID” from the “Group by” dropdown.
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B R ®

Group By I|Gruup 1D I -
* O [ ooi- Completeness of RFP
* 0 [ o002 - contract Terms

Group By > Group ID
iv. Select the “001 — Completeness of RFP” and “002 — Contract Terms” folders on the
left hand side of the page, and then drag them over to the right-hand side

SELECT CLAUSES
L ®
Group By ‘Gruup D |v

Paragraph ‘ ‘
0 [T

Category ‘ |,‘
gal (B

Type ‘ |.‘

N, [0 Delete

No records to S8 001 - Complete

2 [WIN] 002 - contract Term

Moving the folders from the list on the left to the right.
Click the “Save” button at top of the window.

SELECT CLAUSES

=[] ®

o

T
R oo oo o

B —

T pelete

Respondent has include Respondent has includd
Respondent has reviewe Respondent has review
Respondent has include Respondent has includd
Respondent has reviewe Respondent has review
Respondent has acknow Respondent has acknoy

Respondent has include Respondent has includd
Respondent has include Respondent has includd
Respondent has include Respondent has includd
Respondent has include Respondent has includd

Respondent has reviewe Respondent has review

Open the Clauses for editing and check off the “Include in Bid” box.

Note: If you do not complete this step the Clauses won’t be properly displayed on the “Online
Bid” records for the Project.
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CLAUSES
Drag a column header and drop it here to group by that colurmn
[E) Update Records ® cancel
INCLDE | LnE# PARAGRAPH CATEGORY TYPE DESCRIPTION TEXT
L= [ = | = | = [ = |]
M4 ! | | ‘ | - | | ‘ - | ‘Respﬂﬁdent has .| |Respnndent has
= 2 | | ‘ | - | | ‘ - | ‘RESDOHdent has || |Respondent has
%] 3 | | | -] | [~] [Respondent has | [Fespandent has
= * | | ‘ | - | | ‘ - | ‘Respﬂﬁdent has .| |RESpundent has
= g | | ‘ | - | | ‘ - | ‘Respcﬁdent has | |R95pundent has
% 5 | | | - '~| [Respondent has | [Respendent has
| 7 | | ‘ | - | | ‘ - | ‘Respﬂﬂdent has || |Respundent has
M 8 | | ‘ | - | | ‘ M | ‘Respchdent has || |Respundent has.
%] o | | | -] | |*| [Respondent has | [Respondent has
2 ° | | ‘ | - | | ‘ M | ‘ Respondent has| |Respondent has
- »

“Include in Bid” column and selection boxes indicated
Change the Workflow Status/Revision drop-down on the Main window to “Approved,” and
save the record.

Project* |00555 - 120ASH Demonstration Project | v|

Pre-bid # [oor |

Description |Demonstrat\'on Pre-Bid |

Bid Category |Cunstructiun | v|

Solicited By |Eostcm University | v|

Project Manager Boston University - Jonathan Smith | v|

Status / Revision Draft ‘ - ‘ D|

Bids Due Oraft 2
Submitted

Bids Due Time Returned

- Resubmitted

Anticipated Agreement Approved :

Procurement Rejected :
Withdrawn -

Workflow Status/Revision
In the top bar click the down-arrow next to Generate and click on “Procurement.”

— - - 5 —
= E) |6 - 120ASH Demonstration Project —‘ -| + ]ﬁ[ ‘ - 4|~
Procurement

} BID ITEMS SPECIFICATIQN NPTES
Project® 00556 - 120ASH Demonstration Project [ v|  OPTIONS
Pre-bid #* ‘om | a O
Descriptian [pemonstration pre-gid | This is a sealed gid 0
Bid Category ‘Cuns(ruc(iun | v| Lock Gnline Bids After Bids Due =]
Solicited By ‘Bosmn University | v| Include Days Column in Online Bids =]
Project Manager ‘anmn University - Jonathan Srith | vl Include MWDBE % Column in Online Bids =
Status / Revision [ include Manufecturer Columns in Online Bids =
Bids Due ‘ | Include Bid Item UDFs in Online Bids =]
Bids Due Time ‘ | Require Acknowledgements ]
Anticipated Agreement ‘Bu AIA | vl Require Nondisclosure Agreement G 0O
Procurement ‘ | v| Show Bid Due Countdown Clock =]

Lock Quantity in Online Bids O

Generate > Procurement.
In the window that opens click the box next to the types of Procurements you wish to
generate from this Pre-Bid, and click the lightning bolt to Generate Records.
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GENERATE PROCUREMENT RECORDS

®
Froject [F05en <2075 Bomorstration o] Line Toral [ wwn
Pre-bid ]W Selected Line Total yimu
DESCRIPTION # OF BIDDERS # OF LINES
o [omstrucin  [+] [ 2 o $0.00
O |[pee ]| pesie o ' $1500000

O |[construction =] [construction o ’ saz9000

Generate Procurement Records window and Lightning Bold
18. Click the “X” button to close the window afterwards.

The system has now generated a new Bid Packages record for each of the Categories that you
indicated. The system will break down each Bid Package by the Category(s) that were selected for
the Estimate Items.

Bid Packages (formerly Procurement)

The Bid Packages record holds the Bid Matrix, as well as where you manage the bids that you have sent
out. From here you can add in both Clauses and Scoring to the Bid Package, as well as issue and level the
bids.

A Bid Package record can either be created through a Pre-Bid record, directly from an Estimate Record, or
by adding the lines of an Estimate to a pre-existing Procurement Record. Each method is detailed below.

Generating a Bid Package Record from an Estimate

Use the main menu to navigate to Planning / Portfolio Planning / Estimates

PORTFOLIO PLANNING
Initiatives
ENGINEERING FOR... Portfolio Planning Worksheet

Estimates
COST MANAGEMENT
PROCUREMENT

SCHEDULING .
Pre-bid

Bid Packages
ASSET MANAGEME...
Online Bids

WORKFLOW

PORTFOLIO

Planning > Portfolio Planning > Estimates
1. Open the Estimate you wish to Generate your Procurement record from.
@ (Portfolio) > Planning > Portfolio Planning > ESTIMATES

Drag a column header and drop it here te group by that column

9 Programs |’ALL“ ‘ - | Projects “A“* ‘ '| I D‘ |~
PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS uoM CURRENCY
120ASH - Testing Pr{ 00557 10757 Testing Estimate Approved Days usD

4

" ‘m; M F‘ASESIZE
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2. Inthe header of the Estimate, check to make sure that the Estimate is
“Approved” by checking the Status field.

(@ (Portfolio) > Planning > Portfolio Planning > ESTIMATES > 10757 - Testing Estimate

éE 9 ‘TO?S? - 120ASH - Testing Project - 2‘!| bl ‘ + ‘ - a ‘ hs + 1 3‘0" | o

A i ADJUSTMENTS SPECIFICATIONS

Project® ‘00557 - 120ASH - Testing Project - 21 | v‘ RECAP

Description*® ‘Testing Estimate ‘ Estimate Unit of Measure ‘Dnys | - |
Category I ‘ [+] estimate units ‘ 1
Reference [ | cost/unit ‘ $240,623|
IStatusf Revision ‘Approved |v| | D‘ I Price/Unit ‘ $240,623|

Approved Estimate Record
Note: If the Estimate is not “Approved”, change the Status to “Approved” and

save the change, by clicking the “Save” = button.
3. Inthe toolbar at the top of the record, click the down arrow next to

“Generate.” ¥ |- Select “Generate Procurements” from that list.

(D (Portfolic) > Planning > Portfolio Planning > ESTIMATES > 10757 - Testing Estimate

%E g |10757 - 120ASH - Testing Project - 21| - | + | ¥ ﬁ | = 4 i 3‘01 | e

» AIN ADJUSTMENTS SPECIFICATIONS T
IGenerate Procurements I ]

Project* ‘00557 - 120ASH - Testing Project - 21 | - | RECAP Generate Budget Requests

Description* ‘Testing Estimate | Estimate Unit of Measure ‘Days ‘ - |

Categdory ‘ | - | Estimate Units ‘ 1|

Reference ‘ | Cost/Unit ‘ $24D,628|

Status / Revision ‘Appruved | vl ‘ D| Price/Unit ‘ $240,628|

Generate Procurements
4. The “Procurements” window opens.

PROCUREMENTS % - o X

Estimate Description  [Testing Estimate

2 Undo © : Already sent
= — —
7] [Construction T 1] [ $1425000]
g [Construction 2l il 7/ [ s126,378.00]

Procurement window
5. Click the blue box, removing the check mark, next to the Bid Categories that
you do not want to send bids out for.

PROCUREMENTS L

4

Project [o0ss7 - 120asH - Testing Project - 21

Estimate Description [resting estimare

Total $240,528.00|

2 unea ©: ready sent

T BID CATEGORY DESCRIPTION
o

]
.

$114,250.00]

I\ [ 1l
[eomrustion i | I Bl sesms0d]

=]

Single Bid Category selected
6. Click the “Generate” button at the top-left of the window to create the Bid
Packages record(s). Navigate to Planning > Procurement > Bid Packages
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10.
11.
12.

13.
14.
15.

ENGINEERING FOR...

COST MANAGEMENT

SCHEDULING

ASSET MANAGEME...

PORTFOLIO PLANNING

Initiatives
Portfolio Planning Worksheet

Estimates

PROCUREMENT

Pre-bid

Bid Packages

Online Bids

WORKFLOW SETUR

PORTFOLIO

Planning > Procurement > Bid Packages
Locate your generated Bid Package by filtering the list by your Project Name or
Number, and then looking for the record with a blank Description field..
@ (Portfolio) > Planning > Procurement > BID PACKAGES

Drag a column header and drop it here to group by that column

D

PROGRAM

+ @

STATUS

Programs |'Al[' |v| Projects “A[l‘ c @

PROJECT NAME PROJECT # RECORD # DESCRIPTION BID CATEGORY

ESTIMATE

[ = | [testing = | = | = | = | = | = |

Testing Program Construction

7 4) ] P;GES\ZE

120ASH - Testing Projec 00557 003

Testing Estimate

“Generated” record on Bid Package List
Open the record by double-clicking on the line.
Enter a Description of the Bid Package that you will recognize.
In the Solicited By drop-down select Boston University.
In the Project Manager drop-down, select your name.
In the Commitment Type selection, choose the Type of Agreement that will be
signed once this Bid Package is completed.
The Revision Date field is auto-populated by the system, to track versioning.
In the Bids Due field select the date that the bid is due.
In the Time field select the time that the bid is due.
Note 1: The countdown clock on the bid starts when this value is saved. If you don’t
know the exact due date of the bid, when you are creating the record, do not enter
these values until after completing the record.
WARNING: Do not enter the Bids Due Date and Time until you are ready to Issue the
bid. These fields cannot be modified once information is entered, and the record is
saved.
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Program* |Testing Program | - |

Project* |00556 - 120ASH Demonstration Projel v|
Procurement #* |001 |
Description |Demonstration Bid Package |
Bid Category lConstruction I v|
Solicited By IBoston University I v|
Project Manager IBOS[On University - Jonathan Smith [ v |
Commitment Type |BU AlA I v |
Revision Date | | ™
Status / Revision IDraft F] | 0|
Bids Due [ 09-30-2021]
Time | 6:00 PM| ©

(UTC-05:00) Eastern Time (US & Canada)

Pre-bid I |T|

Estimate # I OI

Commitment I |

Completed Bid Package Header
16. Click the “Save” button at the top of the page.

Populating a Bid Package Record without a Pre-Bid or Estimate

Note: If you have created a Pre-Bid record and then “Generated” Bid Package records from
the Pre-Bid, or “Generated” a Bid Package record from an Estimate, skip this section and go
to “Setting up the Bidder Matrix, Items and Scoring.”

1. Navigate to Planning > Procurement > Bid Packages

PORTFOLIO PLANNING

Initiatives
Portfolio Planning Worksheet

ENGINEERING FOR... Estimates

COST MANAGEMENT PROCUREMENT

Pre-bid
SCHEDULING
Bid Packages

ASSET MANAGEME... Online Bids
WORKFLOW

PORTFOLIO

Planning > Procurement > Bid Packages
2. Click on the “+Add” button at the top of the list page.
Note: If this is the first Bid Package record created that you have access to, then you
will be brought directly to the Bid Package screen.
@ (Portfolio) > Planning > Procurement > BID PACKAGES

Drag a column header and drop it here to group by that column

9 Programs |"AtL" | - | Projects  |*au* ‘ - ‘ @ c
PROGRAM PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS BID CATEGORY ESTIMATE
[ = | [testing = |l = | = | = |l = |l = | =
Testing Program 120ASH - Testing Prajec 00557 003 Draft Construction Testing Estimate

4

M 4E|> M PAGESIZE[0 []

“+” button on the Bid Package List
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13.

14.

Select the Program of the Project from the drop-down list.

Select the name of the Project from the drop down list.

Do not modify the Procurement # as it will affect all future records created in the
system.

Enter a Description of the Bid Package that you will recognize.

In the Solicited By drop-down, select Boston University.

In the Project Manager drop-down, select the name of the Project Manager.

In the Commitment Type selection, choose the Type of Agreement that will be
signed once this Bid Package is completed.

. The Revision Date field is auto-populated by the system, to track versioning.
11.
12.

In the Bids Due field select the date that the bid is due.

In the Time field select the time that the bid is due.

Note 2: The countdown clock on the bid starts when this value is saved. If you don’t
know the exact due date of the bid, when you are creating the record, do not enter
these values until after completing the record.

WARNING: Do not enter the Bids Due Date and Time until you are ready to Issue the
bid. These fields cannot be modified once information is entered, and the record is
saved.

Click the “Save” button at the top of the page.

Program® ‘Testing Program | v|
Project® ‘3055? - 120ASH - Testing Project - 2| v|
Procurement #* ‘003 |
Description ‘Tes‘ting Bid Package |
Bid Category ‘Eomstructicr | v|
Solicited By ‘Eceton University | '|
Project Manager ‘ECIE'C']\‘ University - Jonathan Smith | '|
Commitment Type ‘EL AlA | '|
Revision Date ‘ 09-01-2021
Status / Revision Draft ‘ 'l | 0|
Bids Due ‘ 09-17-2021
Time ‘ 5:00 PM|
(UTC-05:00) Eastern Time (US & Canada)

Pre-bid ‘ | v|
Estimate # ‘ 10757)
Commitment ‘ |

Completed Header with fields indicated
Validate that the default “Options” in that section of the record are correct for your
project. If not they can only be modified by the system administrator.

This is a Sealed Bid

Lock Online Bids After Bids Due

nclude Days Column in Online Bids
nclude MWDBE % Column in Online Bids

nclude Manufacturer Columns in Online Bids

o

nclude Bid Itemn UDFs in Online Bids
Require Acknowledgements
Require Nondisclosure Agreement

Show Bid Due Countdown Clock

O O®8 8 BEEDODO

Lock Quantity in Online Bids
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e This is a Sealed Bid — Seals bids until after they are due (defaults to
checked)

e Lock Online Bids After Bids Due — Bidders cannot modify their bids
after the due date (defaults to checked).

¢ Include Days Column in Online Bids

¢ Include MWDBE % Column in Online Bids

e Include Manufacturer Columns in Online Bids
e Include Bid Item UDFs in Online Bids

e Require Acknowledgements

e Require Nondisclosure Agreement — Bidders must sign an NDA before
e Show Bid Due Countdown Clock

e Lock Quantity in Online Bids

Setting up the Bidder Matrix, Bid Items, Clauses and Scoring

Setting up Bidder Matrix

15. The Main View is where you add your bidders and award the winner. To add
bidders to this list.

» I I BID ITEMS SPECIFICATIONS SCORING MANAGE BIDS NOTES
Program*® ‘Testing Program |-‘ OPTIONS

Project* ‘00557 ~120ASH - Testing Project - 2| -‘ a0
Procurement #* 003 | Thisis a Sealed Bid O
Description [Testing Bid Package | Lock Online gids After Bids Due O
Bid Category ‘Constru:t\on | -‘ Include Days Column in Online Bids
solicited By ‘Eosrnn University | v‘ Include MWDBE % Column in Online Bids
Project Manager ‘Basmr\ University - Jonathan Smith | v‘ Include Manufacturer Columns in Online Bids
Commitment Type ‘eu AIA | -‘ Include Bid Item UDFs in Online Bids
Revision Date ‘ 0970172021‘ 4 Require Acknowledgements =
Status / Revision ﬂ DI Require Nondisclosure Agreement  ~ [ess) O
Bids Due ‘ 09-17—2021‘ Show Bid Due Countdown Clock
Time ‘ 5:00 PM] Lock Quantity in Online Bids O

(UTC-05:00) Eastern Time (US & Canada)

MINUTES SECONDS

Pre-bid ‘ []

Estimate # ‘ 10757‘ 16 1 30 36

Commitment ‘ ‘

Drag a column header and drop it here to group by that column

# edit = Add Bidders o/ Award [ Delete & Refresh  Display [-- All ~|  EHLayouts

INVITATION
STATUS

LEVELED DAYS
TOTAL TOTAL

e e [ o= L= || =L =

No recards to display-

] 4@) o =%GESZE

COMPANY ‘

BEST BID ‘ NDA ‘ BID STATUS B

Main View with Bidder List shown
Note: As you add bidders to the list Online Bidding records will be created. When the
bids are Sealed, only the contact from the assigned company will be able to view the bid.
Not even the system admin can see Sealed bids in projects@BU Prior to the close of
Bidding.
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Drag a column header and drop it here to group by that column

/ Edit +Add Bidders  +f Award @] Delete c Refresh  Display H [ Layouts
INVITATION
AWARD COMPANY STATUS BEST BID NDA BID STATUS BID TOTAL
o= \ = = o= || = || =
No records to display.
4
K 4|I|) M PacesizEfo [ ]
Bidder Matrix List
a. Onthe table header click “+ Add Bidders.”
Drag a column header and drop it here to group by that column
/ Edit +Add Bidders | ' Award [@ Delete c Refresh  Display B Layouts

INVITATION
STATUS

AWARD COMPANY BEST BID NDA BID STATUS

o= [ =

BID TOTAL

Ne records to display.
4

M 1[|) M PAGESIZE

“+ Add Bidders” button indicated
b. The Select Companies/Contacts window will open.

SELECT COMPANIES/CONTACTS (0 SELECTED)

Drag a column header and drop it here to group by that column
Specs | [+] E)saveandclose  savelayout | Load Default Layout
| ] COMPANY TYPE REFERENCE PROJECT
[ = [ = | = [ =
(] 2020 Engineering LLC Registered Vendor
a 3M Company Registered Vendor
a 96pt. Registered Vendor
(] A & M Associates Ltd Registered Vendor
O AC &R Supply Co Inc Registered Vendor
O A Maintenance Supply Co., Inc. Registered Vendor
O A&P Woodworking, Inc. Registered Vendor
O A.J. Rose Carpets Registered Vendor
O A. Vozzella & Sons, Inc. Registered Vendor
(] A1 Automatic Transmission, Inc. Registered Vendor
O A-1 Lighting Service Company Registered Vendor
O ABC Imaging Registered Vendor
O ABC MOVING & STORAGE CO., LLC. Registered Vendor
O ABC Moving Services, Inc. Registered Vendor
O ABC Window Shade CO Inc. Registered Vendor
O ABCO Refrigeration Supply Corp. Registered Vendor
(] AC Electric Registered Vendor
O ACCENT BANNER LLC Registered Vendor
(] Accutemp Engineering Registered Vendor
| [ | Acella Construction Corporation | Contractor - Ge Registered Vendor
k{23456789w - PN PPGES\ZE

C.

“Select Companies/Contacts” window.
Click the Checkbox to the left of the bidders that you wish to add to
the bid. After you have selected the bidders, click the “Save and
Close” button.
Note: While BU requires that a minimum of three (3) bids be received
for each project, not all bidders will accept the bid. It is recommended
you send out more than the required number of bids.
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Drag a column header and drop it here to group by that column
Specs [ [+] E)saveandclose  savelayout | Load Default Layout
COMPANY TYPE REFERENCE PROJECT
[test = feont = |] = [ =
M ABC Construction Test Contractor - Ge Bidding Only Vendor -
Construction Testing Company Contractor - Ge -
K4|1|p W PacESsIZE

Bidders checked off, with checkbox indicated, and
“Save and Close” button indicated.

Bid Items

Click on the Bid Items View to add either Items from your Estimate to the Bid Package record, or
add Items directly to the Bid.
@ (Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

%E El) |uua - Testing Bid Package ‘ v‘ + |~ ]ﬁ[ G |~ 4 |-
» MAIN SPECIFICATIONS SCORING MANAGE BIDS

Drag a column header and drop it here to group by that column

# Edit =+ add [J Add items () Add Estimate Items [ii] Delete i Refresh |- All - -

INCLUDE IN BID LINE # ATTACHMENTS PROJECT DESCRIPTION SCOPE OF WORK

No records to display.
4

K 45} M racesizEfo [~ ]

Bid Items View
16. To add Items from your Estimate:

a. Click on the “Add Estimate Items” button on the top of the list.

G) (Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

%E 9 [003 - Testing sid package [~] +‘v @ - 4 |-

SPECIFICATIONS SCORING MANAGE BIDS

> MAIN BID

Drag a column header and drop it here to group by that column

# Edit 4 add  [JAadd items () Add Estimate Items [ Delete  f¥ Refresh |- all —- -

No records to display.
4

WAL M e siefo -]
“Add Estimate Items” button Indicated
b. Inthe “Estimate Items” window that opens, click on the checkbox next
to the Estimate line(s) that you wish to add to the Bid.

ESTIMATE ITEMS

BLE®

Procurement [po3-Testing 0id Packsge
Project [o0857 - 12085H - Testing Project - 21
Bid Catogory [onstiuction

Drag a column haacer and drop it here to group by that column

Zundo

7500000
$25,000.00
$2500.00
$1750.00
$50,000.00
$25.00000
$18.750.00
1820000
$7520.00

$6,62000

Estimate 10757 - Testing &1 1] em 500000 - Design Fees  120ASH - Testing Project - | 50-500000-02-0° 1
Estimate 10757 - Tasting B¢ 2 | 0es 500001 - Architoct 120484 - Testing Project - | 50-500001-02-01 1
Estimate 40757 - Testing E4 a | 1oss 580000 - LEED EOASH - Testing Project - ¢ 58-580000-02-0° i
Estimats 10757 - Testing 4 | 1080 530000 - Permits 1204SH - Testing Project - | 59-530000-02-0° 1
Eatimats 10757 - Tasting 1 5 | o 010000 - Goneral Requirem T20SH - Testing Project - [ Construction 01-010600-01-01 1
Etimate 0757 Tesung E: BED 020000 - conerets | tanasw - Testing preject - | construction | 03-030000-01-01 i
Estimace 10757 - Testing ¢ 7|m= 960000 - Wood, Piasties, at 120asH - Testing Project - | censtruction 05-080000-07-01 1
Estimate 10757 - Tasting E¢ 8|8 081000 - Rough Carpentry | 120ASH - Testing Project - | Construction 08-061000-01-01 1
Estimate 10757 - Tasting £ PE 082000 - Firlsh Carpentry | 1204SH - Testing Project - | Construction 08-082000-01-01 1
Estimate 10757 - Tasting £t LR 080000 - Openings 20884 - Testing Projecs - | Conctruction 03-080000-07-01 [
K[z o o seefo ]

4750004
35,0004
$2.500.
$1750.
$50,000.
$25.000.
187504
418,200,
7550,

485,020,
v
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“Estimate ltems” window open, with checkbox indicated.

c. Clickon Save and Exit — at the top of the page to close the window
and add the items to the Bid Package.

B[ @

Procurement |OO3-Te5ﬂhg Bid Package ‘
Project |00557 - 120ASH - Testing Project - 21 ‘
Bid Category |Construction ‘

17. To add Items from the Items List.
a. Click the “Add Items” button

» MAIN BID ITEMS SPECIFICATIONS SCORING

Drag a column header and drop it here to group by that column

f Edit + Add I:l Add Items| ) Add Estimate Items @] Delete c Refresh  [-- All --
INCLUDE IN BID LINE # ATTACHMENTS PROJECT DESCRIPTION
1 1 (0) 00557 - 120A 616 010000 - General Requirements
| 2 (0) = 00557 - 120A 674 030000 - Concrete
= 3 (0)  DO557 - 1204 722 | 060000 - Waod, Plastics, and Ca

“Add Items” button indicated.
b. The Items dialog opens.

BE®

Ml  ® vosicimrowse O scanmree [ Choose File | No e chosen Barcade Settings

c. Expanding the Items Catalog folder shows the general categories that
Items are broken into by the type of Costs they represent, either
Construction, Owner Controlled or Contingency.

4 0 [ items catalog
* O [ o1 construction
* 0 [ 02 owner Controlled Costs

* O ([ o3 contingency

d. Expanding, for example, the Owner Controlled Costs folder by clicking
the arrow next to it, shows the three phases that Cost Codes are
separated into.

Note: For single-phase Projects, pick the “Phase 1” folder.
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4 0 [ items catalog
4 [0 [ o1 construction
» ] Phase 01
» O ) Phase 02
» O | Phase 03

e. The next set of sub-folders that contain all the Owner Controlled Cost

Groups, including Design Fees, FF&E, Security, and Insurance.
4 [ ttems Catalog

43 01 Construction
40 Phase 01

» £ 00 Procurement and Contracting Requ
+ 71 01 General Requirements
+ [ 02 Existing Conditions
[ 03 Concrete
+ 7 04 Masonry
+ [ 05 Metals
»Jos Wood, Plastics, and Composites

+ 71 07 Thermal and Maisture Protection

f.  Expanding, for example, the sub-folder 50 Design Fees shows the
Design-related cost centers.

« 0O [ Items Catalog
4 [0 [ o1 construction
4 [0 (O phaseo1
* O ([ o0 procurement and Contracting Requirem
* 0 [ o1 General Requirements
* O [ o2 Eexisting Conditions

S| 03 Concrete

030000 - Concrete
Ny .
L] 030100 - Maintenance of Concrete

O o o

]

031000 - Concrete Forming and Accesso

O (] 032000 - Concrete Reinforcing

18. Click the appropriate cost item(s) and drag them from the Catalog on the left to the
table on the right.
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D,. ® I"mll (@) MOBILE/BROWSE () SCAN/TYPE Na file chosen Barcode Settings

4 [0 (3 iems Catalog

Phase ‘ | - |

4 O [3 ot construction

4 [0 [ phase o1

Location ‘ | - |

Cost Code ‘ [~]

* [0 [J o0 Procurement and Contracting Requiremer;

4 L] 01 General Requirements " /Edit @ Delete M pofrech
L%

I[l 010000 - General Requirements \ = s

012100 - Allowances NO

e |WIH] 010000 - General Requireme

012116 - Contingency Allowances

a
a
(1 012119 - Testing and Inspecting Allowance K4 m PN rAceEsizE
a
a
a

012300 - Alternates

012400 - Value Analysis

Oooooooano

013000 - Administrative Requirements

[ s |

Drag the Cost Codes you have selected on the left to the table on the right.

A ® |||E (@) voEILE/EROWSE () SCAN/TYPE | Chuwsa File | No fle chosen Barcode Settings

“ 0 [3 items Catalog
40 [ 01 construction
Location : Type
“0 D rhasen —

Cost Cade v| perisd

* O [ oo erocurement and Contracting Requiremai |}

- 01 General Requirements 7 Edt B Delste 7% notresh

[+
[#] 010000 - General Requirements

P DESCRIF P 0ST COD

(1 012100 - Allowances 1 516 | 010000 - General Requirements 01-010000-01-01

{1 012110 - Testing and Inspecting Allowance
WA[p A saccsels [7]

{1 012300 - Alternates

=]
O
]
O 1 012116 - Contingency Allowances
=]
[m]
[u]

€1 012400 - value Analysis

The Cost codes now appear in the table.

R

19. Click the Save and exit button in the Items dialog box.

Adding Clauses to a Bid Package Record

20. The Clauses view needs to be set up with standard clauses included in every BU
procurement to do this:
a. Click on the Clauses view.

(@ (Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

=
E D [ veveireee [ 4+ @ = &
» MAIN BID ITEMS SPECIFICATIONS SCORING NOTES ATTACHMENTS I CLAUSES I

Clauses View
b. Click on the “+ Add Clause(s)” button.

CLAUSES

Drag a column header and drop it here to group by that column

/ Edit +Add [@[ Delete -+-Add Clause(s) c Refresh R Layouts

INCLUDE

IN BID LINE # PARAGRAPH CATEGORY

a= \ = || = = | =

No records to display.
Ll

“+ Add Clause(s)” button
c. Inthe window that opens, select “Group ID” from the “Group by”
dropdown.
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21.
22.

SELECT CLAUSES

E ®
— -
Group By Category | -
* O [ (None) I'Grc:u.lp ID I
Responsible
Type -
Group By > Group ID

d. Select the “001 — Completeness of RFP” and “002 — Contract Terms”
folders on the left hand side of the page, and then drag them over to
the right-hand side

SELECT CLAUSES
L ®
Group By ‘Group D |v ‘
Paragraph |
4 [MIES] 001 - completeness of RFP
Category | ‘ -
o o
Type [ E
. [l Delete

[MIM] 001 - completeness of RFP
W] 002 - Contract Terms

[No recor:

Moving the folders from the list on the left to the right.

Click the “Save and Exit” D- button at the bottom of the window.
Click the selection box on the far left of each line under “Include in Bid.”
Note: If you do not complete this step the Clauses won’t be properly displayed on

the “Online Bid” records for the Project.

CLAUSES
Drag a column header and drop it here to group by that column
# Edit + Add @ Delete + Add Clause(s) C Refresh B Layouts
IB:SLBL:SE LINE # PARAGRAPH CATEGORY TYPE DESCRIPTION TEXT
0= | = |l = |l = ||l = |l
M 1 Respondent has int Respondent has in
M 2 Respondent has re! Respondent has reg
M 3 Respondent has int Respondent has in
M 4 Respondent has re! Respondent has re
M 5 Respondent has ac Respondent has a
6 Respondent has int Respondent has in
M T Respondent has ini Respondent has in|
] 8 Respondent has int Respondent has in|
9 Respondent has ini Respondent has in|
M 10 Respondent has re! Respondent has re
< | »

“Include in Bid” column and selection boxes indicated
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Add Documents to the Bid Package
23. After adding Bid Documents to the Document Manager they need to be attached to
the Bid Package record through the Attachments view, and then shared with
Bidders to be visible.
Note: These steps can also be followed to add documents during the bidding
process.

a. Click on the Attachments view.

@ (Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

i= ") [o03- Tosting sid Package [+ +1- &l

» MAIN BID ITEMS SPECIFICATIONS SCORING MANAGE BIDS NOTES I ENT I

Attachments View

b. Click on the “+ Add” e button at the top of the page.

(D (Portfolig) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

%E '9 ‘003 - Testing Bid Package ‘ '| + ‘ v @ 6 ‘ - | -
> MAIN BID ITEMS SPECIFICATIONS SCORING MANAGE BIDS NOTES
| |

Folder Icon

c. After clicking on the Folder icon you will get a list of options in the
center of your screen. Click on “From Document Manager”
+ add

From Your Computer
Link PMWeb Record

Link Project Email

Link Web URL

SharePoint

Aconex

Drop files here or click the Add button

Add Document Options
d. The Document Manager window will open displaying the top folder of

the project.

DOCUMENT MANAGER > 00557 - 120ASH - Testing Project - 21 >

@ < @

D C = A
@ @ = v

Folders

[ Level 1-2 Standard Folder Structure

Document Manager window
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e. Navigate through the folder structure by double-clicking on the folder

you wish to open to where the bid documents are stored.

MANAGER > 00557 - 120ASH - Testing Project - 21 evel 1-2 Standard Folder Structure > 01 Administrative > 101 Proposals >

= e oo =2 (@ <) @

e o

[ 14280 - 354 Estimates 202 | [ 14281 - Mock-up Datalsx

Sample in 01 Administrative > 101 Proposals shown
f.  Single click on the files you wish to add to the bid. As you do a
checkmark will appear on each file showing that it has been selected.

BR|oo=3|(Q x] @

Files

Al

3 14280 - 354_Estimates_202 [EJ 14281 - Mock-up Data.xlsx

File Selection: Right file is selected, left is not
g. Click the “Save and Exit”

[2
save these files to the bid.
i. To share these documents with your Online Bidders.
1. Select the Document that you would like to share,
and click the “Details” switch at the top of the

button at the top of the window to

window.
1 w— . . ]
= 9 |OOT - Demonstration Bid Package | - | + | - @
> MAIN BID ITEMS SPECIFICATIONS SCOR
<+ add | | ©oetaits] = Listview  § sort

[ 13785 - 354 _Estimates 2021, || 13781 - Budget Request Wor... | (7] 13782 - Controls Approval E..

Details switch
ii. The Details window will open on the right-hand side of the
screen.
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=itV ® S

[ERE R e S—r—

ain TEMS SPECIFICATIONS SC0ANG MANAGE 108 HOTES

3785 Corereta Apprt | [ 5785 Bty bl B s Tawsesse oarTEnn

CLAUSES i10)

NOTFICATIONS

eudger Reguest workflaw - Updated
(07222021

@

At

Details window

Click the Edit button on in the details window.

@]

E‘] 13781 - Budget Request Workflow - Upda...

Description*

Include In Bid &

B
* L] - —
& +« = * o -
- <+ -

* 9 LB a
-
on, © [ -
-
=
- e
-
- e
=

© o > 4 1=

Budget Request Workflow - Updated
(07222021)

Linked Line
Notes
Edit Details Button
iv. Click the “Include in Bid” switch.

B 13781 - Budget Request Workflow - Upda...

Description*

=
* ] —-——
e om s -
L 2 g * -
* e - e -
-
en, o -
-
-
- e
-

® & ©0 o6 v I3

Budget Request Workflow - Updated

Linked Line

Notes

Geolocation

Version

I Include In Bid CDI

|v|

7

V.

“Include in Bid” switch

Click the “Save” button in the Details window to save your

change.

Add Scoring questions to the Bid Package Record
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24. The final step before launching the Bid is to add Scoring to the bid package. Scoring
is a set of questions, broken down by bid type, for example Architect, that the
Bidders must complete which help you rate the Company sending you the bid, the
team from that Company, and any other criteria you need to evaluate to select a
vendor. You add and manage this from the Scoring tab.

a. Click on the Scoring view.

@ (Portfolic) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package
E D [orimsnoe [ | B +- T | &8 &

» MAIN BID ITENS SPECIFICATIONS I I MANAGE BIDS NOTES ATTACHMENTS cLavses NOTIFICATIONS

Drag & column header and drop It here 1 group by that column
/edt Fadd  Faddscoing @ oelee D Refresh [ Lsyours

NCLUDE

LNE R GROUP S

QUESTION ANSWER CoR WEIGHT  WEIGHTED SCORE

e

Scoring tab.
b. Inthe toolbar at the top of the list, click the “+ Add Scoring” button.

» MAIN BID ITEMS SPECIFICATIONS

Drag a column header and drop it here to group by that column

/ Edit + Add + Add Scoring ]ﬁ] Delete c Refresh [ Layouts

QUESTION
1D

Toolbar shown, with “+Add Scoring” indicated.

c. Inthe “Group By” dropdown select “Group Description” to group the
Scoring questions by type of Bidder.

LINE #

QUESTION

SELECT SCORING
E ®
Group By -~ None -- | v
-- None --
» O O *awx Group Description
O D Procurement

d. Dragthe folder for the appropriate type of bidder from the list on the
left to the right hand side of the window.

SELECT SCORING

Lk ®

- o

Group By |Group Description ‘ - ‘ Drag a column header and drop it here to group by that column
@] Delete

O O (None)
" Q ON ID ABBREVIATIO Q 0

o | ————— || S———
[ecords to

Ty e 3 R i

*O [ Fumiture

* O [3 consuttant

'O O oem

Dragging scoring questions from the List to the Bid
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25.

[2

e. Click the “Save and Exit” button at the bottom of the window.

f.  The window will close, and the scoring questions will be added to the

bid.
) MAIN BID ITEMS SPECIFICATIONS MANAGE BIDS
Drag a column header and drop it here to group by that column
# Edit + Add + Add Scoring @ Delete .’J Refresh Layouts
LINE # GROUP QUEISTION QUESTION ANSWER SCORE POINTS AVAILABLE
1 1 Have you provided all the require [ 5
2 2 On how many projects has this t 0 () 5]
3 3 What is the project team approa [ 5
4 4 Who is the project executive? ] 5
5 5 Who is the project manager? [} 5
6 6 Who is the site superintendent? [ 5
7 7 Is there any other office support [ 5
8 8 Please comment on the propose [ 5
9 9 Were there any notable issues w [ 5
10 10 Please provide your total bid valu 0 o 5
n n Please confirm your bid includes o 5
12 12 Please provide a list of your excl [ 5

Scoring questions added to bid.
Note: If you have specific questions for bidders that are not covered by either
Clauses or Scoring, you can add them through the scoring tab, in the “Online Bid
User Defined Fields” Section in the Clauses View.
Bid documentation or notes should be added to either the Attachments or Notes
tabs of the bid, making sure to click the “Include in bid” checkbox to include them in
the Online Bidding records. This is where Drawings, Specs, or other project
information should be included in the Bid Package.

Issuing a Bid and Responding to Questions during the Bid Process

Once a bid package has been completed, follow these steps to start the bid clock, and issue the invitations

to the bidders.

Note: You can use these same steps to send out updates and answers to bidder questions during the

bidding process.

Steps

26.

27.

Find the Bids Due and Time fields in the Main View and select the appropriate
date/time the bids are due, and click the “Save” button. Once this step is complete
you will see the “Bid Due” countdown clock appear at the left.

MINUTES SECONDS

15 6 49 33

Bid Due Clock

Once you have saved the Bids Due date and time, click on the “Notifications”
Icon in the toolbar at the top of the page.
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@ (Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

%E 9 |003 - Testing Bid Package | " + | - @ ﬁ | > | v

Notifications Icon Indicated
a. The Primary contact for each bidder will be auto-populated in the BCC section of
the Notification.

BE ® >

From  (e9) [sonathan smith | []Use System Address

o (= ‘

cc (e

BCcC I ( John Smith [ABC Construction Test] x ) ( Construction Update Test [Construction Testing Company] x I

Manual CC ‘

Subject [PMWeb Notification: Bid Packages 003 - 120ASH - Testing Project - 21 - Testing Bid Package

Status [ [

Due Date 08-02-2021|(%) 12:00 PM|(D)
%}

-]
Notification type \ | v ‘ Reminder
|

Reference \ Completed

[m]
Completed Date l:lj l:lQ

Bidders in BCC.
Add your name to the To: section so that you will be copied on the notification

[ewe)

using the ellipsis — on the left side of the To section.

]
From eee) [Jonathan Smith

o ) | (i Jonathan Smith [Boston University] x :!

To section with PM Name
b. From the Notification Type select “Invitation to Bid”

Status -
Motification type Invitation to Bid -
Addemda

Reference
Alternate
Invitation to Bid

Notification Type set to “Invitation to Bid”
c. The text of the Notification populates with the default version, but this can be
deleted and replaced with the BU standard invitation to bid text.
d. Click the “Send” button at the top of the window.

Reviewing Submitted Bids

Once the bid clock has finished running down, if the bids are sealed, they will be unsealed and you will be
able to read the submissions as well as level the bids. Otherwise Bids are viewable by the Project
Manager throughout the Bidding Process.

This next section shows you how to review and level the bids as well as award the winning bid.

Steps

Navigate back to the Bid Package record that you created previously.
28. Click on the Bid Items view to see the line-by-line comparison of each bid.
Note: You may need to scroll to the right to see the Bid Totals (shown below).
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ESTIMATED TOTAL

ABC CONSTRUCTION TEST

CONSTRUCTION TESTING

COMPANY °

$50,000.00

$25,000.00 ‘
$16,750.00 '
$18,200.00 ‘

$7,590.00

$3,218.00

$126,378.00

$12,500.00

$17,540.00 ‘
$6,500.00
$4,300.00 '
$1,257.00

$542.00

$43,314.00

$15,000.00
$2,500.00
$1,300.00
$1,850.00 '

$675.00

$175.00

$21,750.00

Bid Items view with three sample bids represented, as well as estimate baseline.

29. The “...” button next to the name of each bidder allows you to change the selected
bid from each bidder, if they were reissued bids, as well as check which bid is
currently being displayed.

ABC CONSTRLICTION TEST CONSTRUCTION TESTING

ESTIMATED TOTAL @
COMPANY
$50,000.00 $12,500.00 $15,000.00
$25,000.00 $17.540.00 $2,500.00

$18,200.00 $4,300.00 $1,850.00
$7,590.00 $1,257.00 $675.00
$5,620.00 $675.00 $250.00
$3,218.00 $542.00 $175.00

$126,378.00

$21,750.00

“...” button indicated.
30. To navigate to the individual bids, click on the Manage Bids tab, and then click on
the blue Bid # link to go directly to the individual bid.
Note 1: If you need to level the bids or rate their scoring questions, click on the
checkbox in the Lock column to unlock the bids for editing. If you do not unlock them
you will not be able to make any modifications to the bids post-submission.

(Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

™ I EEE

» MAIN BID ITEMS. SPECIFICATIONS. SCORING WANAGE BIDS NOTES ATTACHMENTS (1) CLAUSES (10)

[orag a column header and drop it here to graup by that column

) Reissue Bidls) & Refrash EBlayouts [ Latest Revisian Only

8EST BID COMPANY V. BID TOTAL LEVELED TOTAL  BID STATUS BID EXPIRES

= ][ — ) — ] — ] [— ) — S — T

= Construction Tes! 50 o 09-01-2021 $2175000 $21750.00 | Submitted 08-17-2021 =]
5]

| ABC Constructior a o 09-02-2071 44331400 $43,312.00 | Submitred 0g-17-2021 =

" 1; M racesizefo [+

Lock column indicated.
Note 2: If you only want to view the latest bid from each click on the “Latest
Revision Only” checkmark at the top of the list.

98| Page



4

9 ‘003 - Testing Bid Package

-] +|

SPECIFICATIONS

MAIN BID ITEMS

Drag a column header and drop it here to group by that column

=P Reissue Bid(s)

.':,' Refresh FE Layouts I|:| Latest Revision Ontyl

Manage Bids with bid links shown, and “Latest Revision Only” indicated.

31. Once you have navigated to an individual Online Bidding record, you have several
pieces to review.
a. The Main view holds the numeric values of the Bidders entry.

a.
b.

d.

Read through each line of the bid, and note any outlying bid values.
Click on the ellipsis icon next to the Leveled Total value, and the “Bid
Leveling” window will open with a graph comparing the Estimate, Bid,
and Leveled values against each other.

TOTAL LEVELED
BID QUANTITY  UNIT PRICE RO A
| 1| | $15,oom.oo| | $15,oon.oo| L
415,000.00
| 1| | $2.500.00| | $2‘500.00| N
F2,500.00
| 1| | $m3om.oo| | $1'3on.oo| &
1,300.00
| 1| | $1.350.00| | $1‘850.00| N
F1,850.00
| 1| | $675.00| | $675.oo| $675.00
| 1| | $250.00| | $250.00| $250.00
| 1| | $175.00| | $W5.oo| feony| $175.00
-
Total $21,750.00 $21,750.00

“Leveled Total” with leveling ellipsis indicated

1

+nadd [ oelete L Refresh

| e

DESCRIPTION QuanTTY UNIT cosT LEVELED AMOUNT

KA[]pn paces

Leveling - Bidder Comparison

Bid Leveling Window
This window has several important sections, and pieces of
information. The sections are divided into:
i. Estimated — The original Estimate for that Cost Code.
ii. Bid —The current Online Bid values for that Cost Code on this
bid.
iii. Leveled — The Leveled value of the Online Bid for that Cost
Code, if applicable.
Each section has several fields:
i.  UOM — The unit of measure for that line.
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Quantity — The Quantity of the line from the Estimate or

Online Bid

Unit Price — The price per unit of the line from the Estimate

or Online Bid.

Estimated/Bid/Leveled Total — The Quantity x Unit price of
that line in the Estimate or Online Bid.

3
$15,000,00]

or re-issue the bid if the entire bid needs to be changed.
To Level the bid:

Bid Leveling Window Sections indicated.

e. Ifthere are any outlying values, if needed, reach out to the bidder to
confirm that they wished to submit the value entered. If they did not
you can either Level the bid if one or two values need to be adjusted,

1. Click on the ellipsis —

[wew)

Leveled Total column.
2. Click the “+ Add” button at the top of the leveled list.
3. Intheline that appears enter the:

a.

next to the value in the

Description — The reason why leveling is
being applied.
Leveled Amount — The amount the bid is
being leveled by. Enter a positive (+) value
to increase the amount of the bid, a
negative (-) value to decrease the amount.
Click the “Save” button.

DESCRIPTION

1| Adjusting for higher than average labor ¢ Days

KA[]P W rrcesizefo [+

UNIT COST

$7,500.00

Unit Price $50,000.00  Unit Price $15,000.00  Unit Price $7,500.00)
Estimated Total $50,000.00  Bid Total $15,000.00  Leveled Total $22,500.00)
/ Edit =+ Add @l Delete & Refresh

LEVELED AMOUNT

$7,500.00

Bid Leveled with a positive (+) value.

f.  Close the Bid Leveling window by clicking the “X” at the top right of
the window.
Note: Once you close the window, you will notice that the line you just
edited is now highlighted in black. This indicates to anyone reviewing

the bid that this line has been leveled.
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TOTAL LEVELED
AMOUNT TOTAL

BID QUANTITY UNIT PRICE

1 [ $15.000.00] | $15,000.00

$22,500.00

| 1| [ $250000] [ $2500.00]
$2,500.00
| 1| [ $130000] [ $1300.00] | Y
$1,300.00
| 1 [ #8000 [ 185000 Y
$1,850.00
| [ sers00] [ se7s.00] <.E.. $675.00
| 1| [ $2s0.00] [ s$250.00] <: $250.00
| | [ $ws00] | $175.00) | () $175.00
Total $21,750.00 $29,250.00

Bid Leveled indicated with highlight
32. The Scoring view holds the bidders answers to the Scoring questions. To review and
rate these answers:

a. Click on the Scoring tab.

b. Click on the first line, hold shift and click on the last line, then click the
“Edit” button to open all the lines for rating.

c. Review the Bidder’s answers in the Answer column, and then add your
own score to the Score column.
Note: Do not exceed the Points Available for each line, as this will
skew the final score.

@ (Portfolio) > Planning > Procurement > BID PACKAGES > 003 - Testing Bid Package

Y S— O —
i= ") [003- Testingsid Package [+] - [ = I =
> MAIN BID ITEMS SPECIFICATIONS MANAGE BIDS
Drag a column header and drop it here to group by that column
# edit  ==Add = Add Scoring [ Delete & Refresh [ Layouts
LINE # GROUP QUEISDTION QUESTION ANSWER SCORE POINTS AVAILABLE
1 1 Have you provided all the require 0 5
2 2 On how many projects has this t [ o 5
3 3 What is the project team approa, 0 5
4 4 Who is the project executive? 0 5
5 5 Who is the project manager? 0 5
6 6 Who is the site superintendent? 0 5
7 7 Is there any other office support’ [ 5
8 8 Please comment on the propose [ 5
9 9 Were there any notable issues w [ 5
10 10 Please provide your total bid valt 0 0 5
1 n Please confirm your bid includes o 5
12 12 Please provide a list of your excl| o 5

Answer, Score, and Points Available Columns Indicated.
d. Click the “Update Records” button.

Awarding the Winning Bid, and notifying all Bidders of their Status

After you have leveled and reviewed the current bids, click on the Main window.
33. Click on the line of the winning Online Bid, and then click the “Award” button.
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Drag a column header and drop it here to group by that column
# edit = Add Bidders o/ Award [ Delete % Refresh Display [-- All -- - [ Layouts
INVITATION LEVELED
AWARD COMPANY STATUS BEST BID NDA BID STATUS BID TOTAL TOTAL
o= [ = = O= || = || =| [ =
ABC Construction Test Accepted o1 O Submitted $43,314.00 | $43,314.00
v Construction Testing Company Accepted 920 O Submitted $21,750.00
«
K 4) M PAGESZE[0 [~

Bid Selected, “Award” button indicated.
Click on the Notification button in the toolbar at the top of the record.
In the BCC, remove the name of the winning bidder.
In the To field add your name.
Click the Send button at the top of the page.

34.
35.
36.
37.

Note: This process may change in the future after the integrations with SAP and

Ariba have completed.
Note: After awarding the bid, go to the “Generating a Commitment from an

Awarded Procurement Record” section of this user guide for steps to create the

associated Commitment record.

Online Bidding

The Online Bidding record is where external vendors bid on BU construction projects. Vendors can only
see bids they have been offered. If a bid is sealed, not even the System Administrator is able to view the

Bids.

Accepting an Online Bid

The first step to reply to a bid is to review the Bidding information and accept the online bid.

Note: For any questions during the Bidding process, please send an email to the Project Manager issuing
the bid. They will reply back with a Notification from PMWeb linking you to the document containing your

question and answer.

Steps

1. Inthe menu on the left-hand side of the page, navigate to Planning > Procurement > Online

Bids.

PROCUREMENT

PLANNING

Online Bids

ﬂ ENGINEERING FOR...

Planning > Procurement > Online Bidding

2. You will be brought to the list of Online Bids that you have been invited to. (This list includes

bids you have previously responded to.)
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3.

9.

G) (Portfolio) > Planning > Procurement > ONLINE BIDS

Drag a column header and drop it here to group by that column
9 Programs "‘AKL“ | - | Projects  [xau* ‘ - ‘ s @
PROGRAM PROJECT NAME PROJECT # RECORD # STATUS PROCUREMENT PRQCU::EMENT DESCRIPTION CURRI
Testing Program 120ASH - Testing Projeq 00557 20 Draft Testing 2id Packa 003 usp
“
K 4} M Pace S\ZE
Online Bid List

Double click the line that corresponds to the bid you are entering to open the record.
=9 ‘B &

» CLAUSES (10) SCORING RATINGS SUBMISSION NOTES ATTACH

Program [resting program BIDDER INFORMATION

osurement = oor ocosmountines [ 4
oescription L ] cknowedes L 4o+
tatus / Roison L9 0 o 5 0

ids Due Date 09302021 £
Bids Due Time oo @ [ vecunemvmanon | (" Acceptmumamion

(UTC-05:00) Eastern Time (US & Canada)

£ Refresh

N prmcuwents | eroeer | e P— [E— waorscURER | w2 Sy | @oouNTTY | un e
: () cosse-aonsl 16 | c1000D - GenerlRequirements () i
2 @ oosse-10ss 61 007200 - General Conditons | () N
s @1 cosse-aons| e70 | 028213 - Asbesto Abtement | () i
. @1 ooss6-aons| 63 | 020000 - Esting Canatons | (=) N
s @1 cosse-1aoss|  s1a | osscan- callngs .
. (@) cosss -aonsi  s27 0s6s00 - Carpeing -
. @1 oosse-aons| 54| 098000 - Pitingan Coting | () 150
. @ oosse-aons| 572 | 20000 - lectrcal 3

Initial bid view

The Bid # and Procurement number correspond to your bid and Project, and are locked and

cannot be edited.
The Program is the group (Department or School/College) within Boston University that the
project is for.

The Project is the BU name of the construction project.

Type in a Description holds the name of your bid, entered after accepting the invitation.
The Bid Category tells you what type of bid you will be entering.

(@ (Portfolio) > Planning > Procurement > ONLINE BIDS > 003 -

%E 9 ‘90 - Construction Testing Company ‘ - ‘ H él -

| 3 AIN CLAUSES (10) SCORING SUBMISSION
Program ‘Testing Program ‘ BIDDER INFORMATION

Project ‘00557 - 120ASH - Testing Project - 21 ‘ Company ‘Constructimn Testing Company

Bid # \ || sid ol \ $0.00|
Procurement # ‘003 ‘ 0.00 Amount Lines ‘ 7‘
Description ‘ ‘ Acknowledged ‘ 43| of ‘ 43‘
Bid Category Construction

Status / Revision Draft |v| ‘ 0| 15 2 12 20

Bids Due Date 09-1?-2021| ™

Bids Due Time ‘ 5:00 PM| Q] [ DECLINE INVITATION } [ ACCEPT INVITATION }
{UTC-05:00) Eastern Time (US & Canada)

Completed Description with Program, Project, and Bid Category fields indicated.
The Revision line tracks the date and time you last revised this bid.
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10. The Bids Due line tells you when the bids are due.

Note: This information can also be obtained from the bid Countdown Clock on the right side

of the header.

15 6

MINUTES

49

SECONDS

33

11. Countdown Clc;ck

12. In the Bidder Information section of the header are several key pieces of data.

i. The name of your Company in the system.

ii. The Bid Total that you are submitting. (This value is the sum of all the lines entered

in the Bid)

iii. The 0.00 Amount Lines tells you the number of lines in the bid that you have not yet

entered a value for.

iv. The “Acknowledged” section shows you the number of Acknowledgements
Remaining that you must fill out and/or accept prior to submitting the bid.

BIDDER INFORMATION

Company

|Construction Testing Company

Bid Total |

$0.oo|

0.00 Amount Lines |

7

Acknowledged |

43| of ‘

43|

Bidder information section

13. Click on the “Accept Invitation” button to begin entering the bid.

Note: If you do not wish to accept this invitation, click the “Decline Invitation” button. In the
pop-up window that opens, click the “OK” button to confirm.

Note 2: If you do not wish to be contacted by BU on any future bids, click the checkbox on
this page, and it will inactivate your account in projects@BU, and not allow you to be added

to bids unless you request the removal of the flag.

[ 3 CLAUSES (10)

SCORING

Program |Test‘mg Program

BIDDER INFORMATION

{UTC-05:00) Eastern Time (US & Canada)

Project |00557 - 120ASH - Testing Project - 21 I Company |Consrruction Testing Company |
Bid = | | sid Total | $0.00]
Procurement # [o0a | 0.00 amount Lines | 7
Description | | Acknowledged | 43| of ‘ 43|
Bid Category |Construction | MINUTES SECONDS
Status / Revision Draft - 0

Bids Due Date I U§|l—1?|—‘2021| j| 15 2 12 20

Bids Due Time | 5:00 F‘M|O [ DECLINE INVITATION ] { ACCEPT INVITATION ]

Accept/Decline Invitation Button

Responding to an Online Bid

The tabs below the header are where you enter your response to the bid.
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Steps

14. In the Description field, enter a name for your bid that both yourself and the BU Project
Manager will recognize, and then Save the record.
15. The Main view holds the line items that you will be bidding on separated by Cost (CSI) Codes.
To respond to each of these lines:
i. Click on the Unit Price field and enter your value for each of the lines.
Note: The Total Amount column will auto-update with the Unit Price x Bid Quantity
once the Price has been entered.

ii. If you have additional information about these lines, enter it into the Notes column.

L
iii. Click the “Save” button H at the top of the page to save your entries into these
lines.

Note: If you move away from this view before clicking the save button all your
changes will be lost.

You can tell when this is saved by the Bid totals being updated, and the number of
“0.00 Amount Lines” value is 0.

o =]
HouRs | mmutes | secowos
2 3 56

| oecume mvmanon | [ acceprmwimanon J

BID QUANTITY | UNIT PRICE. (EL

£8T.
SCOPE OF WORK MR, £ uow o | P

1| [ sisoonad] || srs00000

=

1 1 $1.30000 41,2000

Completed Bid lines
16. Click the Clauses view to review the standard Clauses for any BU Construction Contract
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» MAIN CLAL

SCORING

CLAUSES

Drag a column header and drop it here to group by that column

LINE # PARAGRAPH CATEGORY DESCRIPTION

1 Respondent has ing ".E"' Respondent has included
2 Respondent has in¢ I'E.I Respondent has included|
3 Respondent has re AN Respondent has reviewe
+ Respondent has rer (7 Respondent has reviewe
5 Respondent has ac I:.E':I Respondent has acknow!
6 Respondent has in¢ ./ Respondent has included|
i Respondent has in¢ AN Respondent has included
8 Respondent has in¢ I'E.I Respondent has included|
=] Respondent has ing

_ Respondent has included|

10 Respondent has re

Respondent has reviewe
4 »

K q) M PAGESIZE

Clauses Tab

To view the full text of each clause, click the ellipses
window with the full text.

in the “TEXT” column to get a

» MAIN CLAU

SCORING

CLAUSES

Drag a column header and drop it here to group by that column

LINE # PARAGRAPH CATEGORY DESCRIPTION

! Respondent has in I.:” Respondent has includec

2 Respondent has in I.E‘I Respondent has includec

3 Respondent has re “E“ Respondent has reviswe

4 Respondent has re “E'I Respondent has reviewe

5 Respandent has ad I.E” Respondent has acknowl

& Respondent has in ) Respondent has includec

v Respondent has in I.E” Respondent has includec

8 Respondent has in I-E.I Respondent has includec

9 Respondent has in I.E‘I Respondent has includec

10 Respondent has re 1 Respondent has reviewe:

4 »

7] 4} M F'AGES\ZE

17. Click to the Scoring view to answer standard Scoring questions regarding your company,
project approach, and team. Enter these answers by double-clicking on the Answer field for
each line, and entering in your response, and then clicking on the “Update Records” button.
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= 9 ‘90 - Construction Testing Compan ‘ hd ‘ H = | - @ VIEW NDA

= pany A . 2

> MAIN CLAUSES (10) I SCORING I SUBMISSION

Drag a column header and drop it here to group by that column
# Edit £ Refresh EH Layouts

LINE # GROUP QUEEHON QUESTION ANSWER SCORE POINTS AVAILABLE WEIGHT
1 1 Have you provided all the require 0 5 100%
2 2 On how many projects has this t o] Q 5 300%
3 3 What is the project team approa 0 5 300%
4 4 Who is the project executive? Q 5 300%
5 5 Who is the project manager? 4] 5 300%
6 6 Who is the site superintendent? Q 5 300%

Scoring Tab
18. On the Attachments view you will find the Bid Documentation for the Project you are
bidding on. To download the documents on the Bid, click the double-down arrows on the
right side of the file name, and a Save window will open prompting you to choose where to
save the file.

@ (Portfolio) > Planning > Procurement > ONLINE BIDS > 001 -

éE 9 ‘119 - Architecture Testing Company ‘ v | 6 ‘ -

3 MAIN CLAUSES (10) SCORING RATINGS SUBMISSION

4 Add ‘ (D) Details B8 Card View [ Layouts
O  action NAME DESCRIPTION* D EXT. MODIFIED SIZE VERSIC
O B3 ZANALYSIS_PATTERN ZANALYSIS_PATTERN 13796 xls 4.70 D 1

Attachments view with download icon indicated.

19. Click on the Submission view to accept the BU standard clauses, as well as enter in the

Bidding Contact and Expiration information.
i. Inthe Bidder Information section enter:
1. The Contact name for your bid.
2. The date the Bid Expires by click on the calendar icon next to
the field.

Bid Expires*

B

Change Order F¢ 0%

4 September 2021 » »

Available To Sta ™
Phone* s ! ! ! : s :I
Ext. 36 1 ‘ 3 4 :’
Email 37 5 6 7 8 9 10 1" :’
Comments 3 12 13 14 15 16 17 18

40 26 27 28 29 30

Bid Expires with calendar indicated.
3. The date you are Available to Start work on the Project.
4. The Phone number, and extension if applicable, your contact
can best be reached at.
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Company |Architecture Testing Company |

Contact* IJohnathan Smith l

Bid Expires* [ 10-22-2021]

Change Order Fee I 0%

Available To Start | 10-20-2021] 4

Phone* |617-123-4567 ‘

| |

Email I [

Comments

Completed Bidder Information section
ii. Inthe Acknowledgements section locate the “Clauses” in the Type
field and click the check box on the left of each clause.
Note: This section can be located after the “Bid Items” list, and contains
standard Clauses for all BU construction bids.

20. Click the “Save” button at the top of the page to save these entries.

21. Once all sections have been completed, the Acknowledgements Remaining number will
drop to zero (0), click the “Submit Bid” button to submit you bid for the project.

22. In the pop-up window that opens, click the “Ok” button to confirm your submission.
Note: If you have not yet completed any sections, clicking the “Accept” button will bring you
to the Acknowledgements section under the Submissions view where you can review the
outstanding items.
WARNING: Once you SUBMIT your bid you will not be able to modify it unless it is reissued to
you by the BU Project Manager.

® (Portfolio) > Planning > Procurement > ONLINE BIDS > 003 -

- - - O o
= 9 |90 - Construction Testing Company l v] H ™ | v { @ VIEW NDA } [ 4 SuBMIT BID ]

» MAIN CLAUSES (10) SCORING

“Submit” button.
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Engineering Forms

The Engineering Forms Module in projects@BU holds forms and transmittals that are generated as a Construction
Project progresses. Submittals, Meeting Minutes, Drawing Sets, and Punch Lists are all stored here and are
available to reference for anyone who has access to these sections of the system. The Document Manager, the
central repository for all files generated by/for all projects is also located in this Module.

This section of this User Guide goes through each of the record types that BU is using in this Module and walks
through how they are used at Boston University.

RFI’'s

RFI’s track questions and answers from either the Internal Service Providers or External Service Partners
which may have a Scope, Schedule and/or Cost impact to the overall Project.

Creating an RFI

1. Navigate to Engineering Forms > RFls

PN/ eb

RFIs CUSTOM FORMS

PLANNING
Online Submittals Monthly Project Update

Submittal Items Permit Summary

Submittal Sets

COST MANAGEMENT Meeting Minutes

Drawing Lists
SCHEDULING
Drawing Sets

ASSET MANAGEME... Punch Lists
Transmittals
WORKFLOW
Correspondence
Document Manager

PORTFOLIO

Engineering Forms > RFls

2. Click on the “+” + button at the top of the list page.
Note: If this is the first RFI created that you have access to, then you will be brought
directly to the RFI screen.

G) (Portfolio) > Engineering Forms > RFIS

Drag a column header and drop it here to group by that column

.‘J ) Programs |"ALI“ | - | Projects |‘AH’ ‘ - ‘ @ ‘ u‘. @
PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS TO FROM
120ASH - Testing Projeci 00557 001 RFI Test Approved Bostan University - Gerald Bro( Construction Testing Company

4

7] 4} M Pace S\ZE

“+” button on RFI List
Select the Project from the dropdown list at the top of the Page.
4. The RFI #field is not locked, but should be left at the system generated value.
Note: If you override this field, subsequent RFls will follow the overridden sequence.
5. Inthe Description field type in an easy-to-recognize name for this RFI.

w
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6. Click the “Save” button at the top of the page to save this RFl and link it to the project data.

@ (Portfolio) > Engineering Forms > RFIS

=9 | 0 [B] +- = B 4l

»

Project® ‘00556 _ 120ASH Demonstration Proje| - ‘ TESTQUESTION

RFI ## [oo1 | [ serif -] [1epx |
Description ‘Demunstrat[on RFI ‘ B I Q % E E -_E E r\" 6.‘ H

Reference ‘ ‘ | |

Save button indicated
In the RFI Date field, enter in the date the question causing the RFI was first raised.
In the CSI Code dropdown select the CSI group that this RFl record pertains to.
In the From dropdown select your name/company.
10. In the To dropdown select the person you are sending this RFI to.

v N

From ss) [Construction Testing Company - Constr\| - | I # Design [EH HTMI
To ves) Company Contact

= A&P Woodworking, Inc. A
Eriority A. J. Rose Carpets
Task A. Vozzella & Sons, Inc.

A1 Automatic Transmission, Inc.
Affects Scope of Work

A-1 Lighting Service Company

Affects Cost ABC Construction Test John Smith
Affects Schedule ABC Construction Test John Doe-Test
ABC MOVING & STORAGE CO., LLC.
Change Event
ABC Moving Services, Inc. v
Date Required < >

~ Contact 1-20 out of 1530
Date Answered

From and To Dropdown list shown.
11. Select the Priority of the RFI that you are submitting.
12. Select the schedule Task that this RFl impacts.
Note 1: If there is not a Schedule for this Project, then the task list will be blank.
Note 2: If this list does not populate and there is a Schedule, click the Save button at the top
of the screen to save the record and link it to the project.
13. The next three checkboxes indicate if the RFI:
i. Affects Scope of Work
ii. Affects Cost
iii. Affects Schedule
14. Click the calendar icon next to Date Required to select the date you require an answer by.

RFI Date

« 4 September 2021 » »
CSI Code
From S M i w T F S
To

PSR 3 5 6 7 8 . 10 1"

Task
3 12 13 14 15 16 17 18

MEEMEE

Affects Scope o

39 19 20 219 22 23 24 25
Affects Cost

40 26 27 28 29 30
Affects Schedul

Change Event

ol

Date Required
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Calendar open.
15. Click the Save button at the top of the page.

Project* |00556 - 120ASH Demonstration Proje‘ v‘
RFI #* [oon |
Description |Demonstration RFI ‘
Reference | ‘
Status / Revision [praft [-]] o
RFI Date | | )
csl Code [oo - Finishes [~]
From |Construcnon Testing Company - Censtn[ ¥ ‘
To IBoston University - Jonathan Smith ‘ = ‘
Priority 7 |1- High [ v‘
Task |800 - Construction Substantial Complel‘ v ‘

Affects Scope of Work a
Affects Cost a

Affects Schedule a

Change Event

Date Required

Date Answered

|
|
|
Linked Records <9 | o

Transmittals

Completed RFI Main Data
16. In the Question box, enter in the full description of your request.
Note: This box has full formatting functionality for ease of entering.

QUESTION

r‘/ 1"Work Sans” v ’12px v
BIUSE=ZZ=E A-2- dE
John; T

The plans we just received call for the lobby to be painted in
red with a grey BU icon. The initial version, and our
procurement requests were based on the opposite? Were the
plans updated or are these plans in error.

Mark v

|/ Design |EHHTML @ Preview

Formatted RFI Question Entry
17. In the Proposed Solution box on the “Details” enter in the solution for the issue this RFI
pertains to if one is known or being considered.

PROPOSED SOLUTION

I~ ‘serif .} ’16px -
BI USZE = A- - W@ B

Best to follow original plans, and use grey paint for walls, and
the red for the BU symbol accent.

Q Preview

RFI Solution Entry
18. Save this record by clicking the Save button in the toolbar at the top of the page.
19. Click the Submit button at the top of the page.
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@ (Portfolio) > Engineering Forms > RFIS > 001 - Demonstration RFI

i= ') [120asH Demonstration Project - 21 |+ =l 41 = 4- 2

» MA SPECIFICATIONS NOTES ATTACHMENTS

Save and “Submit” buttons indicated.
20. The SUBMIT window will appear, and you can enter any Comments needed in the box.
21. Click the Save and Exit button to submit the Request to Workflow.

SUBMIT - 001 - Demonstration RFI
®

Comments

Additional CC

DROP FILES HERE OR CLICK TO ADD

SUBMIT window with Save and EXxit button indicated.
Responding to a Submitted RFI

If an RFI has been submitted to you for your commentary, you will receive a workflow
notification.
22. Navigate to Engineering Forms > RFls

WORKFLOW INBOX N < - X

Record RFis - 001 00556 - 120ASH Demonstration Project - Due 09-15-2021
2

Project/Location

Description Demonstration RFI Progress Step 2 of 3

Instructions

| ,

» €0V
K{E])ﬂ :’AGES‘ZE

Controls Page with RFI notification
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23. Note: If you are in the system you can navigate directly to the RFI submitted to you via the
Workflow Inbox.

24. Read through the Question and Proposed Solution section of the RFI, and respond back in
the Answer section of the page.

Note: This box has full formatting for ease of entering.

25. Enter in the date you answered the question in the Date Answered box to the left the
Answer section.

26. If this answer effects the Scope of Work, Cost, and/or Schedule, then check off the
appropriate marks below the Answer section.

Date Answered l 09-10-202“ -

l 0] "Times New Roman” ~| | 16px

l ol B 1| ; = \- &

"Agreed. go with the original Plans.

HTML @, Preview

Answer entered with Date Answered and Effects section highlighted

|‘20.-=\SH Demonstration Project - 21 -| v|

27. Click the “Save” button at the top of the page.
Bl +-

SPECIFICATIONS NOTES ATTACHMENTS

Save button

Meeting Minutes

The Meeting Minutes record type in projects@BU allows you to record Project Tasks in a centralized,
reportable location. This allows everyone who has access to the project to have the same task list from all
meetings. Meeting Minutes records can be generated by several roles including the Project Manager,
Architect and General Contractor, allowing individuals outside of the Project Manager to input their own
task list from meetings where the Project Manager may or may not have been in attendance, allowing the
PM a more informed view of their project.

Creating the record

1. Navigate to Engineering Forms > Meeting Minutes
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PLANNING

COST MANAGEMENT

SCHEDULING

ASSET MANAGEME...

WORKFLOW

PORTFOLIO

RFis

Online Submittals

Submittal items

Submittal Sets

Meeting Minutes

Drawing Lists
Drawing Sets
Punch Lists
Transmittals
Correspondence

Document Manager

CUSTOM FORMS

Monthly Project Update

Permit Summary

Engineering Forms > Meeting Minutes

2. Inthe top of the list that appears click the “+” + button.
Note: If this is the first Meeting Minute record you have generated or have access
to then this step will not be necessary, you will be brought directly to the record

view.

3.
4.
5.

&

1 —
2 —
§—

4

9 |120ASH Demonstration Project - 21 —| - |

SPECIFICATIONS

+1-

S|

NOTES

4 -

ATTACHMENTS

last Meeting Minute record for that project and then click the “Create Next Button

Meeting minute toolbar with “+” button at the top.
Note 2: If you wish to generate a new Meeting Minute record for a project, select the

Portfolio) > Engineering Forms > MEETING MINUTES > 1 - Design Review

@ ¢

The Record # is automatically created by the system and should be left at the system

“lZDA,SH Demonstration Project - 21 —| - |

+I-

Create Next Button Shown

In the Project* dropdown search for the name of your Project.
Select the Phase of the project in the Phase dropdown.

In Type select the meeting type the minutes are for.

Type
Record #*
Meeting #
Description

Location

Category

Vendor Project Number

Design

Budget
Close-Out
Commissioning
Design

LEED

OAC

Other
Permitting
Predesign
Procurement

Type drop-down open showing options.

generated value.
The Meeting # field populates automatically.
Enter the name of the meeting in the Description field.
Enter the location of the meeting in the Location field.
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Note: This is a free-text field and does not link with the list of building addresses at
BU.
6. If known, enter the project number from the vendor in the Vendor Project Number field.
The Category field is not currently in use.
8. The Meeting Date field auto-populates with the current date, but can be changed by clicking
on the calendar icon and selecting a different date.

Meeting Date

N

Started

Ended
Status / Revisiol SomoTowe TS :|
Transmittals 36 1 2 3 4 El
NEXT MEETING | 37 5 6 7 8 9) 10 " —
Next Location B 12 13 14 15 16 17T 18 :l
Meet Date 39 19 20 21 22 23 24 25 ﬂ |

Start 0 26 277 28 29 30 ]O

Meeting date calendar open.
9. Enterin the Start and End time of the meeting in the Started and Ended fields, by clicking on

the clock and selecting the appropriate time.

Started

Ended

Status / Revision

12:00 AM 1:00 AM 2:00 AM

Transmittals
3:00 AM 4:00 AM 5:00 AM

NEXT MEETING ——
6:00 AM 7:00 AM 8:00 AM

Next Location
9:00 AM 10:00 AM 11:00 AM

Meet Date
12:00 PM 1:00 PM 2:00 PM

Start

ool

3:00 PM 4:00 PM 5:00 PM
6:00 PM 7:00 PM 8:00 PM

9:00 PM 10:00 PM 11:00 PM

Clock highlighted and options shown.
10. In the Next Meeting section, enter in the Location, Date and Start Time of the next project

meeting, if known.
NEXT MEETING

Next Location |120 Ashford Street I
Meet Date | 09-13-2021| 9
Start | 11:00 AM| (D

Next meeting box filled out.
11. Click the Save button at the top of the record.

(D (Portfolio) > Engineering Forms > MEETING MINUTES

= 9 | RN ) &l 4

Save button indicated.
12. The Participants section of the header holds a list of the potential attendees of the meeting.
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PARTICIPANTS

# Edit <+ Add =} Add Multiple [ Delete

CONTACT PRESENT

No records to display.
l¢ 4E|) M PAGE SIZE

Participants List

i_ CI|Ck the “y Add |V|u|tip|e" bUttOn +Add r'~'1L||t|p|E

attendees to the meeting.
ii. The “Select Companies/Contacts” window opens.

SELECT COMPANIES/CONTACTS (0 SELECTED)

DISTRIBUTION LISTS

to add

Drag a column header and drop it here to group by that column

specs [ T-] Bisaveandclose  Savelayout | Load Defauit Layout
(] COMPANY. TvPE REFERENCE PROJECT CONTACT EMAIL
[resting 1= B 15 [ 1& = (@test =
O | Architecture Testing Company Testing Company - Architecture Update Test archlestingUser@test.com
O | Construction Testing Company Contractor - Ge - Construction Update Test constTestingUser@test.com
[ | Construction Testing Company Contractor - Ge - OPM Update Test opmTestingUser@test.com

K <E|> M Pacesizefo [~]

iii. Click the check box to the left of the contact row to select the
participants, the box will be then filled in to show selected
attendees.

iv. Click the “Save and Close” button at the top of the list to
close the window and add the Participants to the header.

v. Highlight the rows in the participant list and click the “Edit”
button.

vi. Click the box to the right of each Participant in the “Present”
column to mark them as attending the meeting, and then
click “Update Records”

PARTICIPANTS

# Edit <+ Add =} Add Multiple [iil Delete

CONTACT PRESENT

Architecture Testing Company - Architecture Update 7 I
Construction Testing Company - Construction Update !
Construction Testing Company - OPM Update Test

han Smith 2

k 1E|) » PAGESIZEEE

Participant marked as “Present”
13. Click the “Save” button in the toolbar at the top of the page.
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SPECIFICATIONS NOTES
Project* [o0556 - 120ASH Demonstration Proj v | PARTICIPANTS
Phase 13) Design - - # Edit + Add - Add Multiple [ Delete
bow [
RBCORE" oo Testing Company - Architecture Update * @1
Meeting # E Construction Testing Company - Construction Update
Description Construction Testing Company - OPM Update Test | @
iascn Boston University - Jonathan Smith v
vendor profect Number [ | AQ]P o encesize
—
C— mio
Status / Revision Ijl
NEXT MEETING
T

Header completed, “Save” button highlighted.

Entering Tasks from a Meeting

14. In the task list at the bottom of the page click the “+ Add” button.

NEXT MEETING

Next Location |120 Ashford Street |
Meet Date | 09-13-2021‘ ™
Start | 100 Av] (D)

Drag a column header and drop it here to group by that column

# Edit Add [ii] Delete & Refresh 3 Export To Excel  [*] Paste From Excel B Layouts

SEQ # ATTACHMER DESCRIPTION

No records to display.
<

M 4) M PAcESIZE0 [~ ]
Details table with “+ Add” button highlighted.
15. Enter the order of tasks in the Seq # field.
16. In the Description field, enter in the description of the Task.
Note: This field has full formatting capability for ease of entering information.

Drag a column header and drop it here to group by that column
[ save () cancel

ITEM # SEQ # ATTACHMER .

"Work Sans” - ‘ | 12px

| = || =[] =s[&@EB A-&- B I USE

[:] Update plans with proposed changes.

No records to display.
Description field selected with options shown.
17. In the Assigned To field, select the name of the person who the Task is assigned to.
Note: Tasks can only be assigned to those who are set up as a contact in the system.
18. The Category field is not currently in use.
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19.
20.
21.
22.

23.

24.

In the Subject field, give the Task a name.

The Status field is not currently in use.

Enter the due date of the Task in the Due field.

If this Task is associated with a line from the Project Schedule, click the Task drop down and
select the appropriate entry.

[5rag cotum eader and drop It ere t group by that coamn

) Updat

[ =C_=C_J=IC = L= =C______ 1= jC_J=|C_J=

u Update plans with proposed changes rentecture vpaste e[~ | [-] [arhitecture upaate = =

©

KA[]» M pacesizefoo [-]

Completed Task entry
Click the “Update Records” button at the top left of the list.

Drag a column header and drop it here to group by that column

I[ﬂ Update Recnrdsl ® Cancel

ITEM # SEQ # ATTACHMER DESCRIPTION

1 l:l Update plans with proposed changes.

(0)

<

] 4E|) M F'AGESZE

Save button indicated
Repeat steps 18 — 28 for each additional Task line.

Completing Tasks

Once Task(s) have been completed, follow these steps to complete them in the system.

25.
26.
27.
28.

29.

30.

Navigate to the meeting your Task is associated with.

Select the line for your Task, and click the “Edit” button.

Enter in the Completion date in the Completed field.

If you have any comments about the completion of the Task, enter them into the Notes
field.

Click on the check-box in the Done column.

[E) Updats Records (@) Cancel

ASSIGNED TO CATEGORY SUBJECT COMPLETED STATUS

. = = =
e | [=] Trvcniecture upsate === = - -

WAL]r o e saefe -]

Completed Task
Click the “Update Records” button at the top left of the list.
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Drag a column header and drop it here to group by that column

Update Records ® Cancel

ITEM # SEQ # ATTACHMER DESCRIPTION

Update plans with proposed changes.

<

(©)

] 4@) ] PAGESIZE

Drawing Sets

Drawing sets allow users in projects@BU to group together multiple drawings from the Document
Manager into a single transmittal that can be reported on and easily located.

Creating a Record

1. Navigate to Engineering Forms > Drawing Sets.

PLANNING

COST MANAGEMENT

SCHEDULING

ASSET MANAGEME...

WORKFLOW

PORTFOLIO

RFis

Online Submittals
Submittal items
Submittal Sets
Meeting Minutes
Drawing Lists
Drawing Sets
Punch Lists

Transmittals

Correspondence

Document Manager

Monthly Project Update

Permit Summary

Engineering Forms > Drawing Sets

2. Inthe top of the list that appears click the “+” + button.
Note: If this is the first Drawing Sets record you have generated or have access to
then this step will not be necessary, you will be brought directly to the record view.

3.

(@ (Portfolio) > Engineering Forms > DRAWING SETS

Drag a column header and drop it here to group by that column

. ~

9 Programs [*All* I v I Projects  |*all* I v | + @ %7
PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS PHASE

demon = I = | = ‘ = I = ‘ =
120ASH Demonstration = 00556 001 Demonstration Drawing Set Draft 3) Design -

K () S| PAGES\ZE

Drawing Sets toolbar with “+ Add” button at the top.
In the Project* dropdown search for the name of your Project.
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4. Select the current Phase of the Project.
5. The Set # field is locked and populated by the system
6. Enterin atitle of the Drawing Set in the Description field.
7. Inthe From drop-down search for your name.
From :.:.\ [ionath I v I
csl Code ) Company Contact
o Boston University Jonathan Gavin Wilkie
CSliDivision Boston University Jonathan Smith
Category
Reference
Transmittals

¥ Contact 1-2 out of 2

From drop-down open showing options.
8. Inthe CSI Code drop-down select the appropriate values for the Drawing Set.

CSI Code 007200 - General Conditions I v

Csl Division 007200 - General Conditions &
007300 - Supplementary Conditions

Category 010000 - General Requirements
012100 - Allowances

Reference 012116 - Contingency Allowances

Transmittals (ees) | 012119 - Testing and Inspecting Allow

" | 012300 - Alternates

012400 - Value Analysis

013000 - Administrative Requirement
013100 - Project Management and Cc F_

Drag a column header and

# Edit =+ Add 013113 - Project Coordination

013119 - Project Meetings
ARl 013123 - Project Web Site \TE
013126 - Electronic Communication f
[— E 013200 - Construction Progress Doct
013213 - Scheduling of Work

013216 - Construction Progress Sche

LINE
LIST # #

No records to display.

4
4 »
ORI oo soouoizo

CSI Code list highlighted with options shown.
9. In the CSI Division select the division this Drawing Set applies to.

CSI Division 04 - Masonry I v
Category 04 - Masonry -
05 - Metals
Reference 06 - Wood, Plastics, and Composites

—. | 07 - Thermal and Moisture Protectior
Transmittals (2**) | 08 - Openings
09 - Finishes

10 - Specialties n
Drag a column header and 11 - gquipment

/ Edit +Add 12 - Furnishings .
13 - Special Construction
LIST # LINE PNarlet| 14 - Conveying Equipment a
i 15 - RESERVED FOR FUTURE EXPANS

= 16 - RESERVED FOR FUTURE EXPANS

17 - RESERVED FOR FUTURE EXPANS []]

No records to display. 18 - RESERVED FOR FUTURE EXPANS
1 19 - RESERVED FOR FUTURE EXPANS I
M 4 |I| b D]  PAGE S| 20 - RESERVED FOR FUTURE EXPANS,
<| » L]

~ CSIDivision 1-40 out of 50

CSI Division list
10. Click the “Save” button at the top of the record.
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G) (Portfolio) > Engineering Forms > DRAWING SETS > 001 - 20191218_Conceptual Design Pre

= 9 |120ASH - CPO Reorganization - 20 - | v| H + |~ @ 6| v ;

b I SPECIFICATIONS NOTES

Completed Header with Save button Highlighted.

Adding Drawings to the Set

11. If you have added Drawings to the Drawing Lists record:
i. Inthe list, click on the “+ Link Drawings”

Drag a column header and drop it here to group by that column

4 Edit —+—Add 6 Link Drawings @ Delete c Refresh # Generate Transmittal

LIST # LI::E ATTACHMEN SHEET REVISION ITEM

[ = [ 0= 1= 1= _1=] = =

Joloj| 1 0] 0 08-23-2021 Structural Drawing
[

M 4E|) ] jAGESIZE

“Link Drawings” button indicated.
ii. Alist of all the Drawings in the Drawing Lists record for the

Project will appear.

DESCRIPTION

LINK DRAWINGS

B ®

Orag 3 column header and drop it here to group by that column

SHEET REVISION e DESCRIPTION csiomisioN | csicobe CATEGORY TasK LocaTion sty

o 001 1 o 09-23-2021 ‘Structural Drawiny
WALIP o eroeszefo ]

Link Drawings Window
iii. Click on the Check Mark next to the Drawings that you want

to add to the set.
iv. Click the “Save to Record” button to save the lists to the

12. If you have not added Drawings to the Drawings List record:
i. Click the “+ Add” button at the top of the list, a new line will

be added shaded in a yellow color.

Drag a column header and drop it here to group by that column
# Edit |+ Addl P Link Drawings  [il] Delete £ Refresh 4 Generate Transmittal [ Layouts

DESCRIPTION CsI DIVISION

LIST # U::E ATTACHME! SHEET REVISIOF ITEM DATE

C = == = =] =] = [ =
No records to display.
)

M {m} M 3AGES\Z£
ii. Inthe Date field select the date of the drawing.
iii. Inthe Description Field enter a brief description of the

drawing.
iv. Select the appropriate CSI Division and CSI Code in the next

drop-downs.
v. The Category dropdown has been left blank at this time and

will be populated later.
vi. If this drawing is related to a particular Schedule task, select

it from the Task dropdown.
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[orag a column header and drop it here to group by that column
B save  ® cancel

LINE
#

usT # ATTACHME! SHEET REVISION ITEM DATE DESCRIPTION CSI DIVISION sl CODE CATEGORY TASK LOCATION

e C 1= 15 I3 - = = = = = -
1] [(00-23-2021) 4 [structural prawing | [os-mewts [+] [ -] [ [+] [ro0 - consruc]+] | [~

INo records to display.

K 4E|> M racesizefo [

vii. Click the “Save” “ %3 putton to save this line.
viii. Click the grey document link, and the “View Attachments”
window will open.

Drag a column header and drop it here to group by that celumn

/ Edit + Add d? Link Drawings @ Delete c Refresh 4 Generate Transmittal @ Layouts
LINE
LIST # 2 ATTACHMEF SHEET REVISIOr ITEM DATE DESCRIPTION CSI DIVISION
001 1 [{")] 0 09-23-2021 Structural Drawing 05 - Metals

4

K (mp Y PAGESIZE

Attachments link Indicated

VIEW ATTACHMENTS % - o

BE ®

seLECTED
DROP FILES HERE OR CLICKTO ADD

ATTACH FROM DOCUMENT MANAGER

[rag et s

and drop it here to group by that column

B veee Yot | Load Default Layout

LINKED LINE DESCRIPTION SIZE  REVISION/VERS TvPE

[No records to display.

| Ty reszpo ]

View Attachments window
ix. You have two options from here.
x. Dragand Drop
1. Locate the file on your computer.
2. Click-and-drag the file to the “Drop Files Here to
Upload” green box.
Note: You will know you have dragged correctly when your cursor turns
into an expanded version of the file icon.

DROP FILES HERE OR CLICK TO ADD

[ ATTACH FROM DOCUMENT MANAGER ]

xi. Attach from Document Manager
1. Click the “Attach from Document Manager” button
2. Inthe window that opens navigate to your file and
click “Open”
3. Once a file has been uploaded to projects@BU it will
appear in the list above the green upload box.
xii. Click on the “Save & Exit” button on the toolbar at the top of
the page to save the record.

13. Click on the “Save” button on the toolbar at the top of the page to save the record.
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Submittal Sets

Submittal Sets are how BU processes Submittals from vendors through projects@BU. This provides a
central location of all Submittals for one project, and also allows groups of these records to be bundled
into a Transmittal (see Transmittals section).

Note: If the lines you are adding do not correspond to a Cost Code, after completing the “Creating the
Header” steps, jump directly to “Completing lines on the Submittal Set.”

Creating the Header

1. Navigate to Engineering Forms > Submittal Sets.

RFls CUSTOM FORMS

PLANNING
Online Submittals Monthly Project Update

Submittal items Permit Summary
Submittal Sets

COST MANAGEMENT Meeting Minutes
Drawing Lists
SCHEDULING

Drawing Sets

ASSET MANAGEME... Punch Lists
Transmittals
WORKFLOW
Correspondence
Document Manager

PORTFOLIO

Engineering Forms > Submittal Sets

2. Inthe top of the list that appears click the “+” + button.
Note: If this is the first Submittal Set record you have generated or have access to then this
step will not be necessary, you will be brought directly to the record view.

(@ (Portfolio) > Engineering Forms > SUBMITTAL SETS

Drag a column header and drop it here to group by that column

- ~
i) ¥
D | e e — -
PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS TO CONTACT
120ASH - Testing Projec 00557 001 Testing Project Draft

.
K (Ey | F’AGES\ZE

Submittal Sets toolbar with “+ Add” button at the top.
In the Project* dropdown search for the name of your Project.
The Set #* field is populated by the system and should be left at the generated value.
5. Enter a Description of the Submittal Set that will be recognizable by both yourself and other
members of the project team.
6. Inthe From drop-down, select your name.
7. Inthe To drop-down, select name of the person you are sending the Submittal Set to.

W
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From  (ees) -

To ..) | Company Contact

2020 Engineering LLC =
Totalllines 2020 Engineering LLC Testing Testing
Closed Lines 3M Company
% Closed A & M Associates Ltd

A C &R Supply Co Inc

A Maintenance Supply Co., Inc.
A&P Woodworking, Inc.

A. J. Rose Carpets

A. Vozzella & Sons, Inc. -
‘ »

~ Contact 1-20 out of 1530

To/From Drop-down

8. Enter the name of the GC or Subcontractor in the Responsible Contractor field, who will be
in charge of the work from this Submittal Set.
Note: As most Sub contractors will not be users or contacts in projects@BU, this is a
manual entry field.
9. Click the “Save” button at the top of the page.

L - 0 = o
= :3) IQOASH Demonstration Project - 21 -| v + | v ‘ ™ l v - > susMIT

> SPECIFICATIONS NOTES
Project* Ioosse - 120ASH Demonstration Projs[ v] From Iconstruction Testing Company - con| v‘

T (<+2) [goston University - Jonathan Smith | + ]
Set #* [oor | Total Lines [ q
Description [pemonstration submittal set | Closed Lines [ q
Status / Revision P -1 % Closed [ %]

Date ™
[-]
|

q

Csl Code

Responsible Contractor

Transmittals

|

Completed Submittal Set Header with “Save” button indicated.
10. The Closed Lines list is the number of “Approved” line items compared to the total of lines
on the Submittal Set.

Total Lines | OI
Closed Lines | OI
% Closed | 0%

Closed lines indicator

Adding Items to the Submittal Set

11. In the toolbar of the Details table click the Add Items button. In the Details tab, click the
“Add Items” button, and the Items dialog opens.

Drag a column header and drop it here to group by that column

# Edit +Add IDAdd \temsl ¢& submittal Items [ﬁ[ Delete c Refresh 4 Generate Transmittal B Layouts
CSI CODE ATTACHMER SIELAL DESCRIPTION REV. STATUS TASK

ITEM #

Mo records to display.

7] {mp M PAGE SIZE 20 | -]

“Add Items” button indicated.
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ITEMS

B R ® | Ml @®vwsemonse Oscawmee  [Cromie Nofchosen  fade Setings

Items Catalog
12. Expanding the Items Catalog folder shows the general categories that Items are broken into
by the type of Costs they represent, either Construction, Owner Controlled or Contingency.

O (O items catalog

*» O [ o1construction

* OO [ 02 owner Controlled Costs
* O [ o3 contingency

13. Expanding, for example, the 01 Construction folder by clicking the arrow next to it, shows
the three phases that Cost Codes are separated into.
Note: For single-phase Projects, pick the “Phase 1” folder.

4 O [ items catalog
4 0 [ o1 construction
* O [ phase 01
* O [ phase 02
* O ([ phase 03

14. The next set of sub-folders that contain all the Owner Controlled Cost Groups, including
Design Fees, FF&E, Security, and Insurance.

4[] ttems Catalog
4 701 Construction
4 Phase 01

¥ £ 00 Procurement and Contracting Requ
¥ £ 01 General Requirements
» £ 02 Existing Conditions
+ 1 03 Concrete
¥ 71 04 Masonry
» £ 05 Metals
g 06 Wood, Plastics, and Composites

¥ 71 07 Thermal and Moisture Protection

15. Expanding, for example, the sub-folder 50 Design Fees shows the Design-related cost
centers.
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4 O [ ritems catalog
4 [0 [ o1 construction
4 [0 [ phaseo1
* O [ oo Procurement and Contracting Requirem

O [ o1 General Requirements
* O [ o2 Eexisting Conditions
Bl o: Concrete

O (1 030000 - Concrete

D ﬂ 030100 - Maintenance of Concrete

D ﬂ 031000 - Concrete Forming and Accesso

O ﬂ 032000 - Concrete Reinforcing

Expanding the 06 Concrete Folder
16. Click the appropriate cost item(s) and drag them from the Catalog on the left to the table on

ITEMS
D_ ® Illm @ mosILE/BROWSE () SCAN/TYPE Choose File | No file chosen Barcode Settings
4 0 [3 iems catalog
Phase -
“ 0 [3 o1construction
Location [ [+]
40 [O phaseon
Cost Code [ [-]
(=] 00 Procurement and Contracting Requiremel|
<0 01 General Requirements 7 Edit il Delete O Refresh
[m] [l 010000 - General Requirements| \ e
O (] 012100 - Allowances N
] 010000
O (] 01216 - cantingency Allowances J
O (@ o216 - Testing and Inspecting Allowance: K ‘D’ W Pace
O (1 012300 - Atternates
O (0 o12400 - value Analysis
O (1 013000 - Administrative Requirements
[ B

Drag the Cost Codes you have selected on the left to the table on the right.

Ml @ wosic/mrowse () scansrvee Chaosa e | No fla chosen Barcode Settings

5 Deiote

01-010000-01-01

17. Click the “Save and Exit” button in the Items dialog box. D‘

18. The Items dialog closes and the new items appear in the Details table on the Submittal Set.
Note: If the line(s) you are adding to the Submittal Set do not correspond to Cost Codes, click
the “+ Add” button, manually enter a Description and then click the “Save” button.
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Completing lines on the Submittal Set and attaching Documents

19. Open the lines for editing.

Drag a column header and drop it here to group by that celumn

# Edit ~+ Add [] Add Items & submittal Items [ Delete ¥ Refresh

4 Generate Transmittal [ Layouts

SUBMITTAL

CSI CODE ATTACHMER ITEM DESCRIPTION L STATUS

001 030000 - Concrete 1

(0}

@ o002 050000 - Metals 1

(@ o003 090000 - Finishes 1
4

Items selected for editing and “Edit” button indicated.
20. If there is a specific status for these submittal items, select it from the Status column.
21. Select the task in the Schedule that these items are tied to in the Task column. This will also
auto-populate both the Start and Finish.
22. The Lead Time field is not used.

23. In the Sent and Return Due dates enter the date that the Submittal Set was sent to the
receiver and when it is due.

24. The Due Date auto-populates with the date the Task is scheduled to be completed, but can
be modified by the submitter.

25. Enter any specific Notes that you wish to have on these lines in the Note column.

26. Click the “Update Records” button.

[ 3 coirmn headerand rap T v  graup byt et

[E) Update Records @ Cancel

coicove | ATmachwer SUBMITTAL J—

SARTONE | FINSHONTE | LEADTIME
=L =L =L = | = e [ [ g [ ) [ — =
© oot [0320000 - conerete I o Action - o2020m1  oszea0m | q I ]
[ © o0 [os0000 - wetats ] 1 [voAction 0s-2620 09262021 | q ] ]
1 © o003 [o20000 — inishes ] 7 [voAction ~conse] 0s-2620 09262021 | q ] ]
7 .
K4>P| ;,\;.—57:

“Update Records” button indicated.
27. To attach documents to the Submittal Set lines, follow these steps.

i. Click the grey document link, and the “View Attachments” window will open.

Drag a column header and drop it here to group by that column
A Edit =+ add [J Add items & submittal Items [l Delete & Refresh 4 Generate Transmittal EH Layouts
CS| CODE ATTACHMER SUIE'E"D"E“L DESCRIPTION REV. STATUS TASK
(@ oo1 030000 - Concrete
(0) § 002 050000 - Metals 1
(0) f 003 090000 - Finishes 1
4
7] ‘mp M PacEsizefoo [ -]
Attachments link indicated
VIEW ATTACHMENTS % - D0 x
B ®

DROP FILES HERE OR CLICKTO ADD

ATTACH FROM DOCUMENT MANAGER

INo records to display.

WA[]p W szl ]

View Attachments window
i. You have two options from here.
ii. Dragand Drop

a. Locate the file on your computer.
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b. Click-and-drag the file to the “Drop Files Here to Upload” green box.
Note: You will know you have dragged correctly when your cursor turns
into an expanded version of the file icon.

DROP FILES HERE OR CLICK TO ADD

ATTACH FROM DOCUMENT MANAGER ]

iii. Attach from Document Manager
c. Click the “Attach from Document Manager” button
d. Inthe window that opens navigate to your file and click “Open”
e. Once afile has been uploaded to projects@BU it will appear in the list
above the green upload box.
iv. Click on the “Save & Exit” button on the toolbar at the top of the page to save
the record.
28. Click on the “Save” button on the toolbar at the top of the page to save the record.
29. Click the Submit button at the top of the record.
G) (Portfolio) > Engineering Forms > SUBMITTAL SETS > 001 - Demonstration Submittal Set

] ®

Comments

Additional cC

DROP FILES HERE OR CLICK TO ADD

SUBMIT window with Save and Exit button indicated.
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Transmittals

Transmittals in projects@BU allow you to package groups of documents or records from projects@BU
into a single record to be sent to members of the Project team. Transmittals can also be used to track the
movement of physical files sent to and from those working on the project.

Creating a Transmittal Package

1. Navigate to Engineering Forms > Transmittals.

RFis CUSTOM FORMS

2 PLANNING
Online Submittals Monthly Project Update

Submittal items Permit Summary

Submittal Sets

COST MANAGEMENT Meeting Minutes

Drawing Lists
SCHEDULING
Drawing Sets

ASSET MANAGEME... Punch Lists

Transmittals
WORKFLOW
Correspondence

Document Manager
PORTFOLIO

Engineering Forms > Transmittals

2. Inthe top of the list that appears click the “+” + button.
Note: If this is the first Transmittal record you have generated or have access to then this
step will not be necessary, you will be brought directly to the record view.

G) (Portfolio) > Engineering Forms > TRANSMITTALS

Drag a column header and drop it here to group by that column

D | row T =

PROJECT NAME PROJECT # RECORD # DESCRIPTION STATUS

Transmittal toolbar with “+ Add” button at the top.

3. Inthe Project* dropdown search for the name of your Project.

4. Select the current Phase of the Project.

5. The Transmittal # is populated automatically by the system and should be left at the system
generated value.

6. Enterin an appropriate Description of the Correspondence.

7. Inthe To drop-down select the Project Team member you wish to send the Correspondence
to.

8. If the Transmittal is a physical document and being sent to a physical location, enter it into
the Address box.
Note: If there is an address for the Company of the selected contact in the system it will auto-
populate into this field.

9. Inthe From drop-down select your name.
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To (###) |testing comp I 'I

Address Company Contact
Architecture Testing Company Architecture Update Tes|
Construction Testing Company Construction Update Tes
From (ee3) | Construction Testing Company OPM Update Test
Category

Shipped Date
Shipped Time

Via

Tracking # s k

~ Contact 1-3 out of 3
Quantity 0

To/From drop-down and Address Box open showing options.

10. The Category field will be populated after the system has been used for a period of time.
11. If the Transmittal is being sent physically, the right-hand column holds multiple pieces of
information. Enter the Shipped Date, Shipped Time, Via (shipping method), Tracking

Number, and Quantity
12. In the Due Date enter the date the transmittal needs to arrive.
13. Click the “Save” button at the top of the page.

1 3 SPECIFICATIONS NOTES
Project* 00556 - 120ASH Demonstration Projd + |
Phase -

| | l O For Your Use
Transmittal #* 001

I I O For Your Information
Description IDemonstration Transmittal ] O For Your Records
Status / Revision |Draft | 'l | °| O For Your Approval
Date | 09-09-2021) 4
Reference I I Comment
To  (se) |Cons(rucl|on Testing Company - Consml .2 |
Address 123 Builder Ave

Boston, MA 02481

From (o) |Bcs(on University = Jonathan Smith | - |
Category 7 | | v l
Shipped Date | | &
Shipped Time [ J o
| [
Tracking # | I
Quantity [ o
Due Date [ 09-16-2021] ()

Completed Transmittal Header

Adding Records to the Transmittal Package

Once the header of the Transmittal record has been created you can either add items to the list directly, if
they are physical items, or you can add any completed record from the Engineering Forms section of
projects@BU to the transmittal.

# edit  <Add & Add Link [il] Delete % Refresh [ Layouts

LINE
#

ATTACHME! SET # A QUANTIT SOURCE LINE #

No records to display.

K 4@) W PacESIZE oo [~

Transmittal List
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Adding projects@BU Records to the Transmittal

14. In the “Items” section of the Details table, click the “Add Link” button on the top of the
Transmittal list.

/ Edit -+- Add (5 Add Link @ Delete c Refresh B Layouts

IME LI;IE ATTACHMER SET # . QUANTIT SOURCE LINE #

Mo records to display.

" ‘III; Y PAGESIZE

“Add Link” button on the Transmittal List
15. The “Link Records” window opens.

[LINK RECORDS % - o x
B ®

T  120ASH Demenstraton projct - 21

[ safety Forms. No records to display.

=N

[ orawing sets.
O oaily Reports.
3 punch Lists
3 Action items

(3 correspondence

Link Records window

16. Click the arrow button " - next to the folder containing the projects@BU records you
wish to add to the Transmittal.

. T 120ASH Demonstration Project - 21
[ safety Forms
* O rA
() online Submittals
4 [ submittal Sets
O 001 - Demonstration Submittal Set
QS ccing vinites
Drawing Lists

Drawing Sets

Punch Lists

Action Items

O
O
(3 Daily rReports
(]
O
(]

Correspondence

“Add Link” window with folders shown, and arrows indicated
17. Drag the name of the item from the folder list on the left-hand side of the window.
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LINK RECORDS

B E ®

T 120asH Demonstration Project - 21

RECORD TYPE Doc &

[3 safety Forms [No records to display.
8 re

[ online Submittals

(3 _submittal Sets
I:I 001 - Demonstration Submittal Set

(3 meeting Minutes

* (O prawing Lists

* [O oprawing sets
(3 Dpaily Reports
(3 punch Lists

(3 Action ttems

[ correspondence

I:I 001 - Demonstration Submittal Set

DOCUMENT DATE REV.

Moving records from the folder list, to the Transmittal list.
18. Click the “Save and Exit” button at the top-left of the window.

LINK RECORDS

2 1E] ®

T 120ASH Demonstration Project - 21

Transmittal window with the “Save and Close” window.

Note: Once you have added a projects@BU record to the Transmittal list, a link to that

Transmittal now appears in the linked Documents list.

/ Edit +Add ‘5’ Add Link @ Delete C Refresh B Layouts
LINE d
IMF # ATTACHME! SET # QUANTI" SOURCE LINE #
i | (0) Demonstration Submi 1 Submittal Sets 1

S
K qu) M PaceE S\ZE

Transmittals box on Submittal Sets.

Adding Documents to the Transmittal

19. In the “Items” section of the Details table, click the “+ Add” button on the top of the

Transmittal list.

# Edit I-+- Addl & Add Link [ii] Delete ¥ Refresh [l Layouts

LINE |
IME 2 ATTACHMET SET # DESCRIPTION QUANTI SOURCE LINE
U(’ 1 [()} Demonstration Submi 1 Submittal Sets 1

|4 4@’ M PAGESIZE

Transmittal list with “+ Add” button indicated.
20. Enter the name of the document in the Description field.
21. Click the “Save” button.

22. Click the grey document link, and the “View Attachments” window will open.
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/ Edit +Add & Add Link @ Delete c Refresh BB Layouts

IMF LI:E ATTACHME DESCRIPTION

QUANTI SOURCE LINE #

\ H = || = [ ]3] = = [ 1= I=

1 {0} Demonstration Submi 1 Submittal Sets 1

&
7 4|I|) M PAGESIZE[0 |+

Attachments link indicated

VIEW ATTACHMENTS'

BE®

DROP FILES HERE OR CLICKTO ADD

ATTACH FROM DOCUMENT MANAGER

Drag a column header and drop it here to group by that column

B oelete_ Swve Layour | Lod Default Layout

LINKED LINE DESCRIPTION SIZE  REVISION/VERS

INo records to display.

LRIBL

View Attachments window
23. You have two options from here.

i. Dragand Drop
a. Locate the file on your computer.
b. Click-and-drag the file to the “Drop Files Here to Upload” green box.

Note: You will know you have dragged correctly when your cursor turns into an
expanded version of the file icon.

DROP FILES HERE OR CLICK TO ADD

[ ATTACH FROM DOCUMENT MANAGER J

ii. Attach from Document Manager
a. Click the “Attach from Document Manager” button
b. Inthe window that opens navigate to your file and click “Open”
c. Once afile has been uploaded to projects@BU it will appear in the list above
the green upload box.

iii. Click on the “Save & Exit” button on the toolbar at the top of the page to save the
record.

24. After you have entered the transmittal information, locate the Remarks section on the
Details table.

Note: You may need to scroll to the right of the page to find this section.

For Your Use
For Your Information

For Your Records

O
0
O
O

For Your Approval

Remarks section indicated.
25. In the Remarks section, you will find several checkboxes that help inform the recipient of
your transmittal of the reason for you sending it to them, these options are:
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For your Use

For your information
For your records

4. For your Approval

wnN e

26. Click the checkbox next to the Remarks type you wish to tag this Transmittal with, and click

the “Save” button.

27. Click the “Notifications”
the record has been completed.

Correspondence

button to send an Email to the recipient of the Transmittal that

The Correspondence record holds correspondence between members of the Project Team. This
correspondence is preferred instead of mail since it keeps all records in a central location and is accessible
to both members of the Project Team as well as others in PDC.

Note: Email is still used for communication with those people outside of projects@BU, as Correspondence,
can only be shared with users in the system that have access to the record type.

Creating a Correspondence Record

1. Navigate to Engineering Forms > Correspondence.

eb

PLANNING

COST MANAGEMENT
SCHEDULING

ASSET MANAGEME...
WORKFLOW

PORTFOLIO

RFiIs CUSTOM FORMS

Online Submittals Monthly Project Update
Submittal items Permit Summary
Submittal Sets

Meeting Minutes

Drawing Lists

Drawing Sets

Punch Lists

Transmittals

Correspondence

Document Manager

Engineering Forms > Correspondence

2. Inthe top of the list that appears click the “+” + button.

Note: If this is the first Correspondence record you have generated or have access to
then this step will not be necessary, you will be brought directly to the record view.

(i) (Portfolio) > Engineering Forms > CORRESPONDENCE

Drag a column header and drop it here to group by that column

D

PROJECT NAME

Programs ['All‘ |-] Projects "All' \v|

PROJECT # RECORD # DESCRIPTION

demon =

0

120ASH Demonstration 00556 001

Design Question Draft 3) Design - Boston University - Jonat

V'q 4E|; M PacEsizEfo [+]
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Correspondence toolbar with “+ Add” button at the top.

3. Inthe Project* dropdown search for the name of your Project.
4. Select the current Phase of the Project.
5. Enter an appropriate Description of the Correspondence.
6. Inthe To drop-down select name of the Project Team member the Correspondence is being
sent to.
7. Inthe From drop-down select your name.
To ‘smwh lv‘
From Company Contact
ABC Construction Test John Smith
Category Boston University John Smith-Test
Priority Boston University Jonathan Smith
Transmittals Boston University John Smith
Boston University Darlene A Santos-Smith

Smith&Sons Machine Inc
SmithGroupJJR, Inc

~ Contact 1-7 out of 7

To/From drop-down open showing how the Companies and Contacts are displayed.
8. The Category drop down is not in use yet.
9. Inthe Priority drop-down select the priority level of this correspondence.
10. Click the “Save” button in the header at the top of the page.

Project* |00556 - 120ASH Demonstration Proje| v |
Phase |3) Design - | v |
Correspondence #* |001 |
Description lConstruction Update |
Status / Revision lDraft | v‘ ‘ 0|
Date l -
To lBoston University - Jonathan Smith | v |
From soe IConstruction Testing Company - Constrl| v |
Category ’ | v |
Priority |1- High | v |
Transmittals l 0|

Correspondence header completed and Save button indicated.
11. In the Details table write out the text of the Correspondence you wish to send.

Note: This correspondence field has full editing functionality allowing you to create a

formatted correspondence just as you would with any email application.
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%E 9 |120ASH Demonstration Project - 21 -{ v| + | v @ 6 | v z
» SPECIFICATIONS NOTES
Project* l00556 - 120ASH Demonstration Pfojelq
Phase [3) Design - I v|
Correspondence #* lOO'I I
Description [Design Question I
Status / Revision lDraft | vl l Ol
Date l I ()
To .) ‘Boston University - Jonathan Smith | '|
From Hiv [Cons(ructlon Testing Company - Constnl '|
Category l FI
Priority [1- High I '|
Transmittals (@) l 0|
"% ["work Sans” v} [ 12px 1 B I USEEZ=EEA- &~
Good Afternoon;
This is an example of a Cor d record in proj U (PMWeb).
Thank you
Johnathan Smith

Correspondence example filled out.

12. Click the “Save” button at the top of the record.
N
13. Click the “Notifications” icon in the toolbar at the top of the window.
%E 9 |1QDA5H Demonstration Project - 21 —‘ - | + | - @ . 6 | - z
Notifications icon indicated
14. In the window that opens, select who you are sending the Transmittal to by clicking the

ellipsis next to “To” and searching for their name.

From  (ses) Jonathan Smith [ Use System Address
) I

cc (e ‘
B8CC [ ‘ ‘
Manual cc [ |
Subject [PMweb Notification: Correspondence 001 - 120ASH Demonstration Project - 21 - Design Question |
Status [ [~] Due Date 10-15-2021) () 12:00 PM| (D)
Notification type [ [~] Reminder =

Reference ‘ | Completed O

Include Link ] Completed Date |:|f |:|O

To field and Ellipsis indicated

15. Click the Send Icon > to send the Notification to your recipient(s).
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Punch Lists

Punch lists are groups of items that are created towards the end of a construction project. They are
managed by both the Project Manager and the General Contractor as a way of ensuring that all tasks,
both large and small, which need to be completed prior to project closure, are documented and assigned.

projects@BU allows for multiple Punch Lists per project. They can be grouped together, using Reporting,
into a master Punch List, which is maintained by either the Project Manager or the OPM.

Creating a Punch List Record Header

1. Navigate to Engineering Forms > Punch Lists

PLANNING

COST MANAGEMENT

SCHEDULING

ASSET MANAGEME...

WORKFLOW

PORTFOLIO

RFIs CUSTOM FORMS

Online Submittals Monthly Project Update

Submittal items Permit Summary
Submittal Sets

Meeting Minutes

Drawing Lists

Drawing Sets

Punch Lists

Transmittals

Correspondence

Document Manager

Engineering Forms > Punch Lists

2. Inthe top of the list that appears click the “+” + button.
Note: If this is the first Punch List record that you have created or have access then
this step is not necessary, and you will be automatically brought to the new record

view.

@ (Portfolio) > Engineering Forms > PUNCH LISTS

Drag a column header and drop it here to group by that column

D

Programs ‘-A[L*

‘ - ‘ Projects “‘All‘

PROJECT NAME PROJECT #

RECORD #

n[E | 2 =

DESCRIPTION STATUS PHASE TO CONTACT

120ASH - Testing Projec| 00557
4

Testing Punch List Draft

M 4@) W PAGESIZE

Punch List with “+ Add” button highlighted.

The Punch List # is automatically populated by the system and should be left at the system

In the Description field, name your Punch List something both you and the Project Team will

3. Inthe Project field, select the name of your project.
4. Select the Phase of the Project this Punch List is for.
5.

generated value.
6.

recognize.
7.

In the From box, select your name in the list, and in the To box select the name, if applicable,

of the project team member you are sending this Punch List to.
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To ) LCompany Contact

ABC Construction Test John Smith
CSI Code .

ABC Construction Test John Doe-Test
Category Construction Testing Company Construction Update Test
Priority Construction Testing Company OPM Update Test
Reference
Transmittals

~ Contact 1-4 out of 4

From/To box open with Contact List shown.

2. If this Punch List pertains to a specific CSI Code select it from the dropdown.
3. Category is not being used at this time.
4. Select the appropriate Priority level (Low, Medium, or High) from the Priority drop-down.
5. Click the “Save” button at the top of the record.

Project* [00556 - 120ASH Demonstration Projsl v|

Phase [2) Planning - []

Punch List #* [oot |

Description [pemonstration Punch List |

Status / Revision [pratt [~]] B

Date [ 09-17-2021]

From =+2) [construction Testing Company - Constr] +]

To leoston University - Jonathan Smith [ vl

CSl Code loezooo - Finish Carpentry v

Category [ [~]

Priority [1- High []

Reference | |

Transmittals [ o]

Completed header with “Save” button highlighted.

Entering Individual Punch List lines.

Punch Lists records have a separate selection of Locations than the rest of the Project, to add a building
and room to the Punch List, follow these steps.
1. Right-Click in the Locations section of the Details table, and click “Add Location”

Locations

Add Location

Add Location Right-Click menu, with Locations area shown.
2. Type in the name of the Building where the work is being performed, for example “120
Ashford”
3. Right Click on the Location Name you created in Step 2, to open the location menu, and click
“Add Sub Location”
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Locations -

IAdd Sub—LucationI
Delete

Rename

Right Click menu with “Add Sub Location” highlighted.
4. Type in the room where you need to add Punch List items, for example “Room 205"

Locations
FRE 120 Ashford Stree

[0 First Floor

Add Sub-Location

Second Flo Delete

Rename

Room added to Punch List Location List

5. Repeat steps 4-5 for each room in the Project you have Punch List tasks for.
Note: You can have as many levels in your list as you would like to manage the Punch List by.
These are created as “Groups” in the Punch List line items and can be organized as such.
Note 2: Once a Location has been added to a single Punch List for a Project it will then be
available to all Punch Lists for that Project.

6. Drag the location for the first punch list line from the Left-Hand Location list, to the Punch
List items on the Right-Hand Side.

Locations
4 [0 120 Ashferd Straet
[0 First Floor
.0 5

= [orag s cotmm esser o arp < ore 1o grous by s

A Edit  <Add o Close Selected Lines [ Delete &3 Refresh  [Il Export To Excel  [*] Paste From Excel ~ wew

ITEM # ATTAGHME? DESCRIPTION LOCATION TRADE ASSIGNED TO

Dragging a location from the list to the Punch List items.
7. Highlight the line you created and click the “Edit” button.

Drag a column header and drop it here to group by that column

_I' Edit +Add + Close Selected Lines ‘lj Delete c Refresh u Export To Excel j Paste From Excel see

ITEM # ATTACHMER LOCATION ASSIGNED TO ISSUED DATE
1 (0) 120 Ashford Street/Second Floor

Edit button indicated.
8. Inthe Description field enter the punch list task.
9. The Trade drop down is not being used yet.
10. In the Assigned To drop-down select the Project Team member who is in charge of this task.
Note: This selection is made up of users or contacts in projects@BU. If the assigned
person is not a contact, then the name in this field should be the General Contractor.

TRADE ASSIGNED TO ISSUED DATE RE(
= | = | = |[ ]
|'l Ites(mg I-| = I Jf l:
Company Contact
2020 Engineering LLC Testing Testing
Architecture Testing Company Architecture Update Test
B&V Testing, Inc.
Construction Testing Company Construction Update Test
Construction Testing Company OPM Update Test

EJS Testing & Service Co., Inc.

National Electrical Testing & Servi

~ Contact 1-7 out of 7 \

Assigned To drop-down opened.
11. In the Issued Date field select the date the issue was discovered.
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ASSIGNED TO ISSUED DATE

39 19 20 21 22 23 24 25

40 26 27 28 29 30

12. Issued date calendar opened.

13. In the Received From field select the name of the person who discovered the Punch List

issue.
14. Enter the Due Date into the field.
15. Click the “Update Records” button at the top left of the list.

Drag a column header and drop it here to group by that column

@ Cancel

[gﬂ Update Records

DESCRIPTION

ATTACHMER

ITEM #

LOCATION

| |120 Ashford Street/Second Flo

Update records button.
16. Repeat steps 13 — 22 for each additional line in the Punch List.

Note: The system keeps track of both the current date, and the Due Date of the

tasks.

Note: The Punch List item list, can be sorted just like any other list in projects@BU.
This list can also be grouped by the various locations that were created in step 12.

Completing Punch List Lines

Once a Punch List line has been completed, navigate back to the list it was created on to close

the line in the list.

17. Select the line that was completed and click the “Edit” button in the toolbar

Orag a column header and drop it here to group by that celumn

[E] Delete

+ Close Selected Lines c Refresh

ATTACHMER

DESCRIPTION

ITEM #

LOCATION

B Export To Excel

120 Ashford Strest

Line selected, “Edit” button highlighted.
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18. Scroll to the far right of the list. In the Completed field enter in the date the task was
completed.
19. If there is an additional cost associated with the completion of this line, that you would like

to track, enter it into the Cost field, and then select the name of the contact it was Charged
To from the drop-down list.

Drag a column header and drop it here to group by that column

[2) update Records ®) cancel

DUE DATE ' DAYS OVERDUE ' COMPLETED ‘ CHARGED TO ‘ CLOSED PM NOTES
= \ \ = |l = [I0= =
Tl e l j&y [ sood [ [-]c-) O [t
Cost and Charged to fields.
20.

If you are the BU Project Manager, click the Closed check box, once you are sure the task has

been completed. If you are not the BU Project Manager, alert them that the task is done.

The BU Project Manager will the verify completion, and click the check box, closing the line.
21. Click the “Update Records” button to save your changes to this line of the Punch List.
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