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1.0.1 INTRODUCTION

The UCB PDS project was undertaken in January 2018 after a process of software and vendor selection.
Oracle Unifier will replace the Capital Projects module of FAMIS. As of December 2019, all new Request
Applications will be completed in Unifier. Project will be managed there until Financial Closeout. FAMIS
Capital Projects module will be retired when all projects are closed out in FAMIS.

The system will support previous efforts of process definition and lifecycle management for campus
construction projects. The system will:

Enable efficient project management planning and execution from start to finish to allow for
enhanced customer service.

Decrease in entering duplicate information.

Enable easier reporting.

Create one source of planning and project data.

Enable system of record for planning and project information during the life of the project.
Replace a portion of the existing system. (Capital Projects module of FAMIS)

Reduce time to decision.

Increase transparency and visibility into timely information to facilitate key metric measuring and
reporting.

Facilitate continuous improvement in processes.

Support proactive management.

BUILD Boulder ™"~
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1.1.0 INTRODUCTION

General tasks and administration help with navigating Unifier and using features that are repeated
throughout the system. This section will enable you to understand Unifier basics so that when you start
learning the specific processes, the system functionality is familiar.
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1.1.1 LOGGING IN / OUT OF UNIFIER (UPDATED: 4/2/2020)

Goals How to log in and out of Unifier and what you will see
Navigation Unifier Log In Screen
Action By All Users
Pre-requisites UCB username and password

Related Files None

Action By: All Users Example

1. Navigate to the provided URL using
Chrome (other browsers cause
functional issues). CU Login Name

2. Ifyou are a UCB employee, your =
single sign on will redirect you to the

: ; Identikey Password
single sign on screen.

=
Note: If a pop-up blocker appears, _ ’ B
configure your browser to always Check this box to view your Digital 1D Card and reset release approvals before

allow pop-up windows from this site. Ve s oo o M

3. Should you forget your password or
otherwise experience difficulties

logging in, please contact the UCB
Office of Technology Help Desk

Trouble signing in? We can help.

To ensure you end your session with Federated Identity Service, you will need to
quit your web browser when you are finished, Leaving your browser open may
or call 303-735-4357 (5- make you more vulnerable to another user gaining access through your

HELP).

Note: Due to the nature of this authentication page loading dynamically per
service, DO NOT bookmark the URL in your k 's address bar. | |
bookmark the service URL (e.g. hitos://voicethread colorado.edu or

https://qualtrics.colorado.edu).

University of Colorado Boulder
Oftfice of Information Technology
IT Service Center | 303-735-HELP(4357)
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Action By: All Users Example

4. A successful login will display Unifier
in a new window.

5. Select the “U” icon to enter Unifier.

PRIMAVERA UNIFIER
Unifier
Unifier Documentation

6. Once logged in, Unifier will default to
your Home screen (if you logged out
on this screen).

7. If initial login and setup is completed,
skip to: 1.1.4 Navigating the Project

Note: Once tabs and preferences are
set, these will appear each time you
login (as long as you use the sign out
button.)
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Action By: All Users

8.

10.

11.

Select “Tasks” in the left-hand menu
to access all tasks across all projects.

Select “Drafts” in the left-hand menu
to access all drafts across all projects.

Note: Any form with a workflow that is
saved and closed without sending will
only be available to the user who
saved it in their drafts.

Note: Tasks and Drafts are also
accessible within project shells under
Project —Task Manager>Tasks /
Drafts. (Where “project” is the actual
name of your project.)

Note: Selecting an item from the
“Tasks or Drafts” log will take you to
the record.

Selecting a task or mail item will open
it in a new window.

To create a project tab, select the “+”
icon along the top, like opening a new
browser window.

Example

ORACLE Primavera Unifier (Development)

Company Work... UAT Testing Iter...

Tasks
Notifications
HIs My Active Tasks
Inbox

Project Controls Mas... &

FMRE Master Logs &

Sent ltems

14

Task Distribution

ORACLE Primavera Unifier (Development)

UAT Testing ler

12. To find a specific project, search for

your project name.

)

Boskmarks K

Company Workspace
No tems 10 dsplay

Al Propertes

13.

14.

Note: You will only be able to see
items you have permissions to. If you
can’t see something, please contact
your Project Coordinator to validate
your permission settings.

Navigate to the Home Tab.

When logging out of Unifier, select
your name and then the “Sign Out”
link instead of using the browsers “X”
button. You must then close the
browser window, not just the browser
tab. This officially ends your session
on the server.

Note: it is recommended practice to
be on the Home tab screen before
logging out.

BUILD Boulder
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BB = % @ ()iaureReed v
Get Unifier Mobile App ...
Preferences ...
Last login: 10/01/2019 08:41 AM
END TASK
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1.1.2 SETTING PREFERENCES (UPDATED: 10/24/2019)

Goals How to set preferences, proxy, etc. per user.
Navigation Home Screen
Action By All Users
Pre-requisites Logging In / Signing Out of Unifier

Related Files None

Action By: All Users Example
1. In Unifier, select your name and then B = % @ (Brandon Milner v
“Preferences” to open the User ot Unifier Mobila App .
Preferences screen.
Note: When you log in for the first e BIoess  N————rtf12019 06.00 At
time, it is important to check and set 2~ [ ® Sign Ot
your preferences.
Effectiv... Comple...
0B8726/2019,

2. Inthe General tab, confirm your

details. Update Profile Photo

3. Double-click on the graphic to open i Selectan mage or drag and drop it here
the window to update your profile
picture.

4. Follow instructions and select “Save”.

Select “Apply” to accept any changes;
then select “OK.”

BUILD Boulder  ™°"*
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10.

11.

Select the “Region Format” Tab

In the lower left confirm your time
zone, language, and date format.

In the lower right confirm your number
and currency formats.

a. Ensure “Show Currency Symbol”
is checked.

b. Negative Currency Format to be
(#123). Do not use other options.

c. Negative Number Format to be
(123). Do not use other options.

Note: The greyed-out box to the far
right is an example of the number and
currency formats shown in step 8.

Select to “Email Subscription” tab.
Set your email subscriptions.

Note: Contact your administrator if
you have any questions on the
settings.

Note: The goal is to login to Unifier to
access project information rather than
via individual emails.

Note: Do not modify anything in the
first column.

Select “Apply” to accept any changes;
then select “OK.”

BUILD Boulder

Example

Preferences

General

Preferred Region

Language

Time Zone

Preferences

Email Subscnpbion Reglon Format Proay More

Decimal

Dight Grouping Symbol

Digh Greuping

123,456,789

' Show Currency Symbol

Positive Currency Format

Negative Currency Format
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Positive Negative
2k 123,456 99 (#123.456.99)
Positive Negative

123456.90909999 (123,456 99999905
Jumber Example
Positive Negative

123,456 (123.456)

General  |Email Subscription | Region Format  Proxy  More

Send natifications in single dadly digest

Workfiow Business Processes
+ Porsonal tisks
' Decline tasks
» Overdue permonal ks

' Mossages

Document Manager - Project/Shell
Document upload
Transfer awnership
Mave

Detote

' Dis aroup
Aecord workflow complote
' Record Madification
HNon Workflow Business Processes
+ Record Greation
+ Record Modification
Porticlio Manager

' Scenario Shared or Approved

Page 10 of 39

revise
Foldor rename
Document Manages - Company
Document upload
Transfer awnership
Mave
Delete
Document revise

Foider renarm e

EH EEE KN

Mailbox

+ Personal Madll
User Defined Reports

+ New report granted

+ Results from scheduled reports
Alorts

+ Each alert
Gates

+ Change Phase Notification

+ Auto- email POF Gates run
Project/Shell

' Successful Creation
E-Signatures

E-Signature Roquests



Action By: All Users

12. Select the “Proxy” Tab.

a. In“My Proxy” you can add,
modify, or remove a proxy.

b. In“l am Proxy” is the list of
available users for whom you can
function as their proxy.

c. In“Proxy Login History” is the
history of proxy logins. For
example, the Name, Login Date,
and Logout Date of the Proxy.

Note: Do Not Allow Proxies option is
only available for Site/Company
Administrators, Company users and
Partner users, otherwise seen as
read-only.

Note: A proxy is someone who can
perform tasks in Unifier on your
behalf. This also includes records that
have been created by the you. Any
actions completed by the proxy will
appear in the Audit logs.

Note: An assigned proxy will have
access to all of your projects. You
cannot select different proxies for
different projects. You can assign two
or more proxies to allow a different
proxy to work on a particular project.

13. Add a user who can act as your proxy

by:
a. Select“+” (Add).

b. Under “Grant Proxy Access To”,
select a user to act as your proxy.

c. Enter the Start Date/Time and
End Date/Time that you can allow
a proxy user access to your
account, for example start and
end dates of your vacation. Or,
you can select Active/lnactive.

Note: Time defaults to 5 PM.

BUILD Boulder

Example

Preferences

General  Email Subscription  Reglon Formal  Praxy  Mom

Do not allow Proxies

MyProay  lamProxy  Prosy Login History

Users who can act as my Proxy

Email

My Proxy | am Proxy

Users who can act as my Proxy
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Action By: All Users

14. Proxy Users whose status is set to
Active will receive email notifications
of tasks that need to be completed.
Use Inactive to disable a proxy’s
access.

15. Select “OK”.
16. Select “Apply” and then “OK”.

Note: You must select “Apply” after
setting a user as your proxy or the
user will not be added as your proxy.

Note: You can have more than one
user added as your proxy.

Note: If you are unable to add a user
as a proxy, your System Administrator
can assign users on your behalf.

17. Select “OK” to close the user
preferences screen.

18. To login as someone else’s proxy
user:

a. Select “Username” to drop down
the contextual menu.

b. Open “Proxy For” to show a list of
users who designated you as their

proxy.
c. Select a user to act as proxy for.

BUILD Boulder
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Proxy User

Proxy User Settings

Grant Proxy Access To ™
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Type a User Name...

Start Date/Time

MMDOVYYYY Hi

End Date/Time

MMDDAYYY'Y HH:MM AM

Status
Inactive ® Active

Arianne Gilliland

Compa Katherne Ann Dunklau

Address 'ﬁrpe
Main

Page 12 of 39

Get Unifier Mebile App ..
Preferences ..

I Proxy For b
Last fogin: 0242079 0847 AM

Sign Out

Laney Shipman +
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Action By: All Users Example

19. The user appears in right upper
corner as “Proxy for User Name”. At
this point you can now perform
functions and tasks via the selected

Proxy for Aridnne Gilliland

Get Unifier Mobile App ...

user. Preferences ...
20. Select the pull down the contextual \chm _
menu in the username and select Last iogin: Q242018 12:52 FM
“Sign Out”.
Sign Out
21. You will be returned to your user
page.
22. Select the “More” tab. Preferences x
a. Use this tab to configure settings ) EmEREIE  GEjmREm (m
such as the view options, view e pefauliLogi e
exceptions, and default IOgin view. Native - [ Use Custom Dashboard as default login view ]
23. “Default View” contains Native and e oo separte xtonsions)
Unifier Viewer. This determines how Aways use Native
Unifier displays files that are attached =
A i Always use Unifier DO nO'[ Check
to business processes in the .
Document Manager. This can be this box.

documents, drawings, or images.

Note: Native means the document
will open using its program, such as
Word or Excel.

24. Viewer Exception lets the user
specify which extensions to use which
viewer. For example, you may have EE KR
Native as your default viewer but want
to use Unifier Viewer for some file
types such as adding graphical
markups and text comments. You
would type the extension in the
“Always Use Unifier:” field.

25. Select “Apply” and “OK”".

END TASK
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1.1.3 SETTING BOOKMARKS (UPDATED: 10/24/2019)

Goals How to set bookmarks for projects or specific views.
Navigation Home Screen
Action By All Users
Pre-requisites Logging In / Signing Out of Unifier

Related Files None

Action By: All Users Example

1. Bookmarks are a useful functionality =
that allows fast and efficient »
navigation between projects.

ol % @ Brandon Millner «

Note: This is a helpful alternative to

creating tabs across the top, dﬁ%
especially when you have a lot of X
projects. rogress  Attachments o2y

2. Navigate to the screen you would like 2
to bookmark, for example: a project
home screen.

3. Select the star in the upper right-hand
corner of the screen.

4. Select “Add” to add the project to your

bookmarks. Bookmarks

. . UAT Testing leration 3 - Construction Agreements o
Note: Unifier does not validate
bookmark names so be aware of Name Default

creating duplicates and use clear
naming conventions.

Note: You cannot add bookmarks in
admin mode.

Note: A bookmark is based on a
user’'s permissions. For example, if
you do not have access to a module,
Unifier will display the Home page. If
you do have access it will open the
shell or project.

5. To see your bookmarks, Select on
the “star.”

6. You may also rearrange bookmarks.

BUILD Boulder ™ ""*
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7. Select a bookmark to modify by
Selecting on the gear by the name.

8. Select “Remove”, “Move Up”, or
“Move Down”, as necessary.

Note: The checkbox is only used for
setting the default login; for other
actions, select the bookmark by
Selecting on the name.

9. Select outside of the bookmarks drop

down to exit the bookmarks screen.

BUILD Boulder
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Example
Bookmarks
Add
Name Default
@T Testing Reration 3 - Construction Agreements ]
Bookmarks
UAT Testing Heration 3 - i !, Add
Name Default
L% UAT Tosting Horation 3 - C S O
3
Comple...
O8/31/201¢
52 P1
- o SuUurupy sCumNNsuuoTo
Project Coordinator Date of Controller's
Eric Soukup 08/27/2019
09/28/2019
Primarns Cantact Purrhacs Oirddesr Non

Page 15 of 39
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1.1.4 NAVIGATING THE PROJECT (UPDATED: 11/12/2019)

Goals How to navigate through Unifier at a high level including finding the "help",
search and tab functionality.

Navigation Home Screen
Action By All Users
Pre-requisites Logging In / Signing Out of Unifier

Related Files None

Action By: All Users Example
1. Ifthis is the first time you have logged |1 = I o LR i = [ !
in, the screen will default to your

home screen.

2. The home screen allows you to view ‘1]
your “tasks” list across all projects.

3. To find your project, search your
bookmarks, Select on a project tab,
or find the project using the “+” to the
left of your home screen; like opening
a new browser window.

ORACLE Pripays - e

UAT Testing ler

Recent Locations Bookmarks Hey Locations
s Company Workspace

=]
=)

Mo itemns 1o display
All Propertes

Al Projects

4. By default, the screen will open to the
last screen you were on prior to
selecting “Sign Out”. If it is the first
time you have visited this project, it
will default to the Home screen where
the dashboards are visible.

BUILD Boulder ™ "*"*
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5.

8.
9.

To add or change an image, access
the drop-down menu on the project
dashboard.

Note: Adding or changing an image,
can only be performed by the Project

Coordinator, Project Manager or
Project Planner.

Select “Details”

In the “Images” tab select an image
by using “Browse” or “Document.
Manager” from the drop-down.

The selected file name will appear.

Select Upload to add the image to
the project dashboard.

BUILD Boulder

Example

Details

General BI'!IM]’ Options Links

Browse

Document Manager

Advanced Dplicns
File Uplaad Optons
+ Inctode ioference fles

Uplad o By Cormpater

Rrsise sstomatically i Mo with same name exists.
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Action By: All Users

10.

11.

12.

13.

Business processes are forms or
workflows that are created as part of
the project. They are listed down the
left side of the screen.

Note: This may look different
depending on your permissions.

To open business processes, or BP’s,
select the “+” on any of the modules
located on the left side of the screen
to expand the selection. Conversely,
select “-" to collapse.

To find generic Help at any time, use
the “?” in the upper right corner of the
screen.

To find help for specific business
processes, select the “?” from within
the process screen and select the
help file for that specific process.

Note: User Productivity Kit is not
available for selection.

BUILD Boulder

Example

Drafts

Information

Budget Funding Mana. ..

Contract & Procureme. ..
Professional Agreements
Professional Invoicing
Construction Agreements
Construction Invoicing

Change Management

Communication Manag...

23
MProjects > UAT Testing lerat
Professional Agreements
b Create w Actons ¥ View | All Records v ~
. @  State Contract Vendor I Tatal C..
o SC61 TESTE
END TASK
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[ ] Origin
UAT Testing Iteration 3
UAT Testing Iteration 3
UAT Testing Iteration 3
UAT Testing Iteration 3
UAT Testing Iteration 3
UAT Testing Iteration 3

@ UAT Testing Iteration 3
UAT Testing Iteration 3

UAT Testing Iteration 3

Business Pro... I
User Management |
User Management |
Change Order Pr (
Construction Agre (
Professional Agre... |
Professional Invoi... |
Change Order Pr... (
Change Order Pr (

Change Order Pr (

- Cari Stieglitz

v | |qQ 7w

Contrac... Effectlv... Pur  Prolessional Agreements Heip

User Preductvty Kit
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1.1.5 COMPLETING TASKS, VIEWING MESSAGES, AND VIEWING DRAFTS IN UNIFIER
(UPDATED: 4/2/2020)

Goals Shows how to view, accept, and respond to tasks in Unifier

Navigation Home Screen

Action By All Users

Pre-requisites Logging In / Signing Out of Unifier

Related Files None

Action By: All Users

1.

BUILD Boulder

Navigate to the Home screen within
Unifier.

The home screen allows you to view
your “to do” list across all projects.

Note: Tasks, Messages, and Drafts are
also accessible within project shells
under Project — >Tasks Drafts.

Select “Tasks” in the left-hand menu to
access all tasks across all projects.

Note: Tasks, Messages, and Drafts are
also accessible within project shells
under Project — Home> Tasks / Drafts.

Note: Selecting a task or mail item will
open itin a new window.

Example

ORACLE Primavera Unifier (Development)

Compary Work. .. UAT Testing Iter.

Tasks

Page 19 of 39

5 [ e K

4 Workflow Business Processes

Business Process

Rocord Number  Title Recon
PC-00021
i UM-00004
i UM-00003
COP-00017
CAM-00013
s PAM-O0011
i PINV-D00Z1
COP-0001E

COP-00014

COP-D0012

PC-00020

PC-D0016
PC-00012
PC-O0003
PC-00002
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Action By: All Users Example

4.

©@ W orgn Busingss Pro...  Recom Mumber  Tille Record Due  From Sant fer

Select the relevant task from the list, via
two options:

P&

a. Double-Select (step 5) to open or B|_|is
b. Highlight and Accept (step 6). iy

Note: To assist in locating a task, pay
special attention to the column headings
“Origin”, “Business Process”, and “Sent
for”; you may also utilize the “Find” and
Filtered By” features.

Note: All fields are view-only before the
task is accepted.

Double-click the task. . ___ . : —_—
a. The form opens in a new window.

b. Select “Accept” in the upper right

corner.
L]
Select the task by highlighting it: - I rnson o
- Undo Accept Fe | Focnaoat Promct Request
a. Select “Accept Task” from the O Uk Ammwmmme.  bnew  Uooost
“Action” drop down list which allows S UATT AckonvitoolPreview.  bment  UM0GS e
you to take action on the task (e.g. D)UY taoe il leuell
. > UAT 1 Agre CAM-D0013 !
approve, revise, or cancel). Do not S R
select “Decline Task” or you will not O o paons
be able to action the task. The e

Decline Task functionality is not = T e
being utilized at this time.

b. This step does not open the task in a
window.

Once the task has been accepted, any Construction Agreement Modifications
required or editable fields will become
available for entry. Enter data as

needed. o

Modifies 5C-6.4 Cost Line Items COPs Modification Recitals

Note: You can undo accept if another
recipient should complete the task

instead. 4 02 - Purpose of Amendment
Purpose of Amendment *
Required fields will have a red asterisk Test Purpose of Amendment 5

adjacent to the field.

Editable fields will be white and read-
only fields will appear gray.

Note: Dependent on the business
process, there may be no fields available
for entry.
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Action By: All Users Example

10. In the upper right corner select “ Send”, -
a new screen will appear called Ged3e =~

Workflow Action Details.

Attachments  Comments  Linked Records  Linked Mai % | .o

11. Select the appropriate workflow action Workflow Action Details %
from the options provided in the pull-
down menu. 4 Action Details
. Workflow Actions * Send For
Note: The To section shows all the p— . \alidate Amount of Amendme
users/groups being assigned the next ™
portion of the task. Brandon Millner;Cari Stieglitz;Cloud coadmin;Eric Soukup;Laney Shipman;Laurie Reed;Planners;...
a. If the task allows for additional 4 Due Date Details
recipients or selection of the Task Due Date
recipients, the To and CC fields will
appeatr. o
12. Select “Send”. . .
Task Due Date is not available
Cancel ‘ [ )

13. If a validation was not met or a required
field left blank on the form, then an error © send sav
lel apypear when attempting to select Errors and Warnings
Send”.
Error Location Description

14. Complete all required fields on the form

to send the record anng the workflow @ Modifies SC-6.4 Recitals : Please add at least one Modificati

15. Once the task has been completed, the
record can still be viewed in its

respective business process, in the
project, in a read-only format.

Total: 1
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Action By: All Users

16. To access mail for all projects, when in

CU Boulder

PDS Help Files

Section 01 — Unifier Overview
Release Date: 4/9/2020

Example

| UIAT Testing ler Sage Test Project

the Home screen, Select “Inbox” icon.

Inbox
17. Select the relevant message from the actons v | view [ minems v | | x| [ @
IISt' L From Subject
18. Double-Select the selected email. Proct Contrt Mas.. e
FMRE Masler Logs & '| —
19. The form opens. Sont s
20. Messages can als_o be flagged for Test RFS Email - Message (Rich Text)
importance or review. In the Flag
dropdown you can select an action. For € Rty ||| ety ||| 4 Forweed | | X e | |SESERNE] | P e | | @ ot [ ¢
example, ‘call’ or ‘for your information’. From: Laurle Reed s
Do not Forward
Note: It is good practice to edit the = Laurle Reod Follow up
subject line to be something more Bblect: Test RFS Emall For Your Information
appropl’late Test Forward
Mo Response Necessary
Read
Reply
Reply to All
Review
21. When in a project, Select “Mailbox” in AP | T

the left-hand menu to access messages. €%
- Mew | Aciorn w | Varw | Alfems v X

22. Select the relevant message from the
list.

23. Double-click the selected email to open
the form.

24. View the record information and select
“Close Window” (the x) when completed.
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Action By: All Users

25. To compose a message, select the Inbox
Mailbox folder.

26. Select New and choose your recipients
for the following fields: To (the Select
User list will appear), CC, External CC

field, and BCC.

Flag a message for follow-up by
Selecting the Flag button.

27.

Note: Messages can be sent to and
received from external (non-Unifier
users). However, to send messages
back, they must be added to the
allowable email list. Contact your Project
Coordinator for more information.

28. To respond to a message, double-click

to open and select Reply.

29. If you want to send to all users in the

message chain, select Reply All.

30. To forward a message, select Forward.

Note: It is good practice to edit the
subject line to be something more
appropriate.

31. After one of these three options (steps
26, 27, or 28) is selected you can Flag a
message for follow-up by Selecting the
Flag button. A new window will appear
and, in the Flag to field you can select an
action. For example, ‘call’ or ‘for your

information’.

Note: Mailbox messages can be linked
directly to related business process
records. Any file attachments will remain
on forwarded messages.

32. To send an email directly from that
business process, open the record that

you would like to send.

33. From the upper menu button, select
Email as Attachment to initiate an email

directly.

Note: It is good practice to edit the
subject line to be something more
appropriate.

BUILD Boulder
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Sent nems
Dbt Beeres

B T Manager i RN

Test RFS Email - Message (Rich Text)

ree ™ g v

[y

+ AR I ¥ &|E = | B Fosg
- ocument Manag 3 Rl ek
| Captal Govermance
= Cates
. Budget Fundng Man & ()
W Conteact & Procurem
- Crange Management 5 [N
W Commumscation Man g st
(72046 - UaT Testing heation s - Horme [Rich Text)
= Semd B save Delets Atach = ™ fiag v Clear Flag Print +ee +
From: Laurte Reed cai
Do not Forward
o) Foow up
Laurks Reed
For Your information
Subgect: RE: Test RFS Emall
Forward
2 | ok @B I U & E.E £ Font

e OIGINEL MRS
From: Laufie Reed
[Sent: 042412019 07:46 AM

ments
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= NoResponse Necessary

Read
Reply

Raply to Al




Action By: All Users

34.

35.

36.

37.
38.

39.
40.

BUILD Boulder

Being copied on a record or email is also
possible.

When you are listed on the CC line of a
record in workflow your copy will appear
as notifications on the project Home
screen and under Inbox.

To find a business process record that
started and saved but not “published”
using Submit, select “Drafts” in the left-
hand menu to access all draft records
across all projects.

Select the relevant draft from the list.

Select “Open” from the options at the top;
alternatively, double-Select the task.

The form opens.

Enter the required record information and
select a workflow action and select
“Send: when completed.

Note: When you save a record before
sending it to the next step in workflow, it
will be shown in Drafts. Once the draft is
completed and sent, or deleted, it will be
removed from the list.

Example

&\ UAT Testing Heration .
A Aers

B Mailbox

END TASK

Page 24 of 39

CU Boulder
PDS Help Files

Section 01 — Unifier Overview
Release Date: 4/9/2020

All Projects > UAT Testing lterat

Drafts
+ New

Lol S )

Actions w

View | Alllems v

fo

RES

Subject

n Notifications
s
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1.1.6 DETERMINING WORKFLOW PROGRESS (UPDATED: 4/2/2020)

Goals How to look at a workflow and the progress.

Navigation Home Screen

Action By All Users

Pre-requisites Logging In / Signing Out of Unifier

Related Files None

Action By: All Users

1.

View the workflow progress or Audit
log at any point to see information
about that record and how it was
approved or changed over time.

Navigate to the record in question by
selecting from the task list in either
Home or in the project task screen.

Open the record.

On the right menu bar of the open
record, scroll to the right until you
see “Workflow Progress” and select.

The Log shows all workflow steps,
who they were sent to, their status
and the date of the action.

a. If the task was sent to multiple
people and one has accepted the
task, it will show In Progress for
the person responsible and a
status of Locked for others.

Select “View Graphic...”, a new
window appears.

BUILD Boulder

Example

All Projects 3 LIAT Teasing Berat

Professional Agreements

Page 25 of 39

colorada-stage-unifier. orackindustry. co

Professional Agreements

SC-52CMGC  Cost Line items
viey

00 - Project Infermation
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b
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Action By: All Users Example

7. The new window displays Warldiow Progress - Graphic
diagrammatical presentation of the
workflow with the current workflow
step highlighted in yellow and a bold
border.

8. Close the record. Bl - [ S5 ] e

Cancal.

END TASK
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1.1.7 UTILIZING FORM FUNCTIONALITY (UPDATED: 4/2/20)

Goals Shows how to attach documents to records/line items and add General
Comments across all BPs in Unifier.

Navigation Home Screen
Action By All Users
Pre-requisites Logging In / Signing Out of Unifier

Related Files None

Action By: All Users Example
1. Forms have a consistent look and feel [ IS e
across all processes once you know i D 4 00 - Project Information
stifications e n Project No Status
what to look for. . e [t —
2. The left panel contains the form Detoted ioms R S
information. The ability to edit a field ask aaces > 2 AT Testing lteration 3 Erc Soukup
will change depending on which step Tesks
. . Drafts Project Planner Creation Date
a business process resides. e 1o Bovkp ovz720190
3. The right panel of every record will Budget Funding Ma... & 1N
. . R . P — | Project Manager Record ID
provide consistent interaction by the Erc Soukup P&A-00023
. “ " o« ” Professional Agre...
User via “Attachments”, “Comments”, S =
meitead dinator ate of Contro
etC. Construction Agree pEqu_ s:u:kup C
4. Navigate to the record in question. i iy
nge Management o 5 Primary Contact Purchase Ord
5. Open the record. Communication Ma... &5 Erc Soukup
6. To Add general comments by
selecting the “Comments” tab in the
r|ght pane. Nlacm'.lenlnken Records  Linked
Status
Pending
Creator
Eric Soukup =
Creation Date
08/27/2019 07:20 AM (UTC-8)
Record ID
PSA-00023
F
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Action By: All Users Example

ln
.

7. Select “Add” (or type in the
comments box depending on the BP
type) enter comments and select
“Post”. —

Alachments  Comments  Linked Recors  Linked Mai > | &

Creator

Eric Scukup m>
-

Creation Date

DEZTZ018 0720 AM (UTC-8)

Record ID
PSA-D00Z3

Note: Adding Comments at the Attachments  Comments  Linked Records  Linked Mail o3
creation step will include a “Hide”

check box. By default, the box is

checked and would need to be

unchecked by the user if they want

comments to be seen at the next

step. Before sending the record to

the next step in the business

workflow, you can edit a comment or = 0

uncheck by ‘Hide’ box, by right- - E m
clicking on the pencil icon and

selecting edit. Checking or

unchecking the “Hide” box will not

influence the rest of the comments in

following steps.

8. Comments show below the comment Attachments ~ Comments  Linked Records  LinkedMai > ¥
entry screen.

Note: Enter thorough comments that
are meaningful to the other readers.

Note: Comments are not “threaded.”

Notes: Comments can be filtered by

commenter.
: =

. BranddwErandon Millner b Colorado 09/17/2019 10:39 AM
test attachment
B
1 KB

Brandon Millner University of Colorado 09/17/2019 10:29 AM
test comment
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Action By: All Users Example

9. While in Comments, can Add Attachments ~ Comments  Linked Records  Linked Mail ~ Workflow Progre
attachments by selecting the —
paperclip under the comment box and
selecting “Browse” for local files.

Note: Attachments can only be added
in this manner to records that are not
in terminal status (closed / approved);
please see Step Error! Reference
source not found. to add

Clear

attachments to closed records, by I Document Manager... =
using General Comments.
Brandon Millner University of Colorado 09/17/2018 10:%
test comment
10. Select “Browse” to locate a file to
attach. } ity colorade stage-nifie oracleindusty com

11. Select additional files to add multiple
attachments, repeat as necessary. e Pt | Boese Tl mohe i sl

12. Add a Document Title, Rev. No, and
Issue Date to attachments.

Advanced Ogtions
File Upload Options.
[~ | Imchuda ruferemce files
 Sptendl frim My Srmpter
| Reviss e
y " ”
13. Select the file and Select “Open”.
4 % » This PC » Documents » v O
Organize *  Mew folder
DXF * O name Status Date modified
Hostel Deawings Custom Office Templates o
PDF FeedbackHub oY
= Box My Drawings :3
z @
Box for Salesfare eom .
& blmillner1310@gmail.com’s Notebook @
Sage B @ Booking A Call With Spacewell o]
@ OneDrive & Chemours Discovery Hub 3F Workstation N.. (&
@ Document (]
LY
This £ HP ePrint )
-8 3D Objects @ Neron Seund Review (003) @
B Deskiop @ Progress Tracking (2019-04-01) o
« Documents 8. Snarewall Call Renort 1 March 2018 (=]
Sl
File name: < | files
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Action By: All Users Example

Ugload Files - Microsalt Edge o x

14. Verify the file uploaded successfully.

colorado-stage-undier oradeindusiry com

15. Select “Upload” to add the file to your B e i
comment

File Marrss File Sizn Dotunest Titie e, Ho. Iesua Date

Note: see help file section 1.2.3 on .

naming conventions.

1 i roady to ba aplasded (11 KE}
Avanced Optians
File Uplpad Opfions
Innchida rolerenca lies

Uplaad Fram My Cormputar

Pevess avtomatoaby if e wih sams name asists

'_ =T

16 Select “POSt”. Attachments Comments Linked Records Linked Mail Workflow Progre: : :

v Clear . Post )
E Document docx

Posted by: Show All v

END TASK
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1.1.8 WORKING WITH LINE ITEMS (UPDATED: 10/24/2019)

Goals How to tell if a form has "line items" and how they would be used.
Navigation Home Screen
Action By All Users
Pre-requisites Logging In/ Signing Out of Unifier

Related Files None

Action By: All Users Example

1. When in an Action Form, Line Items
can be cost related or not. They
appear to the right of the main form in
the left panel of the screen.

2. Navigate to the record in question.
For this example, we will use a
Professional Agreement.

3. Open the record. The record opens
in “Form” view.

4. Select the line item e.g. Cost Line Professional Agreements o
Item link to open. woeConttim e

5. Select aline item to see a preview in L
the right panel of the screen. ¥

6. Double Select to open a line item to _ o -0
edit. :

Note: The ability to edit a line item is
not available in all steps of a business

process.
7. The grid icon opens “Grid” view, SC52CMGC  Cost Line liems
which allows line items to be added or @m —p——
edited in large quantities.
No.w W@ - CostCo... Code Name Short Description
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Action By: All Users

8.

10.

11.

12.

13.

14.

15.

Select Add to enter new items.

Note: It is easier to add items in the
“Form” view.

Edit entered items in the grid as
necessary.

Note: It is easier to edit multiple items
in the grid view.

Copy line items to limit data entry.
Select the gear icon next to selected
line item to access Copy.

Remove items as necessary. Select
the gear icon next to selected line
item to access Remove.

Select Error Check to ensure all
required fields are entered.

Select Save to save the grid view.

Note: Note columns marked with an
(*) in the grid as these are required
fields.

It is also possible to import line items
from a *.csv file type. If the business
process allows it, the template will be
enabled.

Within the record, Select the line
series in the upper right corner and
Export Line Item Template, a new
window will open.

Note: If there is no indicator for
exporting a template, this process has
not been configured for import.
Contact your System Administrator if
you think this is an error.

BUILD Boulder

Example

SC-52 CMGC Cost Line Items

= |@ || Add y v
Short
@~ No., @ - Description*

Sehe

SC-52CMGC  Cost Line Hems

= |B| | Ada y -

Short

"
Short

0. No. . " Cost Code ©
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Code Name

Code Name

Amount *

Amount *




Action By: All Users

16.

17.

18.

19.

20.

21.
22.
23.

Select “Open” in the new window,
this opens the line item template in
excel.

Note: Depending on your browser it
will download to a different location
and/or appear in the browser window,
like other downloaded files.

Enter all line items into the template
and save the file in the Unifier
document manager.

Enter “D” (without quotes) under the
column labeled D and “Line Items”
(without quotes) under the column
labeled Tab Name; these are required
for import.

Note: Note the required fields for the
line item (as noted in the line item
window) in addition to columns
labeled D and Tab Name.

Note: Do NOT change the layout of
the template as this will generate
errors.

Note: “Line Items” may be named
differently in different business
processes; please see the tab the
detail form, for the particular business
process used.

Select “Import” from the Line Items
portion of the record, this opens a
new window.

Select “Browse” and locate the file
you saved in the previous step.

Select “Open”
Select “OK”

This will import the line items into the
record.

Note: If there are any errors during
import download the import errors for
reference, fix the errors in the file, and
import again.

BUILD Boulder

Example

DE&HE & -

Insert

(D) 9 - ©
e
Home

Page Layout Formulas Data

=8 % cut
P"jt 53 copy :
aste e -~ A -ll[=

= J Format Painter |B 2T -5 & A =

Clipboard el Font &

Calibri |11

Review

- | =

CU Boulder
PDS Help Files
Section 01 — Unifier Overview

USTAE:

Developer ’

';": Wrap Text

[ Merge & Center =

F]

[ AS vl AE

A B € D | E 7
1 Import Business Process detail items
2 |Note: Do not change column structure

D Tab Name Cost Code Spend Cat Short DesiWork Pack Descriptic Unit of Me ltem Quai

Release Date: 4/9/2020

Test

P ILine Items Segment 1

3

Wt o W

E Create New Construction Invoicing - Project No. P-0052 - Google Chrome

Create New Construction Invoicing

SBP-7.2 CostLine ltems

... Row

Commit Short
Description

Amendment No.

END TASK
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1.2.0 INTRODUCTION (UPDATED: 4/9/2020)

Saving Documents in Unifier
Saving documents in Unifier projects can happen in many different ways:

The document is created by the business process record creation. This is the case for many
things like contracts and amendments. The caveat here is that while Mike Turman and the
working contracts group are working on the changes to these documents with OSA, the data
needs to be entered into Unifier but the template from Meridian must be used for routing these
forms. There is no change to the Meridian process. The template is copied to the project in
Meridian and then uploaded to the record in Unifier. When all changes with OSA are made and
the custom prints in Unifier updated to reflect those changes, the document will be generated out
of the business process and saved to the document manager in Unifier automatically.

The document is uploaded to a business process record. This happens when the data is entered
into the business process record in Unifier but the document is not generated automatically. This
happens in cases like design review. In these cases, the document can be saved to either Unifier
or Meridian and then attached to the record from there (or dragged from an email). If it's saved to
Unifier, the process is outlined in the help files. Also, if this occurs, the document will have to be
named using the same file suffix as Meridian. This naming convention is included in the help file.
There is no change to the Meridian process.

If the document is not part of a business process but just part of the project, it can be saved to the
document manager in Unifier or Meridian. If saved to Unifier, the process is outlined in the help
file. There is no change to the Meridian process.

Editing Documents in Unifier

It is true that documents cannot be edited in the Unifier document manager and relies on native
applications e.g. Word to update. While Unifier is a powerful tool for project management workflow and
data, it is not a sufficient document manager for UCB. If a document in Unifier needs to be edited, there
are a couple of ways to do it:

Download the document, edit it, re-upload it to the Unifier document manager as a new revision.
Download the document, edit it, upload as a new document.
Edit the document in Meridian. There is no change to the Meridian process of vertical versioning.
About Viewing Documents
Viewing Unifier projects happens in multiple ways also:
Viewing records and projects in Unifier is permissions based. Managers and Team Leads do
have permissions to view everything on any project. Others have different permissions. For
example, project managers and coordinators can only view projects (including all project records)
they are working on directly. In order to view a project, you must be added to the project.

Managers and Team Leads are part of a group “View All” and are automatically added to every
project.
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Viewing documents in Unifier can either be done by navigating the document manager or looking
at a specific record. The document manager is structured exactly the same way as Meridian.
The classes and subclasses are identical. If looking at a document in a Unifier record, the
attachment is under “Attachments” on the right of the screen. Again, the document can only be
viewed. If it needs to be changed, it will need to be downloaded, revised, and then re-uploaded
as either a revision of the document or a new document.

About Meridian and Unifier

Meridian is a document manager that works using meta-data. Projects are not created in Meridian. You
will not see a project in Meridian unless there is a document saved that is associated with a particular
project. You can search for Unifier project documents under the UCB number in Meridian. If you don't
see the UCB number (Unifier project) in Meridian, it is because no documents have been filed yet. There
is no change to how Meridian functions to accommodate Unifier. There is, however, a new “Project
Source” on the Meridian Wizard. This new project source is “Unifier” so that when a document is put into
Meridian for a Unifier project, the person filing will select “Unifier” (for Unifier projects) instead of “Capital”
(for CPs) or “Maintenance” (for PRs). The other thing of importance is that unless the location has been
entered into the Unifier project, the Unifier project number will not be available in Meridian. The is
because of the interface requirements.

One thing to note is that the interface between Meridian and Unifier is a one-way interface. Documents
will go from the Unifier document manager to Meridian. Documents will never go from Meridian to Unifier.
Also, please keep in mind that Meridian is the organization’s approved document manager for retention
and archival purposes. All project documents will eventually be in Meridian, even though they may live
for a time in Unifier. The interface between the two systems is expected to be live by late spring 2020.
The plan is for the systems to sync overnight, like Meridian and FAMIS do now.
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1.2.1 VIEWING DOCUMENT STRUCTURE, PERMISSIONS AND CONTROL (UPDATED:

419/2020)

Goals

How to view and interact with the document structure. Includes different

security options and metadata that is available.

Navigation
Action By
Pre-requisites
Related Files

All Users

None

Action By: All Users

1. Navigate to Project>Document
Manager.

2. Alist of standard folders created with
the template will appear. Standard
groups and permissions will also
apply.

3. Folders have relationships with “sub-
folders” with permission being
inherited from parent folders by
default.

NOTE: Templates and other standard
documents may be stored at the
document manager at the UCB level.

4. Search for documents using the
magnifying glass icon. Search criteria
includes related processes and any
metadata associated with the
document.

Note: After a document is uploaded to
document manager, Unifier begins to
scan the content as well as the file
name for search capabilities.

BUILD Boulder

Initial project creation.

Project>Document Manager

Example

ORACLE Primavera Unifier (Development)

& UAT Testing Iteration 3.

\ Alerts

Mailbox

All Projects > UAT Testing Iterat.

Documents

Home > Project Documents

Task Manager

Information
Document Manager

Documents

Create v Actions v E ==l 0O O v
* Q =

Name A @ B-r. B.
Budget Funding Man... (f o3 Contract
W Review

Conftract & Procurem

Change Management £

ORACLE Primavera Unifier (Development)

lutl

T e i p -

&

Documents

Tirme Man;

AT Testing leration 3

Company Work... UAT Testing lter... +

Al Projects > UAT Testing lterat

Search

Budget Funding Man

ol

‘dil in Content

‘fi’ in Linked Records
‘o n Name

‘i’ in File Suffix

Scope Management

‘I’ in File Description
i’ in Title
‘rif’ in Description
‘il in Owner
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Action By: All Users Example

5. To view permissions for a specific
folder. Select that folder and then
select Permissions from the right 'E- 18170 e [ [ 1 s R e e
panel. x [ e

[ B L Bine  Crouion e ow b Uner

Note: Permissions can be set by —
those that are enabled by

permissions. If you don’t have the

right permissions, please contact your
Company Administrator.

6. By default, most folders will inherit

. . P Audit L P issi... O
permissions from the parent folder. R S e '
NOte: TO |earn more about Copying Inherit permissions from the parent folder
and managing documents, select the
oY i h i ht ner n tt Cari Stieglitz X L Folder Permissions
(? in the upper right corner next to ——
favorites a”nd search for “Copy a 2 Gronis -
Document”. Copy
4 Users Modify Properties
. Modify Permissions
©.5) Cari Stieglitz Tl

Create Sub-folders

Add Documents

7. Enter the search term “Working with
Document Manager” to learn key
features and abilities.

ORACLE Primavers Unfiot (§[E) orare trrmseres i (i Wersi 51 -l o (e

Note: Clients and Vendors will not 5 BN s
see the Document Manager, they will %3
see those documents they need to
see via the Business Process.

e i e ek e oo Manager i
= Documents |5 Compamy Documents

= Recycla Bin

* Unpublished Dacuments

END TASK
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1.2.2 UPLOADING DOCUMENTS AND NAMING CONVENTIONS (UPDATED: 4/9/2020)

Goals How to use naming conventions in Unifier.
Navigation Project>Document Manager

Action By All Users

Pre-requisites Access to Document Manager

Related Files None

Action By: All Users

1. Navigate to Project>Document
Manager and view the folder
structure.

Note the folder structure is similar to
what is in Meridian.

a. For example, a closeout plan
should be uploaded to
Closeout>Closeout Plan.

Note direct uploads to Unifier should
support current document
management naming conventions
used today e.g. class-sub-class.

2. After ensuring the name is correct,
navigate to the folder where the
document should be located.

3. Select the “Up Arrow” to upload the
document.

4. Navigate to the location on the folder
or network where the document is
stored.

5. Select “upload” to place the
document from the computer into
Unifier.

Note: Contact your Project
Coordinator or Project Manager if
help is needed in understanding
naming conventions.

BUILD Boulder

Example

ORACLE Primavera Unifier (Development)

Ll” ] Company Work uce WLAW - Garde RL2 - Office Re

£ WLAW - Garden Level UCB > Non-Program Pro > WLAW - Garden

A Merts

Documents
Home 3 Project Documents

B Malbox

Task Manager

0O Information

B Document Manager = *

Documents Name
B Capital Govemance &5
M Governance Manage
= Gates
I Budget Funding Man

M Contract

Documents
Home > Project Documents > Closeout > Closeout Plan

* Q

UAT Testin

Create v Actions E B -E (1] @\new Alv | X

Name “ ;. ﬂ R... B.. Size Creation Date
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Action By: All Users

6. Once uploaded, metadata will need to
be added. To do this, find the
document that was just uploaded.

Note: The metadata is needed only
for documents uploaded directly to
Unifier as the processes will
automatically populate this. Metadata
is used to map the integration into
Meridian.

7. The Properties screen opens. Enter
the required “metadata”, or
information about the document.

a. File Suffix: Use the Meridian file
suffix standard.

b. Other fields are not required or
are automatically populated.

8. Select “Save” to save the metadata.

BUILD Boulder

Example

Properties

4 Properties

Name

Professional Agreement Modifications_PAM-00002_CONTDES-01.pdf

Location

IContract/SC-5.1 Architect-Engineer Agreement-DBB/-PAM-00002-CONTDES

File Suffix *

Pub No.

Doc Date

Doc Amount

Owner

Eric Soukup

Upload By
Enic Soukup

Creation Date

03/10/2020 08:11 AM (UTC-8)

Size

Title

Revision No.

Issue Date

Linked Records

CU Boulder

PDS Help Files

Section 01 — Unifier Overview
Release Date: 4/9/2020

AuditLog  Permissions  Options iy

0.00

NaN

END TASK
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