PROJECT DELIVERY SYSTEM (PDS) TRAINING

SECTION 03 - DELIVERY
RELEASE DATE: 16-APR-2020




CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

REVISION TRACKING

Revision | Author(s) Approved By

v3-0 Sage Method 3/19/2020 | March Go Live 2
v3-1 Sage Method K Dunklau 4/3/2020

v3-2 Sage Method K Dunklau 4/9/2020

Added sections for Bid, gates small
updates.

v3-3 Sage Method K Dunklau 4/16/2020

BUILD Boulder ™"



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

3.0 PROJECT DELIVERY INTRODUCTION.....ccutiiiiiiiii et e e e e e e aaans 5
G0 0 I o) oo [T o] { o o I PP PPR 5
3.1l GOVERNANCE ..o e e e e e e e e et e 7
I I O I o oo [T o] § o o I PSPPI 7
3.1.1 Managing Key Project Information (Updated: 02/11/2020) ........cceeeeiiiicimimeeieeeeeisciirieereeeeessnnnenees 8
3.1.2 Managing Gates and Approvals (Updated: 04/16/2020) .........ccccuuiieeeeeiiiiiiiiiieeee e e srieneeeeee e 13
3.1.3 Completing the Project Charter for Non-Capital (Updated: 02/17/2020) .........cccovevirriieeeeeeennnnnns 20
3.1.4 Completing the Project Charter for Capital (Updated: 10/24/2019).........ccceeeieieeiiiiiiiiiiieeieaeeeees 27
3.2 BUDGET & FUND MANAGEMENT ..ottt et e e et e e e e e e eaan e e e eees 34
2 O oY e Yo [T od { o] o ISR PRR 34
3.2.1 Requesting Funds for Non-Capital Projects (Updated: 11/26/2019).......cccccccveeeeeiiiiiiinineeeeeennnnns 35
3.2.2 Requesting Funds for Capital Projects (Updated: 11/26/2019) ......ccccevviiiurriieeeeeeieiiiiiiieeeeee e 46
3.2.3 Creating and Managing a Budget (Updated: 03/11/2020).........ccuuuuieiiiaaiiiiiiiiieie e eriiiieee e e e e 60
3.2.4 Baselining the Budget (Updated: 02/18/2020)........cc.uuuiiiiiiaaeiiiiieie e ereeee e e e e e 63
3.2.5 Viewing the Cost Breakdown Structure and Cost Sheet (Updated 02/18/2020) .........cccceeevennneee 66
3.2.6 Viewing Cash flow (Updated: 10/24/2019) .......ccutieiiiiiieiiiiiie et 68
3.2.7 Requesting Changes to Funds (Updated: 11/26/2019).......cccccciiiiiiiiieiiiiiiee e 69
3.2.8 Viewing BOB (Actuals) in Unifier (Updated: 4/9/2020) ..........ccccuureereeeeeieeiiiiieeee e e e sessivneeeeee e e e 71
3.2.9 Completing Financial closeout (Updated 4/9/2020)........cccceiiiiiuiieiieeee e eesciiieeee e e s srieneeee e e e 75
3.2.10 Completing Journal Entries (Updated 01/22/2020) .......cccceeiiiiiurieireeeeeeiesiiiieeeeeeesessinnneeeeeeeeennns 77
3.2.11 Entering Miscellaneous Cost Entries (Updated 01/22/2020) ........ccceoviiiiiirieeeeeeeiesiiiiineeeeeee e 79
3.3 CONTRACT & PROCUREMENT MANAGEMENT ...t 81
3.3.0 Introduction (Updated 4/14/2020) .......ccceieeiuieeieeeee e e eeeieeee e e e e s s ssteeee e e e e e s s s assnsteeeeeaeesssnnnraneeeeaeanns 81
3.3.1 Managing RFQs (To Be Released 2020) .......cccceeieiiiiuriieiieeeesiiiieiieeeeeeeessssasranereeeeesssssssnneneseeeseannes 82
3.3.2 Managing RFPs (To Be Released 2020)........cciueeiiiiiiiiiieieeee e s iiiieiieeees e e e s sssisraeeeeeae e s s s snnsnnneeeeeesennnes 82
3.3.3Issuing an Authorization to Bid (To Be Released 2020) .........cccoeeveieeeiiiiiiiiiieeee e ee e 82
3.3.4 Initiating a Bid (To Be Released 2020) ..........uuiiiieiiiiiiiiiiieiee e et e e e e e e s e sitrree e e e e e s e s snaareeeeeseeennns 82
3.3.5 Responding to a Bid (To Be Released 2020)..........ccuuiiiiiiiaiiiiiieie et e e 82
3.3.6 Responding to a Bid (To Be Released 2020).........cccuuiiiiiiiaiiiiieie et e e e 83
3.3.7 Creating a 5.1 or 5.2 Professional Agreement (Updated 03/10/2020) ..........cceeveeiiiiiiiiiieeenaaennnnns 84
3.3.8 Creating a 5.3 Professional Agreement (Updated 03/10/2020)..........cceoriuieemniiereenniiiiee i 94
3.3.9 Invoicing a Professional Agreement (Updated 03/10/2020).........cccccuieemriiieeiiiiiieeniiiee e 99
3.3.10 Creating a Construction Agreement (Updated 03/11/2020) ......ccceeeeiiiiiiiiieerieeeisiiiinineeeeeeeeeenns 105
3.3.11 Creating a Construction PO Agreement (Updated 03/11/2020)........cccccvemerreeeeisiiicinrnneeeeeennnnns 120
3.3.12 Issuing a Notice To Proceed (NTP) (Updated 4/14/2020) ........ccceeveeeeeiieiirrneeieeeseiiineneeeaeeeennnns 125
3.3.13 Invoicing a Construction Agreement (Updated 4/14/2020) ........cceveeeeiiiiiiiiieeeeeeeeeeeiiivineeeeeee e 130
3.3.14 Viewing a Schedule of Values (Sov) (Updated 3/10/2020) .......ccceeeeeeeiiiiiiniiineeeeeesescnireeeeeee e 138
3.4 CHANGE MANAGEMENT ...ttt et e e e e e e et e e e et s e e e eaan e eeens 140
3.4.0 Introduction (Updated L/27/2020) .......ccoeieeuurieieeeeeeeeeiiteee e e e e e s sesereeee e e e e s s s ssanreeeeeaeesenssnraneeesseanns 140
3.4.1 Managing Budget Changes (Updated 02/25/2020).........ccuuteeeiiiiiireiiieeeeieiiiiiineeeeeessssnernnneeeeeeaen 141
3.4.2 Managing Budget Transfers (Updated 02/26/2020) .........cceeeeiiiiiiiriiieieeeeeeiiiiineeeee e e s siivnnneeeeae e 144
3.4.3 Issuing a Change Order Bulletin (Updated 12/18/2019) ........cccccuririeeeeiiiiiiiieeee e screree e 147
3.4.4 Completing a Change Order Proposal (Updated 12/19/2019)......cccceiiiiiiiiiiiiaaiiniiiieeeeaa e 152
3.4.5 Modifying a Construction Agreement (Updated 03/11/2020)......ccccceeiiiiiiiieeiiaaanniiiiieeeaaae e 162
3.4.6 Modifying a Professional Agreement (Updated 02/26/2020).........cccoouiiiiiimieiiaaanniiiiiiiieeaaee e 175

B U | |_D Boulder Page 3 of 320



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

3.5 COMMUNICATION MANAGEMENT ...ttt e e e e e e aaa e eees 182
1T O N [} oo ¥ Tox T o RS PRERRR 182
3.5.1 Creating Agendas and Meeting Minutes (Updated: 03/12/2020) ........c.coccuveeeiiiieeenniieeeeiniieeeens 183
3.5.2 Creating and Updating Action Items (Updated: 10/24/19).......ccccueiieeeiiiiiiiiieeie e e e 193
3.5.3 Completing ASI's (Updated 03/04/2020) .......eeereeeiiiiiiiiiieieeeessieiiiereeeeeeessentarereeeeesssnsrnneeeeeeeseannes 198
3.5.4 Submitting a Request for Information (Updated 01/09/2020) ........ccceveiiiiriireeeeeeisiiiiniieeeeeee e 204
3.5.5 Submitting a Request for Substitution (Updated 03/04/2020) .........ccoooeciiuiieeeeeeeesiiiiiiieeeeeee e 212
3.6 RISK MANAGEMENT ...ttt ettt e e e e et e e e e et e e e e et e e e eeta e e e e et e e eeenneeeenes 220
GO oY oo (W] { Lo o [P UTPPRPPPPRPN 220
3.6.1 Managing Risks & Issues (Updated 11/12/2019).......c.c.cceeeieeiiiiiiiiineieee e ceinieeee e e e e e senrnreeeee e e e 221
3.7 SCOPE MANAGEMENT ..ot s e e e e e et e e e et s e e e eaaaeeeaees 224
BT O TN [ o o [ U T o PSPPSR 224
3.7.1 Entering Specification Sections (Updated: 03/04/2020).........ccccuuriiieeeeiieiiiieineeeee e essieieneeeeeeeeen 225
3.7.2 Completing a Non-Capital Feasibility Study (updated 03/12/2020).........cccccveeeeeiiiiciiiiieeeeeeennns 228
3.7.3 Completing a Capital Feasibility Study (Updated: 03/12/2020) ...........ccccvurmrreeeereiiiiniieeeeeee e 237
3.7.4 Completing Programming (Updated: 10/24/2019)........c.c.cccceveeiiiiiiiiiiieie e eccitiree e e e senvnneeee e 243
3.7.5 Completing a Design Firm or In-House Design Review (Updated: 03/12/2020).........ccccccceeunee 250
3.7.6 Completing a No Design Firm Review (Updated: 03/12/2020).........ccccevcivurereeeeeeeiiiiiireeeeeeeeeinns 260
3.7.7 Creating a Submittal Package (Updated: 03/12/2020) ........ccuuiiuuimeiieieeiiiiiiiieee e eeiieeeeeae e 264
3.7.8 Routing a Submittal for Approval (Updated: 03/12/2020) .........uuueeeieeriiiiiiiiieeeaa e eeiiiieeee e e 272
3.7.9 Completing Punch lists (Updated 1/27/2020) ........coccuueieiiiiieeiiiiiee ettt sneeee e 279
3.7.10 Completing Commissioning (Updated 03/04/2020) ........c.uutiiiiuuiiieiiiiiie et 284
3.7.11 Closing a Submittal Package (Updated: 1/23/2020)........c.cutieiiumiieiiiiiieiiieeeeniiee e 287
3.8 TIME MANAGEMENT ..ttt e e e e e e e e e e b s e e e eb e e e eabaeeeeees 288
R N O [} oo [UTox 1T o [ TP R PR UUPPPUPPTPTR 288
3.8.1 Managing the Project Milestone Schedule (Updated: 03/04/2020)..........ceeeeiiiieeeriiieeeeiiieeeanns 289
3.9 STAKEHOLDER MANAGEMENT L.oooi e e e e e 292
e O [} oo [UTox 110 o [P TR PUPPPRPTR 292
3.9.1 Adding or Updating PDS Users in a Project (Updated: 4/2/2020) ........cccuueeeeieiiiiiiiiiiiiiieeeeeeee 293
3.9.2 Removing PDS Users From a Project or Unifier (Updated: 4/2/2020).........cccceeiiiiiiiiiiieiiaannnnnn. 301
3.10 REPORTING AND DASHBOARDS ... .ot e e e e e e aeas 307
3.10.0 Introduction (Updated 3/19/2020) ........ccccuuriiieee e e ittt e e e e e s srrr e e e e e e e s seaba e e e e e e s e s rnraraeeeaeeaeaanes 307
3.10.1 Viewing Dashboards (Updated: 03/12/2020) ........cuuuuiiiiaaaiiiiiieeeea et e e e e e e e e 309
3.10.2 Viewing a User Defined Report (UDR) (Updated: 10/24/2019) .......ccooiiuiiiieiiaaniiiiiiiieeeea e 311
3.10.3 Printing a Report, Custom Print or State Form (Updated: 3/19/2020) .......ccccoevviiiiiiieennaannnnnne 312
3.10.4 Creating a User Defined Report (UDR) (Updated: 10/24/2019) .........ccoviiieieiiiiieeiiiiiieee e 314
3.10.5 Preparing Project Status Updates (Updated: 2/20/2020)..........cueeeieeeiiiiiiiiiiiieeeeeieniiiieeeeeee e 315

This document and its contents have been prepared and are intended solely for the UCB PDS
system, Oracle Unifier, for the purposes of learning how to use the system. CU Boulder and Sage
Method assumes no responsibility to any other party in respect of or arising out of or in connection
with this document and/or its contents.

The copyright of this document is vested in CU Boulder and Sage Method. This document may
not be reproduced in whole or in part without their express written permission.

B U | |_D Boulder Page 4 of 320



3.0.0 INTRODUCTION

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Welcome to Unifier delivery. Our new Project Delivery System (PDS) will support our project teams from
idea to closeout. This system is intended to make us more streamlined in how we deliver projects, while
giving our project teams one source of the truth throughout. In 2020, we will be inviting Vendors into our
system, further supporting a cohesive and streamlined way of delivering.

The following chart shows a high-level summary of our phases and how the system will be used across

those phases.

Help File Name

Creating a Proposal

Adding Vendors not in Marketplace
Submitting a Request Application
Completing Capital Governance before Design
Completing Capital Governance after Design
Closing a Project

Viewing Funds at the Portfolio Level
Creating an Initial Budget

Completing Financial Closeout
Allocating Funds

Requesting Initial Funds

Requesting Changes to Funds
Viewing the Cost Breakdown Structure and Cost Sheet
Managing Funding at the Project Level
Managing Budget Changes

Managing Budget Transfers

Issuing a Change Order Bulletin
Completing a Change Order Proposal
Modifying a Construction Agreement
Modifying a Professional Agreement
Creating and Updating Action Items
Creating Agendas and Meeting Minutes
Completing ASI's

Submitting a Request for Information
Submitting a Request for Substitution
Viewing a Schedule of Values (SOV)
Creating a Construction Agreement
Invoicing a Construction Agreement
Issuing a Notices to Proceed (NTP)
Creating a Professional Agreement
Invoicing a Professional Agreement
Issuing an Authorization to Bid
Managing Bids

Managing RFPs

Managing RFQs

Viewing Cash Flow

Viewing BOB (Actuals) in Unifier
Completing the Project Charter
Managing Gates and Approvals
Managing Key Project Information
Managing Risks and Issues

Entering Specification Sections
Completing Punch Lists

Creating a Submittal Package

Routing a Submittal for Approval
Completing Commissioning
Completing a Design Reviewing
Completing Programming

Completing a Feasibility Study
Managing the Project Milestone Schedule

BUILD Boulder

Capital

Initiation Feasibility Programming | Design Phase | Construction |Commissioning| Closeout |Exceptions?

Wil
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At the point we know the delivery method, we start to work with Unifier templates that focus only on how
we intend to complete the work. Because we start tracking data based on delivery, we ask only for the
pertinent data related to your project. By gathering the data, the system can generate reports and state
forms as an output (not another redundant step). This reduced the time you spend on managing data
while enabling more efficient delivery practices.

Another bengfit is that we maintain the same project identified throughout the project lifecycle. Reporting
and rollup maintains lifecycle costs for the project and automatically carries our information forward past
programming and into design.
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3.1.0 INTRODUCTION

Governance covers the important overarching aspects of integrated project management. Tasks as part
of governance set the project up for success and tie key components like cost and scope together.

This section also covers an important part to the way we deliver, control of our projects through gate
management and reviews.
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PROJECT INFORMATION (UPDATED: 02/11/2020)

Goals How to manage the key information on a project including location data.

Navigation Project>Information>General
Action By Project Manager (PM) / Project Coordinator (PC) / Planner
Pre-requisites Setting preferences and receiving notification of a new proposal or project.

Related Files None.

Action By: PM /PC / Planner

1.

Navigate to Project >Information>
General where Project is the name of
the specific project you are updating.

Select Project Information to open
the content.

Note: Opening processes can be
done via a double select or via the
settings icon.

If all fields are grey, select “Edit” to
start editing the information.

In the 00 - Project Information block,
enter the contacts for each role.

a. Start typing a name will show
available options.

Optionally, use the select icon in the
right of the field to pull up a list of
available names.

Note: Completing names here allows
for auto-population of names onto
forms and processes reducing times
you need to enter data.

BUILD Boulder

Example
uce > > Budget and Fundi
N General
Task Manager & . v
© Information = @ Name
Direclory fo3 Project Information
General Locations
Im Document Manager Gates Checkiist
m Govemance Management
= Gates
I Budget & Funding Management
4 (0 - Project Information
Project No Status
P-0D034 For_Information -

Project Name

UAT Testing lteration 4

Project Planner Creation Date

v = 03262019 0208 PM (UTC-8)
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Action By: PM /PC / Planner

6. Complete the 00 — Project
Information block.

Enter the FAMIS Project No.
Enter the Speed Type for this project.

9. Under 01 — Project Details, check all
the boxes that apply.

10. Under 02 — Description, enter a short
description for the project.

Note: This field is limited to 250
characters.

BUILD Boulder

Example

Project Information

4 00 - Project Information

Project No.

P-0034

Project Nama

AT Testing Heration 4

Project Planner

Project Coardinater

Primary Contact

4 (1 - Project Details

4 (2 - Description

Description
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Status *

Creator

Creavion Date

Project Type

- b Non-Capial

FAMIS Project No.
Speed Type

Antennas [ANT)

Arts & Sciences [AS)

Capital Renewal (CR)

Classrooms (CSCP)



Action By: PM /PC / Planner

11. Note 03 — Locations is blank and not
editable. We will complete this
information after Project Information
is complete.

12. Under 04 — Building Proctor/Manager,
enter at least one name for this
project.

13. Under 05 - Project Area, enter the
forecasted new and renovated GSF
for this project.

Note: This information should be
updated as the project progresses,
and more information is known.

14. Select Submit in the upper right
corner to save and close the Project
Information form.

BUILD Boulder

Example

4 03 - Primary Location

Campus Name

Bullding Name

Building Number

Building Code

Latitude

4 04 - Building Proctor/Manager

1. Name * 2. Name
John SMith

1. Role * 2. Role

Proctor v

1.Phone * 2. Phone
123-444.5656

2. Email

4 05 - Project Area

Page 10 of 320
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Floor
Room
Longitude
3. Name
3. Role
- v
3. Phone
3. Email
New GSF
0
Renovated GSF
o
Total GSF



Action By: PM /PC / Planner

15.

16.

17.

18.

19.

20.

Under the same location of Project
>Information> General, select
Locations to open location data for
the project.

Select Edit to start editing location
information. Some information will be
filled in. Edit or enter new
information.

Note the status is set to Active.

Note the names entered in Project
Information are now populated
automatically into this form.

Enter the primary building location
information.

Note the following exceptions to the
primary location:

SITE: Can be chosen when the work
is not specific to a building, such as
exterior projects.

MULTI: For work that affects multiple
buildings as the primary work. Go to
Locations tab, add every location.

If the project is a new building do not
select until such time as a building
number is developed and added to
Unifier.

Enter the primary Floor and Primary
room if applicable.

Enter the latitude and longitude to
enable the project to show up on the
map dashboard.

Select Submit in the upper right
corner to save and close the
Locations form.

Note: Returning to the project
information form will now show the
location data populated.

Note: If there are additional floors,
rooms, or buildings besides the
Primary location, proceed to step 23.

BUILD Boulder

Example

[E] Create New Locations - Project Mo. P-0034 - Google Chrome

@ colorado-stage-unifier.oracleindustry.com/bp/mod/bp/recard/new/wdoc/1202

Create New Locations

Primary Location Locations

4 (30 - Project Information
Project No.
P-0034

Status *

Active

Project Name Creator

UAT Testing lteration 4 Can Steglitz

Project Manager Creation Date

AnAnne Giitand

4 01 - Primary Location Infermation

Primary Building * Campus Name

Building Number Zone

Building Code

Primary Floor

Primary Room

Latitude Longitude
9
4 (03 - Primary Location
Campus Name Floor
University of Colorado Boulder
Building Name Room

INSTITUTE OF BEHAVIORAL SCIENCE

Building Number
264

Building Code
IBS

Page 11 of 320
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Action By: PM /PC / Planner Example
Locations ORACLE' Primavera Unifier (Development)
21. After Primary Location goto & Company Work.. Sage Test Project

Locations tab. & UAT Testing lteration 4... All Projects >  UAT Testing Iterat

. A Aerts
22. Select Locations to open the content. General
B Mailbox
Note: Qpenlng processes can be Thak Masiagns N - =
done via a double select or via the
. . o Information = ‘ Name
settings icon.
Directory Project Information

General o @

23. Select Locations at the top of the
window.

24. Select “Add” to open the 00 —
Location window.

Locations

Primary Location

No.y @+ T2« Project Locati... Floor Room

25. Enter data as required and known. R &=
26. Select “Save” s i e 1

Note: If this is a MULTI location B

project you will Select “Save & Add §

New” for each location.
27. Select “Submit”

END TASK

BUILD Boulder ™"
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3.1.2 MANAGING GATES AND APPROVALS (UPDATED: 04/16/2020)

Goals How to manage the gates and approvals as the project progresses. This
includes automated gate advancement With approved exceptions, you can
bypass a gate condition.

Navigation Project>Information>General>Gates Checklist

Project>Gates
Action By Project Team

Pre-requisites Each gate has a series of deliverables or business processes to complete.

Related Files None.

Action By: Project Team

1. Navigate to
Project>Information>General where
Project is the name of the specific
project you are updating.

Select “Gates Checklist” to open.

Select “Edit” to start editing. Note, for
the very first time, it is in the submit
mode.

Note: The Gates Checklist is not a
workflow process and will be opened
and edited as the project progresses.

Note that dates and answers to
requirements should be populated
when the answer is known, and tasks
are complete, and this example
shows a project that has progressed
though gates already.

4. In 00 — Project Information, enter in
answers to requirements as they are
known.

Note: Fields will be editable, or not
editable, based on whether a project
is Capital or Non-Capital.

BUILD Boulder

Example

ORACLE' Primavera Unifier (Development)

bl #  company Work uce WLAW - Garde RL2 - Office Re l
& Gates Testing - Home All Projects > Gates Testing

A Aerts

General
E Mailbox

Task Manager

O Information # Name
Directory Project Information
General Locations

M Document Manager £ Gates Chackiat

4 00 - Project Information

Project Number Creator

UCB000001 Eric Soukup
Project Name Creation Date

IT4 Proposal UAT Testing 2019-10-02 11:13 AM (UTC-T)

Project Planner Record 1D

Eric Soukup GCL-00001

Project Manager Project Type "

Eric Soukup Capital -
Project Coordinator Contracting Method *

Eric Soukup Design/Bid/Build -
Primary Contact

Eric Soukup
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Action By: Project Team Example
5. In 01 - Initiation, note that the gates 401 - Initiation
are verified through the other The Initiation Phase gates are verified through business processes

business processes.

Note: These processes will be viewed o, _reasibiity

|ater |n thIS help f||e Commissioning Required? Internal or External?
St . N -
6. In 02 — Feasibility, enter in answers ’
to reqUIrementS as they are knOWn. Design Charretie Approval at Feasibility Design Charrette Approval Date at Feasibility

Note: If not known at this time, review
requirements but do not change

Owner's Schedule Current at Feasibility

answer. -
7. In 03 — Programming, enter in
answers to requirements as they are 4 03 - Programming
knOWn . Design Review Board - Programming Appreval g:;‘:gn Review Board Programming Approval
Yes x P
Note: Programming will be greyed-out it -
for a non-CapltaI prOJeCt’ as thls Design Charrette Approval at Programming Design Charrette Approval Date at Programming
phase is not used. Yes = 10/032019 =
ECD Requested (Capital) ECD Requested Date (Capital)
Yes R 10/03/2019 b
Owner's Schedule Current at Programming
Yes v
8. In 04 — Concept Design, enter in 4 04 - Concept Design
anSWEfS tO requ"-ements as they are Design Review Board - Concept Approval Design Review Board Concept Approval Date
known Yes v 10/03/2019 ]
Design Charrette Approval at Concept Design Charrette Approval Date at Concept
Yos v 10/03/2019 s
GeoTech Report Recelved (Capital)
Yes -
Site Survery Recelved (Capital) Site Survey Recelved Date (Capital)
Yes v 10/03/2019 =
Owner's Schedule Current at Concept
Yes A

BUILD Boulder ™"



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Action By: Project Team Example
9. In 05 - Schematic Design, enter in 4 05 - Schematic Design
answers tO requ".ements as they are Design Review Board - SD Approval Design Review Board SD Approval Date
Known Yes - 1010312018 e
Design Charrette Approval at SD Design Charrette Approval Date at SD
Yes v 10/03/2019 =

Initial SC-4.1 Signed/Approved

Yes A

ECD Requested (Non-Capital) ECD Requested Date (Non-Capital)

GeoTech Report Recelved (Non-Capital)

Site Survery Received (Non-Capital) Site Survery Received Date (Non-Capital)
Board of Regents Approval Board of Regents Approval Date
Yes v 1010372019 s
10. In 06 — Design Development, enter in 4 06 - Design Development
answers tO requ"_ements as they are Design Review Board - DD Approval Design Review Board DD Approval Date
Yes v 10/03/2019 B
known. —
Design Charrette Approval at DD Design Charrette Approval Date at DD
Yes v 10/03/2019 rzz)
Room Numbering Assignments Recelved
Owner's Schedule Current at DD
Yes 3
11. In 07 — Construction Documents, 4 07 - Construction Documents
enter |n anSWETS to requ"-ements as Room Numbering Assignments Approved
they are known. o z
Authorization to Bid Issued (SBP-6.10)
Owner's Schedule Current at CD
12. In 08 — Pre-Construction, enter in 4 08'- Pre-Gonatruiction
answers to requirements as they are i e oo sl _
known. —

Permits Issued [or NA)

Owner's Schedule Current at Pre-Construction

v

BUILD Boulder ™"



Action By: Project Team

13. In 09 - Construction, enter in answers
to requirements as they are known.

14. In 10 - Closeout, enter in answers to
requirements as they are known.

15. In 12 — DO NOT EDIT THIS, change
the Status to “Completed” ONLY if the
Project and Gates Checklist are truly
complete.

Note: “Status” to remain in Pending
status until truly complete.

Note: Changing the “Status” to
“Completed” is a terminal status for
Gates Checklist. There is no way to
retrieve the record once itis in a
terminal status.

16. Select “Submit” to save and close the
checklist.

BUILD Boulder

Example
4 09 - Construction
Equipment Labeling Complete (or NA)
Substantial Completion Issued

Warranty Contact List Recelved

Owner's Schedule Current at Construction

4 10 - Closeout
0&Ms Recelved (or NA)

Warranties Received (or NA}

Notice of Settiement Advertised

No Verified Claims (or NA)

Notice of Acceptance Issued

8 Mo Walk Scheduled?

4 12 - Do Not Edit
O NOT EDIT THE STATUS
Status *
| Pending
Completed

Pending

Page 16 of 320
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Date of Notice of Settlement
Date of Notice of Acceptance

-
Date of 8 Mo Warranty Walk
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Action By: Project Team

17. Navigate to Project>Gates and select

18.

19.

20.

21.

22.

23.
24.

“Feasibility”.
View the gates progress.

Note: The conditions that the system
is monitoring are automated and not
available for editing.

Note: Permissions are available for
the PM, PC, or Planner to bypass
gate requirements on an exception
basis. When this is done, a general
comment must be added to denote
why the exception was made.

At any point / gate in the project and if

project exceptions apply, manually
bypass a gate condition.

a. If no exceptions, skip to end

and continue to enter gate
checklist and activities as
needed.

To ignore a condition, highlight the
condition.

Select “Edit”
a. A new window opens

Check both the “Complete” and
“Ignore Condition” boxes

Select “Apply”

Select “View” to open the “Add New
Comments” window.

BUILD Boulder

Example
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e

Fle Edt View Hep

]

= . Sunm Crg
= 5 Dungn wioprans

racton

Lont Sxhoctind o 30300411 30 08 P LTET)

Compaete tgnare Corthon *

Theele

FiEst [ Saved Gates Runs Y Retresh [ Advance i Next Fhase

Gates\ppser View
| Project C Phase: 1. Feasitity
| seneduler

Last Seheculed Run 2020-04-15 06.05 PM (UTC-T)
Piant Schedided Run

= 23 Project Phases

™ 1 - Feasiity

= = 3. Concegt Design

= * 4. Sthemate Deagn
= 5 - Design Devespment
= & Construction Documanty
= 7. Pre-Comtrution
= §. Contructien
= 5. Closesut

| Phase Mame : 1 - Peasibility
Start Dae
End Date
Gate Conditions
4 Nemnin)
Mame
Feaniealy Shaty Compretsd

'y L
Ouvmer's Project Schedule Updated
Sgned

Compiete | Ignone Condibon *

W wnln

2] et Phase Detad - Google Chrome = O %
@ colorado-stage-unifier.orackeindustry.com/bp/gate/edit/phasetid = 1662 Bicommentscount =DBicurrent_phas a
Phase name: 1 - Feasibility
Stant Date stomate Ageancerent Ves
End Date Advanced to Next Phase By
Gate Conditions
4 0mn)
Hame Comgitte  Ignoes Condton  Compiete Updaied By | Date
Fesvsiay Stuay Compieiad - System 202004158
- Spatem 2020.04-16
@mw - E 20200415
Sgned PRI Sratem 2020-04-16
* Gate Coretorn wnih gnoen Combon shackba selectnd el not B (xocry e derng Gaes e
|
Addrbonal Infermation
Genarsi Commarts Ve
e -
/' Bees
B
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Action By: Project Team Example

25. Enter comments in the text box as to e

why the condition was ignored. pecom——
Note: It is good practice to note the G
condition that is the subject of your emunncomn;e:m View Comments By: (21
Comment ¥ | Dale Name Company
26. Select “OK".

27. In the previous screen select “OK” to
close the window.

o

Gate Conditions
1 1 itemis)
28. Opt|qr_1ally to enter comments for_a o Carmolea g I Geoaral Commants - Gosgle Chiomme
specific gate item, highlight the item BB & ciccassaoe-uniferoraceindustry.comybshare/ecGOWHhoutWorkFiowTga
then select “View” under “Additional @ Atach -+ 5 Spsling
Information”.
29. Note a new window opens to enter
your comments in “Text Comment”
box Existing Comments

[+ oate [Name

30. Select “OK”

31. Note if comments have been added,
an icon appears in the “Additional
Information” field.

Additional Information

General Comments:  View \

oK | cancel
* Gate Conditions with Ignore Condrtion chackbox selacted will nol ba processed dunng Gates runs
32. Select each gate to review conditions - o %
and requirements. Note that they are
a combination of the checklist and the
business processes. e eyt T D”fm
33. Highlight a gate item.
34. Select “View” to open a new window. ] S Ea

35. Select “Query” tab to see the Rt cont
requirements.

36. Select “Close” to close the window

e

BUILD Boulder ™"



Action By: Project Team

37. Return to each gate checklist or gate
condition when close to completing
phase deliverables or as a new phase
starts.

Note: Select on the “refresh” icon to
update information more quickly than
the system may update automatically.

38. Continue to update and monitor as
the project progresses.

Note: Example on right shows a
completed Design Development gate.

BUILD Boulder
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Example

File Edit View Help
E)Edt Saved Gates Runs ¥ Refresh & Advance to Next Phase
Gates - User View
| Project Current Pnase: 1- Feasibity
Scheduler Details
Last Scheduled Run: 2020-02-10 05:05 PM (UTC-T)
Next Scheduled Run — —
| Phase Name : 0 - Initiation

= =2 Project Phases Start Date
== 0 - Initiation End Date
== 1 - Feasibility
== 3.Concept Design Gate Conditions
== 4. Schematic Design 1 Hem(s)
B = 5- Design Development | Name Complete
== § - Construction Documents ! Funding Approved v

== 7 - Pre-Construction

END TASK
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3.1.3 COMPLETING THE PROJECT CHARTER FOR NON-CAPITAL (UPDATED:

02/17/2020)

Goals How to complete a non-capital project charter.
Navigation Project>Governance Management>Project Charter

Action By Project Team

Pre-requisites Gate requirement depending on the project type

Related Files None.

Action By: Project Team

1. Navigate to Project>Governance
Management>Project Charter.

Select “Create”.

Select “Non-Capital Projects”
workflow.

4. Optionally, if you already have an
approved charter and need to revise
it, select “Copy Existing Project
Charter”.

Note: Every step other than a revision
step will have a task duration of 3
days.

5. In 00 — Project Information, note
greyed out fields will auto-populate as
appropriate.

6. Select the desired feasibility record
from the picker to auto-populate
previous information in remaining
blocks.

7. Optionally add “Notes”,
“Attachments”, “Comments”, etc.
using the buttons indicated to the
right.

BUILD Boulder

Example

J Budget and Funding for Help File - Home UcB > > Budget

A Aerts

Project Charter

B Mailbox

Task Manager + + Create = Actions v View

o Information = Copy Existing Project Charter Pr
Directory Non-Capital Projects
General

Im Document Manager

Im Govemnance Management

Project Charter

Buxiget and Fundeg for Hep Fis

'BUILD Boulder /
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Action By: Project Team Example
8. Inblock 01 — 05, enter data. 4 01 - General Information

Revision Approval Date
9. Note greyed-out fields are read-only 0.00

and will auto-populate. “Approval
Date” will auto-populate when
workflow has reached Approved

status. 4 02 - Project Goals and Objectives

Why is this project being done? What is the problem being solved by this project? How is this relevant to campus
and/or deparimental strategic goals?

a. Red asterisk fields are
required.

Project Goals and Objectives *

Note: For Non-Capital projects, some
information will auto-populate from
the feasibility phase initial
consultation option that is selected in

Block 00. Edit as necessary in the 4 03 - Project Priorifies and Scope
. List project priorifies (fimeline, budget, task, etc) and delineate them in order of importance. This section can
pI’Oject Chal’ter. clarify the scope by ibing specific ek it luded from project scope. Identify Mew Construction

GSF/ASF, Renovation ASF, ESCO, Deferred Maintenance.

=

Project Priorities and Scope

4 04 - Key Stakeholders and Their Roles

Identify key decision makers, their department, posifion and (if necessary) their role and authority as it applies to
this project. Include sponsor, stakeholders, Planner, Project Manager, efc.

Key Stakeholders and Their Roles *

4 05 - Deliverables

List anticipated project defiverables, ie: Feasibility Study, Pregram Plan, Design Documents, construction at
completion, and due dates.

Deliverables *

BUILD Boulder ™"
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Action By: Project Team Example
4 06 - Assumptions
1 0‘ In blOCk 06 -11’ en ter data for red Describe project assumptions, which may include the availability of specific resources, information, funding and
asterisked fields. colateral projects.

Assumptions *

11. Select the assumed contracting
Method from the pull-down.

a. Options are: Design/Bid/Build,
CMGC, Design/Build-LS, and
Design/Build-GMP.

4 07 - Consliraints

¥hat limitati or es have been di: 7 This might include scope, budgetfunding limits, and
regulation or desired quality standards.

Constraints *

4 08 - High Level Risks
Identify challenges, obstacles, risks or threats that may hinder the project.

High Level Risks *

4 09 - Budget
List project budget range, source of funds.

Budget *

4 10 - Schedule

Provide schedule range or milestones if possible.

Schedule *

4 11 - Contracting Method
Contracting method, project process(es).
Contracting Method *

| Select v |

Contracting Method Rationale *

BUILD Boulder ™~



Action By: Project Team

Note: Selecting the field will show

character limit via a pop-up balloon.

Enter 4000 or fewer characters.

These fields will allow you to keep
typing even if the character limit is
exceeded. If exceeded an error

message will appear when out of the

text box.

12. Note in Block 12 — “Additional Notes”,
is an editable field and can be filled in

as needed.

13. Select “Send” in the upper right

corner of the form for Workflow Action

Details to appear.

a. Optionally select “Save” to
continue working on later.

14. Review Workflow Action Details and

applicable CC'd users.
15. Select “Send”.

Note: You will notice a task duration

of 3 business days.

Note: This review step allows for a

period of comments and edits prior to

sending for final approvals. Itis

expected the charter is “correct” prior

to send for approvals.

BUILD Boulder

Example

C ting Method Rationale *

Hationale Tes g od HafionaleTest Confracting Method
Method RationaleTest Confracting Method Rati Test C

CU Boulder
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lonale lest Loniraci

ing Method Rati Test
Contracting Method Rati Test Coniracting Methed RationaleTest Contracting Method
RationaleTest Confracting Method RaticnaleTest C ing Method Rati Test Contractil
IMethod RationaleTest Confracting Method Rati Test C ing Method Rati bl

@ There are too many characters.

Enter 4000 or fewer characters, not more.

4 12 - Additional Notes

Please add information not included above that is periinent to this project. Include contraciing method if known
and note if project is not meeting campus sustainability goals of LEED Geld minimum.

Additional Notes

Workflow Action Details

4 Action Details

Workflow Actions * Send For
| Submit v Review and Comment or Mo {
To
Laney Shipman
B

Cloud coadmin;Eric Soukup;Laney Shipman;Laurie Reed;Stakeholders

4 Due Date Details

Task Due Date
10/03/2019 07:14 PM

=n =N
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Action By: Project Team

16.

17.

18.

19.

The assignee(s) will see the record in
Tasks or under Project Charter.
Select the record to open.

This is a review step; all fields are set
to read-only.

In the upper right-hand corner of the
form select “Comments”. Enter your
comments in the “Comments” box.
Attachments can also be added from
pulling-down the contextual menu in
the lower left-hand corner. Select
“Post” to add comments.

The comment will appear below the
“Comments” box. The pencil icon
shows that your comment is in draft
mode and editable. To edit, copy, or
remove a comment select the
comment (a dark grey border will
appear around the comment) and
right-click the pencil icon. A
contextual menu will appear with the
options listed above.

Note: When you add a new comment
to a business process form, it remains
as a draft until you send the form to
the next step in the workflow.

Note: Attachments can be added from
two options; Browse (from computer)
or Document Manager.

Note: The Comments box does not
recognize formatting. Even if you use
the Enter key to create a new line it
will not show up in the final comment.

BUILD Boulder

Example

Attachments

Comments

Linked Records

CU Boulder
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Send Save =— w

Linked Mai % =2

oo I

- . - . i o o P T ]
Laney Shipman University of Colorado a.-'JC.-’.fC'.‘a 12:26 PM

blahblah

- . - . e, Ee o T '3
Laney Shipman University of Colorado  #* 093072079 12:26 PM
¢l »

blahblah
Edit
Copy
Remove
Page 24 of 320



Action By: Project Team

20.

21.

22.

23.

Send for Revise Charter or
Consensus.

a. If sent for “Revise Charter”,
comments added in previously
will be shown in the
“Comments” box. The record
can be resubmitted or
cancelled.

b. If resubmitted the record will
route back to “Review and
Comment” or “No Comment”
step. If cancelled the record
would be terminated.

Open the record in Tasks or under
Project Charter.

Review comments under
“Comments” box and add additional
ones if needed.

Send for “Consensus”.

Note: You will notice a task duration
of 3 business days.

Note: It is anticipated at this step that
everyone involved has accepted the
final edits and is now “approving” the
final version. This step constitutes
“signing -off” on the project charter.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workflow Actions *

Revise Charter

Consensus

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Send For

Workflow Action Details X
4 Action Details
Workflow Actions * Send For
Consensus Approval
To
Cloud coadmin;Eric Soukup;Laney ;Laurie Reed; 5t Id
B
Start typing for suggestions... -
4 Due Date Details
Task Due Date
10/03/2019 08:03 PM
=n
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Action By: Project Team

24.

25.

26.

Stakeholders can open the record in
Tasks or under Project Charter.

In Workflow Action Details the record
can be sent for “Approve” or “Reject
with Comments”. If “Reject with
Comments” the record will re-route to
the “Revise Charter” step and sent
through the workflow again or
cancelled.

Send for “Approve”.

Note: The Approval Date will auto-
populate in the view form.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workflow Actions *
Approve v
B

Cloud coadmin Eric Soukup Laney Shipman »

Stakeholders

END TASK
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Send For
End

Laurie Reed »
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3.1.4 COMPLETING THE PROJECT CHARTER FOR CAPITAL (UPDATED: 10/24/2019)

Goals How to complete a capital project charter.

Navigation Project>Governance Management>Project Charter

Action By Project Team

Pre-requisites Gate requirement depending on the project type

Related Files None.

Action By: Project Team

1. Navigate to Project>Governance
Management>Project Charter. Select
“Create”.

2. Select “Capital Projects” workflow.

Note: Every step other than a revision
step will have a task duration of 3
days.

3. In 00 - Project Information, note
greyed out fields will auto-populate as
appropriate.

4. Select the desired feasibility record
from the picker to auto-populate
previous information in remaining
blocks.

a. Optionally add Notes,
Attachments, Comments, etc.
using the buttons indicated to
the right.

BUILD Boulder

Example

All Projects > UAT Tesfing lterat...

Project Charter

| + Create * | Actions v
Capital Projects

Mon-Capital Projects

Project Chartar

4 (00 - Project Information

Project Number

UCBDD00ST

froject Hame

Capital-DesignBuild-GMP (DB-GMP)

Project Manager

Katherine Ann Dunkiau
Project Coordinat
Cynthia Londo

Page 27 of 320
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Action By: Project Team Example
5. Note in block 01 — 05, greyed-out 401 - General Information

fields are read-only and will auto- Revision ST

. . 0.00

populate. Red asterisk fields are

required.
6. Note “Approval Date” will auto-

populate When |t has reached 402 - Project Goals and Objectives

Why is this project being done? What is the problem being solved by this project? How is this relevant to campus

Ap proved Status . and/or deparimental strategic goals?

Project Goals and Objectives *

4 03 - Project Priorities and Scope

List project prioriies (timeline, budget, task, etc) and delineate them in order of importance. This section can
clarify the scope by ibing specific from project scope. Identify New Construction
GSF/ASF, Renovation ASF, ESCO, Deferred Maintenance.

Project Priorities and Scope *

4 04 - Key Stakeholders and Their Roles

Identify key decision makers, their department, position and (if necessary) their role and authority as it applies to
this project. Include sponsor, stakeholders, Planner, Project Manager, efc.

Key Stakeholders and Their Roles ™

4 05 - Deliverables

List anticipated project defiverables, ie: Feasibility Study, Program Plan, Design Documents, construction at
completion, and due dates

Deliverables *

BUILD Boulder ™"



Action By: Project Team

7.

Enter information in blocks 06 -11.

Note: Hovering over a field will show
character limit via a pop-up balloon.
These fields will allow you to keep
typing even if the character limit is
exceeded.

8. Select the “Contracting Method”.

a. Note the pull-down has the
available options:
Design/Bid/Build, CMGC,
Design/Build-LS, and
Design/Build-GMP.

BUILD Boulder

Example
4 06 - Assumptions
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Describe project assumptions, which may include the availability of specific resources, information, funding and

collateral projecis.

Assumptions *

4 07 - Constraints

What limitati or ies have been di
regulation or desired quality standards.

Constraints *

d? This might include scope, budgetfunding limits, and

4 08 - High Level Risks

Identify challenges, obstacles, risks or threais that may hinder the project.

High Level Risks ™

4 09 - Budget
List project budget range, source of funds.

Budget *

4 10 - Schedule

Provide schedule range or milestones if possible.

Schedule *

4 11 - Contracting Method
Contracting method, project process{es).

Contracting Method *

| Seiect

Contracting Method Rationale *
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Action By: Project Team

Q.

10.

1.

12.

13.

14.

15.

16.

In Block 12 — Additional Notes, add
additional information as needed.

Select Send in the upper right corner
of the form for Workflow Action
Details to appear or Save to continue
working on later.

Review Workflow Action Details and
applicable CC'd users. Select Send.

Note: You will notice a task duration
of 3 business days.

Note: this review step allows for a
period of comments and edits prior to
sending for final approvals. It is
expected the charter is “correct” prior
to send for approvals.

The assignee(s) will see the record in
Tasks or under Project Charter.
Select the record to open.

This is a review step; all fields are set
to read-only.

In the upper right-hand corner of the
form select Comments.

Enter comments in the Comments
box.

a. Attachments can also be
added from pulling-down the
contextual menu in the lower
left-hand corner.

Select “Post” to add comments.

BUILD Boulder
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Example

4 12 - Additional Notes

Please add information not included above that is pertinent to this project. Include contracting method if known
and note if project is not meeting campus sustainability goals of LEED Gold minimum.

Additional Motes

Workflow Action Details X

4 Action Details

Workflow Actions * Send For
| Submit v Review and Comment or Mo (
To

Laney Shipman

cC

Start typing for suggestions...
yping og

4 Due Date Details

Task Due Date
10/0472019 05:06 PM

E=E =R

Send Save =— w

Aftachmenis ~ Comments  Linked Records  Linked Mai % 4

: oo I

Laney Shipman University of Colorado 9/30/2019 12:26 PM
blahblah
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Action By: Project Team

17. The comment will appear below the
Comments box. The pencil icon
shows that your comment is in draft
mode and editable. To edit, copy, or
remove a comment select the
comment (a dark grey border will
appear around the comment) and
right-click the pencil icon.. A
contextual menu will appear with the
options listed above.

Note: When you add a new comment
to a business process form, it remains

as a draft until you send the form to
the next step in the workflow.

Note: Attachments can be added from

two options; Browse (from computer)
or Document Manager.

Note: The Comments box does not

recognize formatting. Even if you use

the Enter key to create a new line it

will not show up in the final comment.

18. Send for Revise Charter or
Consensus.

a. If sent for “Revise Charter”,

comments added in previously

will be shown in the
“Comments” box. The record
can be resubmitted or
cancelled.

b. If resubmitted the record will
route back to “Review and
Comment” or “No Comment”
step. If cancelled the record
would be terminated.

19. Open the record in Tasks or under
Project Charter.

20. Review comments under Comments
box and add additional ones if
needed.

21. Repeat steps above for Review and
Comment or No Comment 2

22. Send for Consensus.

Note: You will notice a task duration
of 3 business days.

BUILD Boulder
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Laney Shipman University of Colorado

P S .
& 09302019 12:26 PM

blahilah
Edit
Copy
Remove
Workflow Action Details X
4 Action Details
Workflow Actions * Send For
Consensus v Review and Comment or Mo {
To
Laney Shipman
cC
‘ Brandon Millner Cloud coadmin Eric Scukup All Project Users % bt
4 Due Date Details
Task Due Date
10/04/2019 05:05 PM
=n
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Action By: Project Team

23.

24.

25.

26.

27.

28.

29.

30.

Open the record in Tasks or under
Project Charter.

Accept the task and review the form
for pending approval.

Send for “Approve” and route to the
next approval or “Reject
w/Comments” and re-route to the first
revision step.

Select “Send”.

Open the record in Tasks or under
Project Charter.

Accept the task and review the form
for pending approval.

Send for “Approve” and route to the
next approval.

a. Optionally, send for “Reject
w/Comments” and re-route to
the first revision step.

Select “Send”.

Note: it is generally expected by this
step that VCIS and all other
applicable reviewers have reviewed
and commented until the project
charter is sent for this approval and
the following approvals.

Action By: Stakeholders

31.

32.

33.

Accept the task and review the form
for pending approval.

Send for “Approve” and route to the
next approval.

a. Optionally, send for “Reject
w/Comments” and re-route to
the first revision step.

Select “Send".

BUILD Boulder
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Example
Workflow Action Details X

4 Action Details

=

Workflow Actions Send For

Consensus v Approval 1

To
Erandon Millner; Cari Stieglitz;Cloud coadmin;Eric Soukup;Laney Shipman;Laurie Reed; Assistant. ..
B

Start typing for suggestions... -
yping og

4 Due Date Details

Task Due Date
10/04/2019 05:10 PM

=E K1

Workflow Action Details X

4 Action Details

Workflow Actions * Send For

Approve v Approval 2

To
Cloud coadmin;Eric Soukup;Laney Laurie Reed;

cc

4 Due Date Details

Task Due Date
10/04/2019 06:14 PM

=E 1

Example

Workflow Action Details X

4 Action Details

Workflow Actions * Send For

Approve v Approval 3

To
Cloud coadmin;Eric Soukup;Laney Shipman;Laurie Reed;VCIS
B

Start typing for suggestions... -
yping og

4 Due Date Details

Task Due Date
10/04/2019 06:15 PM

E=n =R
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Action By: VCIS

34. Accept the task and review the form
for pending approval.

35. Send for “Approve” and route to the
next approval.

a. Optionally, send for “Reject
w/Comments” and re-route to
the first revision step.

36. Select Send.

Action By: Provost/Exec VC, SVC/CFO

37. Accept the task and review the form
for final approval.

38. Send for “Approve” and route to end.

a. Optionally, send for “Reject
w/Comments” and re-route to
the first revision step.

39. Select “Send”.

Note: Approval Date will auto-
populate in the View Form once
record is sent for final approval.
Approval Date

107012019 1115 AM (UT!
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Example
Workflow Action Details X

4 Action Details

=

Workflow Actions Send For

Approve v Approval 4

To
Cloud coadmin;Eric Soukup;Laney Shipman;Laurie Reed;Provost/Exec VC;SVC/CFO
B

ping for suggestions... -

4 Due Date Details

Task Due Date
10/0472019 06:15 PM

=N =N

Example

4 Action Details
Workflow Actions * Send For
EAppmve v End

cC

Brandon Millner Cari Stieglitz » Cloud coadmin Eric Soukup
Laney Shipman * Laurie Reed * Assistant VC % Campus Architect »
Planners Project Coordinators Project Manager Provost/Exec VG

SVCICFO % Stakeholders x| VCIS %

=n =N

END TASK
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3.2.0 INTRODUCTION

Budgets are created for the entire lifecycle where funding is the “cash” in the bank. There is no restriction
on which is created first but there needs to be enough budget and funding approved in order to issue a
consultant or construction contract.

Budget and funding represent the ability to make sure your project has both an approved budget and
allocated funding to complete the project. As changes occur, updates to funding need to also occur.

To enable a consistent way of tracking all our cost, budget and funding also begin the cost breakdown
structure to which you will manage the remainder of your project. You'll notice that the costs are more
oriented to how we deliver the work and award our contracts. This new structure works in the background
to map our projects to our financial and funding tracking, so you don’t have to!

A summary of your budget and funding against your other costs can be found in the cost sheet. Changes
are found in Section 3.4 Change Management except for Funding, which maintains the same steps
whether it is the first funding or changes to funding.

Please note an important change to how we do business is represented in this system. We are now
requiring our clients give us a speed type at the point of an initial request. (Note: For Facilities this will be
done at Project Charter).

For projects that start with free consultation speed type that will then be funded by client, you will need to:

1. Send a funding request to Director of Design and Construction to deduct the amount of seed
money provided, and

2. Send funding request to the client for the cost of the project including the actual expenses
incurred to date under the free consultation

BUILD Boulder ™™
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3.2.1 REQUESTING FUNDS FOR NON-CAPITAL PROJECTS (UPDATED: 11/26/2019)

Goals
Navigation
Action By
Pre-requisites

Project Team

be assigned to the project.

Related Files None.

Action By: Project Team

1. Navigate to Project>Budget Funding
Management>Funding Requests

Note: Project Type; Capital or Non-
Capital, is determined early in the
Request Application.

Project workflow will follow the
selected project type automatically.

Forms and workflow will guide you
through each step and what
information is needed.

2. Select “Create” to start a new funding
request.

a. Greyed fields will auto-
populate when the record is
submitted to the workflow.

b. Red asterisked fields are
required.

BUILD Boulder

Example
Funding Requests
#E.. @ Recor.. 4 CurrentR...

00 - Project Information
Project Number

UCB000066

Project Name

Budget and Funding Test Project

Project Planner

Eric Soukup

Project Manager

Eric Soukup

Project Coordinator

Eric Soukup

Primary Contact

Page 35 of 320

How to request funds and allocate them to the cost level.
Project>Budget Funding Management>Funding Requests

Feasibility Study is approved, and management has directed funding should

' All Records | -

Current A... Status

Status

Creator

Laurie Reed

Creation Date
Record ID

Project Phase

1 - Feasibility

BUILDBoulder
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Action By: Project Team Example

3. In 01— Funding Description enter the ~ “91- Fundinainformaton
following information: il

a. A brief description of the
funding request. Some Jescripton
Examples: For Feasibility
Phase, For Presentation
Materials, For work through
Construction Documents.

b. Additional description of
funding if needed.

02 - Funding Summary

4. Under 02 — Funding Summary, note .
the fields auto-populate when there is o as
approved funding.

a. Previously Approved Funding:
All funding approved prior to
Curl’ent I’equest Projected Approved Funding

0.00

b. Current Request: Current oo

requested amount.

c. Projected Approved Funding:
The total of previously
approved funding and current

request.
Create New Funding Requests
5. Next, select on the “Speed Type
Allocation” tab to allocate the request G - _ el

in more detail to the Speed Type.

a. Ifthe Speed Type is not
available, save your record as
a draft in Unifier and navigate
to the example template at:
DC-FIN-FA-UNIFIER SPEED
TYPE REQUEST.

b. Use the attached email

template to request the speed =T Bl R
type from FM Accounting

c. When notified that the speed
type has been added, finish
your Unifier record.

6. Select “Add” to start allocating the
funding source(s).

Note: Previously allocated funding
sources can be found on the project
funding sheet at Budget Funding
Management>Fund Sheet.

BUILD Boulder ™"



Action By: Project Team Example

7.

11.

12.

Select a Funding Source (Speed B *“”d':f'”'mma"”r:l .
Type) from the drop-down options. S

a. You can also type in a number
and the options will narrow
down to the one you typed.

Enter the Amount of funding that will
be charged to the selected speed

type.
Optionally, add Comments.

Comments

. Select “Save” to enter the line item.

Note: Only one Speed Type
Allocation (Funding Source) per
Funding Request. If your project has
more than one Funding Source, you
must do a separate Funding Request
for each Speed Type.

Select “Send". Create New Funding Requests

Speed Type Allocation

Moy Funding Sourse (Speed Troel

.........

||||||

Note “Fund” is the only Workflow Workflow Action Details

Action at this step for non-capital
projects. 4 Action Details

. . Warkfiow Actions *
Note: Capital projects have an
additional option for Budget Office

Funding. Steps are similar and
workflow will drive capital-specific
requirements.

To

4 Due Date Details

BUILD Boulder ™
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Action By: Project Team Example

13. A User is selected from the “Available
Item” column and brought over to the
“Selected Items” column. Highlight

the selected user and select the > * Somomy O: i
icon. e o |
a. Optionally, you can start typing -

the name in the box.

Note: Initial consultations/estimates —

send to Director of Design and
Construction for initial funding.

14. Select “Select”

15. Select “Send” to open the Workflow Workflow Action Details X

Action Details screen. 4 Acior Bt

*

Workflow Actions Send For

Fund d Approval
To

Laure Reed -

4 Due Date Details

Task Due Date
Task Due Date is nol available
Action By: Client Example
Note: This section is completed by
the client.
This i5 a sysiem. Jenseraled e-mail message Da not reply to sender
16. An email will be received, including a
pdf of the request details. :::::ilr;%:equesls FR-00001 is sent to you for Coordination and
17. Open the PDF attachment to review o Loure Reed
the information provided as part of the Sect Coordinaton and Revisions
funding request.
« " Source Nams Budget and Funding for Help File
18. Select “Approve” if no more changes RecordNo Funing Requesis FR.00001
are needed. Tite Initial funding request
a. Optionally, select “Approve R —
with Modifications” if changes
, Project Nama Budget and Funding for Help File
are needed but you don't need
to review again. Unifie Login

b. Optionally, select “Decline” to
reject the request and start the
process over.

BUILD Boulder ™"



19.

20.

21.
22.

23.
24,

25.

26.

27.

Send the email for the response.

To complete the task in Unifier
instead of email, select on the Unifier
Login link and Accept the task.

Review all details in Unifier.
Select “Send”.

Select Workflow Action

Select “Approve” if no more changes
are needed.

Optionally, select “Approve with
Modifications” if changes are needed
but you don't need to review again.

Optionally, select “Decline” to reject
the request and start the process
over.

Note: If “Approve with Modifications”
or “Decline” is selected, include
instructions as to the action requested
in Comments.

Select “Send”.

Action By: Project Team

28.
29.

30.

Note: If modifications are needed, the
request is sent to Coordination and
Revisions. Coordination and
Revisions is notified of the client’'s
response.

Finds, opens and accepts the task.

Reviews Comments tab to see any
comments made by the client.

a. If changes requested by the
Client, update prior to sending.

Select “Send” to open the Workflow
Action Details screen.

BUILD Boulder

Workflow Action Details

4 Action Details

Workflow Actions *

Example
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31. Select “Send for Allocation” to Send
For Cost Code Allocation.

a. Optionally, if another round of
approval is needed, select
“Return for Approval” to Send
For Approval.

b. Optionally, if the client
declined the request, select
“Cancel”, if the Client declined
the request, to Send For
Cancel: terminal step for the
request.

32. Select “Send”.

Note: In Capital Funding Requests
there are several approval steps
necessary before a request may
reach the “Send for Allocation” step.

Note: After a funding request is
approved by a client and before cost
code allocation of that funding, FM
Accounting needs to add funding to
the company level in Unifier (where
project funding across all projects is
tracked). In order to accommodate
this need, the creator of the funding
request will need request that this be
done by FM Accounting. See
directions in Meridian:

DC-WM-UNI-FUNDING REQUEST-
ADDING FUNDING TO COMPANY
LEVEL.docx

33. When the request is approved and
reaches the Cost Code Allocation
step, create a Cost Code Allocation
record.

34. Navigate to Project>Budget Funding
Management>Cost Code Allocation.

BUILD Boulder

Workflow Action Details

4 Action Details

. -
Workfiow Actions

Send for Aliocation

Return for Approval

Page 40 of 320
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35. Select “Edit” to start updating the
Cost Code Allocation.

a. If this is the first time setting
up the Cost Code Allocation
(no previous one exists),
select “Create”.

36. Confirm “Active” is the Status in this
step.

Note: A Status of “Cancelled” is rarely
used and typically performed by the
Project Admin for a special instance.

37. Greyed fields will be auto populated.

38. Locate the Funding Request by
opening the picker box or typing the
Record ID.

39. Note “Current Approved Funding”
auto-populates.

40. Highlight the Funding Request then
double select on the Funding
Request to select.

Note that this should be changed if a
more recent funding request has
been issued since the last Cost Code
Allocation. If there have been no
updates and the just the allocation is
changing, this can remain the same.

BUILD Boulder
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Cost Code Allocation
A Rpcorsn w
L2

@ colorado-stage-ursfier.craciendustry.com,

Crpate-New Cost Code Allocation
400 - Project Infarmation

BUILD Boulder

4 01 - Approved Funding Allocation Summary

Approved Funding Reference *

Current Approved Funding Allocated Amount

$875,000.00 50.00

Funding Requests
Senreh | Fimd an Page
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NOTE: Special consideration when
processing multiple Funding
Requests that reach the Cost Code
Allocation step at the same time:

System will validate that the allocated
amount equals the current approved
funding, which will include multiple
requests in this scenario; allocation
only needs to be completed once;
Example:

FR-00002 is submitted and approved
for $3,000 reaching the Cost Code
Allocation step

FR-00003 is submitted and approved
for $5,000 as well before the user can
complete the Cost Code Allocation
step for FR-00002

User creates the Cost Code
Allocation record and allocates
$8,000 referencing the most recent
Funding Request (although system
validates against full current funding
amount regardless of which record is
selected)

User completes Cost Code Allocation
step for both FR-00002 and FR-
00003

If a user needs to reallocate Funding
(no increase/decrease to funding),
they may do so without a Funding
Request but will be restricted to the
current approved funding amount and
will not be able to reduce funding
amounts below committed amounts
for cost codes with commits

BUILD Boulder
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41.
42.

43.

44,

45.

46.

47.

48.

Open Cost Line Items”
Select “Add”

a. Red asterisked fields are
required.

Select a Cost Code by typing the
CBS Code or Name, or by selecting
from the CBS Picker.

Select “Save” to save the current
entry.

Select “Save & Add New” to save the
current entry and add another Cost
Line Item.

Select “Cancel” to cancel the current
entry.

Select “Submit”.

Note: Cost allocations cannot exceed
current approved funding.

Optionally, select “Consolidate Line
Items: from the Actions drop-down
menu.

BUILD Boulder

Create New Cost Code Allocation

CBS Picker

CBS Code

Cost Code Allocation

Cost Code Allocation

=] @/ a

020

Page 43 of 320
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49. A new window opens.

50. Select the Business Process from the
drop-down menu

51. Select “Line Iltems” from the “Select
Tab”

52. Highlight the desired line and select e Eim et
the > Symb0| e s 5 Sedecied Lina Hema o

- e T e P g O-.—mu—- Mo, Taby [} Lina W Shar

54. Select “Done” lﬂ@

55. Cost Line Items added via
consolidation, plus all previously
allocated Cost Codes, are now
visible. i e

56. Edit the Cost Line Items so that s
“Total Amount” equals “Current
Approved Funding” in the “Cost Code
Allocation” tab.

57. Select “Save” after each edit is made.

58. Allocated Amount is populated. Create New Cost Code Allocation T

59. Select “Submit”. There is no
workflow to Cost Code Allocation. ottt s
The allocation is complete when BUILD Boulder
submitted.

BUILD Boulder ™"



60. Return to the funding request by
navigating to Project>Budget &
Funding Management>Funding
Request)

61. There is now a required response to
“Have you allocated the approved
funding amount?”

Note: Do not proceed if you have not
yet allocated the funds in “Cost Code
Allocation”.

62. Select “Yes” if Cost Code Allocation
is complete.

63. Note that “Allocated Amount” and
“Current Approved Funding” are now
populated. (values should match)

64. Select “Send".

65. In the Workflow Actions detail screen,
select “Allocate” to finalize the
funding request. This is a terminal
step.

a. Selecting “Cancel” negates the
funding request and is also a
terminal step.

66. Select “Send”.

Note: FM Accounting is copied.

BUILD Boulder

Funding Requests

Allocation of Funding

Speed Type Allocation

Have you allocated the approved funding
amount?

Allocated Amount

$0.00

Funding Requests

BA75.000 09

Workflow Action Details

4 Action Details

Workflow Actions *

END TASK
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3.2.2 REQUESTING FUNDS FOR CAPITAL PROJECTS (UPDATED: 11/26/2019)

Goals How to request funds and allocate them to the cost level.
Navigation Project>Budget Funding Management>Funding Requests
Action By Project Team

Pre-requisites Feasibility Study is approved, and management has directed funding should
be assigned to the project. NOTE: There is one funding request per one

speedtype. If multiple speedtypes, repeat for each.
Related Files 3.2.1 Requesting Funds for Non-Capital Projects

Action By: Project Team Example

1. Navigate to Project>Budget Funding Capital Workflow

Management>Funding Requests | oo

.......

i

Note: Project Type; Capital or Non- Gty = |
Capital, is determined in the Request

Application. o = "‘t - A"

Project workflow will follow the selected ol E ez
project type automatically. L - -
Forms and workflow will guide you - - o
through each step and what information [ &5 Ju [wcm | == #7770 oo |om
is needed. ' ' .
2. Select “Create”. Funding Requests
Actions w | View AllRscords w | | X
i @  Recor.. 4 CurrentR... Current A... Status

00 - Project Information

3. Note that greyed fields will auto-

. . Proj N Status
populate when the record is submitted oities =
to the workflow and red asterisked
fIEIdS are reqUIred Project Name Creator
Cari Stieglitz
Project Planner Creation Date
Eric Soukup
Project Manager Record ID
Eric Soukup
Project Coordinator Project Phase
Eric Soukup
Primary Contact BUILDBoulder
Eric Soukup

BUILD Boulder ™*°
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Action By: Project Team

4. In 01 — Funding Information enter the
following information:

a. Brief Description: To show in
reporting.

b. Description: Enter description of
the funding request.

5. Note the fields auto-populate when
there is approved funding.

a. Previously Approved Funding:
All funding approved prior to
current request.

b. Current Request: Current
requested amount.

c. Projected Approved Funding:
The total of previously approved
funding and current request.

6. Next, select on the “Speed Type
Allocation” tab to allocate the request in
more detail to the Speed Type.

a. Ifthe Speed Type is not
available, save your record as a
draft in Unifier and navigate to
the example template at: DC-
FIN-FA-UNIFIER SPEED TYPE
REQUEST.

b. Use the attached email template
to request the speed type from
FM Accounting

7. Wait to be notified that the speed type
has been added, then log back into
Unifier to finish your Unifier record.

8. Select “Add” to start allocating the
funding source(s). Previously allocated
funding sources can be found on the
project funding sheet.

Example

4 01 - Funding Information

Brief Description

02 - Funding Summary

Create Mew Funding Requests

@__-

Wo.y @ Fuameting Source [peed Tyl

BUILD Boulder ™"
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Previously Approved Funding

0.00

Current Request

0.00

Projected Approved Funding

0.00



Action By: Project Team

9. Select a Funding Source (Speed Type)
from the drop-down options. You can
also type in a number and the options
will narrow down to the one you typed.

10. Enter the Amount of funding that will
be charged to the selected speed type.

a. Optionally, add Comments if, for
example, may note other
funding sources and amounts.

11. Select “Save” to enter the line item.

Note: Only one Speed Type Allocation
(Funding Source) per Funding
Request. If your project has more than
one Funding Source, you must do a
separate Funding Request for each
Speed Type.

12. Select “Send” to open the Workflow
Action Details screen.

13. Select “Budget Office Funding”.

a. Optionally, select “Client
Funding” and workflow will route
to client and other approvers in
following steps.

14, “To” field is auto populated to send for
Asst. VC PD & C for approval

15. Select “Send”

BUILD Boulder

Example

4 Funding Information

Funding Source |Speed Type) *

Create New Funding Requests

uuuuuu

CU Boulder
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Workflow Action Details

4 Action Details
Workflow Actions *

| Budget Office Fn;li_hg

Send For

.

To

AriAnne Gilliland;Eric Soukup;Asst VC PDEC

4 Due Date Details

Task Due Date
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Action By: Project Team

16. The request will be in the Asst. VC PD

& C inbox, including a pdf of the

request details. Asst. VCPD & C

reviews pdf details.

Example

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Funding Requests FR-00017 is sent to you for Asst VC PD&C Approval : NID D431C7D2-F946-7578-321D-148A9CCT37D9

17. The Asst. VC PD & C may approve via

email by selecting one of the two

options at the bottom, a reply email will

be initiated. Asst. VC PD & C will
indicate in their email any comment
regarding their approval or requested
modifications. The email response will
be saved in the record’s General

Comments

a. Selecting “Budget Office

Funding” sends the request for

Assoc Dir, Capital Finance, BFP

b. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.

VC PD & C.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Asst. VC PD &

C. This is a terminal step for the

request.

18. The Asst. VC PD & C may decide to
log in to Unifier by selecting Unifier

Login. The request task opens.

19. Asst. VC PD & C Accepts the task

BUILD Boulder

Funding Requests
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5 5 @ Sysiem-generated e-m sage. Do not repsy 1o sender
Project/Shell: UAT Testing lteration 3

Funding Requests FR-00017 is sent to you for Asst VC PD&C Approval

From Lauris Reed

Asst VC PDAC Approval

Seumce Name UAT Testing Iteration 3

Funding Requests FR-00017

test 0% Capital
Project No. Po0s2

UAT Testing Iteration 3

Wise replying o this &.mail do NOT modify the Subject line
I any way. inchading adding or deleting any text.

Dption 2: Chck on one of the Tollowing links bo taie & workfiow action and respond by emas

Budget Office Fu...



Action By: Project Team

20. Review all details in Unifier.

a. Selecting “Budget Office
Funding” sends the request for
Assoc Dir, Capital Finance, BFP

b. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Asst. VC PD &
C. This is a terminal step for the
request.

21. Select “Send".

22. The request will be in the Assoc Dir,
Capital Finance, BFP inbox, including a
pdf of the request details. Assoc Dir,
Capital Finance, BFP reviews pdf
details.

23. The Assoc Dir, Capital Finance, BFP
may approve via email by selecting one
of the two options at the bottom, a reply
email will be initiated. Asst. VC PD & C
will indicate in their email any comment
regarding their approval or requested
modifications. The email response will
be saved in the record’s General
Comments

a. Selecting “Approve” sends the
request for Asst VC, BFP

b. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Assoc Dir,
Capital Finance, BFP. This is a
terminal step for the request.

24. The Assoc Dir, Capital Finance, BFP
may decide to log in to Unifier by
selecting Unifier Login. The request

task opens.

BUILD Boulder

Example
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Workflow Action Details

i Action Details
Workfiow Actions *

Budget Otfice Funding

To

4 Due Date Details

Task Due Date

Cloud coadmin;Eric Soukup;Laney Shipman;Laurie Reed;Assoc Dir, Budgel & Fiscal Planning

Send For

v Assoc Dir, Capital Finance, BFP

Task Due Date Is not available

=

Funding Requests FR-00017 is sent to you for Assoc Dir, Capital Finance, BFP : NID 53BBD758-BB70-3387-E334-E9321559308E

This is & sysi i s:mal

essape. Da nal reply 10 senasr

Project/Shell: UAT Testing Meration 3

Funding Requests FR-00017 Is sent to you for Assoc Dir, Capital

Finance, BFP.

Laurie Rsed

Assoc Dix, Capital Fimsnce, BFP

UAT Testing heration 3
Funifing Requests FR.0001T

test 04 Capital

PL0052

UAT Tasting Meration 3

Whan roplying 1o this e-mail do KOT modify the Subject line
I vy way. Inchoding sdding or delsting sy text.
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Action By: Project Team

25. Assoc Dir, Capital Finance, BFP
accepts the task

26. Review all details in Unifier.

a. Selecting “Approve” sends the
request for Asst VC, BFP

b. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Assoc Dir,
Capital Finance, BFP. Thisis a
terminal step for the request.

27. Select “Send”.

BUILD Boulder
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Example
Funding Requests o o

Workflow Action Details X

4 Action Details
Workfiow Actions * Send For
Approve v Asst VG, BFP
To
Cloud coadmin;Laney Shipman;Laurie Reed;Asst VC, Building & Fiscal Planning

4 Due Date Details

Task Due Date

= @D
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Action By: Project Team

28. The request will be in the Asst VC, BFP

inbox, including a pdf of the request
details. Asst VC, BFP reviews pdf
details.

29. The Asst VC, BFP may approve via

email by selecting one of the two
options at the bottom, a reply email will
be initiated. Asst. VC PD & C will
indicate in their email any comment
regarding their approval or requested
modifications. The email response will
be saved in the record’s General
Comments

a. Selecting “Approve” sends the
request for Deputy CFO, if the
request is greater than $50K. If
the request is less than or equal
to $50K, the request will be sent
for Cost Code Allocation.

b. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Asst VC, BFP.
This is a terminal step for the
request.

30. The Asst VC, BFP may decide to log in

to Unifier by selecting Unifier Login.
The request task opens.

31. Asst VC, BFP Accepts the task

Example
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Funding Requests FR-00017 is sent to you for Asst VC, BFP : NID 156C346F-DF17-TAGE-DBA2-54CCE2DESSC

Funding Requests
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Action By: Project Team

32. Review all details in Unifier.

33.

34.

35.

BUILD Boulder

a. Selecting “Approve” sends the
request for Deputy CFO, if the
request is greater than $50K. If
the request is less than or equal
to $50K, the request will be sent
for Cost Code Allocation.

b. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Asst VC, BFP.
This is a terminal step for the
request.

Select “Send".

The request will be in the Deputy CFO
inbox, including a pdf of the request
details. Deputy CFO reviews pdf
details.

The Deputy CFO may approve via
email by selecting one of the three
options at the bottom, a reply email will
be initiated. Deputy CFO will indicate
in their email any comment regarding
their approval or requested
modifications. The email response will
be saved in the record’s General
Comments

a. Selecting “Approve” sends the
request for Cost Code
Allocation.

b. Selecting “Approve with
Modifications” sends the request
for Coordination and Revisions
to make requested revisions
and resubmit to Asst. VC PD &
C. Asst. VC PD & C will
approve if the requested
modifications were made
correctly.

Example
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Workflow Action Details

4 Action Details

Workflow Actions * Send For
-&Wrwe - | Deputy CFO
To

Cloud aney aurie CFO

4 Due Date Details

Task Due Date

Funding Requests FR-00017 is sent to you for Deputy CFO : NID 4TASSET3-11E7-54C0-9F2C-DI41841TBIAF
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Action By: Project Team

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Deputy CFO.
This is a terminal step for the
request.

d. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

36. The Deputy CFO may decide to log in
to Unifier by selecting Unifier Login.
The request task opens.

37. Deputy CFO Accepts the task

38. Review all details in Unifier.

a. Selecting “Approve” sends the
request for Cost Code
Allocation.

b. Selecting “Approve with
Modifications” sends the request
for Coordination and Revisions
to make requested revisions
and resubmit to Asst. VC PD &
C. Asst. VC PD & C will
approve if the requested
modifications were made
correctly.

c. Coordination and Revisions will
Cancel the request if instructed
to do so by the Deputy CFO.
This is a terminal step for the
request.

d. Selecting “Revise” sends the
request for Coordination and
Revisions to make requested
revisions and resubmit to Asst.
VC PD & C.

39. Select “Send”.

BUILD Boulder

Example

Funding Requests

Workflow Action Details

4 Action Details
Workflow Actions *
Approve

Brandon Millner;Cari Stieglitz;Cloud
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Cost Code Allocation

Laurie Reed;Planners;Project...

4 Due Date Details

Task Due Date
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Action By: Project Team Example

Cost Code Allocation

Note: In Capital Funding Requests
there are several approval steps
necessary before a request may
reach the “Send for Allocation” step.

Note: After a funding request is
approved and before cost code
allocation of that funding, FM
Accounting needs to add funding to
the company level in Unifier (where e
project funding across all projects is . - ]
tracked). In order to accommodate - (1]
this need, the creator of the funding it T
request will need request that this be BUILD Boulder

done by FM Accounting.

See directions in Meridian at: DC-
WM-UNI-FUNDING REQUEST-
ADDING FUNDING TO COMPANY
LEVEL.docx

40. When the request is approved and
reaches the Cost Code Allocation
step, create a Cost Code Allocation
record.

41. Navigate to Project>Budget Funding
Management>Cost Code Allocation

42. Open existing Cost Code Allocation
and select “Edit”.

43. Confirm “Active” is the Status in this
step.

Note: A Status of “Cancelled” is rarely
used and typically performed by the
Project Admin for a special instance.

44. Greyed fields will be auto populated.

Note: “Create” is only used for the
first Funding Request. Cost Code
Allocations for following Funding
Requests are performed by accessing
and opening the existing record.

45, Loca_te the Fqnding Request_by 4 01 - Approved Funding Allocation Summary
opening the picker box or typing the Approved Funding Reference *

Record ID. Type a Record ID @

a. Current Approved Funding
auto-populates.

Current Approved Funding Allocated Amount
$875,000.00 $0.00

BUILD Boulder ™"
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Action By: Project Team Example

46. Highlight the Funding Request then e i i
“Select”, or double select on the et
Funding Request. R T
NOTE: Special consideration when Funding Requests
processing multiple Funding i
Requests that reach the Cost Code Qﬁ e
Allocation step at the same time: M 3T ——

System will validate that the allocated
amount equals the current approved
funding, which will include multiple
requests in this scenario; allocation
only needs to be completed once;
Example:

FR-00002 is submitted and approved
for $3,000 reaching the Cost Code
Allocation step

FR-00003 is submitted and approved
for $5,000 as well before the user can
complete the Cost Code Allocation
step for FR-00002

User creates the Cost Code
Allocation record and allocates
$8,000 referencing the most recent
Funding Request (although system
validates against full current funding
amount regardless of which record is
selected)

User completes Cost Code Allocation
step for both FR-00002 and FR-
00003

If a user needs to reallocate Funding
(no increase/decrease to funding),
they may do so without a Funding
Request but will be restricted to the
current approved funding amount and
will not be able to reduce funding
amounts below committed amounts
for cost codes with commits

BUILD Boulder ™"
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Action By: Project Team

47.

48.

49.

50.

51.

52.

53.

54.

Open “Cost Line Items” and select
“Add”.

a. Note red asterisked fields are
required.

Select a Cost Code by typing the
CBS Code or Name, or by selecting
from the CBS Picker.

Select “Save” to save the current
entry.

Select “Save & Add New” to save the
current entry and add another Cost
Line ltem.

Select “Cancel” to cancel the current
entry.

Select “Submit”.

Note: Cost allocations cannot exceed
current approved funding.

Using the Grid View is a quick
method for updating existing line
items.

Optionally, select “Consolidate Line
Items: from the Actions drop-down
menu.

a. A new window opens.

BUILD Boulder

Example

Create New Cost Code Allocation

CBS Picker

CBS Code

Create New Budget

Cost Code Allocation

Cost Code Allocation

= 28 Ad

No. ]

Fo3 021

020
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Action By: Project Team Example

55. Select the Business Process from the
drop-down menu

56. Select “Line Iltems” from the “Select

Tab”
57. Highlight the desired line and select
the > symbol
Note: Multiple lines may be chosen by _ A i o e
using your Ctrl key and highlighting all =~ === e O"
the rows you want to bring over. S 2 Emorwmm sty
58. Select “Done” o 10

59. Note Cost Line Items added via Cost Code Allocation
consolidation, plus all previously
allocated Cost Codes, are now
visible. e

60. Edit the Cost Line Items so that ®
“Total Amount” equals “Current
Approved Funding” in the “Cost Code
Allocation” tab.

iy Linkesd Records

61. Select “Save” after each edit is made.

62. Note “Allocated Amount” is Create New Cost Code Allocation o =
populated. e

63. Select “Submit”. There is no s s
workflow to Cost Code Allocation. BUILD Boulder
The allocation is complete when
submitted.

e
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Action By: Project Team Example

64. Return to, open and Accept the

_ Funding Requests
Funding Request.

Allocation of Funding Speed Type Allocation

65. There is now a required response to
“Have you allocated the approved
funding amount?”

Note: Do not proceed if you have not
yet allocated the funds in “Cost Code

Have you alloca
amount?

ted the approved funding

Allocation”.
Allocated Amount Current Approved Funding
=0.00 £0.00
66. Select “Yes” if Cost Code Allocation - O f
is complete. — J—
67. Note “Allocated Amount” and
“Current Approved Funding” are now D S
populated and numbers should ‘
match. [ B
68. Select “Send” to open the Workflow A

Action Details screen.

69. Select “Allocate” to finalize the funding Workflow Action Details
request. This is a terminal step.

a. Optionally, select “Cancel” to Loy Deiats
negate the funding request and
restart the process (it is a
terminal step).

70. Select “Send".

END TASK
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3.2.3 CREATING AND MANAGING A BUDGET (UPDATED: 03/11/2020)

Goals How to create and update a budget.
Navigation Project>Budget Funding Management>Budget

Action By Project Team

Pre-requisites Approved Funding

Related Files 3.2.1 Requesting Funds for Non-Capital Projects
3.2.2 Requesting Funds for Capital Projects

Action By: Project Team

1.

Navigate to Project>Budget Funding
Management>Budget.

Note that budget prior to schematic
design is considered a working
budget. The budget can be formally
baselined at Schematic Design
approval.

Note: If a working budget exists, a
new budget cannot be created. If an
update is needed (prior to baseline
budget), the change is made in the
existing record.

Note: Leave the budget in “Hold for
Updates” Don't accept the task until
you are going to do an update.

Select Create and note:

a. Project Information fields auto-
populate.

b. Red asterisked fields are
required.

Enter “Brief Description” to identify
type of budget, for example: Working
Project Budget, Concept Phase
Budget, Schematic Design Budget —
Baseline, etc.

Add any Attachments, Comments or
Linked Records.

BUILD Boulder

Example

il &  company work

Upgrade HVAC 98765...
Alerts

Mailbox

Task Manager

Information

Document Manager

Governance Manage. .. :Z:__:'_!

Gates

Budget & Funding M... &

Funding Requests
Cost Code Allocation

Budget
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Action By: Project Team
5. Select “Line Items” tab

6. Select “Add” to open Line ltem
Details.

7. Begin adding line items to your
budget.

Note: Short Description can be same
text as cost code name or can be

more specific.

a. Red asterisked fields are
required.

8. Select “Cancel” to cancel current
entry, “Save” to save current entry, or
“Save & Add” New to save current

entry and add another.

9. Optionally, import your line items

from a funding request you have
previously created.

10. Select “Actions>Consolidate Line

ltems”.

11. A new window opens.

12. Select the Business Process from the
drop-down menu. In this case it will
be Cost Code Allocation which was

completed as part of the funding
steps.

13. Select “Standard” from the “Select

Tab”

14. Highlight the desired line and select

the > symbol

Note: Selecting >> will bring over all

lines.

Note: Multiple lines may be chosen by
using your Ctrl key and highlighting all

the rows you want to bring over.
15. Select “Done”

BUILD Boulder
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Create New Budget

Budget  Line ltems

Add Actions w» y -

No., @ “©  import ame Short Description

Consolidate Line ltems
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.
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Action By: Project Team

16.

17.
18.

19.

20.

21.

22.

23.

Cost Line ltems added via
consolidation are now visible.

Edit the Cost Line Items if needed.

Select “Save” after each edit is made.

Select Submit Working Budget sends
the budget for Hold for Updates. This
step is for any budget prior to
baseline at SD approval.

Select Submit Working Budget if the
budget will change prior to submitting
the baseline budget. This can be
done as often as needed, prior to
establishing the baseline budget.

Select Submit Baseline sets the
baseline budget. This option is only
available at a project level (not
program level or feasibility). This is a
terminal step for the Initial Budget. If
further changes are needed See
“Budget Change” and “Budget
Transfer”.

Select “Send”.
Wait until the Budget is ready for

baseline. (See 3.2.4 Baselining the
Budget)

BUILD Boulder
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4 Action Details

END TASK

Page 62 of 320
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3.2.4 BASELINING THE BUDGET (UPDATED: 02/18/2020)
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Goals How to baseline a budget and begin using Budget Transfers and Budget

changes.

Navigation Project>Budget Funding Management>Budget

Action By Project Team

Pre-requisites Budget is created and design is approved as final.

Related Files 3.2.3 Creating and Managing a Budget

1. Locate the existing budget record in
Tasks, open and select “Accept”.

2. Update previously entered data as
needed on the Initial Budget and Line
Items tabs. Additional line items may
be added if needed.

Note: Updates to an existing working
budget are made in the existing
record.

3. “Amount” updates to existing line
items can be done in the “00 — Cost
Allocation” pane.

4. Additional line items can be added by
selecting “Add” as done previously.

5. Select “Cancel” to cancel current
entry, “Save” to save current entry, or
“Save & Add” New to save current
entry and add another.

6. Select “Send".

7. Optionally, changes to line items may
be done in the grid view by selecting
the grid view icon

BUILD Boulder
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10.

11.

12.

13.

14.

15.

16.

17.

18.

BUILD Boulder

Changes to existing line items are
done by double-clicking in the field

you want to change.

Additional lines may be added by
selecting “Add”. Double-click in
each field of the new line to add the

required data.

Select “Cancel” to cancel current
entry, “Save” to save current entry.

Select “Send”.

Select “Send for Update” to update

the working budget.

Select “Cancel” to cancel the budget.
This is a terminal step for the project

budget.
Select “Send”.

Locate the record in Tasks, open

and select “Accept”.

Enter a new “Brief Description

regarding this update.

Update previously entered data as
needed in the Line Items tabs.
Additional line items may be added if

needed.
Select “Send”.
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TOTAL

Workflow Action Details

Budget
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19.

20.

21.

22.
23.

24.

25.

26.

27.

28.

Select “Submit Working Budget
Updates” to send for “Hold for
Updates”.

Select “Submit Baseline” to send for
“Baseline Verification”. See Baseline
Budget below.

Select “Cancel” to cancel the budget.

This is a terminal step for the project
budget.

Select “Send”.
Wait until the budget needs to be
updated.

Locate the record in Tasks, open
and select “Accept”.

Review the budget and make any
needed changes to Line Items.

Select “Send” to open the Workflow
Action Details screen.

If you are ready to formally baseline

the budget, select “Verify Baseline” to

set the baseline budget. Thisis a
terminal step to the “1 — Working or
Baseline Budget” workflow.

a. Optionally, select “Return for
Update” to keep informally
updating.

Note: Baselining the budget normally
occurs after design is approved but
must be completed by the end of
schematic design. To make changes
after baseline, use the Budget
Change or Budget Transfer business
processes.

Select “Send”.

BUILD Boulder
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Workflow Action Details

4 Action Details

Workfiow Actions ™

Budget

Workflow Action Details

4 Action Details

Workfiow Actions *

Verify Baseline

Return for Update

END TASK
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3.2.5 VIEWING THE COST BREAKDOWN STRUCTURE AND COST SHEET (UPDATED
02/18/2020)

Goals How to view the cost breakdown structure and the cost sheet.
Navigation Project>Budget Funding Management>Cost Sheet
Action By Project Team
Pre-requisites Approved Funding.
Related Files None.

Action By: Project Team Example

1. Navigate to Project>Budget Funding Cost Sheet

Management>Cost Sheet Cuse v | [(ackome v | vw | 4 ~ | [G .
Name Referance No. Date Created Croated By Type

Cloud coadmin

CBS kem Aocaed Fundiog (G} Baseine Budget (0

2. Select “Open” or double-click on the
Name

3. Note the following:

a. All Cost Codes and the names
allocated will appear.

b. Base Cost Codes appear upon
opening.

c. Value at the base cost code a
sum of the sub-cost codes.

d. Clicking on the plus (+) symbol
expands the field to show all
cost codes under the base
cost code.

e. Clicking on the minus (-)
symbol will collapse the field.

f. Costitems are displayed
across the top bar of the Cost
Sheet. Values for each
column are populated by
project business processes.
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Action By: Project Team

4.

Select a link of the column name to
open a window displaying column
details, including the formula for value
calculations.

Select the value link to expand cost
code opens a window displaying all
the business processes that equal the
value of the cost code.

Note the example of the cost code
structure and that base cost codes
can be expanded to drill down further
into the cost code.

BUILD Boulder
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=TT
CBE Code: (815580 81 1 Coomwncy. ke Bt Gotae 41301

85 them Comructe - tiem
S Cpen
o harma: [Curast Budget ) D6 Termudd

Attackmares 1)

CES ltem
Construction - New
Construction - New
| Design/Bid/Build Gen'l Contractor GCs
|Contractor Bongs -
| Contractor Insurance
| Contractor General Conditions
éPIa:e Holder
#-£03-00-00 10 99 | Contractor Fee - CMIGC
B-£03-00-00 20 99 | Design/Build Entity Fee
5 £03-00-0020 00 | A Fee
£03-00-00 20 10 | Pre-Design Phase
-00-00 20 11 | Schematic Design Phase
00-00 20 12 | Design Development Phase
C03-00-00 20 1 | Cstr Document Phase
£03-00-00 20 14 | Bidding Phase
£03-00.00 20 15 | Contract Administration Phase
C03-00-00 20 16 | Post Construction Phase
£03-00-00 20 17 ?Reimbur:ahies
I }DMF_“
C04.00-00 00 060 | Place Holder
£05-00-00 00 00 | Place Halder
—Em,\\’l‘l_'thl\fI._ﬂAﬂéff( .lll".nnluln wtinn --I?-ﬁnm»nn
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3.2.6 VIEWING CASH FLOW (UPDATED: 10/24/2019)

Goals How to view the cash flow. (Capital)
Navigation Project>Budget Funding Management>Cash Flow
Action By Project Team
Pre-requisites None.
Related Files None.

Action By: Project Team Example

1. Navigate to Project>Budget Funding

ORACLE Pri i
Management>CaSh FlOW rimavera Unifier (Development)

. !_|_|.J L, ] Company Work uce WLAW - Garde RLZ - Office Re. I
2. Note that a default cash flow is & UAT Testng terato. (RN
created. A Alerts

B Mailbox

Cash Flow

Task Managor Create » Actions ¥ View | Al w | X

O normaton & - Name » Description Detail Lev

[ QL EST YRS U '} (% Project Cash Flow Project | ¢

M Capial Govemance &

= Gates

Project Cash Fiow 2oem [ 10

3. Double-click to open Project Cash
Flow.

4. Note that the schedule dates create
the cash flow start and end.

5. Returns to cash flow as project
progresses to see recalculations
based on actuals. N Bom o

6. Closes cash flow.

END TASK
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3.2.7 REQUESTING CHANGES TO FUNDS (UPDATED: 11/26/2019)

Goals
breakdown.

Navigation
Action By Project Team
Pre-requisites

Related Files

Approved funding

Project>Budget Funding Management>Cost Sheet & Funding Sheet

3.2.1 Requesting Funds for Non-Capital Projects

3.2.2 Requesting Funds for Capital Projects

Action By: Project Team

1. Navigate to Project>Budget Funding
Management>Cost Sheet and
reviews the budget to funding
numbers.

2. Notes gaps and determines more
information is needed.

3. Navigate to Project>Budget Funding
Management>Funding Sheet to find
out more detail on current funding
situation.

4. Open the Funding Sheet by clicking
“Open” or double clicking on “Funding
Sheet”.

5. Note all allocated and pending

funding is displayed

6. Clicking on a “UCB Fund Code”
opens a window displaying fund
attributes.

BUILD Boulder

Example

B

T

File | Edit

View

H New [B Properties % Find

Funding - Current View: Al

Help

1 Item(s)

Title Description

@Eunding Sheet

B Export = [# kmport Fund Det
Progect Funding Sheet

[ Rows [ Coumns G, Fina [ Spit

2{f Fund Assignment Ortier

Unassigned (Project Level] 50.00

{Commitnsent Lavel) $0.00 CES Level

£0.00

UCE Fund Code UCE Fung Descriphon
1621086
12023313

[12075930
12080041

 ESREPTI—

€ Fund Detai - Google Chrome -

-
=] # colorado-stage-unifier.oraclieindustry.com,

2 @ Audt Log
Fund Attributes:

A UCE Fund Uefcnnl:c
UCB Fund Code: 11021086
Fund Code Description” Facilibes Planning
Fund Category: Budget
Fund Long Description
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Action By: Project Team Example
Progect Funding Sheet
7. C||Ck|ng on a column title opens a Unassigned (FromciLeve) S000 (Commement Level) 5000  (CBSLevel) 5000  Curtency. United States Dodlar (USD)
window displaying column attributes. S B i o |
2 Google Cheome =

wama Frofcied Funding Alkcations
Data Source: Funs

Data Foemat Currancy

Display Mode: View

Funds Afiocated to Project (CBS) + Pending Funding
Fomua: buscasons

ciose |

8. If more funding needed, completes
additional funding requests. (See help
files 3.2.1 Requesting Funds for Non-
Capital Projects or 3.2.2 Requesting
Funds for Capital Projects)

END TASK
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3.2.8 VIEWING BOB (ACTUALS) IN UNIFIER (UPDATED: 4/9/2020)

Goals How to view and update BOB (actuals) for the project. BOB brings in actuals
from PeopleSoft for allocation to the cost sheet.

Navigation Project>Budget & Funding Management>BOB
Action By FM Accounting / Project Manager (PM) / Planner
Pre-requisites Notification of a new BOB record.
Related Files None.

Action By: FM Accounting Example

1. Receive notification of a new BOB
record.

Note: Any actuals allocated to
Parking or OIT will automatically
appear without a task. Actuals that
need allocation will come in as a
miscellaneous cost and will need to
be allocated by the project team.

2. Navigate to Project>Budget & o Gy =+
Funding Management>BOB —_

a. Optionally, locate the record in
their Tasks,

3. Open and accept the task.

4. Review the data. Transaction details 808 —
will be populated via the integration e )
process. These cannot be edited. T = .o

5. Add Transaction Clarification as
needed

......

a. Optionally, add Notes,
Attachment, Comments, etc. Tonsacton Claton
as needed. : (i) _
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Action By: FM Accounting

6. Review Cost Allocation allocated to
miscellaneous. This will be updated
by the project team in the next step.

7. Select “Send” to open the Workflow
Action details screen.

8. Select “Send for Allocation” to send
the record to the PM, or Planner for
Cost Code Allocation.

a. Optionally, select Dismiss to
send the record to End and is
a terminal step. Dismiss would
be chosen if FM Accounting
determines the cost should not
be allocated to the project

9. Select “Send.”

Action By: PM / Planner

10. Recipient receives notice of a task for
Cost Code Allocation.

11. Navigate to Project>Budget &
Funding Management>BOB

a. Optionally, locate the record in
their Tasks,

12. Open and accept the task.

BUILD Boulder

Example

Workflow Action Details

4 Action Details
Workflow Actions *
Send lor Allocation

Send for Allocation

Dizmiss yud

4 Due Date Details

Task Due Date

Example
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Action By: PM / Planner Example

13. Review all data including any 508 . =-
additional transaction clarifications S .O o
from FM Accounting. :

14. Add Notes, Attachment, Comments,
etc. using the buttons indicated.

15. Optionally, navigate to the cost sheet ... =S
to ensure you have funds available in - =
the destination line item prior to
reallocating.

Note: This would not stop you from
allocating but would cause a negative = - i : | s
number that would need to be e = 5 = o =
corrected. —

16. Select “Cost Line Items” at the top of = . =
the window to allocate cost codes. __ _

Note: The actual expense came in at s § - Bz
miscellaneous and needs to be b L : [ - o-
updated to the correct code.

17. Select the line item by clicking on it
once.

18. In the cost code allocation screen,
clear the current cost code.

19. Select the new cost code.
20. Select “Save”.

21. Select “Send” to open Workflow
Actions window.
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Action By: PM / Planner

22. Select “Allocate” to send the record to
End. Note this is a terminal step.

a. Optionally, select “Send for
Clarification” to send the
record to FM Acct Clarification
for clarification and

b. FM Accounting could then
resubmit to the PM / Planner.
Resubmit.

BUILD Boulder

Example
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Workflow Action Details

4 Action Details

Workflow Actions * Send For
Rllocate End
Allocate
END TASK
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3.2.9 COMPLETING FINANCIAL CLOSEOUT (UPDATED 4/9/2020)

Goals How to complete a financial closeout.

Navigation Project>Governance Management>Financial Closeout

Action By FM Accounting
Pre-requisites None.
Related Files None.

Action By: FM Accounting

1. Navigate to Project> Governance
Management>Financial Closeout

2. Select “Create”.

3. In 00 - Project Information note
greyed fields will auto-populate as
appropriate.

Enter data for red asterisk fields.
Choose “Status” from the drop down.

Note: This record will remain in Draft
until it is complete. Draft will only be
visible to the Creator.

6. Add attachments, Comments, etc.
using the buttons on the right-hand
side.

BUILD Boulder

Example

J Budget and Funding for Help File - Home UCB > I >  Budget and Fundi

8 Financial Closeout

Task Manager & { Create Actions w View I All Records « ] X
© Information & §  Status  Project.. Project Name
M= Document Manager
Im Governance Management
Project Charter

Financial Closeout

= Gates

Create New Financial Closeout L
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Action By: FM Accounting Example

4 (1 - Financial Closeout Checklist

7. In 01 — Financial Closeout Checklist,

POs Closed MarketPlace

enter data for all fields applicable. POS Closed MarketPlace -

Note: Check the boxes when POS Closed Unifier

applicable and enter date of the P8 Clased e RO =

action.

FAMIS Project Closed

Note: Utility Turnover Completed and e et s

Speed Type Inactive flelds_ |f Yes Final Reconcile fiﬂ‘.\lll:lﬂe Balance

Se'ected’ a date must be selected. If Final Reconcile - Retainage Balance YY-MM-DO -

NA is selected, field is greyed out. e

Excess Funding Returne

NOte: An error message W|” be § Excess Funding Returned ¥Y-MM-DD =

received if a date later than current ity Tumever Completed bty Tumover

date is entered. slect - =]

Speed Type Inactive Speed Type Inactive
) ew Financial Closeout -

8. Select “Submit” to create the

Financial Closeout Record. i jomey S i

a. Optionally select “Save” to
save as a Draft to complete
later.
Financial Closeout s o

9. If the record was not fully completed S B e [ S| 5=

in the steps above, locate and open s P R e

the record. :

€ Finwscisl Cloveent - Freject Mo UCEI000ET - Geogle Dhrre. = o x

10. Select “Edit”. R gy

) ) Altschmants  Commants  Limed el Lriest 3 5

4 01 - Financial Closeout Checklist

11. Enter data for all fields as applicable. T,
“ i . +" POs Closed MarketPlace 2020-01-10 -
12. Select “Submit” to continue the
record as a draft. POS Closed Unifier
| POs Closed Unifier 2020-01-10 -

13. Repeat steps as often as necessary.

FAMIS Project Closed

Note: Once all fields are complete, FAMIS Project Closed kO =
the Status field in 00 — Project e N
. . inal Reconcile - Retainage Balance
Information will be changed to Finat Reconiclle - Retainagh Balnce -
“Complete”.
§ Excess Funding Returned
§ Excess Funding Returned =
Utility Turnover Completed Utility Turnover
Speed Type Inactive Speed Type Inactive
END TASK
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3.2.10 COMPLETING JOURNAL ENTRIES (UPDATED 01/22/2020)

Goals How to complete a journal entry.
Navigation Project>Governance Management>Journal Entries
Action By FM Accounting
Pre-requisites None.
Related Files None.
Action By: FM Accounting Example
1. Navigate to Project> Governance iﬁmmm — &
Management>Journal Entries — || Journal Entries

2. Select “Create”.

3. In 00 — Project Information note
greyed fields will auto-populate as

appropriate.

Enter data for red asterisk fields.

Attachments, Comments, etc. may be
added using the buttons on the right-

hand side.

6. In 01 — Description enter data for red
asterisked field. “Amount” will be the

® Task Manager & -+ Create Actons »

@ information + # RecordiD

= Document Manages + Eo3 JE-00001

m Govemnance Managemant

= Gales
B Budget Funding Management
Funding Requests
Cost Code Allocation
Budget
Funding Sheet
Cost Sheet
Cash Flow
BOB

Journal Entries
——— —

Create New Journal Entries

4 01 - Description

Description *

sum of “Line Iltems” and must equal

$0.00.

Amount

BUILD Boulder ™"
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Action By: FM Accounting Example
7. Select “Line ltems” at the top of the nf’.'f.fum i
window. | e /

8. Select “Add” to open a window on the /‘ -
right-hand side.

9. Enter “Line Item Details”.

10. Select “ Save” to save current entry.

a. Optionally, select “Cancel” to Q

cancel the current entry.

11. Select “"Save & Add New” to save
current entry and add another.

12. Select “Send” once the sum of all line © send save = v
items equal $0.00. This will open the

. . Errors and Warnings
Workflow Action Detail screen. g

Error Location Description
NOte: YOU WI” receive an error ©  Journal Entry Amount = $0 : Journal Entries must be equal to $0.00 in
message if “Total Amount” does not
equal $0.00.
13. Note in this step “Completed” is the Workflow Action Details X

only option and is pre-selected. This
is a terminal step.

14. Select “Send”.

4 Action Details

* -
tions Send For

END TASK
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3.2.11 ENTERING MISCELLANEOUS COST ENTRIES (UPDATED 01/22/2020)

Goals How to enter miscellaneous non-labor costs such as OIT, Parking, etc.
Navigation Project>Governance Management>Misc. Costs
Action By FM Accounting
Pre-requisites None.
Related Files None.

Action By: FM Accounting Example
) . . Budoet and Funding for Helo File - Home uce » am F > Budget and Fundi
1. Navigate to Project> Governance S

Management>Misc Costs - | Moo Casls

Task Manager ~+ Create w Actions View [ All Records -9

© Information WF D, Tansa.  Reference Des
NOTE: There are two workflow :°°°_'”°"'_"“"9’E'_ Kehencion ] 20200113 ertwetive

options. WF 99 Migration allows for SoT AR

modification of the Extract Date to

2. Select “Create”.

= Gales

m Budget Funding Management

help with loading legacy data. Data Blkog Rty
fields and workflow are the same for Cast Cods Allocation
both workflows. Budget

BOB
Journal Enfries

Misc Costs

Create New Misc Costs Bt dae = v

3. In 00 - Project Information note
greyed fields will auto-populate as
appropriate.

4, Add attachments, Comments, etc.
using the buttons on the right-hand
side.

5. In 01 — Description enter data forred ~ “°7-betals

asterisked fields. el —
a. Note “Amount” will be the sum
of “Line Items” and will auto Transaction Date *
populate. YYYV-MM-DD =
Description *
Reference
Amount

50.00
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Action By: FM Accounting Example

6. Select “Line Items” at the top of the rr——

window. R /v

7. Select “Add” to open a window on /‘ e —— —
the right-hand side. .

Enter “Line Item Details”.
Select “Save” to save current entry.

a. Optionally, select “Cancel” to
cancel the current entry or
“Save & Add New” to save
current entry and add another.

10. Select “Send” to open the Workflow -
Action Details screen.

11. Note in this step “Completed” is the Workflow Action Details X
only option and is pre-selected. This
is a terminal step.

12. Select “Send”.

4 Action D

END TASK
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3.3.0 INTRODUCTION (UPDATED 4/14/2020)

Contract and procurement processes encompass the Bid, RFQ, RFP processes to award. Once awarded,
professional agreements, construction agreements and modifications will all be captured and managed
for changes.

Procurement processes (coming in 2020) will allow for invited Vendors to respond specifically to respond
at a much more detailed line item level than before. By asking our Vendors to respond at the level we
would issue the work, we can compare responses more effectively across the top three responders. In
addition, those responses can be used to automate creation of the agreements.

The Cost Breakdown Structure (CBS) used in Budgeting will be the same CBS used in the contracts. The
workflow includes timing for it to be routed for DocuSign and uploaded back into Unifier for record
keeping. Establishing a contract (professional services or construction services) will establish a schedule
of values (SOV) that allows tracking against each line item in the contract. Modifications processed will
automatically update the contract’'s SOV.

Invoicing an agreement will follow two views: The professional agreement will maintain a more straight-
forward way of managing line items and invoicing against them. The construction agreement will include
pay application features like retainage and materials stored on site.

One of the primary benefits of managing contracts in the new PMS means that you will not have to re-
type your information for the state forms. These are included as part of each agreement, modification and
invoice.

Changes, or maodifications, are found under Section 3.4 Change Management.
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3.3.1 MANAGING RFQS (TO BE RELEASED 2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

How to initiate and manage a Request for Qualifications (RFQ)

Project>Contract Procurement & Management>RFQ

All Users
Approval to release RFQ.
None

3.3.2 MANAGING RFPS (TO BE RELEASED 2020)

Goals How to initiate and manage a Request for Proposal (RFP)

Navigation Project>Contract Procurement & Management>RFQ

Related Files Any relating to earlier communications with requesting Department.

3.3.3 ISSUING AN AUTHORIZATION TO BID (TO BE RELEASED 2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

How to issue an authorization to Bid

Project>Contract Procurement & Management>RFQ

Project Team

3.3.4 INITIATING A BID (TO BE RELEASED 2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

How to initiate and manage a Bid
Project>Contract Procurement & Management>Bid
Project Team

3.3.5 RESPONDING TO A BID (TO BE RELEASED 2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

BUILD Boulder

How to initiate and manage a Bid
Project>Contract Procurement & Management>Bid
Invited Vendor
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3.3.6 RESPONDING TO A BID (TO BE RELEASED 2020)

Goals How to initiate and manage a Bid
Navigation Project>Contract Procurement & Management>Bid
Action By Invited Vendor
Pre-requisites
Related Files
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3.3.7 CREATING A 5.1 OR 5.2 PROFESSIONAL AGREEMENT (UPDATED 03/10/2020)

Goals How to award a procurement and create a professional agreement, including
generating state forms SC-5.1, SC-5.2. Note: Delivery types will have
different workflows

Navigation Project > Contract & Procurement Management
Action By Project Manager (PM) or Planner

Pre-requisites Approval for an agreement.
Enough dollar value on the applicable line item(s) in both Funding/Cost
Code Allocation and Budget

Related Files Issuing an RFQ (Release in 2020)
3.3.8 Creating a 5.3 Professional Agreement

Action By: Project Manager / Planner Example

A Nerds
B Mailbox

1. Navigate to Contracts &
Procurement>Professional
Agreements in the left-hand panel.
Select to open window. © Information Sj  WF-SC-5.1088 | VendorlD  TotalC..  Cont

B Document Manager &

WF - SC-5.3 Consultant

N Professional Agreements

Task Manager + Create w Actions v | View [ All Records v X

Note: You should have the necessary
dollars in place on the applicable line
item in both the Budget and Funding

Cost Code Allocation prior to initiation
of the agreements.

W Budget Funding Man... &5

M Contract & Procurem... &
Professional Agree...

Select “Create”. Professional Invoicing

Note: There are workflow (WF) Bl ®

options for the type of agreement you
are requesting. Choose the
appropriate agreement. Each
agreement has similar, but different
required fields for data entry.

M Communication Man... &

M Risk & Issue Manage... 5

Note: Options will be limited based on
the project phase and project delivery

type.
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Action By: Project Manager / Planner

4. In this script we will use WF SC-5.2
CMGC as it has the most required
fields. Note the type of agreement is
shown in the top left-hand corner.

a. Greyed fields will auto-
populate as appropriate.

5. Add attachment, Comment, etc.
using the buttons on the right-hand
side.

6. In 01 - Design Firm Information, enter
information.

7. Enter data for red asterisked fields
(required)

8. Note address information will auto-
populate based on the Vendor
chosen but remain editable.

9. In 02 - Purpose of Contract, enter the
purpose of the contract in a brief
manner.

BUILD Boulder

Example

reate New Professional Agreements

400-F

4 ()2 - Purpose of Contract

Purpose of Contract *
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Action By: Project Manager / Planner

10. In 03 - Basis of Compensation, enter
data for red asterisked fields
(required).

Note: The information in this block will
map to the Contract Routing Sheet for
agreements >/=to $1M.

a. Total Compensation will auto-
populate as a total of fields A-
H

b. “Obligation to Pay” will auto-
populate as a sum of Cost
Line Items (covered later)

11. In 04 - Contract Recitals, enter data
for red asterisked fields (required).

Note: Speedtype can be confirmed by
looking at the funding sheet.

a. Appropriated Funds will auto-
populate as a sum of
Approved Funding Requests.

Note: Format to be used for spelling
out dollar values is: Capitalize the first
letter of every word but “and”, use
hyphen for compound numbers, insert
commas same as in numerical

format, and do not include the word
“Dollars” at the end. The word
“Dollars” is included in the custom
print.

Examples:
$567.00

Five Hundred Sixty-Seven and
00/100

$1,922.00

One Thousand, Nine Hundred
Twenty-Two and 00/100

$32,086.50

Thirty-Two Thousand, Eight-Six and
50/100

BUILD Boulder

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Example
4 (3 - Basis of Compensation
A. Pre.Design Phase " E. Bidding Phase *
0.00 0.00
B. Schematic Design Phase * F. Contract Administration Phase *
0.00 0.00
C. Design Development Phase * G. Post Construction Phase *
0.00 0.00
D. Construction Documents Phase * H. Reimbursable Expenses *
0.00 0.00

Total Compensation (Fee)

0.00
Obligation to Pay (5)
0.00
4 04 - Contract Recitals
Speed Type *
Appropriated Funds (5)
$0.00
Fixed Limit of Construction ($) *
$0.00

Fixed Limit of Construction {written) *
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Action By: Project Manager / Planner

12. In 05 - Condition Precedent Clause,
select “Yes” or “No”.

13. Note if Condition Precedent Clause is
Yes, all fields are required. If No, the
fields are greyed out.

14. Enter funding appropriated by date.

15. In 06 - Phases Included, select each
phase that is included by:

a. Clicking the cell
b. Typing the letter y

c. Selecting the word yes from
the drop-down menu

Note: Leave a phase “blank” if it is
neither included or excluded.

BUILD Boulder

Example

05 - Condition Precedent Clause

4 06 - Phases Included
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Condition Precedent Clause "

unding Appropriated By

Pre-Design Phase Included

Schematic Design Phase Included

Voo - O=

Design Development Phase Included

Yos v Q=

Construction Documents Phase Included

Yes *r 9=

Bidding Phase Included

Relmbursables Included (CMGC AE)



Action By: Project Manager / Planner

16.

17.

18.

In 07 - Phases Excluded, select each
phase that is not included. Note that a
phase included is greyed out and not

available to be excluded.

Select each phase that is excluded
by

a. Clicking the cell

b. Typing the letter y

c. Selecting the word yes from
the drop-down menu

Note: Leave a phase “blank” if it is
neither included or excluded.

In 08 — Services, enter required red
asterisked fields. Note they auto-
populate but remain editable if
necessary.

BUILD Boulder

Example

4 07 - Phases Excluded

4 08 - Services

No. of Design Phases (#) "

No. of Design Phases (written) *
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d

Construction Documents Phase Excluded

Bldding Phase Excluded

Const Administration Phase Excluded

Post Construction Phase Excluded

Reimbursables Excluded (CMGC AE)

No. of Bid Packages (#) "

No. of Bid Packages (written) *

Firm's

Proposal Date *

v W
v W
- W
v =
0
e



Action By: Project Manager / Planner

19. In 09 - Principal Representative:

20.

21.

22.

23.

24.

25.

Note: Principle Representative
defaults to Ron Ried.

Select the President for agreements
>/=to $5M.

Select David Kang when Ron Ried is
out of the office.

Select principal representative based
on routing requirements.

a. No. of working days for total
review auto populates with
standard number of days. May
be edited. If changed, be sure
to change the text for number
of working days (written).

b. No. of working days for
providing GMP auto populates
with the standard number of
days. May be edited. If
changed, be sure to change
the test for number of working
days (written).

Select “Send” to open the Workflow
Action Details screen.

Note “Submit” to send for “Define
Obligation to Pay” is the only option
and is pre-selected.

Enter the recipient that will review the
information entered.

Select “Send".

Recipient will locate, open and
Accept the task.

BUILD Boulder
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4 09 - Principal Representative

Principal Representative *

Ronald L. Ried, Director, IS Business Se v

No. of Working Days for Total Review of DD (#) *

10

No. of Working Days for Total Review of DD
{written)

Ten

No. of Working Days for Providing GMP at DD (#)

5

No. of Working Days for Providing GMP at DD
{written)

Five

No. of Working Days for Total Review of 50% and
95% CD (#)

10

No. of Working Days for Total Review of 50% and
95% CD (written)

Ten

No. of Working Days for Total Review of each Bid
Package (%)

5

No. of Working Days for Total Review of each Bid
Package (written)

Five
Workflow Action Details X
4 Action Details
Workflow Actions * Send For
Submit v Define Obligation to Pay
Submit

4 Due Date Details

Task Due Date
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Action By: Project Manager / Planner

26. “Cost Line Items” auto-populate
based on the Phases Included.

27. Highlight the line to be authorized as

an “Obligation to Pay”.
28. Enter the “Amount”.

Note: Only enter values for the
phases being awarded by the
condition precedent clause.

Note: This also allows only awarding,
for example, 50% of a design phase.

29. Select “Cancel to cancel the current

entry

30. Select “Save” to save current entry
31. Select “Save & Add New” to save

current entry and add another
32. Select “Send”.

a. Optionally, the “Amount” for
each authorized “Obligation to
Pay” may be added using the
grid view by clicking the icon.

33. Double-click in each “Amount” field
to add the amount for “Obligation to

Pay”.
34. Select “Send”.

35. In Workflow Action Details, select

“Submit”.
36. Enter Recipient.
37. Select “Send”.
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Example
Professional Agreements O w =S
Ne. L] Cuat Ca. & Shor D
@ ¢
.- o
‘I : I soven not e D
Professional Agreements o =
. Moy @ 1 Corke Caode Amgaant *
OTAL w0
Workflow Action Details pd
4 Action Details
Worktlow Actions * Send For
Submit v Oblain Signatures/PO

To

4 Due Date Details

Task Due Date

Task Due Date is not available
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Action By: Project Manager / Planner Example

38. Recipient (PC) locates, opens and E
accepts the task. Cash Flow
Note: In this step the PC will obtain Attachments  Comments  Linked Rec Aulo-create ’
signatures outside of Unifier and T Email as Attachment

upload the executed agreement and
purchase order to Unifier.
PDF ... Review »

39. Select the hamburger icon in the
. Terminate Record
upper left corner and navigate to .
Print>Custom.... Transfer Ownership...
Help 4

HTML .. I Print »

Close

40. Select “SC-5.2" to highlight the Print X

correct output.
41. Ensure the format is PDF.
42. Select “Print” to generate the PDF.

43. Save the PDF for upload into
DocusSign.

Custom Print Template

Title -

SC-5.1 ArchitectEngineer Agreement

SC-5.2 Architect/Engineer Agreement (CM/GC)

$C-5.3 Consultant Agreement

Template and Format

Template

| 8C-5.2 CMGC -
Format

| POF v

Options for Workflow Progress

All Steps
Visited Steps

e | I

44. Route agreement through DocuSign
with applicable attachments and
routing document.

45. Upon executed agreement, request
PO from Marketplace.

46. Wait until all signatures are obtained
and the PO is received.
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Action By: Project Manager / Planner Example
47. After all signatures are obtained,

return to Unifier and open the
accepted task.

48. Enter remaining data for red . i B
asterisked fields. = & © me

49, Attach executed agreement and
Purchase Order.

50. Select “Send” to open the Workflow
Actions Detail screen. .

51. Select “Send” to open the Workflow Workflow Action Details X
Action Details screen.

52. Select “Notify Vendor” to send an
email notification to the Vendor. Add

any CC recipients to also be notified. -
Note this is a terminal step. "

a. Optionally, select “Decline”
sends the Business Process
for revision. The Recipient
must be entered in the “To”
field. Best practice is to add
Comments for the reason to
Decline.

53. Select “Send".

4 Action Details

Workflow Actions Send For
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Action By: Project Manager / Planner
54. If “Declined” was selected, creator
locates and accepts the task.

55. Review Comments provided and
make corrections as requested

56. Select “Send” to open the Workflow
Actions screen.

57. Select “Resubmit” to resend the
Business Process to the Obtain
Signatures/PO step.

a. Optionally, select “Cancel” is
a terminal step for the
Business Process

58. Add the recipient in the “To” field.
59. Select “Send”.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

Workflow Actions *

v

Resubmit

Cancel

Send For

CU Boulder
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END TASK
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3.3.8 CREATING A 5.3 PROFESSIONAL AGREEMENT (UPDATED 03/10/2020)

Goals
Navigation
Action By
Pre-requisites

Related Files

How to award a procurement and create a SC-5.3 Consultant agreement.

Project > Contract & Procurement Management
Project Manager (PM) or Planner
Approval for an agreement.

Enough dollar value on the applicable line item(s) in both Funding/Cost Code

Allocation and Budget

Issuing an RFQ (Release in 2020)
3.3.7 Creating a 5.1 or 5.2 Professional Agreement

Action By: PM or Planner Example

1. Navigate to Project>Contract &

Procurement

Management>Professional

Agreements.

Select “Create”.

Select “WF SC-5.3 Consultant”.

4. Note the type of agreement is
shown in the top left-hand corner.

Budget and Funding for Help File - Home
Alerts

Mailbox

Task Manager

Information

Document Manager

A
A
=
0
-
-

Governance Management

Gates

il

Budget & Funding Management

Contract & Procurement Management
Construction Agreements
Construction Invoicing

Professional Agreements

Create New Professional Agreements

a. Greyed fields will auto-
populate as appropriate. T

5. Add attachment, Comment, etc.
using the buttons on the right-hand

side.

BUILD Boulder ™"
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JWEA
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Action By: PM or Planner

6. In 01 - Consultant Information,
select a consultant using the
Consultant Name field.

7. Note address information will auto-
populate based on the Vendor
chosen but remain editable.

Select a Firm Contact Name.

Complete all required fields.

10. In 02 - Purpose of Contract, enter
information.

11. In 03 — Basis of Compensation
enter data for red asterisked fields

Note: “Compensation” will be a sum

of Cost Line Items.

12. In 04 — Contract Recitals note

Speed Type is auto-populated but is

editable.

Note: You can confirm the

speedtype by looking at the funding

sheet.

13. In 05 — Scope of Work enter data
for red asterisked fields

14. In 06 — Principal Representative

note the field is auto-populated but

is editable via the drop down.

BUILD Boulder

Example

4 01 - Consultant Information
Consultant Name *

- O=

My Own Company

Address 1 *

5678 Monkey Road
Address 2
Address 3

City *

Durango

Zip/Postal Code "

55555

State/Province "

co -

4 02 - Purpose of Contract

Purpose of Contract *

4 03 - Basis of Compensation

4 04 - Confract Recitals

4 (5 - Scope of Work

4 06 - Principal Representative
Principal Representative *

Ronald L. Ried, Director, IS Business Services
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Firm Contact Name

Laurie Read

* 0=

Firm Contact Name *

Laurie Reed

Firm Contact Title *

Design Manager

Firm Contact Email "

aurie.reed@sagemethod.com

Consultant Compensation {written) *

Compensation

$0.00

Speed Type *

12345678

Firm's Proposal Date "



Action By: PM or Planner Example

15. Select “Cost Line Items” at the top

of the page

16. Select “Add” to open the Line Item

Details window.
17.
18.

Enter data for red asterisked fields

Select “Cancel to cancel the current
entry

Create New Professional &i ements
/h- - 0 Cont Co. Codde Narme
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19.
20.

Select “Save” to save current entry

Select “Save & Add New” to save
current entry and add another

Note: “Total Amount” should equal
“Consultant Compensation (written)”

21. Select “Send” to open the Workflow

Action Details screen.

22. Note in this step “Submit” is the only

option and is pre-selected. _ _
4 Action Details

23. Enter the recipient in the “To” field. Worktiow Actions *
24. Select “Send” to “Obtain e
Signatures/PO”. s

Workflow Action Details

‘I:I.

Send For

v Obtain Signatures/PO

4 Due Date Details

Task Due Date

25. Recipient (PC) locates, opens and

accepts the task.

Note: In this step the PC will obtain Attachments
signatures outside of Unifier and
upload the executed agreement and

purchase order to Unifier.

26. Select the hamburger icon in the
upper left corner and navigate to

Print>Custom....
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Terminate Record
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Help »

Close



Action By: PM or Planner Example

27. Select “SC-5.3" to highlight the
COI’reCt Output. Custom Print Template

28. Ensure the format is PDF. b

29.
30.

31.

32.

33.

34.

35.

36.

37.

Select “Print” to generate the PDF.

Save the PDF for upload into
DocusSign.

Route agreement through
DocusSign with applicable
attachments and routing document.

Upon executed agreement, request
PO from Marketplace.

Wait until all signatures are

obtained and the PO is received.
Professional Agreements

After all signatures are obtained, i o

return to Unifier and open the

accepted task.

Enter remaining data for red
asterisked fields.

Attach executed agreement and
Purchase Order.

Select “Send” to open the Workflow
Actions Detail screen. .

BUILD Boulder ™
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Action By: PM or Planner

38.

39.

40.

41.

42.

43.

44.

45.
46.

Select “Send” to open the Workflow
Action Details screen.

Select “Notify Vendor” to send an
email notification to the Vendor. Add

any CC recipients to also be notified.

Note this is a terminal step.

a. Optionally, select “Decline”
sends the Business Process
for revision. The Recipient
must be entered in the “To”
field. Best practice is to add
Comments for the reason to
Decline.

Select “Send”.

If “Declined” was selected, creator
locates and accepts the task.

Review Comments provided and
make corrections as requested

Select “Send” to open the Workflow
Actions screen.

Select “Resubmit” to resend the
Business Process to the Obtain
Signatures/PO step.

a. Optionally, select “Cancel” is
a terminal step for the
Business Process

Add the recipient in the “To” field.
Select “Send”.

BUILD Boulder
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Workflow Action Details

4 Action Details

Workflow Actions *

Send For

Notify Vendor

Workflow Action Details

4 Action Details

Workflow Actions ™

Send For

END TASK
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3.3.9 INVOICING A PROFESSIONAL AGREEMENT (UPDATED 03/10/2020)

Goals How to initiate an invoice against a professional agreement, including
generating state forms

Navigation Project>Contract & Procurement Management>Professional Invoicing
Action By Project Manager (PM) / Project Coordinator (PC) / Planner
Pre-requisites Professional Agreements.

Related Files 3.3.7 Creating a 5.1 or 5.2 Professional Agreement
3.3.8 Creating a 5.3 Professional Agreement

Action By: PM /PC / Planner Example

1. Navigate to Project>Contract & A e
Procurement . . = # Professional Invoicing
Management>Professional Invoicing. Sty R ° caons + | viw [[AaRecoss v ] [ X

2 Se|eCt “Cl’eate" © Information & .. #  Vendor Applica... Applica... Invoice ... Amount

I Document Manager &

m Govemance Manage... &b

= Gales

Im Budget Funding Man.... &

Im Contract & Procurem.... =
Professional Agreem

Professional Invoic...

M Change management &5
I Communication Man... &5

Creale New Professional Invoicing

3. In 00-Project Information, note —
greyed fields will auto-populate when
a Contract/PO reference is selected
in Block 01.

4. Enter the following information:

a. Application No: The unique
number of the application.

b. Application Date: The date the ) ] g
application was submitted. esane ;

5. Add attachments, comments, etc. s -
using the buttons on the right-hand
side.

Note: Attach vendor’s pay application
and invoice.

BUILD Boulder ™"



Action By: PM / PC / Planner

6. In 01 - Application Information, select
the original contract.

a. Note greyed fields will auto-
populate as appropriate.

b. Greyed fields on the right-
hand side are sum formulas
based on current plus all past
invoices.

7. Select “Cost Line Items” at the top of
the page.

8. Select “Add".

Note: Approved line items from
Agreement plus approved Agreement
Modifications will auto-populate.

9. Enter “Earned to Date” values based
on Vendor’s application form SBP-7.1

Note the error icon if the Earned to
Date value entered exceeds
Scheduled Value.

a. “Error Check” will alert you to
errors as well.

10. Select “Save” to save current entry.

11. Select “Send” to send the Business
Process into the workflow. Select
Save to save as a draft and complete
later.

BUILD Boulder
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4 01 - Application Information

Original Contract *

Firm Name

PO Number

Invoice No. *
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Less Previous Applications Total

Create New Professional Invoicing

—

©  Rel Cost Code

Create New Professional Invoicing
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0.00
Total Eamed

0.00
Amount of this Application

0.00
Have you attached the invoice and back-up? *

v
Short

Code Name Description Effi

EffectivaDute  Earmed To Duse Van iyt
261270W D200, 1moan0
SEERTIN 500, 4
SEARTON D50, 550000
AL D50, 200000
v 0400 [T
STITON D400 asn0m
BE1AT0N D200, aman

Zo0am D 280000 000

Aftachmests  Comments  LiskedRacords  Linked Mai



Action By: PM / PC / Planner

12. Select “Send” to open the Workflow

Action Details screen.

13. Note in this step “Submit” is the only

option and is pre-selected.
14.
15.

Add recipients in the “To” field.

Select “Send” to send for Review

16. Recipient locates their Task and

opens the record.

17. Select “Accept” to open the record.

18. Review all data entry, attachments,

comments, etc.

19. Add attachments, comments, etc. as

necessary.

20. Select “Send” to open the Workflow

Action Details screen.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

Workflow Actions *

Submit v

To

4 Due Date Details

Task Due Date

Task Due Date is not available

& UAT Testing iteration 3 - Home AMProjects > UAT Testing ltarat

A Nerts
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$-eni For

=

Tasks
. Mailbox.
Tarsk Managor + Create Actions X
Tasks
& @8 orign Business Pro. el bir Title
Drafts
o UAT Testing lleration 3 Professional lnvol JSTFNFLRNG-O
0 infcemation
B Repors
i ftoration 1
Professional Invoicing _ =.
SERTA  Costinetem
Astschments  Commers Unied Focorss LrisdMa 3 2

2 Tosk Detis |

rofessional Invoicing

SERIY  ContLine Ry

df

Fasdeg

06207019 1238 PW (UTC-8]

Enc Soubap
st Manager bosrd 1D
Erc Soutag PIN-00018
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Action By: PM / PC / Planner Example

21. Select “Sign” will send the Business Workflow Action Details

Process for Obtain Signature

. . 4 Action Details
a. Optionally, select “Revise” to

send the Business Process for

revision and resubmit. Best —
practice is to add Comments
for the reason to Revise.

22. Add the recipient in the “To” field.

Workflow Actions *

23. Select “Send” to send for signature of
the 7.2.

24. Recipient (PC) locates, opens and
accepts the task.

Note: In this step the PC will obtain Attachments  Comments  Linked Rec
signatures outside of Unifier and =
upload the executed pay application
and invoice to Unifier. cor

25. Select the hamburger icon in the
upper left corner and navigate to

Print>Custom....

HTML
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Cash Flow
Auto-create r

Email as Attachment

Print »

Review »
Terminate Record
Transfer Ownership...
Help »

Close



Action By: PM / PC / Planner

26. Select “SBP-7.1" to highlight the
correct output.

27. Ensure the format is PDF.

28. Select “Print” to generate the PDF.

29. Save the PDF for upload into
DocusSign.

30. Route agreement through
DocusSign with applicable
attachments and routing document.

31. After all signatures are obtained,
return to Unifier and open the
accepted task.

32. Enter remaining data for red
asterisked fields.

33. Attach the signed document.

34. Select “Send” to open the Workflow
Actions Detail screen. .

BUILD Boulder
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Example
Print X
Custom Print Template
Title A
SBP-7.1 Professional In ]
Template and Format
Template
SBP-7.1
Format
POF
Options for Workflow Progress
Comu [ owe |
Professional Invoicing =

sertagen
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Action By: PM /PC / Planner

35.

36.

37.

38.

39.

40.

41.
42.

Select “Approve” to send an email
notification to the Vendor. This is a
terminal step for the Business
Process.

a. Optionally, select “Decline” to
send the Business Process for
revision. Best practice is to
add Comments for the reason
to Decline.

Select “Send”.

If “Declined” was selected, creator
locates and accepts the task.

Review Comments provided and
make corrections as requested

Select “Send” to open the Workflow
Actions screen.

Select “Resubmit” to resend the
Business Process to the Sign step.

a. Optionally, select “Cancel” is
a terminal step for the
Business Process

Add the recipient in the “To” field.
Select “Send”.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

Workflow Actions *

Approve
Decling

Workflow Action Details

4 Action Details

Workflow Actions *

CU Boulder
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Send For

END TASK
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3.3.10 CREATING A CONSTRUCTION AGREEMENT (UPDATED 03/11/2020)

Goals How to award a procurement and create a construction agreement. Note:
Delivery types will have different workflows. This will be used for:

-Design Bid Build (SC-6.21)
-CMGC (SC-6.4)

-Design Build LS (SC-8.0)
-Design Build GMP (SC-9.0)

Navigation Project>Contract & Procurement>Construction Agreement
Action By Project Manager (PM) / Project Coordinator (PC) / Planner
Pre-requisites Approval for an Agreement
Related Files Issuing an RFP (Release in 2020)

Action By: PM /PC / Planner Example

1. Navigate to Contracts & 4 Budgetand Funding fo.. IVIV:RY > Budgetand Fundi

Procurement>Construction A Alarks 5
Agreements in the left-hand panel. e cb'ﬁwmo“ b

Select to open window.

Mailbox

Task Manager =+ Create = Actions View | All Records ~

Note: You should have the necessary
dollars in place on the applicable line
item in both the Budget and Funding

Cost Code Allocation prior to initiation WF-SC-80DBLS

of the agreements. i \\F - 5C-9.0 08 GMP
M Contract & Procurem... =

Document Manager P (ERRL R FLl -] RCMETUCK $0.00

=
@ Information & VF - Purchase Order Vendor Contrac... PO
]
s Govemance Manage... €3 WF - SC-6.4 CMGC

Gates

2. Select “Create”. There are workflow
(WF) options for the type of
agreement you are requesting.
Options will vary depending on the
project delivery type established and
the project phase. Choose the
appropriate agreement. Each
agreement has similar, but different
required fields for data entry.

Construction Agree... ’
Construction Invoicing

Professional Agreem..

Professional Invoicing

3. In this script we will use WF SC-6.4 Crouds Wi Dnstrmtiom Agrnimanti -
CMGC. Note the type of agreement
is shown in the top left-hand corner.

a. Greyed fields will auto-
populate as appropriate.

4. Add attachment, Comments, etc.
using the buttons on the right-hand oy
side.
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Action By: PM /PC / Planner Example

5. Note blocks 01 and 02 are consistent 01 - Cor
for all agreements, with slight field Contractor
name variations accordingly.

6. Select the Contractor Firm name and S iress 1k i ot e
Firm Contact Name.

a. Address information will auto-
populate based on the Vendor
chosen but remain editable.

7. Enter the purpose of the contract
using state form language.
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Action By: PM /PC / Planner Example
8. Enter information on compensation. 4 03 - Compensation
Pre-Construction Phase Fee "
a. ‘“Total Fee” will auto-populate =
as a total of Pre-Construction
Phase and Construction Phase Construction Phase Fee *
fields. $0.00
b. “Total General Conditions” will Total Fee
auto-populate as a total of $0.00
Direct Personal Expenses and
Othel’ Reimbursable General Direct Personal Expenses (Not o :’x-:t-c-(:: c
Conditions fields. 209
C. “Obllgat'on to Pay" Wl” auto- Other Reimbursable General Conditions *
populate as a sum of Contract $0.00
Lines (covered later) oial General Conditions
$0.00
1 i nera 3
$0.00
Obligation to Pay (S)
50.00
9. In 04 — Solicitation, enter the 4 04 - Solicitation Information
information from the original RFP. Ree pate ”

»

Date of Construction Manager's Fee Proposal

Date of Notice of Award ©
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Action By: PM /PC / Planner Example

10. Enter contract recitals.

a. Greyed areas will auto- 4 03~ Contract Reciists
populate as appropriate.

Speed Type *

12345678

11. Note speed type auto-populates from
the first funding request but is

Appropriated Funds (5)

. $0.00
editable.
NOte YOU can Conflrm the Speedtype Fixed Limit of Construction (§) *
by looking at the funding sheet. -
12. Select a DeSign firm. Fixed Limit of Construction (written) *
Mobilization and Front End Costs (5) *
30.00

Mobilization and Front End Costs {written) *

Design Firm Name *

Design Firm Contact Name
Design Firm Contact Title
Design Firm Contact Email
13. Enter data for red asterisked fields for 4 06 - Condition Precedent Clause
the Condition Precedent Clause. Condition Precedent Clause *
Note that selecting this automatically '
Strikes the information in the State Funding Appropriated By
form printed. )
14. Indicate which phases are included
by typing “Yes” and selecting the 4 07 - Work Included
Option that appears. Pre-Construction Phase Included
Construction Phase Included
Reimbursables Included (CMGC)
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Action By: PM /PC / Planner

15.

16.

17.
18.

19.

Indicate which phases are excluded
by typing “Yes” and selecting the
option that appears.

Note: See steps 15 and 17 in Section
3.3.5 in how to make selections.

Enter the number of bid packages
included:

a. No of Bid Packages (#): Write
this as a numeric value e.g.
15411.

b. No of Bid Packages (written):

Spell out the number above
e.g. “four”.

Enter data for red asterisked fields.

Note fields are auto populated by
default but are editable.

Enter data for red asterisked fields.
Fields are auto populated by default
but are editable.

Note: At this point, do NOT add cost
line items since they will be added
automatically for all forms except
Design Bid Build.

Note: If this is a Design Bid Build (SC-
6.21) form, skip this workflow step
and start adding Cost Line Items on
Step 24.

BUILD Boulder

Example

4 (08 - Work Excluded

CU Boulder
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Pre.Construction Phase Excluded

Construction Phase Excluded

Reimbursables Excluded (CMGC)

4 (09 - The Work

No. of Bid Packages (#) "

No. of Bid Packages (written) *

10 - Other Provisions
Additional Tax Exemptions

A HiA

Liquidated Damages (written) *

Liquidated Damages ($) *

Davis-Bacon Act Application HiA

Related Damages (written) *

NIiA

Related Damages ()

NiA

4 11 - Principal Representative
Principal Representative *

Ronald L Ried, Director, IS Business Services
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Action By: PM /PC / Planner

20.

21.

22.

23.

24.

25.

26.

27.

Select “Send” to open the Workflow
Action Details screen.

Note in this step “Submit” is the only
option and is pre-selected.

Select the Recipient(s) in the “To”
field.

Select “Send” to send for Define
Obligation to Pay (CMGC / Design
Bid Build / Design Build - GMP/
Design Build - LS)

Locate the Task, open the record and

Accept.

Access “Cost Line Items” at the top
of the window.

Note: All phases indicated as work
included will appear in the Cost Line
Items tab in agreements where there
is work included/excluded.

Note: The reason for line items and
line item cost breakdown is to capture
the contractor’s schedule of values
(SOV) detail against the contract
value line item.

In agreements where Cost Line Items
do not auto-populate, select “Add”,
then “Lump Sum”.

a. Line Item Details window will
open.

Note that we will first enter the
summary and then allocate it to more
detail at the CBS level.

BUILD Boulder

Example

Workflow Action Details

4 Action Details
Workflow Actions *
Submit
To

4 Due Date Details

Task Due Date

Task Due Date is not available

Construction Agreements

CMGC (SC-£4) Con

4 Task Details

From

Construction Agreements

- 3 v | |Q

Create New Construction Agreements

e Com

Shont Bemcnotan
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Action By: PM /PC / Planner Example
28. For each line item, enter the Amount. Line Item Details ke
a. You can cancel the entry by =
clicking Cancel at the bottom m | Cost BreakDown
of the page.

b. Do NOT select Save or Save 4 00 - Contract Line Items

& Add New at this point. It will Cost Line Item Type Costed Quantity

give you an error message Lump Sum 0
until you enter a Cost

Breakdown for the Line. i

Short Description Not Costed Quantity
Note: Ignore the Unit of Measure field 0
—itis not used in most cases. '
Item Quantity * Costed Amount
0 $0.00

v Unit of Measure Not Costed Amount
Select v $0.00
Item Unit Cost *
$0.00

Amount

$0.00

Line fiem Detalls ~ Amachments  Linked Fiscorss

29. Access Cost Breakdown at the top of S @

the page RESSE——
/ L ot Gode - Cost Name Short Descrpson *
30‘ Select the Ry Symbol to Open the & w1 coosootant Constnscton Fos Constnuction Phase fo0.00
CBS Picker.
=R
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Action By: PM /PC / Planner

31. Select a CBS code.

32. Double-click on “Amount” and enter
the amount. Note: more than one
Cost Code may be assigned to a
single Line Item.

Note: If you are assigning the entire
amount of the Line Item, you can
select the coins symbol. The CBS

Picker will appear, and the amount of

the Line Item will auto-populate the
“Amount” field of the CBS code

selected.

rt Description *

CU Boulder
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Example

CBS Picker x

Conirustion . e
Comtruton . e
Comtroution . e
Gty

Brsomment Combwines
baperairuturs

Lterir Clesas
ntaries Camstracton

ntariar e

Cameryiag S i

e Pratectin

Not Costed A

or 1,600.01

a. “Not Costed Amount” must
equal 0.00

33. Select “Save” to save the Cost
Breakdown to the Line entry

a. Optionally, select “Cancel” to

cancel the entire Contract Line

entry.

BUILD Boulder
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Action By: PM /PC / Planner

34. Select “Send” to open the Workflow

Action Details screen.

35. Note in this step Submit is the only

option and is pre-selected.

36. Select the Recipient(s) in the “To”

field.

37. Select “Send” to send for Obtain

Signatures/PO to your PC.

38. Recipient locates, opens and
accepts the task.

Note: In this step the PC will obtain
signatures outside of Unifier and
upload the executed agreement and

purchase order to Unifier.

39. Select the hamburger icon in the
upper left corner and navigate to

Print>Custom....

BUILD Boulder

Example
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Workflow Action Details

4 Action Details

Workflow Actions

- Send F,

To

4 Due Date Details

Task Due Date

@

Task Due Date is not available

Cash Flow

Attachments Comments Linked Rec

Auto-create

Email as Attachment

HTML Print

PDF Review

Terminate Record

Transfer Ownership

Help

Close
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Action By: PM /PC / Planner

40. Select “SC-6.4" to highlight the

correct output.
41.
42.
43.

Ensure the format is PDF.
Select “Print” to generate the PDF.

Save the PDF for upload into
DocusSign.

44. Route agreement through DocuSign
with applicable attachments and

routing document.

45. Upon executed agreement, request

PO from Marketplace.

46. Wait until all signatures are obtained

and the PO is received.

47. After all signatures are obtained,
return to Unifier and open the

accepted task.

48. Enter remaining data for red

asterisked fields.

49, Attach executed agreement and

Purchase Order.

50. Select “Send” to open the Workflow

Actions Detail screen. .

BUILD Boulder
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Example

Print ¥

Custom Print Template
Title A
SC-6.21 DBB Agreement
SC-6.4 CMGC Agreement
SC-8.0 DB-LS Agreement

SC-9.0 DB-GMP Agreement

Template and Format

Template

SC-6.4 CMGC b
Format

PDF v

Options for Workflow Progress

All Steps

Visited Steps

Professional Agreements

BATTI0T0 133 A {UTCH

Record 0
FEA-DNCE
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Action By: PM /PC / Planner

51.

52.

53.

54.

55.

56.

After all signatures are obtained,
return to Unifier and open the
accepted task.

Enter remaining data for red
asterisked fields.

Attach executed agreement and
Purchase Order.

Select “Send” to open the Workflow
Actions Detail screen. .

Select “Request SOV” to indicate that
the contract is approved and creates
a task for the Contractor to provide a
schedule of values (SOV).

a. Optionally, select “Decline” to
send the Business Process to
the Creator for revision. Best
practice is to add Comments
for the reason to Decline. This
workflow will have a User
select “To” field.

Select “Send”

BUILD Boulder

Example

Construction Agreements
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CMGC (SC4.4)  Contract Lines

Workflow Action Details X
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Action By: PM /PC / Planner

57. If “Decline” was selected, Creator
locates and Accepts the task.

a. Reviews Comments provided
and makes corrections as
requested.

b. Open Workflow Actions by
clicking Send in the upper
right-hand corner

c. Inthis step the Creator has
two Workflow options.

d. Choosing Resubmit resends
the Business Process to the
Obtain Signatures/PO step.

e. Choosing Cancel is a terminal
step for the Business Process.

f. Both Workflows will have a
User select “To” field.

Action By: Contractor

58. If “Request SOV” was selected,
Contractor locates and accepts the
task.

59. Select “Cost Line Items” to view the
SOV.

60. Note validation exists such that the
Obligation to Pay cannot change
during this process.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

Workflow Actions *
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Send For
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Action By: Contractor

61. For each line item, view the Amount.

Note: Ignore the Unit of Measure field
—itis not used in most cases.

62. Access Cost Breakdown at the top of
the page and view the draft

breakdown.

63. Highlight an item that need to be
further broken down or changed.

64. Select the “+” symbol to open the

CBS Picker.

BUILD Boulder
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Example

LA
4 |

Line Item Details

m ¥l Cost BreakDown

4 00 - Contract Line ltems

Cost Line Item Type Costed Quantity
Lump Sum 0

=

Short Description Not Costed Quantity

0
Item Quantity * Costed Amount
0 $0.00
v Unit of Measure Not Costed Amount
Select v | $0.00

®

Item Unit Cost
$0.00

Amount

$0.00 |

=l E XN

Line fiem Detalls ~ Amachments  Linked Fiscorss

=LAt @

Mot Costed Amoant = 5000

/ O No. Cont Code Cost Name $hont Descrpbon *
o W 000000 10,01 Convucnon Fot Constuction Phasy A, 000.00

Totat: 1 Total Amount: §1,000 00
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Action By: Contractor

65. Select a new CBS code.

66.

67.

68.

69.

70.

71.
72.

Double-click on “Amount” and enter
the amount.

Note: more than one Cost Code may
be assigned to a single Line Item.

a. “Not Costed Amount” must
equal 0.00

Select “Save” to save the Cost
Breakdown to the Line entry

Repeat above until all line items are
allocated to how they should be
tracked in the SOV.

Select “Send” to open the Workflow
Action Details screen.

Note in this step Submit is the only
option and is pre-selected.

Note the “To” field is Preassigned.

Select “Send” to send for PM Review

BUILD Boulder

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Example

CBS Picker *

Workflow Action Details X

4 Action Details

Workflow Actions * Send For

To

AriAnne Ant -Cari Sti Eric Ann Dunkiau;Lauri...

4 Due Date Details

Task Due Date

Task Due Date Is not avallable

1
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Action By: PM /PC / Planner Example

Construction Agreements

73. PM locates and accepts the task.
74. Validate the SOV has been provided.

a. Ifthereis a need for
clarification or revision, the PM
may indicate as such using
General Comments and return
the record to the Contractor.

75. Select “Send” to open the Workflow
Action Details screen.

76. Select “Execute” to send an email Workflow Action Details

notification to the Vendor and any
others CC'd. Note this is a terminal .
step for the Business Process.

a. Optionally, select “Send for
Revision” to send the
Business Process to the

Contractor for revision. Best
practice is to add Comments
for the reason to Revise.

77. Select “Send".

END TASK
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3.3.11 CREATING A CONSTRUCTION PO AGREEMENT (UPDATED 03/11/2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

Action By: PM /PC / Planner

1. Navigate to Contracts &
Procurement>Construction
Agreements in the left-hand panel.
Select to open window.

2. Select “Create” and select the “WF —
Purchase Order” workflow.

Note: The PO needs to be obtained in
MarketPlace prior to starting.

3. Note the type of agreement is shown
in the top left-hand corner.

4. Greyed fields will auto-populate as
appropriate.

5. Add attachment, comments, etc.
using the buttons on the right-hand
side.

6. Select the Vendor and Firm Contact
Name.

a. Address information will auto-
populate based on the Vendor
chosen but remain editable.

BUILD Boulder

Example

A

B

L O

Create New Construction Agreements

4 01 - Vendor Information

Budget and Funding fo...
Alerts

Mailbox

Task Manager

Information

Document Manager
Governance Manage... &5
Gales

Budget Funding Man... &5

Confract & Procurem. .

Construction Invoicing

Professional Agreem. .

Professional Invoicing

Vendor "

Western Mechanical Solutions, LLC

Address 1 *

PO Box 150282

Address 2

Address 3

City *

Denver

Zip/Postal Code *

80215-0282

State/Province *

co
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How to award a procurement and create a PO for construction.
Project>Contract & Procurement>Construction Agreement
Project Manager (PM) / Project Coordinator (PC) / Planner
Approval for an Agreement. PO from marketplace.

Issuing an RFP (Release in 2020)

> Budget and Fundi

Uce >
[:bngmcﬁnn Agreements
<+ Create = Actions =
WF - Purchase Order ndor
WF - SC-6.21 DEE ACMETUCK

WF - SC-6.4 CMGC

WF-SC-80DBLS

WF - SC-9.0 DB GMP

Construction Agree... ’

v o=

Firm Contact Name

Bea Antequera
Firm Contact Name *
Bea Antequera

Firm Contact Title *

Administrator

Firm Contact Email *

antequer@colorado.edu

View | All Records v e

Contrac... PO
$0.00
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Action By: PM /PC / Planner Example

7. Enter the purpose of the PO. 402 - Purpose of PO

Purpose of PO *

8. Enter data for red asterisked fields. 403 - PO Information

Purchase Order Number " Effective Date *

a. “PO Amount” will auto- P s
pppulate as a sum of Contract U ST
Lines in next step. $0.00

i

Appropriated Funds (§)
$10,010,000.00

Create New Construction Agreements e S = v

9. Select “Cost Line Items” at the top of

the screen to access the contract line
items. o .. Lt it v Y e cuseos

10. Select “Add”, then “Lump Sum”.

a. Line Item Details window will
open.

Note: We will first enter the summary
to match the PO from MarketPlace
and then allocate it to more detail at
the CBS level

11. For each line item, enter the Amount.

a. You can cancel the entry by PP g, iy Eﬂ i
clicking Cancel at the bottom
of the page.

b. Do NOT select Save or Save
& Add New at this point. It will
give you an error message
until you enter a Cost
Breakdown for the Line.

Note: Ignore the Unit of Measure field
—itis not used in most cases.
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Action By: PM /PC / Planner
12. Access Cost Breakdown at the top of
the page

13. Select the “+” symbol to open the
CBS Picker.

14. Select a CBS code.

15. Double-click on “Amount” and enter
the amount.

Note: more than one Cost Code may
be assigned to a single Line Item.

16. If you are assigning the entire amount

of the Line Item, select the coins

symbol.
a. The CBS Picker will appear,
and the amount of the Line
Item will auto-populate the
“Amount” field of the CBS code
selected.
a. “Not Costed Amount” must

equal 0.00

17. Select “Save” to save the Cost
Breakdown to the Line entry

a. Optionally, select “Cancel” to
cancel the entire Contract Line
entry.

BUILD Boulder

A
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Example

Ll

Cont Code *

0. Mo Cont Narme Shar Descnpton *

o 00000010 01 Construction Foe Conssruction Phase

Total: 1 Total Amount: $1.000 00

CBS Picker

= Line item By Cost BreakDown

Not Costed Am o
pt’O/eZcrlplxon = Amour

or 1,600.00
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Action By: PM /PC / Planner Example

18. Select “Send” to open the Workflow Workflow Action Details %
Action Details screen.

. . oy Action Detail
Note: in this step “Submit” is the only AT

option and is pre-selected. e .
19. Select the Recipient(s) in the “To” To
fleld Can Stieglitz X -

20. Select “Send” to send for Verification 4 Due Date Details
and Revisions.

Task Due Date

Task Due Date is not available

21. Locate the task, open the record and o
accept. e e

22. Review the PO information entered.
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Action By: PM /PC / Planner Example
23. Access Cost Breakdown at the top of _ —
the page — Vol covmd vt 980

- Cont Code * Cont Nars Shorl Descripton * Ams
24' Va“date the I|ne |tem and breakdown /'{s w0t 03000010 01 Constructon Fou Conssuction Phase /\’n
are correct.

Total: 1 Total Amount: $1.000 00

Bl £l
25. Select “Approve” to save the PO and ~ Workflow Action Details X
establish the SOV. _ _
4 Action Details
a. Optionally, select “Cancel” to Workflow Actions Send For
cancel the entire PO. | sefect v

26. Select “Send".

END TASK
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3.3.12 ISSUING A NOTICE TO PROCEED (NTP) (UPDATED 4/14/2020)

Goals How to issue a Notice to Proceed (NTP) including the generation of state

forms.

Navigation Project>Contract & Procurement>Notice to Proceed
Action By Project Manager (PM) / Project Coordinator (PC) / Planner

Pre-requisites Construction Agreement or Amendment

Related Files None

Action By: PM /PC / Planner

1.

Navigate to Notices to Proceed
(NTP) in the left-hand panel. Select
to open window

Select “Create” and choose the
appropriate Workflow. There are
workflow (WF) options for each type
of agreement. Choose the
appropriate agreement. Each NTP
has similar but different required fields
for data entry.

Note: Create options are limited to the
delivery type template shell.

Note: SBP-8.26 is a Notice to
Proceed with Design, and the SBP-
8.261 is a Notice to proceed with
Construction in a Design/Build
delivery type.

Note: In this script we will use WF
SBP-8.261 (For SC-8.0 & 9.0) for
Contractors. Note the type of NTP is
shown in the top left-hand corner.

3. Enter data for red asterisked fields

a. Greyed fields will auto-
populate as appropriate.

4. Add Attachment, Comments, etc.

using the buttons on the right-hand
side.

BUILD Boulder

Example

Budget and Funding for Help File - Home UCB > 1 N
Alerts .
PP \I(:nces to Proceed
Task Manager =+ Craate ans v
o Information - WF - SBP-5.26 (For SC-6.21)
Document Manager (-0 1 WF - SBP-7.26 (For SC-6.4)
Governance Management e WF - SBP-8.26 (For SC-8.05 9.0
Gates
Budget & Funding Management
Contract & Procurement Management
Construction Agreements
Construction Invoicing

Professional Agreements

Professional Invoicing

Notices to Proceed

Create New Notices to Proceed

WF - SBP-8.261 (For SC-80& 9.0

Budget and Fundi

View | All Records ~

Name

B Tuckpointing

Enc Soshio

Enc Soukug
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Action By: PM / PC / Planner

5. Select if this is related to a contract or

amendment.

Note: The contract or amendment

reference changes based on the
selection.

6. Select the related contract or
amendment reference.

a. Greyed fields will auto-
populate as appropriate.

7. Select the date of the notice to

proceed to reflect the NTP start date.

8. Select all the Construction Phases

this NTP impacts.

9. Enter the description of work that
should appear on the NTP state form.

10. Select the expected date of
substantial completion.

11. Select “Send” to open the Workflow

Action Details screen.

a. Optionally, select “ Save” to
save as a draft and complete

later.

BUILD Boulder

Example

4 01 - Contract/Amendment Reference

NTP Issues from Cc

Contract Reference *

Effective Contract Date

Amendment Date
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Design/Build Entity Firm Name

Zip/Postal Code



Action By: PM / PC / Planner Example

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

12. Note in this step “Submit” is the only
option and is pre-selected.

13. Select the Recipient(s) in the “To”

Workflow Action Details

4 Action Details

fleld Workflow Actions *
Submit vl
14. Select “Send” to send for Obtain =
Signhatures

4 Due Date Details

Task Due Date

Task Due Date is not available

Send For

Obtain Signatures

15. Recipient locates their Task and Bloh S ot et e =
opens the record [ RS / S
16. Select “Accept” to enable the record ‘
for editing.

17. Recipient locates, opens and

accepts the task. Cash Flow
Note: In this step the PC will obtain Attachments ~ Comments  LinkedRec Auto-create £
signatures outside of Unifier and — Email as Attachment
upload the executed NTP to Unifier. — e >
18. Select the hamburger icon in the PDF Review >
upper left corner and navigate to
Print>Custom Terminate Record
Transfer Ownership
Help »
Close
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Action By: PM /PC / Planner Example

19. Select “SBP-8.261" to highlight the
correct output.

20. Ensure the format is PDF.
21. Select “Print” to generate the PDF.

22. Save the PDF for upload into
DocusSign.

Print X

Custom Print Template
Title a
SBP-6.26 Notice to Proceed (DesignBidBuild)
SBP-7.26 Notice to Proceed to Commence Constr

SBP-8.26 Notice 1o Proceed to Commence Design

SBP-8.261 Notice to Proceed to Commence Construct

Template and Format

Template

i SBP-8.261 Notice to Proceed to Commence Co v |

Format
| POF v |
e |

23. Route agreement through DocuSign
with applicable attachments and
routing document.

24. Wait until all signatures are obtained.

25. After all signatures are obtained, Nobiogs g Provedd s s =
return to Unifier and open the — Sa— MJM_ -
accepted task. ey -

26. Enter remaining data for red
asterisked fields. MR S p—

27. Select “Send” to open the Workflow SR S S
Actions Detail screen. e it ~

Page 128 of 320
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Action By: PM / PC / Planner Example

28. Select “Approve” to send an email Workflow: Action Details %
notification is sent to the Vendor and
any others CC'd. Note this is a 4 Action Details
terminal step for the Business Workflow Actions * Send For
Process. i — =

a. Optionally, select “Decline” to e

send the Business Process to
the Creator for revision. Best
practice is to add Comments
for the reason to Decline.

b. Decline will have a User select
“To” field.

29. Select “Send”.

30. If the record was declined, Recipient e o
locates, opens the record, and e /
Accepts the task. o

31. Reviews Comments provided and
makes corrections as requested.

32. Select Send to open Workflow
Actions

33. In this step the Recipient has two Workflow Action Details X
Workflow options.

. 4 Action Details
a. Resubmit resends the -

Business Process to the

Obtain Signatures for update —

b. Cancelis a terminal step for
the Business Process.

Workflow Actions * Send For

c. Resubmit will have a User
select “To” field.

34. Select “Send”.

END TASK
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3.3.13 INVOICING A CONSTRUCTION AGREEMENT (UPDATED 4/14/2020)

Goals

How to initiate a pay application against a construction agreement, including

generating state forms.

Navigation
Action By
Pre-requisites
Related Files

Action By: PM /PC / Planner

1. Navigate to Project>Contract &
Procurement
Management>Construction Invoicing.

2. Select “Create”.

Note: Use WF — Invoice when you
have a PO and retainage will not be
held. Demonstration of submitting an
Invoice follows SBP-7.2.

Note: Use WF — SBP-7.2 when
retainage will be held, and the
Contractor will be submitting progress
payments.

Note: The WF steps are the same for
both, but the required fields for
submission will vary. This file
demonstrates WF — SBP-7.2.

3. In 00-Project Information, enter data
for red asterisked fields (required).

a. Greyed fields will auto-
populate when a Contract/PO
reference is selected

4. Add attachment, Comments, etc.
using the buttons on the right-hand
side.

Note: attach contractor’s invoice and
pay application supporting
documentation.

BUILD Boulder

Project>Contract and Procurement>Construction Invoicing
Project Manager (PM), Project Coordinator (PC) or Planner
Construction Agreement, Contractor SBP-7.2 or Invoice

Example

J\ Budget and Funding fo

UCB > » Budget and Fundi

d‘ ioelic - .=
e — S Construction Invoicing

Actions w

-+ Create »

€
- WF - Invoice B..
- WF - SBP-7.2

M Govemnance Manage... &

Task Manager view | AlRecords v || X

© Information Vendar Applica... Applica.

= Document Manager

= Gates

= Budgel Funding Man... &5

Construction Agreem. ..

Construction Invoic...

Create New Construction Inveicing i3 v
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Action By: PM / PC / Planner

5. In 01 - Application Information, select
the original contract.

6. Enter the period from and to for the
period in which the invoice covers.

7. Enter the Vendor's invoice number.

a. Greyed fields will auto-populate
as appropriate.

8. In 02 - Application Amount, note
greyed fields on the right-hand side
are sum formulas based on current
plus all past invoices.

BUILD Boulder
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Example

- =
Contractor Firm Name
PO Number
nvoice No.
02 - Application Amount
Original Obligation to Pay ()

£0.00
Net Changes by Amendments

50.00
Present Contract Total

$0.00

Page 131 of 320

1 From
-
e 1 To
=]

Total Amount Earned

$0.00
Total Retainage

50.00
Total Earmned Less Retainage

$0.00
Prior Amount Eamed

50.00

or Retainag

$0.00
Prior Amount Earned Less Retainage

50.00
Amount Earmed This Period

$0.00
Retainage (This Period)

$0.00
Payment This Period Less Retainage

$0.00
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9. Access “Line Items” at the top of the
page.
10. Select “Add” to display this message.

11. Select “Yes” to load the SOV
(Schedule of Values) for the contract

Confirmation

Note: Approved line items from
Agreement plus approved Agreement ﬁ T achon vl acd ol B poymert s fom e
Modifications will auto-populate.

action is compiete. Do you want 10 continue?

Note: Retainage can be changed e.qg. s | o |
reduced from 5% to 0% in the case of
AE fees or a final pay application.

Create New Construction Inveicing
12. Enter Total Completed to Date values T
based on Vendor’s application form [ o] > I
SBP-7'1 Q- Row Rt /Amendement No. m Mm b2 Date: [ Date m'-";
. i N - [rem— Ty 8150000 500 ] 515000
Note the error icon if the Earned to S] " e | v e saw s s
Date value entered exceeds i T — — —
Scheduled Value. = S e —
Note: Error Check will alert you to
TOTAL 52.750.00 52,500.00 S0 o 25000
errors as well.
13. Select “Save” to save current entry.
Create New Construction Invoicing =
14. Select “Send” to open the Workflow v G -
Action Details screen. 400 Preject normation ot (R o et
ey — ’

a. Optionally, select Save to
save as a draft and complete S PR e
later.

Page 132 of 320
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Action By: PM / PC / Planner

15.

16.
17.

18.

19.

20.

21.

Note in this step Submit is the only
option and is pre-selected.

Add Recipient(s) in the “To” field.

Select “Send” to send for Review

Recipient locates their Task, opens
the record, and Accepts to open the
record.

Review all data entry, attachments,
comments, etc.

Attachment, Comments, etc. may be
added as necessary.

Select “Send” to open the Workflow
Action Details screen.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

orkflow Actions

4 Due Date Details

Task Due Date

Canstruction Invoicing

Construction Invoicing

Page 133 of 320

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020




CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Action By: PM / PC / Planner Example

22. Select “Sign” to send the Business Workflow Action Details X

Process for Obtain Signature.
. . 4 Action Details
23. Optionally, select “Revise” sends the

Business Process for revision and

resubmit. Best practice is to add e
Comments for the reason to Revise. o
24. Add Recipient(s) in the “To” field.

25. Select “Send”.

Workflow Actions " Send For

Construction Inveicing

26. If Revise was selected, Creator
locates and Accepts the task.

27. Reviews Comments provided and
makes corrections as requested.

Note the red asterisked fields are
editable if needed.

28. Open Workflow Actions by selecting s (i )

In this step Resubmit is the only option.

29. Selecting Resubmit resends the
Business Process to the Reviewer R
and the previous workflow begins T e =
again.

30. Workflow has a User select “To” field
and a Recipient(s) must be selected.
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Action By: PM / PC / Planner Example

31. Select “Sign” will send the Business Workflow Action Details

Process for Obtain Signature
4 Action Details

a. Optionally, select “Revise” to

Workflow Actions *

send the Business Process for

revision and resubmit. Best -
practice is to add Comments
for the reason to Revise.

32. Add the recipient in the “To” field.

33. Select “Send” to send for signature of
the 7.2.

34. Recipient locates, opens and
accepts the task.

Note: In this step the PC will obtain
signatures outside of Unifier and
upload the executed agreement and
purchase order to Unifier.

35. Note the Vendor and Application
Number.

36. Navigate to Reports>SBP-7.2
Construction Invoicing and select to
open the report screen.
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Action By: PM / PC / Planner

37.
38.

39.

40.

41.

42.

43.

44.

45.
46.

47.

48.

Ensure the format is PDF.

Under Search Parameters, select
the App No. that was noted earlier.

Select “Run Report” to generate the
PDF.

Save the PDF for upload into
DocusSign.

Route agreement through
DocusSign with applicable
attachments and routing document.

Wait until all signatures are
obtained in DocuSign.

After all signatures are obtained,
return to Unifier and open the
accepted task.

Enter remaining data for red
asterisked fields.

Attach the signed document.

Select “Send” to open the Workflow
Actions Detail screen. .

Select “Approve” to send an email
notification to the Vendor. This is a
terminal step for the Business
Process.

a. Optionally, select “Decline” to

send the Business Process for

revision. Best practice is to
add Comments for the reason
to Decline.

Select “Send”.

BUILD Boulder

Example

ORACLE Primavera Unter (Deveiopmer

SBP-T.2 Construction Invoicing

Professional Invoicing

Workflow Action Details

4 Action Details

Workflow Actions *
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Action By: PM /PC / Planner Example

49. If “Declined” was selected, creator Workflow Action Details
locates and accepts the task. 4 Action Datails

50. Review Comments provided and Tcion il -

Resubmit

-

make corrections as requested

Cancel

51. Select “Send” to open the Workflow
Actions screen.

52. Select “Resubmit” to resend the
Business Process to the Sign step.

a. Optionally, select “Cancel” is
a terminal step for the
Business Process

Send For

CU Boulder
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53. Add the recipient in the “To” field.
54. Select “Send”.

END TASK
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3.3.14 VIEWING A SCHEDULE OF VALUES (SOV) (UPDATED 3/10/2020)

Goals

How to view Schedule of Values (SOV) for Summary Payment Application of

information and payment history from the Base / Change commits.

Navigation

application record. For example, Contract & Procurement
Management>Construction Agreements

Action By
Pre-requisites None.

Related Files None.

Action By: Project Manager / Project
Coordinator / Planner

Example

Project Manager / Project Coordinator / Planner

Project>Schedule of Values (SOV) log or from within a summary payment

1. For this example, navigate to E
Projects>Contract & Procurement
Management>Construction Cash Flow
Agreements q
: n
2. Open a “completed” record. Linked Res *
3. In the upper right-hand corner pull Auto-create
g(())V\\//n the contextual menu to select C.C More Users.
Note: The record needs to have Email as Aftachment
reached a specified terminal status Erint b
for the SOV to be created.
Review | 4
Help | 4
Cloze
4. Data displayed depends on the e S ——
columns added to an SOV structure. - cascm hown | cmiemten | ooen
5' The ScreenShOt beIOW the SOV x;:uum ; 21 |§03-00-00 20 1 Pre Desin Frase e ::‘;—;’::: 1000
shows the additional columns to the ' Tt L]
right.
Columns
6' Use the tOOIbar to expand! COIIa‘psel Mame Data Source Data Format Order Display Mode
find Sp"t the screen, and export Scheduled Value Scheduled Value Currency Amount 1
! ! Item Cluantity Item Quantity Decimal Amount 2
I‘eCOI’dS Item Unit Cost Item Unit Cost Currency Amount 3
Total Previous Payments Total Previous Payments Currency Amount 4
7_ You W||| not'ce that Schedule Value Total Completed to Date Total Completed to Date Currency Amount 5

has a hyperlink, select the link to
review source information.

Note: Due to the length of the SOV,
the additional columns to the right are
condensed in another screenshot to
be legible.

BUILD Boulder

Percentage Complete to Date
Previous Retai

Percentage Complete to Date
Previous Retai

Requested This Pericd
Retainage (This Period)
Total Retainage
Current Payment Dus
Balance To Finish

Reguested This Pericd
Retainage (This Period)
Total Retainage
Current Payment Dug
EBalance To Finish

Decimal Amount &
Currency Amount 7
Currency Amount &
Currency Amount @
Currency Amount 10
Currency Amount 11
Currency Amount 12

Move Up (Left)

Move Down (Right)
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Action By: Project Manager / Project Example
Coordinator / Planner

View Column
Mame: Scheduled Value
Data Source: Scheduled Value
Data Format: Currency Amount

Display Mode: View

Close

END TASK
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Change management takes place any time there is a change to scope, schedule or budget. Depending
on the type of change, it may impact contracts as well. A change may also require multiple updates e.g.
increasing a contract and increasing a budget.

The Change Order Proposal to Amendment Process is outlined in the help files and has a set pattern that

is followed. In short:

e Change Order Proposal is initiated through the “Hold for Amendment Incorporation” step.
e The Construction Agreement Modification is completed using the Change Order Proposal

amounts.

o0 Note: If the amount of the Amendment does not equal the amount of the sum of

incorporated Change Order Proposals, the Amendment will be sent to “Validate Amount

of Amendment” step.

e Return to the Change Order Proposal and complete the remaining steps.

The graphic below provides a rough overview of the relationship between the Change Order Proposal to

Amendment Process.

Complete through Hold for
Create COP "Obtain Approve Amendment
Signatures Incorporation

Change Order Proposal

Incorporate

Hold for
Amendment
Approval

Commit

Create t

Construction
Agreement |
Modification

Submit

Construction Agreement Mods

Incorporate COPs Submit

Obtain Signatures

& Update PO

Matify

Wendor

Complete
Remaining Steps

BUILD Boulder
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3.4.1 MANAGING BUDGET CHANGES (UPDATED 02/25/2020)

Goals How to manage changes to the estimated and approved budget.
Navigation Project>Change Management>Budget Changes
Action By Project Manager / Planner
Pre-requisites Approved baseline budget and approved funding allocation.
Related Files None.

Action By: Project Manager / Planner Example

1. Navigate to Project> Change § Budget Changes

Management>Budget Changes and ; croate | [ actons v | view [marecass ~ | (x| [0 ][5+ | [@
SeIeCt "Create"- Z @ RecordID , Funding R... Brief Description )

Note: The purpose of this business
process is to record the increase or
decrease funding on the budget.

Budget Funding Man.

Contract & Procurem

Budget Changes

2. In 00 — Project Information, note that = ce e fudort hanges - FropctNo. 0052 - Googl Crome

information is automatically
populated. Create New Budget Changes

@ colorado-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/ubc/1238/1258? _uref=uuu57

Budget Change  Line ltems

4 00 - Project Information

Project Number Status
P-0052
Project Name Creator
UAT Tesling lteration 3 Carl Stiegiitz
Project Planner Creatlon Date
Eric Soukup
W'D‘—I‘—:—‘—‘—rihmgn.hnpnmﬂm-ﬁnnghﬂwm
. racle Prenavera
3. In 01 - Change Information select 5 e-urifercraceindustiycomybp/otbpyrecord/awiube e

the approved funding request. Funding Recuiests

Search | Find on Page

a. Optionally, type the record that

starts on FR- to select it from the R LA i i
- FR-00MT 52,000 00 1672.00000 Alocated P0032
IISt- FR-O0018 10.000 00 1,630,000 00 ANocated P-0052
FR-0001S 35,000 00 1,043,000 00 Alocabed P-0053
FR-00014 $75.000 00 1.585.00000 Allocated P-D052
FR-00013 1000000 200.046,000 00 Allocated P-0052

FR-00012 10000000  201.116,00000 Request Approved
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Action By: Project Manager / Planner

Select “Line Items” from the top tabs.

Select “Add” to add a line item for the
budget change.

Note: Only record the new amount of
added funding, or reduction amount
for reduced funding.

a. Enter a short description for the
item.

b. Select the relevant cost code.
c. Add the amount.
Select “Save”.

a. Optionally, select “Save &
Add New” to keep adding line
items for each relevant cost
code.

After all line items are entered, select
“Send” to open the Workflow Action
Details screen.

Select “Submit” to send the budget
change for verification.

Select “Send”

BUILD Boulder

Example
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& colcrado stage il orscierduatry.compmon fon e oew/ bl | IV TZSET el s FS00003 303

Create New Budget Changes

S Crangs

N, §-T Cont Cote

Bhant Description

ot Ao v wmoe

. Q=

[ v om B Shwges - Pt . 9 0057 - Gommin Corr
@ colataro-tlicge-Lrd e sdaeiatuny Foem e e e it 7 TR

Workflow Action Details

4 Action Daotoils
Workfiom Aztam

Bt

™
e s
cc

4 Due Date Detats

Tt Dus Dats
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Action By: Project Manager / Planner

10. The recipient of the review receives
notification and opens the budget
change.

11. Select “Accept” to review the budget
change.

12. Select “Send” to open the Workflow
Action Detail screen.

13. Select “Update Budget” to validate
the budget change.

a. Optionally, select Cancel to not
allow the budget change to be
approved.

BUILD Boulder
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5 trwie P e v IR
T oo rage uriber oraceindustry o bp mod b recoril Toartah /1445 e undafred? unel - el TRI00015
Budget Changes vt e =
Matyet Crage Line R
ORI T Tamacue Cumedy 2 B s e i e
Q Genenal
Wo.p @ T2 Shert Desamptien S o Cade Mama B
nert Destvipnon *
8 W v — P TR — r
[[EyT—
Cost Code ©
[arenarae s - o
Cace Wama
S b rdatons
Suargon
Amsart
w000 00
Totat Arvost 00000

s - tost tal - Project - rome
Budget Change 05 Capital - Project No. P-0052 - Google Ch

@ colorado-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/14467/undefined/undet

END TASK
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3.4.2 MANAGING BUDGET TRANSFERS (UPDATED 02/26/2020)

Goals How to complete transfers between the cost breakdown structure that do not
increase or decrease the total budget.

Navigation Project>Change Management>Budget Transfers
Action By Project Manager / Planner
Pre-requisites Approved baseline budget.
Related Files None.

Action By: Project Manager / Planner Example
1. Navigate to Project>Change

Management>Budget Transfers and
select “Create”.

Note: The purpose of this business
process is to move budget between
line items, with a $0 end result.

2. In 00 - Project Information, note that
information is automatically

populated.
i}
3. In 01 - Justification enter required = e
information. J=

Create New Budget Transfers

a. Brief Description: A short
justification for the transfer.

Budget Transfer  Line llems

¥ 00 - Project Information

b. Amount: Populated from the line
items.

c. Description: Enter a more
thorough description of the Amount
transfer. 8000

Enter 4000 or fewer characters

4. Select “Line Items” from the top to
start entering costs.

5. Select the reason for the transfer. Reason * |
a. “Change Order EXpense” - .C|‘angc0:uc-r Expense .
change order amount not yet Cost Projection(s) _
included in the Iine |tem Exceeded Planned Budget

Reconcile / Close Line Item

b. “Cost Projections” —receive Dkt s
new cost projections. Other

c. “Exceeded Planned Budget” —
costs exceeding those
planned/allocated.
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Action By: Project Manager / Planner

d. “Reconcile/Close Line ltem” —
remaining funds not needed

for line item.

e. “Unbudgeted Expense” -

unexpected expense to the

project.

f. “Other” —reason not covered

in the above.

6. Enter comments as needed.

7. Select “Line Items” from the top tabs.
8. Select “Add” to add a line item for the

budget change.

Note: Include all line items needed for
items to which you are adding dollars
and items to which you are deducting

dollars for a net zero result.

a. Enter a short description for the

item.

b. Select the relevant cost code.

Note: Recommend adding all line
items (in the line item view), then do
the plus and minus amounts in the

grid view
c. Add the amount AS A

NEGATIVE AMOUNT to deduct
the amount from the line item

E.g. (-1,000)
9. Select “Save & Add New”.

10. Enter the same amount AS A

POSITIVE AMOUNT in one or more

line items where the cost codes
should be increased.

BUILD Boulder

Example
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=2 Fropect Mo, P-0052 - Goagh
@ celeande. vtage un fersenele nduttngeem by o

mested /b 12 4870 2607wl st FHO000

11. After all line items are entered, select
“Send” to open the Workflow Action
Details screen.

12. Select “Submit” to send the budget
change for verification. Must be net
$0 total.

Workflow Action Details X

a Action Datails
Workfiow Actions * Sana

= -

Tuss Do Ot & it i

13. The recipient of the review receives
notification and opens the budget
change.

o
14T urdolned/urduhned? _urel=uouSTI800015t3
Far

b 4
-] =

=] Budget Changes - test 05 Capital - Project No. P-0052 - Google Chrome
#& colorado-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/14467/undefined/undet

Workflow Action Details

14. Select “Accept” to review the budget
change.

15. Select “Send” to open the Workflow
Action Detail screen.

16. Select “Update Budget” to validate
the budget change.

a. Optionally, select Cancel to not
allow the budget change to be
approved.

4 Action Details

Workflow Actions *

Select -

Cance|

END TASK
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3.4.3 ISSUING A CHANGE ORDER BULLETIN (UPDATED 12/18/2019)

Goals How to issue a Change Order Bulletin.
Project>Change Management>Change Order Bulletin

Project Manager / Project Coordinator / Planner

Navigation
Action By

Pre-requisites
Related Files

Construction Agreement
Contractor Estimate

Action By: Project Manager / Project Example
Coordinator / Planner
1. Note the Change Order Bulletin s
Workflow. Revew
A
p— Svdsuce
h 4
Creation Submit » Review Appeove » End
'Y Iy
Revize Resubmit
h 4
Revisions Cancal.
A Nerts =
2. Navigate to Project>Change g B S Srey Balielta
Management>Change Order Bulletin EEREECRIIR | + Cowe | | Aders v | view | miReewss v | [ X|[C|[S ¥ ][
0 information & /,I Change...  Datelss.. Approv..  DesignFirm Contractor

3. Select “Create”.

B Document Manager &5

B Govemance Manage. . (5

= Gales

I Eudgel Funding Man. . 5

@ Creste New Change Order Bulletin - Project No. ICBO000ST - Google Chrome

@ colorado-stage-unifier.cracleindustry.com/op/mod/bp/record /new/uxcob/1308/6831

CRCEr -y | Create New Change Order Bulletin
W Change Management = [ EEUNSELRTIR I
Budget Change:
L 4 00 - Project Information
Change Order Bulle.. Project Number Status
UCB000067
Change Order Propo
& Aareen Project Name Cikitior

Page 147 of 320
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Action By: Project Manager / Project Example

Coordinator / Planner

In 00 — Project Information Greate New Change Order Bulltin st 0

4. Greyed fields will auto-populate as 403, Prjed 1
appropriate. = :

Enter data for red asterisked fields

Attachment, Comments, etc. may be
added using the buttons on the right-

hand side. kil ' o
In 01 — General Information. 4 01 - General Information
7. Select the Contractor and Design firm e T e ‘e e &
name from the pickers. S '
8. Enter data for other fields as known. Contractor Contact Name Design Firm Contact Name
Contractor Contact Title Design Firm Contact Title
Contractor Contact Email Design Firm Contact Email
ontractor Contact Phone Design Firm Contact Phone
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Action By: Project Manager / Project
Coordinator / Planner

In 02 — Description of Work

9.

Enter data for red asterisked fields

10. Enter data for other fields as known

1.

12.

13.

14.

Select Send to send the Business
Process into the workflow.

Select Save to save as a draft and
complete later

Select “Send” to open the Workflow
Action Details screen.

Select “Submit” to send the COB for
review.

Note: The “To” field is auto populated
with the PM, PC and Planner for
Review.

BUILD Boulder
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Example

4 (02 - Description of Work

Description of Work *

Specification/Drawing Revisions

Status of Existing Work

Have you attached all associated documents? (if NA, select Yes) *

Create New Change Order Bullatin O—_ !

Workflow Action Details X

4 Action Details

Workflow Actions * Send For
Submit v Review
To

Cari Stieglitz,Eric Soukup;Laney Shipman,Laurie Reed, Planners;Project Coordinators:Project Ma

4 Due Date Details

Task Due Data

@

Task Due Dale is nol available
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Action By: Project Manager / Project
Coordinator / Planner

15. The recipient Locates the task, opens
the record.

16. Select “Accept”
17. Review the information.

18. Select “Send” to open the Workflow
Action Detail screen.

19. Selecting Send opens Workflow
Actions

20. Select “Approve” is a terminal step for
the Business Process. Email
notifications is sent to all parties. (For
more information please see 3.10.3
Printing a Report, Custom Print or
State Form)

a. Optionally, select “Revise” to
send the Business Process to
the Creator for revision and
return for Review. Best
practice is to add Comments
for the reason to Revise.

b. Optionally, select “Send for
UCB Comments” sends the
Business Process to the
selected UCB Reviewer for
internal review and comment.

Note: When UCB review is needed,
send to Project Coordinator to route
through the Adobe review process. If
only one UCB reviewer is required,
could be sent through Unifier for
comment (depends on complexity of
document — Adobe markup is much
easier than Unifier markup at this
time).

Note: All Workflows will have a User
select “To” field.

Example

Change Order Bulletin

Change Grder Bullstin

Sent For

Review

Project Number Status

CU Boulder

PDS Help Files

Section 03 — Delivery
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Attachments  Comments  Linked Rect »  wa

Workflow Action Details

4 Action Details

Workflow Actions *
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Action By: Project Manager / Project
Coordinator / Planner

21. Select “Send”

22. Reviewer locates the task, opens the

record, and accepts the task.

23.
24.

All information is reviewed

Best Practice is to add Comments
regarding the review

25. Select Send

26. In this step Comment is the only

option and sends the Business
Process to the Review action for
review.

27.
28.
29.

The “To” field is auto populated
Select Send

Reviewer will then have the same
Workflow Action options as before,
based on UCB Comments received.

BUILD Boulder

Example

Workflow Action Details

4 Action Details
Workflow Actions *

Comment

Cari Stieglitz,Eric Soukup;Laney Ship

4 Due Date Details

Task Due Date

i

Task Due Date is not availabl

END TASK
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3.4.4 COMPLETING A CHANGE ORDER PROPOSAL (UPDATED 12/19/2019)

Goals

Navigation
Action By
Pre-requisites
Related Files

How to create and complete a change order proposal and maintain it for
inclusion in a modification.

Project>Change Management>Change Order Proposal
Project Manager (PM) / Project Coordinator (PC) / Planner
Construction Agreement

Change Order Bulletin / Contractor Estimate

The graphic below provides a rough overview of the relationship between the Change Order Proposal to

Amendment Process

3
g
- Complete through Hold for Hold for
2 Create COP "Obtain Approve Amendment Incorporate Amendment Commit End
s Signatures Incorporation Approval
z
2
g ' o
1 i I 1
1 I I I
- T 'l &
8 1 1 AR
§ Craata = = = - - - I | [—— . _.........—-j i_ _____ -
E Agreement SO Scomorsie COPS |—Submis & Update PO ::‘ngm Re:mr\q Steps
3 Modification
g
]
Action By: PM /PC / Planner Example
1. Navigate to Project>Change B Change Order Proposal
Management>Change Order este | [ Actons v | view [ marecoss v | [ X | (][5~ | [a
Proposal. P e s

Select “Create” to open a new record.

BUILD Boulder

Governance Manage. . B
Gales

Budget Funding Man_. &
Contract & Procurem.... 45

Change Management &

@ Create New Change Order Proposal - Project No. UCBO000ST - Google Chrome
& colorado-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/uxcop/1
Create New Change Order Proposal

Change Order Proposal Line items

4 00 - Project Information

Budget Changes Project Number Status
Budoat Translers UCBOD00GT
Chanoe Nerar Bulletin

Project Name Creator

Change Order Prop... |
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Action By: PM / PC / Planner
In 00-Project Information:

3.

Greyed fields will auto-populate when
a Contract/PO reference is selected

Enter data for red asterisked fields
(required).

Attachment, Comments, etc. may be
added using the buttons on the right-
hand side.

In block 01 — The Work & 02 — Reference
Information:

6.
7.

Enter data for red asterisked fields.

Greyed fields will auto-populate as
appropriate.

Greyed fields on the right-hand side
are sum formulas based on current
plus all past invoices.

Note: Change Order Bulletin
Reference and RFI Reference will
appear as selections from previously
approved Business Processes.

BUILD Boulder

Example

Create New Change Order Proposal

Create New Change Order Proposal

Change Order Proposal Line ltems

401

e Work

Description of Work *

CU Boulder

PDS Help Files
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Have you attached all associated documents? (if NA, select Yes) *

4 (2 - Reference Information

Change Order Bulletin Reference

Change Ordaer Bulletin No.

Change Order Bulletin Date

Page 153 of 320
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Action By: PM / PC / Planner Example
In 03 — Work Performed by Contractor: 03 - Work Performed by Contractor
9. Enter data for red asterisked fields. — 0.00
10. Greyed fields will calculate as 22, Labor Overhead (%) *
appropriate.
0.00
0.00
a. Ma
0.00
1als un(}
oo
Tot LM 5
0.00

B U | I_D Boulder Page 154 of 320



Action By: PM / PC / Planner

In 04 — Work Performed by
Subcontractor:

11. Enter data for red asterisked fields.

12. Greyed fields are formulas and will

calculate as appropriate.

13. Ensure the correct checkbox is
selected as only one or the other can

be chosen

BUILD Boulder

Example

04 - Work Performed by Subcontractor
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9, Direct Labor Costs

0.00
10a. Labor Overhead (%) *
0
10b. Labor Overhead (5)
0.00
1
0.00
12. Direct Materials Cost "
.00
13a. Materials Overhead (%)
0
13b. Materials Overhead ($)
0.00
14. Total Materials Costs
0.00
15. Total Equipment Costs *
0.00
6. Total Contractor's L, M & E Costs
0.00
17a. Subcontractor's Overhead (%)
01
17b. Subcontractor's Overhead ($)
0.00

18a. Subcontractor's Profit Addition

18b. Subcontractor's Profit ($ Add)

0.00
18c. Subcontractor's Profit Deduct

18d. Subcontractor's Profit (S Deduct)

0.00
18e. Subcontractor’s Profit ($)

0.00
19. Total Subcontractor's Costs

0.00



Action By: PM / PC / Planner Example

In 05 — Contractor’'s Overhead & Profit:

4 05 - Contractor's Overhead & Profit

14. Greyed out fields are formulas and
will auto-populate as appropriate.

Contractor's Markup on Subcontractor

In 06 — Contractor’'s Mark-up on 06 -
Subcontractor:

15. Greyed out fields are formulas and
will auto-populate as appropriate.

16. Ensure the correct checkbox is
selected as only one or the other can
be chosen.

In 07 — Subtotal CO Proposal:

17. Greyed out fields are formulas and
will auto-populate as appropriate.

4 (7 - Subtotal CO Proposal

Page 156 of 320
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20a. Contractor's Overhead (%)

10
200, actor's Over d (§
$0.00
21a. Contractor's Profit |
5
21b. Contractor's Profit (§)
£0.00
22. Contractor's Overhead & Profit
$0.00
23a. Contractor's Commission on Subcontractor (%)

23b. Contractor's Commission on Subec

24a, Contractor's Profit Addition

24b. Contractor's Profit {§ Add)

24c. Contractor's Profit Deduct

244d. Contractor's Profit (§ Deduct)

24e. Contractor's Profit

ctor's Markup

Subtotal C.0. Proposal

$0.00

$0.00

0 Subcontractor

£0.00



Action By: PM / PC / Planner

In 08 — Contractor’'s Bond Cost — 09
Grand Total CO Proposal:

18. Enter data for red asterisked fields.

19. Greyed fields are formulas and will
calculate as appropriate.

In 10 — Contract Time:

20. Check only one box and enter the
appropriate value. If the Contract
Time is Extended or Reduced, a
number not equal to 0 must be
entered.

21. Select Line Items at the top of the
page.
22. Select Add.

23. Enter data for red asterisked fields.

24. Greyed fields will auto-populate as
appropriate.

25. Select Cancel to cancel the current

entry

26. Select Save to save current entry.

Note: Optionally, can select Save &

Add New to save current entry and
add another.

Note: Total Amount must equal Grand

Total COP.

BUILD Boulder

Example

4 (08 - Contractor's Bond Cost

4 09 - Grand Total CO Proposal

4 10 - Contract Time

Create New Change Order Proposal

‘...
™

Totak: &
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Contractor's Bond Cost (%) *

Contractor's Bond Cost ($)
0.00

Are there additional bond and/or insurance
costs?

v

Additional Bond/Insurance Cost ($)

0.00

Total Contractor's Bond/Insurance Cost (§)

0.00

Grand Total COP (5)

0.00

Extended

No Change

Reduced

Extended/Reduced Calendar Days to Completion

o




Action By: PM / PC / Planner Example

27. Select “Send” to send the Business Workflow Action Details

Process into the workflow.
Alternatively, Select Save to save as
a draft and complete later.

4 Action Details

Send for Review

28. Clicking send opens the Workflow
Action Details

29. In this step “Send for Review” is the
only option.

Task Due Date
Note: “To” field is User select and
Recipient(s) must be selected.

30. Select “Send” to Send for Review

31. Recipient locates their Task, opens R
the record, and Accepts.

32. Reviewer reviews all data entry,
attachments, comments, etc.

Note: Attachment, Comments, etc.
may be added as necessary. e S

33. Select “Send” or “Save” to open the oot
Workflow Action Details screen.

34. Recipient locates, opens and
accepts the task.

Note: In this step the PC will obtain Attachments

signatures outside of Unifier and
upload the executed agreement and
purchase order to Unifier.

35. Select the hamburger icon in the
upper left corner and navigate to
Print>Custom....

B U | |_D Bﬂ“lder Page 158 of 320
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HTML

PDF
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Review

Terminate Record
Transfer Ownership.
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Action By: PM / PC / Planner Example

36. Select “SC-6.311" to highlight the
correct output. Print

X
37. Ensure the format is PDF.
38. Select “Print” to generate the PDF. Custom Print Template
39. Save the PDF for upload into Title N
DocusSign.

SC-6.311 Change Order Bulletin

Template and Format

Template

SC-6.311 v
Format

PDF v

40. Route agreement through DocuSign
with applicable attachments and
routing document.

41. Upon executed agreement, request
PO from Marketplace.

42. Wait until all signatures are obtained
with any relevant documents.
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Action By: PM / PC / Planner

43.

44,

45.

46.

47.

48.

After all signatures are obtained,
return to Unifier and open the
accepted task.

Enter remaining data for red
asterisked fields.

Attach executed agreement and
Purchase Order.

Select “Send” to open the Workflow
Actions Detail screen. .

Select “Approve” to send the
Business Process to the Hold for
Amendment Incorporation step. At
this step the Change Order Proposal
is available to be incorporated into an
amendment.

a. Optionally, select “Return” to
send the Business Process
back to the Review step. As a
best practice comments
should be included as to the
reason for Return.

b. Optionally, select “Reject
w/Comments” to terminate the
record.

“To” field is User select and
Recipient(s) must be selected.

Select “Send”.

49. After a Construction Agreement

50.

Modification (CAM) is created, the
Creator will locate the Change Order
Proposal (COP) to be incorporated.

Open the COP to be incorporated. A
new block, 01-Amendment

BUILD Boulder

Example

Workflow Action Details

4 Action Details
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Action By: PM /PC / Planner

Incorporation will appear in order to
reference a CAM once the record is
Accepted.

Select the select button and select
the CAM that you want to incorporate
the COP from the list.

Select “Send” to open the Workflow
Action Details screen.

51.

52,

53. Select “Incorporate” to send the
Change Order Proposal to the Hold

for Amendment Approval step.

54. Optionally, select “Reject

w/Comments” to terminate the record.

Select “Send”

Wait until the Construction
Agreement Modification (CAM) is in
the “Close Incorporated COPS” step.

55.
56.

When the CAM is in the Close
Incorporated COPs step, Creator will
locate, open, and accept the record.

57.

Select “Commit” to confirm the
incorporation. Note this is a terminal
step for the Business Process

58.

a. Optionally, select “Return to

Incorporate” sends the COP to

the Return to Incorporate.

Note: The COP must be manually
removed from the CAM in the
Construction Agreement Modification
record and the CAM reference
removed in the COP record. Ask
someone for more help if you get
stuck.

b. Optionally, select “Reject

w/Comments” to terminate the

record.

Note: “To” field is User select and
Recipient(s) must be selected.

59. Select “Send".

BUILD Boulder
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Example

Rncord 10

Workflow Action Details b4

4 Action Details

Send For

Workflow Actions *

Rejact wiComments

Incorporate

Workflow Action Detalls

4 Action Details

END TASK
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3.4.5 MODIFYING A CONSTRUCTION AGREEMENT (UPDATED 03/11/2020)

Goals

Navigation
Action By
Pre-requisites
Related Files

How to consolidate change order proposals into a construction agreement
modification, including generating state forms.

Project>Change Management>Construction Agreement Modifications
Project Manager (PM) / Project Coordinator (PC) / Planner
Construction Agreements

Change Order Proposal / Contractor Estimate

The graphic below provides a rough overview of the relationship between the Change Order Proposal to

Amendment Process

2
§
g Complete through Hold for Hold for
s Create COP Approve Amendment Incorporate Amendment |- Commit End
% Signatures Incorporation Approval
g b o
1 i I 1
i I I I
- - L &
8 I I - '
= Craata = = = - - - I | J—— . -.....-...-! I_ _____ -
Construction Obtain Signatures Mot c
g iz Submi Incorporate COPs | Submit % Undoss 7O v:‘r:m Ry Skps
g
]
Action By: PM /PC / Planner Example

1. Navigate to Project>Change
Management>Construction
Agreement Modifications

A Nerts

e Construction Agreement Modifications

Task Manager 2 |+ Crestew—_actions v | View | All Records » X

0 Information 3 : WF - PO Revision Amend... Amour
2. Select “Create”. ST EPYROEN e ¢ SC.5 21 DEE Amendment
Note: This file will demonstrate R - SC-5.4 CMOC Amendment
modifying a SC-6.4 agreement. oye We - SCADOR LS v
Budget Funding Man... o (RN R PP 4
Not_e: There are workflow (WF) Contract & Procurem.... €D
options for the type of agreement you Chinge Matgemant 6

are requesting. Choose the
appropriate agreement. Each
agreement has similar but different
required fields for data entry

Budgel Changes

Budget Transfers
Change Order Bulletin
Chanzs Toiss Tronn |

Construction Agree...

Professional Agreem.
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Action By: PM / PC / Planner
In 00 — Project Information:

Note: The type of amendment is
shown in the top left-hand corner.

Greyed fields will auto-populate as
appropriate.

Enter data for red asterisked fields.

Attachment, Comments, etc. may be
added using the buttons on the right-
hand side.

In 01 - Contractor Information

6.

Greyed fields will auto-populate
based on the Original Contract
selected below.

In 02 - Purpose of Amendment

7.

Enter data for red asterisked field;
explain the background of the
amendment.

Note: Blocks 01 and 02 are consistent

for all agreements, with slight field
name variations accordingly.

BUILD Boulder

Example

Create New

4 01 - Contractor Information

Address 1

Address 2

Address 3

State/Province

4 (2 - Purpose of Amendment

Purpose of Amendment "
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Action By: PM / PC / Planner Example
In 03 - Contract Recitals:

ontract Recitals

8. Enter data for red asterisked fields. . =
9. Greyed fields will auto-populate it i B 1

based on Contract/PO chosen 0.00
10. “Amount of this Amendment” is a sum Fixed Limit of Design & Construction Cost (5) *

of Cost Line Items 0.00

Original Obligation to Pay ($)

0.00
Previous Approved Amendments

0.00
Amount of this Amendment

0.00
Revised Obligation to Pay ($

0.00
Appropriated Funds ($)

0.00

In block 04 — Time of Completion & 05 4 04 - Time of Complefion

Principal Representative: Date of Substantial Completion *
11. Enter data for red asterisked fields. s

Note: Principal Representative
defaults to ‘Ronald L. Ried, Direct, IS N A,
Business Services’ but is editable via Ronald L Ried, Director, IS Business Services s
the drop-down menu.

4 05 - Principal Representative

12. Access Modification Recitals at the Construction Agreement Modifications

top Of the page fwes SC-6.21 Cost Line llems COPs
|

13. Select Add l Add Actions
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Action By: PM / PC / Planner Example
14. Enter data for red asterisked fields Line item Details ¢
15. Select “Cancel” to cancel the current
entry 4 00 - General
16. Select “Save” to save current entry Recital Sequence *

17. Select “Save & Add New” to save

current entry and add another.
o . Description *
Note: Purpose of Modification

Recitals is to itemize all changes to

the agreement as part of the
amendment. This may include scope
changes, dates, cost, etc. The bulk of
the narrative detail is derived from :
Modification Recitals

Note: Standard language for recitals
is included in Section 5.

Save & Add New

Construction Agreement Modifications

COPs  Moccasen Rectals // |
' ity Comisn  Uistad Picor” tmtst 3 |50 |

18. Select “Send” to send the Business
Process into the workflow. Select
“Save” to save as a draft and
complete later.

19. Clicking “Send” opens the Workflow Workflow Action Details X

Action Details screen. ,
4 Action Details

20. In this step “Submit” is the only option N SsdFor
and sends the record for “Incorporate Submit = i B
COPs”, B

21. Select “Send” AriAnne Gillland;Bea Antequera;Cari Stieglitz;Cloud Eric Soukup Ann auri

4 Due Date Details

Task Due Date

Task Due Date Is not available
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Action By: PM / PC / Planner

22.

23.

24.

25.
26.

Only COPs that have been
Incorporated into this CAM via the
COP Business Process will be
populated

Note: Incorporation of COP(s) will
occur in the next workflow step
(Incorporate COPSs) in the Change
Order Proposal BP.

Note: Refer to the graphic
demonstrating the relationship
between the Change Order Proposal
to Amendment process.

In addition to incorporating COPs,
Cost Line Items may be added in this
step as well.

Cost Line Items is accessed at the
top of the page.

Select “Add”

Line Items can be added individually
by clicking Add and choosing “Lump
Sum” from the options shown.

BUILD Boulder

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Example

Toeat: 1

Create New Construction Agreement Modifications

Modifies SC-6.4 Cost Line Items COPs Modification Recitals

Add v Actions w y T w Q,
Lump Sum Amount
Unit Cost

Modify Committed Line Item
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Action By: PM / PC / Planner Example

27. Enter data for red asterisked fields Send Sme = v

28. You can cancel the entry by clicking
“Cancel” at the bottom of the page

. . B Cost BreakDown
29. Clicking “Save” or “Save & Add New” BTl
at this point will give you an error 4 00 - Contract Line item
message until you enter a Cost e T— a3

Line ltem Details

. Lumg Sum 001
Breakdown for the Line
Short Description ~ COP Reference
- =
Item Quantit
0
T f N sure L J
v 0
Item U st Not Costed Qu ty
0.00 o
Amount * Costed Amount
0.00 0.00

30. Access Cost Breakdown at the top of
the page

31. Select the + symbol and choose the
associated Cost Code

32. Enter Amount.

Note: more than one Cost Code may
be assigned to a single Line Item.

Note: Not Costed Amount must equal
0.00 for a Lump Sum entry

33. Select “Save” to save the Cost
Breakdown to the Line entry

Note: Not Costed Quantity must equal \' \4

0 for a Unit Cost entry

34. Select “Cancel” to cancel the entire
Contract Line entry

35. Select “Save” to save the Cost
Breakdown to the Line entry
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Action By: PM / PC / Planner

36.

37.

38.

39.

40.

41.

42.

43.

Optionally, selecting “Modify
Committed Line Item” from the “Add”
button drop down displays all
committed line items in the contract.

Double select or highlight and
select “Select” to choose the Line
Item to Modify.

Enter the Change Amount for Lump
Sum.

Note: Not Costed Amount must equal
0.00 for a Lump Sum.

Select ‘Cancel” to cancel the entire
Contract Line entry

Select “Save” to save the Cost
Breakdown to the Line entry.

After the record is sent into the
workflow, the recipient locates the

Task, opens the record and accepts.

The incorporated COP(s) are now
visible in the COPs tab.

Note: “Amount this Amendment” is
now populated with the total of all

incorporated COPs and Cost Line
ltems.

Select “Send”

BUILD Boulder

Example

Commit Line ltem Picker
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COPs  Moafication Recitals

Tesal: 1
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Action By: PM / PC / Planner Example

44. In this step, “Submit” is the only Workflow Action Details X
option and is pre-selected.

a. If the total amount of the &t &

COP(s) does not equal the Workflow Actions * Send For

Total Amount of the Submit Obtain Signatures and Updat
Amendment, the Send For will To

say “Obtain Signatures and AriAnne Gillland;Sea Carl Eric Soukup Ann .
Update”.

4 Due Date Details

Task Due Date

Task Due Date Is not avallable E

b. If the total amount of the Workflow Action Details X
COP(s) did not equal total
Amount of the Amendment
(cost line items were added in
addition to incorporated COPs, =
for example), the BUSineSS Cari Stieglitz,Eric Soukup;Laney Shipman;Laurie Reed.Planners; Project Coordinators; Project Ma
Process will be sent to
“Validate Amount of
Amendment”.

4 Action Details

Workflow Actions " Send For

Submit Validate Amount of Amendmen

4 Due Date Details

Task Due Date

Note: In this case, the Amendment
will be routed back to you for 0

additional information. Continue to Task Due Date is not available

modify until the COP(s) are equal to

the Total Amount of the Amendment. \

45. Select “Send”.

<& UAT Testing teration 3 - Home LIAT Testing Iterat

46. Recipient locates their Task and A nos
opens the record. - o

Task Manager = -+ Cread Actions w Vel Al Tasks v -4 3 -
Tasks

Business Pro...  Record Number Title

Drafts

CAM-00006 BIGSTUF-I(

0 information

COP-00010

47. Select “Accept” to open the record.
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Action By: PM / PC / Planner

48.

49.

50.

51.

52.

53.

54.

55.

Enter data for red asterisked fields.
Some of the fields will be reset, while
some remain populated with previous
entries but remain editable.

Note: 01-Validate amount of
Amendment is a new required block.

Review previous entries and modify if
necessary. lItis allowed for an
amendment total to not equal total
amount of COP(s). Itis best practice
to enter Comments that indicate the
what changes, if any, were done.

Select “Send”

Clicking send opens the Workflow
Action Details

In this step “Submit” is the only
option.

“To” field is User select and
Recipient(s) must be selected.

Select “Send” to send for Obtain
Signatures and Update

Recipient locates their Task, opens
the record and Accepts.

BUILD Boulder

Example
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Fd
&
Workflow Action Details X
4 Action Details
Workflow Actions " Send For
Resubmit v Obtain Signatures and Update
Cari StieglitzEric Soukup,Laney Shipman;La ReedP &l 0f Coordinators, Project Ma

4 Due Date Details

Task Due Date

Construction Agreement Modifications
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Action By: PM / PC / Planner Example

56. Recipient locates, opens and
accepts the task.

Note: In this step the PC will obtain
signatures outside of Unifier and
upload the executed agreement and
purchase order to Unifier.

57. Note the Construction Agreement
Number.

58. Navigate to Reports>SC-6.4 CMGC
Amendment (6.0B to the 6.4) and
selects to open the report screen.

59. Ensure the format is PDF. R TR TS ST

60. Under Search Parameters, select
the Construction Agreement
number.

ORACLE Pri

« ” SC-6.4 CMGC Amendment (6.0B to the 6.4)
61. Select “Run Report” to generate the

PDF.

62. Save the PDF for upload into
DocusSign.

63. Route agreement through
DocuSign with applicable
attachments and routing document.

64. Wait until all signatures are
obtained in DocuSign.

65. Update PO in Marketplace.

w3,  STATE OF COLORADO
Tu'% OFFICE OF THE STATE ARCHITECT
s STATE BULDINGS PROGRAM

Cortact 10 s

3 vty of Comrmin Bensons
BT . B st st 4 s F i

66. Return to Unifier and open the
modification task.

67. Enter data for red asterisked fields
once known.

68. Add Attachment, Comments, etc. as
necessary.

69. Select “Send” to open the Workflow
Action Details screen.
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Action By: PM / PC / Planner

70.

71.

72.

73.
74.

75.

76.
77.

78.

79.

80.

81.
82.

83.
84.
85.

Select “Notify Vendor” to send the
Business Process to Close
Incorporated COPs. At this step
Creator returns to the COP(s)
incorporated into the CAM to
“Commit” the COP(s).

a. Optionally, select “Decline” to
send the Business Process to
the Creator for revision. Best
practice is to add Comments
for the reason to Decline.

Both Workflows will have a User
select “To” field.

Select “Send”

If Revision is selected:

Creator locates and Accepts the
task.

Reviews Comments provided and
makes corrections as requested.

Open Workflow Actions

In this step the Creator has two
Workflow options.

Select “Resubmit” to resend the
Business Process to the “Obtain
Signatures and Update” step.

a. Optionally, select “Cancel” to
terminate the record.

Both Workflows will have a User
select “To” field.

“Obtain Signatures” will then have the
same Workflow Action options as
before (Notify Vendor or Decline).

If “Notify Vendor” is selected:

Recipient locates, opens, and
accepts the task

Review all information provided
Enter data for all red asterisked fields
Select “Send”

BUILD Boulder
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Workflow Action Details

4 Action Details

Workflow Action Details

4 Action Details
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Action By: PM / PC / Planner

86. Clicking send opens the Workflow
Action Details

87. “Request SOV” is the only option.
Notice is sent to the Contractor.

88. Select “Send”

89. Contractor locates, opens, and
accepts the task

90. Enter the Cost Breakdown by clicking
+icon

91. Select the CBS code.

Note: More than one CBS code may
be allocated to a Cost Line Item.

92. Enter the Amount

Note: Not Costed Amount must equal
0.00 for a Lump Sum entry.

93. Select “Save”
94. Select “Send”

BUILD Boulder

Example
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Workflow Action Details X

4 Action Details

Workflow Actions *

Request SOV

To

Send For

v Request SOV

Brandon Miliner,Cloud coadmin,Enc Soukup;Laney Shipman; Laurie Reed Confractor

4 Due Date Details

Task Due Date

Construction Agreement Modifications

CBS Picker

q

CBS Code

Task Due Date is not available

Lne e Detats  Atichments  Linkad iscortn
— |
O & Mot Conted Amcurd : 43740
O e Coat Code Coal Mame
—
ot 0 p—

Aftachments  Linked Records

TSI By Cost BreakDown
Mot Costed Amount : 0.00
Short Description Amount

¥ 482760
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Action By: PM /PC / Planner Example

95. Clicking send opens the Workflow Workflow Action Details X

Action Details _ _
4 Action Details

96. “Submit for PM Review” is the only Workfiow Actions * ~ sendFor
option. Submit v PM Review

97. Select “Send".

To

Brandon Millner, Cari Stieglitz.Cloud coadmin;Eric Soukup;Laney Shipman Laurie ReedPlanners;

4 Due Date Details

Task Due Date

Task Due Date is not avaiabie

— i

Workflow Action Details

98. PM locates, opens, and accepts
the task 4 Action Detalls

Workflow Actions *

99. PM reviews all data

100. Select “Send” in the upper right-
hand corner of the record to open
the Workflow Action Details.

101. Select “Execute” to complete the
business process.

a. Optionally, select “Send for
Revisions” to send the
Business Process back to the
“Request SOV” step

102. Select “Send” on Workflow Action
Details

END TASK
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3.4.6 MODIFYING A PROFESSIONAL AGREEMENT (UPDATED 02/26/2020)

Goals How to manage a professional agreement modification, including generating
state forms.

Navigation Project>Change Management>Professional Agreement Modifications
Action By Project Manager / Planner
Pre-requisites Approved Professional Agreement
Related Files None.

Action By: Project Manager / Planner Example
. . &% Budget and Funding for Help File - Home UcBE » Budget and Fund

1. Navigate to Project>Change e

Management>Professional - o Professional Agreement Modifications

Agreement Modifications @ Task Manager Bl | Foreate | Actons w | view | AuRecords v | X

0 nformation f

SeIeCt Create. B8 Document Manager & E- #  State Contract Vendor Amend... Amao

Selecting “Create” opens the 5 Sl

modification available according to B

. . MW Budget & Funding Managemant

the project delivery shell template. I N

Note: There are workflow (WF) 5 S Moosonnent

options for each type of agreement :”"" :"’:'"

. . t Transfers

modification. Each agreement \___:fmwmm

modification has similar but different o e B

required fields for data entry e oyt MRS

Professional Agreement Modifications
. Create Mew Professional Agreement Modifications =

4. Note the type of amendment is shown . oo

in the top left-hand corner. [= et
5. Greyed fields will auto-populate as —

appropriate.

Enter data for red asterisked fields.

Attachment, Comments, etc. may be _ '

added using the buttons on the right- i

hand side. i ]

B U | |_D Boulder Page 175 of 320



Action By: Project Manager / Planner

8. In 01 - Design Firm Information note
Design Firm information will auto-
populate based on the Original
Contract selected below.

9. In 02 - Purpose of Amendment,
explain the background of the
amendment.

Note: Blocks 01 and 02 are consistent
for all agreements, with slight field
name variations accordingly.

10. In 03 - Contract Recitals:

11. Enter data for red asterisked fields.
Greyed fields will auto-populate
based on Contract/PO chosen

12. Amount of this Amendment is a sum
of Cost Line Items

BUILD Boulder

4 01 - Design Firm Information

Example
Design Firm Name
Iress
iress 2
Iress 3
Zip s
State/Province
4 02 - Purpose
Purpose of An
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Action By: Project Manager / Planner

13. Note the Principal Representative.

14. Cost Line Items is accessed at the
top of the page.

15. Select Add

16. Enter data for red asterisked fields

17. If an existing Line Item is Referenced,
Short Description and Cost Code will

auto-populate

18. Enter data for additional fields as
appropriate

19. Select Save to save current entry

20. Select Cancel to cancel the current
entry

21. Select Save & Add New to save
current entry and add another.

BUILD Boulder
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Example

F Limit of Constru 1 (8
0.00
rigin blig Pay (S
0.00
Previous Approved Amendments
0.00
Amount of this Amendment
0.00
Revised Obligation to Pay (§)
0.00
Appropriated Funds ($)
0.00
4 04 - Principal Representative
Principal Representative *
Ronald L. Ried, Director, IS Business Services -

Create New Professional Agreement Modifications

Contract Amendment 5.2 Cost Line Items Modifications

2] Add Actions w . v

N,u./: “=  Cost Code Code Name Amount

Line Mem Details

4 00 - General

= N e
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Action By: Project Manager / Planner

22. Modification Recitals is accessed at
the top of the page.

23. Select Add

24. Enter data for red asterisked fields

Note: Standard recital language is
provided in Section 5.

25. Select Cancel to cancel the current
entry

26. Select Save to save current entry

27. Select Save & Add New to save
current entry and add another.

28. Select Send to send the Business
Process into the workflow. Select
Save to save as a draft and complete
later.

BUILD Boulder
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Example

Create New Professional Agreement Modifications

Contract Amendment 5.2  CostLine ltlems | Modifications
——

Add | | Actions v ; v | Q

Ne(: SO Description Recital ...

Line Item Details ¥ N

4 00 - General
Recital Sequence *

Select v

Description *

B e

Professional Agreement Modifications

Creale
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Send For

Obtain Signatures and Update

[ =N

View| Al Tasis v X s v | [a
Business Pro.. Record Number Title
3 Professional Agre. . PAM-00005 DIGDPEXC

Atachments  Comments  LikedRmcords  LnkedMai )

Action By: Project Manager / Planner Example
29. Clicking send opens the Workflow Workflow Action Details
Action Details
4 Action Details
30. In this step Submit is the only option. T D
31. “To” field is User select and S
Recipient(s) must be selected. L
32. Select Send to send for Obtain
Signatures and Update 4 Due Date Details
Task Due Date
Task Due Date is not available
&4 UAT Testing lteration 3 - Home ABProjcts > UAT Testing Heral
33. Recipient locates their Task and ==
opens the record. '
@ @ Origin
: Q - UAT Testing At
34. Select Accept to open the record. Professional Agresment Modifications
Contract Amedment 5.2 Cost Ling Nemms. Modsicatons
35. Recipient locates, opens and
accepts the task.
Note: In this step the PC will obtain
signatures outside of Unifier and
upload the executed agreement and
purchase order to Unifier.
36. Note the Construction Agreement
Number.
37. Navigate to Reports>SC-5.2 CMGC

Amendment (6.0B to the 5.2) and
selects to open the report screen.
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Action By: Project Manager / Planner

38. Ensure the format is PDF.

39. Under Search Parameters, select
the Professional Agreement
Number.

40. Select “Run Report” to generate the
PDF.

41. Save the PDF for upload into
DocusSign.

42. Route agreement through
DocusSign with applicable
attachments and routing document.

43. Wait until all signatures are
obtained in DocuSign.

44. Update PO in Marketplace.

45. Return to Unifier and open the
modification task.

46. Enter data for red asterisked fields
once known.

47. Add Attachment, Comments, etc. as
necessary.

48. Select “Send” to open the Workflow
Action Details screen.

49. Select “Notify Vendor” to send an
email notification to the Vendor and
any others CC'd. Note this is a
terminal step for the Business
Process.

a. Optionally, select “Decline” to
send the Business Process to
the Creator for revision. Best
practice is to add Comments
for the reason to Decline.

50. Select “Send”.

BUILD Boulder

Example

ORACLE Primavera |

B SC-5.2 CMGC Amendmaent (5.08 1o the 5.2)
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401 . Design Firm Information

Workflow Action Details

4 Action Details

Workflow Actions *

Notify Vendor

Decline

Send For
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Action By: Project Manager / Planner Example
51. If “Revision” is selected: Workflow Action Details X
a. Creator locates and Accepts 4 Action Details
the taSk. Workflow Actions " Send For

b. Reviews Comments provided
and makes corrections as
requested.

Open Workflow Actions

d. In this step the Creator has
two Workflow options.

e. Choosing Resubmit resends
the Business Process to the

Obtain Signatures and Update \
step.
f. Choosing Cancel is a terminal B

step for the Business Process.

g. Both Workflows will have a
User select “To” field.

h. Obtain Signatures will then
have the same Workflow
Action options as before
(Notify Vendor or Decline).

END TASK
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3.5.0 INTRODUCTION

Communication happens throughout the project formally and informally. In our PDS system we have
formalized some communications in order to capture information for reporting or tracking of “whose” court
it is in.

Communication can be initiated at any point in the project.
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3.5.1 CREATING AGENDAS AND MEETING MINUTES (UPDATED: 03/12/2020)

Action By: Project Team

Goals

Navigation
Action By
Pre-requisites
Related Files

How to create a meeting agenda and take meeting minutes. Minutes include
capturing key decisions, taking notes and assigning action items.

Project>Communication Management>Meeting Minutes
Project Team

Discuss standard agenda content with the project team.
3.5.2 Creating and Updating Action Items

Example

Sage Test Project - Ho..

.,
pe ]

All Projects >  Sage Test Project

1. Navigate to Project>Communication
Management>Meeting Minutes A e Meeting Minut
' & Mailbox + eeting Minutes
2. Select “Create”. ® Task Manager Actions v | View X
Note: Meeting agendas can be I - @ Meeting Type Mooting Dato and ... __Subj
prepared in advance of the meeting. M= Document Manager & Test
Workflow allows both an “Approve” B Capital Governance
and a “Document Meeting Results” M Govenance Manage
output. If creating as an agenda, do = Gates
not enter results until the actual o B Budget Funding Man... &
meeting, or after the meeting. This file  |NEE—_s—-
will assume you are creating the
. . . Im Change Managemen
minutes in the meeting. _
I Communication Man
Meeting Minutes
Action ltems
a. Optionally, copy from the last Meeting Minutes
meetlng type -+ Create Actions w View | AllRecords w X v Q, ¥ 7
H|gh||g ht the meeting Zi-- @l Meeting Type Meeting Date and ... Subject Status
2020-03-03 08:00 AM Construction Progr Pending

Select the Gear Icon to open
the options window.

Open 2020-03-T0 US.00 P
2020-03-05 08:00 AM

2020-02-27 08:00 AM

Progress Meeting #3  Completed
Progress Meeting #2  Completed
Project Status Completed

Select “Copy without
Attachments”.

BUILD Boulder

Print - HTML

Print - POF.
Print - Custom
Transfer Ownership

Terminate Record
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3. In 00 - Project Information tab, note
greyed fields will auto-populate.

4. In 01 - Meeting Details, enter data for

red asterisked fields.

5. In 02 — Meeting Location Details,
enter data for red asterisk fields.

Note: It is a good idea to fill in the
location information as it can be used
for future meetings when copied.

6. In 03 — Summary, enter the meeting
purpose.

7. Select “Business Items” at the top of
the window.

8. Select “Add”.

BUILD Boulder
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Example

4 00 - Project Information

Project No.

Project Name

Project Planner

Eric Soukup

Project Manager

Eric Soukup

Project Coordinator

Eric Soukup

Primary Contact

Eric Soukup

4 01 - Meeting Details

Record 1D

Creator

Laurie Reed

Creation Date

Status

Subject * Meeting Date and Start Time *
Meeting Title 04/17/2019 01:00 PM (UTC-8 g
Meeting Coordinator Meeting Type *
Laney Shipman * 0= Pre-Construction v
4 02 - Meeting Location Details
Meeting Location Name ™ City
On Site Boulder
Address State/Province
Construction Ave co v
Zip
11100
4 03 - Summary
Purpose
Construction Coordination with Project Stakeholders
Create New Meeting Minutes
Meeating .'.'..nu:eela'.ed Issues Attendees
= _-'?';A-::mns v y v Q
No. @ == #* ltem Name/ Description Repeatin...  Further Actio... Assigned To
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Action By: Project Team Example
9. In 00 - Business Item Detail, enter 4 00 - Business Item Details
agenda items. Name / Title *
10. Select a “Business Iltem Type” as Introductions
either a One Time Item or a Standard
Agenda item.
. Details
Note: Selecting Standard Agenda i
Intros

Iltem carries it over to the next
meeting.

Business Item Type *

One Time Item -

Item #

11. After or during the meeting, enter the
outcome in 01 - Meeting Conclusion
Details.

12. If the item was a key decision,
change to “Yes”.
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13.

14.

15.

16.

17.

18.
19.

20.
21.

Under 02 - Follow Up Action
Required, if there is additional action,
complete this section.

Enter Data for red asterisked fields

a. If Further Action Required is
Yes, then an Action Item is
auto created. (See Help File
3.5.2 Creating and Updating
Action ltems)

Enter the description of the action
item needed.

Select the due date of the action
item.

Select the Unifier user that the action
item will be assigned to.

a. If the actual person
responsible is not a Unifier
user, select External Assignee
as “Yes”.

Enter the Ext. Company Name.

Enter the name of the actual person
responsible for completing the task.

Select the priority.

Select the action item approver.

BUILD Boulder

Example

4 02 v U
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Action By: Project Team Example

22. If further action is required, note 03 - 4 03 - Resolution Details
Resolution Details & 04 — Other The fields below will be auto-populated from the associated action
Information, these fields are for item record, if one exists for the business item. Action Item Record #

and Action Item Status are read only, and are only populated with

traCkmg Action ltems Only' values if an Action Item record is related to the Business Item

23. Enter “Line Item Status” as Pending.
24. Select “Save”.

25. Optionally, select “Save & Add New”
if there are more agenda or meeting
line items to add.

Brief Summary of Actions Taken

Start Date
Action Item Complete Date

Action Item Status

4 04 - Other Information
Short Description

Introductions

Line Item Status

Pending v

=l B BT

26. If issues arise during the meeting, Create New Meeting Minutes
Se'eC_t “Related Issues” at the tOp of Meeting Minutes @ Related Issues @
the window.

27. Select “Add”. E] (8 o v | [C][5

No. o @ <= Selectedlssu... Create New? Title

Note: Issues should be added if they
impact scope, schedule or budget.
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28. Change “Create new issue?” to yes.

Note: Per Instructions, existing risks
& issues will be available for
selection, or Creating a new issue will
auto-create a new risk & issue. (See
Help File 3.6.1 Managing Risks &
Issues)

29. Optionally, if the issue already exists,

select the issue from the picker.
30.
31.
32.

Enter data for red asterisk fields
Select “Save”.

Optionally select “Save & Add New”
to add more line items.

BUILD Boulder
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Example

4 Instructions

Either select from an existing issue, which will then auto-populate the
issue title and details fields, or, you can create a new issue by
checking the create new issue box, and then entering in the issue
details

Selected Issue #

&

Create new issue? *

Yes

Brief Description *

2 additional construction projects in area

Risk Category *

Planning

x

Description

Coordination between all Projects stakeholders will be
necessary.

New Issue Record #

Cancel ] Save Save & Add New
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Action By: Project Team

33. Select “Attendees” at the top of the
window.

34. Select “Add”.

35. In 00 — Invited Attendee Information,
add invitees and if they attended.

If the invited attendee is already in the
system, a new window will open for
you to select the attendee.

36. Enter other invited attendees, not
already in the system and other fields
as known.

37. Select “Save”.

38. Optionally, select “Save & Add New”
to enter more items.

BUILD Boulder

Example

Create New Meeting Minutes

Meeting Minutes ~ Business Items  Related Issues
= Eg Actions 7 = v Q o)

No. “ @ <2 Attendee Name Title

Company

Line Item Details o

4 00 - Invited Attendee Information

If the invited attendee is a already identified in the system, then click
the “"select” button below, and then the person’s information will auto-
populate. If the invited attendee is not identified within the system
you will need to type in the person’s information

Invited Attendee (selector)

In Attendance?

Yes 7]

Include in next meeting?

Yes v |

Attendee Name

Betty Builder

Mobile Phone

| 5678901234 |

Work Phone
8901234567 \

*

Short Description

Required attendance |

{ Save l Save & Add New )
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Action By: Project Team Example

39. Select “Send” to open the Workflow

40.

.

42.

43.

Action Details screen.

Altendeas
a. Optionally, select “Save” to
create a draft to complete
later.
. . Create Now Meeting Minutes
To email the agenda or meeting s B T s
minutes out, including non-Unifier P
users, select “Print” from the drop- — e .
down menu. g i g e
Laurn et - 0= Omar
Select “PDF” or “HTML”"
Note: HTML will give you a more 4 02 - Meating Location Detats

User-friendly format. “Custom” is not
an option in this instance.

Selecting your format will display this
window.

Select “Yes”.
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Action By: Project Team

44,

45.

46.

47.
48.

49.

50.

51.

52.

In “Print Options” uncheck the
“Workflow Progress” box.

Select “Print”.

Manipulate page to display all you
need for your meeting agenda.

Select “Print”.

Save as a PDF for emailing agenda
to attendees.

Note: This may also be done to send
out meeting minutes after the record
has been final edited and approved.

If the steps above were for creating
the Agenda only, wait until the
meeting occurs.

During or after the meeting, recipient
accept the task to edit.

Update all line items with most recent
information.

If needed, Recipient can add new
relevant information that were not
included by the Creator in the editable
fields at the top of the window.

BUILD Boulder

Example

CU Boulder
PDS Help Files
Section 03 — Delivery

Release Date: 4/16/2020

Print Options

Show

[] showan

| Upper Form

| Workflow Progress

All Steps

@ Visited Steps
Sort By

Completion v Ascending v

+/ Line item List
General Comments
Record Attachments

Comments

Line item detail Form
Attachments

Comments

Mesting Minutes

4 00 - Project Infomaton
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53. Select “Send” to open the Workflow
Action Details screen.

54. Select “Approve” to complete the
meeting minutes.

a. Optionally, select “Review” if
more review is need.

b. Optionally, select “Cancel” to
cancel the minutes without
issuing or approving them.

55. Select “Send”

BUILD Boulder

Example

Workflow Action Details

4 Action Details
Workflow Actions *

Review

Eric Soukup X | Laurie Reed X

CcC

Laney Shipman

4 Due Date Details

Task Due Date

Task Due Date is not available

i
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END TASK
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3.5.2 CREATING AND UPDATING ACTION ITEMS (UPDATED: 10/24/19)

Goals How to view, edit and reassign action items. Includes updating the progress
of the action item on a weekly basis.
Navigation Project>Communication Management>Action Items
Action By Project Team

None.
3.5.1 CREATING AGENDAS AND MEETING MINUTES

Pre-requisites
Related Files

Action By: Project Team Example

Sage Test Project - Ho...

2

All Projects >  Sage Test Project

1. Navigate to Project>Communication
Management>Action Items.

Alerts
Mailbox &

Action ltems

A
-

2. Select “Create”. o @ Ao v | View X
Note: If another process or individual © information E- @ AssignedTo Brief Description Pri
assigns you an action item, you will B Document Manager ¢ [Ee2 @ Eric Soukup Test Hig
be notified via tasks and skip to Step M Capital Goverance ® AriAnne Gililand  Make me coffee (please)

13. M Governance Manage rd @ Eric Soukup Test
Gales = #  Eric Soukup Test
@ Eric Soukup Test Planning

Budget Funding Man... &

Diana Kennedy Deliver Crack Cookies

Contract & Procurem

Change Managemen!

-
|
|
=
=

Communication Man... &
Meeting Minutes

Action ltems

. . -P Inf T
3. In 00 — Project Information note s casbicliaio

. . Project No. Statu
greyed fields will auto-populate as e —
appropriate.

Project Name Creator
Laurie Reed

Project Planner Creation Date

Eric Soukup

Project Manager Record 1D

Eric Soukup

Project Coordinator

Eric Soukup

Primary Contact

Eric Soukup
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4. In 01 - Action Item Information, enter
information.

Enter data for red asterisk fields.

Enter “Assigned To” as the person
who will be completing the Action
ltem.

7. Enter “Action Item Approver” as the
person who will final review the Action
was completed by the “Assigned To".

8. Mark “External Assignee” as yes, if
the person assigned is not a Unifier
user. Note that the “Assigned To” will
still be responsible for ensuring the
task is complete and updating it in the
system.

9. In 02 — Additional Details, enter the
work that needs to be done. Enter
notes/resolution as a recommended
path to be confirmed by the assignee.

10. In 03 —Details on Action Taken, note
greyed fields will be populated later in
the workflow.

11. In 03 — Related Business Processes,
note greyed fields only be populated if
the Action Item is populated from
another BP (Meeting Minutes or
Punch List).
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CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Example

4 01 - Action Item Information

scription ® Assigned To *

Eric Soukup v O=

ity $5i
High v v
Start Da
Action ltem Complete Date
Action Item Approver Email E-Mail

= -
laurie.reed@sagemethod.com eric.soukup@sagemethod.com -5
Action Item Approver *
Laurie Reed v D=

4 02 - Additional Details
escription

Work needs to be completed ASAP to avoid schedule implications!

Notes/Resolution

4 03 - Details on Action Taken

Brief Summary of Actions Taken

4 04 - Related Business Processes
Action ltem Type Punch List Record #

Manually Created
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12. In 04—Related Business Processes, if
the action item was created by
another process, note example to the
right shows it populated.

13. Select “Send” to open the Workflow

Action Details screen.

14. Optionally select “Save” to save as a

Draft to complete later.

15. In the Workflow Action Details screen,

note “Submit” is the only option.

16. Select “Send”.

17. Action Item is sent to the Assignee for

Action.

18. Assignee receives notification of a
new Action Item and will locate the

Action Item in their Tasks.

19. Open Action Item and select

“Accept”.

BUILD Boulder
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Example

4 04 - Related Business Processes

Action Item Type Punch List Record #
Meeting Minutes
Meeting Number Punch List Line Iltem

MM-000003 0
Meeting Minutes Line Item

Agenda Item #1

Create New Aclion llems

Action ers

Workflow Action Details

4 Action Details
Workflow Actions *
| Submit =
.ST:nc_F.c.:
Action
To

Eric Soukup;All Project Users

4 Due Date Details

Task Due Date

&

Task Due Date is not available

Action Items
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20. In 01 — Action Item Information, note
some fields remain editable to allow
the Assignee to Re-assign to
someone else.

21. When an Action is re-assigned, the
“Assigned To” field must be changed

to the new assignee.

22. In 03 — Details on Action Taken,

enter the action taken prior to moving

to the next step in the workflow.

23. Select “Send” to open the Workflow

Action Details screen.

24.
Draft to complete later.

25.

26.
Process to the Review Step.

27. Optionally, select Reassign to send

the Business Process to the Assignee

and remains in the Action Step. The
system will automatically define the
“To” based on the User selected
“Assigned To" field.

Note: If Reassigning, you must
change “Assigned To” field in 01-
Action Item Information Block first.

28. Select “Send”.

BUILD Boulder

Optionally, select “Save” to save as a

In the Workflow Action Details screen:

Select “Review: to send the Business

CU Boulder

PDS Help Files

Section 03 — Delivery
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Example
4 01 - Action ltem Information
Brief Description Assigned To
Go to Work Laurie Read * O=
Priority External Assignea?
High Yas v
Start Date External Assignee Name *
041232019 Laurie Reed
Action item Complete Date Ext. Company name *
Lazy Bones Decorating
Action Item Approver Email E-Mail
laurie ree{l@sagemelnoﬂ com faurie. reed@sacemelnod com
Action ltem Approver
Laurie Reed
4 03 - Details on Action Taken
Brief Summary of Actions Taken *
| will re-assign to our site superinlendent
Workflow Action Details X
4 Action Details
Workflow Actions *
v
To
Laurie Reed All Project Users
4 Due Date Details
Task Due Date
Task Due Date is not available
——
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Action By: Project Team Example

29. Assignee will receive notification of ——— ‘
the Action Item and locate it in their i O
Tasks B ichmmi Crmmas (ke Ran et T

30. Select “Accept” to start reviewing the
task.

Note: No fields are editable at this
step. Only review is possible.

31. After review is done, select “Send” to Workflow Action Details ¥
open the Workflow Action Details _
screen. 4 Action Details

Workflow Actions *

32. Select “Complete” to finish the Action
Item. Note this is a terminal end to the
Business Process.

a. Optionally, select “Return” to
send the Business Process Start typing f stions -
back to Assigned To person.

b. Optionally, select “Cancel” to
end the Action Item without
completing.

33. Select “Send”.

=

END TASK
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3.5.3 COMPLETING ASI'S (UPDATED 03/04/2020)

Goals How to complete Architect Supplemental Instructions (ASI).
Navigation Project>Communication Management>Architect Supplemental Instructions
Action By Project Manager / Project Coordinator / Planner / AE
Pre-requisites Construction Documents
Related Files Construction Documents

Action By: PM /PC / Planner / AE Example

1. Navigate to Project>Communication 4 Budget and Funding for Help File - Home Ucs > Nond > Budgetand Fi
Management> Architect
Supplemental Instructions.

2. Select “Create”.

Architect's Supplemental Instructic

-+ Create Actions w View | All Records

.. @ ASINo.  Description of Cha...
m Document Manager
m Govemnance Management

Gates

Budget Funding Management

Contract & Procurement Management

Change Management

Communication Management
Action ems
Architect’s Supplemental Instructions

Meeting Mmuies

3. Fill in data for red asterisked field. 4 00 - Project Information
ASI number should be sequential Project Number Status
. . UCB000067
4. Note: Greyed fields will auto-populate
as appropriate Project Name Creator
Budget and Funding for Heip File Laurie Reed
Project Planner Creation Date
Eric Soukup
Project Manager Record ID
Eric Soukup
Project Coordinator Design Firm ASI Ref.
Eric Soukup
Primary Contact
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Action By: PM /PC / Planner / AE Example
5. Enter data for red asterisked fields 01 - Vendor Information
6. Enter additional data as appropriate Fomco T — H‘ -

Note: Selecting a “Design Firm Name”
W|” auto populate other deS|gn Contractor Contact Name Firm Contact Name *
contact fields.

Contractor Contact Title Firm Contact Title *

Contractor Contact Email Firm Contact Email *
7. Enter data for red asterisked fields 4 02 - ASI Details

Instructions

8. Enter additional data as appropriate

This AS1 is NOT an authorization to proceed

Potential Cost Impact *

v
Potential Schedule Impact *

Code Impact? *

No v

Description of Change/Work *

Drawing Sheet(s) No.

Drawing Sheetis) Notes
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02- ASI Details continued

9. Attachments, Comments, etc. can be
added in the right-hand view.

Note: this can be done in any step

10. Attachments may be annotated by
clicking the gear icon then selecting
“Review”.

Note: Never select “AutoVue Review.

BUILD Boulder
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Example

Drawing Sheet(s) Notes

Specification Section

- =
Specification Section(s) Notes
Status of Existing Work
Have you attached all associated documents? {if NA, select Yes) *
Send Save =
L
Attachments Comments Linked Records Linked Mail s
i
B Name ®. [ Tie

\4 4 Unpublished Attachments
o v Carpet Tlles.pd!
Review
AutoVue Review
Download

Revise

Remove
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Action By: PM /PC / Planner / AE Example

11. Review window opens displaying
selected file attachment.

] Mobaas Gro

12. Clicking the push pin in the
Comments window opens the
annotation tool bar.

~ 2T

13. Enter annotations and associated = _
comments. ... i~

14. Uncheck the “Hide” box.
15. Select “Post”

Note: All annotations and comments
are located on the right-hand side.

16. Select “Send” or “Save” Architect’s Supplemental Instructions i

Architects Supplemental insiructiony

Note: Need to close the Review
screen to get back to this “Send or il
Save” option. »

17. Clicking Send opens Workflow Action Workflow Action Details ;
Details screen

18. In this step submit is the only option. /%" P4

Workflow Actions * Send For
19. Select “Send”. ASI is sent for review. Submit = Review

To

Cloud aney aurfe Reed:P ofect Coordi Project

4 Due Date Details

Task Due Date

2020-01-17 09:09 PM

20. Reviewer accepts to open the record.

Architect’s Supplemental Instructions
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21. All information is reviewed

a. Attachments, Comments, etc.
can be added as appropriate

22. Select “Send”

23. Select “Send for Review” to send the
ASI for Review and Comment.
Reviewer selects recipient(s).

Note: If more than one Reviewer, all
recipients must respond before the
ASI can progress.

a. Optionally, select “No
Additional Comments” sends
the ASI for Comments
Response

b. Optionally, select “Revise”
sends the ASI to Revisions.
Revisions step can cancel the
ASI or revise and resubmit to
Review step.

24. Select “Send”.

25. Reviewer(s) locates, open, and
accepts the task

26. All information is reviewed

Note: Reviewer(s) can review
attachment annotations and
comments or add their own by
accessing “Review” in the gear icon
drop down. Additional attachments
can be entered as well. Refer to steps
10 through 15.

27. Select “Send” or “Save”

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workflow Actions *

Send for Review
No Addtl Input

Revise
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28.

29.

30.

31.
32.

33.

34.

35.

Select “Submit Comments” to send
the ASI for Comments Response.

a. Optionally select “Revise” to
send the ASI back to the
Creator for revision and
resubmit, or the Creator may
cancel the ASI.

Select “Send”.

Reviewer(s) locates, open, and
accepts the task

All information is reviewed

Attachments, Comments, etc. can be
added as appropriate

Select “Send”.

Select “Issue ASI” to complete the
business process.

a. Optionally, select “Send for
Review” to send the ASI to
Review and Comment
workflow step.

Select “Send”

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workfiow Actions *

Architect's Supplemental Instructions

| Workflow Action Details

| 4 Action Details

rork *
Workflow Actions
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Send For

Send For

END TASK
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3.5.4 SUBMITTING A REQUEST FOR INFORMATION (UPDATED 01/09/2020)

Goals How to submit a Request for Information (RFI) and manage the response.
Navigation Project>Communication Management>Request for Information
Action By Project Manager (PM) / Project Coordinator (PC) / Planner / Contractor
Pre-requisites Construction Documents / Construction Agreement
Related Files Construction Documents

Action By: PM/PC / Planner / Example
Contractor

. ) ) ) Budget and Funding for Help File - Home UCE > F > Budget and Fundi
1. Navigate to Project>Communication

Management>Request for
Information.

Alerts

oot & Request for Information (RFI)

Task Manager reate Actions w e| All Records «

Information g / § FRFINo.  Brief Description
Document Manager &

Governance Management

2. Select “Create”.

A
&
=
L]
-
=

Gates
Budget Funding Management
Contract & Procurement Management

Change Management

Communication Management
Action ltems
Architect's Supplemental Instructions
Meating

Request for Information (RFI)

Create New Request for Information (RFT) el S8 = »

3. In 00 - Project Information note
greyed fields will auto-populate as
appropriate.

Enter data for red asterisked field. e e g

Attachment, Comments, etc. may be
added using the buttons on the right- R — :
hand side. 5]
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Contractor

6. In 01— Vendor Information, enter
information.

Enter data for red asterisk fields.

Choosing Contractor and Design Firm
from the drop down or Select button,
auto-populates some of the red
asterisked fields.

9. Fillin other fields as applicable.

10. In 02 — RFI Question
11. Enter data for red asterisked field.

12. Enter Proposed Solution as
applicable.

BUILD Boulder

Example

01 - Vendor Information

Contractor Name "

Subcontractor Name

4 (2 - RFI Question
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Design Firm Name "

Firm Contact Name "

Firm Contact Title *

Firm Contact Email *



Action By: PM / PC / Planner /
Contractor

13. In 03 —RFI Information, enter data for
red asterisked fields.

14. Enter data for other fields as
applicable.
a. Source is the where the RFI
came from.
b. Affected area is the location
for the RFI.
c. Discipline can be multi-select if

needed.

Note: Specification Section options
will be available when a
Specifications Section Business
Process is completed for the project.

Note: Block 04 information is meant
for Owner. Cannot enter a risk here,
can only select one already entered
under Risks and Issues. The
Contractor will not be able to enter a
risk.

15. Attachments can be annotated by
clicking the gear icon.
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Example

4 03 - RFI Information

Brief Description *

Required Date *

Source

Affected Area

Discipline

Drawing Sheet{s) No.

Drawing Sheet(s) Notes

Specification Section

Specification Section(s) Notes

Have you attached all associated documents? (if NA, select Yes) "

Attachments

Name

on

Page 206 of 320

mments  Linked Records

£ - Easy Oven Baked Pale..



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Action By: PM /PC / Planner / Example
Contractor
16. In 04—Cost & Schedule Information ‘::mrf’ftcjc‘“}:’fd“'e OG0
and 05 — Answer Details O -
17. Enter data from drop down as known. . ) .
otential Schedule Impact
Note: Greyed fields will auto-populate v

as appropriate

4 05 - Answer Details

Answer

Answer Signed By

Answer Signed Date

18‘ Se'ect “Send” to Open the Workﬂow Create New Requests for Information (RF1) @ "
Action Details screen. oo

19. Optionally select “Save” to save as a
Draft to complete later.

20. In the Workflow Action Details screen, Workflow Action Details X

note “Submit” is the only option. _ _
4 Action Details

21. Select “Send”. v P
22. RFl is sent for Review. v e
To
Note: The task due date is auto- AriAnne Gilliland;Bea Sth Ann Dunklau:Lsuri...

assigned to five days (excluding
holidays and weekends). If you need
an expedited review, contact the asDus lale
reviewers independently. The RFI will 2020 e:10 n v
move to the next step as soon as all
responses are received.

4 Due Date Details
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Action By: PM / PC / Planner /
Contractor

23.

24.

25.
26.

27.

28.

29.

30.
31.

In this view, Reviewer can reference
an existing record or create a new
RFI record by clicking the “tool” icon
and Copy>Without Attachments.

Reviewer receives notification of a
new RFI and will locate the RFI in
their Tasks.

Open RFI and select “Accept”.

Review all information provided.

Risks & Issues may be added in this
step by accessing the tab at the top of
the window.

Note: Adding Risks & Issues is not
available in the Create step.

Select “Add”.

Chose an existing record from the
selection window, or enter data for
the red asterisked fields to create a
new record.

Select “Save”.

Select “Cancel” cancels the current
entry.

BUILD Boulder

Example

Request for Information (RFl)
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-+ Create Actions w View | All Records = x y = v Q,
N —
.- B RFINo.  Brief Description Status Cost Im
-E]- RF1-00001 Confirm paint color for room 1-109  In_Review Yes
Request for Information (RFT) ot =
—. | oo oo /r', ey 3 [¥2
Request for Information (RFI)
RFI
= =2] Add Actions = y v Q,
No. v/.-- T2 Selected |... Create N... Title Risk Categc

Line Item Details

Selected Issue #

Create new issue? "

Yes

Brief Description *

Excavation depth

Risk Category

wee

Other

Description *

Existing chilled water lines close to excavation area
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Action By: PM / PC / Planner /
Contractor

32. Reviewer clicks “Send” or “Save”.

33. Reviewer chooses the appropriate
workflow action:

a. “Send for Review” sends the
RFI for Review and Comment.
Reviewer selects recipient(s).
If more than one Reviewer, all
recipients must respond.
Review and Comment can
forward for Comment
Response or send for
Revision.

b. If sent for Revision at this step,
the RFI can be canceled or
sent back for Revise by the
Creator.

c. “No Addt'l Input” sends the
RFI for Comments Response.
This sends the RFI to the
Response step.

d. “Revise” sends the RFI back
to the Creator for revision and
resubmit.

34. Select “Send”.

35. In “Comments Response” Responder
select “Accept” to activate.

36. Review all information.

Note: Only section 05-Answer Details
is editable.

37. Responder must issue a response in
the red asterisked block.

a. Greyed fields will auto
populate when response is
sent.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

RV v oo Jmation (RFT)

Answer Signed By

Answer Signed Date
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Action By: PM /PC / Planner / Example

Contractor

38. Select “Send” to open the Workflow S T o
Action Details screen.

39. Responder choses the appropriate Workflow Action Details X
workflow action.

4 Action Details

a. ‘“Issue Response” sends the
RFI to Acknowledge. A

Recipient must be selected.

P Actions ¥ Sand Fo
Workflow Actions Send For

b. “Send for Review” send the
RFI to the Review and
Comment. A Recipient must
be selected.

40. Select “Send”

Request for Information (RFT)

41. Select “Accept” to activate i / =

Request for Information (RF)

42. Review all information

43. Select “Send” to open the Workflow
Action Details screen.
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Action By: PM / PC / Planner /
Contractor

44. Note in this step “Acknowledge” is the
only option and is pre-selected.

Note: Acknowledge must occur. If a
revision is required, or the creator has
an issue with the response, a new
RFI must be submitted.

a. Thisis a terminal end the
business process.

45, Select “Send”.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

END TASK
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3.5.5 SUBMITTING A REQUEST FOR SUBSTITUTION (UPDATED 03/04/2020)

Goals How to submit a Request for Substitution (RFI) and manage the response.
Navigation Project>Communication Management>Request for Substitution
Action By Contractor / Project Manager (PM) / Project Coordinator (PC) / Planner
Pre-requisites Construction Documents
Related Files Construction Documents / Substitution Request Back-up

Action By: Contractor / PM /PC/ Example
Planner
<% Budget and Funding for Help File - Home ucE > 3 Budgetand Fundi
1. Navigate to Project>Communication A Aets
Management>Request for = Maibor
Substitution. i Mo

0 Information
2. Select “Create”. [ —

| Govemance Management

Request for Substitution
4+ Create Actions w View |_,ﬂetorcs_-_ X

{-+ Brief Description Spec No. Spec Name

= Gales
I Budget Funding Managemant
m Contract & Procurement Management

I Change Management

@

I Communication Management
Action ftems
Architeel's Supplemental Instructions
Meating Minutes
REgueat fne imiormation (RF])

Request for Substitution

. . 0 - '
3. In 00 — Project Information note el . i

greyed fields will auto-populate as
appropriate.

Project No. Status
Project Name Creator
Laune Reed

Project Planner Creation Date
Eric Soukup

Project Manager Record ID

Eric Soukup

Project Coordinator

Eric Soukup

Primary Contact

Eric Soukup
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Action By: Contractor / PM /PC /
Planner

4. In 01 - General and 02 - Details,
enter information.

5. Enter data for red asterisk fields.

6. Fillin other fields as applicable.

7. In 03 — Proposed Solution

8. Enter all data as applicable.

9. In 04 —Difference

10. Enter data for red asterisked fields.

11. In 05 —Reason

12. Enter data for red asterisked fields.

BUILD Boulder

Example

4 (02 - Details

Spec Title

Proposed Substitution

Manufacturer

Trade Name

Manufacturer Phone

04 - Difference

4 05 - Reason

son for not providing spe
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Action By: Contractor / PM /PC /
Planner

13.
14.

15.

16.

17.

18.

19.

20.

21.
22.

In 06 - Savings

Enter data as applicable.

Line Items are used to add
attachments relevant to the request.

Select “Add” to add a Folder (see
step 23) or a Line Item

A new window opens in the right-
hand pane

To enter a Line Item, add associated
document by clicking the paper clip
icon

Selecting “Browse” allows attachment
of files from your computer.

Note: Files uploaded from your
computer will automatically be
archived in Document Manager.
Documents uploaded here should
already follow standard naming
conventions, see Section 5.

Selecting “Document Manager” opens
the document management window.
Drill down until you come to the file
you wish to attach.

Select “Save” or “Save & Add New”

Selecting “Cancel” cancels the
current entry.

BUILD Boulder

Example

4 06 - Savings

Savings to Owner for accepting substitutions
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Proposed substitution changes Contract Time
(Days)
0
0

Create New Request for Substitution

Reguest for Substitution

Add Actions

I Foider

Lina [tem

{E} W Attachments

Line item Details

4 00 - General

File

Document Type

a /

Short Description

Document Type Regarding

Browse

Document Manager.

Save & Add New
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Action By: Contractor / PM /PC/ Example

Planner

23. Optionally, Folder(s) may be added to Folder Details =2
contain multiple files for a specific —_—
folder. Name *

24. Enter data as applicable
25. Select “Save” or “Save & Add New” Folder Path

a. Selecting “Cancel” cancels the
current entry.

=

26. To add files, highlight Folder Request for Substitution  Line Items
27. Select “Import Attachments” E— TN MR,
Add v BRGNS  View Commenis by: | Ay
Q 3 Import
Name Import Attachments ./.'" Document 1
4 I Atta
= Consolidate Line ltems
03 B
T g bl " e e
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Action By: Contractor / PM /PC /
Planner

28. Select “Browse” locate the file(s) to
add, or file(s) may be dragged into

the window to add.

29. Select “Upload”

Select “Save” or “Save & Add New”

a. Selecting “Cancel” cancels the
current entry.

30.

Note: Files added as a Line Item are
located under “Attachments”. Files
added via the add Folder option are
located under the specific Folder (in
this example “Flooring”)

31. Attachments may be annotated
comments entered by clicking the
gear icon, then “Open”. Optionally,
the file may be opened by clicking on

the file name.

32. New window opens enabling markup

and comment.

Write a comment or select the Push
Pin icon in the Comments box. This
opens a task bar with annotation type
options.

33.

Note: A list of all attachments are on
the left. Documents may be opened
from this list.

BUILD Boulder

Example

Advanced Options
File Uplaad Optona
# Inctads refereece e

pbusd foes My Computer

# Revise aulematicaly If file with same name exists.
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Action By: Contractor / PM /PC/ Example
Planner

34. Record annotation(s) and Eainct s, Lo —
comment(s). User should uncheck
the Hide box so their comments can
be viewed by others

35. Select Post ﬁ.,it.,.. 5 [ [ [ 7 |

1 Pestedby Shewall

_] Lo Aeed University of Colormte A
Fage I Recommended i1y
.

——r—r— Lausnie Mieod Untvarslty of Colornde A

36. Markups made will disappear but be :
recorded in the posted markups o l
below the Comments box. Repeat
this step as needed.

Reguesied color in rectangle. Advise B ofher color b ln be wed

e00000

quest for Substitution send tawe = v

37. Select “Send” to open the Workflow _ -
Action Details screen. S— Il

38. Optionally select “Save” to save as a
Draft to complete later.

39. In the Workflow Action Details screen,  Workflow Action Details X

note “Submit” is the only option. -
4 Action Details

40. Select “Send”. o Aot Send For
Submit L4 Review
To
Cloud aney aurie Entity;Planners;Project Coordinators;Pr...
cc

4 Due Date Details

Task Due Date

@

Task Due Date is not available

o i
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Action By: Contractor / PM /PC /
Planner

41.

42.

43.
44.

45.

46.

47.
48.

49.

Reviewer receives notification of a
new Request for Substitution and will
locate the Request for Substitution in
their Tasks.

Open Request for Substitution and
select “Accept”.

All data is reviewed.

File(s) associated with the request
are in “Line ltems”

The Reviewer can review all
comments and annotations by
clicking the gear icon, then “Open”.
Optionally, the file may be opened by
clicking on the file name.

New window opens enabling
reviewing of Requestor’'s markup and
comment.

All information is reviewed.

Selecting a comment box on the right
shows the annotated page

Reviewer may make comments and
annotations as needed, per previous
steps.

BUILD Boulder

Example
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Action By: Contractor / PM /PC /
Planner

50. Select “Send” to open the Workflow
Action Details screen.

51. Optionally select “Save” to save as a
Draft to complete later.

52. Clicking send opens Workflow Action
Details screen

53. Select “Approve” to complete the
Business Process.

a. Optionally, select “Revise” to
send the Request for
Substitution back to the
Creator. Creator will accept
the task, Revise and Resubmit
back to Review.

b. Optionally, select “Reject” to
terminate the Business
Process.

54. Select “Send”.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workflow Actions *

Revise

Reject

4 Due Date Details

Task Due Date

Task Due Date is not available

END TASK
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3.6.0 INTRODUCTION

Risk and issue management is ongoing throughout the project. Any risk or issue should be captured as
soon as it is identified. Additional information and mitigations should be added as the risk or issue is
monitored.
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3.6.1 MANAGING RISKS & ISSUES (UPDATED 11/12/2019)

Goals How to submit a Request for Information (RFI) and manage the response.
Navigation Project>Risk Management>Risks & Issues
Action By Project Team
Pre-requisites None
Related Files None

Action By: Project Team Example

Sage Test Project - Ho... AllProjects > Sage Test Project

1. Navigate to Project>Risk
Management>Risks & Issues.

2. Select “Create”.

E
2

— ® Risks & Issues

TManager @ Actors v | view X

Information e #  Brief Description Status Risk Priority

Note: Risks & Issues does not have
workflow.

Document Manager &5 o3 Test Open Medium
Capital Governance @ Enter Risk or Issue here Open High
Governance Manage...

Gates

Budge! Funding Man... &5

Contract & Procurem

P8
A
=
L)
=
=
m
=
=
=
=
-

Risk & Issue Manage... =

Risks & Issues

In General section:

Enter data for red asterisk fields.

Note greyed fields will auto-populate.

o o s o

Select “Contract Reference” if
associated to a contract.
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Action By: Project Team

7.

10.

If the Contract Reference select is
chosen, find available contracts for
the project.

Double-select on the contract you
are referencing to select it.

In 01 — Description, enter information
about the risk.

In 02 — Estimated Costs, enter
estimates as known.

Note: “Probable Case Amount” is a
sum of line items.

BUILD Boulder
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Example
[&] Create New Risks & Issues - Project No. P-0005 - Google Chreme
@ https://colorado-stage-unifier.oracleindustry.com/bp/mod/bp/record/new/uri/11717_uref=uuu24571904712
Contracts
Q
Record Nu... Title Vendor Name Contract Amount Pending Changes  Approy

4 Super Vendor
4 P-0005
Cco Test Contract Super Vendor 105,000.00 0.00
4 Sage Method
4 P-0005

Cco Example Contract Sage Method 185,000.00 0.00

4 01 - Description
Description

Additional hazardous materials found

4 02 - Estimated Costs

Best Case Amount

7.000.00
Worst Case Amount
12.000.00
Probable Case Amount
0.00
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Action By: Project Team

11.

12.

13.
14.

15.

16.

17.

18.
19.

20.

21.

In 03 — Risk Details / 04 — Resolution,
enter additional risk information.

Note: If risk information changes as
the project progresses, return to this
screen and add or edit information as
needed.

Under 04 — Resolution, add the
actions to be completed, the
mitigation, if the risk is realized.

Select “Line Items” from the top.
Select “Add".

In the new line item, select Cost
Code from drop down or select from
the list.

Enter “Short Description”.

Enter “Amount” as the probable
amount.

Select “Save”.

Optionally, select “Save & Add New”
to add new line items.

Attachments or Linked Records can
be added as needed.

Select “Submit” to publish the Risk or
Issue.

BUILD Boulder

Example

03 - Risk Details
Risk Category "

Environmental

Risk Priority *

High

Legal Review Required *

No

Change Order Bulletin Required

Yes

4 04 - Resolution

Action to Resolve

Materials removal and disposal ant

Create New Risks & Issues

= Actions =

CU Boulder

PDS Help Files
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Forecasted Resolution Date

v 04/18/2019 =
Scope Change Required

v Yes -
Schedule Impact (Days)

=
Schedule Change Required

v Yes -

cipated to start in one week

Ho. o @ T2 CostCode Codie Name Shirt Descrpbion Ameunt

Line ltem Details C Attachmenis  Linked Records : :

General
Cost Code ™
A10-20-03 30 20
Code Name
Special Foundations

Short Description *

More costs

Amount

Create New Risks & Issues
RSk and lssue Line items

END TASK
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3.7.0 INTRODUCTION

Scope management is essential to managing design and execution of design.

Scope starts out at a high level when the project is first created and is expanded, improved and approved
as the project progresses through the phases. Scope should be updated as changes are known.

Design reviews can follow three of the following scenarios, depending on the project:

e In-House Design WF: UCB Staff creates and provides the drawings and specs (designed in
AutoCAD).

e No Design Firm WF: Project Scope Development Form and sketch are created by the project
manager.

e Design Firm WF: Contract with an A/E Firm who provides the drawings and specs.
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3.7.1 ENTERING SPECIFICATION SECTIONS (UPDATED: 03/04/2020)

Goals How to enter the initial specification sections.
Navigation Project>Scope Management>Specification Sections
Action By Project Manager
Pre-requisites Defined spec sections for the project and/or an approved contract.

Related Files None.

Action By: Vendor

1.

In Unifier, navigate to Scope
Management>Specification Sections
and select “Create”.

Note: Specification Sections is used
to capture the specification sections
that are documented in multiple
business processes.

In 00 — Project Information, select the
following:

“Status” is set to Active

“Specification Section Number”: The
number of the section e.g. CSI
Masterformat in a format like 03-30-
00.

“Spec Title”; The name of the section.
Select “Submit” to save and close.

Repeat until all spec sections are
entered.

Alternatively, use import to bring in all
the Specification Sections.

BUILD Boulder

Example

ORACLE' Primavera Unifier (Davelopment)

Wl Company Wark.. AT Testing Iter... -+

& UAT Testing Heraton 3
A Aerts
- Muibox

B Task Manager

LI B B BN B B
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Action By: Vendor

9. From the main screen, select
“Actions” and “Export CSV Template”.

10. Open the Excel document and enter
in all the Spec Sections.

Do not modify any of the Excel
document structure, including adding
or removing columns. Widening the
column to show full text is okay.

11. Enter each field for all rows needed.

Ensure to copy down the H into all
rows that need to be imported. The
“H” stands for header and is language
that helps Unifier know where to put
it.

12. Save and close file.

13. From the main screen, select
“Import”.

BUILD Boulder
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Example

ORACLE' Primavera Unifier (Development)

il @&  companyWork... UAT Testing Iter... -+

& UAT Testing lteration 3. All Projects >  UAT Testing lterat

A Alerts

Specification Sections
Mailbox

Task Manager &+ + Create @:ew All Records | x

Information + @  sww: mport ication Section Title

+ {E} Active xport CSV Template Process Piping

Permissions

Bulk Edit

Print »
Budget Funding Man

Transfer Ownership.
Contract & Procurem

. Terminate Record

Change Management &

Communication Man... &3

Risk & Issue Manage... f

File Home Insert DOraw Page Layout Formulas Data Review View Help

ﬁj X cut catibri Juoou oA oA = = =) ¥ 22 wi
Paste (D(DDS‘ N — - - — -
- <F Format Painter & ! u-E- oA £ = = = E Bw
Clipboard R Font R Alignment
D15 - fi
A B = 2] E F G

1 Imgort Business Process Records

2 Note: Do not change column structure

3 Do not enter symbaols, such as currency or digit grouping, in the numeric fields.

4 Enter a negative numeric value using these formats only: -123456.99 or -123456,99.

5 Please enter the attachment names separated by "' in the next available column after the last data element present for Recor
&

T H Specificati Spec Tithe Status

& H 481913 Electrical Power Generation Battery Charging Equipment  Active

9 H 481916 Electrical Power Generation Inverters Active

10 H 481919 Electrical Power Generation Solar Tracking Equipment Active

n l=
12

13

14

ORACLE’ Primavera Unifier (Development)

& UAT Testing lleration 3. All Projects >  UAT Testing lterat
y Alerts

Specification Sections
Mailbox

Task Manager Y+ Create Actions w | View | All Records ¥ J -4
Information f  staws ication Section Title

+ ko3 Active  Export CSV Template Process Piping

Permissions

Bulk Edit

Print »
Budget Funding Man.

Transfer Ownership.
Contract & Procurem

Terminate Record

Change Managemen

Communication Man

Risk & Issue Manage. . &5
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Action By: Vendor Example
EJ Upload CSV - Google Chrome = (m] X

14. Navigate to the downloaded and
modified CSV that was saved locally.

@ colorado-stage-unifier.oracleindustry.com/bp/sys/dm/csv/upload? model = ux

-
15. Select “Next” and follow prompt to '\ﬁ 2
complete upload. Dikont o s
Select a CSV to upload or drag one onto this window
Select File
AN
16. When successfully loaded, Unifier will .
. . . . ORACLE P Unifier (D« 1)
notify you. If there is no notification, R — r
refreshing the screen may help. 2 Ut estog e s [ O—
A Merts = :
Note: If there are errors, download -t specification Secions
the error file to read what the issues Tk g ficessh]] [AChA VR Vier| Mmeciens v | |36

§ suus Specific... * Specification Section Tite Record 8
are. . e
17. Repeat either process above until all
the Specification Section items are
entered.

END TASK
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3.7.2 COMPLETING A NON-CAPITAL FEASIBILITY STUDY (UPDATED 03/12/2020)

Goals How to enter and route a non-capital feasibility study, if needed.

Navigation Project >Scope Management>Feasibility Studies
Action By Project Manager (PM) / Project Coordinator (PC) / Planner

Pre-requisites Speed type and funding to start the feasibility study.

Related Files None.

Action By: PM /PC / Planner

1.

Navigate to Project >Scope
Management>Feasibility Studies and
note there are differences between
capital and non-capital.

Note: For the occasional non-capital
project that requires Cap Gov
approval, this process will auto-create
Cap Gov Review Packages when
sent for Promote for Cap Gov
Approval.

Select “Create”.

Note: Every step other than a revision
step will have a task duration of 3
days.

For Block 00, note that names auto-
populate from Project Information but
are editable.

4. Select the Contracting Method.

BUILD Boulder

Example

Feasibility Studies
Q|lB D v

3 Initial client meeting

Feasibility Studies
4 00 - Project Information
Project Number

UCBO00035

Project Name

RL2 - Office Renovations

Project Planner

Jan Becker v

Project Manager

Trisha E Hallerberg v

Project Coordinator

Marni A Wheaton v

Primary Contact

Chris Ewing A
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Brief Description

0'

G-

View | All Records v X

Status

Approved

Status

Creator

Can Stieghtz

Creation Date

Record ID

Contracting Method *

Design/Bid/Build
CMGC
Design/Build-LS

Desigr/Build-GMP

Record ID
OPTION-0



Action By: PM / PC / Planner

5. In 01 - Introductory Questions, work
through the questions with your client.

6. Note the text is for a prompt and
should be highlighted and removed.

7. In 02 — SOW: General, enter as
much information as is known.

8. Note the text is for a prompt and
should be highlighted and removed.

BUILD Boulder

Example

4 01 - Introductory Questions

Brief Description *

Previous Work with FM

the outcome?

Role in Project

CU Boulder
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worked with Facilties Management before? If so, what was the nature of the project and

What is your role in this project and do you represent all client stakeholders? Who are the other

stakeholders and their function/responsibility?

Contacts

Have you contacted anyone else regarding this project? Who? When?

Other Introductory Questions

Other questions / information pertinent to the consultation

4 02 - SOW: General

Project Goals and Needs

What is the purpese or goal of your project? What are the needs for this project?

Current Use

What is the current use and who are the current users of the project space?

Intended Use

What is the intended use and who are the intended users of the project space after project

completion?

Is the Use Changing?

Occupancy Changing (From)?

Occupancy Changing (Te)?

Special Requirements

Are there any restrictions/special requirements in your project space?

Restrictions/Sensitive Work

Are there any restrictions or is sensitive work being conducted in the vicinity of the project area?
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Action By: PM / PC / Planner Example

9. In 03 — SOW: Architectural, enter as SO AR achin
Modifications

much information as is known. .
Are you adding or removing walls, windows, or doors, or modifying the ceilings?

10. Note the text is for a prompt and
should be highlighted and removed.
Accessibility Impacts

Are you aware of any ADA/Accessibility impacts duning staging, construction, and post-
construction? If yes, please describe

Impacted Areas

Identify impacted areas (room numbering, routes of conduit, core drilling, etc.)

11. In 04 — SOW: Mechanical/Fire
Suppression, enter as much
information as is known.

12. Note the text is for a prompt and
should be highlighted and removed.

4 04 - SOW: Mechanical/Fire Suppression
Add/Remove Equipment

Are you adding or removing mechanical equipment? If yes, please describe

Heat-Preducing Equipment

Are you adding any heat-preducing equipment? If yes, please describe

Specific Mechanical Concerns

Are there any special/specific mechanical scope or concemns?

13. In 05 — SOW: Environmental Health &
Safety, enter as much information as
is known.

14. Note the text is for a prompt and
should be highlighted and removed.

4 (05 - SOW: Environmental Health & Safety

Demo

What will be demolished? Floors, walls, ceiling, etc

Impacts to Lab or Shop Space

Is the project going to impact laboratory or shop space (wet labs, dry labs, machine shops, wood
shops, fabrication'/maker spaces, vivarium, efc )?

Impacts to Exhaust

Are you instaling or retrofitting any local or specialty exhaust system (local exhaust, snorkel, back-
draft hoods, downdraft tables, fume hoods, perchlonc acid systems, etc.)?
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Action By: PM / PC / Planner

15. In 06 — SOW: Electrical, enter as
much information as is known.

16. Note the text is for a prompt and
should be highlighted and removed.

17. In 07 — SOW: Plumbing, enter as
much information as is known.

18. Note the text is for a prompt and

should be highlighted and removed.

19. In 08 — SOW: Civil, enter as much
information as is known.

20. Note the text is for a prompt and

should be highlighted and removed.

BUILD Boulder

Example

4 06 - SOW: Electrical
Impacts to Lighting

Are you impacting the ""J!"":U?

Impacts to Electrical Load

Are you adding any electrical load?

Special Concerns

Are there any special/specific electrical scope or concerns?

4 07 - SOW: Plumbing
Impacts to Nearby Lines

Are you impacting nearby water, steam, air, sanitary or storm lines?

Impacts to Floor Drains/Sinks

Are you impacting a floor drain or sink?

Special Concemns

Are there any special/specific plumbing scope or concems?

4 08 - SOW: Civil

Impacts to Pavement

Are you adding or removing pavement (c

Impacts to Existing Grade

Are you changing the existing grade?
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Action By: PM / PC / Planner

21. In 09 — SOW: Landscaping/Irrigation,
enter as much information as is
known.

22. Note the text is for a prompt and
should be highlighted and removed.

23. In 10 — SOW: OIT, enter as much
information as is known.

24. Note the text is for a prompt and
should be highlighted and removed.

25. In 11 — SOW: Parking/Transportation,
enter as much information as is
known.

26. Note the text is for a prompt and
should be highlighted and removed.

BUILD Boulder

Example

4 (09 - SOW: Landscaping/Irrigation
Outside Staging

Are you staging outside?

Impacts to Landscaping/irrigation

Will there be impacts te landscaping/imgation?

10 - SOW: OIT
Impacts to AV Equipment

Are you adding, removing, or impacting AV equipment?

Impacts to Data Jacks

Are you adding, remaoving, or relocating data jacks?

Impacts to Wireless Networks or OIT Equipment

Are you
equipm

t spaces)?

Special Concemns

Are there any special OIT scope or concems?

4 11 - SOW: Parking/Transportation
Parking or Dumpster Needs

Do you need parking or dumpster?

Impacts to Bike Racks

Are you going to move or block a bike rack?

Blocking of Sidewalks and Roads

Are you going to block a sidewalk or road?
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Action By: PM / PC / Planner

27. In 12 — Timeframe Questions, enter
as much information as is known.

28. Note the text is for a prompt and
should be highlighted and removed.

29. In 13 — Budget Questions, enter as
much information as is known.

30. Note the text is for a prompt and
should be highlighted and removed.

BUILD Boulder

CU Boulder

PDS Help Files
Section 03 — Delivery
Release Date: 4/16/2020

Example

12 - Timeframe Questions
Timeframe

What is your timeframe? Do you have a hard deadline?

Area Availability

When is the project area available and for how long?

Other Scheduled Activities

Are there any other scheduled activities surrounding the project area that may impact or hmit access

and timing of the project?

Special Access Requirements

Are there special access requirements?

Occupied During Construction

Will the project area need to be occupied during the construction phase of the project?

Scheduling the Project Space

Who is responsible for scheduling the project space?

Other Timeframe Questions

Other questionsfinformation pertinent to the imeframe

13 - Budget Questions
Financial Decision Maker

Who is the financial decision-maker for the project funding/budget?

Funding Constraints

Are there any time constraints associated with your funding source?

Purchasing on a Project

Explanation of purchasing on a project. (Explain the purchasing on the project budget

must go

through PM/PC but purchasing that does not come out of the project budget can be done by the

client )

Anticipated Budget

As a tool for assisting you with scope development and options to successfully complete your

project, what is your anticipated budget?

Other Budget Questions

Other questions/information pertinent to the budget
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Action By: PM / PC / Planner Example
31. In 14 — Stakeholder Questions, enter
as much information as is known. 14 - Stakeholder Questions
Occupant Awareness
32A NOte the teXt IS f0r a prompt and Have you discussed this project with other occupants in the area? If so, who are your points of

contact and what are their thoughts on the project?

should be highlighted and removed.

Scope Decision Makers

Who isfare the decision maker(s) on final scope approval?

Desired Role(s)

What role(s) would you like to have in this project?

33. In 15 — Conclusion Questions, enter

as much information as is known. 4 15 - Conclusion Questions
. Main Project Driver
34‘ NOte the textis fOI’ a prompt and What is the main driver for this project (money, timeframe, scope, future flexibility, etc.)?

should be highlighted and removed.

Success Indicators

What are your top three indicators of a successful project?

Success Measures

What are the measures for success on this project?

Project Satisfaction

What is the best way to inquire about your satisfaction with your project, project team, etc. at the
end of the project?

35. Select “Send” in the upper right
corner of the form to open the Workflow Action Details X

Workflow Action Details form. ) _
4 Action Details

a. Optionally, SeleCt “SaVe” to Workflow Actions * Send For
continue working on later. Send for Review v|  Revew
36. Select “Send for Review” to send the S
completed Feasibility Study to the Caxl Stiegftz' X B

reviewer. .
4 Due Date Details

a. Optionally, select “Hold for Task Due Date
Review” if the Feasibility Study 2020-03-17 11:41 PM
needs additional updates.

37. Select “Send".

Note: You will notice a task duration

of 3 business days. [ cancet [ sena |
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Action By: Reviewer Example

38. Recipient(s) receive Feasibility Study
for review and selects “Accept” to
start the review. Note that fields will | Attachments Comments Linked Records  Linked Mail >
be read only.

L]
"3

. . . Need to update SOW Civil to include that additional scope discussed
39. Review information. = e “ 2 ussed|

40. In the upper right-hand corner of the
form select “Comments”.

41. Enter comments in the “Comments”
box. - =3

42. Select “Post” to add comments.

43. The comment will appear below the
Comments box.

K2
Attachments Comments Linked Records Linked Maill >

a. The pencil icon shows that
your comment is in draft mode
and editable.

b. To edit, copy, or remove a
comment select the comment
(a dark grey border will appear

around the comment) and right T ot
click the pencil icon.

c. A contextual menu will appear Posted by:  Show Al =
with the options listed above.
Note: When you add a new comment Cari Stieglitz University of Colorado ,/‘ 15 PM
to a business process form, it remains s e Edit
as a draft until you send the form to S| eEe T VG SONE GO ks St ac 5
the next step in the workflow. Y
Remove

Note: Attachments can be added from
two options; Browse (from computer)
or Document Manager.

Note: The Comments box does not
recognize formatting. Even if you use
the Enter key to create a new line it
will not show up in the final comment.
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Action By: Reviewer Example

44. Select “Send” to open the Workflow
Action Detail screen.

Workflow Action Details X

45. Note “Return” is the only option and
is pre-selected.

46. Select “Send” to return for review of
the comments and updates.

Action By: PM /PC / Planner Example

47. Receive comments from reviewer.

48. Open and accept the task to start
updating.

49, Select “Comments” to review all
comments made.

50. Adjust information in study to reflect v | ciew [ Post |
comments.

Cari Stieglitz

51. Select “Send” to open the Workflow
Action Details screen.

52. Select “Approved” if comments were
straightforward and no additional
review is needed.

a. Optionally, select “Review” to
send back for another round of
comment and review.

b. Select “Promote for Cap Gov
Approval” if there is a need.

c. Select “Terminated” to cancel
the entire process.

53. Select “Send”.

END TASK
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3.7.3 COMPLETING A CAPITAL FEASIBILITY STUDY (UPDATED: 03/12/2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

CU Boulder
PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

How to enter and route a capital feasibility study.
Project >Scope Management>Feasibility Studies
Project Manager (PM) / Project Coordinator (PC) / Planner
Completed feasibility studies.

None.

Action By: PM /PC / Planner

1. Navigate to Project >Scope
Management>Feasibility Studies and
note there are differences between
capital and non-capital.

Note: This process will auto-create
Cap Gov Review Packages when
sent for Promote for Cap Gov

Approval.

2. Select “Create”.

Note: Every step other than a revision
step will have a task duration of 3

days.

3. For Block 00, note that names auto-
populate from Project Information but

are editable.

4. Select the Contracting Method.

BUILD Boulder

Example

Feasibility Studies

}- Create Actions ¥

O\ 1 ?) w

3 Initial client meeting

Feasibility Studies
4 00 - Project Information
Project Number

UCB000036

Project Name

RL2 - Office Renovations

Project Planner

Jan Becker v

Project Manager

Trisha E Hallerberg v

Project Coordinator

Mami A Wheaton v

Primary Contact

Chris Ewing v
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View | All Records v X

Status

Approved

Status

Creator

Can Steghtz

Creation Date

Record ID

Contracting Method *

Design/Bid/Build
CMGC
Design/Build-LS

Design/Build-GMP

Record ID
OPTION-0
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Action By: PM / PC / Planner Example

5. In 01 — Department Information, note 4 01 - Department Information
this auto-populates from Project — il

Information.
a. If blank, C|OSE thIS form and Division Name Department Name
enter in Project Information
first.
6. In 02 — SOW: General, enter as 4 02 - Project Summary
much information as is known. Srlat Description

Refurbish .”-u.!-‘il':g to accomodate labs.
Note: the text is for a prompt and
should be highlighted and removed. Project Sumnary;

Demolish existing classroom style and design for two labs

7. In 03 — Risks & Concerns, enter as

much information as is known. A6 i S Conoume
Risks & Concerns °
8. In04- Questions & Timeline needs to be during the break

Recommendations, enter as much
information as is known.

4 04 - Questions & Recommendations
Questions/Recommendations *

Per the attached

9. In 05 — Option Information, enter a
summary of the options_ 4 (5 - Option Information

Description
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Action By: PM / PC / Planner Example

10. In 06 — Planned Dates, select the
estimated dates for each of the key 4 06 - Planned Dates

Programming Start *

areas. —
Design Start "
BOR Approval *
Construction Start *
Occupancy ©
11. In 07 — Planned Budget, enter the ST N ..
most likely budget information. REAENIE SICKBL OB A0
1. Construction Contract (Likely)
12. Note the High and Low are 20000000
automatically calculated in Section 08 :
& 09 2. Construction Other (Likely)

1,000,000.00

3. Equipment and Furnishing (Likely) *
80,000.00

4. Soft Costs and Other Non-Construction (Likely) *

300,000.00

5. Contingency (Likely) *

20,000.00

Total Budget (Likely)
1,9800,000.00

4 08 - Planned Budget (High +60%)
1. Construction Contract (High)

800,000.00

2. Construction Other (High)

1,600,000.00

3. Equipment and Furnishing {High)
128,000.00

13. Add relevant attachments to support —
the feasibility option.
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Action By: PM / PC / Planner

14.

15.

16.
17.

Select “Send” in the upper right
corner of the form to open the
Workflow Action Details form.

a. Optionally, select “Save” to
continue working on later.

Note “Submit” is the only option and
is pre-selected.

Add the Recipient(s) in the “To” field.

Select “Send”.

Note: You will notice a task duration
of 5 business days starting the next
day.

Action By: Reviewer

18. Recipient(s) receive Feasibility Study

19.
20.

21.

22.

for review and selects “Accept” to
start the review. Note that fields will
be read only.

Review information.

In the upper right-hand corner of the
form select “Comments”.

Enter comments in the “Comments”
box.

Select “Post” to add comments.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workflow Actions *
Submit

To

Cari Stieghtz X

4 Due Date Details

Task Due Date

2020-03-20 12:15 AM

Example

Attachments Comments

Linked Records

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Send For

Review

Linked Mail > =2

Need to update SOW Civil to include that additional scope discussed)|
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Action By: Reviewer

23. The comment will appear below the
Comments box.

a. The pencil icon shows that
your comment is in draft mode
and editable.

b. To edit, copy, or remove a
comment select the comment
(a dark grey border will appear
around the comment) and right
select.

c. A contextual menu will appear
with the options listed above.

Note: When you add a new comment
to a business process form, it remains
as a draft until you send the form to
the next step in the workflow.

Note: Attachments can be added from
two options; Browse (from computer)
or Document Manager.

Note: The Comments box does not
recognize formatting. Even if you use
the Enter key to create a new line it
will not show up in the final comment.

24. Select “Send” to open the Workflow
Action Detail screen.

25. Select “Return with Comments” to
send back.

a. Optionally, select “No
Comments” if no comments
were entered.

26. Select “Send” to return for review of

the comments and updates.

BUILD Boulder
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Example
Attachments Comments Linked Records Linked Mail : :
Posted by: Show All v
Cari Stieglitz University of Colorado R r 15 PM
. Edit
¢ Need to update SOW Civil to include that add
discussed Copy
Remove

Workflow Action Details

4 Action Details

Workflow Actions *

Send For

Mo Comments

Return with Comments
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Action By: PM / PC / Planner

27.
28.

29.

30.

31.

32.

33.

Receive comments from reviewer.

Open and accept the task to start
updating.

Select “Comments” to review all
comments made.

Adjust information in study to reflect
comments.

Select “Send” to open the Workflow
Action Details screen.

Select “Promote for Cap Gov
Approval” if comments were
straightforward and no additional
review is needed.

a. Optionally, select “Send for
Review” to send back for

another round of comment and

review.

b. Select “Terminated” to cancel

the entire process.
Select “Send”.

Note: This will automatically generate

a Status Report and move the
attachments and basic information.
Next step will be to update any
remaining information and send on.

BUILD Boulder

Example

Workflow Action Details

4 Action Details

Workflow Actions *

END TASK

Page 242 of 320

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Send For




CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

3.7.4 COMPLETING PROGRAMMING (UPDATED: 10/24/2019)

Goals How to complete programming.
Navigation Project>Scope Management>Programming
Action By Project Manager (PM) / Project Coordinator (PC) / Planner
Pre-requisites Needs an approved/promote for cap gov approval Feasibility Studies record.
Related Files None.

Action By: PM /PC / Planner Example
. . ORACLE Primavera Unifier (Development)
1. Navigate to Project>Scope ] W] conpanvin 4
Management> Programming. A UAT Testig eration +. NP
A Neds
2. Select “Create”. - et j Programming
B Task Manager ions v .-! All Records « | =
Briof Description . Status Record 1D
o Approved PROG-00001
3. Under 00 — Project Information, 4%~ Prejectiftiommeton
select the approved Feasibility Study e .
record to copy from.
a. Note: Greyed fields will auto- Eroject Nams Crestor
populate as appropriate. Kefes
Project Planner Creation Date
AriAnne Gillland
Project Manager Record ID

Aranne Gilliland

Project Coordinator

Arianne Gillland OPTION-00004

Primary Contact

AriAnne Gilliland
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Action By: PM / PC / Planner Example
4. In 01 — Division, check as many e
boxes that apply.
~'| Academic
Administration
Auxiliary
5. In 02 — Project Summary, enter data 02 - Project Summery
. . Brief Description
for red asterisked fields. S
nter bne .'IESCI'IDIOH
Note: Project Summary will auto-
populate from a Capital Feasibility Faslect UMY
Studles I'eCOI'd Enter project summary
6. In 03— Risks & Concerns, enter risks ~ # 9%~ isks & Concems
or concerns. Risks & Concerns
Enter risks & concemns
Note: Risks & Concerns will auto-
populate from a Capital Feasibility
Studies record.
7 In 04 _ QuestionS & 4 04 - Questions & Recommendations
Recommendations, enter any
guestions or recommendations. '
Note: Questions/Recommendations
will auto-populate from a Capital
Feasibility Studies record.
. . 05 - Option Information
8. In 05 - Option Information, enter or prm' e
update description as pertinent
9. Attach the programming option and
then select “Yes”.
Pragramming Optin Atischéd? = :
[ves .

Yas

B U | |_D Boulder Page 244 of 320



Action By: PM /PC / Planner

10. In 06 — Planned Dates, select or
update the estimated dates.

Note: These fields are all Date
Pickers. When the small icon to the
right is selected a calendar will drop-
down as shown in the screenshot
below. Optionally, type the date in the
exact format shown.

Note: Ensure that every subsequent
date in the block succeeds the date
prior. For example, Programming
Start date must be earlier than Design
Start date. If Programming Start
comes after Design Start an error will
occur when attempting to send the
record along the workflow

11. In 07 — Planned Budget (Most Likely),
update the required fields.

a. Note greyed fields are auto
calculations.

BUILD Boulder

Example

4 06 - Planned Dates

Programming Start ™

| 042372019

Design Start *
0572872019

BOR Approval *
07/05/2019

Construction Stan

| 0773072019

Occupancy *

09/14/2019

Programming Start *

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

( £ September 2019 > \

k Today )

M T W T F 5 5

2 3 4 5 8 7 &

9 10 11 12 13 14 15
16 17 18 19 20 2 22

2z 2@ n 27w o2

4 07 - Planned Budget (Most Likely)

1. Professional Services (Likely) *

2. Construction Total (Likely)

2a. Infrastructure and Site (Likely) *

2b. Building Construction (Likely) *

3. Equipment and Furnishing (Likely) *

4. Miscellaneous (Likely) *
5. Project Contingency (Likely) *

Total Budget (Likely)

Page 245 of 320

500,000.00
405.000.00
55.000.00 |
350,000.00
42,000.00
LX)
5,000.00

951,000.00



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Action By: PM / PC / Planner Example

12. For Blocks 08 — 09 — Planned Budget ~ # 98- Flanned Budget (High +30%)
(High & Low), note all fields are R
calculation based on values inputted
In BlOCk 07- 2. Construction Total (High)

750,000.00

607,500.00

2a. Infrastructure and Site (High)

82,500.00

2b. Bullding Censtruction (High)

525,000.00

3. Equipment and Furnishing (High)

63,000.00
4. Miscellaneous (High)
13.500.00
5. Project Contingency (High)
7,500.00

Total Budget (High)
1.441,500.00

4 10 - Feasibility Planned Budget

13. Under 10 - Feasibility Planned
Budget, note greyed fields are auto

Total (Likely)

calculations. 0.00
Total (High)
0.00
Total {Low)
0.00
Create New Programming —
14. Select “Send” to open the Workflow

Action Details screen.

15. Note that “Submit” is the only option
and is pre-selected.

16. Add Recipient(s) in the “To” field.
17. Select “Send”.
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Action By: Reviewer Example

18. Recipient(s) receive Programming
Plan for review and selects “Accept”
to start the review. Note that fields will |  Attachments Comments  Linked Records  Linked Mail >
be read only.

L]
"3

. . . Need to update SOW Civil to include that additional scope discussed
19. Review information. = e “ 2 ussed|

20. In the upper right-hand corner of the
form select “Comments”.

21. Enter comments in the “Comments”
box. - =3

22. Select “Post” to add comments.

23. The comment will appear below the
Comments box.

K2
Attachments Comments Linked Records Linked Maill >

a. The pencil icon shows that
your comment is in draft mode
and editable.

b. To edit, copy, or remove a
comment select the comment
(a dark grey border will appear

around the comment) and right T ot
click the pencil icon.

c. A contextual menu will appear Posted by:  Show Al =
with the options listed above.
Note: When you add a new comment Cari Stieglitz University of Colorado ,/‘ 15 PM
to a business process form, it remains s e Edit
as a draft until you send the form to S| eEe T VG SONE GO ks St ac 5
the next step in the workflow. Y
Remove

Note: Attachments can be added from
two options; Browse (from computer)
or Document Manager.

Note: The Comments box does not
recognize formatting. Even if you use
the Enter key to create a new line it
will not show up in the final comment.
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Action By: Reviewer Example
24. Select “Send” to open the Workflow

Action Detail screen. Workflow Action Details s
25. Select “Return with Comments” to 4 Action Details

Send baCk- Workflow Actions " Send For

a. Optionally, select “No
Comments” if no comments
were entered.

26. Select “Send” to return for review of
the comments and updates.

Action By: PM /PC / Planner Example

27. Receive comments from reviewer.

28. Open and accept the task to start

updating. .
29. Select “Comments” to review all o . e
comments made. ran o ) :
30. Adjust information in study to reflect e ==
comments.
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Action By: PM / PC / Planner Example
31. Select “Send” to open the Workflow
Action Details screen. Workflow Action Details X
32. Select “Promote for Cap Gov 4 Action Details
Approvaln If Comments Were Workflow Actions * Send For
straightforward and no additional ect v

review is needed.

a. Optionally, select “Send for
Review” to send back for
another round of comment and
review.

b. Select “Terminated” to cancel
the entire process.

33. Select “Send”.

Note: This will automatically generate
a Status Report and move the
attachments and basic information.
Next step will be to update any
remaining information and send on.

END TASK

B U | |_D Bﬂ“lder Page 249 of 320



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

3.7.5 COMPLETING A DESIGN FIRM OR IN-HOUSE DESIGN REVIEW (UPDATED:
03/12/2020)

Goals How to complete review for projects that have a design firm or an in-house
design team.

Navigation Project>Scope Management>Design Review
Action By Project Manager (PM) / Project Coordinator (PC) / Planner
Pre-requisites None.
Related Files 3.7.6 Completing a No Design Firm Review

Action By: PM /PC / Planner Example
1. Navigate to Project>Scope Design Review
Management>DeSlgn ReVIeW' =+ Create v Actions ¥ View | AllRecords v x
Select “Create”. | WF - Design Fim
'WF - In-House Design Design Phase » Percent.. Status

Select the Design Firm Workflow.
WF - No Design Firm
Note the In-House Design workflow .

has less reviewers, but the design still
takes place in a review software
outside of Unifier.

5. Inthe 01 — Design Firm block, select
the Vendor from the list or start typing
the name.

- Q=

6. Note any fields related to the Vendor
are auto populated but remain
editable.

Note: Updating information here does
not write back to the Vendor master
record. o

7. In 02— Project Summary enter a
description.

Note: The project summary auto-
populates from the project information
form but is editable.
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Action By: PM /PC / Planner Example

8. In 03 — Design Phase, select the 4 03 - Design Phase
Design Phase as Construction Design Phase * Date of Documents *
Documents Construction Documents - 2020-03-12 :
Note: Depending on the Option you Percentage * Bid Package No

100% v

select for the Design Phase, the Bid
PaCkage NO and Percentage Change Last Review for Design Phase? * Bid Package Description
behavior. = =

All options except the below have
Percentage Required, Bid Package
No. as Read-Only and Bid Package
Description as Read-Only.

If CMGC Bid Package is selected,
then Percentage Bid Package No.
and Bid Package Description become
required.

If Scope Change is selected then
Percentage becomes Read-Only, Bid
Package No. Read-Only, Bid
Package Description become Read-
Only.

9. Select the Percentage of Design as
100%.

10. Select the Last Review as “Yes”.

11. Select the Date of the documents or

package.
12. Select the Subconsultants tab. Create New Design Review
13. Select “Add” to add a new line. Design Firm m
D) ot
= | H | Ad Iclions v y v |[Q || BB
No. , @ <2 cContact Email Contact Name Contact Title

Create New Design Review

14. Under 00 — Subconsultants, add
subcontractor information:

Design Frm  Subconsailtants

a. Contact Name oz 8 Gt
b. Contact Title
c. Contact Email

d. Contact Phone Number

Note: This provides design review
specific contact information for the
reviewers. Though not required, this
can be helpful.
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Action By: PM /PC / Planner Example
15. Select “Save” at the bottom of the Graate Now RosigirRaviaw

screen. Design Firm  Subconsultants

a. The subcontractor will appear Pl [ Actons < =
under the Subconsultants tab. .
No. # “° contact Email Contact Name Contact Title

16. Continue entering all subcontractors 001

related to this design review.
17. Attach the Design documents.

. . . Create New Design Review —

18. When all information is complete, N tF mg —

select “Send” to open the Workflow —_—

Action Detail screen. b 00- Project Infommation

¥ 01 - Design Firm

a. Optionally select “Save” to
save your works to your drafts
folder‘ b 03 - Design Phase

» 02 - Project Summary

19. Note that “Submit” is the only option

and it is pre-selected. Workflow Action Details X
20. Note the names in the Design 4 Action Details
ReVIewer Workflow Actions * Send For
a. If names are not included that 2 o

need to be part of review, save
this and notify your Project
Coordinator.

b. Optionally add in CC names
by selecting additional
reCIpIentS. Task Due Date

21. Select “Send".

4 Due Date Details

Task Due Date is not available

22. Note the notification that the record Roulkaton X

has been created successfully.
Q DR-00006 has been created successfully
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Action By: PM /PC / Planner

23.

24.

25.

26.

27.

28.

29.
30.
31.

Find the record that was just created
in the log and open.

Select “Accept” to review the
submission.

Note: You can only select “Decline”
when multiple people are assigned to
the task and you are not the last
person to respond.

Note this step is for review and
nothing is editable.

Review submission for
Completeness.

Select “Send” to open the Workflow
Action Details screen.

Select “Notify Reviewers”.

a. Optionally, select “Revise” to
send back to the creator for
revisions. If you do, use
General Comments to let them
know what revisions you are
looking for.

Validate the names in the “To".
Note the task has a due date.

Select “Send” to send to the
reviewers.

Note: Review is a CONSENSUS step
in the workflow, which means every
person needs to review and send on.

BUILD Boulder

Example

] g v - o

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Workflow Action Details X
4 Action Details

Send For

Review and Comment, Upload Comments

To

Can Stieglitz,Cloud coadmin;Diana Kennedy,Enc Soukup;Laney Shipman;Laurie Reed;Prasanth

4 Due Date Details

Task Due Date

04/1772019 11:37 PM
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Action By: Design Reviewer Example
32. Open the task received and select "8 oot e g
“Accept” to start. Design Review O: ;

[

33. Complete the design review and T T TS
capture all comments in the P el n
attachment.

34. Attach the comments spreadsheet to o
the design review record. =

35. Select “Yes” for the field “Have you — s T
attached the Comments?” is in block i R —
00-Project Information. b i alp

: | :
o) = - |

36. Select “Send” to open the Workflow ~ /Verkflow Action Details i

Action Details screen. 4 Action Details

Workflow Actions *

37. Select “Submit Comments” to send
on.

Send For

Comments Response

a. Optionally, select “Revise” to -
send baCk to the Creator for Can Stegitz Cloud coadmin, Drana Kennedy, Eric Soukup, Laney Shipman,Laurie Reed Prasanth
revisions. If you do, use
General Comments to let them
know what revisions you are
looking for.

4 Due Date Details

Task Due Date
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Action By: Architect or Project Team Example

38. Wait for all comments to be received.  “#==n _ T

39. Log in to view workflow progress } e
after date has passed to contact o o L
those that have not completed the : e — | (S -~
review. -

Design Review Send 5 ==

40. Open task and “Accept” to start task. o S

41. Review the comments on the
attachment and compile them into - -
one file. e ;

Note: If comments are not attached,
send the reviewer an email and
attach them this way. Add a General
Comment that the approach included
receipt by email.

42. Attach the compiled comments
spreadsheet (without answers).

43. Select “Yes” for the field “Have you
attached the Comments Response -
Resolution?” in block 00-Project S ==
Information. & =M

44. Select “Send” to open the Workflow
Action Details screen.

45. To add a new revision of the same 3 g Ez
document, click the file once so itis Review
highlighted.
AutoVue Review
46. Select the “tool” icon to the left and
then “Revise”. Download
Note: Never select “ AutoView Revise
Review.”

Remove
47. Upload the new version.
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Action By: Architect or Project Team

48.

49.
50.

51.

52.

53.

54.

55.

56.

Note that “Submit Response” is the
only option and is pre-selected.

Select “Send”.

Start responding to comments.

Complete the Comments response
and return to Unifier.

Open the task and select “Accept” (if
not already accepted) to issue design
stage approval.

Attach the comments response and
any updated design files.

Select “Send” to open the Workflow
Action Detail screen.

Select “Approved” if comments were
minor.

a. Optionally, select “Revise” if
additional review is needed.

Select “Send”.

Note: If the selections for
Construction Documents, 100% and
Yes for final were not selected, the
review would end here.

BUILD Boulder

Example
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Design Firm  Subconsultants

UCB000036

Project Name
RLZ2 - Office Renovations

Project Planner

Jan Becker

Project Manager

Trisha E Hallerberg

Project Coordinator
Mami A Wheaton

Workflow Action Details

4 Action Details

Workflow Actions *

Pending_Resolution

Creator

Can Stieglitz

Creation Date

2020-03-12 07:26 PM (UTC-T)

Record ID
DR-00001

Have you the C.
Resolution?

Yes v

Send For

Select

Revise

Approved
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Action By: Architect or Project Team Example

=] Design Review - Project No. P-0034 - Google Chrome

57. Open the task and select “Accept” (if
not already accepted) to issue design
stage approval.

@ https;//colorado-stage-unifier.oracleindustry.com/bp/mod/bp/record/opentask/26617_uref
Design Review

Design Firm Subconsultants

58. Complete the design stage approval.

4 00 - Project Information

59. Return to Unifier and upload the .
roject No. Status
COpy. Pending_Dsgn_Apv

60. Change “Have you attached the

. Project Name Creator
Design Stage Approval?” to “Yes”. o
61. Add the date of the approval.
Project Planner < April 2019 5
62. Select “Send” to open the Workflow e L :
Action Details screen. 1 2(3)@s s 7
Project Manager 5 5 %0 4 TR
AriAnne Gilliland
15 168 117 18 19 20 21
Project Coordinator 22 23 24 25 B 27 28 |ge Approval? *
AriAnne Gilliland 29 30 v
Today
Primary Contact | :
Arifnne Gilliland 0410472014 =]
63. Select “Issue Approval”. Workflow Action Details X
64. Select “Send”. 4 Action Details
. Workflow Actions *
Note: If the selections for = ﬂ” .

Construction Documents, 100% and
Yes for final were not selected, the
review would end here.

Send For

Prepare and Submit Stamped “For Construction™ Set

To

Cari Stieglitz,Cloud coadmin,Diana Kennedy,Ernic Soukup;Laney Shipman;Laurie Reed Prasanth
4 Due Date Details

Task Due Date
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Action By: Architect or Project Team Example
65. Prepare and submit “For 4 00 - Project Information
Construction” set. Project No Status

Pending_For_Constr

66. Open the task and select “Accept”.

Project Name Creator
67. Stamp the final documents. Gari Stiegiiz
68. Upload stamped version back into iR Bt S e
the record. AriAnne Gillland 04/03/2019 06.08 PM (UTC-8)
69. Change “Have you attached the w— —
i . y ” ID]EC'. vianager econ
s\t(amped For Construction’ set?” to e 00008
13 eS”.
70. Select the date of the “For e Have you stwctied e stamped "For
Construction” set AriAnne Gilliland Construction” set?
. Yes X
Note: This set should also be _ _ .
uploaded tO Acela. Primary Contact D:Ile-o{. -For Construction” set? -
AriAnne Gilliland 04/05/2019 ez
71. Select “Send” to open the Workflow Workflow Action Details X

Action Details screen.

4 Action Details

72. Select “Submit” to send for validation Workflow Actions *
of the final set. =

Send For
73‘ Se|eCt “Send”. Review Set for Completeness
To
Can Stieglitz, Cloud coadmin Diana Kennedy Eric Soukup;Laney Shipman Laurie Reed Prasanth

4 Due Date Details

Task Due Date
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Action By: Architect or Project Team

74. Open the task and select “Accept” to
review the final set for completeness.

a. |If drawings look good, select
“Send” and “Approved” to
finalize the record and close
the design review.

b. Optionally, select “Revise” to
send back for stamped
drawings.

75. Repeat this process for each design
review and each phase, as
appropriate.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

Workflow Actions *
Approved

Send For

End

cC

END TASK
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3.7.6 COMPLETING A NO DESIGN FIRM REVIEW (UPDATED: 03/12/2020)

Goals

comments.
Navigation
Action By Project Team
Pre-requisites None.

Related Files

Action By: Project Team

1. Navigate to Project>Scope
Management>Design Review.
Select “Create”.

Select the No Design Firm Workflow.

4. Attach the scope development form
and sketch.

5. Change “Scope Development Form
Attached?” to “Yes”.

6. In 01— Project Summary enter a
description.

Note: The project summary auto-
populates from the project information
form but is editable.

7. Note it will not be common to add
Subconsultants.

8. When all information is complete,

select “Send” from the upper right of
the screen to open the Workflow
Action Details screen.

a. Optionally select “Save” to
save your works to your drafts
folder.

BUILD Boulder

Project>Scope Management>Design Review

Example

Design Review

+ Create = Actions » All Records v x

I WF - Design Firm

Percent...

WF - In-House Design Design Phase

WF - No Design Firm

Ho Design Firm  Subconsultants

4 00 - Project Information

4 01 - Project Summary
Description

Improve collaboration,

Create New Design Review

Design Firm  /Subconsultants

=| B | Ad Rclions =

No. S Contact Email Contact Name

-
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Action By: Project Team

9. Note “Submit” is the only option and

is pre-selected.
10. Add Reviewer(s) in the “To” field.
11. Select “Send”.

Note: Review is a CONSENSUS step
in the workflow, which means every
person needs to review and send on.

Action By: Reviewers

12. Open the task and select “Accept” to
start.

13. Open the scope development form to

review.
14.
15.

Click once on the sketch to highlight.

Select the gear icon to the left of the
Attachment.

16. Select “Review” to make annotations

on the attachment.

17.
18.

Select the push pinicon.

Note the annotation bar in at the top
of the Comments window appears.

19. Click on the drawing to pin a post to

a specific location.

20. Enter a comment in the comments

field.

BUILD Boulder

Example
Workflow Action Details

4 Action Details

Workflow Actions *

Submit

To

4 Due Date Details

Task Due Date

2020-03-20 01.5

5 AM

Example

2] Design Revees -

CU Boulder
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Section 03 — Delivery
Release Date: 4/16/2020

Send For

Review and Comment

IS E:

AutoVue Review
Download
Revise

Remove

e

BE 4

ssesee
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Action By: Reviewers
21. Uncheck the “Hide” check box.

22. Select “Post”.

23. Repeat for all review comments.

Note: Do not use the “T” in the
annotation bar. Using Comments is
better since they are reportable.

a. Items will be visible on the
drawing when a comment is
highlighted in the comments
list.

24.
comment by right clicking on the

pencil icon in the comment, uncheck

“hide” box, and repost.

25. Select “Send” and under Workflow

Actions select “Submit Comments” to

send on.

a. Optionally, select “Revise” to
send back to the creator for
revisions. If you do, use

General Comments to let them

know what revisions you are
looking for.

26. Select “Send".

Action By: Project Team

27.
28.

29. Select the gear icon to the left of the

Attachment.

30. Select “Review” to review

annotations on the attachment.
Note: Never select AutoVue Review.

31. Respond to comments.

BUILD Boulder

If a comment is posted as hidden, edit

Open task and “Accept” to start task.

10,
<

¥
-

Click once on the sketch to highlight.

CU Boulder

PDS Help Files
Section 03 — Delivery
Release Date: 4/16/2020

Example

Comments

Workflow Action Details X

4 Action Details

1]
i

4 Due Date Details

Task Due Date

Example

AutoVue Review
Download
Revise

Remove
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Action By: Project Team Example

Note: Enter an “@name” in your
comment if you want to respond to a
specific person.

32. Select “Send” to open the Workflow Workflow Action Details X

Action Detail screen. _ _
4 Action Details

33. Select “Approved”.

a. Optionally, select “Revise” to
send back to the creator.

34. Select “Send”. cc

END TASK
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3.7.7 CREATING A SUBMITTAL PACKAGE (UPDATED: 03/12/2020)

Goals How to create an initial submittal package based on an agreement. Non-

workflow BP.
Navigation Project>Scope Management>Submittal Packages
Action By Project Team

Pre-requisites GC and AE discuss submittals and package breakout. Submittal Packages

are created by the GC.

Related Files 3.7.7 Routing a Submittal for Approval; 3.7.10 Closing a Submittal Package
Action By: Project Team Example
. . &% Budget and Funding for Help File - Home ' [ udget and Fundi
1. Navigate to Project>Scope [ e S
Management>Submittal Packages. - Mabox B Submittal Packages
Note: The first step is to create the list T Rl | - Creste || Actons v | View | AtRacords v
of all submittal package specification © niormation Gl @ Submittol Package Title Status
numbers and titles. The second step M= Document Manager Rl LI 00 00 00 Einkhiee T
is to attach the information via 3.7.8 M Govemance Management & 08 00 00-Openings Pending
Routing a Submittal for Approval. = Gates 03 00 00-Concrete Fendng
- » i an. - 006-rewa Pending
Note: There are two methods for - ::::t::::;:m:g;:mm
creating Submittal Packages;
. . m Change Management
Exporting then Importing a CSV S ——
template or Creating a Submittal e )
. I Risk & Issue Management
Package one at a time. Each method
. m Scope Management
is demonstrated below. essiouty Sudes
Note: A Submittal Package is a list of Design Review
all spec sections that will require Submittal Packages
submittals for the project.
2. To create Submittal Packages via g
Export/Import CSV template, Submittal Packages
continue here. Otherwise, to enter -
manually, skip to step 13. -+ Create Actions w ‘m All Records

3. Select “Export CSV Template” from
. Sub Import... :
the “Actions” drop-down menu. 0 — puatus
03 Export CSV Template_, tending
0 *ending
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Action By: Project Team Example
“ . . A B c D
4. “Submittal Packages Interface fllimport Business Process Records
template will open. 2 | Note: Do not change column structure
3 |Do not enter symbols, such as currency or digit grouping, in the numeric fields.
5_ Entering data for Columns “A_C" iS 4 |Enter a negative numeric value using these formats only: -123456.99 or -123456,99.
. GA N . 5 |Please enter the attachment names separated by "' in the next available column after the last data«
required. Column “A” always being =
“H" in thIS Step_ 7 :H Submittal Package # Submittal Package Name Details Contr
8 D Tab Name Group Name Description
Note: It is important to follow the 9 H 030000 Concrete
directions at the top of the template. o e Opanings
1[H 09 00 00 Finishes
. 2
6. Optionally data may be entered for '
Columns “D-F".
Note: In this step “Status” will always
be “Pending”. If Status is not entered
at this time, the default will be
“Pending”.
7. Save the template to your computer.
8. Select “Import” from the “Actions” Submittal Packages
drop-down menu.
=+ Create ‘ Aclions w View All Records
(] ?tatus
03 Yending
*ending
& upload CsV - Gaogle Che - o x
9. Select your saved template from your e _
. @ colorado-stage-unifier.oracleindustry.com,/bp/sys/dm/csv/upload?model=uxsubpk&record_lev...
computer using the Browse button or
drag the file into the window. ) 2
10. Select “Next”. Upload CSV Add Attachments
Select a CSV to upload or drag one onto this window
Select File
SpecificationSections_interface.csv f
=
N N [E Upicad CSV - Google Chrome - a x
11. Select “Upload”.

# colorado-stage-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=uxsubpk&record_lev...
Note: There are no attachments in @ —~

. . | |
creating Submittal Packages. £/

Nt
Uplead CSV Add Antachmonts
+ Add...

Upload the Attachments using the Add Button or drag them onto the UL,

Name Size Status

i ]
No Attachments
There are no attachments assoclated with this CSV
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Action By: Project Team

12. Select “OK”.

This is a system-generated e-mad message. Do not reply 10 sender

Project/Shell: Budget and Funding for Help File

Import Submittal Packages file (SubmittalPackages_interface.csv) :Success

Source Name Budget and Funding for Help File

Business Process. Subeminal Packages

Fits Nama: SubmittalPackages_interface.csv
Time imported 20200304 12210 PM
Fesult Success

Unifier Login

Creating Submittal Package Individually
13. Select “Create”.

14. Under 00 - Project Information note,
enter data for red asterisked fields.

a. Greyed fields will auto-
populate

15. Notes, Attachment, Comments, etc.
may be added using the buttons
indicated, however, generally not
useful at this time.

Note: Do NOT change status from
“Pending” until all submittals in the
package have been reviewed and
approved or rejected.

16. Select “Submit”.

17. You now have a Submittal Packages
created.

Note: Information in the log, i.e.,
“Status” and “# of Required
Submittals” will update throughout the
life of the project.

BUILD Boulder
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Example

[ Upload CSV - Google Chrome - o x|

@ colorado-stage-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=uxsubpk&record_lev...

Success x
|" Records creation in progress. You will be notified by email
m when process is complete.
= -

There are no attachments assoclated with this CSV

Create New Submittal Packages

oct M
Enc Souug o
. Informanon
Enc Soukug
Ere Sovkis
Submittal Packages
+ Create Actions v View | All Records « x r v o
@  Submittal Package Title Status # of Required Sub... £ of Approved Sub... Proje
to] 09 00 000-Finishes Pending 1 o ucBel
12 00 00-Fu Pending o o

Pending 0 0

o

Pending 0 Te:
Pending ] 0 ucsel
Terminated ] 0 UCBI(
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Action By: Project Team Example
Next step is to create the submittals

required within each submittal package. Py Submittals
i . L &® + Creale | Actions ¥ v.e\wl All Records
Creating Submittals via import template = [P
18. Navigate to Submittals @ EHNNCET
19. Select “Export CSV Template” = Permissions
Note: This is the recommended :"'km
Tint »

method for projects with numerous
submittal requirements. Otherwise, to
enter manually, skip to step 34.

Transfer Ownership.

Terminate Record

0]

20. “Submittals Interface” template will . = . . n ) s _ .
Open . 1 iness Process Records

2 Mote: Do not change column structure
21. Entering data for Columns "A, C, D, Bt psmigmon sinnmie,
E,Gand H"is required_ Column “A” 5 Please enter the attachment names separated by " in the next available column after the last data element present fo
H 13 ” H G
always being “H” in this step. 7 M Status Title Submittal Release SuRevi Scope / Re
. . a D Tab Name Group Name Description
Note: It is important to follow the 2 o 3190eument mven-2 he o
directions at the top of the template. 1 H Rebar Shop Dwgs 3 Drawing RevsA-2 SPKG-00001
12 H Placement Dwgs 4 Drawing Rew's A -7 SPEG-00001
22- Optlona"y data may be entered for 13 H Mir Install Instr 5 Document Rev:sn- 2z SPKG-00001
14 H Mir Cert & Document Rev'sA-Z SPKG-00001
Columns “B and F". 15 H LEED 7 Document Rev'sA -2 SPKG-00001
16 H LEED 1 Document Rev'sA-2Z SPEG-00009
Note: In this step “Status” will always Az Shop Owes 2i0ewing Revsa-2 SPHE- 00008

be “Pending”. If Status is not entered
at this time, the default will be
“Pending”.

23. Save the template to your computer.

24. Select “Import” from the “Actions” UCB > Non-Program Pro >  Budget and Fundi...
drop-down menu.

Submittals

-+ Create Actions v View | AllRecords v H
9 Sub 1

03 0900 Export CSV Template...

Permissions...
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Action By: Project Team

25. Select your saved template from your
computer using the Browse button or
drag the file into the window.

26. Select “Next”.

27. Select “Upload”.

Note: There are no attachments in
creating Submittal Packages.

28. Select “OK".

This is a system-generated e-mail message. Do not reply 10 sender

Project/Shell: Budget and Funding for Help File

Import Submittal Packages file (SubmittalPackages_interface.csv) :Success

Source Name Budget and Funding for Help File

Business Process. Submittal Packages

File Nam: SubmittalPackages_interface.csv
Time imported 2020-03-04 1210 PM

Result Success

29. A list of all Submittals is now created.

BUILD Boulder
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Example

B Upload C5V - Google Chrome - o b

@ colorado-stage-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=uxsub8irecord_le.. &

©) :

Upload CSV Add Attachments
Sehect a CSV to wpload or drag one oato this window
Solact File
Submittats imtertace.cav }
)
[E Upicad CSV - Google Chrome = ol

# colorado-stage-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=uxsubpk&irecord_lev...

© @

Bplead CSY

Add Attachmants

+ Add...
Upload the Attachments using the Add Button or drag them onto the UL

Name Size Status

i ]
No Attachments
There are no attachments assoclated with this CSV

[ ] s

=] Upload CSV - Google Chrome - o x|
@ colorado-stage-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model =uxsubpk&record_lev...
Success X
|‘“ Records creation in progress. You will be notified by email
L—"'. when process is complete.
Nami |
There are no attachments assoclated with this CSV
Submilttals
4+ Cresle o 4 Rpcoems ~
L] L Canmacto Deacines Progect Plansse Paecord I o
o 1 Souitug BUBLLDOA1Y
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Action By: Project Team

30.

31.

32.

33.

34.

35.

To view a list of submittals specific to
a submittal package, navigate to
“Submittal Packages”.

Double-click the submittal package.

Note: The “# of Required Submittals”
is now populated.

Submittal package opens in a new
window.

The full list of submittals is found
under “Submittals” at the top of the
page.

Note: “Notes” will rarely be used.

To create submittals manually instead
of import, navigate to Scope
Management>Submittals.

Select “Create”.

BUILD Boulder

Example

+ Creale

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Submittal Packages
Acions » | View | AllRecords v || X 5 2w ||
#§  Submittal Package Title Status # of Required Sub... &
09 91 23-Interior Painfing Pending 0
09 63 13-Tiée Campeting Pending o
09 51 13-Acoustical Panel Ceitings  Pending o
08 29 00-Gypsum Board Pending o
08 50 00-Glazing Pending 0
03 71 00-Door Hardware Pending 0
08 14 168-Flush Wood Doors Pending o
03 11 13-Hollow Metal Doors an. Pending 0

. E=3 06 21 16-P-Lam-Faced Architec._Pending 3

06 20 23-Interior Finish Carpentry  Pending /@
05 21 00-Steel Joist Framing Pending o
05 12 00-Structural Stesd Pending o
03 40 00-Precast Concrete Pending 0
Submittal Packages
i Creale | | Actions ¥ | View Wi X 5 v |lQ v
L}

Pel

Pel
E 21 16-P-Lam-Faced Archifect Po}

Py

nish Carpentry

35 21 00-Steel Jont Framing
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+ Create e
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Product Cers Other
Other

Document L]
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-+ Create Actions ¥ View | All Records v
il Submitt... | Contractor
06 21 16-6
06 21 16-5
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06 21 16-2
06 21 16-1
03 00 00-7
03 00 00-6
03 00 00-5
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Action By: Project Team Example

36. In Section 00 — Project Information Create New Submitials

note greyed fields will auto-populate. | Sl et

Note: “Status” will remain “Pending” “ o0 e nfermaten -
until the submittal reaches a terminal UCBO000SS Pending =
status.
Project Name Creator
Budget and Funding Test Project Laurie Reed
Project Planner Creation Date
Enc Soukup
Ph‘.-j(‘t'. M.!-l.z',_xer Record ID
Enic Soukup

Project Coordinator

Eric Soukup

Primary Contact

3?. In SECtion 01 - SmeittaI DEtaiIS = Eh‘:-l-l li:llbfl::i?l Dt“lalls Release Submittal?
enter data for red asterisked fields v
38. Optionally select the “Submittal Type” Submital Identier Subrmital Relessed Date

Note: Release Submittal? must be
No until you are ready for your first SSboAtaID -~ Suth Total & of Revishons

submittal revision, which sends the ?
submittal to the Contractor. Revision Sequencing *
Drawing
Document
Material item
Other
. 4 (2 - Related Submittal Package Details
39. In 02 — Related Submittal Package Submitial Pac : Submittsl Package Tite
Details select the Submittal Package Type 2 Record 1D v

Record # from the picker.

Submittal Package =
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Action By: Project Team

40. Optionally, enter data for Sections 03
04.

41. In Section 05 — Latest Revision Dates
and Values, greyed fields will
populate as appropriate.

42. Select “Submit”

43. Repeat steps to create additional
submittals.

BUILD Boulder

Example

Create New Submittals

END TASK
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3.7.8 ROUTING A SUBMITTAL FOR APPROVAL (UPDATED: 03/12/2020)

Goals How to initiate and route a submittal for review and approval.
Navigation Project>Scope Management>Submittal
Action By Project Team
Pre-requisites Ready to submit the first submittal.

Related Files 3.7.7 Creating Submittal Package
3.7.11 Closing a Submittal Package

Action By: Project Team Example

uce » >  Budget and Fundi

1. Navigate to Project>Scope
Management>Submittal.

Submittals
+ Create Actions ¥ View | (Modiied) All Records ¥ X

2. Double-click on the Submittal to
open the Submittal from the list.

# swmn. L. G Packa

b BB DD

0OODBB

3. Select “Edit” sub...m; / =
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4. In Section 01 — Project Information
greyed fields will auto-populate.

5. “Status” to remain “Pending”.

6. In 01 — Submittal Details, change
“Release Submittal?” to “Yes”.

Note: Selecting “No” in “Release
Submittal?” is typically only used if it
is determined the submittal is not
needed.

7. Select “Submit” to create the first
Submittal Revision. This sends the

submittal to the Contractor as a task.

8. The Contractor locates, opens, and
accepts the task.

9. Contractor reviews the type of
submittal required.

10. Select “Send”.

BUILD Boulder

4 00 - Project Information
Project Number
UCBO000066

Project Name

Budge! and Funding Test Project

Project Planner

Eric Soukup

Project Manager

Eric Soukup

Project Coordinator

Eric Soukup

Primary Contact

Placement Duge.01 00 D0 SUBML00004

Submittal Revisions

Submittal Revisions.

Mater B Commarts
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Status *

Pending v

Creator

Laurie Reed

Creation Date

2020-03-12 03:05 PM (UTC-7)

Record 1D

SUBM-00004

tormation




11. Note in this step “Submit” is the only
option and is pre-selected.

12. “To” field is required, and Recipient(s)

must be selected

13. Select “Send” to send the submittal

for Preparation of Submittal.

Note: User who initiates the revision
may also be the person preparing the
submittal. In this case, select your
own name. In the future, Vendors will
prepare the submittal.

14. Open and accept the Submittal

Revision.

15. Add attachments, notes and
comments as required by the

submittal.

16. Select “Send” to open the Workflow

Action Details screen.

17. In this step “Submit” is your only

option

18. Select “Send” to send the Submittal

Revision for Coordinator Review.

19. Coordinator locates, opens and
accepts the task

BUILD Boulder

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Workflow Action Details X
4 Action Details
Workflow Actions * Send For
Submit - Preparation of Submittal
To
-

4 Due Date Details

Task Due Date

Submittal Revisions

Attschesnts

Pregaraton of Submital

Workflow Action Details

4 Action Details

Workflow Actions * Send For

v Coordinator Review

Cari Stieglitz.Cloud coadmin;Eric Soukup,Laney Shipman,Laurie Reed,AE,Planners;Project Coor

Submit

To

4 Due Date Details

Task Due Date

0

.=

Comments  Likmefecoms  Limked Ma

Submittal Revisions

s Hotes & Comments

Aftachments
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Submittal Revisions

20. Review all information provided.

21. Open attachments and review.

Note: Intent of this step is to ensure _
the Contractor has submitted full and e
correct documents.

22. Enter Notes & Comments,
Attachments, etc. as necessary

23. Select “Send” to open the Workflow
Action Details screen.

24. Select “Review” to send the Submittal ~ Workflow Action Details X
for Submittal Response. “To” field is
required and User Selected. 4 Action Details

Workflow Actions * Send For

a. Optionally, select “Reject” to T
send the Submittal for -
Submitter Rejection
Notification. “To” field is auto
populated with the submitter.

25. Select “Send”.

Submittal Revisions | Bae = v

26. Architect locates, opens, and accepts
the task.

27. Reviews and revisions until all
reviewers have completed their
review.

B U | |_D Boulder Page 275 of 320



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

28. After review, select the approval Submittal Revision Approval Codes
decision in 01 — Revision Decision.

29. Select one of the following approval . ——e

decisions from the Submittal Revision Approval Decision A Status
Approval Codes list. Approved Active

30. Select “Send” to open the workflow Approved as Noted Active
Action Details screen. Pending Review Active

a. “Approved’ — Submittal is Rilodie e
approved. Revise and Resubmit Active

b. “Approved as Noted” —
Approved with notations.

c. “Pending Review” — Submittal
is being routed to other entities
for review, such as, Codes,
Mechanical, etc. Pending
Review is a consensus review.
All parties must comment.

d. “Rejected” — Not approved.
Terminal step: a new revision
is created, and the process
begins at Assignment step.

e. “Revise and Resubmit” —
needs revision. Terminal step:
a new revision is created, and
the process begins at
Assignment step.

31. If “Approved” is selected: Workflow Action Details X

a. “Respond” sends the Submittal
for Submitter Approval
Notification.

4 Action Details

Workflow Actions * Send For

i. Optionally, select
“Submittal
Review” to send
for Submittal
Review and
Respond back to
Submittal
Response.

32. Select “Send".
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33. If “Approved as Noted” is selected:

a. “Respond” sends the Submittal
for Submitter Approval
Notification

b. “Submittal Review” sends for
Submittal Review and Respond
back to Submittal Response

34. Select “Send".

35. If “Pending Review” is selected:

a. “Respond” sends the Submittal
for Submittal Response

b. “Submittal Review” sends for
Submittal Review and Respond
back to Submittal Response

36. Select “Send”.

37. If “Rejected” is selected:

a. “Respond” sends the Submittal
for Submitter Rejection
Notification

b. “Submittal Review” sends for
Submittal Review and Respond
back to Submittal Response

38. Select “Send”.

39. If “Revise and Resubmit” is selected:

a. “Respond’ sends the Submittal
for Submitter Rejection
Notification

b. “Submittal Review” sends for
Submittal Review and Respond
back to Submittal Response

40. Select “Send”.

41. Repeat reviews until the approval
decision is Submitter Approved,

Approved as Noted, or Rejection.

42. Review all information provided. Add

notes and comments as needed.

43. Select “Send” to open the Workflow

Action Details screen.

BUILD Boulder

Submittal Revisions

Sutmittal rvisons

4 00 - Project Information
Prosect No.
Po0s2

Propect Name
LLAT Testing eraien 1

Fromct Planar
2
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Hioes & Comments

Workflow Action Details X

4 Action Details

Workflow Actions *

Workflow Action Details X

4 Action Details

Workow Actions * Send For

Respond

Submital Review
Cance\ l Send >
Workflow Action Details X
4 Action Details

Workflow Actions

RRspord
Subnital Reviesr

Send For

Workflow Action Details X

4 Action Details

Workflow Actions " Sand For

Atachments  Commens  LnksdRacords  Lnked 5 5

st
Repeczen

Creator
Cloixd coadmm

Crmation Date

OT/TL2010 032 AM (UTC-8)
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44. In this step Acknowledge is the only Workflow Action Details X
option. This is a terminal step for the 4 Action Details
Business Process. e e

Carl Stegitz Cloud coadmin Eric Soukup, Laney Shipman, Laurie Reed Contractor, Planners Proje

END TASK
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3.7.9 COMPLETING PUNCH LISTS (UPDATED 1/27/2020)

Goals How to complete and route a punch list.
Navigation Project>Scope Management>Punch Lists
Action By Project Manager / Project Coordinator / Planner / AE / Contractor
Pre-requisites None.
Related Files None.

Action By: Project Manager / Project Example
Coordinator / Planner / AE / Contractor

1. Navigate to Project>Scope A Budget and Funding for Help Fie - Home  INTICRUNE > Budgstand Fundi
Management>Punch List f :::., B punch Lists
2. Select “Create”. Task Manager E | 4 create || Actions v | View | AlRecords v | X

© Information 2] FE-- @  RecordID Title Contract
M Document Manager

Govemance Management

Gales

Budget Funding Management

Contract & Procurement Management

Change Management

Communication Management

Risk & Issue Management

Scope Management
Feasibility Studies
Design Review

Submittal Packages

3. In 00-Project Information, enter data
for red asterisked fields.

Note: Use this field to note area for
the punch list.

a. Greyed fields will auto-
populate as appropriate.

4. Enter Notes & Comments, .
Attachments, etc. as necessary. men
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Select the Contract related to the
Punch List.

Note: the Contract Name and Vendor
name auto populate.

Note: the Requirements description
auto populates and is not editable.

Select the Punch List Items tab to
start adding punch list items.

Select “Add” to add the first item
noted.

In 00- Follow Up Action Details enter
data for the red asterisked fields.

Note: “Short Description”: Enter the
main title of the punch list item.
Description should contain more
specific information on the Action.

Note: “Assigned To”: will be
responsible for closing out the punch
list item within the system. They must
be a user in Unifier.

BUILD Boulder

CU Boulder
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Section 03 — Delivery
Release Date: 4/16/2020

4 01 - Contractor Information
Contract Contractor

Type a Record ID v W

Vendor Name

4 02 - Requirements
Description

All punch list items must be complete by the contractor and approved by the design firm prior to final
acceptance, settiement, or release of retainage.

Create New Punch Lists

Punch List (_Punch List ltems
Ad

il
B

Add | Actions | |lev||q

N

Ne. .. Short Descripti... Priority Assigned To Start Date

Line Item Details ¥ M

4 00 - Follow Up Action Details

*

Short Description

Description *

Due Date *

Assigned To *

i Type a Name s Al

Company
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10.

1.

12.

13.

In 00—Follow Up Action Details (cont.)
enter data for red asterisked fields.

a. External Assignee: Choose
whether the person assigned
is external to the system. This
could be used when the
person responsible is not a
user in Unifier.

Note: Ext. Company Name is a
mandatory field if “External Assignee”
is “Yes”. If “No” is selected the field is
greyed out.

Note: External Assignee Name is a
mandatory field if “External Assignee”
is “Yes”. If “No” is selected the field is
greyed out.

b. Action Item Approver: Select
the user that will approve or
validate the punch list item is
complete. They must be a
user in Unifier.

Select “Save” to save the current
entry

a. Optionally, select “Save & Add
New” to save the current entry
and add a new Line Item.

Select “Cancel” to cancel the current
entry.

Repeat each Punch List Iltem until all
individual actions are captured.

Select “Send” in the top right-hand
corner.

Note: 01-Resolution Details will be
auto-populated from an associated
Action Item record, if one exists.

BUILD Boulder

Line Item Details

Priority *

External Assignee?

Ext. Company name

External Assignee Name

. Action Item Approver *

Action Item Approver Email

4 01 - Resolution Details

Tha fislde halow will ha 2uda

(PP
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—— i, 2

Send Save

LA

s ated arctinn

=
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14. Note in this step “Submit” is the only Workflow Action Details
option.

15. Select “Send”.

¢ Action Details

cl--:ms *

To

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

Send For

Cloud coadmin;Eric Soukup;Laney

4 Due Date Details

Task Due Date

16. Assignee locates, opens and accepts ~— Punchists
the record.

17. Review all information.
18. Select “Send”.

Reed;P Toject roject

19. Select “Approve List” sends to Punch  wo wiow Action Details

List Closeout.

) . . Action Detail
a. Optionally, select “Revise e

Send For

sends the Punch List to the Srow fetene 2
Creator to revise and resubmit. —

Note: An Action ltem will be auto
created once the Punch list is
Approved.

20. Select “Send”.
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21. Each Punch List “Assigned To” will be @ = s o e
notified of a new “Action Item”. e

Note: Action Item “Assigned To” will
update the Action Item business
process OnCe they have Completed Action ltems AIOD0OT s sent to you for Action.

the assigned Action (Punch List Item).

From Cloud cosdmin
Sand For Action

Sounce hame Eludges maut Funsdng dor Help File
Bction Nems A1S00T

T Wt Cam Nt werking

22. Action Item Approver will periodically | "=t . ety 5
review the Punch List record to view S e
status of each “Punch List ltem”.

4 - - Short Descrigh...  Priofty rt Datn

NEACIE

Note: Status of each punch list item is
visible in 01 — Resolution Details. A
hyper link to the Action Item in “Action
Item Status” will take you to the
Action Item record.

23. After all Action Items are “Closed”, the
record is ready to be closed

24. Select “Send”.
25. In this step “Close” is the only option Workflow Action Details o

and is a terminal step for the business

process. 4 Action Details
26_ Select “Send". Workflow Actions * Send For

v End
cc
END TASK
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3.7.10 COMPLETING COMMISSIONING (UPDATED 03/04/2020)

Goals How to complete commissioning.
Navigation Project>Governance Management>Commissioning
Action By Cx Authority
Pre-requisites None
Related Files Cx Plan

Action By: Cx Authority Example

&% Budget and Funding for Help File - Home UCB > > Budget and Fundi

1. Navigate to Project>Governance

Management>Commissioning A Nerts =
B o Commissioning
2. Select “Create Task Manager ¢ Actons w | view [ AtRecords v |

0 Information - Project ... Preject Name H

B Document Manager

I Govemance Management

Project Charter
Commissioning

Financia wioseout

Create New Commissioning

3. In 00 - Project Information, note
greyed fields will auto-populate.

4. Enter Attachments, Comments, etc. [y
as necessary st

Note: The Cx plan will be attached via
“Attachments”.
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5. Select Internal or External Cx
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Authority

6. Enter data for red asterisk fields

a. If an External Cx Authority is
used, a single Point of Contact
must be identified, and data
entered for all red asterisked
fields.

b. If an Internal Cx Authority is
used, red asterisked fields will
auto-populated once a
“Contact” is selected, except
Contact Phone # must be
entered. Fields in the right
hand column will be greyed
out.

7. Select “Send".

8. Select Workflow Action as

appropriate. Workflow Action options
will display according to the current
phase

Select “Send”.

Note: A Concept may, or may not, be
used. However, the process must at
least begin at SD.

Note: consider adding the Internal
Reviewer e.g. Engineering,
Operations, Utilities, etc.

BUILD Boulder

4 01 - Cx Authority Contact Information

Cx Authority * Company Name
Contact Address 1

v W
Contact Name * Address 2
Contact Email * Address 3

Contact Phone # *

Create New Commissioning

Workflow Action Details

4 Action Details

Workflow Actions *

City

Zip/Postal Code

State/Province

Send For
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10.

11.

12.

13.

14.

Reviewer locates, opens record and
accepts the task.

The Cx plan is reviewed and submits
comments.

Note: Only fields in the current phase
will be available for comments. Fields
in all other phases will be greyed out.

Select “Send".

Select “Approve SD” to send the
business process "to the Update step.

a. Optionally, select “Revise”
sends the business process
for revise and resubmit.

Select “Send”.

Note: The same process will be
followed for each Phase.

Note: Approval at each Phase is a
Consensus Approval, meaning all
Reviewers must respond, and
eventually approve before the next
Phase will be able to advance.

BUILD Boulder
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Commissioning / g
[*] Mame -
= bt Alipemrary
L3 1 [ Yoy e i - B
| Workflow Action Details X
4 Action Details

Workfiow Actions * Send For
r 1

Approve SD

END TASK
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3.7.11 CLOSING A SUBMITTAL PACKAGE (UPDATED: 1/23/2020)

Goals How to close out a submittal package.
Navigation Project>Scope Management>Submittal Package
Action By Project Manager (PM) / Project Coordinator (PC) / Planner / AE / Contractor
Pre-requisites All submittals/revisions complete and approve in the package.
Related Files Submittal records

Action By: PM /PC / Planner / AE / Example
Contractor

1. Navigate to Project>Scope
Management>Submittal Package

Note: Only when all submittals in the
package are approved or rejected the
Submittal Package can be closed.

2. Select “Edit".

!

Change the status to “Completed”.
Select “Submit”.

Note: All Submittal Packages must be
closed for a project to be closed.

END TASK
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3.8.0 INTRODUCTION

Time management is about not only managing the construction schedule, it is also about managing the
owner milestones that help consistency in rolling projects up to a portfolio level in a single view.

Managing schedules in PDS include the default milestone schedule. For contractor schedules, they can
be uploaded into the document manager as a PDF as well as optionally imported directly into Unifier.
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3.8.1 MANAGING THE PROJECT MILESTONE SCHEDULE (UPDATED: 03/04/2020)

Goals How to update the template milestone schedule.
Navigation Project > Time Management > Schedule Sheet
Action By Project Team
Pre-requisites None.
Related Files None.
Action By: Project Team Example
1. Navigate to Time Management > ORACLE Pri Unifier (Development)
Schedule Sheet and double-select on Wl W CompanyWork.. uce CompanyWork... =+
“Non-Capital Project Schedule” or ATt W S Al Projects > UAT Testing fera
“Capital Project Schedule” to open. £9c I EM . iow ol S
el Frew ByCopy = 5 Open [J Properties [ Permission @ Comments
Note: Available schedule type is : Schodule Shests - Current view Actve
determined by the project shell. - - T -
. Mon-Capital Project Schedule  2019-08-28 Eric Souku, Act
a. The schedule sheet will open. Ml retog Consmctc gt 20190820 e o
M Budget Funding Management &
B Contract & Procurement Managemant &
Change Management &
Communication Management h
Fisk & lasue Managernent &
Scops Management &
Time Manaoemant =
Schedule Sheets
bua=haldar Manan=—qn
2. Inthe schedule sheet, note that there
: = —
are standard milestones by default. — —
Note: DO NOT modify the name of S
the standard milestones. T ke
e -
3. Change the Start Date and Finish e s | e
Date to reflect the forecasted dates to
occur. Name: Activity Name Foe»zq
4. To change, double select on the duta Sourcer 2] une v ] 2010 ] fou
" N ! 1try Method: Manual Entry S
date field and select a new date from  mmrcomssmmo ENTWERF f L20
the Calendar- ichematic Design 2 3 45 6 T8 ;
5. Select “OK” to save the new date. Jesion Development Sl ool sl -
16 17 18 19 20 21 22 | __
Note: Successive activities’ start e s Blujswr NN @
, i 30 |
dates update based upon the Sl o i
predecessor finish date. ‘onstnuction o I—IRMI e [
6. Select “Save” at the end before el R

closing the window.

BUILD Boulder
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Action By: Project Team

7. To add additional milestones, select
once on the row that the new
milestone should be added.

8. Select “Add” then “Manual” to add a
new milestone.

9. Enter all required information at a
minimum about the new milestone.

a. Activity Name: The name of
the milestone.

b. Start date: The start date of
the milestone.

c. Finish date: The end date of
the milestone.

d. Duration: Should be 1 for a
milestone.

e. Define Dependencies for the
new milestone and its relation
to existing milestones.

Note: You may need to update the
dependencies for the activities on
each side of the new activity you
added.

Select “OK” to save and create the
new milestone.

10.

11. Click “Save” before closing.

12. Update the schedule to reflect the
most current information until

baseline.

BUILD Boulder
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IE Schedule Manager - Google Chrome

& colorado-stage-unifier.oracleindustry.com/by

File Edit View
i Manual
Non-Capital Projec

d Activity Name

2 [ |nitiating

4 nital Consultation

=] Activity Properties - Google Chrome

@ colorado-stage-unifier.oracleindustry,.com/

| coscodes | Resourco | Doponcences |

General

General
Activity Id.
P& Activity Number
Calendar] 24x7 Calendar

Predecessor

Assigned Resources

Dates.
Han dae2019.10-23
Actus Start Date

Duration:

Estimates

Estmated Firish Date
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Copy Activity From,

save @ Add + 3¢ Delete R incent EH Outdent Gantt

¥ Progi

Dusation Stan date Finis
o| 20190624 201¢

8| 2019-06-04 208

1 2018-06-20 2018

1| 2010-06-25 201¢
20180700 2018

JEE

Act

Activity Name

ivity Constraint] As Soon As Possibi v

Show as Milestona

W8S Codes

PECBS

1

o B

Finish date 5019-10-23
Actual Finish Date
Actual Duration

Estimated Start Cute



Action By: Project Team

13.

14.

15.
16.

17.

18.

19.

20.

21.

Note: Baseline the schedule at the
point of schematic design approval.
This will add dates to the Baseline
Start and Baseline Finish dates that
reflect the values in the Start date and
Finish date columns.

Note: If you change dates, prior to
baseline, need to select “Save” first
before moving to the Edit step.

Select “Edit>Baseline” to open the
baseline window.

In the baseline window, select
“Baseline” from the select baseline
pull down.

Choose “Set Baseline” as the action.
Select “OK”".

Note that the baseline start and end
dates are now populated to reflect the
Start Date and End Date values.

Continue updating the Start and End
date values as the project progresses
as the “forecast” date.

To clear a baseline, select “Clear
Baseline” in the baseline window.

In the confirmation window, select
HYesll-

Note: If selecting Yes does not close
the window. Select “Cancel” in the
Baseline window and then select yes
again.

As the project progresses, open the
schedule to update the additional
dates.

When milestones are complete,
update the Start and End dates to
reflect what actually happened.

BUILD Boulder

Example

& Schedule Manager - Google Chrome

@ colorado-uat-unifier.oracleindustry.com/bp/sch/ope

nSCHView?id=788
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uref=uuu357125982t4

Baseline Finish

File m View
Sz Add ™ indent Outdent  “E| Gantt a Progress m Columns & Find (@
Delete
Capi
i - | nt = = =
Inde: i
(il Ovtdem Start date Finishdate | Baseline Start
Copy 1
1 i 010172009 0110172008
2 Paste 010272009 0211872009
) [T 021972009 0211972009
4 Copy Column Data 022072009 05/0572009
5 | Bassline 05062009 071372009
B Linked Busmness Process b 0742003 0872009
T | commans 08/18/2009 101972009
8 Update > 10202009 01107/2010
58 ‘ |
Baseline
T Select Baseline: | Baseline b
|| Action. ® Set baseline ' Clear baseline
OK Cancel |
Baseline =

Select Baseline

Action

Baseline (last saved on 12/03/2019)
Set baseline '*® Clear baseline

Confirmation

END TASK
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Stakeholder management is the process of managing project access for anyone involved in your project.

For our PDS system, it is how users are added, modified or removed from each project

NOTE:

The following groups will need to be managed on each project. All other groups are standard, and come

pre-populated with the appropriate users

UCB Users:

All Project Users
Project Managers
Project Coordinators
Planners

Clients

Cx Authority
Non-UCB Users:
AEC

Contractor

Cx Authority

Vendor

BUILD Boulder
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Goals How to add or updates users on a project.
Navigation Project>Stakeholder Management>User Management

Action By Project Coordinator
Pre-requisites Sponsor account initiated by PC using standard systems when adding new

user.

Related Files 3.9.2 Removing PDS Users from a Project

Action By: Project Coordinator

Navigate to Project>Stakeholder
Management>User Management.

Select “Create”. Note the following
options. We will use “Add Existing
User” for this help file.

a. Add Existing User: PC
requests to have users
currently in Unifier to be added
to the project as needed. Use
this Workflow if you think the
user is already in the system.

b. Add User: If the user is new to
Unifier, the PC will use this
workflow to create a request to
create the user after the
sponsor account / identikey
has been obtained. This will
“add a license” and should be
considered carefully.

c. Update User: If the PC has
added the user to all the
groups needed at the project
level but has an issue with the
user accessing a BP or
workflow, they will use this
workflow to request a change
to permissions or workflow
setup.

Note: If a user needs to be
Inactivated or removed, please see
3.9.2 Removing PDS Users from a
Project or Unifier.

BUILD Boulder

Example

TEST-Shell Test Proje...

Alerts
Mailbox

&
Task Manager +

Information +
Document Manager &5 [
Govemnance Manage...

Gates

Budget & Funding M...
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>

3.9.1 ADDING OR UPDATING PDS USERS IN A PROJECT (UPDATED: 4/2/2020)

TEST-Shell Test

View All Records +

Status
Pending_Confirmatiot

Completed

Completed
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3. Select the “Add Existing User” A TEST-Shell Test Proje...  [TICl-SESSNEISSERENE >  TEST-Shell Test ..
workflow. A Ners
_ User Management
B Mailbox
® Task Manager =+ Create Actions View  All Records ~
@ Information Status
m Document Manager 1 WF - Add User Pending_Confirmatior
W Govemance Manage... p WF - Inactive User er Completed
C leted
= Gates WF - Update User P ompiee
B Budget & Funding M... @ e v Completed
Update User Completed
Under 00 - Project Information: note 4 00 - Project Information
greyed fields will auto-populate Project Number Status
UCB000109
Project Name Creator
TEST-Shell Test Project Laurie Reed
Project Planner Creation Date
Cari Stieglitz
Project Manager Record ID
Laurie Reed
Project Coordinator
Eric Soukup
Primary Contact
AriAnne Gilliland
4 (01 - Request Details
Undel’ 01 - RequeSt Details. Add a line item for each user along with required information; add any additional details below
4. Inthe “Add User” workflow, enter Request Type
data for Additional Details pertinent to pAdExsing Uaey
the request, e.g. which groups / roles Additional Details

the user will have in the system.
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5. Select “User Details” at the top of the
screen.

6. Select “Add”.

a. If the User does not
appear when searching
in “Select User (if
existing)” field under User
Details, cancel the record
and use “Add New User”
Workflow.

Note: that grid view can also be used
to enter multiple users at once. This is
the “table” looking icon next to Add.

BUILD Boulder

Create New User Management

Add Existing User
Ef Add Actions w

No., @ 2 RequestType
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v | Q

New User - Name Exist
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In 00 — Add User Details enter required
information.

Note: If adding existing user, only
“Select User (if existing)” will be an
Active field. All other fields in 00 —
Add User Details will be greyed out.
If the User doesn’t appear in the list,
cancel the record and use “Add User”
Workflow.

7. Select “Save” at the bottom of the
entry form to save the entry.

b. Alternately, select “Save
& Add New” to save
current entry and add
another.

c. Select “Cancel” to cancel
entry not yet saved.

8. Select “Send” at the top right to open
the Workflow Actions.

BUILD Boulder

Userr

Send Save = w

Line Item Details

4 00 - Add User Details

Add required information below that will be used to add and/or
create the user.

Select User (if existing)

Type a Name v &

=

First Name

Last Name

=

Title

Phone

=

Email Address

Company *

Type a Vendor Name v W

Identikey / Username *

Partner User

Select v

4 01 - Inactivate User Details

Select user inactivated and confirm that you have updated their
status to "Inactive” in the project

Select User

Identikey / Username

Cancel Save Save & Add New
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Q.

10.

11.

12.

13.

14.

15.

16.

17.

18.

Note in the Workflow Action Details
screen, “Add Existing User”

d. Inthe “Add New User”
Workflow, “Submit” is the
only option in this step
and is pre-selected.

Select “Send".

Note: this step is only for project
administrators and used if the “Add
New User” workflow was selected.

Project Administrator locates, opens
and accepts the task.

A new required field in 01 — Request
Detalils is activated in this step.

If more information is needed, the
Project Administrator will return with
comments added in the Comments
tab.

If all information is complete the
record will be sent for “Notify
Requestor”

Receive task (Requestor / Project
Coordinator) of next step and
navigate to the project to start adding
the user to a group.

Select the person with a tool icon to
switch to Admin mode. %
Navigate to User
Administration>Groups

Double-click on the Group you want
to add to User(s) to.

BUILD Boulder

Workflow Action Details

4 Action Details

Submit v
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Send For

User Creation

Brandon Millner,Cari Stieglitz;Cloud coadmin;Enc Soukup;Laney Shipman;Laurie Reed Project A

4 Due Date Details

Task Due Date

Task Due Date is not availabie

User Management

Add New User User Details

4 01 - Request Details
Request Type

Add New User

Additional Details

Have you selected each created user using “Select User (If Existing)” in the User Details tab? "

Yes
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19. Note a new window opens and shows ;‘N:""S::n e
all Users currently in the Group inthe =~
“Members” tab.  tems

Group Name = Manager Descripion

20. Select “Add”. AE € Groupls) - Google Chrome - o x

AEC
All Project Users

#ssoc D, Capital Finance, BFP & m P m
AsstVC PDAC —

AsstVC, BFP Group Members.

Campus Architect Name Company |
Cap Gov Admin Cloud coadmin University of Colorado
Clents Laney Shpman University of Colorado
Laurie Resd University of Colorado

& colorado-stag fi y.com/bp/admin/group/editigroupid=

Contractor

Cx Authority

DE Entsty

Deguty CFO

Design Reviewars
Direcior of Business Senvices (18!
FM Accountng

FM Accounts Payable
Housing Accounting
Office of the Chancailor
Planners

Project Administrators
Project Coordinatoes
Froject Manager

Project Managers Md. | Remewe |
Reviewars
VCIS

Vendor L .4

21. A new window opens. Current v R o Gt — R .

. . & colorado-stage-unifier.oracleindustry.com/bp/shar nject/phck se pTUserGroupPackerid =2 =un.

Project Users are shown in the top e “' T
pane, Group Users are shown in the UseesiGionps - Cuea View: A1

bottom pane. i T - e
22. Highlight the User(s) to be added to Lz o | ey o s

the Group in the top pane. Losn fsd L Ll

e. Optionally, hold down
control and multi-select.

23. Select “Add".

Note: In addition to the specific user /

group, each user will need to be UM e View Protle_ I

added to the “All Project Users” = " :

group. s

¢
!

_ cancs |
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24. The selected User(s) is now in the e st Mames Fom: [Buigel and Pundiog fortive ' * | Bhow By
bottom pane “Selected 4 nomis Poge i ot 1 Dspay (109 ¥ ] tars o Page
Users/Groups”. e — e — -
25. Select “OK”. G o kst
Note: You can check to be sure the
User(s) was added to the Group by
opening the Group. The User will
appear in the “Members” tab.
26. Repeat steps for each new Group/
User(s) added in this request. Add viewProtie_|
Selocted UsersiGroups
/
.°.K Rtmm .CIMM
27. Switch back to User mode by clicking v Management P - e
the icon % . .
28. Locate, open and accept the task.
29. A new field “Comments for User(s)” is
now available. PC may enter any
relevant information to the added i
User(s). This information will be o
included in a notification sent to the romas
User(s).

30. Review all data for accuracy.
31. Select “Send”.
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32. “Notify User” is the only option in this
step. The User(s) is notified that they
now have access to the project. Add
the new User(s) to the CC field.

33. Select “Send”

f. This is a terminal step for
the business process.

BUILD Boulder

Workflow Action Details

4 Action Details

Workflow Actions *

cc
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Send For

Project/Shell: Test From RA 7

You have been copied on User Management UM-00010.

From

Sent For

Source Name :
Record No

Title

Comments for User(s)

END TASK

Page 300 of 320
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End

Test From RA T
User Management UM-00010

Add New User

You are now added to the project in Unifier. Please contact
me if you have any issues accessing necessary information.
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3.9.2 REMOVING PDS USERS FROM A PROJECT OR UNIFIER (UPDATED: 4/2/2020)

Goals
Navigation
Action By
Pre-requisites
Related Files

How to remove users from a project and/or Unifier.
Project>Stakeholder Management>User Management
Project Coordinator

Notification of a user to be removed from the project.
3.9.2 Removing PDS Users in Unifier

Action By: Project Coordinator Example

1. Navigate to the project.

2. Select the person with a tool icon to
switch to Admin mode.

3. Navigate to User Administration>
Task Reassignment. First, confirm
the user does not have any active
workflows assigned to just them by
accessing “Active User Tasks”

a. Reassign tasks if necessary.

b. Highlight task, select New
Assignee, select “Select”.

2

c. Repeat until all tasks are
assigned to others.
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10.

11.

Navigate to User
Administration>Users

Double click on the user that is to be
inactivated.

In the “General” tab, select “Inactive”,
Uncheck “Show user on the Projects
Directory”.

Note: Currently Company
Administrator can inactivate the User.
A future upgrade will allow a PC to
inactivate.

In the “Groups” tab, remove all
groups. Highlight the groups and
select “Remove” at the bottom of the
screen.

Select “Apply”, then “OK".

Switch back to User mode by clicking

the icon % .

Select “Create”. Note the following
options. We will use “Inactive User”
Workflow for this help file.

Select the “Inactive User” workflow.

BUILD Boulder
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|[EJ £z Projects User - Google Chrome = ol
| . .4 Y bp/admin/user/projectuseredit?usend=10
“ing I
: [ e T T —c—
Users - Current View: Al
991 25 themis) T
Last Name: Stieglitz
Company Frsthame |
University of Coleads Alsn Contact Information as in Froects Drectony v
Universtly of Colorado Anng Titie:
University of Cokeada AriAnne Address 1
Universty of Cokrads Bea .
University of Colorada Bonnia AR
Unéversity of Colorado  Carl Ackiepas 3
University of Colorada Chris City
University of Cokeada Coud StateProvince
University of Colorada Dougas Zp/Fostal Code
University of Cokeada Elsna Country/Regien: | Choose Dne x
Universaty of Colorado Enc Phans:
Universty of Coloeads Erin F
University of Cokrada Hetrsr
Uniersty of Cokeads detomy
University of Calorada Jode Employes ID:
University of Colorada deyee Emplayes Photo
Universiy of Cokeada g Assigned Department
I University of Colerada Kathenne Ann Reguiar Hrs: 0.0
4 uUniversity of Colorada Lauirie Manager
Universtly of Colorado Lon Mae Responsibie Group:
University of Cokeada Pri
University of Cokrada Sandra
University of Calorada Stacy
University of Cokrada val
University of Coleeada Wilson Satus: ) Actve ™ Inactive ) On-kold
Show user on 1he Projects Directory
\Nm | ok | Camm

Scope Managemaent

FrrTriosm B

User Managemenlt
Reports
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WF - Inactve User

WF - Update User




12. Under 00 - Project Information, note
greyed fields will auto-populate

13. Under 01 — Request Details:

a. Enter data for Additional
Details pertinent to the
request, e.g. which groups /
roles

b. Notes, Attachment,
Comments, etc. may be added
using the buttons indicated.

14. Select User Details and select “Add”.

BUILD Boulder

Create New User Management

nactvate User  User Details

Aod Actions

/‘m. ¢ =
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Attachments  Comments  Linked Record:

ne |

New User . Name Existing User - Name Userr



15. In 01 — Inactivate User Details select
the user you just deactivated.

16. Enter data for other red asterisked
fields.

17. Select “Save” to save the entry.

a. Optionally, select “Save &
Add New” to save current
entry and add another.

b. Select “Cancel” to cancel
entry not yet saved.

18. Select “Send” to open the Workflow
Actions Detail screen.

BUILD Boulder
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4 01 - Inactivate User Details

Select user inactivated and confirm that you have updated their
status to "Inactive” in the project

*

Select User

pe a Name v =

Identikey / Username

Title

Email Address

Company

User Left Company?

Select v

User Inactivated in Project? *

Select v

liranca Ralaacard?

/:B‘enc Save = w
: 2 KA
Line Item Details o
Userr £}
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19. Note in this step “Submit” is the only Workflow Action Details X
option and is pre-selected.

20. Select “Send”.

4 Action Details

Workflow Actions * Send For
Submit - Access & Activity Review
To

Cloud coadmin:Eric Soukup:Laney Shipman:Lautie Reed:Project Administrators

4 Due Date Details

Task Due Date

i

Task Due Date is not available

21. Company Administrator locates, User Management eSS
opens and accepts the task.

22. All information is reviewed and [restety
deactivation at the Company level is
performed if needed.

Buaget w0l FLnang 1/ Hg Fil Luaria o

200930 1117 AM (UTC-T

Note: Currently Company
Administrator will inactivate the User
in this step. A future upgrade will
allow a PC to inactivate in the prior
step.

00003

23. Select “Send".

24. Note in the Workflow Action Details Workflow Action Details X
screen, “Submit” is the only option in
this step and is pre-selected. 4 Action Details

25. SEIeCt “Send"_ v Actoms— Send For

Submit hd User Creation

Io

Brandon Millner,Can Stieglitz;Cloud coadmin;Eric Soukup;Laney Shipman_Laurie Reed Project A

4 Due Date Details

Task Due Date

Task Due Date is not available
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26. Selecting “Return with Comments”
sends the record back to the Creator
for “Clarification and Revision”.

27. Selecting “Close” is a terminal step
for the record.

28. Select “Send".

To reassign the project coordinator:

Current PC verifies that all tasks
assigned to themselves are
completed or reassigned. If a
task is to be reassigned, the new
assignee must be added first.

Current PC adds the new PC to
the project using the “Add
Existing User” Workflow.

Current PC switches to Admin
Mode and adds the new PC to
the “Project Coordinator” and “Al
Project Users” groups.

Current PC switches back to User
Mode and completes the record
in the User Management BP.

New PC follows instructions
above to inactivate the former
PC.

New PC updates Project
Information.

BUILD Boulder

Workflow Action Details
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END TASK
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3.10.0 INTRODUCTION (UPDATED 3/19/2020)

Reports and dashboards are available in multiple locations in Unifier. This section covers the various
types and how to interact with them, including:

Dashboards — Unifier dashboards show a basic visual format that is updated in near-real time.
Each project has a primary dashboard that helps project teams see their data quickly.

User Defined Reports (UDRs) — UDRs are quick outputs of data to excel and don’t include any
branding, formatting or special layouts.

Reports (Custom) — Custom Reports have special formatting or branding associated with them
and combine data from multiple sources. Several Custom Reports are already included. New
reports are by special request and will be reviewed by the Change Board as to applicability and
possible implementation. There is a significant cost to create Custom Reports.

Prints (Custom) — Custom Prints are forms or outputs to a single business process e.g.
Professional Agreements formatted in a specific way. Note that not every business process has a
custom print.

The following sections dive more into these different types of reports and how to use them. As always,
permissions apply, so contact your Project Coordinator if you can’t see something you think you should.

A full list of prints and reports is below:

Name Navigation

Dashboard Report (Unifier) Project Name> "..." >Project Dashboard
Project Name>Reports>Quad Chart (in the Project
Quad Chart (in the Project Status as Draft) Status as Draft)
Quad Chart (for Cap Gov meetings) UCB>Reports>Quad Chart
SC-5.1 Architect/Engineer Agreement Professional Agreement>Record>Print>Custom

SC-5.2 Architect/Engineer Agreement (CM/GC) Professional Agreement>Record>Print>Custom
SC-5.3 Consultant Agreement Professional Agreement>Record>Print>Custom

SBP-7.1 Professional Invoicing Professional Invoicing>Record>Print>Custom

Project Name>Reports>SC-5.1 DBB Amendment
(6.0A to the 5.1)

Project Name>Reports>SC-5.2 CMGC
Amendment (6.0B to the 5.2)

Project Name>Reports>SC-5.3 Consultant
Amendment (6.0A to the 5.3)

SC-6.21 DBB Agreement Construction Agreement>Record>Print>Custom

SC-6.4 CMGC Agreement Construction Agreement>Record>Print>Custom

SC-8.0 DB-LS Agreement Construction Agreement>Record>Print>Custom

SC-9.0 DB-GMP Agreement Construction Agreement>Record>Print>Custom
Project Name>Reports>SBP-7.2 Construction

SBP-7.2 Construction Invoicing Invoicing

SBP-6.26 Notice to Proceed (DesignBidBuild) Notice to Proceed>Record>Print>Custom
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Name Navigation

Notice to Proceed>Record>Print>Custom
SBP-8.26 Notice to Proceed to Commence Design Notice to Proceed>Record>Print>Custom

Notice to Proceed>Record>Print>Custom
SC-6.311 Change Order Bulletin Change Order Bulletin>Record>Print>Custom

Change Order Proposal>Record>Print>Custom

Project Name>Reports>SC-6.21 DBB Amendment
(6.0A to the 6.21)

Project Name>Reports>SC-6.4 CMGC
Amendment (6.0B to the 6.4)

Project Name>Reports>SC-9.0 DB-GMP
Amendment (6.0B to the 9.0)

Project Name>Reports>SC-8.0 DB-LS
Amendment (6.0A to the 8.0)
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3.10.1 VIEWING DASHBOARDS (UPDATED: 03/12/2020)

Goals How to view and interact with dashboards in Unifier.

Navigation Project>Home
Action By All Users
Pre-requisites Access to a project.
Related Files None

Action By: All Users Example

ORACLE Primavera Under (Development]

1. Navigate to Project Name- Home
where Project Name is your project.

a. A dashboard will appear.

2. By default, the summary
dashboard will appear.

3. Tasks, notifications and mail
are listed along the top.

4. The selected image for this
project appears.

Note: To change the image
contact your Project
Coordinator.

5. Links, including a link to time
entry is found in the lower left
corner.

6. To toggle the view to available
dashboards, select the “...” and

select “Project Controls Dashboard” 1 )
or another dashboard option from the i —
list.

a. The Dashboard will open. Dotiws

Project Name
Budget and Funding f

7. Select tabs along the top to navigate
to sub-portlets.

a. Construction Agreements:
Shows agreements,
modifications and COPs by
status.
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My Dashboard ==+

My Dashboard

Project Controls Dash
o

Administ
Eric Souk

Edit Dashboard

Audit Log



Action By: All Users

b. Professional Agreements:
Shows professional
agreements and modifications
by status, and modifications by
vendor.

c. Submittals and RFI's: Shows
Submittal and RFI by status
and submittals by number of
revisions.

d. Risks, Issues & Cost Sheet:
Shows the Risks& Issues by
category and count. Shows
cost sheet summary of budget,
commits, spends and
forecasts.

e. Action Items: Shows Action
Items by status and assignee.

Note some reports can be “drilled
down”. Click once on a graph to open
the detail.

Note: The graphic to the right shows
the drill down on the Action Item by
Status.

Note: Dashboards can be configured
with the right permissions. To learn
how to configure the dashboard,
select the “?” icon from the upper
right section of the screen and select
Unifier Help. Enter “Shell Dashboard”
as the search criteria.

BUILD Boulder
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s ipris. Pt A, it s Wikl L

Piak & brsuses by Category [Vam)

k& dumes by Catngory (Lo

R Aentetn i P Sy 500

AL Bael (Baget Comasts Spents Borecant]

-

Construction Agreements  Professional Agreements

< Action ltems by Status

Record Number

Submittals and RFls  Risksfissues & Cost Sheet Action items.

Action Items by Assignes

ALDO001

ALDOOGR

PRIMAVERA Urifsr Help Wersion 19

END TASK
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3.10.2 VIEWING A USER DEFINED REPORT (UDR) (UPDATED: 10/24/2019)

Goals  How to pull and filter a UDR that has already been created.
Navigation Project>Reports>User Defined Reports
Action By ~ All Users

Pre-requisites  Access to a project.
Related Files None

Action By: All Users Example

ORACLE Primavera Unifier (Development)
+
1 3 UAT Testrg Berst

User-Defined Reports

1. Navigate to Project>Reports>User
Defined Reports and select the report
you want to run. Note that as
templates are refined, default reports
will also appear in this list.

Description Cuata Type

Note: UDRs can be created by those
with permissions or pre-created.

Note: If you have permissions, you
can also copy or create UDRs.
However, we recommend contacting o
the creator prior to modifying any SRS S
existing UDRs. B Ropun

User-Defines

Auat

Name “  Description
2. Double-select the report or select the

setting icon to open the report. £} Risks and Issues
3. Select “Run” to run the report. Run

a. Copy and Edit will only be Copy
available if you have

permissions. Edit

The UDR run screen will open.
Select “Excel” as the Report Format. ST
Select “Run” to generate the report. Mool i

Note: We recommend Excel as the
output for UDRs.

7. The report will download to the
location of your default browser Reponfomut MTML CSV  ®Besl  POF
setting. It can be opened at this point e 2
and treated like a typical Excel Dot ieagh

Savm As

document. (s

Run | cancel |

END TASK
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3.10.3 PRINTING A REPORT, CUSTOM PRINT OR STATE FORM (UPDATED: 3/19/2020)

Goals  |earn how to pull a custom print directly from a business process record.
Navigation Project>Business Process Name

Action By  All Users

Pre-requisites  Completed business process record.

Related Files None

Action By: All Users

1. Navigate to “Project
Name>Professional Agreements and
select a record of an already created
agreement.

Note: Steps are the same for other
processes, professional agreements
is being used as an example.

2. With the record selected, select
Actions>Print>Custom.

3. A pop up will appear.

4. In the Print screen, select the
following:

a. Custom Print Template: Select
the desired output of the print.

b. Template: Use the default
template set.

c. Format: PDF is recommended.
However, other output options
are available.

5. Select Print to generate the output.

Note: If your desired state form is not
available in this list, it may be
considered a Custom Report, which
combines data sources from multiple
processes or records.See the
summary table in this section for
where to navigate.

BUILD Boulder

Example
Professional Agreements
+ Create » Actions ¥ | View |--Iﬂecords v X B ||Q| B v
2 0 State Contract Vendor ID Total C... Contrac... Effectiv... Purcha...
SC52 308475 2,000.00 1,000.00
ﬂ- § SCh2 398475 2,000.00 600,00 082372019 1234
SC-52 TESTCO 0.00 0.00
Professional Agreements
-} Create v Actions ¥ ‘ View | All Records v X G = 4 Q 1
0 Stay Import. Total C... Contrac... Effectiv...
o] SCE  Export CSV Template 2,000.00 1,000.00
0 scE Create From Template 2,000.00 600.00 08/23/2019..
5C-£ 0.00 0.00
Bulk Edit...
5C-£ 0.00 0.00
SC—J Print }‘ HTML ... 0.00
SC-£  Transfer Ownership... 0.00
SC-L Terminate Record... 0.00
SC-51 TTESTCO 0.00
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Print

Custom Print Template

Title

SC.51 ArchitectEngineer Agreement

5C-52 ArchitectEngineer Agreement (CMGC)

SC.5 3 Consultant Agreement

Template and Format

Template

SC.5.1 - ArchitectEngineer Agreement - Design -

Format
POF




Action By: All Users

6.

11.
12.

The output will generate and be
available in the format you specified.

Note: Depending on your browser, it
may show up directly in the output
window or will download directly to
the Downloads folder.

To generate a custom report or state
form that combines multiple data
sources, complete the record as
planned.

Navigate to Reports> and find the
state form or report you are looking
for.

Ensure PDF is the format.

. Select the filters or parameters that

are relevant to that report e.g. the
Construction Agreement Number.

Select “Run Report”.
View report and save as needed.

Note: Depending on your browser, it
may show up directly in the output
window or will download directly to
the Downloads folder.

BUILD Boulder

Example

. Reports

Status Report

User-Defined

Audit

SC-5.1 DBB Amendment (6.0A to the 5.1)
SC-5.2 CMGC Amendment (6.0B to the 5.2)
SC-5.3 Consultant Amendment (6.0A to the 5.3)
5C-6.21 DBB Amendment (6.0A to the 6.21)
Quad Chart Report

5C Amendment (6.0B to the 6.4)

SC-.71 DEB Amendmant (804 1o the §.21)

END TASK

Page 313 of 320

CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020



CU Boulder

PDS Help Files

Section 03 — Delivery
Release Date: 4/16/2020

3.10.4 CREATING A USER DEFINED REPORT (UDR) (UPDATED: 10/24/2019)

Goals How to create and edit a UDR including permissions and schedule

functionality.
Navigation
Action By All Users

Project>Reports>User Defined Reports

Pre-requisites Access to a project.

Related Files None

Action By: All Users

1. Navigate to Project>Reports>User
Defined Reports.

Note: Editing a report modifies the
report for all users.

2. Creating a new report allows for
permissions to be set for users.

3. Copying a report is recommended if
you do not own the original report.

Note: You must have permissions to
edit or create UDRs to use this
functionality. Contact your Project
Coordinator for more information.

4. To learn specific functionality for

UDRs, select the “?” icon and search

for Creating a UDR Template.

BUILD Boulder

Example

ORACLE" Primavera Unifier (Development)
Wl @&

Company Work... \T Testing lter... +

UAT Testing lteration 3... All Projects >  UAT Testing Iterat..

y Alerts
User-Defined Reports
Maiibox
Task Manager Create » Actions View | All Reports
Information System Data Sources
on Data Tyg
Document Manager = o Based Data [ Risks & |
Documents Copy From Templates
Budget Funding Man
Contract & Procurem... &5
Change Management &
&) Oracle Primavera Uriifar Help Version 19 - Google Chrome - - a] *

@ docs.oraclecom/cd/F1114

‘Your Search: Creating a UDR
Template, Found 20 ltems.
Go Back

at a user can then copy from to
e based on specific data
ata type.

1. Creating and Setting Up a
UDR Template

Creating and Setting Up a UDR
Template Report templates
allow you to create templates
that & user._... and Setting Up a
UDR Template Report
templates aliow you o create
templates that a user

can..... Satting Up s UDR
Template Report templates

END TASK

See Also

%
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3.10.5 PREPARING PROJECT STATUS UPDATES (UPDATED: 2/20/2020)

Goals How to prepare project status updates for the capital governance or other
portfolio / program level reporting.

Navigation Project>Reports>Status Report

Action By Project Team

Pre-requisites Receive notification of new status report or identify a need to create a new
one. Status reports can be created at any time when major status changes,

or in preparation for a Cap Gov review. Note the following scenarios:
Monthly — From Status Report > Create

Initiation — From Status Report > Create

Feasibility — Auto-created from Feasibility Studies
Programming — Auto-created from Programming
Concept > Closeout — From Status Report > Create

Related Files 2.1.3 Completing Capital Governance Review

Action By: Project Team

1. Navigate to Project>Reports>Status
Report.

2. Select “Create” if this is the first time
the status report is being created.

a. If created from a “Promote
Cap Gov Review” step from
Feasibility Studies and/or
Programming you can also
access this via your task
notification.

b. Optionally, copy an existing
status report for updates.

3. In 00 - Project Information, note
greyed out fields will auto-populate as
appropriate.

Note: Notes, Attachments,
Comments, etc. may be added using
the buttons indicated to the right.

BUILD Boulder

Example

ORACLE Primavera Unifier (Development)

N} ] Company Work... uUce WLAW - Garde...

UAT Testing Iteration 3...
Alerts

Mailbox

Task Manager
Information

Document Manager

.5
A
=
i ]
|
]

Capital Governance &
Status Report

Governance Manage. . =
Project Charter

4 00 - Project Information

Project Number

P-0052

Project Name

UAT Testing Iteration 3

Project Planner

Eric Soukup

Project Manager

Eric Soukup

Project Coordinator

Eric Soukup

Primary Contact

Eric Soukup
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Status

Creator

Cari Stieglitz

Creation Date

Record ID

Project Phase

Capital Governance

CG-00001

UAT
All Projects > UAT Testing Iterat
jl Status Report
-+ Create | Actions View | All Records w | -4
. 0 Type Project No. Project Name
fo) Project Updates P-0052 UAT Testing It




Action By: Project Team

4.

In 01 — Item Details, enter or edit the
Project Summary.

Note: This populates from Project
Information.

In 02 — Project Status Details, note
Planned, Projected, and Actual
Amount will auto-populate from the
same fields in “Budget” tab.

Enter color indicators for status.
Options are Red, Yellow and Green.

Note: Status is set using the
discretion of the Project Manager or
Planner using the same standards
they used in prior years for capital
governance reviews.

Select “Questions /
Recommendations” from the top tab
list.

BUILD Boulder

Example

4 01 - tem Details
Project Summary

Project Information Description

4 02 - Project Status Details

Create New Status Report

atlons

CU Boulder
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Budget Status

Select -

Planned Amount

0.00

Projected Amount

0.00

Actual Amount

Schedule Status

| Select - |
Risks & Concerns Status

| Select - |
Overall Project Status

| Select - |

Project Update Q
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Example

Line Item Details Attachments Linked Records N

8.
Q.

10.

11.

12.
13.

14.

15.

16.
17.

18.

19.
20.

21.

Select “Add”.

To the right of the form, in “Line Item
Details”, enter a new item.

Note: Space on reports is limited so
concise wording should be used.
Note, each text box includes limits of
characters , and if you exceed the
character limit an error will ocgur.

Enter 4000 or fewer characters

Select “For Report” if this comment
should be displayed on reports.

Optionally, select “For Information” if
this is information that will not be
displayed but may help in preparation
for Capital Governance processes.

Select “Save and Add New”.

Add additional 2-5 comments to
populate the reports.

Select “Save” to finish Questions /
Recommendations.

Select “Status Summary” from the
top tab format.

Select “Add”.

To the right of the form, in “Line Item
Details”, enter a new item.

Select “For Meeting / Report” if this
comment should be displayed on
reports.

b. Optionally, select “For
Information” if this is information
that will not be displayed but may
help in preparation for Capital
Governance processes.

Select “Save and Add New".

Add additional 2-5 summary items to
populate the reports.

Select “Save” to finish Summary
ltems.

BUILD Boulder

ters.

Line Item Details

4 00 - Comment Iltem

Comment ltem

Need to consider how the new design standard will impact this
project.

Item Status

For Information v

Created By
Cari Stieglitz

4 00 - Summary ltem
Summary ltems

Schedule is progressing as planned. Design risk may impact
schedule]

Item Status

For Information v

Created By
Cari Stieglitz
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22.

23.

24.

25.
26.

27.

28.
29.

30.

31.
32.

Move to the next tab called Project
Risks & Concerns.

To the right of the form, in “Line Item
Details”, select “Add” to add a new
item.

Select “For Report” if this comment
should be displayed on reports.

c. Optionally, select “For
Information” if this is information
that will not be displayed but may
help in preparation for Capital
Governance processes.

Select “Save and Add New”.

Add additional 2-5 summary items to
populate the reports.

Select “Save” to finish Risks &
Concerns.

Move to the next tab called Budget.

Select “Add” for the Line Item Details
to appear.

a. Budget Category is a pull-
down field that contains
Professional Services,
Infrastructure and Site,
Building Construction,
Equipment and Furnishings,
Miscellaneous, and Project
Contingency.

Enter in full, known budget
information.

Note: The sums of the line item
amount will auto-populate in the
upper form.

Select “Save”.

Enter in additional line items to
represent the full budget.

Note: Planned, Projected and Actual
use the same definition as currently
used in the Quad Chart.

BUILD Boulder
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Example

Line ltem Details ¢ '

4 00 - Risk / Concemn

Risks & Concemns

Item Status

For Repori
For Information

Line Item Details o

4 00 - Budget
Budget Category

| Select v |

Planned Amount

| 0.00 |
Projected Amount

| 0.00 |
Actual Amount

| 0.00 |

=l EE T
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33.

34.

35.
36.

37.

Note Schedule Milestone is a pull-
down field that contains Programming
Start, Design Start, BOR Approval,
Construction Start, Occupancy,
Substantial Completion, and Final
Completion.

Enter milestones that should appear
on reports.

a. The date fields are Date Only
Pickers and will pull-down a
calendar when the little icon to
the right is selected.

Select “Save”.

Enter additional milestones to reflect
all milestones that should be reported
at this point in the project.

Preview the Quad Chart as needed.

a. Select the “hamburger” (three
line pull down) from the upper
right corner of the window.

b. Choose Print — Custom.

c. Select the Quad Chart from
the list and ensure PDF is the
output.

BUILD Boulder

Example
Line Item Details

A 00 - Schedule

Schedule Milestone

CU Boulder

PDS Help Files
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| Select

Planned Date

| MMDDYYYY 2|
Projected Date

| MMDDYYYY 2|
Actual Date

| MM Y Y'Y

I St opars - 1 - Propect Upcistes - Prapect W UCBOOO0% - Goople Chrome

Status Report
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Action By: Project Team

38. Print and open to validate the quad
chart is displaying as intended.

39. Select “Send” to open the Workflow
Action Details screen.

40. Select “Send for Cap Gov Approval”.

a. Optionally, select “Send for
Updates” if you want another
review and update prior to
sending for Capital
Governance review.

41. Wait for any revisions requested.
Otherwise, task is complete.

BUILD Boulder

Example
[ TS
BUILD Boulder

Workflow Action Details

4 Action Details

CU Boulder
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P e el

@ Planning Design & Construction

Send For

Workflow Actions *

Send for Updates

Send for Cap Gov Approval

END TASK
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