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PMWeb Home Page
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PMiteb & WashingtonUniversityinSt.Louis

User Login
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PMWeb Home Page

* You will log in with your WUSTL Key
PMiteb & WashingtonUniversity in St.Louis

— W—

User Login

PRWeb Version: 4.6.28
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PMWeb Information Page

pmweb.wustl.edu

£ Washington University in St.Louis

PMWeb

FAQS TRAINING RESOURCES FOR VENDORS

i, g o B L S LogintoPMWeh >
nacement s tion utilized by Washingtor versity

Request Support
&= pmwebhelp@wustl.edy
. 314-935-5707

&2 Washington
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Set Up Your Home Page

e You can customize your PMWeb home page
e Create tabs for quick navigation

PMileb = 9 ©

=l Planning A | Welcome back Emi -
= | Planning = p TR
Controls [ Executive Report r Over/Under Budget I Ancther report! I Dashboard T Project Center I Portfolic View I Calendar ]
@ Initiatives P ——
[ Planning Worksheet RSS Feed = —
=
& Estimates Your Daly Mini Crossword Record Commitments - 0036 Project/Location EMILY Testing \
=| [ Procurement Description
= 3 -
& Procurement Links X Instructions
= online Bidding
® PMWeb
=l [ 3 Setup
= ttems Weather -« X > ¢ 0 @ 53:'

@ Formulas
Weather feed is not available

= Assemblies Please check your internet connection

=l [ Forms
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Set Up Your Home Page

e Customize your PMWeb home page

e Select icon and “My Settings”

Create Remeaes

2 3wy [ | , R B = RS R= R e - T A et

¥ @
Curresey Daolar [Uniad Sialie of AMarcal
Fucngies [ B cont 1000
Friccty - Seloct . ScENn. 2060
Tetsl Coat on
Spenscr -
Futang Sourte . Select
PIOect ManagEr  Vashngian Unkersly in 51 Loul - Mare Moy T
Staet @ rean m
Prast 20VIENGIAT - Woyer Cale
Decals. Acpaaments Esamace Schedue Specifications. Companies Comacts Hotes Az himents Hosfic atons.
3 (3 Forms
- . || B @ cosharen Besace o i e 85 o by tht < ckamn
SBR[ Addlems g Adddaserbly  dpidd U AddResowseis) X Delele 3 Refesh  Saelayot | Losd o Use Unts.
e | fem [ e Resource | Resource Tye | Descriotion uoM [ oy £x2 Guarty [ une cor £a2 Cont [ o st Acwest1 | Tx [ snamentz |
15w cas 10 cngie
m] [4][10%] [H] Pagesce 20
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Set Up Your Home Page

e Ensure that the project center is enabled
e Check “Show > Project Center”

PMileb = © ©
________d

it o= = e Qm

J [ Fumnng

Check the Project
Center box

6/20/2016 ©2015 Washington University in St. Louis 7 University in St.Louis
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Set Up Your Home Page

e Configure project center

e Check/Uncheck modules/items you do/do not want to
see in the project center

PMileb = © o

rirg

Configure Project
Center

2 |x &8 Washington
6/20/2016 B Comupasence University in St.Louis
s e - INFORMATION TECHNOLOGY




Set Up Your Home Page

* View Project Center

e Select Project Center Tab
PMileb = 9 @

=l Planning | Welcome back Emily Follman, your kst login May-06-2016 2.49.50 PM " 7
e View Project
5 [ Controls I Executive Report [ Another report! ] Project Center
B ates Center
E8 Pianaing Worksheet | Project Center
B Ectmates
Assign workflaw project - ol Create Propect Creale From Template Save = Print
=l [ 3 Procurement = — H =
B2 Procurement
£ Onine Biking Frogram ATEST1.DAN -| | Navigator ESchedule 2
=8 Project 10 170023
= [ Sewp e £ B Pianning Target
2 pems Name* Assign workdlow propect Projected
i . Record Type Pending Appraved
23 Formulas Location 00125 - Knight Hall - Eai! i o | BBudget
B3 Assembies Project Status = Select - > Wnitiatives 0 0 Target: $0.00
Articipated Cost $0.00
=l (4 Forms Project Type Salect = Orilse: Bdeling o o s
Procurement 0 0 i
Conegory e . B Custom Fields
Program of Requirements (PMPOR) o a
Workflow Stalus Draft ot . .
B Engineering Forms Jamni 4 Proi . .
Currency Dollar {United States of America) = Type Pending Approved Flanning and Project Request Form Square Footage
Project Date Tracking Project Status Updates Project Ratings
Target Budget 000 | Acton Rems 0 0 : e - ! el -
Target Revenue $0.00 — . 0 0 LEED Information Debt Funded Admin Use Only
Target Duratian 0 uoM Sele Daily Reports 0 0  Edit
Target Start/Finish Orawing Lists o o e LOM Data Notes
el Samneh S . o | submision Dateof -
Percent Compiete 0.00% Meeting Minutes 0 0 Planning Praject
Stope Onlne: Subsmillals o o Request Form @Wﬁs} . n
P o | M= University in StLouis
Department - Sy——
Safety Forms o 0 INFORMATION TECHNOLOGY
Select multiole files 10 uoload or droo files n the bax below o . N N Requesters Manager




Set Up Your Home Page

 Add a report to a tab on your home page

e Home Page Tabs > “Add”
PMileb = @ ©

—— @) Planning > Planning >

3 =
A Flain) H Save H SevedExt L), Delegate
=l [3 Planning
Lesilogn  Apr-0S-2015 8:05.23 AM 0id Password When| Iog out of PMWeb 1 chose
[ Planning Werkshest First Neme*  Maria o “Remember Me” on at login: Trigger Summarizs Cnly
& Estimates testhame  Mojer Confirm Password Save iy Authentiation Gookie slerts
Emal maria.vmoyer @ustledy
=l 3 Procurement cel Delstey. dulheniticatin Cockde. Remingers
* Prompt
& Procurement Subscrigt
oy <rigtions [
& onine Bidding Workflow @
=l 3 setup
Summarize Every Day -
Options
| Prompt to save when navigating away from records | Gpen with menu colapsed

Add Home Page

Add Deles & Refresh
+ ‘ X ‘e & Refres| 2 Refresh =
Show Order | Tab Laber Tab Type PIWeb Report SR Show | Contral Content
@ o1 [controk System v RECORDAAIGATOR
2 News ]
0 v 7} PLANNING
o o Dashboard Report = Uil Links =]
a 5 %) Estimates
@ oo Project Center ystem @ Weather =
i 5 %) Intiatves
@ 004 [PortioloView ystem @ Events
s i 5 %) Gnine Bidding
@ 005 |MepView ystem @ My Assignments
5 @ Prebid
@ 06 [Calendar ystem @ Notfications
7 2 v @ Procurement
@ 00 Report Report = — 5 ‘Workficw Inbox
= [ﬂT\ e ) Program of Requirements (PMPOR)
L) L4 (1] (H) I
7} ENGINEERING FORMS.
= s
%) Action Hems Wﬁs
hington
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Set Up Your Home Page

 Enter a custom tab labe

B nssembies

=l [ Forms

el save [ svesen 2

Dideate
Lastlogn  May-DE-2016 24550 PM O Password When log out of PMWeb # | chose =
Fiest Hame*  Emidy New Password “Remember Me™ on at login Fiager
LsstMame  Follmm Canfirm Password Save Uy Authentication Cookie Hlerts
Emal® ity folmangwstl edu
cell Dt My Authenticstion Cookie Reminders
! Prompt .
Image Subscriptions:
Workflow
Surnmarize Every
] Promgt " sing wway i U g P— dapsed
De -
X Deete & Refresh . . = 2 Retresn
_0‘6&\‘ _'l&LH Ime Imﬁm _SQI.M T
001 Controls System [ ¢
2 Hews
o] Executie eport Report ~ WUSTL - Portfolio St -
W Links
003 OwverfUnder Budget Report 4 Projects Over/Under _
v Weather
] Aerther repon! Feeport ~ Frojects Excel -
v Events
005 Dashboard Report A4 Executve Portobe O N
2 My Assignments
008 Project Center System .
o - % Hictdic aticers
007 Portfoko View System N
% Workflow Inbex
008 Map View System :
008 Calendar System
ota Jriew Tat) Repert 7 L Ll
[«1[1]»] ] Pagesce © =

| Sumenaries Onty

| []
=
7
2
v
v
v
I
v
&
&
v

| Maragator
“RECORD NAVIGATOR
PLANNING
Estinates
Indiatees
‘Onine Bwdding
Pre-bid
Procurernent
Program of Requirements (PMPOR)
[ENGINEERING FORMS
Acton Rems
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Set Up Your Home Page

 Add a reportto a tab

e Select SQL Report folder; select report from pop up
window; save and close

@

d Flanring & Hsm usmiiﬂ 40, Detegate
# 1 Perrg ] Buudget and Actual Cost €26 - Fieport Name” Budgel Wuliple Progects (Pend & App) ~
B aanves 7| Budget Detais Worksheet
= I Lastlogn  May-06-2016 249.50 PM —]
? - Fisthame®  Emiy | Budget Manth Variance " DO NOTDELETE" CSRE Sl ~
= estmates Last Narne Follman ] Budget Month Variance (Cus Anesthesialogy Or Maran-C)
3 [ Procurement :'d“" ey folmangwusil edu | [Budgen Mgl Progects (P = Danforth Project Lifecyele =
B3 Procurement ) Budgen stiple Progects (Fy 1esting templa
3 Online Bidding Image ) Prejects (W —".I))Mnrth Project Lifecycle
) testing templa(1)
< 3 Senp ] Burdget Mutiphe Projects De . o
= ~* Danforth Project Lifecycle
ez | Budget Multiple Propects Pre testing templa2)
73 fuera | Budget Mutiple Projects P =+ Danforth Project Ufecycle
BT Assembies | Prompt to save when navigaing ] Budget Muliple Statuss Worl P
= [ Forms: ’) Budget Performance Histor SaveBCRIE
¥
T Tab T R F - - Nesvigator
b Labad® ra Type PliWeb Feport SE4 Report |
Controls System 1 | "RECORD NAVIGATOR
v Hews :
Executive Floport Report w WUSTL - Portfola St ) v PLANHING
v Links
OveriLinder Projects OverUndes X v Estimat
Budget Repon - njects J v I | =
Arvher 1 Respor Progects Excel ) ) Inhatres
L 2 * v Events :
Dashboard Report [ Executive Portfolo O ) ol Crine Bidding
2 My Assignments
Progect Canter Sy . 4 Pre-tid
! e v Mot ations : -
Porsiobs View System 7 I Procurement
Map View System - v Frogram of Requrements (PMPOR) .
8 Calendar System ENGINEERING FORMS
Select SQL Report n
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Workflow

e Allows routing of records/documents to previously
defined roles for review/approval

* Has been configured on certain modules for each
campus (DAN/WUSM)

* Inherited on each project when you begin your
project from a system template

Washington
6/20/2016 13 University in St.Louis
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Workflow

 Known roles are predefined, for example:
e Director of Capital Projects
e Associate Vice Chancellor

* Project Manager and Accountant roles change
project to project
 These roles will be assigned at the project level during
project setup

Washington
6/20/2016 14 University in St.Louis
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Workflow

 Workflow is configured on the following modules:
e Budgets (Resolution)
e Budget Requests (Resolution Increase)
Commitments (Vendor Contract)
e Commitment Change Orders (Vendor Change Order)
e Online Change Requests (Pending Change Order)
e Miscellaneous Invoices
* Progress Invoices
Vendor Prequalification Approvals
Project Closeout

Washington
6/20/2016 15 University in St.Louis
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Workflow

e Records provide visual workflow so users can easily

see workflow status

Workflow tab in each

Detalz Adjustments Specifications Chechfists. Adderda Change Orders Progress Invoices Payments Hotes (1) Attachments (1) Workilow (Step 6 of 7) .
ety record with workflow
Subpeet = Gomments
L Approve Emai Body
Return
® | poNOTUSE
@ Withdraw (enis workliow)
B Final Approve
A Delegate
Lsme ]
AdCC
[l Business Process
o Fefresh
Al Mt |
# ) -'f\me MM’, Due Date: .Hde | User .Dlhain _hwu:m RAM
w Subrritter -
1 =]} Apr-18.2016 Accountant 1 Maiissa Bayer instructions: For Commitments in
excess of $25 000 attach Justfication
andior Bid Summary
= Ape-18-2018 Propect Manager 1 Andrew McCready Instructions: Far Commaments in excess
=i of $25,000 attach Justification andior Bid
Surnimary
2 £ APM Commitrment » $10k
3 - APM Commatment between $800k and 5
4 - APM Comematment between $24 & $5M
5 < AW Camemitment >§5M
6 = APM - o PO Commimert i
=< O Current step in
81 e L] Apr-26:2016 Conlracior (Prene) Andrew McCready f
6/20/2016 82 - May-01-2018 Praject Manager 1 Andrew McCready Work IOW
i 63 - AP Commatment between $50k & $300
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Workflow

e View workflow audit trail and visual workflow

Workflow log

Visual Wo

Diue Date Role
| | |
— Submitter —
1 Apr-18-2018 Accountant 1
1 AprA19.2018
1 Apr-19.2016 Propect Manager 1
1 Apr-19-2018 Arcountant 1
2 — APM -
a APM
4 - APM -
5 —APM
61 Apr-26-2016 Executrve Vice Chancel
& - AP
Bl 1
Commitment - Danforth
®) Roles Submitter - Muttiple -
! Names

| User Action Date

Mehssa Bayer( 1353190 Apr-14-2018

Melissa Bayer(1353100 Apr-14.2018

Ryan Lynch{135341131 Apr-14-2018
Andrew McCready(1355 Apr-14.2016
Melissa Bayer(1353190  Apr-21.2018
0014002 - Commitrmend Apr-21-2018
00139 - Commitment bi Apr-21-2016
00135 - Commitment b+ Apr-21-2018
00130 - Commitment > Apr-21-2016
Melissa Bayer(1353180 Apr-21.2016

00131 - Non PO Comm Apr-21-2018

Gommitment 10K

Action Time

122020 FM

123110 PM

123348 PM

125234 PM

01:34.05 PM

01:34.06 PM

01:34:06 PM

01:34:06 PM

01:34:06 PM

01:46:30 PM

014631 PM

Document
Action | Delegate Team Input
| [ | Value
Subimit
Team Input 1353411315 - Ryan Lyni

Review Complate
Approve
Approve
Approve
Approve
Approve
Branch
Approve

Branch

el ikl

By check
reviewed
apgroves
workflow

RJL Com
go here



Workflow and Team Input

* You can invite review/comments from resources
that are not part of a predefined workflow using
the team input feature

 Note: Team input feature is not visible until record
submitted into workflow

llllll ljustm pecifications hecklists Clauses (2) hange Orders Progress Involces Paymen (4)
ooooooooooo
= workflow Actions
e Approve Email Body
= Return
e DO NOT USE
] Withdraw (ends worl
e Final Approve
&4 Delegate
Submit | .
6/20/2016 Add CC 18

£ Washington

University in St.Louis
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Workflow and Team Input

 Once a record has been submitted into workflow,
the team input option becomes visible

e Users with a role in workflow can request team input
only during their step(s) of the workflow

Details Adjustments Specifications Notes Attachments Workflow (Step 1 of 5)

Notifications
=] workflow Actions
Email Preview
_ siibjict Commen ts
= | Approve Email Body
© () Retumn

©® (Do NOT USE

e O Withdraw (ends workflow)
e Final Approve

Aty Delegate

Team Input (0)

Save

Add CC

6/20/20

& Washington
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Workflow and Team Input

e Select team input hyperlink, and in the dialog box,
select the user or users who you would like to
review the record and/or document(s)

Details Adjustments Specifications W

Notifications =
5] save @ cancel
=] workflow Actions

Email Pre| Step 2.2.1 - Commitment Vendor
o Subject Approver 1353539958 - Emily Follman ‘ Team Member | Prc
,—: :i ::;z:::e rresisy Request Team Input | 1103849842 - Cassandra Bens n ‘NO recors o diplay.
) [] - None - A~

) withdraw (ends workflow) 1103849842 - Cassandra Benson
[] 1285488 - Ed Barry
D 1297285 - Richard Stanton
Viessage [] 1305919 - Scott Stevenson
[] 1311474 - Lois Gyore
[ ] 1320564 - Cindy Bugg

ADDABA0  Dakaw Lial

¥ Team Input 1-81 out of 81

© (U ponNoTUsE
(=]

e Final Approve

Add CC

& Washi
[E Business Process & aShmgton

6/20/: University in St.Louis
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Workflow and Team Input

 Add a message if necessary and set parameters

e User will receive notification that they have a
record waiting for their input

Details Adjustments Spe Al
& workflow Acti
SRR H Save @ Cancel
Actions
rogress
e Step 3 - (WUSM) Associate Vice Chancellor Facilities B
= Approve
- Approver Team Member
= [ Return
- N ds to displ
@ (DO NOTUSE Request Team Input 1103849842 - Cassandra Bens - oicimay
e O Withdraw (ends workflow)
(C] Final Approve Can Edit Record
L ' Delegate Can Edit Notes ]
Team Input (0) Can Edit Attachments ]
Save |
|
&2 Whshington
6/20/2016 Business Process University in St.Louis
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Workflow and Team Input

* When team input user logs into PMWeb, they are able
to add comments and/or select review complete.

* Once the requester approves their step of the workflow,
the team input user is no longer able to comment

Workflow Actions

< Subject Comments
© O Review Compiete Emai Body

a G This is comment 3
2 (& Comment

Save
Add CC iWashington

6/20/2( iversity in St.Louis
RMATION TECHNOLOGY




Workflow and Team Input

e Team input user name and comments are captured as
part of the workflow audit trail log

E workflow Log
| Resend Message(s) : Ralresh
Email Generaled| Slap Due Dale Rola Usar Achion Dala Acton Time Acton Dealagate Team Input E:h(ju‘:"e”l Signature Commeants
- Submilter - Ryan Lynch{13534113° Apr-2/-2018 11.24.43 AM Submil /:\'., $

Plaass appro,

1 May-02-2016 Customer Input Collect Ryan Lynch(13534113° Apr-27-2016 11:31-00 AM Team Input 1353203766 - Andrew thl‘f""‘” spprove

f You have

1 May-02-2016 Maria Moyer(1353543C Apr-27-2016 11:32:20 AM Review Complet greal. You have
@ nice shirt on
loday.
this and not

1 May-02-2016 Andrew McCready(135 Apr-27-2016 11:33:02 AM Comment going to wark for
A

1 May-02-2016 Andrew McCready(135 Apr-27-2016 11:35:00 AM Review Complet

1 May-02-2016 Customer Input Collect Ryan Lynch{13534113° Apr-27-2016 11:3%:04 AM Approvie

& Washington
6/20/2016 ©2016 Washington University in St. Louis 23 University in St.Louis
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Document Manager — File

. g/lrgaa‘g§o Toolbox > Document Manager

Document

Manager

Toolbox

PMileb’

U O

= Toolbax

3 ntegration Manager

E3|Document Manager

B3 Form Buider

B3 Prawed Viewer

= 4 Vendar Prequaldicaton
= Deesmgner
B3 Vendor Prequalificatic

= [ Forms
53 Funding Sowrces (Mo
4 Preliminary Estimate
B3 Project Closeoul Che

A~

=3 Weekly Field Report
W

Toolbox > Document Manager

i@

| Contgure Tree i

=i~ Progect Ofin 211 Janice mew o ~
= 3 A Project Financial Infon
1 Budgets
2 Resoutions (1)
4 3 Fmancial Forecas
[ 4 Contracts amp; P
[ 5 Change Proposak
(2 6 Pay Applcations
{2 7 lrvoices_Miscella
d 8 Inmurance Forms
= 9 Proposals_Bids_F
[ B Schedules
(23 1 Preliminary Schec
[ ? Desugn Schedules
3 3 Construction Schw
L3 4 Owner Schedules
L 5 Ocecupancy_Move
- C Drawings
+ (23 D Steps 1 amp; 2 Need:
#1-_J E Step 3 - Design Phas
=i [ F Step 4 - Construction
4 G Step 5 - Occupancy &
- H Step & - Project Close
#i-[ ) Project O Test 2- 0419207

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

i &y 4rUpload File = File Actions & Refresh Save layout | Load Default Layout

= T T T i T T
| [l | | Document # | Description File Name Size Ext. Type Category | Workflow Status | Ad
| | i z | - | l | | P
v T Z | v | [e v
Olin Resolution 1 (Hin Resolution 1pdf 2318 KB pdf Drraft Mz
| s Pagesize 0 =
Folder: /Olin 2fl Janice new office/A Project Financial Bidding & Py 2
Browse to select files or drop files in the box below 1o upload them.
Select



Document Manager

* View any files that have been added to the project

P\Vileb

=90

—— : ) “Toolbox > Document Wanager

3 Toobox
3 Imegration Manager
53 [ocument Manages|
5 Form Buider
B2 pruwen Viewer
=l [ Vendor Prequalification
5 Desiger
55 Vendar Prequaliicatic
= | Forms
B Furding Scurces (Mo
B3 Prosimirary Extimate

B Proect Cluseoa Chie

E8 Weekly Field Repont
W

=123 Project Olin 20 Janice new « | Drag a column header and drog it here to group by that column

< [ AProject Financialinfon | G4, prUploadFile == FileActions  @Refresh  Savelayout | Load Default Layour

(20 1 Budgets | JI | Document # I Daseription File Name Size

.__J 3 Fnancial Forecas ¥
(23 4 Contracts amg; P O 9 Odin Resolution 1 Olin Resoltion 1 gt 231BKE

|- 5 Change Proposal: W] [a]|1 )] [] Pagesize 0 =

[ & Pay Appications | Falder: /Ofin 21 Janice new office/4 Project Financial ion_Bidding &

[ 7 bnvoices_Miscella

| s ianen P Browse to select files or drop fles in the box below to upload them,

+-[ 8 Propasals_Buds_f

=3 B Schedules

{3 1 Prebmmary Schec
[ 2 Design Schedulas
3 3 Construction Sch
(3 4 Owner Schedues
[ 5 Occupancy_Move
#l (3 C Drawings
+l [ D Steps 1 amp; 2 Need:
&l [ E Step 2 - Design Phas
+1- [0 F Step 4 - Construction
+-[3 G Step 5 - Ocoupancy &

I [ H Step & - Froject Clase

6/20/2016

- Progect: Orr Test 2 - (41920

©2016 Washington University in St. Louis

e | Type Category Workflow Status

pdf Draft

25
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Document Manager — Add Files
 Two ways to add files to PMWeb

e Select project; select appropriate folder for the files
e Upload file(s)

PMileb

=l Toolbax
ﬂ Integration Manager

=3[ Document Managor]

?] Form Builder
Select folder
=3 vendor Prequalificati
= |3 Forms
=3 Funding Sources (Mc
= Protminary Estimate

=3 Project Closeout Che
3 \oakly Field Report

< >

-

w

v o

Emily 2 test vendor secunty

 Configure Tree

= [ Project: Emily 2 test vendor sec |
<1 [ A Project Financial Informa’ |
L 1 Budgets |
_1[2 Resolutions (2)

Document # Description Size
7 v v
(23 3 Financial Foracasts I |
m Olin Resolution 1 Olin Resolution 1.pdf 23.18KEB
12 Second Resolution Second Resolutionpdt 2817 KB
[i] [a][1]e] [m] rogesee 10 =

L 4 Conlracts amp, Purct |
2l 5 Change Proposals an |
L B Pay Applications
7 Invosces_Miscallansa
L 8 Insurance Forms.
= 9 Proposals_Bids_RFP
+i-[ ) B Schedules
[ C Drawings
+ [ D Steps 1 amp; 2 Needs ar
+i- [ _J E Step 3 - Design Phase
+1 [l F Step 4 - Construction
+ [ G Step 5 - Occupancy amp
+}- [ H Step & - Projact Closeout

Select project

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

W4  wruploadiile = File Actions S Refresh  Savelayout | Load Default Layout

| Fite Narme

Folder: fEmily 2 test vendor security/A Project Financial Info ion_Bidding & Procurement/2 Resolutions/

Browse to select files or drop files in the box belo

Upload file or multiple
files

Select

= Uploaded files added
- here

Z Washington
Iniversity in St.Louis
ORMATION TECHNOLOGY



Add Files to a Record

 Two ways to add files to PMWeb

e Add to project record > attachments tab
PMileb = © ©

_ l Emily 2 test vendor security - @ Cost Management > Budgets > Budget Requests

= (_:"".‘:":"mm 001 - Emily 2 test vendar secunty - - 0 _* H l ) V= f3°|. Sl ?
N aVigate to =3 Budgets Project” Emily 2 test vendor secunty v Reference
Record #* 001
module B Gost Goses

B3 cost Ledgers Type® Full Resolution Wo  ~
B2 Forecasts Description

Estimate
B Cost Worksheets Workhc

Draft b
&3 Define Worksheets el
i 0 Date May-09-2016

5| Budgel Requests

Post As™ Original Budget hd

= |_J Conlracts
E Master Comrmutrments Details Note Atlachments AttaChmentS ta b
E commitments | SEdt  drAdd 4D @ Link PMWeb Record(s) 2
= [ Change it i
e e e
£ > i i
Mo records to display.

||_< |T 1| |; Page Size 20 =

Select multiple files to upload or drop files in the box jg

Upload file or multiple

6/20/2016 files




Add Files to a Record

e Select files; select open and files will be added to record

PMileb

e e ©

9 O

Cost Management > Budgets > Budget Requests

= Cost Management ~ -, T . —
— 001 - Emily 2 test vandor sacurity - - () _i_J H X = Gb|" [D_]lv ?

3 udgels :
. _ : @ File Upload [ x |
&2 Buagets Project Emily 2 test vendor security -
B3 Cost Cades Record # (1] @ * T | » Resolutions v O Search Resolutions 2

~ Type* Full Resolut Wo -
B Cost Ledgers i - ek Organize ~ New folder
P Desciphion
E Forecasts -
Estimate o7 Favorites A Mame
B cost Worksheets Workflow
: Diraft - B Desktop lo™= A =
£3 Define Worksheets Sttt o /W™ Olin Resolution 1
5 Pyt 0 Date  May-00-2016 8 Downloads M= 5 o Resakaicn
l—J' Post As” Original Budget = 4 Recent places

= [ Conlracts OneDrive for Business
5 Master Commitments Deotails Al Snonifast b | Program Files (x86)
&2 Commitments T JEdt  4hAsd s DocumentManager ol [ eox Syne o

= [ Change M Descripti
B e e e File name: “Second Resolution” “Olin Resalution 1* ~ | All Files

< > Li i L
'No records to display. Open

men |i|._r| [»] PageSize 20 =

.
Select multiple files to upload or drop files in the box below
[Csoea ] Washington
) iversity in St.Louis

MATION TECHNOLOGY



Add Files to a Record

* Once added, files will appear in the attachments tab of
the record. Save the record.

PMileb = v @

_ . Emily 2 test vendor security Cost Mana~ -ment> Jdgets > Budget Requests

= A
=l Cost Management 001 - Emily 2 test vendor security -
= |_ Budgets
E Budgets Project® Emily 2 test vendor security
B3 cost Codes Record #* 001
F:i Cost Ledgers Type™ Full Resolution Wo =
@ Fordessts Description
2 Estimate
& Cost Worksheets Wik
Stat Draft v
@ Define Worksheets s
Revision 0 Date May-09-2016
‘.ﬁ Budget Requests
Post As™ Original Budget hd
=l [_J Contracts
&3 Master Commitments Details Adjustments Specifications Notes Attachments Workflow Notifications
& commitments ) Edit ok Add ok DocumentManager @ Link PMWeb Record(s) X Delete Selected Line ~ (® PMWeb Viewer g Refresh () Downloa
= [} Change Management Description® File* | e
L P T S ¥ ey —
< > [¢] 1
o | Olin Resolution 1 Olin Resolution 1.pdf A
Files added , ,
Second Resolution Second Resolution pdf @Washmgton
e —— Iniversity in St.Louis
6/20/2016| . | 4] \4||1H>\ |» ] Page Size 20 » ORIy IOL s
: i || o ] o T Gkl DRMATION TECHNOLOGY




Add Files from Document Manager to

R%ﬁé)srgom document manager can also be added to
any record
e |In record attachments tab, select document manager

PMileb = 9 ©

_ l Emily 2 test vendor security - @ Cost Management > Budgets > Budget Requests

= Cost Management e 3 3 . " —
S 001 - Emily 2 test vendaor sacurty - s * H x U et ﬁo]' [-U-l|' 7
= [ Bu
B3 pudgets Project* Emily 2 test vendor secunty - Reference
E Cost Codes Record #* 001
B3 cost Ledgers Type® Full Resolution Wo  ~
2 Forecasts Destription
Estimate
B3 Cost Worksheets Wokdiow oo
. &3 Define Worksheets el
Navigate to B Revision 0 Date May-09-2016
module = [ Contracts Postas? eL LD
E Master Commmutrments Details S I t d t hiifications.
& commaments | A Edt 4 Add < Document Manager €lect documen P PMWeb Viewer 2 Refresh () Download Files
= [ Change M t [ | manager Revision/Version
. [ - ( =
Mo records to display.

ILIRERIR) L3RL Page Size 20 =

=) .
& Washington
Select multiple files to upload or drop files in the box below University in St.Louis
[ sdect | INFORMATION TECHNOLOGY

6/20/2016




Add Files from Document Manager to

Record

* Navigate to appropriate folder, select files, save

and exit

PMileb

= Cost Managemenl

= [ Budgeats
E Budgets
[ Cost Codes
E Cost Ledgars
&3 Forocasts
[ Cost Worksheets
[ Define Workshests
=3 |Budget Requests

= [ Conlracts
[ Master Commitments
&3 Commitments

= [ Change Managemant

[ BT R S,

< >

=9 0O
_ l Emily 2 test vandor sacurity - @ Cost Management > Budgets > Budget Requests
A T ™ .
D2 %|- @~ ?

w

001 - Emily 2 test vendor security - &2 ‘J H *
Project” Frmily ? tast vandor security - Referance

Hecord & 001

A/ il

Project: Emily 2 test vendor security | =

Upload Fil S J Save & Exit i b
= Project: Emily 2 test vendor sec | gk e H e u . ! SaVe & EX|t Preview
. v | | File N Si 3
= | A Project Finerjgal Informal | l—l e -
i i L L
v/ Olin Resolution 1.pdf 23.18 KB Drait
|| Second Resolution.pdf 2817 KB Draft
(1] [4] | 1 |T| [w] PageSize 10 7
| Folder:/Emily 2 test vendor security/A Project Financial Infi ion_Bidding & Proc /

& Pay Applications
i 7 Invoices Misceallanao
. 8 Insurance Forms

4+ 9 Proposals Bids RFP

[ B Schedules

Z Washington
Iniversity in St.Louis
ORMATION TECHNOLOGY



Add Files from Document Manager to
Record

es added to record; note that files added from
document manager are available in both places

e Attachments tab shows file count (2)
PMileb = v ©

Type™ Full Resolution v
=3 Forecasts
b Ee
&3 Cost sheels
= ne S
= vision 0 May-09-2016
Post As® Original Budget b
= |_J Conlracts
ﬂ Master Commitments Details i i i Motes Aftachments (2)
& commitments | JEdt 4 Add o Document Manager @ Link PMWeb Record(s) X De [+] ; : .
= | _J Change L D ip Fi s 8
[ P | ' ' ' :
< > v v v v
¥ . Planning Olin Resolution 1.pdf
~ : Olin Resolution 1 File type & Document Manager
pf Doct shir gton
- _ = document manager 8 ment Ma 1ager ity in St.Louis
| [a]|1fr] [m Page Siza 20 x N TECHNOLOGY




Bl Reporting

 Run and view reports in PMWeb from Bl Reporting

e Portfolio module > Bl Reporting sub-category

Bl Reporting

Portfolio module

# [ Engineering Forms

33

&8 Washington
University in St.Louis
INFORMATION TECHNOLOGY




Bl Reporting

e Reports organized and affiliated by module

e Select report and “Preview”

(O®)

PMVileb

= Portfolio “ | Report manager
=3 Portfolio View = [ soL Report A
4 [Bi Roporting| + ] Assel Managoment
B3 phwveb Reporting = [ Cost Management
=R Prweb Word W [ Forms
2 PMweb Calendar 3 ) Raports
=3 Calondar Selup 7] AP Payment Balches Log
= [ 3 Email =] AP Payments Log
B Emat Homa ’| AR Payment Badches Log
5 emad Satup | AR Payments Log
= 3 Events | Ageg Repart - A Detail

=3 Event Conter

| Agmg Repart - AP Summiary

1] Aging Report - AR Detail

7] Aging Report - AR Summary

| Anticipated Budget Per Moath
| Anticipated Cost Per Month

] Anticipated Forecast Per Month (1)

1] Anticipatod Forocast Per Month (2)

1] Anticipated Forecast Per Month (With
| Anticipated Varance Per Month

|| Budget And Actual Cost Comparisen
1] Budget Details Workshaot

1] Budget Month Vanance

] Budget Month Vaniance (Cumulative)
| | Buckget hipla Bropects [Pond EATE

Portfolio > BI Reporting

Genoral Printing Selup

Ropert Nama®  Budget Multple Projocts (Pand & App) Report Typo SOL Report -

Folder Path S0 RepomCost ManagementiReports) Is System I

Server LRL" hitp MocalhostRepor Sarver Path* MeshUDalaPRWobReports/Cost Managormer
* DO NOT DELETE* CSRB 5 A

Anesthesiology Dr Moron-CJ
** Danforth Project Lifecycie
testing templa

~** Danforth Project Lifecycle
testing templal1)

~** Danforth Project Lifecycle
testing templa(2)

~** Danforth Project Lif

[ prewe ]

University in St.Louis
INFORMATION TECHNOLOGY

&/ZULO vvadSIigLull UIHveEISILy 11 oL, Luuin o4




Bl Reporting
e Report opens in pop-up window
e Change report parameters/filters
* View Report — generates report per parameters/filters

@ Report Viewer - Mozilla Firefox =

(D) @ | https://wustldev.pmweb.com/PMWeb/ReportPreview.aspx

A
Report title |Budget Multiple Projects (Pend & Program -- All -- Vlew repOrt B e
Project(s) | * DO NOT DELETE* CSRB 5fl 5|+ | Language | English
Sy ¥/ (Select All) A
* DO NOT DELETE* CSR
[¥]** panforth Project Lifec
N 1 ** Danforth Project Lifec Find | Next "IV il
£ Washington ¥ == wusm project Lifecyc - - A
[¥]**DO NOT DELETE®* Je Budget Multiple Projects (Pend & App)
**Workflow testing temt ¥/
< >
Y
A B C=A+B D E F G H=D+E+F+G I=C-H J
Project Original Budget Anticipated QOriginal Approved Pending F to ici i Actual Cost
Budget Changes Budget Commitments Ch Ch Ci lete Cost
ATEST1-DAN
*DO NOT DELETE” Green Hall 2 $1,394,836 $0 $1,394 836 $1,045,600 $0 $0 $0 $1,045,600 $349,236 $154,299
Brown School of Sacial Waork $62,100,000 30 $62,100,000 $0 30 30 50 $0  $62,100,000 $15,427
Connie Test1 *DO NOT DELETE" $140,000 $0 $140,000 $140,000 $0 $0 $0 $140,000 $0 $50,400
Crow Hall 104 Lab Renovation $558,198 $0 $558,198 $0 $0 $0 $0 $0 $558,198 $0 ton
6/20/2016 Crow Hall 104 Lab Renovation $558,198 $0 $558,198 $0 $0 $0 $0 50 $558,108 $0 ouis

Crow Hall 104 | ah Rannvatinn G558 108 [N G558 108 ) %0 [ [ %0 4558 108 an JOLOGY



Bl Reporting

e Report can be viewed in PMWeb

e Report can be saved in multiple formats

e.

@ https://wustldev.pmweb.com/PMWeb/ReportPreview.aspx

Report title

Report Viewer - Mozilla Firefox

Budget Multiple Projects (Pend & Program -- All -- v
Project(s) * DO NOT DELETE* CSRB 5fl A| % Language | English v
Group By Program
Save as....file
4 41 ofz b Pl (= SANG
& Whshington University in St.L Lybe | XML file with report data |
- UL e wi repo ata N -
cov (comma demi=y | BUdget Multiple Projects (Pend & App)
PDF
MHTML (web archive)
A B C=A4 Excel F G H=D+E+F+G  I=C-H J
Project Original Budget Antic A il broved Pending F tto Anticipated Vari Actual Cost
Budget Changes Word hanges Changes Complete Cost
ATEST1-DAN
*DO NOT DELETE" Green Hall 2 $1,394,836 $0 $1,394,836 $1,045,600 $0 $0 S0 $1,045,600 $349,236 $154,299
Brown School of Social Work $62,100,000 $0 $62,100,000 50 $0 $0 S0 $0  $62,100,000 $15,427
Connie Test! *DO NOT DELETE" $140,000 $0 $140,000 $140,000 $0 $0 $0 $140,000 $0 $50,400
Crow Hall 104 Lab Renovation $558,198 $0 $558,198 $0 $0 $0 $0 $0 $558,198 $0
6/LU/ UIO0 &/ ZUTI0 VVasSImmigtulT UTITVETSTLY 11T O LUUTS D0

A
View Report
~
1l
Crmvarony mroeadiS
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Hide/Show Columns

* To hide columns, Right Click on a column, go to the “Columns”

value and view all o

the columns that are present. Uncheck

any column that you do not want displayed; Save Layout

[E3 Master Commitments

= Project* Mayer Cafe ~
E4 commitments Invoice Date*™ May-01-2016 | [ Criginal Value $15,000.00
i .
- [ Change Management Commitment® | 002 - M Billing Terms* - Approved Changes %000
3 Online Change Requ | COTPanY ALBERICI CONSTRUCTORS INC Revised Value 515,000.00
. f . P— e
2 Commiment COs Description®  PO# Invoice Dug May-31-2016 e Ivoiced 50.00
[ Funding E%I{gﬁg{mn fest Invaice Type* Progress v Retained 50.00
a |
3 Furding Reco-ds Sequence # 1 P——— Contact Earned Less Retainage 50.00
Record # 250 Less Priar Invoices $0.00
&3 Funding Requests
= o e Revision 0 Date  May-23-2016 Current Payment Due s0.00
B3 Funding Autherization ‘“Warkflow Comment Unapplied Payments Available 50.00
Draft v
- [ Invoices Status Payments Applied 5000
B3 Miscellaneous Invoic Cost Period* FY18 Apr e 4 Open Balance 50.00
=i [Progress nvaces] . | Catedors® CA (Computer Assisted It Frint Lien Waiver ana;‘gg“ and Notarized Lien Waiver Bal To Finish(incl Retainage) $15,000.00
3 Paid In Full
. pianning
. Details Adjustments Specifications Checklists Payments Notes Attachments Notifications
Engineering Forms
p. — Drag a column header and drop it here to g
3g(’:cv-sll!lawag;wvmm / Edit X Delets & Refre Save Layout Dnad Default Layout ~ Expand/Collapse &2 Link Change Orders & Production Use Units
= - 5 — Scheduled Prior Current Current Stored| Total Stored Total This Total
! | Cost Cad ‘ n ﬁ 2
¢ Scheduling pluEE R T Subcantract% DirectPay? | e LoO Invoices Invoice Material Material Invoic
Sort Ascending
e Asset Management Sort Descending
7. Workflow 9 100 Goneret 0.00 $0.00 5000 50.00 $0.00 50.00
Columns > 7 Lines
e 0.00 0.00 $0.00 $0.00 $0.00 $0.00
Portfolio ?| CostCode
10.00 .00 $0.00 $0.00 $0.00 $0.00
| Description = :
Toolbox [» Page Size § / Washmgton
—— = o University in St Louis
6/20/201%@319!1 May-23-2016 by 1353543003 - Maria Maoyer of Wi iversity in St. Louis

INFORMATION TECHNOLOGY



Column Reorder

* To reorder columns, hover over the column that needs to be moved
until you see a four way arrow icon and a small popup box that says,
“Drag to group or reorder.”

B3 master Commitments online Invoice Contract Snapshot
) Project IMoyer Cafe >/
Commitments Invoice Date* May-01-2016 =] Criginal Value $15,000.0C
"
=l (3 Change Management Commitment ooz- - Billing Terms* 10 . Approved Changes $0.0C
3 Online Change Requ| | C°MPanY  ALBERICI CONSTRUCTORS INC Revised Value $15,000.0
Description®  PO# Invoice Due* May-31-2016 &
[ commitment COs Invaiced 50.0C
Payment test Invoice Type* Progress A Retainad $0.0C
< (3 Funding Explanation
B3 Funding Records Sequence # 1 _ﬁm'm H Contact Eamned Less Retainage $0.00
Funding A . Record #* 250 Less Prior Invoices $0.0C
unding Requests
; ) Revision 0 Date | May-23-2016 Current Payment Due $0.0C
B Funding Authorizatior || L Comment Unapplied Payments Available $0.00
Draft hd
=l @ Invoices Status Payments Applied $0.0C
- g
B3 miscellaneous Invoic CostPeriod FY16 Apr - Open Balance $0.0C

— Ui ., )
_ | category* CA (Computer Assisted ! Print Lien Waiver srachgned and Notarized Lien Walver Bal. To Finishiincl. Retainage) $15,000.0C

4 3 Paid In Full |8}

Details Adjustments Specifications Chacklists Payments Notes Attachments. Notifications

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

./ Edit X Delete & Refresh Save Layout | Load DefaultLayout ~ Expand/Collapse &3 Link Change Orders. @ Production  [| Use Units

- - Scheduled Prior Rglance to Current
Line # Cost Code Description SubConhactt{ Direct Pay? vl CCo# s, N Retain A
N Drag to group or reorder
[v’ [v] e E S ——
001 | 01-003-0020000 | 003 00 00 Concret O $10,000.00 §0.00 $0. 00% $10,000.00

002 01-005-D05 0000 005 00 00 Metals a $5,000.00 $0.00 $0.00 $0.00 0.00% $5,000.00 P

W) [«][1]¥) ] Pagesize 60 = Wﬁslmgton
U L ) [ niversity in St.Louis
Created: May-23-2018 by 1353543093 - Maria Moyer of WUSTL - Washington University in St. Louis INFORMATION TECHNOLOGY

6/20/20



Column Reorder

* Click and drag the column to the area where you want to
drop that column. Two yellow arrows will display to
direct you to where to drop the column

e Save Layout

-
< Save Layout | Loa:’efaultLawut Expand/Collapse & Link Change Orders &3 Production Use Units
‘ ] \

S
:urrent Services | Total Services Retain| Services Total 8 . ey Prior Services :
Prior Serfes A
oot Bt Retain % . Retalfled ‘ Blho, el Nale‘ Total Current | Minority Curre] Women Curr% Funding MNotes e raHAE Direct Pay PaymemE‘ Direct Pay Remit Add
v

§0.00 $0.00 0.00% $0.00 $0.00 50.00 0.00 0.00 0.00 $0.00 $0.00 i}

$0.00 50.00 0.00% $0.00 $0.0 $0.00 0.00 0.00 0.00 $0.00 50.00 o

$0.00 $0.00 $0.00 50 50.00 0.00 0.00 0.00 $0.00 $0.00 0.00

Database: WUSTL User. Maria Moyer
__|

6/20/2016

©2016 Washington University in St. Louis

& Washington
39 University in St.Louis
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Procurement and Online Bidding
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Procurement

 Two ways to navigate to Procurement module

e Planning > Procurement Records sub-category
PVileb = © ©

_ . - Program/Project Login - = f!} Planning = Procurement = Procurement
~

= Planning Drag a column header and drop it here to group by that column
=i [ Pianning Programs  All" = Projects ‘Al » o Add X Delete 2 Refresh Layouts

B3 initiatives T T T T

) Program Project Name Project # Record # Description Workflow Status Bid Category

5 Planning Worksheet ) ) ) : ) :

¢ ¢ 0 L ¢ ¢ ¢
4 Estimates
A Procu nt Portfolio Taylor Avenue Sewer Repall 14029 000001 Backhoes onward Approved
r Portfolic The Lofts Phase Il - Plannini 20160028 014029 Test of Bidding Draft
Procurement =3[procurement : _

Portfolio Taylor Avenue Sewer Repall 14029 000002 GCPO02 Approved Construction

=3 oniine Biading )
Portfolio Golf Trip Planning 2014615XGLO 000001 Golf Trip Planning Construc Approved ‘Construction

=l [ setup Portfolic Golf Trip Planning 2014615XGLO 000002 Engineering Bids Approved Design

5 Items Portfolic 14098 Bamnard Hospital 5th  2014615XGLW 000001 14098 Approved ‘Construction

=3 Formulas Portfolic Golf Trip Planning 2014615XGLO 000003 Architectural Feas Approved Design

E Assemiblies Portfolio The Lofts Phase I - Planniny 20160028 014030 GCPO02 Approved ‘Construction
Portfolic The Lofs Phase Il - Planning 20160028 014031 GCPOOG Approved Caonstruction
Portfolio Bidder Test Project 20160055 000001 This is the Approved ‘Construction
Portfolic The Lofs Phase Il - Plannin 20160028 014032 Draft

P I ann | ng a1 q ATEST1-DAN Julie's procurement test proj 2011922 000001 Test of bid tem UDFs Approved
Portfolic The Leofts Phase Il - Plannini 20160028 014033 GCP050216 Approved Construction
Portfolic RJL Main Test Project (Base 2015805 000001 Testing Testing Draft Construction
ATEST1-WUSM CommitmentTest 20160060 000001 Get some Bid data Approved Design
ATEST1-WUSM CommitrmeantTast 20160060 000002 This ig a real test Approved Other
Portfolio CommitmentTest 20160060 000003 How much will this cost. Approved ‘Construction
.
Portfolio Taylor Avenue Sewer Repail 14029 000003 GCPOS1116 Approved Construction
WORKFLOW Bid-WF-Test 2011941 000001 First Test of Workflow on O Approved Censtruction Wﬁs 1 n
<
6/20/2016 Portfolio Bid-WF-Tast 2011941 000002 Test Bidding Activity. Approved Construction Umver51met[Du15

| [«]|1]/2 3 4 5 6+ [n PageSize 20 = INFORMATION TECHNOLOGY



Add Procurement

 Two ways to navigate to Procurement module
* Project Center > Select Procurement hyperlink

PMileb = v ©

[N e ®
~

Welcome back Emily Foliman, your last login Jun-14-2016 6:34:46 AM

= Planning
=l [ Planning
= intiatives
=3 Planning Worksheet
=9 Estimates
=] [_3 Procurement
=3 procurement
= online Bidding
| 3 setup
= items
= Formulas
:’E Assemblies

=l 3 Forms

[ — IV T Y T
< >

6/20/zu10

"

Planning > Procurement > Procurement

[ Controls ] Executive Report ] Project Center

Project Center

Green Hall Phase 1 Fit Out

Program

Project ID"
Name™

Location

Preject Status
Project Type
Category
Workflow Status
Currency

Target Budget
Targst Revenue
Target Duration
Target Start/Finish

DAN - Projects {Independent Re
2016000001
Green Hall Phase 1 Fit Out
00207 - Preston M. Green Hall
Design

Capital Projecis.

- Select -

Draft

Dollar (United States of America

-

—

$3,328,125.00
30.00

0 UoM

W LULO vvasltini

~Sele T

. Create Project

Navigator

B Planning

Record Type
Estimates
Initiatives

1]

Pending Approved

‘ Procurement

Program of Requirements

(PMPOR)

Test
[ Engineering Forms
Cost Management
El scheduling

SLLMGUHN'@ SILy 111 oL,

LUu

0 1

[} L}
\5

13 2
B

0

1] 1]

a a

§ndlna Aporoved

Create From Template H Save ) Print

BBudget p»

Target: $3,328,125.00
Anticipated Cost: $2,257,001.00

B Custom Fields

Planning and Project Request Form

Project Date Tracking
LEED Information

2 Edit

Spec

UomM

Debt Funded

Project Status Updates
Debt Funded

Data

B Winshington Unbversity in St Louks

Square Footage
Project R
Admin Use Only

]

# Washington
5 Jniversity in St.Louis
INFORMATION TECHNOLOGY



Procurement

 Add a new procurement record or select your
project from the board
PVileb = 9 ©

_ . - Program/Project Login - = f!} Planning = Procurement = Procurement
~

= Planning Drag a column header and drop it here to group by that column
=1 (3 Pianning Programs Al - Projects Al < Refresh Layouts
.’-‘j Initiatives T T T
Program Project Name Project # Record # Workflow Status Bid Category
5 Planning Worksheet ) - ) ) :
¢ ¢ ¢ L ¢ ¢ ¢
4 Estimates
A Procu nt Portfolio Taylor Avenue Sewer Repall 14029 000001 Backhoes onward Approved
r Portfolic The Lofts Phase Il - Plannini 20160028 014029 Test of Bidding Draft
Procurement =3[procurement : _
Portfolio Taylor Avenue Sewer Repall 14029 000002 GCPO02 Approved Construction
=3 oniine Biading )
Portfolio Golf Trip Planning 2014615XGLO 000001 Golf Trip Planning Construc Approved ‘Construction
=l [ setup Portfolic Golf Trip Planning 2014615XGLO 000002 Engineering Bids Approved Design
5 Items Portfolic 14098 Bamnard Hospital 5th  2014615XGLW 000001 14098 Approved ‘Construction
=3 Formulas Portfolic Golf Trip Planning 2014615XGLO 000003 Architectural Feas Approved Design
E Assemiblies Portfolio The Lofts Phase I - Planniny 20160028 014030 GCPO02 Approved ‘Construction
r Fonfolic The Lofs Phase Il - Planning 20160028 014031 GCPOOG Approved Caonstruction
=l [ Forms
= Portfolio Bidder Test Project 20160055 000001 This is the Approved ‘Construction
[Crew—prY
Portfolic The Lofs Phase Il - Plannin 20160028 014032 Draft
P I ann | ng ATEST1-DAN Julie's procurement test proj 2011922 000001 Test of bid tem UDFs Approved
Portfolic The Leofts Phase Il - Plannini 20160028 014033 GCP050216 Approved Construction
Portfolic RJL Main Test Project (Base 2015805 000001 Testing Testing Draft Construction
ATEST1-WUSM CommitmentTest 20160060 000001 Get some Bid data Approved Design
ATEST1-WUSM CommitrmeantTast 20160060 000002 This ig a real test Approved Other
Portfolio CommitmentTest 20160060 000003 How much will this cost. Approved ‘Construction
r
Portfolio Taylor Avenue Sewer Repail 14029 000003 GCPOS1116 Approved Construction
WORKFLOW Bid-WF-Test 2011941 000001 First Test of Workflow on O Approved Censtruction Wﬁs 1 n
<
6/20/2016 Portfolio Bid-WF-Tast 2011941 000002 Test Bidding Activity. Approved Construction Umver51met[Du15

W [«][1]2 3 4 5 6] [» Page Size 20 = INFORMATION TECHNOLOGY



Procurement

 The Project Manager will create the procurement
record.

PMileb = © ©

_ @ PPlanning > Procurement > Procurement
0014 - cinyventl - pdu [':" “:alv ﬁlv ? <G> cooomin | -
= [ Planning =~
B3 intatres Program” AN - Projects (Independent Resakution) - -
w Seakad
55 pranning Workshost Projoct® Gevon Hall Phase 1 F Out - TN il
B R — Lock Orilr Bids Afer Bids Dua 0 0 0 0
¥ Include Days Column in Orire Bids
Descripton drywndl
include MWDBE % Column in Onling Bds
Bin Catogory — Select - -
Includy Manunchures Columns, in Onlng Bids.
Becing Compearny v
¥ Include Bid Hom UDFs in Oniing Bids.
Biddng Conlact ¥ ¥ Requim Acknowiedgements
Estimate & L Require Nondiscosure Agraement &
L 4 o B ¥ ShowBed Dus Countdown Clock
Workliow Statis Draft - Lock Quansty n Onime Bids
Bids Due FEREE | Tema s O
Proe it -
Comenitment I Ty Stpulated Su =

Bidder Matrix Bid Itarres. Addenda Manage Bids. Spocifications Mobes Altachimeants. Workfiow Motifications.
Drag & colunn hiadar and drop i hane 16 group by thal colamn
A Edt o AddBidders 2 Refiesh X Delote @ Awad  Displey - A - ~  Savelsyout | Load Dedaut Layout

i e Aweed | Company | Imataion Stahes | Bost Bl | NDA | Bt Ry | Bt Status | Notes

& Washington
6/20/2016 ©2015 Washington University in St. Louis 5 University in St.Louis
INFORMATION TECHNOLOGY




Procurement

e Select the program and project the project name

e Save
PVileb = v ©

Frogram/FProject Legin

Planning =~ (ocureme. > Procurement

3 i ~ -
=l Planning 0014 - drywall p j »" % | = @ l ? 1GF Generata... | ~
=l 3 Planning o
Fid Due
[ Initiatives Program” DAM - Progacts {Indepandent Resolulion)
¥ This is a Sealed Bid
5 priannung Works| Project” Green Hall Phase 1 Fit Out -
B3 Estimates mﬁ — Lock Online Bids After Bids Due 0 0 0 0
v
<| (23 Procurement D iplion 5 i Include Days Colurmn in Online Bids
Po——— Include MWDBE % Column in Online Bids
E|Procurement Bid Category ~ Select - -
E Include Manutacturer Columns in Online Bids
Cnline Bidding Bidding Company -
u Selup ¥ Include Bid ltem LUDFs in Online Bids
=

Budding Contact - ¥ Roquire Acknowledgements

&y Estimate # 0 . 4

FH Fomulas e Require Nondisclosure Agreement &
Revisian o  Dale 5 | Show Bid Due Countdown Clock

5 Assombues

) Workfiow Status Draft - Lock Quantity in Online Bids
=l [ Formns
Bids Due Jun-13-2016 B Time a3 O
Pre-twd v
Commitment 10 Type Stipulated Sur ~
Badder Malnx | Bid lems Addenda Manage Bids Spocihcalions Noles. Altachments Waorkflow MNaolficabons.
Drag a column header and drop it here to group by that column
Scheduling /Eﬂ o Add Bidders zﬂd’mﬁh X Delele ® Award Display -~ All - v Savelayout | Load Default Layout
T — | Company | nvitation Stetuss | Best Bid | noa Bid Rev. Bid Status | Notes

Washington
versity in St.Louis
MATION TECHNOLOGY
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Procurement

Enter header details

1. Procurement # - this number will autopopulate

. Description — enter a description here

. Bid Category- select from the dropdown

. Bidding Contact - DO NOT enter anything in this field as there will be multiple

2
3
4. Bidding Company — DO NOT make a selection here as there will be multiple
5
6

. Estimate # - DO NOT enter anything in this field

@

Planning 0014 - drywall
- (23 Planning
= Initiatives Program® DAN - Projects (independant Resolution)

= Planning Workshaet
3 Estimates

Project” Green Hall Phase 1 Fit Oul

Procurement # 0014

Planning > Procurement > Procurement

ISl L

¥ This is a Sealed Bid
Lock Online Bids Afier Bids Due

¥ Include Days Column in Ondine Bids

2 23 Procurement Description drywal
= |Procurement| Bid Category — Selecl —
= onime Bidding Bidding Company
. Bidding Contact
=2 Items
He Estimate 0
=3 Formuk o
B Fa e Revesion o Date
= Assemblies
Workflow Status Draft -
= [ Forms
T Bids Due Jun-13-2016 | [E ngmE 435 AM
< >
[ —— =) Pre-bid
| & Pranning
Commitment ID @ Type Stipulated S+
-, Engineering Forms.

¥ Include Bid ltem UDFs in Online Bids
¥ Require Acknowledgements

»
Require Nondisclosure Agreement

¥ Shew Bid Due Countdown Clock

Lock Quantity in Cnline Bids.

S~ ? Gf

Include MWDEBE % Column in Online Bids.

Inciude Manufacturer Columns in Online Bids

[
=
©

0014 - drywall

Program™ DAN - Projects (Independent Resolutson)

Project™ Green Hall Phase 1 Fit Out

Construction
Dersages
Other
Other2

Other3
Workflow StV i

u-13-2016 | [

Bids Dua
Fra-nid

‘ Commament ID Type

-

+ &l

&2 Washington

University in St.Louis

a3sAam 0
Stpulated Su ~
| 7
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Procurement

Enter header details

7.
8.
9.
10.

11.

PMileb

= Planning 0014 - drywall
= (4 Pranning
= inttiatives Program®
3 Planning Worksheet Project”
= Estimates Procurement #
= [ Procurement Description
=3 Procurement Bid Catagory

£3 Oniine Bidding Bidding C ny

= [ Setup

Bidding Confact
=2 items
5 bl Estimale &
=2 F I
2 Formulas .
B3 Assemblies
Workflow Stalus
= [ 3 Forms
I = Bids Dua

Pre-bid

Commitment ID

DAN - Projects (Independent Resalution) ¥

Green Hall Phase 1 Fit Out

0014
drywall
- Select -

Draft

Jumn-13-2018

o Drater
E 9 Tima
@~

Bids Due — Enter date that bid is due

Bid Time — Enter time that bid is closing

Pre-bid — this field to remain blank

Commitment ID — this field will autopopulate
Type — Select agreement type from the dropdown

(OO
. ProgramyProject Login

Commitment ID Type [Stipulated Sur +
Subcontract
Bidder Matrix Bid ltems ldenda Manage Purchase Order |

Planning > Procurement > Frocurement

Drag a column header and d] here to group by that column CM with GMP
/ Edit = Ad ders = Refresh X Delete Continuing

Services Project
Company

R ME D E 2% 3 ?

Agreement
Consulting .
¥ This is a Sealed Bid Services
Lock Online Bids Afler Bids Due Agreement

() [«)[1]»] 1] Pagesize 20 =
— Owner Architect

Agreement

¥ Include Days Column in Onling Bids

Owner Engineer
Agreement
Short Form
Agreement
Stipulated Sum
Agreement

Emily Follman of WUDC - Washington

4
uire Mondisclosure Agreement /
Show Bid Due Countdown Clock

Lock Quantity in Cnline Bids.

Vashington
arsity in St.Louis
INFORMATION TECHNOLOGY

Stipulated Sur =



Procurement

Enter header details

e The options area will be greyed out, and you will not be able to make any
selection here

PMileb = v ©

' Program/Project Login

: - e "R
0014 - drywall e H

2 P i =
3 Planning dGF Genorate. | -

CRR IR R =

= (4 Planning
B2 Initiatives Program® DAN - Projects (Independent Resolution)
Thi Soaled Bid Days Hours Minutes Seconds |
4 Planning Worksheet Froject” Green Hall Phase 1 Fit Out wma
3 Estimates eRee 5 B Lock Online Bids After Bids Dug 0 0 0 0
- 1
= [l Procurement Descriptian crywall nciude Days Column in Onling Bids
= Procurement Bid Category i = _ Include MWDBE % Column in Online Bids
Include Manufacturer Columns in Online Bids
=3 Online Bidding Bidding Company
3 @ Setup ¥ Include Bid Itam UDFs in Online Buds
= Buckding Require Acknowledgements
ms
male & »
= Formulas o o Require Nondisclosure Agreement
Revision o Drater
Shew Bid Due Countdown Clock
=3 Assemblies i
. Workflow Status Draft - Lock Quantity in Online Bids
= [_J Forms
- Bids Dua Jun-13-2016 | [ eTlrnE 435 AM ®
Pre-bid -
Commitment ID @ Type Stipudated Sui ~
______
= .
& Washington
University in St.Louis

6/20/2016

©2016 Washington University in St. Louis

INFORMATION TECHNOLOGY



Procurement

Add details
e Select Bidder Matrix tab
e Select “Add Bidders”

PMileb = © @

Planning > Procurement > Procurement
SR LD RS %S ? G |-

B3 intatres Program" AN - Projects (Independent Resakution) -
5 Panning Workshoat Projoct* Groon Hall Phase 1 Fa Out

¥ This 15 a Sealod Bd
Lock Orilrs Bids. Afer Bids Dua 0 0 0 0
¥ include Diays Colurrn in Orire Bids

Inchude MWDBE % Columin in Online Buds
Includy Manutnchures Columns, in Onlng Bids.
¥ Include Bid Hom UDFs in Oniing Bids.
¥ Requir Ackrewieigements
Requirg Nonsisciosars Agroament #

Dt = ¥ Show B Due Coutilawn Clock
LLock Guanity n Onime Hids
Tema 43 O
o Stpulated 5w =

10 University in St.Louis
INFORMATION TECHNOLOGY
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Procurement
Add details

* |In the pop-up window, select the companies that you
are inviting to bid
e Save and close

@ Select Companies/Contacts (3 Selected) - Mozilla Firefox - O

() @ | https://wustldev.pmweb.com/PMWeb/CompaniesFilterPopup.aspx?txtContact=NOTExist&txtEmail=NOTExist&Type=Companies

Companies/Contacts Distribution Lists ~
Drag a column header and drop i that column
ec -- Select -- H Save and Close Save Layout | Load Default Layout
[] Company Type ‘ Reference Project
'] ']
] 1st Choice Courier & Distribution
8760 ENGINEERING LLC MAJ Buyer Code: 8; Minority Code: RJL Main Test Project
O 8760 ENGINEERING LLC MAJ Buyer Code: 8; Minority Code: RJL Main Test Project
] 8760 ENGINEERING LLC MAJ Buyer Code: 8; Minority Code: RJL Main Test Project
ABC Drive Co
O ABC Class S
] Crowne Plaza Hotel
6/20/2016 B S S—— - 11

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Procurement

Add details

e Select “Bid Items”” Tab

* |f you have an estimate, select “Add Estimate Items”

e Select line items to include in the bid by selecting the checkbox(es)

Precusment  0014-drpwal
Prepect

Grwon Fiad Phase 1 Fit Out

{Pranewng|
= [ Panning 10 hasscier e de0g f horo 10 e Dy Sal oot
B inmatives DAN - Projocts indopondant Resoluion) ; . .
¥ This it 2 Sesled Bid stenln | intitve | Focond Line s . Descrgton Frepct el Categery
E Prarving Workshest | progect o TS O isa . . .
. Lock Onlr Bids Aftor Buds Duo i i i
S Estmates Procuremont & 0014
B Procusoment Daserption ¥ Inchude Days Cokumn in Onkne Bids. 308 - Fll Do e 1 e000e0 06/0000 Weooss, Plasties, a3 G Grosr Hal Prasa | Fil Ot
3 [Procurment] i Catogary - Setect KAt MVERE S Gl N e £ A Pl Oy e 5 oooara 07 0000 Thesmal anel st # Groen Hall Frase 1 Fi Out
E4 orine Bekting g Cooprty Tochach moulechms COMITYL A3 o8BI " 308 - Fll O a3 0014 210000 Fon Supprmssson G i P 1 Fi Oh
na Setp ¥ Inchade Bid Rem UDFs in Onbne Bids 200.- Full Do e
| - - " - 4 Daoi5e 22 00 00 Prtan Greon Mt Phase 1 Fit Out
= ¥ Requro Acknowledgernts. =
Estmate # L] ™ g , n 308 - Full Dosign e 5 D000 3 00 00 Heting, Venidatng on Creon Hall Phaso 1 Fit Out
B Formuas ° o0 il
Fmtsion Dt o " Do an ooore 20 00 Clocronl Greon Mt Prasa 1 Fi Out
¥ Show B Dus Countdown Clack
B nssombles
Wordow Stats. Deaft Lock Cuanéty in Onra Bids " 306 - Full Duign s 7 ooezs 100 10 00 Aschectunl Bl S Croon Fisl Prucsa 1 Ft Out
(33 Forms. p— 08 - Full Desgn e 2 5 .
Jun-13-2016 n L D000, 100 21 00 Derssgrn Busid Serveoes  Greon Hal Phaso 1 F8 Out
%00 - FullDersign avx. oops? 10075 50 Intersor Dirsign Greon M Phase 1 Fit Ot
ot 308 Pl Dosn e 31 ootz 100 25 B4 Acousbeal Cireon Hal Phasa 1 F8 Ot

. IIJ DR

Pamium W T

Save | Cancel

&8 Washington
12 University in St.Louis
INFORMATION TECHNOLOGY
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Procurement
Add details
e Select “Bid Items”” Tab

* |f you do not have an estimate, select “Add Items”
* Select line items to include in the bid dragging over the appropriate cost code line items

* Save
PMilek = © © _
[ FrogranvTect Loger 2t [f— ——
- ;H.l‘ﬂﬂ_ ui -~ e ! | ms - h - -

3 insathes Program® AN - Projocts (edspondant R | H Save J¢) Cancel

B8 Pranning Woksheot Progect” Greon Hall Phasa 1 F1 Out B N
2 estmatos Procureemant o o014 '®/ Mobile/Browse ' Scan/Type Browse... No file selected. Barcode Settings
. Procuroment Descnption drywall

= [Procurvment] i Catogary ~ Sebect - - 1[4 0 Typical Cost Codes Project” The Lofts Phase Il - Plan =

N ona ey Badng Company +1 [ 00 Detalled Cost Codes Cait
o Sy Budding Contact | Phase - Select - ¥ Code - Select — ~ | Typa - Select— v

B roms A i = +|_1 Cost Codes on a 9-Fund

BT Formulas ; Location -- Select - ~ | Company ~ | Period

- Rwvision LA +-_ Cost Codes on a Jumbo-Fund

2 WorSow S2alirs. Dvan - ) Edit X Delete 3 Refresh
£ Forms — | 2 ] . : -

= e Y| B DR Ani320ie M Twe # | ftem Description Phase | Cost Code | Type Quantity | Unit Cosl
T No records to display.

Tyoe e
Bt BTSSR [14] |Ti 11 ||T |W| Page Size 5 =
e it here o group by that coly —
| A Estmate fems ¥ Edn X Dolie = Rofresh - an v
Hlom Descrighion Scopo Of Work. (Ve Cost Code Cost

T hington

13 University in St Louis
INFORMATION TECHNOLOGY

Croated.  Jun-13-2018 by 1353539658 - v . University



Procurement

Edit bid items on the Bid Items tab
* Use shortcut: select top row; shift; bottom row; edit
e Select “Edit” to make all line items available for edit

---------------- £l wan - LOCK LJuanumy in Unine tias
Juni3-2016 | [ Time ad0nm O

Type Stipulated Su ~
Bid ltems | Addenda Manage Bids Specifications Notes Attachments. Workflow MNotifications
ader and drop it here to group by that u)lh
| Agdltems | Add Estimate tems ' 7 Edi )(Dem 2 Refresh Al v

InchmmBid|Linelt ‘Pmct |mm |3m0fm1¢ | uom ‘costom ]Cosl‘rm

2 001 Gresn Hall Phase 1F 000069 06 00 00 IENEFEERETIO: | 1 ECETE |
lv] 0o | 1 01-007-007 00 00 J
! 003 0001498821 00 00 Fire Suppressiord | 1 01-021-021 00 00
vl 004 0001548822 00 00 Plumbind I 1 01-022-022 00 00 8|
v] T 0001604 I ] 01-023-023 00 00 §
v 005 00017438826 00 00 Elecinical I ] 01-026-026 00 00
i j007] N00Z2E8M 100 10 00 Architectural Basic Servicedl | 1 j02-100-100 10 00 N |
v 006 Green Hall Phase 1 00034788100 21 00 Design Build Services (Congl | 1 1
I oS cox i s 1 (K000 ) I 1 02-100-100 2550 71
v 0 108ERGrocn Hall Phase 1 1 [CIEEETAcoustical 02-100-100 25 84 -

(o [« [1]2[>) 1] PegeSze 10 = &2 Washington
6/20/2016 —sEEE—TETE——EES—T—— S e = University inSt.Lous
INFORMATION TECHNOLOGY




Procurement

e Scroll to the right to the “Bid Section” column

e Select base bid or sequentially numbered
alternates; update records to save

Bidder Matrx Bud lems Addenda Buds P Moles Allachmenls
/ \ Diag fgader and drop it here to group by that column
/ \ x Cancel - a4 - W
Phase WBS I ‘ Bid Section \Quantity Est. Unit Cost Estimated Total ‘ e 1 Project ltem Descriplion Scope Of Work

= v 1.00 $276,445.00 $276,445.00 001 GreenHall Phi ~  ODODES 06 00 00 Woods, Plastics, and Compe

Base Bid ~
= Bid Alternate 01 o $163,507.00 $163,507.00 002 Green Hall Phi ~ 000074 07 00 00 Thermal and Moisture Protac

Bid Alternate 02
X o $280,776.00 $280,776.00 003 Green Hall Py = 000149 21 00 00 Fire Suppression

Bid Alternate 03
v Bid Alternate 04 0 $500,000.00 $500,000.00 004 Green Hall Phi ~ 000154 22 00 00 Plumbing

Bid Alternate 05
2 Bid Alternate 06 0 $756,332.00 $756,332.00 005 Green Hall Phi 000160 23 00 00 Heating, Ventilating, and Air

Bid Alfs te 07
v v d Alternate 0 $569,005.00 $569,005.00 006 Graan Hall Phi ~ 000174 26 00 00 Flactrical

Bid Alternate 08
¥ - Bid Alternate 09 v 0 $141,930.00 $141,930.00 007 Graen Hall Phi ~ 000228 100 10 00 Architectural Basic Sarvices
v - 1.00 $24,006.00 $24,006.00 008 Green Hall Py - 000347 100 21 00 Desgn Builld Services (Con
> - & v 1.00 $34,000.00 $34,000.00 009 Green Hall Phi + 000257 100 25 50 Interior Desian
v - & ¥: 1.00 $20,000.00 $20,000.00 010 Green Hall Fhi ~ 000452 100 25 84 Acoustical

I
O/ ZU/ ZU10 & ZU LU vvasiinguunl ﬂﬂ?\’g’glﬂf‘y m St. Louis 1D Rt R

INFORMATION TECHNOLOGY



Procurement

e Select Attachments Tab

* Add bid package documents to the procurement record

* Use “Document Manager to add documents that have already been added to
document manager. Use “Quick file upload” to add documents stored on your

shared drive.

Planning > Procurement > Procurement

S Planning | perm— -2 3 H 0 &3 Gs|« B+ 7 @ connin |+
L Planning
B3 intatrves Frogram* DAM - Projects (Indepbndent Resclution) -
B3 Panning Worksheet Project: Grodn Hall Prase 1 £ Out ¥ This s a Sealed Bid Days
E3 Estmates SRR = Lock Online Bids After Exds Dus 0
=l [ Procusesment Descriphon drywen ¥ Inclucde Deays Column in Online Buds
=3 [Procuroment| P — e Incluce MWDBE % Column in Online Bids
ST ol Soirdain Inchude Manufacturor Columas in Onlir Bads
Gl Setup Sbding Confack - ¥ inchude Bid Bem UDFs in Onfine Bads
= oms i ¥ Roquire Acknowlodgemants
B3 Formules — 9 . Resquare: Nondisclosisne Agreement ~ F
B Assombiies i o e ¥ Show Bid Due Countdown Clodk
o i Workfiow Status Draft Lock Quantity in Online Bids

| BudsDue 132006 [ Tirme o O

4 Pro-bid

Commamant 1D

6/20/20 mame

Saslect multiple files 1o upload or drop fies in the box below
Sedect

Heurs minutes |||
0
Typa :Dﬁolavnm

&8 Washington
16 University in St Louis
INFORMATION TECHNOLOGY



Submit Procurement into Workflow
e Select the “Workflow” tab

e Select Submit
PMVileb =9 o

[ R TS @ Planning > Procurement > Procurement
~

3 Planning 006 - Anciher Test Part Deux - PO LUEDG D% G- 7 ©ocmems
=1 (4 Planning : =

53 Initiatives Program* (Pertiolio) = ) i .. m
# This s a Sealed Bid } i
B4 Pianning Worksheet Project” Groen Hall Phase 1 Fit Out It °
Lock Oniine Bids After Bids Due
£ eatmates Procurement & 006

s ¥ Include Days Column In Onéine Bids.
=l 3 Procurement Deseription Ancther Tes: Pan Deux
Include MWDBE % Column in Online Bids
=3 Procuremant Bid Category Construction b
= Incluge Manufacturer Calumns in Online Bids
ne Bidong i -
Eloding Caipany ¥ Incluge Bid Item UDFs in Online Bids
1 (3 setup Bidding Contact b ¥ Require Acknowiedgements
=4 toms ik o ’
atmide Requirs Nondisclosure Agreamant
4 Formulas =
Revision 0 Date B ¥ Show Bid Due Countdown Clock
=4 assemblies
Workflow Status Draft - Lock Quantity in Online Bids
=l (3 Forms o
Bids Due Jun-13-2016 £ Time

[ [ SSSRT TR
>

BderMab  Bidlams  Addends  Manage Workflow tab Notieations

El Workfiow Actions

S‘ub;m B
Approve Emall Body
Return
DO NOT USE
Withdraw (ends warkflow) .

&2 Whshington
17 University in St.Louis
INFORMATION TECHNOLOGY
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Submit Commitment CO Into
Worktlow

* You will receive notification re: the status of the workflow

=3|L LuUs -
A D B workflow Actions
Actions Email Preview Instructions
Subject PMWeb Approval Reguest: Commitment Change Orders 001 Comments
] Approve Email Body
@ ) Retumn A document has been Submitted for approval by
Maria Moyer
@ | ponNoTUSE
L] ‘Withdraw (ends workflow) Workflow Document
e Final Approve Information:
L Delegat
e - Document type: Commitment

Change Orders
- Project Name: Moyer Cafe
_ - Document Description: This -

Add CC

[E Business Process

-
&2 Washington
18 University in St.Louis

6/20/2016 ©2016 Washington University in St. Louis
INFORMATION TECHNOLOGY



Procurement

* Once approved by the Director of Capital Projects, the
Project Manager sends notification to bidders

= send [ save X Cicss

From Emily Foliman o [ system

™ Ernify Follnan |Washington Unhwssity Danferth Campus| x
Entar the Emsi(s)

=l

Charkes Charles [B750 ENGINEERING LLC] = Sam Jonas [ABC Drive Co] x mw!mmnmﬁmﬁ

N ¥ 2 001 - dyent SR EEH DG Gl . S|+ 7 <G cowonin Memsice
4 [ Plarning _ Subject  Bid Notice
BT intatrves Program” AN - Projects (Independent Resakution) -
- =
55 Panning Workshoo! || projoet Groon Halt Phase 1 Fa Out - Tisies il Status. - [E—
B3 Estinates LLock Oribra Bids Afler Bids Dua .
S Procurement o014 7 _— . - Nutification ype = Hypariiks 1o Ordine Bids (bidders)
3 [ Procurement Dascriptan drywnll Raference = o P ST
— : ypertnis o Procus n
3 [Prosspenaet] AP B o B Due Date wiz2oie TH zooem @ ! i
= y— i - inchud Manutnchires Columis in Onlng Bids. Remindsr v Prourssnant Fom
. Bodeo 4 ¥ Iinclude Bud Hom UDFS in Onling Bids Complated Procurement Report
S Biking Contact - —
o ¥ Haquir Acknawiesigaments Complatad Date e G Portfoic Summary (with Googhe Adress)
Estimate # (] _' e
8- Rinvieion o D - " o Pagesis 5 =
s - = ¥ Show B Due Countoiown Clock
3 [ Foms Workflow Status. Dvalt - Lock i Bk
¥ N Fidts Dua 1320186 T Teme 430 O P orontMane - Realc| B S Ude EE AN AN d 4
Pro-ted v All - -
Commitmant 1D Type Stpulatod S+ Thank you for your the y Green Hal Phase 1 Fs Out
Tha bid date for the project s Monday, June 13, 2018, 4:45:00 PM. Bids shall ba submitted through the PAMWed Oniine bidging process.
Hidder Matrix i Itarrs Addendta Manage Spocificationn Nobas Atnchimonts. Wi Matif
| o i Thare wil be ¥ pre-bid wakthrough [User type in date and time]. We will meat in the [User type in focation]. Please plan 10 attend this
Drag & colurnn hiader and drop i hane 1o group by that colamn mating.
JEM e AndBders 2 Retesh X Dol @ Awsd  Deply - A1 v Soveleyout | LosdDefasL |- Plasse Send t Rscaipt of this Notification to [Project Managed®
e Camgany | Imatation Stahes | BostBd | NDA | Bt R
No reconds o dspin .. A4
- Sincerely,
A & Washington
v University in St.Louis

/" Design | €3 HIML S Preview INFORMATION TECHNOLOGY




Procurement

* Notice that the selected bidders have been
added as recipients in the bcc field

* Inthe “To” field add yourself and any others
you want to copy on this notification

e Status — leave blank

* Notification type — select appropriate
notification type

Status v

Notification type

Reference Addenda
Due Date Alternate
Reminder Invitation to Bid
Completed

Completed Date

6/20/2016

©2016 Washington University in St. Louis 20

. Send [ Save X Close

Fram Emily Follman ) | system
To . |
Emily Foliman [Washington University Danforth Campus] x
Enter the Email{s)
cc el
BCC =
Charles Charles [6760 ENGINEERING LLC] x Sam Jones [ASC Drive Co x John Kardes [OPTIMAL ENGINEERING SOLUTIO

Manual CC
Subject Bid Motice

Status ¥ Type Description

Notification typs Y. v —~ Record Link — Hyperfinks to Online Bids (bidders)

Reference

= s v - Record Link - Hyperiinks to Procuremeant (non-bidders)

Due Date Jun-13-2016 | [ 12:00PM (0]

Reminder v Report Procurement Form

Completed Repert Precurement Repert

Completed Date B ] Report Portfolic Summary (with Google Addrass)

w] [«][1]2[»] [» Page Size 5 =

W FontMame ~Real.-|| B I U he EEFE T E | A-OH-|E &
Al -

Thank you for your interest in bidding on the Washington University Green Hall Phase 1 Fit Qut.

The bid date for the project is Monday, June 13, 2016, 4:45:00 PM. Bids shall be submitted through the PMyWeb Online bidding process.

There will be a y pre-bid
meating.

[User type in date and time]. We will meet in the [User type in location]. Please plan to attend this

~*Please Send Acknowledgement of Receipt of this Notification to [Project Manager]* **

Sincerely,

[Project Manager]

A Design | €»HTML ) Preview

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Procurement

0 [l save X close

rom Emily Follman _I [ System

.. Emily Foliman [Washington University Danforth Campus] x

Enter the Email{s)

cc il
o H H
Select to Attach to Email” section =
Charles Charles [6760 ENGINEERING LLC] x = Sam Jones [ABC Drive Co] x  John Kardos [OPTIMAL ENGINEERING SOLUTIO —=
. . . . Manual CC
*Record Link will be automatically selected — this  swec  sanee
includes links to the appropriate records op
] Description
Notification typs v —~ Record Link — Hyperfinks to Online Bids (bidders)
*Select any attachments that you have added to ~~ ®o R T S ——r———
un-13-2
Report Procurement Form
h r r Reminder v
t e eco d Completed Repert Precurement Repert
L . Date =3 G Report Portfolic Summary (with Google Addrass)
*Send notification T O e - =
D ‘ Type ‘ Description W FontMame ~Real.-|| B I U he EEFE T E | A-OH-|E &
— Record Link — Hyperlinks to Online Bids (bidders) A =
Thank you for your interest in bidding on the Washington University Green Hall Phase 1 Fit Qut.
- Record Link - Hyperlinks to Procurement (non-bidders) The bid date for the project is Monday, June 13, 2016, 4:45:00 PM. Bids shall be submitted through the PMWeb Online bidding process.
There will be a ¥ pre-bid [User type in date and time]. We will meet in the [User type in location]. Please plan to attend this
D Report Procurement Form meeting.
D Report Procurement Report ~*Please Send Acknowledgement of Receipt of this Notification to [Project Manager]* **
|:| Report Portfolic Summary (with Google Address) Sincerely,
H Report Portfolio View [Projoct Managen
] Merge Template Procurement Test hd
/ Design | €% HTML Q, Preview
D Merge Template Form of Bidder's Proposal
Attachment New Project - 11-16-15
= ____________________________________________________
[i] [a] 1 |2{»] [m] Page Size 5 .
W 1 2p) &2 Washingron
6/20, :on University in St. Louis 21 University in St.Louis
INFORMATION TECHNOLOGY




Procurement

* The bid due clock will count down until time runs out
 Note: You will not receive notification when bids are submitted
* You can check status of bidders in the procurement record

PMileb = “e

- -H Planning > Procurement > Procurement
= Planni = : I " = &
" 0014 - drywall 2 PR T B R G5 |- S|+ 7 <G cewan
= [ Planning =
B2 iuatives Program’® DN - Projects (Independent Resalution) - e
’ ¥ This is o Sealed Big
E5 Puanning Worksheet Project’ Green Hal Phase 1 Fit Out -
Lock Online Bids Aer Bids Due
53 Estmates Procurement 8 0014 2
! include Days Column in Onine Bids
4@ drywall
| Incluce MWDEE % Column in Oniing Sids:
5| Procurement 8id Categary — Select—
=4 oniine Bidaing Include Manufacturer Cofumns in Oniine Bids
Sridig Compeny ¥ Include Bid Hem UDFs in Onéine Eids
=l [ Setup -
= Bigding Contact ¥ Require Acknowledgemants
Iteems »
& i Extiniala 8 2 Require Nondisclosure Agreemsent -
ammulas
Revision 2 Date ¥ Show Bid Dus Countdawn Clock
5 Assemblies
Workflow Status Submitted - Lock Quantity in Online Bids
w| Bigs Dus dun-13-2016 Time ssopm O
| Pre-bid
Commitmant 1D Type Stipulated S =
|| Bicder Matrix Bid Hems Addanda Manage Bids Specifications Hotes Atachments (1) Workfiow (Step 1 of 3) Not

| o Refresh  Display - All~ w Savelayout | Load Dafault Layout
Award ‘Company Invitation Status. Best 8:d NDA Bid Rej
8760 ENGINEERING LLC N Decisian 000421

ABC Drive Co Accepied o042z

&8 Washington
22 University in St Louis
INFORMATION TECHNOLOGY

OPTIMAL ENGINEERING SOLUTIONS

6/20/2016




Frocurement — oniine blas
RESEINED: heir bids in priwes

e View bid records in the Online Bidding module

e Submission of bid by bidder starts a workflow in the online bid record

PMileb = © o

= Puanning i

Rate This Record

3 38 Plaening 423 - OPTIMAL ENGINEERING SOLUTIONS P H O%-&- . o o
=5 nniatives Biddes inforr
Bds 423
5 pranning Workshest Company GPTIMAL ENGINEERING SOLUTIONS
Procurement "
= Esimates % ou14 Bid Totsl 318400
= [ Procusemant Program DAN - Projscts (indeper 2,00 Aoyt Lines
¢ Project Green Hall Phase 1 Fit -
Online Blddlng (orine san Denctipton e
y o Asknowleggenents Remaining °
Category =
Revision o Dawe Jure13-2018
Workfiow =
iy Subenitied
Bis Due An-13-2016 Time asseM
(UTC-06:00) Caniral Time (US & Canada)
Vigw Non-giscicauns Agresment

Diatats Addenda ‘Scoring Ratngs Suomession Notes Anachments ‘Workfiow (Step 1.0of 1)
|| Line Number | Project them Descripton | Soope Of Work uoM Est. Quantity il Chusantity Uni# Prics 7
- Bid Section:

011 Gresn Hall Phase 000353 100 30 0O Reimburssl ties. -~ 1.00 1.00 $14.00
12 Green Hall Phase 000308 150 00 00 Consingency -~ 1.00 1.00 51400
013 Groom Hall Phass 000331 180 70 10 Fumniture | » 1.00 1.00 $16.00
014 Gresn Hall Phase 000335 150 00 0O Capitsl Projects Fees (over ! & 1.00 100 S17.00 I ——
Gl ~  Bid Secton: Base Bid @%Shlngton
6/20/2016 &/ ZULO VVvadIgLull UIHIVeEISILy 111 oL, LU 23 UmvemltymSt‘]‘DUIs
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Frocurement — oniline blas
R%%Q!M% contains information for each line item that

the bidder has submitted.
e Review the bids
e The PM can level the bids

Detalls

Details tab in Online Bid  (Z&4 Notes

(Step 1 0f 1)

Line Number roje = UEECrplio Scope Of Work
- . Bid Section: . .
011 Green Hall Phase 000353 100 30 00 Reimbursables -
012  Green Hall Phase 000308 160 00 00 Contingency -’
013  Green Hall Phase 000331 180 70 10 Furniture { -

014  Green Hall Phase 000338 190 00 00 Capital Projecis Fees (over! &

UomM

Est. Quantity Bid Quantity Unit Price Leveled Total
1.00 1.00 $100.00 X ™ $100.00
1.00 1.00 $2,000.00 R0, $2,000.00
1.00 1.00 $300.00 X $300.00
1.00 1.00 $0.00 Bl $0.00

6/20/2016

©2016 Washington University in St. Louis

& Washington
24 University in St.Louis
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Procurement — Online blds
Receivad...

» Select “Leveled Total” checkbox for the item that you want to bid

* |In the “Bid Leveling” window, you have the ability to add or subtract
dollars from each bid as necessary

Attachments Workfiow (Step 1 of 1)
10pe Of Work | vou |EstQuentty | acusmy [umPce | Tomamout [ LevedTow | Oeps
. _ . - W P + x
1.00 1.00 514,00 $14.09 $14.00 ) © 8 | bps/wasiderpmmabicomFhebfEstimaidden arpnPid=422aModu vid=}iageid=16 @ || searh & +a8 O R
1.00 1.00 $14.00 $14.0 $14.00 u: =
1.00 1.00 $16.00 st6.q $16.00 E::.lm ::;: ;;E: i: ;:":,,W =
1.00 1.00 $17.00 si7fp $17.00 T — e — S— —
mmmmmmmm
...... | e — ‘

Leveling - Bidder Comparison

U/ LU/ ZU10 &/ ZULU vV asiigLuil UIiversity i Ju. Louis 25 University in St.Louis
INFORMATION TECHNOLOGY




Procurement — Online Bids
R%Q%I:}égcgta into each line item in the bid record

e Add to the notes field information as to why you are adding
or subtracting dollars from the bid

& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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Procurement — Online BIdsS

RA%gr%\I/y%gOnline Bidding record to lock the bid

 Note: once you approve the bid, you can’t level the
bid any further

& Washington
6/20/2016 ©2016 Washington University in St. Louis 27 University in St.Louis
INFORMATION TECHNOLOGY




Procurement — Online blds

Recelved
* For each bidder

 |f you level a bid and have supporting documentation,
upload to the procurement record

 Then go back to the online bid record and final approve
the workflow

& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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Procurement

e Once you have completed approving the online bidding
records, return to the Procurement record

* |n the bid items tab, scroll to the right to view and compare

leveled costs to determine lowest bidder

8760 ENGINEERING LLC | -~ ‘ ABC Drive Co .-

|
OPTIMAL ENGINEERING SOLUTIONSI Note

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$25.00

$25.00

$115.00
$19.00
$439.00
$98.00
$43.00
$19.00
$88.00
$27.00
$67.00

$915.00

$23.00
$34.00
$45.00
$56.00
$58.00
$87.00
$543.00
$32.00
$89.00

$967.00

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Procurement

e Select (deselect) each item that you want to
include (not include) in bid

 Verify that line item for bid section is accurate

Bidder Matrix Bid Items Addenda Manage Bids Specifications Ny
Drag a column header and drop it here to group by that column
: Refresh  _ aj - v
Include In Bid ‘ Line # ‘ Project ‘ Iltem ‘ Description
001 Green Hall Phase 1F 000069 06 00 00 Woods, Plastics, and Compc
002 Green Hall Phase 1F 000074 07 00 00 Thermal and Moisture Protec
003 Green Hall Phase 1F 000148 21 00 00 Fire Suppression
004 Green Hall Phase 1F 000154 22 00 00 Plumbing
005 Green Hall Phase 1F 000160 23 00 00 Heating, Ventilating, and Air:
006 Green Hall Phase 1F 000174 26 00 00 Electrical
007 Green Hall Phase 1F 000452 100 25 84 Acoustical
008 Green Hall Phase 1F 307 Expedited Schedule
009 Green Hall Phase 1 F 154 022 00 00 Plumbing .,
& Washington
6/20/2016 |i| |T| |T|‘T‘ |,_‘| Page Size 10 = 30 INEniverSiwinStlDuis
— ORMATION TECHNOLOGY



Procurement — Award Bid

Bidder Matrix Bid Items Addenda Manage Bids Specifications Notes Attachr 1 1 1
9 i 1. Select winning bidder by
Drag a column header and drop it here to group by that column Q . . . .
 Edit o Add Bidders « Refresh X Delete ® Award Display - All - v h Ig h I Ightl ng t h e | 18] e
Award ‘ Company ‘ Invitation Status Best Bid ND, . .
8760 ENGINEERING LLC No Decision 000215 J 2- Select awa rd (It WIII
GRAINGER INC No Decision 000216
[ 0 appear next to awardee)
OPTIMAL ENGINEERING SOLUTIONS No Decision 000217 O
' [1e] [« Il' »| (] pelezms 55 .
S — 3. Save record
[14] [4] ‘lh’ | [*] Page Size 2 ObLINYT ENCIMEEEING 20rNLIONE 110 Deciziou 000544
= CBYIMGEY INC e peciziou 000518 .
8120 EMGIMEEKING ITC 1o Deciiou 000512 PMﬂéb = W
wMELg I cowbaul [ [UANEpOL 2iane [ Bes g H ==
“yEau ok voapageie % weussy X peiele @ wmeig  DiEbsd - wi— g o .-.,,..
Dted g conwu pesgst sug quob i1 pes jo Gwonb ph war cojmwu =5 :::-.m..-..: :::‘_ R A lm
BlageL WX BIq Wz Vaqeuqs Wsusds gigz 2bsciycanouz poge e NanaiE: - - o ::.’::\::I—‘::-sz s

Inckise MWDSE % Cakmn in Oning Biss
Inciue Manuiactore Coumea i Gniing Bids

' inciuse B fiem UDFS in Giniing By

¥ Require Adrawiedgements

Attach SSJ via document
manager to the procurement
record. You can also attach to
the commitment record once
the commitment is generated.

6/20/2016 ©2016 Washington University in St. LouiL ce L 51 e} )
INFORMATION TECHNOLOGY

Figuirs Nonamcioauss Agrseast #
¥ Snarw B Due Gourtooms it
ok Sumntty n G B

Specricansny Piotes. Attachmasty (1] Workfow |Siep 2013 ]




Procurement

e Project Manager (PM) workflow approval
* Determine if the bid time needs to be extended
e |fyes

e Select approve in order to submit the record to the contract manager
in Resource Management to extend the time. Resource Management
is the only role that is able to extend the time of a bid.

e Ifno
» Select final approve in order to provide final approval of the record
* Ensure bid is awarded prior to FINAL APPROVE step

= Template

Procurement

®) Roles i = Capital Projects

) Names

C) & Washington

6/20/201 University in St.Louis
INFORMATION TECHNOLOGY




Procurement — Generate
Commitment

* Once the Procurement record receives final
approval, generate a commitment with bid info.

e Select Generate > Commitment

6/20/2016

el gs
- :

Sfanning
55 insiatves

& pianning Worksheet
Estimates

Srocurement

=3 procurement|

55 onine Biading
Satup

E Rems

&2 Formulas

£ assembiles

Planning > Procurement > Procurement

009 - Stip Sum Contract Test - i | " BB RS . =] | —
Program® (Partiolia) x:
¥ This is & Sealed Bid

Froject” Green Hall Phase 1 Fit Out -

Lock Online Bids Afer Bids Due
Procuremant # 003

" ¥ Include Days Column in Online Bids

Description Stip Sum Contract Test

Include MWDBE % Column in Online Bids
Bid Category - Solect - -

Include Manufacturer Calumns in Online Bids
Rl Conpwy b ¥ Include Bid ltem UDFs In Onine Bids
Bidding Contact = ¥ Require Acknowledgements
Estimate # (] Require Nondisclosure Agresment
Revision L Date ¥ Show Bid Due Countdawn Clock
Workfiow Status Approved ~ L5ck Crimniy v Oniing. S
Bids Due Jun-132016  [FR Time 340 PM ©
Pre-bid -
Commitmant ID 0042 Type Stipulated S~

M Bidder Matrix Bid Hems. Addends Manage Bids Specifications Motes Attachments ‘Workfiow

Drag a column header and drop & here 1o group by that column

o Refresh  Display - All-- ~ Savelayowt | Load Default Layout
Company Invitation Status Best Bid NDA Bid Rev.
8760 ENGINEERING LLC Ne Decision 000412
L] ABC Drive Co Accepted 000413
OPTIMAL ENGINEERING SOLUTIONS Accepied 0o0a14

s o

o

Notifcations (1}

Big Status
Draft
Submitted

Submitied

33

& Washington
University in St.Louis
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Procurement — Generate

QQMJ%Mitment pop up window

1. Select online bid quantities and costs radio button

2. Select type of commitment

3. Category - N/A

W

-C_;- Generate Commitment e Cancel

Program (Portfolio)

Project - Green Hall Phase 1 Fit Out
Procurement 009 - Stip Sum Contract Test
Bid Category

Awarded Bidder 10001 - ABC Drive Co

Revision o Date

o 8! Use Online Bid Quantities and Costs

& Undoe  Save Layout Load Default Layout
Include [v/| | Project ‘ item
(5 ) ‘
71\4‘ Green Hall Phase 1 Fit Out
! Green Hall Phase 1 Fit Out
v Green Hall Phase 1 Fit Out
[Cd Green Hall Phase 1 Fit Out
1;\3‘: Green Hall Phase 1 Fit Out

6/20/2016

“luse units

¢

000069

000074

000149

000154

000160

Description

or

Type Stipulated Sum Agre: v

Description Stip Sum Contract Test

o Category - Select— ¥
o Copy [¥INotes

¥l clauses

Use Procurement Quantities and Costs

| uomMm
v
06 00 00 Woods, Plastics, and Compe
07 00 00 Thermal and Moisture Protec
21 00 00 Fire Suppression
22 00 00 Plumbing

23 00 00 Heating, Ventilating, and Air

©2016 Washington University in St.

¥ Attachments

Quantity

1.00
1.00
1.00

1.00

Louis

| Unit Cost

$17.00
$19.00
$350.00
$98.00

$43.00

| Total Cost

17.00
19.00
350.00
98.00

43.00

1 Notes

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY
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Procurement — Generate
QQMJ%mnment pop up window

4. Copy — select all choices
5. Once more chance to select/deselect what to include

Select Generate commitment

6/20/2016

Program {Portfolio)

Project - Green Hall Phase 1 Fit Out
Procurement 009 - Stip Sum Contract Test
Bid Category

Awarded Bidder 10001 - ABC Drive Co

Revision ] Date

®) Use Online Bid Quantities and Costs

2 Undo  Savelayout  Load Defaultlayout (v yeo yinits
Include |+ | Project | Item
® : :
|+ Green Hall Phase 1 Fit Out 000089
[+ Green Hall Phase 1 Fit Out 000074
| Green Hall Phase 1 Fit Out 000149
v Green Hall Phase 1 Fit Out 000154
v Green Hall Phase 1 Fit Out 000160
wZU10

Description

Type Stipulated Sum Agre: ¥

Description Stip Sum Contract Test

o Category  — Select— v
o Copy [¥Iciauses  [¥INotes

[+#] Attachments

Use Procurement Quantities and Costs

| uom Quantity

06 00 00 Woods, Plastics, and Compe
07 00 00 Thermal and Moisture Protec
2100 00 Fire Suppression

22 00 00 Plumbing

23 00 00 Heating, Ventilating, and Air
vV asIiiigLull UIIVEISILy 111 Ol LUUID

Unit Cost

1.00

1.00

$17.00

$19.00

$350.00

$98.00

$43.00

Total Cost

17.00

19.00

350.00

98.00

43.00

| Notes

20

I
& Washington
University in St.Louis

INFORMATION TECHNOLOGY




Procurement

e A commitment generated from an awarded bid will bring over all of
the line items into the Details Tab in the commitment.

e The commitment type typically used in the this scenario is the
Stipulated Sum Commitment Type.

e Complete the fields in the Specifications Tab for the commitment in
the same manner as any other type of commitment.

e Complete the commitment record and submit into workflow in the
same manner as any other type of commitment.

& Washington
6/20/2016 ©2016 Washington University in St. Louis 36 University in St.Louis
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Enter a Bid as a Vendor Proxy

e If a vendor submits a paper bid instead of an online bid, the PM is
able to enter the bid as a proxy for the vendor so that all information
will be saved in PMWeb

 PM navigate to the online bidding record for that vendor
* Accept invitation

e Enter unit price for items as appropriate; Save
_ . - Program/Project Login - - @ Planning > Procurement > Online Bidding

| Planning

Rate This Record

» | T
412 - 8760 ENGINEERING LLC - - 1 & |- B
-l [ Planning H s = | () Locked

55 initiatives r e
Bid# 412

=3 Planning Warksheet Company 8760 ENGINEERING LLC Days m [
P

B Estimates A ' ooy Bid Total $0.00 0 0
Program (Por ) 0.00 Amount Lines Bl
Project Grean Hall Phase 1 Fit
Description :
Bid Acknowledgements Remaining
Category
| Ducting imvtation @ Accopt imataton |

Revision 0 Date Jun-13-2016
Warkflow
Status il
Bids Due Jun-13-2016  Time 340 PM

(UTC-06:00) Central Time (US & Canada)
View Non-disclosure Agreement

o Duatails Addenda Scoring Ratings ‘Submission Notes Attachmants

Line Number = Project Item Description Scope Of Work. uomM

- Bid Section: Base Bid

00f  Green Hall Phase Q00065 06 00 00 Woods, Plastics. and Compot &9 Washjrlgton
University in St.Louis

6/20/2016
INFORMATION TECHNOLOGY

002 Green Hall Phase 000074  OF 00 00 Thermal and Moisture Frotect 4




Enter a Bid as a Vendor Prox

e Submission tab

1.
2.
3.
4

Details Addenda

Add Contact name

Enter Bid Expire date

Add contact phone number
Select Acknowledgements

Scoring FRatings Submission Notes

Attachments

Company B760 ENGINEERING LLC AcknowLedge | 1 Type Description Diate Ackno!
Contact” | | ' '
= Eld hems 06 00 00 Woods, Plastics, and C
Bid Expires” i
Bid tems OF 00 00 Tharmal and Moisture
Change Order Fee 0.00%
Available To Stant = Bid Items 21 00 00 Fire Suppression
o Phane* Ext. Bid Hems 22 00 00 Plumbing
Email Bid Hems 23 00 00 Heating, Ventilating, ar
Comments
Eid Nems 26 00 00 Electrical
Bid Hems 100 1000 Architectural Basic Si
Bid kems 100 21 00 Design Build Service:
Bid ltems 100 25 50 Interior Design
Bid items 100 25 84 Acoustical
Bid tems 100 30 00 Reimbursables
Bid hems 160 00 00 Contingency
Bid hhems 180 70 10 Fumniture
Eid ems 190 00 00 Capital Projects Fees
6/20/2016 e — m
/ / CigEi IR R Page Sige 20 1

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Enter a Bid as a Vendor Proxy
Submit the bid as the vendor proxy

PMileb = v ©

Planning > Procurement > Online Bidding

2 Planning = Rate This Record
412 - 760 ENGINEERING LLC - p H oS-

= 3 Plenning ’ = 2 et o [ - @ ] - < ? 5T (0} Locked

= Inibatives Budder Informabon

: Bid # 412
B3 Planning Workshest Company ATE0 ENGINEERING LLC
23 Fstimates memmcm oog Bid Total 5000

=l @ Procurement Program (Portfolio) 0.00 Amount Lines 7

A procurement Project Green Hall Phase 1 Fil Out

Acknow
Online Bidding Descrption

5 - Bid Acknowledgemenls Remaining i
= 3 Setup Categary

= llems Revision 0 Date Jun-13-2016

a Farmulas \é\:gﬁow Draft =

A LT
B nssembies Bids Due Jn132016  Time 340 PM
{UTC-06.00) Central Time (US & Canada)
View Non-disclosure Agreement
Details Addenda Sconng Ralings Submission MNotes Altachments
| Line Number | Projact Item | Description Scope Of Work uom Est Guantity 1
Bld Section: Base Bid
001 Green Hall Phase  0000GO | 06 00 00 Woods, Plastics, and Compo:  J@ 1.00 I
- 002  Green Hall Phase 000074 | OF 00 00 Thermal and Moisture Protec) & 1.00 @Wﬁsh]ngton
6/20/2016 TR ©ZUT0 VVasSIIBLoIT ornversity ni st. cours 59 University in St.Louis
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PMileb Training

Initiative to Project Generation

3 Washington

Umversﬁy inSt.Louis
INFORMATION TECHNOLOGY




Customer identifies facilities need

e Request received by facilities department
e Project Manager assigned

* Project Manager will enter project into PMWeb
Planning module: Initiatives sub-category

&2 Washington
2 University in St.Louis

6/20/2016 ©2015 Washington University in St. Louis
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Initiative Module

e Navigate to Initiative Module:
e Planning Module > Initiatives sub- category

PMileb

=l Planeing Drag a column headsr and drop it here bo group by Bt colume
#oadd |+ XoDeew  FRevesh  [F] Laputs
Record # | Initiative | WorkBow Stahus. Priceity Reeision # Revision Date | Funding Source | Funding Year | Stadt | Finish Type | Project Manager | Project Hame
= esamates ¢ v v v '3 T, v v 2 v ‘
=1 (23 Frocurement | ososs  EastBiog g Floer . Submea 0 TeReR0s T aaasszzmaMeas., 2018 12182018 anozos " Renwraton gt Brauer |
B erocurement 016087 ForTasting Chang. Approved 0 1S 2015 Haw Construction For Tasting Chang
B oniine aang 16050 Sidewalk Repar 20.. Approved 0 1200E015 2016 Maresnance (Ren..  Hick Dectwat ‘Sicewalr Regair 20
= 0o S 018089 Justin 123018 Dean 1-Low 0 r20es THOO-E805TA MMIDE 2018 12302018 02018 Renovation Jusan Onr
B eens 016080 Taptor Awtnise Build | Approved 1-Low 0 s AU eI S 2015 Renovation e 3050 Taylor Awsnis Build
016081 McDonngll Scibas. Approved 2 - Mpcium 0 B0 3475-87769 Med 5 2016 Renowation Hick Dochwat McDonnall S2i bas.
B Fomutes 018053 SAML Log In Apprev.. Withdrawn [T 2018 New Construction
B sasomones 018084 SAML Log I Approv.. Cral 0 s 2008 Noew Gonstruchion
016085 HHM FCUS Approved 2 - Macium TR 2016 Maintenance | Ren HHMFCUS
" 016085 Forecast Test Approved 0 140 2016 Forecast Test
P | anni ng 016088 East 3 Psperiatry R Appioved 0 wnans 3425-HZ2TO Med S, 2006 EnSENS IE0T6 Renovabion Ketsy Brunetia East 3 Paychistry R
016074 Danfrhy Dean 0 s 2016 DanfahCap Word
M Od u Ie 016075 BR Wordiow Tast?  Deaf 0 1HsG01E 2016 BR Wordiow Test
018078 BR Aternpl #3 Deall 0 1152018 2018 BR Aternpl #3
018077 Testnitaitve Appived 0 aeRes 2008 Faul Duel
016078 Eudge Testng DO, Approved 0 1Ha01s 2016
016079 Dudgel Test Approved 0 1M80E 2016 Duggel Test
018080 4480 Claylon - Repl . Dreafl 0 1192018 2017 an2016 2002018 Mainteriance / Ren
18082 Matemity Hosgital an 0 R 2007 MA016 ARELT Mansenance | g
018083 CapPianFunding . Deaf 0 10G01s 0260-680674 Tran 2016 ap Pian Funding
[ [4][1]2 a[r] [n] Pagesue 20 =

6/20/2016

©2015 Washington University in St. Louis

& Washington
University in St.Louis
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Create New Initiative From
Tem tplate

 Click the Arrow Drop Down next to the icon «=-
e Select “Add From Template”

E EREpYV =2 . .
__. - Program/Project Login - ¥ @ Planning > Planning > Initiatives
-] Planning Drag a column header and drop it here to group by that column
= [ Planni
- " + Add X Delete « Refresh Layouts
3 miaves s
New iori isi
@ Planning Worksheet N Workflow Status Priority Revision #
+ | :
B3 Estimates Add From Template [+ [ [+
= [ Procurement 016055 East Bldg 3rd Floor ... Submitted 0
= Procurement 016057 For Testing Change... Approved 0
016058 Sidewalk Repair 20...  Approved 0
&3 Online Bidding P L
_ 016059 Justin 123015 Draft 1-Low 0
i e 016060 Taylor Avenue Buildi_. Approved 1-Low 0
= ttems 016061 McDonnell Sci.base . Approved 2 - Medium 0
Eif Formulas 016063 SAML Log In Appro... Withdrawn 0 \
ashir 1gton
6/20/2016 @ Assemblies 016064 SAML Log In Appro... Draft 0 ersity in St.Louis
RERARE R A W o e e AW B ATION TECHNOLOGY




Select Template
 WUSM/DAN each have project templates
e Select temp[ate and click OK

v — Vv
| m—— rrsra——o— o~

Select P ——
- anc
“OK” e |
Drag a column header and drop it here to group by that column ] |_
| savelayout | LeadDefaultlayowt 0 ——
. . t ! v
| Project Namea | Record # Project Status | Workflow Status | Program | Type : Categary | WBS | Location
: ‘ v ¢ v ‘ [w v [ iad
Select =
[¥|  * Template-Integ.. TEMPINTO1 Draft NO WKFLOW - IN..,
template ' ) 15
[T ** TEMPLATE: Da.. TEMPDANO1 Draft Danforth Capital Pr...
I " TEMPLATE: Da... TEMPDANOZ2 Dran Danforth Repair an...
5 Formulas l_ "™ TEMPLATE: W... TEMPWUSMO3 Draft WUSM Departmen...
Eassembiil [~  rgypLaTE WL TEMPWUSMO4 Draft WUSM Energy
[T TEMPLATE:W.. TEMPWUSMOS Draft WUSM Repalr and...
F [T “TEMPLATE2 Re.. TEMPRES08 Draft Danforth Resolutio... 15
[~ —
i = .
i &2 Whshington
6/20/2016 ©2015 Washington University in St. Louis 5 University in St.Louis
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Add Initiative Detalls

e Add: Project Name, Location, Project Manager

PMVileb

e Planning > Planning > Inftiatives
4 Plansing : o
= [ Planning = _Q i "N H X ,.—i@l' L Gr Geneate ]‘ ?
Efttier] »
B3 Planning Worksheat LISl Cunemcy Doikar (United States of America) - "
= estimates Harne® [iranrung Marusal Propect o Yane : Fat Cost
= [l Procurement Priaity Seleet . Adpstments
Procumment Type Select - Son Tetal Cast
s0r -
B8 Outne Bisdng Category Seect " Funding Source =
3 3 Setwp f
rems Froject Manager >
Statu: o ] -
B Formudas =]
E < Location v
Detads Adpustments Estimate Schedule Specifications Hotes Altachments Holifications
Dirag a column header and drop & here to group by that column
AEdt [ Addkems  wAddAssembly o Add L AddResourcels) X Delete & Refesh  Saw Layout | Load Defaut Layoul & Uss Units
. Line # |mm |BMI) | Resurce ]Rm-ct'l’m |Dmnmn |I.'0n |Mr |En0uﬁy Unit Cost Ex Cost |‘I‘mi0w Adi
m Mo records to display.
e IO T
P
-
|6 poriolia | L
-
&2 Whshington
Created: 2122016 o WUSTL - Unhversity in 52, Loui
6/20/20 1 b e

o University in St.Louis
INFORMATION TECHNOLOGY



Approve and Save Initiative

Record
e Change Status/Revision field to “Approved”

e Save the initiative
PMileb

= Pannieg -

Status
approved

Speciic st Cormpares Cortacta Hies. amacheents. Mot aters

pAsd  JI AddRescurceis) X Delete T Rebesh  Sevelsyout | Loss Delsek Loyout o Use Unts

; [ | Peacurce Typd Cescrpton | wom Cuantty | Bt Quanaty | e Coat |mm| | Totsl Coat ;Jﬁlmﬂl | ax . Al
Page o
I
&2 Washington
6/20/2016 ©2015 Washington University in St. Louis 7 University in St.Louis
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Initiative > Project

e Select Generate, then “generate project”

4 Panneg =

Start W Feah it

A — J01B0TH . Marws Cate

Detads. Adpistments Latmate Gahedul et Companes Cornacts Hates Aftachments. Nt #ans.

= |[ome 8 o hcter e s e 1 e by that s shem

SB[ asanems o aoassvertly  deiss [ aosRescurceln) ) Delts O Refesh  Speeloyout | Lead DefaulLayoue o) Use Unis

e | mem M0 | Resource | Ressurce Type Deszresen [ wom | Grmeiny | Ext Quonary unecon Ext cont | Tomicon [ samerst [T capamen 2

&2 Whashington
6/20/2016 ©2015 Washington University in St. Louis 8 University in St.Louis
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Generate Project Record

* In “Generate Project Records” window, uncheck all

items and click OK

etads Adpments Lstmate Sahedui ot atons

o™ || D ok Bt anct o Bewe b rous by that ke
__l| JEa DAl g Add ssewbly  op i Add Resowcels)

Line 2 | hem | Bimio | Rresource | Rescurce Type.
1o crn s cmplay

1| PageSce 0 =

Crestes: Mar-03-2008 by 1252543093 - Mars Moyer of WUSTL - Washingeon Unversity in 52 Lous.

6/20/2016 ©2016 Washington University in St. Louis
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View Project

* Two ways to navigate to your project

e Portfolio > Projects module

3 tman vome
3 eman senn
3 [ Evests
3 tvent Center
d [24 Trggers
=7 Dotine Reminde
< (2 Search
= coaren
=3 faues
3 Lsis
53 programs

o= LISts > Projects

Progams AP . a0 AP 2
Frnjeet Nme Repem s Wnrkfinw S | Program Lesatnn | Address 1 Address 2 [
v 7| cowoun v v v v v v
2015606 Oraft ATESTI0AN
O Test 2 - pa19204 2015600 Draft ATESTI0AN
Brown School o Cal Wor 2011821 Draft ATESTI0AN
Jube's procurement test prop 2011522 Draft ATESTI0AN
orkfiow 1esing template” 2011525 Draft WORNILOW
MULTIPLE CUSTOMER TEST 201827 Draft WORNILOW
Test PMIWVeD Support 20115 Dram Dantorn Captal Project South Medcal Buldng
Julie's Location test on & tem 2011830 Draft WORKFLOW
Test existing locations 2011931 Draft South Medical Buiding
Urbauer Hall SPOC Lab 2011933 Draft ATEST1-DAN Renovation
Urbauer Hall SPOC Lab-NOT 2011934 Draft ATEST1-DAN Renovation
Lab Renovation-CATest 2011837 Draft ATESTI-DAN Renovation
FitOut TEST 2011838 Draft ATESTI-WUSH Fitout
Danforth 9Fund Misc invoice 005555 Draft ATESTI-DAN
RUL Main Test Project (Bassc 005561 Programming / Plannir Draft ATESTI-WUSH Renovation Buiding Facade Ridgley Hall
Danforth Project Name Here | 170005 Draft ATESTI-DAN Milbrook Bidg
GOIf COurse maintenance 170008 Draft ATESTI-DAN Land Survey Lab —
Barnard 2 Biostats - Renova 170007 Draft ATESTI-WUSH Renovation Bamard Hospital
EMILY Testing vendor securi 170013 Draft ATESTI-DAN Urbauer Hall \V&lSh]IlgtOIl
&
Emily 2 test vendnr_seturg an 5 | Draft ATESTI-WUSH Urbauer Hall Universityin Stlouis
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View Project

* Two ways to navigate to your projec

* Project C
PMileb

=l Planning =

=l & Panning

= oniine Biod
=l CJl setup

= tems

= Formulas

B assembiies

=l @ Forms

6/20/2016

enter

v O

- ProgranvProject Login —

Wel:ome back Maria Moyer, your last login,
Contrals Project Center

Project Center

Moyer Cafe
Program ATEST1-WUSM -
Project ID* 2014515XGMAT

Mame* Moyer Cafe

Location WUSM - = Washington Universil | +
Froject Status - Select - -~
Project Type. Mew Canstruction -
Category - Select - -
Workflow Status Draft -

Gurrency Doller (United States of America)l ~
Target Budget 50.00
Target Revenue 50.00
Target Duration 0 UoM | -sele v

Target Start/Finish
Actual StartFinish
Percent Complete 0.00%
Scope
2
Select multiple files te upload or drop files in the box below
Select

Project center

tab

lay Create Project

Navigator

EPlanning

Record Type Pending
Estimates o
Inttistives
Oniine Bidding
Procurement

Program of Requirements
(FMPOR)

© ooo

B Engineering Forms

Record Typs Pending
Action Items
Correspondence
Daily Reports
Drawing Lists
Drawing Sets
Mesting Minutes
Online Submittals
Punch Lists

RFls

Safety Forms
Submittal Sets
Submittal tems
Transmittals

coooooooDooO0Oo O

Emergency Form
E Cost Management

Record Typs Pending
AR Payments o

Create From Template

Approved

o oooo

Approved

coooooooDooO0Oo O

Approved
o

& save [} Print

ESchedule

Target
Frojected:

EBudget

Target: $0.00
Anticipated Cost: 50.00

El Custom Fields

Project Status Updates Square Footage
Associated School/Department (Danforth Only)
LEED Information

Assignments
Funding Allocations

Planning and Project Request Form
Admin Use Only

Project Date Tracking
2 Edit
Spec uom Data Notes

Does Project Include a
Move

Weekly Status Update
Plan for Next Week

Issues and Risks
Identified

Total Project Budget

Project Ratings

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Enter project planning information

e Pertinent project intake information will be

entered in the planning and project request form
PMileb = o ©

— R e T

3 Pleening N Maris Moyer, ¥ o 2015 908:23 A
2 [ Pareing

i rsaves]

B Fannng worisheet || Project Center

[ Conmok | ProjectCenser | Portlolio View | MapView | Calendac |

2 Lasrates . . . Wbl
Moyer Cafe - Craat Progoct Croate Erom Templass
3 [ Procureemane d
B Proc werment
B ories Bang Prog ATESTIWUSU =] | Nevigator BSchedule
s Fr e s
S Wayer Cate Frojectedt
5 nems (ST
- Leessen WUISM - ** Washington Unkverst = [F— get  »
\ Prcieet Stahss Js—_— - Intties 1 Taeget .00
B aneertios Conline: Bcking ) -
3 Form Prcieet Type Pirw Coratiuston - P— y s
[ TP - - Sl o - Progrem of Fequrements 1
()
Wehton St [Dul = : ! Project Status Updates  Square Foolage  Assgnments
Caripny Diclar {Linked Tinlen of keracice) ~ Hecord Type Assnciated Schao rtment (Danforth Only)  Funding Allocations.
ng
Tarptt uaget 0.0 s ton Rerme Planning and Project Request Form DI L L
ot Revene e o Project Date Tracking Admin Use Only
Target Duratcn ¢ uom Ste ~ ,‘
Bar
Target StartFinish
Agteal Start¥ rsh
Fereent Compiete 0:00% P s
Secee Flanning Preject
Fiequest Fom
Slect MuRipls Shes 10 LpIoad OF Arop T IR the Bos Bélow Requestor
Sewct Departent

Requester: Manager

Ensting Locaton

Hecord Type Pending Appioved
AP Pay s Q Qo Check of € anct o = .
S Racumss o 0| | SamessReqene ) & Washington
Bugees ) [ . . Py "
6/20/201 Commement 08 S University in St.Louis
-] -]

Coretmerts
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Program of Requirements
(PMPOR

Complete the program of requirements

information by selecting the Program o
RPMiteb = o o

— B @) o P> et

3 Pleening N Maris Moyer, ¥ o 2015 908:23 A
) G e [ Conwo | ProjectCenter | Portiolo View | Map Vew | Calendar_|
Si[rzsne]
B Fannng worisheet || Project Center
" B Wirhimnln
2 Lasrates r— = Craate Prosel Croate Eram Tamplass H & ere
SR, | s
B Proc werment
[P —— Progs ATESTY.USM - | Navigator BSchedule  »
- OIS Taget
| [ Seo s el
5 nems Pending Approved
= Loesen WIS - * Washington Universt |+ o o | EBudget
B2 Formuns
- Project Stahus. - Saloct o - 0 o Target 50.00
B favernbiee 5 &nteipated Coat: S0.00
3 Forms. Prciect Tyoe Miew Corating o - ) . m Ficlds
[ T - - Dale e 0 B
| Werkfiow Staha Dealt
Curtenty Dicllar {Linked States of ferwrica) = Hecord Type - o d Scho 0O
Tarptt uaget 0,00 atien mems “ @ Planning and Praject Requet Farm
Target Bevenue 5000 Correspondent e ] o :
Target Duratcn ¢ uom Ste ~ 0 -] /
0 -] Bar
Target StariFinnh N M
Acteal StareFrah N - it
Perzent Complete 0.00% 0 o Submission Date of
Stepe o o Planning Praject
" o Fequest Fom
Select uRich Ses 15 L83 of Arop e IR the Box below @ @ PRequestor
Sect 0 0 Depastment
0 [
N - Rquesters Manager
-] -] Ensting Locaton
Chair
Aecord Type Pending Appacved Contact Name [
AP Eayments ) [] Check if Contact — ] .
Bucget Recuerss o 6| Same o Requestes 0 %Shlngton
Buign o @ Wit i Being . Py .
6/20/201 Commament £38 : 0| Repersen University in St.Louis
Conmimacts 0 ° | Vbescitonchh INFORMATION TECHNOLOGY




Program of Requirements
(PMPOR

Enter project number and select project
e Complete the form and save

PMileb = ve N
1 (3 Panning - E ol |~ |G|~
B e Detaks Naies Atachments
B3 sianning warssnet >
B comates PM% b Program of Requirements (PMPOR)
1 [ Proou
EL
B onine
13 sewe Project Information
B rems
[ Project Number
B3 ascemoies Project Name -
1 [ Forms
o ™ [PlannerPM
7'Occupant Depariment #
i Occupant Depariment Name
. [Enginssring Foms. lAssignee Dept # (if difierent than Occupant)
= [Assignee Dept Name (if different than Occpant)
e
= schodulng
If existing space is being vacated. provide
Building Numper for Vacaled Space
/L Workriow Building Name for Vacated Space
Date Space Being Vacated &
= Is the space being retumed to the Dean or backfilled by
B Toomax Department?
——————New Assignee Depariment Number
New Occupani Depariment Number
Purpose of Project I
Background
. Describe the primary mission and objectives of the program or activity. o= \x] :
- Indicate new faculty and/or grants which might increase the use of the facility. &5 WaS N
6/20/2016 . Identify new policies/procedures or extemal regulatory requirements, if applicable. Unjve[siwinSt‘]_Qujs
._List the names of the people representing the 1t function
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Additional project information

e Additional tabs to gather project information

* Project Date Tracking tab
PMileb = v ©

3 Gost Maragement | Welcome back Ermiby Folkman, yoor st ksgn bay-05-2010 112544 AM
" ;"‘"‘“ [ contiots | Executive Report | Overinder Budget | Another reportt | Dashbosd | Project Center l Portiolio View |  Calendar |
Budgets
ey :
B |Cou codes, Project Center
B cost Lodgers . W inhin
ﬂ 2 o Conree Test! *DO NOT DELETE® . e E Pt
arec
5 Cost Workshorts
B ok oot Progeam ATESTY.OAN - | Navigator BSchedule
5 Buget Requests Proget i0° 20180050 ElPanning Target
i o Narne® Canrs Test) "DO NOT DELETE® Progcted
= [ Conr Lo : Record Type Pengng Approved N
R aster Commiment: ocation Basenates 0 o | BBudget
B commarreres Proect Stafus ~ Select - - st (1
= Charge Managerment Progct Type Reravaton - Cwnine: Eiiding (]
] v Protuambent 0
a Category — Sadoct — -
| Program of Recuarerments (PUFOR) 0
Viodfow Stsess Dra
Elenginearing Forms = =y =5 Pt L
& . e e e T ; Eily Form square | ge
Target Bucget SI00000 | psor e IR ooiect Status Upeates Project Ratiogs
Tarpet Revaouy 000 Comespendence 0 LEED Information Debi Funded Admin Use Only
Target Duration. 0 UOM S ~ Dy Feeports ]
Target StartFiresh Drapwrg Lests. o
Actusl StanFirsh Drawarg Sets o o Progy
Prrcend Complete [T gy M o o Start Date
Orbng Subwmitaly o o
Seope - Design Start Date:
Punch Lists o o
RFha 0 o Construction Start Date
B 5 o | Substantisl Campletion
Select rmutpin Ses to upiosd or drop TS 1 e box Below Sxiymatal Sets o o Date
Sedect [ —— 0 0 Decupancy Stan Date
izt ¢ 0| BEeEg EEEEee————
Ernergency Farm 0 0 Praject Completion

)
| Blcost Management atd

N — & Washington
6/20/2016 AP Paymeres R W peisvm 15 University in St.Louis
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Additional project information

e Additional tabs to gather project information

e Square footage
Pvileb = o @

— e

5 Cost Managemert iy Fotman. 2016 11:25. 44 A
[ comrols | Eascutive Repon | verinder Budget | Anctherrepertt | Dushbowd | Peepect Centes
Project Cenler
Corrse Testt DO NOT DELETE* . g e
Program ATESTIOMN - | Mavigator BSchedule 2
Progect I 20160040 -~ T
B Planns arpet
Harve* Conse Test! "DO NOT DELETE® 9 Progected
Record Trpe Panding Approved
Locmon - A, M o | ElBudget
Projoct Status Select - — Pl o Target: $140,
A
Poggect Trpe PReenaation * (s il * 9 -
Fracurrrient a a ustom Fields
v ot Program of Requremsnts (FMPOR) 0

e ElEngineering Famms
R Fanning and Project Request Form

Cusmency Dolar (Lined States of Amenca) =
Target Budget $140,000 00 ::::_1::. 'm‘: Project Date Tracking Project Status Updates Project Ratings
Target Reverue 000 X - " LEED information Debt Funded Admin Use Only
Target Durmton o uow Sele * Didy Rsports L]
Target S2artFrewsh Dumwang Lests a 0
Actusl StartFresn Demasig Seta ° 0
[ - - 000% Ueetng Mrutes a ] R
Seope Orewe Sutwretialy o o
Punch Lists ') 0 Lo
Rfs L] o BGSF
Setect muts Salefy Formm 0 o DGSF
ratiple fles 53 upkoad o drop fes i The bow belw Sl Sy e o Sht space
Setect Saderinsl Berems L] 0
Ty 8 A I
Ermergency Form L] o

Bl Cost Management .
gt S & Whshington
6/20/2016 AP Paenaces o e 16 University in St.Louis
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Additional project information

e Additional tabs to gather project information

e Project status updates

1

PMviileb

B s

ot Logn

ot Management = Budgets >

=l Cost Management ~ back Emily Follman, your gin May-05-2015 11:25:44 AM
=¥ ets
L Bug [ controls | EvecutiveReport | OverUnderBudget | anotherreport! | Dashboard | ProjectCenter | Portfolio View | Calendar |
5 Budgets
i[Cost Codes] Project Center
B3 Cost Ledgers
Gonrie Test! *00 NOT DELETE® - il Greate Project sreate From Tompiste Save  [W] Print
= Forecasts — H b
B cost Warkshests
B3 Define Warksheels Program ATEST1-DAN -| | Navigator BSchedule
Project ID* 20180050
2 ugget Requests i - Elrianning Target
2 [ Contracte Name" Connie Test! *DO NOT DELETE® Projected
5 N Record Type Pending Approved
B2 master Commaments Location > Estimaies ° 0 EBudget »
B2 Conentments Project Status Select ¥ Inistres 0 [ Target: $140,000.00
Conlirve Bicdi o o Anticipated Cost: $140,000.00
Frogect Type Renavation - e Bidding
Procurement 0 0
Categary Select =
Program of Requrements (PMPOR) ] i
Workdlow Status Draft -
E Engineering Forms . -
Currency Dollar (United Stabes of America) = Flanning and Project Request Form
- Record Type Pending App N - . .
Target Buucpet $140.000 00 P o Project Date Tracking Project Status Updates Project Rat
Targped Revins: 000 & ndence ° A LEED Information Debt Funded Admin L Jnly
Target Durabion 0 UM —Sele ¥ Daily Reports 0 i
Targe! StanFinish Drawing Lists o o
StartFini o 5 0 i
Actual inish g e Does Project Include a
Percent Complete 0.00% Mesting Mirutes: 0 0 Mo
Scope Cnlne Subrmitals o o Weekly Status uPdlm
Punch Lists 0 0
Bl ° 0 Plan for Next Week
Safety Forms 0 o :::e‘f:l_"‘e';d Lz
Sefect multipie files 1o upkad or drop fles in the bax below F o o ifi
Select o 0 Total Project Budget $0.00

Submittal hems

W

& Washington
7 University in St.Louis
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Additional project information

e Additional tabs to gather project information
* Project ratings

Planning and Project Request Form Square Footage

* D e bt fu n d e d p rOj e CtS Project Date Tracking Project Status Updates

LEED Information Debt Funded Admin Use Only
) Edit

Spec Uom Data Motes

Rate the Contractors
Performance (1-5)

Planning and Project Request Form Square Footage
Project Date Tracki Project Status Updat Project Rati Rate the CMs
roject Date Tracking roject Status Updates roject Ratings Performance (if
LEED Information Debt Funded Admin Use Only applicable) (1-5)
J Edit Rate the A/Es
Performance (if
Spec UuoMm Data Naotes applicable) (1-5)
Debt Funded Rate the Overall Project
Quality (1-5)

& Washington
6/20/2016 ©2016 Washington University in St. Louis 18 University in St.Louis
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Alternate project record

%Xégéyg%ptab on project record

PMileb

= (3 Emad

B3 Ernad Home

B3 Emad Setip
= [ Everts

B Evert Certer

= 3 Triggers
B4 Define Reminder

o [ Search

B semch
B tssuves

6/20/2016

Portfolio > Lists > Projects

R R

1
** Danforth Progect Lifecycle testing. | =

- & S

v ?

| Program ATEST1.DAN - Curmency Diokar (Linted States of America) -
' Project ID° TESTOANS Program WBS il -
| . -
}Nnnl! Dardorth Propect Liecyche testing templ Toget e
!|Incmn 0001 . Mewth Madse sl Buddrg - Frosect Aecouni A 000
| Progect Status Select - - Target Duration o oM — Select - w
Project Type — Select — = Target Star T Target Frush 1]
Catagory — Select — - Pierc et Comgilet 0 00%
Workfiow Status | Deat - Scope
0 Dae Mar-21-2016
Specifications Locations Phases. WES Companies. Contacts Checkists (1) Payments. Anachments
Planming and Project Request Famm Square Footage Project Date Tracking Updates o u Dbt Funded Adrmin Use Oy
JER
Spec uoM

| Submission Date of Planning Praject Request Form
Requestor
Depanment
Requestirs Manager
Exrsting Locaton
Chaw
Contict Name
Check f Contact is Same as Requester
Vinat is Being Requested
Description of Need
Heed Driver
I need driver i Other, describe
Who is Wark Being Performed For
Articpated Occupancy | Start Date
Department Humber
Dt Assigned 1o Planner or PA

Additional
tabs

& Washington
University in St.Louis
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Link assets: Building, floor, spacess

(rl:l?\(s)urrn location field contains building information

* Link floor and room information to the project
PMileb = o

3 03 Emed "'i * Diforth Proect Lfecycle testrg = OdH T B S-Q 2

Location field
complete

Select link
asset _ _ . —m

Drag/drop floor/room info Glaminme ; j ' = -
and save i i ' : ' : R &2 Washington

- S 1o = INFORMATION TECHNOLOGY




Linked asset information

* Once linked, floor and room info is saved on the

project record
PVileb = © ©

_ . Progra o Login ) Portfolio > Lists > Projects
~ o~ . . ”
<l [ Email = Danlorth Project Lifecycle testing O LUHELED- &< 7
3 Email Home
B Email Setvp Program ATEST1-DAN L Currency Diclar (United States of America) -
= [ Events Project ID° TESTOANS Program WEBS e
Narne® * Dianfodth Project Lifecycle testing |
B Event Center b abebt i i L Target Budget
3 B THggers Lacation D01 - North Medic ol Busiding - Profect Actout Armout
B0 Detie Rormindes | || T ot Stmams” - Salect 2 Target Duration 0 LOM
3 [ Search Project Type - Select — v Target Start [ Target Finish
B search Category - Sehect — - Percent Complele 0.00%
= ssues Workflow Status — Draft - Scope
= L Lists Revision [} Date Mar-21-2016
= Programs . - -
E@ Details Specifications Locations Phases WBS Companies. Contacts Checkdists (1) Payments Nates Anachments
< >
Address 1 Clent ~  Manager
Address 2 " N
ciy GG Superintendent
State Select - Zip Archiect *  Commiment Company
Country Select Account # ———r
Phone
Fax = 5
% Unlink Asset  * Refresh
Location Buiking Flaor Space
Latitude Horth Medical Buiking 1 - North Medical Blkig 141 1001 - 1001
Longiude North Medical Buiing 1 - North Medical Bkig 1-1 1002 - 1002 Wﬁshlngton
Elevintion (<)1) bi]  Pagesae 10 &= University in St.Louis
Google Address INFORMATION TECHNOLOGY




PMileb Training

Workflow Role Assignment
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Workflow
module

Workflow role assignment

e Navigate to Workflow Module > Workflow sub-

category

PVileb

=00

Ll BT @

= Workflow
B inbox
=l [ Setup
Email Templates

Select Level ~Training Manual Project

Workflow > Setup > Workflow

[ Roles r Business Processes (BPM) T Record Types T APM Rules

|l save

Options
Allow users in multiple roles

Allow roles to be used more than once in a workflow

Users

4, Delegate /Replace User

I elete efrest
Edt 4 Add X Delete & Refresh

=4, Users
1 Admin (admin)
1L Alan Kuebler (alan_kuebler)
+~JL, Andrew Herbig (1353511999)
ey Andrew McCready (1353203768)
1L, Any User (AUSER)
"o, Art Ackermann (AAckermann)
o, Bill Wiley (bwiley)
AL Bill Zerega (1353436741)
o, Cindy Bugg (cindy.bugg)
o, Connie Anderson (Connie.Anderso)
o, Ed Barry (ebarry)
1 Enmily Follman (1353539958)
1 Genry Jensen (gdjensen)

L, Greg Mosley (gmosley)

| >

m

Role* User* Delegate
Accountant 1 Melissa Bayer(1353190471)

Admin. 1 Admin (admin)

Architect Admin (admin)

Assaciate Vice Chancellor - WUSM
Agsociate Vice Chancellor FP&M - Danforth
Assaciate Vice Chancellor FP&M - WUSM
Agst. Vice Chancellor & Dr. of Capital Projects
Business Manager 1

Business Manager 2

Business Manager 3

Cansultant

Contractor (Prime)

Contractor (Secondary)

Design Build Contractor | Subcontractor

Richard Stanton{rstanton)
Art Ackermann(AAckermann)
Sonia Francis{franciss)
James Kolker(james.kolker)
Admin (admin)

Admin (admin)

Admin (admin)

Admin (admin)

Admin (admin)

Admin (admin)

Admin (admin)

[W] Pagesize 5

[14] \LlT‘Z 3

D
User

ment Manager
Admin (admin)

Notiy On All:

cc

¥ Submissions
¥ Approvals

¥ Branches

¥ Retums

¥ Rejects

¥ Withdrawals
¥ Final Approval
¥ Delegates

¥ Overdue Steps

' Edit Records

¥ Edit Workflow
I EditNotes

' Edit Aachments

Admin (admin)

& Washington
University in St.Louis
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Workflow role assignment

e Select your project in the “Program/Project Login”
field and in the field “Select Level”

B inbox

=l [ setup

- Program/Project Login - M @

Select Level ~Training Manual Project

Workflow > Setup > Workflow

I~ Select project

Roles r Business Processes (BPM) T Record Types T APM Rules

Email Templates b save
Options

Allow users in multiple roles 2

Allow roles ta be used more than once in a workiow v

Users Document Manager
User | Admin (admin
&, Delegaie 1Replace User JEdt Al XDeele & Refesh fadnn)
=M users || Role* User* Delegate Notify On Al
{1, Admin (admin} Accountant 1 Melissa Bayer(1353190471) ¥ Submissions
v
1L, Alan Kuebler (alan_kuebler) || Admin. 1 Admin (admin) ; Approvals
3 ¥ Branches
1L, Andrew Herbig (1353511099) Architect Aamin (admin)
Assaciate Vice Chancellor - WUSH Richard Stanton(rstanton) ¥ Retumns
ey Andrew McCready (1353203768)
—|| Associate Vice Chancellor FP&M - Danforth Art Ackermann(AAckermann) ¥ Rejects
) Any User (AUSER)
o Ay User ¢ ) Assaciate Vice Chancellor FP&H - WUSH Sonia Francis(franciss) ¥ Withdrawals
el AtAckermann (AAckermann) Asst Vice Chancellor & Dr. of Capital Prajects James Kolkeriames kolker) ¥ Final Approval
 Bill Wiley (bwiley) Business Manager 1 Admin (admin) ¥ Delegates
o, Bill Zerega (1353436741) Business Manager 2 Admin (admin) ¥ Overdue Steps
o, Cindy Bugg (cindy.bugg) Business Manager 3 Admin (admin) Can:
L, Connie Anderson (Connie.Andersa) Consultant Admin (admin) ¥ Edit Records
- [ EdBamy (ebamy) Contractor (Prime) Admin (admin) ¥ Edit Workllow
L, Emily Follman (1353539958) Contractar (Sacondan) Aamin (admin) I EditNotes
Design Build Contractor | Subcontractor Admin (admin
L Gemy Jensen (gdjensen) o — ! ¢ ) ¥ Edit Atachments
12 3 [»|[1] Pagesize 5 Mty .
ok Greg Wosley (gmosley) - 230 cc | acmin acmin) University in St.Louis
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View Workflow Roles

e Expand the page size to 250 so you can view all

roles on one page

PMileb

d Workflow
B o
= 3 Setup
B3 Gman Tampiates

|

6/20/2016

v ©

Workflow = Setup > Workflow

SelsaLevel | Training Marual Proped L

[. FKole:

I Busiess Processes BPM) | Record Types | aPmpues |

s

Allow users in muliple robes

"
alfow 1ol b e used more than once in 3 wordiow "
%, Delegata ) Replace User || Lot  deags  XoDsee 2 Rewesn
2§ vaees = || Rok*
AL Admin (admin) Accountant 1
i
L s Kuetier (alan_kuebler) o et
Architect

L Germy Jansan (gajensan)

AL snarew Mersig (1353811999)
Assodale Vier Chanceller - WUSM
L snarew McCready (1353203768)
Ag$0cilE Vice Chanceior PN - Danioh
o, Angela AbemaT (aacermathy) A

AL Ay User (AUSER) ™

ociate Viee Chancelor FEAM - WUEM

1 Vies Chanceliar & Dr. of Cagital Projects

L, At Ackprrmann (Abckermann) Business Manager 1

L B ey (wibey) Business Manager 2

P p— Businass Manager 3
X X Consultant
Al G0ty Bugg icindy. bugg)

Conactor (Prime)
ol Connie Anderson (Connie Anderso)

| e

Daiegats

Melissa Ba

A {admin]
Aggrmin (admin)

Richard Stanton(rstanton)

vermann)
Sonia Francis(ranciss)
J13mas Kolkae(amas kslker)
Aderiin {adrin]

Agerin (agrin]

Admin (admin

Ademin (admin)

Aderir {admin]

‘il Ed Barry (gbarry) Sesign Build Contractor | Subcontracior
I, Emity Follman (1363533058
ol Eimity Follman i 1]z a0 M Pagesus 5

Aggrmin (admin)

©2015 Washington Unive

rsity in St. Louis

Subenissions
Approvals

F Granches

q

Retums
Rinjects
Wimdrawals
Final Apgeowal

|

Delegates

9

brise Sinps
¥ £t Recons
¥ it wordiow
™ Eatuots

F eatsmscnments

=] Aderin (admin]

& Washington
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View Workflow Roles

* Workflow roles shows an exhaustive list of all roles involved
in all workflows.

* As a reminder, the modules that utilize workflow are:
e Budgets (Resolution)
e Budget Requests (Resolution Increase)
e Commitments
e Commitment Change Orders
e Online Change Requests
 Miscellaneous Invoices
* Progress Invoices
* Vendor Prequalification Approvals
e Project Closeout
& Washington

6/20/2016 ©2015 Washington University in St. Louis 5 University in St.Louis
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View Workflow Roles

* Any role that is assigned to the user “Admin” will
need to have the identified user assigned to that

role. Select Save once all roles have been assigned.
PM’Méb =W 0O

4 Workflow

Salag

B v

T eemrues

ip
Eman Tampisten

.f‘! Wondiow

1 mulliple robes

=
Allow roles to be used more than once in a wordiow =l
. Delegata | Replace User Aeat  hio  NOww T Ruen et | ORI
Usets = || Ro Uiser* Delegats ety On Al
JL Aomin (adminy ™ 7 Sutenissions
A g
. 3 Kuetier alan_kuetler) - i " foprials
Adrin (adrmin) ¥ Granches
 AnOTew Hertig [1353811999) _
™ Retums
L, Anarew McCTeasy (1353203788
5o Punning = Rjects
- L, Angela Abematy (aaternathy) F Widrawals
| Enginaering forms L, Aty User (ALISER) sl Projee ames kelker F Fnat Appeoval
3{ Cost Managemant. L, At Acknrmann (Abckermann) ¥ Delegates
Bill Wity (owitey) T (g = N
= . o ] Ovbrase Sihos
2 Scheduing
o BN Zevuga (1353438741 Can
Assel Managemaal I B (cindy Buggh ot F £l Recongs
o entiow . Connie Anderson (Connie Anderso] [P —— pr— Eat Wiorifion
L. EdBarry (ebarry) a Contractor | Su 3 Adimin {admin) EoRhotss .
€3 poio L Gy Foliman (1353 35088) T — _— Cye— KX/ashmgton
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Vendor roles (contractor, architect,

el I(/]?eenr or role is to be assigned to the project

PM. This will allow the PM to delegate the
workflow step to the correct vendor signatory.

L Y M L] L LT Yo WP o N 7 N L \
(Cp Mileb = o ©
_ FrogamiFroec Workflow = Setup > Workflow

4 Workfiow
=

i [ Setup

B eman Tampisten

= (T

i rulliphe robes

i
Allow roles to be used more than once in a wordiow =
. Delegata | Replace User Aeat  hio  NOww T Ruen et | ORI
L Usets = || Roe* Dslegats Hoaty On All
L, Admin (admin) 7 Susenissions
=
AL #an Euetier (alan_kugblir) _ Aepravals
¥ Branches
L, Andrew Hersig (1353511999) _
™ Retums
L, Andrew MCCready (1353200768) -
& Panning, - 7 Rjocts
i Angela Abematy (aatemathy) F Witdrawats
. Engingsnng Forms L e User (AUSER 7R
3 sl Aggenal
ii Cost Managemant. JL At Ackermann (Asckermann) ¥ Delegates
L, Gill Witsy (wiley) ¥ Ovbroue Staps
2 scheduling .
L B Deruga (1353438747) .
o Asset Managemest S Cindy Bugg icindy el F EoitReconds
W roeknow dL Connie Anderson (Connie Anderso! o= Prrerrr— Eait Workflo
: L, EaBuy abar) P — atrons hington
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Add Forecasts

 Two ways to navigate to Forecasts module
e Cost Management > Forecast Records sub-category

PMileb

=l Cost Management
=l C3 Budgets
[ Budgets
[E cost Codes
IE| Cost Ledgers

Forecasts

[E cost workshests
[E Define Workshests
IE| Budget Requests

= 3 contracts

[Ed master Commitments
B commitments

=] [ Change Management

=9 0o

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

Cost Management > Budgets > Forecasts

Programs  *All* ~ Projects a1+

4 Add X Delete

Layouts

Project Name Project # | Record #

| Description

| Workflow Status

| Period

| Revision #

| Revision Date

Cost

The Leofts Phase |l - Planning 20160028 000001
The Leofts Phase |l - Planning 20160028 000002
Golf Trip Planning 2014615XGLO 000001
Moyer Cafe 2014615XGMAT 000001
16012 Dr. Dubberke Lab Re 2014615 000001
16012 Dr. Dubberke Lab Re 2014615 000002
16012 Dr. Dubberke Lab Re 2014615 D0D0D03
16012 Dr. Dubberke Lab Re 2014615 oDoDD4
T || Danforth University Center 7 2013307 000001
Danforth University Center 1 2013307 000002
Danforth University Center 1 2013307 000003
RJL Main Test Project (Base 2015605 000001
Golf Course Annual Mainten, 170019 ooooo

RJL Forecast Test

Test Forecast

April 2016 Forecast
Melissa's Test
Forecast for May 2016
Forecast for May 2016

Test for cost worksheet

Period for Forecast

Draft
Draft
Draft
Draft
Approved
Draft
Draft
Approved
Approved
Draft
Approved
Draft
Draft

FY17 Jan

0 o o o o0 o0 oo o0 000

Mar-31-2016
Apr-25-2016
Apr-01-2018
Apr-25-2016
Apr-12-2016
May-13-2016
May-13-2016
May-13-2016
May-12-2016
May-12-2016
May-13-2016

May-13-2016

Management

6/20/2016
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Add Forecasts

 Two ways to navigate to Forecasts module

* Project Center > Select Forecasts hyperlink
PMileb =9 © |

_ l - Program/Project Login - -] Cost Management > Budgets > Forecasts =
-

=l Cost Management Welcome back Maria Moyer, your last login May-24-2016 12:54:01 PM

=l [3 Buagets Controls Project Center [ Portfolio View T Map View ]’ Calendar }

Budgets

Currency Dollar (United States of America) Bl Engineering Forms Project Date Tracking Project Status Updates Project §
Cost Codes

Target Budget §50,000.00 Record Type Pending Approved LEED Information Debt Funded Admin Use Only
Cost Ledgers Target Revenue 50.00 Action ltems o ,’
Edit

Spec uom Data

Correspondence
Daily Reports

X Drawing Lists
Define Worksheets Actual Start/Finish Drawing Sets

Target Duration 0 uUom --Sele =
Cost Worksheets Target Start/Finish Apr-11-2018

Does Project Include a
Move

Weekly Status Update
Plan for Next Week

Budget Requests Percent Complete 0.00% Mesting Minutes

Scope This is a test to build a new cafe on Cnline Submittals
=l 3 Contracts WUSM campus. £
Punch Lists

Masier Commitments Select muttiple files to upload or drop files in the bex below RFls

Safety Forms
Submittal Sets
Submittal ltems

Issues and Risks
Identified

Total Project Budget $0.0

Commitments

= [[J Change Management

o

. o Transmittals Project Type New Constructior

Cooooooo00oooo
oo o000 oo0o00ooo0

Emergency Form Project Category Public Realn

B Cost Management
Record Type Pending Approved
AP Payments 0 0
Budget Reguests
Budgets

Commitment COs

oo -
Boo o= =

; -
Commitments

P — -— X
Forecasts 1 (1] %Shlngton
S

University in St.Louis
Funding Records 1 2 INFORMATION TECHNOLOGY

N
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Add Forecasts

 Add a new forecast record or select your project
from the board

PMileb © ©

Y T T— | CostHarsoement > Budets > Forocasts

=| Cost Management Drag a column header and drop it here to group by that column
G —

=I [ Budgets Programs Al ~ Projectsfl Moyer Cafe “ + Ann) X Delete & Refresh Layouts
udgets
Project Name [ Project# [ Record# g stotus | Reference | Pericd | Revision # | Revision Date
ost Codes — - - - — — — — ]
v 7. V. v v 7. v v
sst Locgers [¥] [¥] ] [¥] [r] [¥] [¥] [
Moyer Cafe 2014615XGMA1 000001 Test Forecast Draft P17 Jan 0 Apr-25-2016
ost Workshests |E| |I\ |1 ||z| |E\ Page Sze 20

efine Worksheets
udget Reguests

=l (3 Contracts

Master Commitments
Commitments

= (3 Change Management

-

4 »

[EIR— - .

& Washington

6/20/2016 ©2015 Washington University in St. Louis 4 University in St.Louis
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Add Forecasts

 Select the Project name from the dropdown
e Save

PMileb = v @

_ . - Frogram/Project Login - Cost Manar _.nent > b. ‘qets > Forecasts

=l Cost Management - - )
H
=l C3 Budgets
Project*
Rec oz Moyer Cafe rds
b :
Cost Ledgers Eseription
To this period ecords
Reference
[ Cost Worksheets
Ri
[E Define Workshests Svsien
Workflow
Budget Requests Status
= C@ Contracts
Details
iaster Commitments —
Drag a column
Commitment:
& Refresh
=1 [ Change Management . L - N
- Budget Anticipated Budget- P\ | Anticipated Cost Anticipated “ariance Actual Cost Budg
q = e No records to d
_—

[ [

* Projects 1-1 out of 1

W ZULO VVadHTEZLUIL UTHIVEIDILY 111 JL. LUUID o) UI‘liVGI'SitYinStlDUiS
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Add Forecasts

* Enter header details

1. Record # = Field will auto populate with the next number in the sequence based upon the

number of forecasts are associated to a project. EXAMPLE: If it’s the first forecast being

generated, the number will be 1, the second will be 2.
Description =Enter the date of the period of the forecast. EXAMPLE: May 2016
To this period = DO NOT make a selection here

2.

3.
.F’M%éb' = 0 O :

I B D Cost Management > Budgets > orecasts
Cost Management [ =
- o B N = 1 % &3] 1 = ?
) Bucgets
=3 Bucgets Project* Moyer Cafe >
BH Cost Codes o Fecord = e Inc ude pending budget rec ords
=3 -~ Desc ripbon o Ine hoE pERaInGg £ ot ret ors
=34 Coat Leagers o a fode pending cost re .
= e- Too this perios o Include pending ac tual cost res orgs
Z3|Forecasts
N o, Referenc e
B3 Cost Worksheets
== Revsion Diate
B Defire Work shests - -
rk flow
Budget Requests tatus Ovuit
il Contracts
Detads Spec i alions Maoites Aftac hments Maobfic atons
B3 master Commitments
m - Drag a cohemn header and drop & here to group by that ¢ ohamn
= Commaments
o Refresh Save Layout Load Defaul Layout
—d Change Management — _ - a il & —_ " =
. - Level 1 Cost Code Description Totsl Buoget Antic pated Buoget: P | Antic pated Cost Antic ipated Branc &
Lal .) e t '
= = $0.00 $0.00 $0.00 $0.00
= - [Planning S— 2 -
R D Page Sge -
€ ., Engineering Forms
.

Aciual Coat

Vashington

brsity in St.Louis
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Add Forecasts

e Enter header details
4, Reference = Leave NULL
5. Include pending budget records = Leave UN-checked
6. Include pending cost records = CHECK the box
7. Include pending actual cost records = CHECK the box

Cost Managr .nt> b. ‘9ets > Forecasts

2 Cost Management R 5 l'jn = " 9
3l 3 Buagets - b= .ﬂ

£ Buagets Project® Moyer Cate —
B3 cost Codes Record 8* ooz

Dese rphon

Inchuce penaing buaget rec ords
e g NG COst rec ong:
BER coust Leagers lude pending cost records

= [Forec s e :

Imc o pEnding Bc tual © o5t res oros

Reference
B3 Cost Workshests
Revision Date
B Defire Work sheets
Work flow -
= Budget Requests Statws Ot
i ) Contracts
Detads Spec ific alions Motes Aftse hinents Mobfic atons
= master Commitments
. a ~ ) E:I"|: 8 column header and drop € here 10 group by that column
Commitments
= Refresh Save Layout Lot Datault Ly out
3 Change Management T T
-4 — . . - | Lewel 1 | Cosi Code Description | Total Budget Antic ipated Budget- P/ | Antic ipaied Cost | Anie ipated "Jaranc & | Az tual Coat Budg lll'lgtOIl
e e Mo rec ofds o dapd ! -
6/20 = |‘-I"-I-= S (n St.Louis
$0.00 $0.00 $0.00 $0.00 $0.00
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Build Forecasts

e Select “add cost codes” and drag in cost codes
e Note cost codes are structured differently than estimate

PMileb = v o

R

Group tree atthis level  Categories
"1 (5 [ 01 - Construction Costs Company riod Location - Select
+f (11 02 - Professional Fees & Reimbursables Start if  Finish [l Curve - Select—
+ [ 03 - Owner Direct Costs X Deiete i
s [ 04-FFEE Cost Code | Dascription | Motes
+/ [ 05 - Contingency No records to display.

i [_J 06 - Assessments (Danforth)

-
& Washington

University in St.Louis
Include Notes Save to record | Save and Close | Close INFORMATION TECHNOLOGY




Build Forecasts

 The budget that you built will be pulled into the forecast
e Other calculations have also been added to line items

PMileb = 9 ©

_ l - ProgramvProject Login - -] Cost Management > Budgets > Forecasts =
-

=| Cost Management 1 > 3 T
— 00051 - Moyer Cafe - May 2016 MV S Ea H a|@ _J ﬁb|v @|v W, é‘&] lﬂ ?
=l udgets
Budgets Project* Moyer Cafe - Options
Cost Codes Record # 002 ) Include pending budget records
Cost Ledgers Description | May 2016 ¥/ Include pending cost records
To this period - [#! Include pending actual cost records
Reference
Cost Worksheets Earned Value Chart
. Revisi 0 Dat y-25-2016
Define Workshests Svsion ot | May-25-216
Workflow Dreft -
Budget Requests Status 13
= [@ Contracts
Details Spetifications Motes Aftachments Notific ations
Master Commitment:
Drag a column header and drop it here to group by that column
Commitments ﬂ
j Edit [] Add Cost Codes X Delete Update Tasks : Refresh te From Exc Produc tion Save Layout | Load Default Layout | | Use Units
= 3 Change M t
=l [ Gnange Management [ Lovelt [ costcode Description [ Total Budget “Nricipsted Cost | Forecast To Complet | Forecast At Complction | Forecast Veriance | Notes
|
« v O 01 - Construction Cos 01-001-001 0000 General Requirements $50,000.00 o $11,000.00 a s0.00 e $11,000.00 o 5$39,000.00
L $11,000.00 50.00 $11,000.00 $39,000.00
[ [J[1]2] ]  Pagesee 20 = e
F=g .
Washington
6/20/2016 ©2016 Washington University in St. Louis 9 University in St.Louis
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Forecast Definitions

1. Anticipated Costs = Includes all approved Commitments, approved Change Orders and approved non-
commitment costs (Misc Invoices).

* Ifinthe forecast header, "Include Pending Cost Records" and "Include Pending Actual Cost" are
selected, then Anticipated Cost will also include pending Commitments and pending Commitment
Change Orders (does not include Online Change Requests (PCQ’s))

* NOTE: This value does NOT include any payments that are associated with Journals or Credit Memos

2. Forecast to Complete = Any set asides that need to be accounted for

® -
PMVileb = © © =T
[ E® Cost Management > Budgets > Forecasts =]

=l Cost Management n o —
- s DOOS1 - Moyer Cafe - May 2016 - DII_II] k. D = O I~ @~ W% L@ IQ 2
= £3 Budgets -
Project” Moyer Cafe - plions
Record #* ooz Include pending budget records
Description | May 2018 #! Include pending cost records
To this period - # Include pending actual cost records
- Reference
Cost Worksheets Earned Valus Chart
Define Worksheets Revision 0 Date  May-25-2016
. ‘Workflow -
Budget Reguests Status Draft
=| [ Contracts
Details Specifications Motes Atftachments Notific ations

Master Commitment:

Drag a column header and drop it here to group by that column
Commitments
,) Edit [] Add Cost Codes X Delete =5 Update Tasks : Refresh [} Paste From Excel @5 Produc tion Save Layout | Load Default Layout Use Units
= Ch [ t
= ange Managemen - | Level 1 | Cost Code ‘ Description Total Budget ‘ Anticipated Cost ‘ Forecast To Complete | Forecast At Completion | Forecast ariance Motes
[ I
v ] 01 - Construction Cos 01-001-0010000  General Requirements ssoooooe @) s @ soeo @ snomoo 539,000.00
; I Planning $50,000.00 $11,000.00 $0.00 $11,000.00 $39,000.00 - .
— - Washington
[ [«][1]0>] [n] Pagesze 20 = = VYOO :
S University in St.Louis
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Forecast Definitions

3. Forecast at Completion = Anticipated Costs + Set Asides

4. Forecast Variance = Total Budget — Anticipated Cost — Forecast To Complete/Set Asides

PMileb = @ ©

=N e G Cost Management > Budgets > Forecasts
=l Costhianagement = 00051 - Moyer Cafe - May 2016 - p Ea IIE‘ D ‘ @ _’j L-%‘v @‘v T, él| Eﬂ @ 2

[ [ Budgets
Budgets Project” Moyer Cafe - Options
Cost Codes Record#* 002 2 include pending budget records

Cost Ledgers Description  May 2016 ¥ Include pending cost records

To this period - 7]
pel Include pending actual cost records

Reference

Cost Workshests Earned \alue Chart
Revi 0 Dat 252
B3 Define Workshests evsien oL | May-25-2016
Workflow -
[E4 Budget Requests Status L
[zl C@ Contracts —
il s
=) Details Specifications Nots Attachments Notific ations
IMaster C:
= Drag a column header and drop it here to group by that column
Ci

o Edit [] Add Cost Codes X Delete =) Update Tasks % Refresh [ Paste From Excel Production Save Layout | Load Default Layout | | Use Units
- | Level1 ‘ Cost Code | Description | Total Budget | Anticipated Cost | Forecast To Complete ‘ Forecast At Completion | Forecast Variance Notes
L I .
. y O 01 - Construction Cos 01-001-001 0000 General Requirements $50,000.00 o $11,000.00 e $0.00 o $11,000.00 o $39,000.00

(=] 3 Change Management

=

& Washington
6/20/2016 ©2016 Washington University in St. Louis 11 University in St.Louis
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Build Forecasts

e Enter set-asides in “Forecast to Complete” column

e Use shortcut: select top row; shift; bottom row; edit

e Update records

e Forecast At Completion and Forecast Variance will auto-

calculate
PMileb =9 ©

=l Cost Management
00051 - Moyer Cafe - May 2016

‘Cost Management > Budgets > Forecasts

AP LEELED %o %A E ?

=l [ Budgets
Budgsts Project™ Moyer Cafe -
Cost Godes Record® 002 Incluge pending budget records
v 2 <
Cost Ledgers Description  May 2018 Incluge pending cost records -
To this period - #! Incluge pending actusal cost records R
Reference
Cost Worksheets Earned Value Chart
R [} Date  May-
Define Worksheets svision ate | May -
Workfiow ratt .
Budget Reguests Status =
=l [ Contracts
Details Specifications Motes Aftachments Notific ations
Master Commitments ﬁ —
3 column heade it here to group by that column N °
Commitments (et 3 areuey .
[ Updste Records ancel y 4 N i
=l [ Change Management b ‘ Cost Code Description Total Budget Anticipated Cost ‘ Forecast To CompleteWI-orecast At Completion ‘ Forecast Variance | Nw& -
[ I P B
4 01 - Construction Cos 01-001-0010000  General Requirements $50,000.00 511,000! 510,000.00) 521,000.00 539,000.00 L hmgton
6/20/2016 |SkiBassina $50,000.00 $11,000, 50. $11,000.00 539,000.00 University in St.Louis
X Ml Fa 11001 o] Sze 20 % 7 RMAT]
"\ Engincering Forms [ [J[1 ][] () Pegesae \ j N - FORMATION TECHNOLOGY
N —



Complete Forecasts

e Save the record

e Select “Post to Cost Ledger” icon, then save again

e The forecast is now complete

= = C§ mmmm

=l Cost Management
= Ca Budgets
Budgets
Cost Codes
Cost Ledgers

Cost Worksheets

Define Worksheets
Budget Requests
=l 3 Contracts

Master Commitments

= 9 O

t Login -

0DDS1 - Moyer Cafe - May 2016

Project* Moyer Cate
Record® 002
Description  May 2016
To this pericd
Reference
Revision 0
Workflow
Status ErL:
Details Spetifications

Include pending budget records
| Include pending cost records

- | Include pending actual cost records

Earned ‘alue Chart

Date  May

Motes Aftachments Motific ations

Drag a column header an

drop it here to group by that column

=R

=l [A@ Change Management

| P

Use Units

- =
= . |Planning

/ Edit ] Add Cost Codes X Delete Update Tasks : Refresh [} Paste From Excel @= Produc tion Save Layout | Load Default Layout
| Level1 | Cost Code Description Total Budget Anticipated Cost Forecast To Complete | Forecast At Completion Forecast Variance Notes
I:I - Construction Cor. O O General Requirements 50,0
$50,000.00 $29,000.00
(W] [ [1]7] 1] Pagesze 20 =
13

& ZULO vadSITigLuln UTnversiLty 1oL, Louis

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Subsequent Forecasts

e Open original forecast, select “Unpost” icon

e Select “Copy”

e This will copy details from the previous month’s

forecast, add
PMileb = v ©

a new sequence number and all details

Cost Management > Bu® s > Fu, . ~asts

= T
= Cost Management
=| (3 Budgets
Budgsts Project Moyer Cafe
Cost Codes Record #* 002
Description May 2016

Cost Ledgers

00051 - Moyer Cafe - May 2016

Inc lude pending budget records

! Include pending cost records

To this period - # Include pending actual cost records
Reference
Cost Worksheets Earned Valus Chart
Revision o Date
Define Worksheets
Workflow
Budget Requests Status Draft -
=/ [ Contracts
Details Specfific ations Motes Attac hments Motific ations
Master Commitments
Drag a column header and drop it here to group by that column
Commitments - -
/ Edit [0 Add Cost Codes X Delete Update Tasks : Refresh [} Paste From Excel & Production Save Layout | Load Default Layout Use Units
= Chi M it
= [ Change Managemen ‘ Level 1 | Cost Code Description Total Budget Anticipated Cost Forecast To Complete | Forecast At Completion | Forecast \ariance Motes
A i o L.
3 D 01 - Construction Co: O General Reguirements $50,000.00 $11,000.00 $10,000.00 $21,000.00 :
a £ Was n
6/20/201 = Planning $50,000.00 $11,000.00 $10,000.00 $21,000.00 $29,000.00 University in St.1ouis
N (W (1] (0] Pageses 20 = INFORMATION TECHNOLOGY
. Engineering Forms = L ‘_‘_ M CHNOLOG




Column Cleanup for Forecasts

* |t is helpful to hide some of the many columns for ease of
use

* To hide a column, hover over one of the column headers, right click and
select the “columns” arrow; select/deselect column choices as needed

e Hide columns:

e Anticipated Budget — PV, Anticipated Variance, Actual Cost, Budget Minus
Actuals, UOM, Quantity to Complete, Unit Cost, Period, Task, Quantity
Completed, % Complete, Start, Finish, Curve, EV, CV, CPI, SV, SPI, Line Item

6/20/2016

Contingency
Details Specific ations MNotes Attac hments Motific ations
Drag a column header and drop it here to group by that column
) Edit [] Add Cost Codes ¥ Delste =] Update Tasks : Refresh [} Paste From Excel @2 Production Save Layout | Load Default Layout Use Units
| Level 1 Cost Code | Diescripti [t Anticipated Budget- PV | Anticipated Cost Anticipated \Variance Actual Cost Bux
Mo records to display. Sort Ascending
Sort Descending $0.00 $0.00 $0.00 $0.00 $0.00

(] [ [1]B] Do)

. 5
Page Size 0 =

Clear Sorting

Group By

ﬁgrabp —=
Columns » ’

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Column Cleanup for Forecasts

* Once columns have been hidden, select “Save
Layout”

* The details tab is now customized and will default
to this view for any new forecast

Details Specifications Notes Attac hments Meotific ations
mitments
Drag a column header and drop it here to group by that column /
s
2 Edit [] Add Cost Codes X Delete =] Update Tasks & Refresh [} Paste From Excel 6Produ:tian Save Layout | Load Deffult Layout Use Units
it
men - | Level 1 | Cost Code | Description Total Budget ol t At Completion Forecast \ariance Motes
3 n';" Mo records to display.
$0.00 $0.00
(W [J[1]o] (] Pagesee 2 &=
= s
Washington
6/20/2016 ©2016 Washington University in St. Louis 16 University in St.Louis

INFORMATION TECHNOLOGY



PMileb Training

Scheduling

3 Washington

Umversﬁy inSt.Louis
INFORMATION TECHNOLOGY




Scheduling

 Two ways to navigate to Scheduling module
e Scheduling > Schedules sub-category

PMileb = v ©

. - Program/Project Login - @ Scheduling > Schedules

Schaduling Drag a column headar and drop it hera to group by that column
Ei|schedules Programs  “All + Projects Al + o Add X Delete 2 Refresh [ Layouts
=R ; T T T ; :
Project Name | Froject # Record # Workflow Status Description Category Type
=3 Project Codes . .
L4 L (4 i i v
= calendars A
=3 Resources Avallability Scuth Building 4th Floor Cell Biology Re 20160020 000148 Draft Copy (1) of
-| (3 Link Setup South Building 4th Floor Cell Biology Ri 20160020 000150 Draft
B3 unk Setup The Lafts Phase Il - Planning 20160028 000154 Draft
Maoyer Cafe 2014815XGMA1 000156 Draft

[w] [4] 1] +] [M] Pagesize 20 =

: R &2 Washington
Scheduling ; Universityin StLouis
INFORMATION TECHNOLOGY




Scheduling

 Two ways to navigate to Scheduling module
* Project Center > Select Schedules hyperlink
PVileb = © ©

_ gram/Project Login - B ® Scheduling > Schedules
= Scheduling Welcome back Emily Foliman, your last login May-30-2016 5:15:53 PM
EE [ Controls ] Executive Report ] Another report! I Project Center
=R
Project Codes Project Center
= calend &8 Washington Untversity i
: e Moyer Cate = g Create Project (g3 Create From Template [ save (i) Print
=3 Resources Availabllity p— o =
=l [_J Link Setup
=3 Link Setup Pragram ATEST1-WUSM - | Navigator B Schedule
Project ID* 2014615XGMA1 o] Pianning Target: Apr-11-2016
" Cale Projected:
Harw Mayer B Engineering Forms o
Location 0001 - North Medical Buiding |~ | [ Cost Management BElBudget
Project Status Programming / Planning ~ | Bscheduling Target: $120,000.00 ]
ticipated o o | _
Project Type - Salect — - Record Type Pending Approved An Cost: 397,000.00
st — - Fl Custom Fields
Categol - Salect - -
& < Schedules 1 0
Workflow Status Draft -
S: - -
Planning and Project Request Form Square Footage
Ci Dollar (United States of Ameri e
1::::::,93! oo = s::: :ﬂ o0 Record Type Pending Approved Project Date Tracking Project Status Updates Proj
000, Locatio 0 0
Tan ocatins LEED Information Debt Funded Admin Use Only
rget Revenue $0.00 B Workflow
Target Duration o uom - Sele ~ B Portfolio ” Edit
Target StartFinish  Apr-11-2016 Record Type Pending Ap d Spec UM Data
prove: - A4
Actual SartuFinish Email Home 1] [} Does Project Include a
Percent Complete 0.00% Periods. a 1 Move @%Shjngton
Scope This is a test to build cafe i itvi i
6/20/2016 e R e B eabax . L, o Weekly Status Update ~ Universityin St.Louis
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Scheduling

 Add a new schedule record or select your project
from the board

PMVileb

" % — —

= v O

= Scheduling
=|schedules
=4 pem
= Project Codes
=4 calendars
%3 Resources Avallability

=1 (4 Link Setup

=4 Link Setup

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

Programs  "AIl" + Projects "AI’ X Delete 2 Refresh Layouts
Project Name Project # | Record # | Workflow Status | Description Category | Ty
7 (8
South Building 4th Floor Cell Biology Rt 20160020 000148 Draft Copy (1) of
South Building 4th Floor Cell Bislogy R¢ 20160020 000150 Draft
The Lofts Phase Il - Planning 20180028 000154 Draft
Maoyer Cafe 20146815XGMAT1 000156 Draft
) [J[1]>] ] Pagesize 20 =

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Scheduling

e Select the project name
e Save

® o
PMileb = 9 0
" ¥ %1 . Ee—

= Scheduling 8 s = O I . L @ " no 2
I 000156 - Moyer Cafe v = X % va I - @ | - [ + Project Schedule
Iﬂ Settings Actions

PPM PPloject” | Moyer Cafe glion
|| Link % cComplets to Actual Costs | copy From Scheauie

= Project Codes Status Date  MOYer Cafe b
[ JLink s e to Remaining Durati | 9 Complete From Timesheets
& calendars k 23 e EIOM e6o
= e, [¥| Show Columns Filter I Save as Dasaline
R Availabil
esources Availability Warkflow
=l 3 Link Setup Status
[ Link setup JDetalls
ish v | %C v|TF 5
01 | 0z |
0% o 0
.
. shington
~ Projects 1-1 out of 1 YiﬂStJ.DUiS

N TECHNOLOGY



Scheduling

 Two ways to add tasks

e Manually — select + to add, type detail, add date, save

PMileb = v @

Scheduling > Schedules

PLLUE=Z B

@ 2 %l ol

|| Link % Complete to Actual Costs
|| Link % Complete to Remaining Duration

¥| Show Calumns Filter

? ' Project Schadule

Actions

= Scheduli
. i 000156 - Moyer Cafe- -

4| schedules
Heem Project” Moyer Cafe « Description
= Project Codes Status Date  May-31-2016 =] Category - Select -
=3 calendars Reference

Type - Select - b
3 Resources Availability Workfiow

Draft -
=l [Z3 Uink Setup Status
=3 Uink Setup Detalls Notes Attachments Notifications
| Zoom to halves and months

= Feb-24-2016 " = Feb-27-2016 ~ .
5820 Sample task Jun01-2016 = Jun-01-2016 [T
5821 MNext task Jun.02-2016 5 Jun-02-2016 [

&8 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Scheduling
e Two ways to add tasks
» Upload —save project plan as XML format file

P Save As
@ ~ % | <« 03 Design » Scheduling v & | Search Scheduling pe
j B== o
Organize ~ New folder = @
o+
< m Microsoft Project = ’\tame Date modified Type
t
! o . 3
A Feaviiites No items match your search.
5 B Desktop
s Downloads
=i Recent places
OneDrive for Busii
b | Program Files (x8¢
ﬂ Box Sync
@& OneDrive
1 B_Carg L ? ——
File name: FivePhase v

6/20/2016 | & Saveas type: XML Format

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Scheduling

e Select “link schedule” icon to open dialog box
e Select application type
 Browse and upload file. Save and exit.

PMileb = v 0@

N T B @ Scheduling > Schedules
= Schedulin ) 3 } . —
9 000156 - Moyer Cafe- - O 4 @ il ) |- S| ? 7 eroetschecun

3| schedules

H rem Project” Moyer Cafe = Description ‘ | = j
Link % Complete to Actual Cost Copy From Schedule

B3 Project Codes Status Date  May-31-2016 B Catagory. | — Seloct i i i i 1

E Calendars

Type - §glect -

=3 Resources Avallability Workflow

< 1 Unk Setup Application
& Link Setup b | limport WBS Codes
[ | Update previously linked tasks
Browse...  FivePhase xml Upload |
Code Mame Start Finish Actual Start Actual Finish | Remaining Duration Days Com

Mo records to display. Washlngton

6/ | = p— versity in St.Louis
ILIRERIRA L3RL] Page Size LI P ——
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Scheduling

e All of the line items from your project plan will be
added to the schedule
PMileb = © @

[ S e mr— ) soes

-l Scheduling
000156 - Moyer Cafe- - 7+ Project Schedule
s
= epm | Project’ Maoyer Cafe ~ Description =
| Link % Complete to Actual Costs Schodule
4 Project Codes Status Date | May-31-2016 Cstegory | —Select— — : —
e R | Link % Complete ta Remaining Duration % From Timashoats.
=3 Calendars
Type - Select - ¥ %! Show Columns Filter
= Resources Availability
Workflow
= Draft v
=l [ Link Setup
B Link setup Details ed Schedule Notes Attachments Notifications

B - T T — )

BoOx4+mET o0

7 NaN o2 5% = Feb-24-2016 "~ = Feb-27-2016 0% §32 0
ON 5820 Sample task Jun-01-2016 = Jun-01-2016 0% 0
5821 Next task Jun-02-2016 7] Jun-02-2016 7 0% 0
5822 3 Program and Planning Mar-29-2016 [T Mar-29-2016 ] 0% 0
5823 20 Programming Complete Mar-30-2016 ]  Mar-30-2016 0% o
5824 5 Design Mar-31-2016 [ Mar-31-2016 1 0% 0
5825 19 Construction Pricing Approved Apr-01.2016 ] Apr01.2016 T 0% 0
5826 & Construction Apr-04-2016 ) Apr-04-2016 T 0% 0
5827 18 Substantial Completion Apr-05-2016 5] Apr-05-2016 0% o %Shlngton
5828 23 Pre-Cccupancy Activities (FFAE, Move in, Cleaning) Apr-06-2016 ) Apr-06-2016 T 0% 0 UniversityinStlouis
5829 25 Occupancy Date Apr-07-2018 5] Apr-07-2018 T 0% 0 INFORMATION TECHNOLOGY




cheduling

e You can view in details tab (previous slide) or linked

schedule tab
PMileb = v ©

_ . - Pragram/Project Lagin - Scheduling > Schedules

= Scheduling L 1 = [ "
: 000156 - Moyer Cafe- - Ll H x| & ﬁ - Gy | - B | © 7 ¥ Project Schedule
Ed|schedules
5 5 ons
5 PPM Project” Moyer Cafe « | Description =
: Link % Complets to Actual Costs
4 Project Godes Status Date  May-31-2018 Celegory | — Select — .
LI Link % Complete to Remaining Duration % Complete From Timesheets.
= calendars Referance -
Resources Avallability Ao
=l [ Link Setup Status
&3 Link Setup Detalls Attachments Netifications
Linked to:
& Refresh 3 Delete  Unlink Selected Lines : . . . .
[0} | Code Name Start Finish Actual Start | Actual Finish Remaining Dl.lmﬂl)rlI Complete
5822 3 Program and Planning Mar-29-2016 Mar-29-2016 1.00 0.00%
5823 20 Programming Complete Mar-30-2016 Mar-30-2016 1.00 0.00%
5824 5 Design Mar-31-2016 Mar-31-2016 1.00 0.00%
5825 19 Construction Pricing Approved Apr-01-2016 Apr-01-2016 1.00 0.00%
5826 8 Construction Apr-04-2016 Apr-04-2016 1.00 0.00%
5827 18 Substantial Completion Apr-05-2016 Apr-05-2016 1.00 0.00%
s828 23  Pre-Occupancy Activities (FF&E, b Apr-06-2016 Apr-08-2016 1.00 0.00%
5829 25 Occupancy Date Apr-07-2018 Apr-07-2018 1.00 0.00%
5830 11 Closecut Apr-08-2016 Apr-08-2016 1.00 0.00%
5831 17 Clesed In Accounting Apr-11-2016 Apr-11-2016 1.00 0.00% . o .
6/20/20 = University in St Louis
wal allal ol Taal Ao oo 10 -
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PMileb Training

Build Estimate
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Planning

Build Estimate for a Project

 Two ways to navigate to Estimate module
e Planning Module > Estimates sub-category

PMileb

=9 0

=l Planning
= (3 Pianning
Inttiatives
Planning Worksheet

=| C@ Procurement
Procurement
Online Bidding
= O3 Setup
Items
Formulas

2

@

Planning > Estimates

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

N
C:-

Programs  "Al" - Projects A & Refresh Leyouts
Project Name | Projest # [ Recora# | Deseription riflow | uom | Reference [ category | Revision &
2 [] [] 7] ]

KLL Pedestrian Walkwa: KLL1234 000020 KLL Pedestrian Walkway Ref Approved 1.00 0
KLL Pedestrian Walkwa KLL1234 000027 Revised Estimate Draft 1.00 o
Maternity Bldg Ob/Gyn °© 2015576y 000052 Approved Budget Approved 1.00 o
New Resolution Test (OF KMH 16058 000126 Eggneg Approved 1.00 o
New Resolution Test (DF KMH 16058 000127 Eggneg Increase Approved 1.00 o
New Resolution Test (OF KMH 16058 000129 estimate paste Draft 1.00 o
New Resolution Test (D1 KMH 16058 000130 fefe Approved 1.00 0
East Bldg 3rd Floor Psyt 16055 000149 East 3 Psychiatry Reno - Incl Draft sf 1.00 0
For Testing Change Orc TEMPINTO6 000140 For Testing CO's. First Attem  Approved 1.00 0
For Testing Change Orc TEMPINTO6 000143 Delete Draft 1.00 0
Sidewalk Repair 2015 Pl 16058 000145 budget Approved 1.00 0
Justin 123015 TEMPINTO8 000141 Program Estimate Draft 1.00 0
Taylor Avenue Building *© 18060 000142 General Medical Sciences an Withdrawn sf 2,250.00 1
Taylor Avenue Building *© 18060 000148 General Medical Sciences an  Approved sf 11,483.00 0
MecDonnell Scibasemen 16081 000144 originally this project included Approved sf 52-3425-85338 9,750.00 0
HHM FCUs JAFDD4 000147 Budget Testing (Escape Rool Approved sf 70,000.00 0
HHM FCUs JAFDD4 000148 Adding to the estimate (Escap Approved 1.00 o
Forecast Test 16066 000150 Forecast Test Estimate: Approved 1.00 o
Forecast Test 16066 000158 estimate test Approved 1.00 o

University in St.Louis
INFORMATION TECHNOLOGY



Build Estimate for a Project

 Two ways to navigate to Estimate module
* Project Center > Select Estimates hyperlink

PMileb =

o Planning » Estimates

4 Panning &  yous 073016 31037 P
* [ Peeeing Corols | ProjectCenter | Portioio View | MapView | Calendar |
R Eatrates)
=i 3 Procurement Project Center
B erocuesmant L]
e Meper Cale - Crea amglate H:"'E (= e
= Orine Bioaing
4 Setup N
s ATEST1WUEM - avigator BlSchedule 2
B rormuss SN SHGMA =[N Targee
Moyee Cale Prefected:
B4 sasememes
Lot son WM - = Washington Link e s
d (2 Perms - 50,00
Frojsct Statu - Select e 1 0
=1 Frogeam of Recuremers) = * Oriine Baang D o Antic pated Coat $0.00
K . .
Project Tpe ew Contruetion Pri mrromit L] 8 | BCustom Fralds
Gatngeey - Select - - Program of Requrements . N
(FMPOR)
Werkiow & Oratt - -
s Be Debt Fundad Square Footage
Currency Dolar (ke SAates of Americ] = Record Type Pending Approved Planning and Project Request Form  LEED Information Project Ratings
Target Busgec 2000 | Aceaben N N Project Date Tracking  Admin Use Only
Targes Fevenus ) Conrsgerdence ] L] ’
£ar
Target Durston 0 UOM -5t v Duly Repore ¢ °
P Drawing Lists ] L]
bkl - Drawing Sets [ ]
A2 tus StaFinish S M M 0 Does Project Inchide »
Percant Compete 000% Orinn Submatais s o | M
Scope Punch Lists o o Weekly Status Update
Rl ] ] Plan for Next Week
Sainet mubiphe fies 1 upload o drep fles In the bow below Salaty Forms L} o Etwes and Risks
= Submitsl Sets ] L] Identified
Submital lems ] L]
Total udget
— M 5 sl Project Budge 5000
Crmergenc s Ferm ] ]
.
Penting Appeeed
- hington
6/20/2016 0 : University in St.Louis
] L] o Tt o
] o INFORMATION TECHNOLOGY




Create new estimate

e You will be brought to a new estimate record

PMileb =9 0

= Plar = 3
R O PEE 2% S L E e pmet|r @omene |- ?
'+ [ Planning
Project’ v Estimateuntofmeasure . Selct— ¥
5 3 Procursment Revision 0 Date Estimate units 1
= Description* CostUnit 5000
= Procurement . — = Eriellnt S0
Online Bidding o = =
Reference
= [ set
A s Werkfiow p o .
Items Status Z
Formulas | Detais ] Adjustments ‘Specifications Notes Aftachments Nofifcations
Assemblies Drag a column header and drop it here to group by that column
5 B Forms & Refresh  Save Layout | Load DefaultLayout _Togale Fiters
Programof Line # | Assembly | Item Resource Resource Type | BIMID Description Mt # Manufacturer Phase GCost Code Type Bid Category UoM
o records to display.

Page Size 20

.
‘shington
cauvdSityinSt.Louis

\STpAvVERe) VVd)IIIIIBLUII UIIIVCI)ILy oL Luuis
INFORMATION TECHNOLOGY

6/zujzu10



Create new estimate

e Select your project from the list
PMileb = 9 ©

= . _ Program/Project Login - @ Planning > Estimates

= rones T TP
Select prOjeCt Project* ‘ mvm H Estimate unit of measure - Seleet - el
A MM Test Script Development ite units 1
Revision Init $0.00
E Description” Unit $0.00
=l 3 Procurement Category
Procurement Reference
Oniine Bidding gg{:gw
=l [ Setup Details iments Netific ations
E tems |
Drag a colum
E Formules 2 et
B assemblies Line # Resource Type | BIM D ‘ Description ‘ Mir. % | Manufac turer | Phase
=l O3 Forms ~ [Mo records i

—
i

¥ Projects 1-1 out of 1

& Washington
6/20/2016 = ©/ZUIT VVasSHHEgLUIl UTHIVEISILY 111 JL. LUUID ) UDIVCISIIYIIIStJ.DUIS
INFORMATION TECHNOLOGY




Create new estimate

e Enter Estimate Description (only required field) and

save the record
PMileb = © ©

-@nning > _ timates

=l Plannin B ‘- = . = EO=S
= 9 = p— - jol = |0 Bl & [ B o b et | > 4G cenerate.. |+ P
=l 3 Planning
& initistives Project* MW Test Script Development W Estimate unit of measure
Select the Project "
B3 Pianning wWorkshest Estimate units 1
- Cost/Unit 30.00
Estimates Description® Estimate #2 > Price/Unit 50.00
= 3 Procurement .
Procurement Reference
Workflow
Online Bidding Stats Draft -
= [ Setuy e
— e : Dietails Il Adjustments Specifications Motes Aftac hments Motific ations
A ttems
Drag a column header and drop it here to group by that column
= Formulas -
+ Refresh Save Layout | Load Default Layout Toggle Fiters
B sssembiies Line # | Assembly ‘ Item Resource Resource Type EIM ID Description AT, 3% Manufacturer Fhase
~ |[[No rec ords to display.

&2 Washington
University in St.Louis

INFORMATION TECHNOLOGY
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Create new estimate

 Two ways to add cost codes and unit prices to your

estimate
e Details tab > Add Items
PMQ@ = O @ Planning > Estimates

e e —
R

=l Pianning
000255 - Moyer Cefe - Estimate#1 =
+l [ Planning
Projest” | Moyer Cafe - Estimafeuntofmeasure | - Selest— T
= £ Procurement Revebn 0 Date |Apr-08-2016 Estimate unis 1
. . Description* Estimate #1 CostUnit s0.00
rocuremen PriceiUnit 50.00
Category - Select - v
Reference
= 3 setup Workflow -
Status et
D eta | I S ta b | Detsis | Adustments Specifications Notes Attachments Ntifie ations
Drag a ¢ clugffEader and dropWgere 1o aroup by that column
& Refresh [ PasteFromExcel  Savelsyout | Load Defoult Layoul Toggle Fitters
Phase Cost Code Type Bid Category uoM

dd Assembly &Md Resource(s) o Add X Delete

‘ Resource Type BiM 1D M Manufaeturer

Deseription

Line # Assembly | lteg Resource

[ [ [1D] (1] Pagese

£ Whshington

University in St.Louis
FORMATION TECHNOLOGY




Create new estimate

 From the “items” window, drag and drop the
relevant cost codes into your estimate. Save.

PMileb

4 Planning
3 [ Planeing
=5 Esmner]

3 [ Procurement
Procurement
B Online Bidaing

4 [ Seup
B mann
5 Fomwias
B3 Assembiins

3 (3 Foms

B8 Program of Recuttemen].

Croated: Apr-8-2016 by 1353543063

6/20/2016

v o

> Estimates

a3l B

(B oo [« G onen |

StanType Choose Fie | No Sle ehosen 31008 Samings
o, T [ T—
4 (2 00 Dotaned Gost Gooes

Lecaton | — Select— v | Company = Pencd
+i- [y Cost Codes on a 8-Fund f
= Ritaah
= [ Cost Cades o 3 Jumbo-Fung S N e e .
*  |mm | CestCoce | Tyee | Quansty | UmaComt
1 oo 91-000-000 00 00 1 oo
01001001 0000 1 oo
01-002-002 00 00 0.00
] 00 00 .00
004 00 00 Masonry 01-004-004 0000 o0
00% 00 00 Metal 01-005-005 00 00 0.00
a3, Pl o 00 00 .00
007 00 00 Themal
and Maestute 01007007 00 00 .00
Protaction
00% 00 00 Cpwnings 01-008-008 00 00 0.00
004 00 00 Finishes 01-006-00 60 00 .00
01000 00 5 L 01-010-01 0.00
110000 & .00
0.00

?

Topgle Fillers

heturer Cont Code | Big Canegory

OfWUSTL - of ety

Louis

©2016 Washington University in St. Louis

.

&2 Washington

8 University in St.Louis
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Create new estimate

 Two ways to add cost codes and unit prices to your
estimate

e Complete the estimate in an Excel template and upload

PVifeb = v ©

_ . Assign workflow project - @ Planning > Estimates
P ~ . 5 " 1
. Rafining 000290 - Assign workflow project-E = - H X - ﬁu | v | v £ ‘ | }v O‘ Generate_. | - 7
=| [l Planning -
B mptE Estimate
= initiatives Project Assign workflow project ¥ Estimate unit of measure | m po rt >
s = b T Estimates Detail
= evision ate May-| Estimate units H .
[E3 Planning Worksheet E5t|mate Detall
Description* Estimate 1 Cost/Unit —
Price/Unit
=| [_J Procurement Category —oelect -
" Refe
= Procurement elerence
Workflow
& online Bidding Status Draft M
=l [ Setup Details Adjustments Specifications Notes Attachments Notifications
f
= ltems Drag a column header and drop it here to group by that column
@ Formulas ') Edit | Add ltems 1y Add Assembly RS Add Resource(s) o= Add X Delete : Refresh 1™ Paste From Excel Save Layout | Load Default Layout  Toggle Fil
= Assemblies Line # ‘ Assembly ‘ ftem Resource ‘ Resource Type BIM ID Description ‘ Wifr # Manufacturer
-l 4 Forms No records to display.
. i
- s .
> _ i =
- ||_<|\<H1H_y\|w| Page Size 250 = . hll'lgton
6/20/id¢dm‘ o ©ZU L0 VWasIiiglort UIMVETSILY 1T St Lours > University in St.Louis
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Create new estimate

e Browse to select the * Select the green upload
Excel file arrow to populate the
file field names for

Browse >
Select excel file

Aszumbly ~

em Select W

Resource Select w

Resource Type — Select - v "

B ID — Sehl - b o

Fie Type  Microsolt Excel = File Path Estimate excel template sample xisx Browse... | MNo file selected + %

Description Select ~

PP Fiekd Impart File Facld
i Pnase Select v r .

Assembly Assembly v

Cost Code - Select - w
em fem W

Tiwe — Select - v

} Resource Resource w

Resurce Type Resaurce Type L
BMID BIMID it
Description Dieseription W
Phase Phase L
Cost Code Cost Code b
Type Type w
Bid Category Bid Category b

& Washington
6/20/2016 ©2016 Washington University in St. Louis 10 University in St.Louis
INFORMATION TECHNOLOGY



Create new estimate

e Arrow to the next page to * Save the uploaded
view detail items

o
x
—
o :
% | Resource Type BN 1D | Descripbon Plhuase Cost Code
0] 000050 0 0 01 00 00 Genersl Requrements 0 0
7 DO00ES 0 o 02 40 00 Demoltan and Structure o o
| 95 Moning
v 000036 0 0 02 60 00 Contaminated Site Malesil 0 0
vl 000040 0 [ 02 50 00 Faciity Remedation [ o
|
FieType  Microsoft Excel ~ FilePath Estimate excel template sample xisx Browse...  No fike sehected &+ % Lo | v 000041 o [ 003 00 00 Concrete o o
PM Fiekd | impart File Freld | & ez i o 04 00 04 Masonry 0 o
[ Assembly 1 = v 000053 0 [ 04 00 00 Metals [ o
S Assurmbly |
| | : 06 00 00 Woods, Plastics, and
Rem hem v ] bl g " Composies o ¥
Resource Resource v V| 00074 o [} 07 00 DO Thermal and Matsture Prati 0 o
Resource Type Resaurce Type v ] 00092 L] o 08 00 00 Openings o o
BM 1D BIMID = | | & 000101 0 ] 0% 00 03 Finishes 0 o
Descriptian Deseription v ] 0011g o I 10100 00 Spesiakies o 0
Phase Phase =1 vl 000126 a 0 11 00 00 Equipment a 0
Gk G P 7| | & 000135 0 [ 12 00 00 Fumishings [ o
st Code : : |
= | 000135 o [ 13 00 00 Spesial Construstion o o
Type ype
Bid Category Bid Category vl |

& Washington
6/20/2016 ©2016 Washington University in St. Louis 11 University in St.Louis
INFORMATION TECHNOLOGY



Create new estimate

e Saving the import will populate your items into the
estimate. Save the record.

PMVileb

3 Planning
= [ Flanning
= wiiatives
3 Planning Workshest
[ Estimates|
= [ Procurement
= Procurement
=4 Ovine Bidding
=l [3 Setup
B rems
B Formulas
B3 Assembiies

=l 3 Foms

~

v O

Assign workfiow project

000290 - Assign woekdiow project - E | =

| | e | oot |+ GF Genermte |+ P

Project* Assign workflow project
Revsian L] Date May-05-2016 Estimate unts 1
Drescrption” Estimate 1 CostiUr $40,731,810.00
Cotegoiy = = Priceinit £40,731,810.00
Reference
:‘_';’I':‘“" Drat v
Dretasts Adpstments Specifications. Hotes Mtachments: Hotific aticns
Drag 3 column header ard drop f here 1o group by that eolumn
| PEd ) Adamens oA smibly U AddFesocels) o Add X Dulele 2 Refresh Paste FramEwcel  Save Layowt | Load Defaut Layout  Toqgle Fiters
| Line # | Assemtly | em Resource | ResourceType | BMID | Description | eew | Manudacturer
00 000050 0 0100 00 General Requirements.
002 000055 0 0240 00 Demalson and Structure Moving
003 000038 0 02 60 00 Contarmmated Sde Matenal Removal
004 000040 0 02 80 00 Facilty Remediation
005 000041 0 030000 Concrete
006 D000SE 0 0400 D0 Masonry
oor 000063 0 0500 00 Metals
008 000055 0 0600 0 Woods, Plastics, and Compastes
008 000074 0 07 00 D0 Thermal and Morsture Probechon
o019 000082 0 080000 Openngs
o ooatan 0 090000 Finshes .
012 000118 0 1000 00 Specialies ] .
ot 000126 0 110000 Equpment %Shlngton
014 000135 0 1200 00 Fumishings University in St.Louis
e frerees LT L T P — INFORMATION TECHNOLOGY



Add line item detall (if necessary)

e Edit line items: Highlight the first row, press the
Shift key, and select the bottom row to highlight all

le to edit.

line items. Select edit. All

items availab

6/20/2016

Catsger,

Refarence

Dt

Adysiments

= i & | . B |
J'l L b |~ o]~ $ ov|. o ]moon|. Gromenm |- 7
- Seiat .
Datm Agr
w0
= 00
Specifcabons Noles Altachments Notbcaions
0 9roup by
@ Acd Assermaly ) Aad Resourcers X Deiem 2 Refean Faum FromEicel  Gavelmjowt | Load Deaut Layout  Togge Filtars
mm Rustuite BMID Destrpton [ Manutacture Enase
000045

000074

000 00 00 Procurement and Contracting Rec

005 00 00 Weods. Plasbes, and Comessiles
00T 00 00 Ther
08 00 00 Operings.
007 00 00 Finishes

012 00 00 Furreshings.

013 00 00 Special Comstnuction

00 00 Conveying Equipment

& ZU L0 vWasHngLui Uinversity ir S Luuis

Cost Coow
01-000-000 00 00
0100

000
01002002 00 00
01003003 00 00
01-004-004 00 00
010

D05 00 00
01-005-00% 00 00
01-007-007 00 00
01.008.008 00 00

Tyoe B Canegory

& Washington
University in St.Louis
INFORMATION TECHNOLOGY

15



Add line item detall (If necessary)

e Add unit costs
e Save by selecting “Update Records”

Flanning > Estimates

000250 - Assign workfknw project -E = *H 2 l:'b|- = g ‘BN|' ._']IIMI- <G Generate. 7
Propect* Assgn workdlow propect * | Estrrute uni of measure Salact »
Revsion D Date May-05-2016 Estimate unts 1
Description® Estimate 1 Costiint £40.731.810 .00
Price/Uing $40,731,810.00
=l [ Procurement Coegory | — Select b
B Reference
Warkiow
55 Oniine Bidding Status: Drat -
s [ Setup Specifications Notes Anchments HNotfcations
R nems Drag a column header and W # here 1o group by that cokimn
55 Formulas | [l Updete Records Fancel  Toggie Faers
B9 assembbes ing & Rerm Description Cuantity Ext. Csantity Linit Cost Ext Cast Adpustment 1 Tax Adpustrent 2 Total Cost F
=l [ Forms
001 000050 0100 00 General Requirements 1.00 1.00 $50.00 $50.00 $0.00 $0.00 $0.00 $50.00
002 000055 02 40 00 Demoltion and Structure Mowing 1.00 1.00 $5,344,532.00 $5,344.532.00 $0.00 $0.00 $0.00 $5,344,532.00
003 000038 02 80 00 Contaminated Ste Material Remaval 100 100 3435600 54,355.00 $0.00 50,00 $0.00 54,355.00
004 0000 02 B0 00 Faciity Remediation 100 100 $43,234.00 $43.234.00 0.0 $0.00 $0.00 $43,.234.00
005 000041 03 00 00 Concrete: 100 100 $8,785.00 $8,76500 $0.00 $0.00 $0.00 3876500
I
006 000058 04 00 00 Masonry 1.00 1.00 $7,500.00 $7,500.00 $0.00 $0.00 $0.00 $7.500.00 = .
& Was n
University in St.Louis
a7 000063 0500 00 Metals 100 100 3484800 5484300 $0.00 50,00 $0.00 484300
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Approve and save Estimate

* Once Estimate is complete, change workflow status
to “Approved” and save the record

PMileb

00025

= Planeirg

]|
@_.
©

B oom |- g moon |- Frowee |- P

Esimate #1 CaatUnit
.........

Workflow status >

i
Status

Approved e
_- t p by that column
J AtdResource(s) o Add X Deele 2 Refesh [ PasteFromExcel  SaveLayoul | Load DetwullLayout Topgle Fiters
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PMileb Training

Budget Resolution
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Build Budget for a Project
 Two ways to add navigate to Budget module

e Cost Management Module > Budgets sub-category

e Enter project name and click “Enter”
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Build Budget for a Project

e Double click the record to pull up the budget
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Build Budget for a Project

 Two ways to navigate to Budget module

e Project Center > Select Budgets hyperlink
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Build Budget for a Project

e Note that records show one approved “Estimate”

and one pending “Budget.”
PMileb
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Save Your Budget Record

e Cost codes from your estimate will appear in the
budget record; save
e Unit Costs are displayed as “Original Owner Budget” and

“Original Project Budget:”
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Add Funding Sources

 Two ways to navigate to Funding Records module
e Cost Management > Funding Records sub-category
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Add Funding Sources

 Two ways to navigate to Funding Records module
e Project Center > Select Funding Records hyperlink
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Add Funding Sources

e Add a new fun

from the boar
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Add Funding Sources

e Select the “Project” radio button in the “Allocation
by” box

e Select your project and save
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Add Funding Sources

 On the “details” tab, select “Add”

Cost Management > Funding = Funiing Records
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Add Funding Sources

* In the “Source” field, select the Funding Source

e In the “Cost Allocation” field enter the amount that the
source will fund; Save

PMvileb = v @
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Add Funding Sources

* Once all funding sources have been added, save

 Note: There may be multiple funding sources for a project, and the
Cost Allocation must add up to the budget amount

* You are ready to generate a budget resolution.
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Add Resolution Detalls

e Enter resolution details
* Navigate to the “Specifications” tab
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Add Resolution Detalls

e Enter resolution details that will appear in the

resolution document
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Add Resolution Detalls

e Click top record (Purpose of Project), hold the “Shift”
key, click bottom record to select all records; select

edit to open all fields
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Add Resolution Detalls

* Enter resolution information

Supplier3 Vendar
Supplier3 Rate
Supplier3 Justiication
Suppliets Vendor

Suppliert Role

.
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Add Resolution Detalls

e For large amounts of text, select the magnifying glass
to the right of a text field to open a notes box
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Add Resolution Detalls

* Once all fields are updated, select Upd

Save
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Save Resolution Detalls

e Select save to store all resolution information on the
budget record

PMileb =
——

o CostManagement

Cov Mansgemant > Nudgets  Budgets

r Cafe « Extrote #1 - Reve 0 b 9 ..—; Do!- =l lg ?

3 [ Budgers
=3 [Buggen| Mayer Care : - Estmale #1 - Revisicnd
BH costSooes Revision 0 Daw  Ap 8 Estmane 1
Woriiow
55 Costisagan sans Orat -
B3 rorecants | =
| Detaily Agdjurrments SPRLALINCAT Heowes ARy Wondow Hottzatons
B Costorkshesss !
B3 Detine Worksheats

BT muogut Reaoests

= [ Conmacts

EJ master Commitments ] | Daa | Mot
This 15 a eat

5§ Commitments
This is 2 test

=i [ Change Managerent

&1 Cniine Change Reau ™
'

s

Flant Fund
ALBERICI CONSTRUCTORS IN

& Washington
University in St.Louis
INFORMATION TECHNOLOGY

6/20/2016




Generate Resolution

e Navigate to the printer icon drop down, and select Bl

reporting.

=09 0

PMVileb

- Program/Proyect Login - (L] Cost Managemnent > Budgets » Budgets

s Costhanagement . e . 3 3 , = g @
' 238 Moyur Cae - Estenane #1 - Rev W 0 L& =y {5 = ?
< [ Buogets
i [Budges| Bromt  Moyer Gate - Estrame 255 Estmate S evisiol nil S‘ww‘: H::m“u
CentCoges Revsion 0 Date  Apr03-2016  Deseiphon  Gateas st
2 —
B Costieogers Wokhow pran -
B4 Forecasts
Details Adjustnents Spoccanons. Nows Anathmens. Werkdow Motscatons
B cont Workshests 1
Drag @ column heager and S1op 1L 19 Group By that column
B8 Dwedne vorishonts =
~ Edit o A L] Add CostCodes X Oolote TUndat Tasks 2 Refresh [ Pasis From Excol Save Layout | Load Defaull Layout | Lisé Units
B Budget Reguess
’ 1 | Original Cwndr " Ongnal Proget | "
3 0 Cortacts | Line | Group | Cost Code® Description Budgst Adpustman Tax Adjustment 3 Hudgel | Cost Type Funding Company Tx
3 Master Commitments [m] 001 01 - Gonsruchon Go: 01-001:001 00 00 Gonacal Foquitsments $50.000 00 5000 5000 5000 $50.000 00 5000
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. '
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Generate Resolution

 The Report Viewer window will display
 Select “Resolution”
e Select “Report Viewer” to display entire report

PMileb =90

Coat Mansqement > Madgets > Midgets

Line ot | coatType Funding Company Tat
| 0 00 SJZ-JI
S
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Generate Resolution

* Review Resolution for correctness; make any changes

necessary in spec fields and rerun the report
e Select “save” icon drop down in the top and save as PDF

budget Id  238-Estimate #1 ¥

Project:  Movyer Cafe

EREE

XML file with report data

niveiity in St.Louis

{ 1 ofl b |

CSV {comma delimited)

| PDF

New Project Resolution
MHTML (web archive)

Resolution
gfate: 4/15/2016
flee Date: 4/15/2016

TIFF

file

Word
BWdings and Grounds Cog

Washington University School of Medicine

Moyer Cafe
Project No. 2014515XGMA1
&2 Washington
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Submit Resolution Into

e Select the “Workflow” tab

e Select Submit

PMileb = @ ©

d CostManagement 230 - Mzyer Cate - Extimate #1 - Rev 20 e 3 H 3

= [Cm Budges

E3[euoge] Froject | hloyer Cae - Estmae

B concooes Revsion 0
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B cost Workshests
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Email Body
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= (2 Change Managen
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[ Dusnsss Process
2 Rehesh
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= %l- - ?
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Wendew Nenteatans

Comments

[=]
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Submit Resolution into Workflow

e Select Save
* You will receive notification re: the status of the workflow

PMileb
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PMileb Training

Generate Commitment and Commitment Report
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Generate Commitment

 Two ways to navigate to Commitments module
e Cost Management > Commitments sub-category

* | Welame back Maris Meyer, your st ogn Mar-24-2016 7:19:37 A
S romvcnan [ coneots | _Portore view | Mapview | Calenar |
He retts
B okl frbon
. h Terscrist Activties in < Diath Tell Rises to 3 mecod  Dudpttfecusets-001 Praecuflocas o5 off Fitnovations Due g4
4 [ Costaits
mecription 314 buckget e [
5 vassr Commamerts — -
P . — . b
3 Crine Change Riss = ¥ Tx)
2 P e
Funting R sess
PR Funcien Ramar
: .
* . Planning
e .
Management
Pa [T —
— . | swveisyse | LosdDefauts ayone  Togghe Flters Dtsmiss Selected Remingers )
A Socumert Type froject/Location Due Cote Descrigtion
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Generate Commitment

e The Commitments board will display
e Select “Add” to create a new commitmen

PMileb

[ Frogramproject iogin. ______ ZJNO]

‘CostManagement > Contracts > Commitments

= Cost Management

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

=l [ Budgets

Programs  “Al* Projects Al ( o Add x)eme & Refresh Layouts
Buagets
= S Profect Name Froject® Record # Description workngatatus [ Type | company | orignal vaiue [ change orers | Reterence | master | Eftectve Date [ Procurements |
Cost Ledgers [¥] i ] 2 ] ] [x] [¥] [+] [ [r]
—— KLL Pedestrian Walkwsy Ref KLL1234 oo0cot KLL Pedestrian Walkway Ref Approved Subsoniract Sample Contractor 3 S111,250.00 s0.00 50000 12345 o
B3 Coost Worksheets KLL Pedestrian Walkway Rej KLL1234 t1eeasz MCDONNELL SCI REPLACE Approved Purchass Order | B760 ENGINEERING LLC 57110000 s0.00 S000  (Encumbrance No.) o
e Wieanad KLL Pedestrian Walkway Ref KLL1234 15201252 EAST MCDICSRE-NTADCM Approved Purchass Order | GRAINGER INC 69179 so.00 S0.00  (Encumbrance No.) 0
T KLL Pedestrian Walkway Rej KLL1234 000002 Dreft Subsontract 1ZTWENTY ING 50.00 s0.00 o
B oo Maternity Bidg OBIGyn 1 ex 2018578y 000001 Renovats fl examroom | Approved $31,808.00 5100283 o
Master Commilments | Maternity Bidg OB/Gyn 11l ex 2015576y 000co1 design fees Approved Furchass Order  EISENBERG ARCHITECTS $6,050.00 31000 aa08078M Dec-16-2014 o
Maternity Eidg OBIGyn i ex 2015578y 000002 asbestos inspection and bulk Approved Furchase Order  FARMER ENVIRONMENT s405.00 s195.00 2315226M Jan-07-2015 0
5 5@ Change Management Materniy Eidg OBIGyn Hex 2018576y 000003 asbestos inspection and bulk Wihdrawn Furchase Order  FARMER ENVIRONMENT s405.00 5000 28153280 0et22.2015 0
Maternity Bidg OBIGyn M ex 2015576y 000004 test commiment for invoice w Approved Purchase Order | A AND N CORPORATION 000 000 00D | 9e8ess Jan-13-2018 0
Matermity Bidg OBIGyn 1l ex 2015576y 000co1 Eng. servfor retro commissic Draft Quner Engineer Agre &760 ENGINEERING LLC $212,000.00 s0.00 s0.00 Feb-15-2018 0
Maternity Bidg Ob/Gyn 1flex 2015576y 000001 ‘design modific ations to BJC Kk Approved Consutting Services s CANNON DESIGN ARCHI $10,040.00 $0.00 $0.00 Jan-10-2016 1]
Materniy Eidg OBIGyn Hex 2018576y 000201 carpet, tie and mastic removi Draft Continuing Servises | CARDINAL ENVIRONMEN 535,082 00 5000 5000 Feb-15-2018 0
For Testing Change Orders T TEMPINTDS 000oo1 Genersl Contractor Approved Stipulsted Sum Agree CLAYCO CONSTRUCTION s872,842.00 $148,855.00 s000 Jan-01-2018 0
For Testing Change Orders I TEMPINTCS 000001 Testing Architectural Agresmi Approved Qwner Architect Agre MACKEY MITCHELL ARCH $180,250.00 s0.00 s0.00 Feb-24-2018 0
Sidewak Repair 2015 Ph2 | 16058 00001 Appraved Purchase Order  FIXTURE CONTRAGTING s24,857.00 s271.00 s18,268.50 0
Taylor Avenue Buiding 1l Me 16050 25214950 Approved Furchase Order  ESA LIFESTRUCTURES IF 559,200.00 000 S000 | 35214350 0
Taylor Avenue Buiding 1l Me 16080 000002 Approved Purchase Order  FARMER ENVIRONMENT ss55.00 s425.00 000 | 3830821 0
Taylor Avenue Buiing 1l Me 16050 000003 Approved Purchase Order $4,500.00 s0.00 s000 | 3E3s243M 0 [N
Taylor Avenue Buiing Tl M 16050 000004 Appraved Purchase Order  DUCT SYSTEMS INCORP 275457 s0.00 S0.00 | 36437240 0
Taylor Avenue Buiking 1fl Me 16050 000005 Approved Stipulsted Sum Agres $538,500.00 s0.00 530,000.00 0 1gton
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Generate Commitment

 Two ways to navigate to Commitments module

e Project Center > Commitments hyperlink
PMileb = © ©

_ l - ProgramyProject Login - - @ ‘Cost Management > Budgets > Budgeis

=| Cost Management “ | Welcome back Maria Moyer, your last login Apr-14-2018 10:18:25 Al
=1 O3 Budgets Controls | Praject Center [ Partfalio View T Map View T Calendar }
B Drawing Sets o o .
Actual StartFinish Mesting Minutes o o Does Project Include a
Percent Complete 0.00% Online Submittals o o Move
Scops This is a test to build a new cafe on Punch Lists V] V] Weekly Status Update
WUSM campus. i
RFls o o Plan for Next Week
Select multiple files to upload or drop files in the box below Safetyi Forms o o s antl Rks
Define Worksheets Submitta] Sets o o Identified
Submittal ltems 1] 1] Total Project Budast
= Budget Reguests Transmittals o o otal Froject oudge
=I [ Contracts Emergency Form o o
= Master Commitments [ Cost Management
@ Commitments Record Type Pending Approved
AP Py s 1] 1]
—| [ Change Management ayments
- Budget Reguests 0 0
[ I S
q » Budgets 1] 1
i -
< Commitments 1 2
Forecasts o o
Funding Authorizations 1] 1]
Funding Records 1 0
Funding Requests 1] 1]
Miscellaneous Invoices o o
Online Change Requests 0 0 L
Progress Invoices ] ]
Commitment Apprentices 1] 1] gwﬁshlrlgton
6/20/2016 B Scheduling Jniversity in St.Louis
. Record Tvoe Pending Approved ORMATION TECHNOLOGY
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Generate Commitment

e The Commitments board will display

e Select “Add” to create a new commitment

* Note: if the project does not yet have any commitments,
you will taken directly to a new commitment record

PMileb

‘Cost Management > Contracts > Commitments

=l Cost Management

=l [ Budgets

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

Programs  “All" ~ Projects Al l > o Add *}eme & Refresh Layeuts
Budgets
Project Name Project# Recors & Description \ Workfcgfltatus ‘ Type ‘ Company Biled Reference Master Effective Date. Procurement &
Gost Codes
V. ¥ |7 T T v v
Cost Ledgers
iy KLL Pedesirian Walkway Ref KLL1234 KLL Pedesirian Walkway Ref Approved Subcontract Sample Contractor 3 12348 0
Gisst Worksheats KLL Pedesirian Walkway Rey KLL1234 MCDONNELL SCI REPLACE Approved Purchase Order | 6760 ENGINEERING LLC (Encumbrance No.) 0
T KLL Pedestrian Walkway Rey KLL1234 EAST MCDICSRE-NTADCM  Approved Purchase Order | GRAINGER ING (Encumbrance No.) ]
P — KLL Pedesirian Walkway Ref KLL1234 ooooo2 Draft Subcontract 12TWENTY ING 0
= 3 Contracts Maternity Bidg Obl/Gyn 11 ex ooooot Renovate 1flexamroom | Approved 0
Master Commitments || Meternity Bidg Ob/Gyn 111 ex 000001 aesign fees Approves Purchase Order | EISENBERG ARGHITEGTS 3800078M Det-16-2014 o
P Maternity Bidg Ob/Gyn 111 ex ooooo2 asbestos inspection and bulk Approved Purchsse Order  FARMER ENVIRONMENT: Jan-07-2015
3 (3 Change Mansgement Materniy Bidg Ob/Gyn 11 ex 000003 asbestos inspection and bulk Withdrawn Purchase Order | FARMER ENVIRONMENT: 0
[ Matemity Bidg OB/GYn 11 &x ooooos test commitment for Imvoite W Approved Purchase Order | AAND N CORPORATION 0
»
Maternity Bidg Ob/Gyn 1l ex 000001 Eng. servfor retro commissic Draft Owner Engineer Agre o
¥ Planning
L Maternity Bidg Ob/Gyn 111 ex 000001 design modifications to BJC K Approved Consuling Services s CANNGN DESIGN ARGHT 0
INE _
|\ Engineeting Forms Maternity Bidg Ob/Gyn 1flex 20 000201 carpet, tie and mastic remov: Draft Continuing Services | CARDINAL ENVIRONMEN 0
For Testing Change Orders I TEMPINTOS ooooot General Contractor Approved Stipulated Sum Agres CLAYCO CONSTRUCTIO!
For Testing Ghange Orders 2 TEMPINTOS 00000t Testing Architestural Agreem Approved Owner Architect Agre MAGKEY MITGHELL ARCH 0
Sidewslk Repair 2015 Ph2 00000t Approved Purchese Order  FIXTURE CONTRACTING 0
Taylor Avenue Buiding 111 Me 36214050 Approved Purchese Order  BSA LIFESTRUCTURES It
Taylor Avenue Buiding 111 Me 000002 Approved Purchase Order | FARMER ENVIRONMENT:
Taylor Avenue Bukding 111 Me 000003 Approved Purchase Order 0
Taylor Avenue Buiding 1l Me 000008 Approved Purchase Order | DUCT SYSTEMS INCORP 0
Taylor Avenue Buiding 111 Me 000008 Approved Stipulated Sum Agree
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Generate Commitment

* In the “Type” field select type of agreement

e NOTE: Do not select “Sub-Contract” as subcontractors
will be addressed in the various other agreement types

& Washington
6/20/2016 ©2015 Washington University in St. Louis 6 University in St.Louis
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Generate Commitment

* The ID will be auto-generated

* In the “Company” field, select the vendor
PMileb = © @

e NG Cost Management > Contracts > Commitments

=| Cost M: it { [ 5 = =,
EE— P RE D% S E R |G || ?
=l T3l Budgets
B Budgsts =
Billing
Type Owner Architect Agr = i g " Costs Days
® Do not allow overbiling (revised value or lines)
Project ‘Mwer i n ) Allow overtiling Original \alue 50.00 0.00
1o* Moyer Cafe 0.00% % of revised value Approved Changes 50.00 0.00
Company 0.00% % of line item Revised hahue 50.00 .00
Billed 30.00
Description
— Select - e Retained 50.00
= PO (fr AlS)
[ Budget Requests vrom-S9) Services 0.00% Balance Due 50.00
= O3 contracts Hewpiory Stored Materials 0.00% Payments Applied 50.00
Master Commitments g{:{ukgﬂw Fipesi ki 0.0
=i [Commimens| Effective Date e n
s Apr-14-2016 =) Pending Changes 30.00 0.00)
=l O3 Change Management 4 Days . = Projec ted \alus $0.00 0.00
o R LS Proturement # zivery Date Apr-14-2016 5]
1 3
Paid In Full Moyer Cafe
Ll . Plar
| Details | | 28 Orders Progress Invoices Payments Notes Aftac hments Motific ations
Drag a column he
| = Remresh ¥ Projects 1-1 outof 1
- - . v
(o — [ires = [Dssepon Er

= | %] [ ] ] =l

‘ND records to display. : . . — - Wﬁshj_rlgton
6202016 M Universityin StLous
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Generate Commitment
e Select “Effective Date”
e This date will populate on the contract header

“Procurement #” field is autopoulated if a bid was
mvolved Otherwise this field should be NULL

= - &2 Washington
6/20/201 e . Universty St Louts
v INFORMATION TECHNOLOGY




Generate Commitment

e Select “Allow overbilling” radio button and “Up to
XX% of revised value”; save record

PVileb =9 0@

I W

mvFrosect Logm

=l Cost Mans it I ™ n - 1
Rekhanaga ALBERICI CONSTRUCTORS ING - 002 - e D 0% B & 25 @ e |- | P
= [ Budpels
=3 Budgets ’
ing
=3 cost Codes Type Owniar Architact Agr = Costs Days
Do not allow overbilling (revised value or lines)
3 cost Ledgars Project* Mayer Cafe - %) Allow averbiling Cmginal Value $15,000.00 0.00
B3 Forecasts. o 002 # upo 0,00% % of revised value Approvad Changes $15,000.00 000
" i Revised Value $30,000.00 0.00
B3 cost Worksheets Sy ALBERICI CONSTRUCTORS INC Upto 0.00% % of ne item
. Balled $1,000.00
o
B3 Define Worksheets e = - ey
e PO (from AIS) PO
3 Budgat Requests / Realention on Services 0.00% Balance Dus 5300 00
=l 3 Contracts Revision 0 Date  Apr-14-2016 Ratantion an Storad Matanals 0.00% Payments Applied $0.00
B3 master Commitments ‘é‘gtz‘m Approved - Open Balance $800 00
- - — L ¥ Unbilled 529,000.00
5 [commitments| Effective Data” | yor.01-2016 ] =
Due Data Apr-14-2016 ] Pending Changes §0.00 0.00
=l [ Changs Management Days 0.00
- Projected Val §30,000.00 0.00
B e T | Procurements Scheduled Delivery Date Apr-14-2016 ] e
‘ »
Paid In Full = Ship To Moyer Cafe
e
Details Adjustments. Specifications Checklists Clauses (2) Change Orders Progress Invoices Paymenis Hotes (4) Aftachments (2) Notifications.
Drag a column header and drog it here to group by that column
A Edit O] Addltems o Add X Delete 2 Refresh [ Paste From Excel  Save Layout | Load Default Layout || Use Unils
= ] Line # Item Description Ext. Cost Adgustment 1 Tax Adjustment 2 Total Cost | Cost Coda
. [ ] ] = = ] = w ]
7] 001 000041 | 003 00 00 Concrete $10,000.00 $0.00 50.00 $0.00 $10,000.00  01-003-003 00 00
| 002 DODDB3 | 005 00 00 Metals $5,000.00 $0.00 $0.00 $0.00 $5,000.00  01-005-005 00 00 @%Shlngton
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Add Commitment Detalls

e Select “Add items” to add cost codes to the

commitment
PVileb = ©

[ =R T D Cost Management > Contracts > Commitments

3 Cost Managament -
Rekhanaga ALBERICI CONSTRUCTORS ING - 002 - @G conerste. |~ | 7
= [ Budpels
=3 Budgets
ing
B3 cost Codes Typa Owmar Architact Agr Coste o
: ays
Do not allow overbilling (revised value or lines)
B3 cost Leagers Project* Mayer Cafa - % Allow overbiting Oginal Value $15,000.00 000
B3 Forecasts o 002 #upw 0,00% % of revised value Approved Changes $15,000.00 000
" : Ravisad Value $30,000.00 0.00
3 cost Workshests Sy ALBERICI CONSTRUCTORS ING - Upte 0.00% % of e item
. Dot $1,000.00
. o
B3 Define Worksheels Billing Tarms o = S ST
he PO (from AIS) PO
3 Budget Requests ¢ Retention on Services 0.00% Balancs Due 580000
= 3 Contracts Revision o Date  Apr-14-2016 Ratantion an Storad Matenals 0.00% Payments Applied $0.00
B3 Master Commitmente ‘ggtz‘m Approved - - Open Balance $800 00
- . — Delivery Unbilled $20,000,00
5 [commitments| Effective Data” | ior.01-2016 ] =
Due Data Apr-14-2016 = Pending Changes. §0.00 0.00
=l [ Changs Management Days 0.00
— Propcted Val $30,000.00 0.00
B e T | Procurements Scheduled Delivery Date Agr-14-2016 & e
i L4
= Paid In Full = Ship To Moyer Cafe
o ails " aficati s USES nge s nvoices. ifications.
3 ab Details | Specifications Checklists Clauses (2) Change Orde Progress | Paymenis Notes (4) Attachments (2) Notificat
Drag a c N header and drop g 10 group by that column
Z Ed 1 Add ltems Add X Delote & Refrosh [ Paste From Excel  Save Layout | Load Default Layout || Use Units
= Ling [ tem Description Ext. Cost Adjustrient 1 | Tax Adjustment 2 Total Cost | cost Code
3 [+] ] [#] [¥] [#] [r] [¥] [+] [r]
| 001 000041 | 003 00 00 Concrets $10,000.00 $0.00 $0.00 $0.00 $10,000.00  01-003-003 00 00
| o0z DODDB3 | 005 00 00 Metals $5,000.00 $0.00 $0.00 $0.00 $5,00000 01-005-D05 00 00 @%Shlngton
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Add Commitment Detalls

e Drag line items into the cost code window
e Save

Cost Management > Contracts > Commitments

=l Cost Management - | L =} & [ 5
= i ALBERIC| CONSTRUCTORS INC - 002 - (e L H B ) = 5. &~ | @
= 3 Budgets s
& sudgets
& cost Codes Costs Days
[E Cost Ledgers 50.00 0.00
Forecasts ' scanfType Choose File | Nofile chosen 50.00 0.00
5000 0.00
ozt rshests. = O Typical Cost Codes = Gost 5000
= Define Worksheets Des Phase | — Select - T | Code - Select - - Type | —Sekct— T
@ DDD DD DD Procurement and | $0.00
B3 Budget Requests PO# : Location | — Select - ¥ | Company G - | Period i
= ] 00100 00 General Reguirer 000
= 3 Contracts Rev o y 2 Edit X Deete g% Refresh 50,00
Worl =] 002 00 DD Existing Conditior
B Master Commitments Stan e Cost Code 80.00
— 003.00.00 Gonerete 000041 | 003 00 00 Concrete 01-003-003 00 00 50.00
_ 5 » 004 00 0D Masonry 50.00 0.00
= [ Change Management Day:
o = ~Z] 005 00 00 Metals 5000 0.00
$ B =] 008 00 00 Woods, Piastics,
- =
. ] 007 00 0D Thermal and Mo
2] 008 00 00 Openings [z -
] 003 00 00 Finishes
-] 01000 0D Speciaties
i E‘I 011 0D 00 Equipment ‘ Total Cost | Cost Code
©12 00 DD Furnishings |7‘ |T
2] 012 00 00 Special Construc .
- ~
&2 Whshington
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Add Commitment Detalls

e Cost codes will now appear on “Detail” tab
e Use shortcut: select top row; shift; bottom row; edit
e Enter cost values into the “Ext Cost” field; Update Records

PMileb =9 @

— ot Maragemert > Contracts > Commirerts

2 Cost Management Y . P
: ALBERICI CONSTRUCTORS INC - 002 - IO W H 2 A 8| S| @ 2 E| G |- | 7
= 23 Budgets = ==
B4 Budgets
B cost Cotes Tipe Owner Architect Ag Costs Dsys
Do not allow overbiling (revised value of lines)
BB cost Ledgers Projct” Moyaer Gafe v * Allow overtling Original Valus. 515,000 00 000
B2 Foracasts o 002 ¥ upto 0.00% % of revised valus Approved Changes §15,000 00 000
i i oy Revised Value $30.000 00 .00
B cost workshests Sompany ALBERICI CONSTRUCTORS ING - 8 Uptor IO, % of e om
b o Billed 51,000 00
" escrption i
B3 Define Workshests Biling Terms w = o 20000
PO (from AIS) PO%
B3 Budget Reauests - Retention on Services 0.00% Balanca Due $800.00
< [ Contracts Revision o Retention on Stored Materials 0.00% Payments Apphed $0.00
2 v conmnans | 28 - o o
Unbiled 520,000 00
3 [Commiments] Effective Dats*
Due Date Apr-14-2016 e Pending Changes 5000 000
=l (38 Change Management Days 0.00 § )
- e 7| Procurement # Scheduled Delivery Date Apr-14-2016 Fyeice Vel 0,000 0 00
Pasd In Ful Ship To Moyer Cafe
Specificatons Chackliss Addanda Change Crders. [Progress invoices Fayments Notes Atachments Nogificasions
}l Crag a column neader and drep it nereWgprous By that cokumn
[ Upoane Recors 3 Cancel
Ling s em Descripbon nt 1 Tax Adjusamnt 2 Total Gost CostCooe Cost Type Cost Periog Priase
0 i G i " G W W "
007 000041 003 00 00 Con $10,000.00 $0.00 $0.00 $0.00 $10,00000 01-003-003 00 00 b Swlect v b Select
002 0000E3 005 00 00 Metal $5,000.00 $0.00 $0.00 $5.00000  01-005-005 00 00 - Swlect v - Select
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Add Commitment Detalls
e Select “Addenda” tab and “Add Addenda”

Cost Management > Contracts > Commitments

3 CostM t a " . o
oo Mot ALBERICI CONSTRUCTORS ING - 002 e LELE I G| S| B |G s || P
= [ Budgets -
B Budgets -
B3 Cost Codes Trpe Owner Architect Agi Costs Days
: . Da ot allow ovesbilling (revisad value or nes)
3 Cost Ledgers Project Moyer Cafe - ® Alow overbiling Original Valus $15,000 00 000
B3 Foracasts o 002 ¥ upo 0.00% % of revised value Approved Changes $15,000 00 000
= Rewised Value $30.000 00 0.00
B3 cost Worksheets Company’ ALBERICI CONSTRUCTORS ING - & | Eupto 0.00%; % of e item
= i Balad $1,000 00
Description
Define Worksheets Biling Terms % = R | f— 000
B3 Budget Requests POR(¥am ALL) (POR Retention on Services 0.00% Balance Due $800.00
=l [ Contracts Reiision 9 Date | Apr-14-2018 Retantion on Stored Materials 000% Payments Applied $000
B3 voster Commitments | B | Approved - Open Balance 580000
Dolrvor Unbitled $29,00000
3 [Commiments] Effective Dats" 7
(x| My 012016 Due Date Aor 142016 m Pending Changes $000 000
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Add Commitment Detalls

 Drag over the folder of the agreement type of the
commitment

e Save
PVvileb =

5 CostManagement
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Add Commitment Detalls

e Select “Notes” tab;

* You will populate these notes with details that will
populate the contract appropriately

° aPM‘u‘E-‘b': =00

Cost Management > Contracts > Commitments

ost Management wE y
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Add Commitment Detalls

e Select a note; select edit

* The note will open in a window (next page

e Complete all notes
PMileb = v @

— D ot aragement > Gorracts> Commient

2l Cost Manager " s " 1 — - [
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Add Commitment Detalls

e Delete any placeholder in the message box

e Add details to correlate with each Note header; save

e E.g., Add the “Project Description” to that note
Pvileb

4 Costhanagement
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Add Commitment Detalls

e Select “Specifications” tab

e Select Contract Signatures tab
PMileb = © 0

=l Cost Management - . : . -
o ALBERICI CONSTRUCTORS ING - 002 - -3 H 3 = By |- &~ =] ¥ Groenems |- | 7
= [ Budgets =
B3 Budgsts.
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Add Commitment Detalls

e Use shortcut: select top row; shift; bottom row; edit

 Enter Owner Signer Name and title
e NOTE: This will typically be the Director of Capital Projects

e Enter Vendor Signer Name and title (the person
authorized to sign the contract); Update Records

‘Vendor Signer Name

£ Washington
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Add Commitment Detalls

 Select “Specifications” tab and select tab for
appropriate type of agreement

e Populate details here just like for a resolution
PMileb = v ©

— o Nanagemert > Corracts > Commiment

= Cost Management . > > : G - 3
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Add Commitment Detalls

e Use shortcut: select top row; shift; bottom row; edit
e Add contract details

PMileb

v o

D Cost Management > Contracts > Com
2 CostManagement A Y . —
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Add Commitment Detalls

e Each line that has “(note added)” indicates a note that
needs to be completed for this commitment

e Click the checkbox to denote that a note was added;
add any notes that have not yet been added

* Select “Update Records” to save

Hates

£ Washington

University in St.Louis
INFORMATION TECHNOLOGY




Generate Commitment Report

e Save the record

e Navigate to the printer icon

reporting.

v O

PMileb =
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Generate Commitment Report

e Select appropriate contract type — click magnifying

glass

* Then select Report Viewer to view entire report
PMileb = o @
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x ot
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Generate Commitment Report

* Review commitment for correctness; make any changes
necessary in spec fields and rerun the report

* Note: use arrows to navigate if multiple pages

* Note: page 3 contains info from spec fields; other pages contain
information from the addenda attachments

Ty Owner ATChiteeLAQr = Costs Days
Da notallow overbilling (revised value or lines) . =
i Moyer Cate - ® allow oversiling Original Vaios $32.000.00 o0y
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| On behalf of the School of Medicine b oo
Washington University School of Medicine 0
€60 South Euclid Avenue
e Eoe— Campus Box BI34
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6/20/20 16 53543003 - Maria Moyer of WUSTL - Washington Universityin §
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Generate Commitment Report

e Commitment contracts will be submitted through workflow as
an attachment to the commitment record

e Save the commitment as a PDF to a central drive.

r Cafe v Commitment: 002 - ALBERICI CONSTRUCTORS INC
4 4 1 ofa b bl & Find | Next 2
ll.l:l [ ' XML file with report data |e
b ]
‘i._l;, nUI Ilver CSV (comma delimited) _lE
FDF

Architect Agreement MHTML (web archive)

THE WASHINGTON UNIVERSITY
Cn behalf of the School of Medicine
Washington University School of Medicine

660 South Euclid Avenue
Campus Box 8034
& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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Generate Commitment Report

e Select “Attachments” tab and then “Select” button

e Upload the saved commitment document here
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Submit Commitment Report into

nggf PéNWorkrow” tab

e Select Submit

Cost Management > Contracts > Commitments

ot Login H
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Submit Commitment Report into

VUL

* You will receive notification re: the status of the workflow

I8 ST DTN
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Commitment Vendor step In
Warkilow

e commitment workflow has a step for the
commitment vendor

* You can see in the workflow log every step in the
workflow. The PM will receive the “commitment
vendor” step and delegate it to the vendor.

‘] ; v May-21-2016 Project Manager 1 Jon Smith

2 - —APM — Commitment < $50k
May-26-2016  Accountant 1 Emily Follman Approve after PO is keyed in
Market, place
£ - APM - Non PO Commitment
11111111 omm mily |
000000000 roject Manag Jon Smith
= Commitme 3
e - APM - Non PO Commitment
Commitment 7 34 ] Jun-10-2016 Commitment Vendor  Emily Follman Delegate to appropriate vendor
Ve n d or RO I e contact for this commitment, W'dsnlng(on
6/292016 ©2016 Washington University in St. Louis 30 University in St.Louis
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Commitment Vendor step In
Weq)ercltdlls)eyggate” radio button

e Select the delegate from the list in the pop up window
e Save the assignment and save the workflow step

Detalls

[E workfiow Actions
© Approve
< Return

uuuuuuuuuuuuu

© (poNoTuse
- (ends )
9 " Final Approve
Select Delegate * Delega te
.

sssssss

=
6/20/2016 R

eeeeeeeeeee

jones - Sam Jones
AUSER - Any User

hhhhhhhhhhhhhhhhhhhhh

mmmmmmmmmmmmmmmmmm

& Washington
University in St.Louis
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Commitment Vendor step Iin
orkf

. Ven ors may choose not to use PMWeb

* In this case, the PM will not delegate to the vendor,
but will instead email the commitment document to

the vendor for signature.

* When the sighed document is returned via email, the
PM will add the document to the record in PMWeb
and approve it as a proxy for the vendor, sending the
record on to the next step in workflow

£ Washington

University in St.Louis
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Final Signature

e After vendor has returned the signature page of the
contract (either via email or PMWeb attachment, the

WU final approver/designated signatory needs to add
signature to signature page

e This will be done manually for now

e Electronic sighatures are coming

e Optin/out will be required to be performed for each esign
(WU and vendor)

£ Washington

6/20/2016 ©2016 Washington University in St. Louis 33 University in St.Louis
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Final Signature

e Print page, WU signer will sign, and scan
e Upload to commitment record as attachment
e Save record

Paid In Full D Ship To EMILY Testing vendor security

- . Planning

-1

., Engineering Forms

L Details Adjustments Specifications Checklists Addenda Change Orders Progress Invoices Paym

-

7 ; Cost Management WStep 5 of 5) Notifications

 Scheduling <inf| Save ) 2 cancel (™ Download Files

- s cripi ‘ File” ‘ Re

-~ Asset Management

E ' s

S ——— —
th; Workflow / i i i B
- < c fment XXX Sianat _) Document Manager '_/Link '_)SharePoint ' ) Aconex Browse... | Commitment X..
. ammitmen ignature pag

e Portfolio ~— g pag () Email @ Upload

éToolbox WUConsultingServicesAgreement  WUConsultingServicesAgreement. pdf
E——— , 3 ingfon
[ 4] | 4| | 1 || bl e Page Size 20 nStLouis

"ECHNOLOGY



Final Approval

e Final approver will review commitment and select

final approve

e Save

Details Adjustments

[) w Actions

= Approve

' (U Return
) po NOT USE
O Withdraw (ends workflow)
© ® Fjal Approve
M, Delegate

Team Input (0)

Save

Subject
Email Body

Add CC

e Commitment is fully executed

Specifications

Progress Invoices

Commen ts

Attachments (1)

Workflow (Step 5 of 5)



Final Approval

e Visual workflow will show that the record has
completed final approval

Details Adjustments Specifications Checklists Addenda Change Orders Progress Invoices Payments Notes Attachments (2) Workflow
Notifications

Business Process

Workflow Log

= Template

Commitment-WUSM2

(®) Roles Submitter : - Multiple - . Commitment 50k

Commitment between 5... Commitment 800k Accountant 1 . Final Approve

) Names

Withdrawal

& Washington
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PMileb Training

Budget Requests — Resolution Increase

3 Washington

Umversﬁy inSt.Louis
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Start with a new Estimate

e Same process as initial budget — start with an estimate

 Two ways to navigate to Estimate module

e Planning Module > Estimates sub-category
PMileb = v ©

Login - D Planning > Estimates

= Planning ~ || Drag a column header and drop it here to group by that column _g—
= [3 Panning Programs Al > Projects Al - {on X Delete W& Refresh  [F] Layouts
Initiatives
Project Name Project# | Record # | Description Worl Status M | Reference | Unit | Category | Revision #
Planning Worksheet — = g y = — =
& (e} IRl || [
3 Rl Procurement KLL Pedestrian Walkway KLL1234 000020 KLL Pedestrian Walkway Rep Approved 1.00 0
Procursnait KLL Pedestrian Walkwa; KLL1234 000027 Revised Estimate Draft 1.00 0
Oniine Bidding Maternity Sldg Ob/Gyn Do0DS2 Approved Budget Approved 1.00 ]
=l 3 Setup Mew Resolution Test (D 000126 Eggneg Approved 1.00 o
ftems Mew Resolution Test (D) KMH 15055 000127 Eggnog Increase Approved 1.00 ]
o Mew Resolution Test (D) KMH 15056 000129 sstimats paste Draft 1.00 0
s New Resolution Test (D) KMH 18056 000130 fefe Approved 1.00 0
=| 3 Forms East Bidg 3rd Floor Psyt 18055 000149 East 2 Psychiatry Renc - Incl Draft sf 1.00 o
For Testing Change Orc TEMPINTOS Doo140 For Testing CO's. First Attem Approved 1.00 o
. 2 For Testing Change Orc TEMPINTOS Do0143 Delete Draft 1.00 o
Pla nning Sidewslk Repair 2015 P 18058 000145 budget Approved 1.00 0
TEMPINTO8 ooo141 Program Estimate Draft 1.00 o
Taylor Avenue Building © 16080 000142 General Medical Sciences an  Withdrawn sf 1
Taylor Avenue Building © 16080 000148 General Medical Sciences an  Approved sf 11,483.00 o
McDonnell Scibasemen 18081 DOO144 originally this project included Approved sf 750,00 o I
HHM FCUs JAFDO4 000147 Budget Testing (Escape Rool Approved sf 70,000.00 o
HHM FCUs JAFOD4 000148 Adding to the estimate (Escaj Approved 1.00 ] Wash]_ngton
Forecast Test 16066 DOD150 Foret ast Test Estimate Approved 1.00 o 2 UniVGI‘SitYiIlSt‘[DUiS
Forecast Test 15086 L estimate test Approved 1.00 o INFORMATION TECHNOLOGY




Create New Estimate for additional

funds

WO Ways

to navigate to Estimate module

* Project Center > Select Estimates hyperlink

PMileb =
L ———

4 Fanning C o

o Planning » Estimates
07.2018 31037 P

=i [ Plerrg

Cantrols | ProjectCenter | PortfoboView | MapView | Calends |

R Eatrates)

=i 3 Procurement Project Center
B Frocurement -
e Meper Cale - Crea amglate H:"'E (= e
= Orine Bioaing
4 Setup
B e ATEST1-WUISM - | Navigator BlSchedule
B Formuiss eSS =L Targee
= Moyee Cale Prefected:
Assemeies
Lot son WM - = Washington Link e s
d [ Foerns - 50,00
Prcject Statu - Select e 1 0
=1 Frogeam of Recuremers) = * Oriine Baang D o Antic pated Coat $0.00
K - .
Project Tpe ew Contruetion Pri mrromit L] o | BCustom Fralds
Categeey - Seleet - I Tar Requremers o 0
e - MBI Debt Funded Square Footage
Currncy Dioler (United Siases of Amercl Record Type Pending Appeoved Planning and Project Request Form  LEED Information  Project Ratings
Target Busgec 2000 | Aceaben N N Project Date Tracking  Admin Use Only
Target Fisvenve 000 Conrsgerdencs [ L] ’
£an
Target Durston 0 UOM -5t v Duly Repore ¢ °
R — Drawing Lists ] ]
A s Drawing Sets [ ]
A2 tus StaFinish S M o 0 Does Preject Inchaoe 8
Percant Compete 000% Orinn Submatais ] o | M
Scope Punch st o o Weekly Status Update
RFN ] ] Plan for Next Week
Sainet mubiphe fies 1 upload o drep fles In the bow below Salaty Forms L} o Etwes and Risks
Y Submetsl Sets ] ] Ientified
Submital lems ] ]
Total udget
— - N otal Project Budge 5000
Emargancy Form ] a
.
Penting Appeeed
[ ] & n
6/20/2016 0 : University in St.Louis
] ] T
] o INFORMATION TECHNOLOGY




Create new estimate

e You will be brought to a new estimate record

PMileb =9 0

= Plar = 3
R O PEE 2% S L E e pmet|r @omene |- ?
'+ [ Planning
Project’ v Estimateuntofmeasure . Selct— ¥
5 3 Procursment Revision 0 Date Estimate units 1
= Description* CostUnit 5000
= Procurement . — = Eriellnt S0
Online Bidding o = =
Reference
= [ set
A s Werkfiow p o .
Items Status Z
Formulas | Detais ] Adjustments ‘Specifications Notes Aftachments Nofifcations
Assemblies Drag a column header and drop it here to group by that column
5 B Forms & Refresh  Save Layout | Load DefaultLayout _Togale Fiters
Programof Line # | Assembly | Item Resource Resource Type | BIMID Description Mt # Manufacturer Phase GCost Code Type Bid Category UoM
o records to display.

Page Size 20

.
‘shington
cauvdSityinSt.Louis

\STpAvVERe) VVd)IIIIIBLUII UIIIVCI)ILy oL Luuis
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Create new estimate

e Select your project from the list
PMileb = 9 ©

= . _ Program/Project Login - @ Planning > Estimates

= rones T TP
Select prOjeCt Project* ‘ mvm H Estimate unit of measure - Seleet - el
A MM Test Script Development ite units 1
Revision Init $0.00
E Description” Unit $0.00
=l 3 Procurement Category
Procurement Reference
Oniine Bidding gg{:gw
=l [ Setup Details iments Netific ations
E tems |
Drag a colum
E Formules 2 et
B assemblies Line # Resource Type | BIM D ‘ Description ‘ Mir. % | Manufac turer | Phase
=l O3 Forms ~ [Mo records i

—
i

¥ Projects 1-1 out of 1

& Washington
6/20/2016 = ©/ZUIT VVasSHHEgLUIl UTHIVEISILY 111 JL. LUUID ) UDIVCISIIYIIIStJ.DUIS
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Create new estimate

e Enter Estimate Description (only required field) and

save the record

: J (]| B oo | g meon | Bpoeneaw | P
7 nmatves Sle| -
=3 Puanning Workshi o 1
50.00
3 [Estmates| = 50.00
[ Procurement
] Procurament
3 Crline Bid
i Dewils | Avjustments  Specifcatons Nols  ARIcment  Noahcanons.
E e Ora a column Reader a0d drog it hane 1 group By That column
T riee £ Retesn  Savelayoul | Load DewtLayout  oagle Flers
B rsentlies Lnes | Assemcy | hem Resourcs. [RescucaType | 88D | Descripto i, | Prase Cost Cods, Tipe i Canegary
21 g Forms Na records o display
B Program of Requifer
2 Fage Sze 20
W
=
P
& Washington
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Create new estimate

 Two ways to add cost codes and unit prices to your
estimate

e Details tab > Add Items

a2 ®- - Om®m|- pwma|: G ommn. |- P
somate unf of measute - Setegt
Date Apr-26-2016 Estimate unfis L
Costini 5000
Priceding $400
Netes
o piumn
oy 4 dpAdd X Dete  FRefesn ) PaseFomixel  Savelajout | Lead Defullayout Togge Filler
mmmmmm | Resourra Typa | A0y | Bascreaon | e 2 | Manutacnar | praa | ot oca | Typa. | min casagany

& Whshington

W ZULO VVadHHTZLUIL UTHIVEIDILY 111 JL. LUUID 7 UniversitymStlouis
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Create new estimate

 From the “items” window, drag and drop the
relevant cost codes into your estimate. Save.

PMileb

4 Planning
3 [ Planeing
=5 Esmner]

3 [ Procurement
Procurement
B Online Bidaing

4 [ Seup
B mann
5 Fomwias
B3 Assembiins

3 (3 Foms

B8 Program of Recuttemen].

Croated: Apr-8-2016 by 1353543063

6/20/2016

v o

> Estimates

a3l B

(B oo [« G onen |

StanType Choose Fie | No Sle ehosen 31008 Samings
o, T [ T—
4 (2 00 Dotaned Gost Gooes

Lecaton | — Select— v | Company = Pencd
+i- [y Cost Codes on a 8-Fund f
= Ritaah
= [ Cost Cades o 3 Jumbo-Fung S N e e .
*  |mm | CestCoce | Tyee | Quansty | UmaComt
1 oo 91-000-000 00 00 1 oo
01001001 0000 1 oo
01-002-002 00 00 0.00
] 00 00 .00
004 00 00 Masonry 01-004-004 0000 o0
00% 00 00 Metal 01-005-005 00 00 0.00
a3, Pl o 00 00 .00
007 00 00 Themal
and Maestute 01007007 00 00 .00
Protaction
00% 00 00 Cpwnings 01-008-008 00 00 0.00
004 00 00 Finishes 01-006-00 60 00 .00
01000 00 5 L 01-010-01 0.00
110000 & .00
0.00

?

Topgle Fillers

heturer Cont Code | Big Canegory

OfWUSTL - of ety

Louis

©2016 Washington University in St. Louis

.

&2 Washington

8 University in St.Louis
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Create new estimate

 Two ways to add cost codes and unit prices to your
estimate

e Complete the estimate in an Excel template and upload

PVifeb = v ©

_ . Assign workflow project - @ Planning > Estimates
P ~ . 5 " 1
. Rafining 000290 - Assign workflow project-E = - H X - ﬁu | v | v £ ‘ | }v O‘ Generate_. | - 7
=| [l Planning -
B mptE Estimate
= initiatives Project Assign workflow project ¥ Estimate unit of measure | m po rt >
s = b T Estimates Detail
= evision ate May-| Estimate units H .
[E3 Planning Worksheet E5t|mate Detall
Description* Estimate 1 Cost/Unit —
Price/Unit
=| [_J Procurement Category —oelect -
" Refe
= Procurement elerence
Workflow
& online Bidding Status Draft M
=l [ Setup Details Adjustments Specifications Notes Attachments Notifications
f
= ltems Drag a column header and drop it here to group by that column
@ Formulas ') Edit | Add ltems 1y Add Assembly RS Add Resource(s) o= Add X Delete : Refresh 1™ Paste From Excel Save Layout | Load Default Layout  Toggle Fil
= Assemblies Line # ‘ Assembly ‘ ftem Resource ‘ Resource Type BIM ID Description ‘ Wifr # Manufacturer
-l 4 Forms No records to display.
. i
- s .
> _ i =
- ||_<|\<H1H_y\|w| Page Size 250 = . hll'lgton
6/20/id¢dm‘ o ©ZU L0 VWasIiiglort UIMVETSILY 1T St Lours > University in St.Louis
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Create new estimate

e Browse to select the * Select the green upload
Excel file arrow to populate the
file field names for

Browse >
Select excel file

Aszumbly ~

em Select W

Resource Select w

Resource Type — Select - v "

B ID — Sehl - b o

Fie Type  Microsolt Excel = File Path Estimate excel template sample xisx Browse... | MNo file selected + %

Description Select ~

PP Fiekd Impart File Facld
i Pnase Select v r .

Assembly Assembly v

Cost Code - Select - w
em fem W

Tiwe — Select - v

} Resource Resource w

Resurce Type Resaurce Type L
BMID BIMID it
Description Dieseription W
Phase Phase L
Cost Code Cost Code b
Type Type w
Bid Category Bid Category b

& Washington
6/20/2016 ©2016 Washington University in St. Louis 10 University in St.Louis
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Create new estimate

e Arrow to the next page to * Save the uploaded
view detail items

o
x
—
o :
% | Resource Type BN 1D | Descripbon Plhuase Cost Code
0] 000050 0 0 01 00 00 Genersl Requrements 0 0
7 DO00ES 0 o 02 40 00 Demoltan and Structure o o
| 95 Moning
v 000036 0 0 02 60 00 Contaminated Site Malesil 0 0
vl 000040 0 [ 02 50 00 Faciity Remedation [ o
|
FieType  Microsoft Excel ~ FilePath Estimate excel template sample xisx Browse...  No fike sehected &+ % Lo | v 000041 o [ 003 00 00 Concrete o o
PM Fiekd | impart File Freld | & ez i o 04 00 04 Masonry 0 o
[ Assembly 1 = v 000053 0 [ 04 00 00 Metals [ o
S Assurmbly |
| | : 06 00 00 Woods, Plastics, and
Rem hem v ] bl g " Composies o ¥
Resource Resource v V| 00074 o [} 07 00 DO Thermal and Matsture Prati 0 o
Resource Type Resaurce Type v ] 00092 L] o 08 00 00 Openings o o
BM 1D BIMID = | | & 000101 0 ] 0% 00 03 Finishes 0 o
Descriptian Deseription v ] 0011g o I 10100 00 Spesiakies o 0
Phase Phase =1 vl 000126 a 0 11 00 00 Equipment a 0
Gk G P 7| | & 000135 0 [ 12 00 00 Fumishings [ o
st Code : : |
= | 000135 o [ 13 00 00 Spesial Construstion o o
Type ype
Bid Category Bid Category vl |

& Washington
6/20/2016 ©2016 Washington University in St. Louis 11 University in St.Louis
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Create new estimate

e Saving the import will populate your items into the
estimate. Save the record.

PMVileb

3 Planning
= [ Flanning
= wiiatives
3 Planning Workshest
[ Estimates|
= [ Procurement
= Procurement
=4 Ovine Bidding
=l [3 Setup
B rems
B Formulas
B3 Assembiies

=l 3 Foms

~

v O

Assign workfiow project

000290 - Assign woekdiow project - E | =

| | e | oot |+ GF Genermte |+ P

Project* Assign workflow project
Revsian L] Date May-05-2016 Estimate unts 1
Drescrption” Estimate 1 CostiUr $40,731,810.00
Cotegoiy = = Priceinit £40,731,810.00
Reference
:‘_';’I':‘“" Drat v
Dretasts Adpstments Specifications. Hotes Mtachments: Hotific aticns
Drag 3 column header ard drop f here 1o group by that eolumn
| PEd ) Adamens oA smibly U AddFesocels) o Add X Dulele 2 Refresh Paste FramEwcel  Save Layowt | Load Defaut Layout  Toqgle Fiters
| Line # | Assemtly | em Resource | ResourceType | BMID | Description | eew | Manudacturer
00 000050 0 0100 00 General Requirements.
002 000055 0 0240 00 Demalson and Structure Moving
003 000038 0 02 60 00 Contarmmated Sde Matenal Removal
004 000040 0 02 80 00 Facilty Remediation
005 000041 0 030000 Concrete
006 D000SE 0 0400 D0 Masonry
oor 000063 0 0500 00 Metals
008 000055 0 0600 0 Woods, Plastics, and Compastes
008 000074 0 07 00 D0 Thermal and Morsture Probechon
o019 000082 0 080000 Openngs
o ooatan 0 090000 Finshes .
012 000118 0 1000 00 Specialies ] .
ot 000126 0 110000 Equpment %Shlngton
014 000135 0 1200 00 Fumishings University in St.Louis
e frerees LT L T P — INFORMATION TECHNOLOGY



Add line item detall (if necessary)

e Edit line items: Highlight the first row, press the
Shift key, and select the bottom row to highlight all

le to edit.

line items. Select edit. All

items availab

6/20/2016

Catsger,

Refarence

Dt

Adysiments

= i & | . B |
J'l L b |~ o]~ $ ov|. o ]moon|. Gromenm |- 7
- Seiat .
Datm Agr
w0
= 00
Specifcabons Noles Altachments Notbcaions
0 9roup by
@ Acd Assermaly ) Aad Resourcers X Deiem 2 Refean Faum FromEicel  Gavelmjowt | Load Deaut Layout  Togge Filtars
mm Rustuite BMID Destrpton [ Manutacture Enase
000045

000074

000 00 00 Procurement and Contracting Rec

005 00 00 Weods. Plasbes, and Comessiles
00T 00 00 Ther
08 00 00 Operings.
007 00 00 Finishes

012 00 00 Furreshings.

013 00 00 Special Comstnuction

00 00 Conveying Equipment

& ZU L0 vWasHngLui Uinversity ir S Luuis

Cost Coow
01-000-000 00 00
0100

000
01002002 00 00
01003003 00 00
01-004-004 00 00
010

D05 00 00
01-005-00% 00 00
01-007-007 00 00
01.008.008 00 00

Tyoe B Canegory

& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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Add line item detall (If necessary)

e Add unit costs
e Save by selecting “Update Records”

Flanning > Estimates

000250 - Assign workfknw project -E = *H 2 l:'b|- = g ‘BN|' ._']IIMI- <G Generate. 7
Propect* Assgn workdlow propect * | Estrrute uni of measure Salact »
Revsion D Date May-05-2016 Estimate unts 1
Description® Estimate 1 Costiint £40.731.810 .00
Price/Uing $40,731,810.00
=l [ Procurement Coegory | — Select b
B Reference
Warkiow
55 Oniine Bidding Status: Drat -
s [ Setup Specifications Notes Anchments HNotfcations
R nems Drag a column header and W # here 1o group by that cokimn
55 Formulas | [l Updete Records Fancel  Toggie Faers
B9 assembbes ing & Rerm Description Cuantity Ext. Csantity Linit Cost Ext Cast Adpustment 1 Tax Adpustrent 2 Total Cost F
=l [ Forms
001 000050 0100 00 General Requirements 1.00 1.00 $50.00 $50.00 $0.00 $0.00 $0.00 $50.00
002 000055 02 40 00 Demoltion and Structure Mowing 1.00 1.00 $5,344,532.00 $5,344.532.00 $0.00 $0.00 $0.00 $5,344,532.00
003 000038 02 80 00 Contaminated Ste Material Remaval 100 100 3435600 54,355.00 $0.00 50,00 $0.00 54,355.00
004 0000 02 B0 00 Faciity Remediation 100 100 $43,234.00 $43.234.00 0.0 $0.00 $0.00 $43,.234.00
005 000041 03 00 00 Concrete: 100 100 $8,785.00 $8,76500 $0.00 $0.00 $0.00 3876500
I
006 000058 04 00 00 Masonry 1.00 1.00 $7,500.00 $7,500.00 $0.00 $0.00 $0.00 $7.500.00 = .
& Was n
University in St.Louis
a7 000063 0500 00 Metals 100 100 3484800 5484300 $0.00 50,00 $0.00 484300
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Approve and save Estimate

* Once Estimate is complete, change workflow status
to “Approved” and save the record

PMileb

00025

= Planeirg

]|
@_.
©

B oom |- g moon |- Frowee |- P

Esimate #1 CaatUnit
.........

Workflow status >

i
Status

Approved e
_- t p by that column
J AtdResource(s) o Add X Deele 2 Refesh [ PasteFromExcel  SaveLayoul | Load DetwullLayout Topgle Fiters
m | e Rescurce Type B Descripbon | ¥ Manufactarer | Prase | CostCode | Tyee | Bid Categary
000050 101 00 00 Genaral Requirements 01001001 00 00
T
.
&2 Washington
6/20/201%““ Aon00-2013 by 1553543006 - Mt Moo of WS - Wihingon Urary I St Lovks & LULU VVasiigLull UIHVEISILY 111 O, LUUID 10 UnlversnymSt[oms
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Generate Budget Requests

e Resolution Increase is always associated with budget
requests record

e Select Generate dropdown, select Generate Budget Requests
PVileb =

= @ Planning > Estimates

Fancin -
. “ 000261 - Mayer Ca% - Buggatines = B B s
3 [ Planning |
B ntares | Project | Moyer Cate =
B Panning workeneat ||| Fovsion 0 &
Descripion® Buagetincrese =1 CastUinit $840,000.00 -
Genuran Budget Al
ES|Esamaas i = Pricainit 34000000 s 28091308 Rudom Aveset
| cawgory Salet -
{23 Procurement
Rutgerse
B Procurement e
ES Onine Bigding Stats ADpIEeD y;
3 Setup Datails Adjustmants Spacitcabans Noses ARachmants Nobieatens
B s Drag 3 column header and dro It e i graup by Mat column
B Formulas _/F:n [l Acdmems g AddAssemchy ) Add Resourceis) e Add X Deiste % Refwsn [ FasteFomEwcel  Sawelajout | Lead Defaultiajout  Toggle Fitters § § _ §
Lino # Asatmoly | mam Agsutce Resourse Typo | BIMED Descrton | . w Manutacaer Praw | costcooe Type £ G0ty

B Assombiies

5 [y Forn

=
i
oo : - &2 Whshington
6/20/2016 00033 1 06 par o I University in St.Louis
L o ' ' - INFORMATION TECHNOLOGY



Generate Budget Requests
* In the popup window
e Ensure all cost codes are selected

e Validate budget request total matches estimate

PMileb

Flanring

= [ Planning
3 initatves
B3 Pranning Worksnes!
= [Esamates|
= [ Prosurement
B Precurement
B cnsne Bidding
4 [ setup
B8 ttems
B3 Formulas
B8 Assombiies
5 [ Forms
= Pregram of Reauine ™
v

6/20/201

000261 - Mayer Cae - Budgdtnen = o
Froject Mayer Cate
Rinvisian a Date Ape-26-2016

Description® fudgetincrease #1

alegory Salact -
Hatprence

Horkaow .

Stats AppIEe

Datalls Adjusmants Spacitcations

Drag ::;I-nl"l! haades and dro it hane & group by Mat coi)
A Ed [ Acdmems g, Aod Assamohy

Lina® | Assomony | mm | Rsauce,

oot 00004t

ooz 000058

003 000053

000089

ianning > Estimates

Esamaty uniofn

Estmaie units
CembLinit
Pricetinit

Project
Estimate Descripbon
Revision

mgasung

Moyer Cate
Budget

d b2 g Bl @

- St

B B oo o] meon | (G cenemi |-

$840.000.00

$340,00000

Comtire Cost Codes
426720

Budget Reguesss Total

#£20,000.00

?

Daserpson
010000300 00 - Concrew ¥ Concrew $100.500 00
020000 -Masonry ¥ Masonry £25.000.00
05 00 00 - Metals ¥  Metals $HO000
06 00 00 - Woods. Plast * | Woods. Plasscs, and Compositns 550,000 00
80000 Openings | Openings £20,000.00
9 00 00 - Finishes *  Finishes $2000000
110000 Equipment  *  Equipment 520,000 00
22 0000 - Plumbing ¢ | Plumbing 550,000.00
230000 - Heatng. Ven v Heatng Ventlating, and Ar Conaitior $5000000
027 00 00 - Communical ¥ | Communicabions 510,000 00
J20-028 00 00 - Electronic 34 v Electronic Salety and Security $10,000.00

ate

030

12100 00

Sgnagn
160 00 00 Contingency

80 70 10 Fumiture (<§5,000 par s}

| Prase

| castooce Type

B Cate0ory

01-003-003 00 00
©01-004-004 00 00
5.00% 00 00

01-027-027 W0 00
01-028-02% 00 00
01-031-031 00 00
01-033-033 00 00

I
&2 Washington
University in St.Louis
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Generate Budget Requests

e Select “Generate” button

 Message will display when record has been generated
PMileb =

3 Panning . -
o D021 - Moyer Cafe - Budgatincry = 25 = =" - | g tevor |+ <G Deneraie_ [+ P
e I IFIEE] SR |
B nitiatvns Prejest Wayes Cate = Eshimate uni of mbasury - St -
B Franning orisneet ||| REEen 0 Date Apr38-3018 Estmate unts ]
Descripbon® Buogetincrease #1 §840,000.00
El[Esmans] — 554999000
5 [y Frocurement = =
Raderance
B3 Procusement Votiw
B Onew fidcing St Approved = Progect Moyer Cate GucgetRequests Total  $840.000 00
Esamate Deacnphon  Budget Incieass #1 Combing Cost Cods
3 Detais siments Specifizaons
< Ca Seep ) o Bawsan 0 Daw
= Drag 3 column neadsr and are it NEME & Group by Mat ok
B romutas 2 Eot ABWMS gy ASd dsserety
i Ling # Assembly | mm | Resaurze == | B Category
£ pasibin 001 T ooooat ¢ Undo. I
2 004 [
a [ Foma kxlude |
0a2 o L) ! Code roton Amount
R Proaram of Recuren * | D
i 003 000063 I |
000069 # 01-003-0030000-Concrede v [Contrele $100.000.00
000082 #  010040040000-Massnry v Masonry $25,000.00 01-006-008 00 00
caatnt - 01-005-005 00 00 - Matals. v Matals $30 00000 03-002 00 00
000126
000154 e 01-006-005 00 00 - Woods, Plast Woods, Plashcs, and Composites $50.000.00
000160 ¥ 01-0080080000-Coenings v Coenings 520,000.00
oo0180 o 01-000-0:09 00 00 - Fintsras v Finisras $20,000.00
000188
4 01011011 00 00 - Equipment  * Equipment $20.000.00
¥ | 010220220000-Pumoiny v Phmoing $50.000.00
L4 01-023-023 00 00 - Headng. Van * Heatng Vendlating, and Air Conditar $50.00000
@ 01027027 0000-Communcat ¥ Communcabons $10.000.00 00-100 2000
e 5 — . N I A 00-100 25 50
: : il L
000208 1
000306 160 00 00 Contingency .
000331 160 70 10 Fumiture (<55,000 par ism) -1 h]_ngton
6/20/201 University in St.Louis
] [+ I PageSize 20 =
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Add Funding Source to Budget
R@QM;@% navigate to Funding Records module

e Cost Management > Funding Records sub-category

PMileb

B Gnline Change Requ

E§ commitment COs

= Funding

3 [Funaing Reconas)

g Requests

Funding
Records

g Authorizaticn
| [ Invakes
B Miscutaneous Invoic
EH Progress Inveices
1 [ Payments
] AP Paymants
=l [ Ferms
B Lin waver Trackng

3

Cost
Management

6/20/2010

v

©

150 - Manas Cate - Esimati 81 - R 8 0

Cost Management > Budgets > Budgets

P LEE E

1 %|- 3|~

u
= 7

Project* Maria's Cate - Estrnate 223 - Estrate #1 - Rewision
Revision 0 Date  Mar-15-2016 Destripbon  Estenate #1
wondow |
. Drat -
Detaits Adjustments Specificatons Nedes Atachenents Watkfiorw Hotifcations
Resolubon Froject Roles
[ PEm
Spec [ uom Data
T The
The contrasior was chesen mircugh 3
. .
Pamicipation
& Washi
(e n
W LULO VVadIIZLUIL UTHIVEIDILY 1T JL. LUUID

o University in St Louis
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Add Funding Source to Budget

153

uest
ways

to navigate to Funding Records module

e Project Center > Select Funding Records hyperlink

PMileb’
4

5 CoslManagersst

< [ Budgets
i [Budaen]
Ed ConlCodes
H coatioedgors
=4 Forecashs
M Costibrahasts
B3 Datine Waranests
23 Gudgst Rscusns

3l [ Conwacts
B Mavter Commitmant
B commitmunts

5 [ Changs Management

25 Criing Cranoe Resu ™
C

6/20/20

- | Weicome back Maria Moyer, your astiogm Ap08:2018 108,10 FM

®

Cost Management > Audgets > Audgets

[ comuots | erowccenter | sorfolioview | mapview | calendar

e Status Dran - 3 Farms
DutrFunced [ ITRNRIRRUIN Sauarc Footage
Curency Deoflar (Uniled States of America + Record Type Pla el P | Request F LEED Int i P + Rt
i nning and Praject Request Form nformation oject Ratings
Tar# Budget SOi0 | - Asteninen R e g
= 2d
it oo = orespandence roject Date Tracking miin Use Only
: > = — Daily Repoms o o e
Targes Durabon o uowm Sele - Orawing Lisss o o
Target StatFinish [ 0 e
Actu StanFinsn 0 ] Does Project Include a
Parcant Complate 0.00% o o Mowe
Beoon 0 ] Wieskly Status Update
o v Flan for Next Week
SHIBET MUILEAS RIS 1 UDIGAT OF M0 14 iN T48 Bax BHIOW by - Issues and Rigks
Selert : : Wentified
o ¥ = Total Broject Budget 0,00
L) 0
Ricord Typs Pending Approved
AP Paymants o 0
Budgel Requests o 0
1 ]
[} ]
[] ]
Cost Codes o 1
Forecasts o 0

Mistelareous Invoices [ 0
Cnling Change Reguests ] o
Progress vices ] 0
ommitment Apprantices. [] L]
_______________
=] ing
Record Type Pending Approved k= .

Bt A &8 Washington
Scheckies o o University in St.Louis
Blasset mans INFORMATION TECHNOLOGY
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Add Funding Source to Budget

RAegg%eSvE funding record or select your projec
from the board

Cost Management = Funding * Funding Records

= | Dirag a column header and drop i hevs 0 groye
B3 costLeogens
Programs A & Revosn () Layous
S rorecass g X S e " " "
B Cont Worksnesss Frogram | Project Mame | Fwcom = | Emscrgion | Weridow St Ratereace Camgory Riuon 8 Renision
ﬂ Dadnd ‘Aofkannots i v i Ll v v v v v v i L&
5 Buoget Requens Fortiobo CRIGFUND 0ooB25 Oniginai Funding for Oandert Orat ]
3 [ Corwacts Postiob CRIGFUND 00026 for WUISM | Drat o
Dantrm Repair and 207 I NOR QIOBAIT AN LIn!
ﬂ Masiet Commaments Danfrm Repair an i [Loy Qe owed R o
5 i NO FLOW < INTRY Budges Te o) o
Commamants
NG WKFLOW - INTE! Suidget Tesk 00030 o
4 [3g Change Management O WIELOW - INTES £351 3 Py Aesanon ]
B Croing Change Reau | Dianorn Repairand Draf ]
B8 Commament COs Azproved o
- 000034 DOean 0
3 [ Funaing
DO0G035 Appeoved 0
016 000035 Dean ]
000037 0
0 Deaft
2020-68354 Busget 0035-2 Approved ]
00355
D035-8
O WHPLOW ~ IN 00357 ]
O WHKFLOW - INTE 0058 0
Danforh Resoluton Ceaft 0
O WHPLOW - INTE Deah ]

6/20/2016 ©2015 Washington University in St. Louis 21 University in St.Louis
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Add Funding Source to Budget

&ggg?hset “Project” radio button in the “Allocation
by” box

o Select your project and save
PMileb = v ©

B contLeagen
BH Forecasts
B Cowt worisheets
B3 Dobow workshests
BT suopu Roguests
[ Conracts

B3 rnstor Commaments
R commaman

< [ Change Masagement
B Online Changs Requ
Bl commitmenl 208

3 [ Funding

Ed[Funding Records|

Crealed: Apr-06-2016 by 1353543003

i
(s 7] Cost Managemen  Funding > Funding Reconts

07 - ATEST1-WUSM - Moyer Cale -Funding =

1 Bl il

Woar -

Funding Source

— Salect— . Fortolio ' Program ® Propect
Code Project Moyer Cate
Raccen #* [}
Description Funang
Workbow $20 oran =
Retzranca
Canegory Salect -
Rewtson o Dade  Apr-08-2018
Details Specitcatons Nows AmIChNt Neahcanons

Dra & COIUMA Rador 03 10 IR 10 9RSup by Mat cakumn
A Edit s Add X Delete  * Rebesn  SaveLayoul | Lesd Default Layoul

[ Yar Progst Frogram Source Codo Cost ARoEaBon
NG recons 1o dsplay ) ) ) ) )

u) [a)|t1]+] [n] Fagesiae 20 =

Mara Mayer of WUSTL - Washingion Universty in St Louls

Pariod

Task

Start

Database: WUSTL

Finisn

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Add Funding Source to Budget

&%Igé%elg[solution Increase” in the “Category” field
and then click the Save icon in the top header:

& Washington
6/20/2016 ©2016 Washington University in St. Louis 23 University in St.Louis
INFORMATION TECHNOLOGY



Add Funding Source to Budget
Rﬁ\qu . etails” tab, select “Add”

PMileb = 9 ©
———— S ——

B ContLecgen 07 - ATEST1-WUSH - Moyer Cafe - Funding = 'D I, H o & (=9 |- &= 2
Ed Forecass ear . N
B couvienshaets Funding Saurce ST = Pomclio  Program ® Propct
B oetow wotksbeets - Project Mayer Gade -
B suogu Roguests Recora#* =

4 [ Contracts Dwescriptan Funding
B3 nastur Commaments | weorktow Stans pran p
B commamants Reterence

o [ Change Masagement Category Select -
B oni Read | peisen a Date  Apr-0e-2016

De 3 ab Dutaits. ifcabons Nots Amachments Noahcatons
| Oragac i Rdad0r 0 it Pl 10 Qroup by that column
E SEfll gadd  xWelen 2 Retesn  SaveLayoul | Load Defaull Layoul
o Lno® vear 4 | erowst | Program | source | cade Cost ABscabon weg Ponod Tash start Finish Cutve
NG recons

W 2] [r) (] Peaedas @ &

Database: WUSTL Lrsar

I
& Washington

University in St.Louis
INFORMATION TECHNOLOGY

Croaind: Apr-06-2016 by 1353543003 - Mana Moyer of WUSTL - Washingion Liniversty in 5t Louis

6/20/2016 ©2015 Washington University in St. Louis 24



Add Funding Source to Budget
Request

* In the “Source” field, select the Funding Source

e In the “Cost Allocation” field enter the amount that the
source will fund; Save

PMileb = 0 ©

CostLedgan

Cost Management = Funding » Finding Records

.....

uuuuuu

evision

[ Fran | curve

Cost Allocation

W 2zu1> wasniffgtonmoriversity in st Lours Z5 University in St.Louis
INFORMATION TECHNOLOGY
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Add Fundlng Source 1o BUdgEt
ngeuaﬁ%nding sources have been added, save

* Note: There may be multiple funding sources for a project, and the
Cost Allocation must add up to the budget amount

PVvileb = v @

——

B4 cost Ledgers 0033 - NO WKFLOW - INTEGRATION TESTI = | ) ol = G, | - B 7
B Forscasts : ;
: Year &
B3 Cost Workshoals =
Funding Source Seloct = Portfolic * Program Project
Defing Warkshesis
& vene = - Program | ND WKFLOW - INTEGRATION TE =
= Budgat Requests
Record #° 0033
i Conkmols Drescriplion TEST - funding by school
=3 mastor Commitmants A ™
- Workflow Status o -
Commitments
Referance
= [ Changs Managemant
A Categary — Select — -
EF oniline Changes Requ
i Frevigion L] Date  Jan-20-2016
B commitmaent COs
= [ Funcr
o [ Funang Detais Specifications Notes Altachments Natifications

i) - |

Drag & colurmn header and drog it here 1o group by that cshamn
A Edit o Add X Delete 2% Refresh  Savelayout | Load Default Layout

Line & Yeaar | Project | Progiam Source Code Cost Allocation WEBS Period | Task
n—— 001 (Program) NO WKFLOW - INTEG Sam Fox School Allg $2,000,000.00
. . U ~ Law School oo
Mu Itlple 002 (Program) NO WKFLOW - INTEG i S5 $5,000,000.00
I
Sources 003 (Program) NO WKFLOW - INTEG CFU Allocation $10,000,000.00
y . Brown School o= s
004 (Program) NO WKFLOW - INTEG Brawn S $1,000,000.00 W/ashlngton
6/20/201 w 005 (Program) NGO WKFLOW - INTEG  Arts & Sciencas Alloc $15,000,000.00 University in St Louis
INFORMATION TECHNOLOGY
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Add Funding source 1o budget
Request

e Change the funding source workflow status to
“Approved” and save

e You are ready to generate a resolution increase.

&
PMileb =
W . - Program/Project Login - Cos**"  ~=ment> Funding > Funding Records

115 - ATEST1-WUSM - Moyer Cafe - i | ) i H ’ ‘i /J

[E3 CostLedgers
B3 Forecasts

Year -

g -
5 CostWorkshests Funding Source e = Portfolio  Program ® Praject
[EZ Define Wiyksheets =
= Code Project Moyer Cafe
=3 Budget Rl Record # 115
Workflow D)
status Reference Dratt

p— Submitted .
= Returned
il Ontine Clange Requ Revision Resubmitted Date | Apr-27-2016
B3 com
[E§ commitment COs et

=l [3 Funding Details Specific Rejected Aftachments. Natifications
[E3|Funding Records| . | prag 2 column headerai Withdrawn rthatcolumn
A H JEdt  fpAdd X Delele g Reffesh  Savelayout | Load DefaultLayout
Line # ‘ Year | Project Program Source Code Cost Allocation S Period Task Start Finish Curve
Woyer Cafe ATEST1-WUSM 3425-82269 Med Scl §840,000.00
[»] Pagesize 20
.
itLouis

HNOLOGY



Budget Increase Resolution

e Two ways to navigate to Budget Requests module

e Project Center > Select Budget Requests hyperlink

PMileb = © @

< Panning

Aprd L3436 PM

3 [ Pannn

Project Center

55 e
B assembiies

3 O Forms

1 Frogram of Requirer ™

6/20/2016

Boetfolic View ] Map View | Calandar

Requeston
Department
FREqueters Manager
Exniting Location
Chair

Contact Name

Check if Contact i
Same a3 Requester

Record Typs
Codes

B Asset Management

Record Typs
Locaters

Recond Type:
il Hor

pticn of Need

Meed Driver

1f need driver i Othes,
describe

Articpated Cecupangy

| Start Diate
Capartmint Numbsr

Date Assigned to
Flanner or PM

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Budget Increase Resolution

e Two ways to add navigate to Budget Requests
module

e Cost Management Module > Budget Requests sub-
category

Budget
Requests

Cost

Management e

Washington
versity in St.Louis
MATION TECHNOLOGY

6/20/2016




Budget Increase Resolution

e Select the budget record that is in “Draft” mode for
the budget increase

o CostManagement * | Orag a column heaser and crop it heve 10 growp by that column
3 [ Budgess Programs  *AJl* = Projects MoyerCa%e = pasd X ODeew 2 Reresn [ Lagouss
Budges T T T T T |
E Propect Name | Projec s Recora ® Descrpton Workiow Status Type | Rutererce Revision & Rervigion Dale
B3 costCooes
0 v v 0 v v v v v

B CostLedgen
B Ferecasts

M costwarkanban
B Detne irkahests
i [aussetReaues

3 [ Conwacy

Budgetincrease §1

B master Commitments.
B commitments

=i [ Crange Management
¥ Criine Chanas Reau ™

& Washington
6/20/2016 ©2016 Washington University in St. Louis 30 University in St.Louis
INFORMATION TECHNOLOGY




Budget Increase Resolution
 Validate total “Project Budget

that was built.

Gt Managemant
3 [ Budgets
Bq woogen
B3 costoooes
B3 CostLedigens
B3 rorecast
B Cost Wonshoats
4 Define Workabests
[BusgelRenvest]
= [ Contacts
R waster Commamens
B3 Commitments
4l [3 Change Managemant
¥ Cniling Chare Ru«:u ¥

7

002 - Mayer Cats - Budgetincrease 1 RS = B i R = IR
Project’ Moryer Cale - Redacence
Record o0
Tipe* — Gt -
Destrighon  Budgetincreass 91
Estmate  Budgetincrease 81 .0
Sondod | pan -
Revvision o
Post As* Criginal Busget =
Detais. Motes. Woridiow hoatcanons
|o Jumn heager and iy that caiumn
i A3t fAss  [|AsdCosiCodes X Delets 2 Revesn  Siveloyoul | Lewd Default Lapst Ut Uit
| | Leew | castcoss | Destreson | Adiustmant 1 [ Adpustment 7 | Proect Bugad Cost Trne | Funged | Dwner Busget [ company | Prase
[r ] 001 01-003-003 0000 Concrete 50,00 5000 3000 §700,000.00 5000 $100000.00
] t02 4004 00 00 5000 3000 3000 §26,00000 5000 §25.00000
o 003  01-005-005.00 00 etsy $0.00 $0.00 000 $30.000.00 s0.00 $30.000.00
(] 002 01-006-006 00 00 Woods, Piastics, and $0.00 3000 5000 000,00 $000  $5000000
O 005 01-008-D08 00 00 Ooenings 50.00 s0.00 5000 $20,000.00 $0.00 $20,000.00
o 006 01-005-00% 00 0O Finishts 5000 5000 S000 52000000 000 52000000
O 007 01011011 0000 Equipment 50.00 5000 000 $2000000 000 52000000
a 008 01 22 00 00 Plumbing $0.00 $0.00 5000 $50,000.00 .00 $50,000.00
O 009 01023023 0000 Heatng, Ventiasng 50.00 5000 000 $5000000 000 45000000
a o o 27 00 00 $0.00 $0.00 5000 $10,000.00 .00 $10,000.00
011 01-028-026 00 00 50.00 $0.00 $000  $10,00000 $000  $10,00000
50.00 50.00 5000 3500000 30,00 $5,000.00
50.00 $0.00 $000  $50,00000 S000  $50,00000
a 50.00 s0.00 $000  $150.00000 $000  $150,000.00
o ArhiIBCYENGIngte 51 5000 5000 S000 | $150,000 00 $000 515000000
a Intericr Design 50.00 5000 000 S1500000 0o $15.000.00
o Landstaging Archite: 5000 5000 $000 3000 $5,000.00
(m] Signage 50.00 5000 000 $1000000 o0 $10,000.00
a g T80-160 00 00 Contrgency $0.00 $0.00 5000 $50.000.00 .00 $50,000.00
o 020 4-180-180 70 10 Fumiture (<35,000 pr 50.00 e 000 51500000

matches estimate

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Budget Increase Resolution

* In the header of the Budget Request record, select
“Full Resolution Workflow” in the Type field and
Save

e Select “Specifications” tab to enter resolution specs

University in St.Louis

INFORMATION TECHNOLOGY



Add Resolution Increase Detalls

 Enter resolution increase details

e Use shortcut: select top row; shift; bottom
e All fields available for editing

B3 oetne versnzets

23 Busget Requesty

£ Contracts

< osthtmagement

. Workflow

€3 partolio

B oo

6/20/2016

-0
Revision 0 Dats | Api-27-2018
PostAs Original Budget -

Details Adustments Spaciications Matss. Anachments

Resolution Increase

e Updare Recos 3¢ Gancel

Worsfiow

Nasfications

row; edit

spec uom

Proj L

BulBing an:

r0un0s Commitae Date

Megical Financ

tee Date
Flant or Project Fund

Supplier: Vendor

Suppliert Role

Supplier! Jusificaten
Supplier2 Vendor

Supplier2 Role

Supplier caton

Supplier3 Vendor
Supplier3 Role

Supplier

Supplierd Vendor
Suppliers Role

Supplierd J.

Suppliers Vendor

Suppliers Role

Supplier
Suppliers Vendor
Suppliers Role

— Select—

Select

— select—

Selact

—select—

seloct

Selact

—select—

Notes

hington
r 33 University in St Louis
¢ INFORMATION TECHNOLOGY




Add Resolution Increase Detalls

e Once all relevant fields are populated, select
“Update Records”

i
£E
O

L3R -

B b b

Suoler? st stion

&

I

n
tthbtehb bt

Suppie st o

i
g
¥
L3N -

i
.
4
®

Suppied st i

: — Z —
:Imh\. ....... ' & Was] s n
6/20/2016 Bt = : 2 University in St1ouis
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Budget Increase Resolution

e Save the budget request record

PMileb = 9 0@

[ = = N e

ge——
CostM? sgement > Buu,_ =ts > Budget Requests

[=l Cost Management

002 - Moyer Cafe - Budget Increase #1 - v B H a B ‘ J [‘_‘ﬁ " @ |' ?
[=] £ Budgets -
= Budgets Project* Moyer Cafe - Reference
Cost Codes Record #* 002
Cost Ledgers Type* Full Resolution Wor | =
Eorecasts Description Budget Increase #1
Estimate Budget Increase #1 -0
Cost Workshests Workflow e .
1 Define Workshests | S
Revision 0 Date  Apr-27-2016
| sudget Requests Post As® Original Budget =
[=] 3 Contracts
Master Commitments | | Detals | Adjustments Specifizations Notes attachments Workfiow Notific ations
Commitments Drag a column header and drop it here to group by that column
(=l 3 change Management / Edit o Add [ Add Cost Codes A Delste & Refresh  Save Layout | Load Default Layout || Use Units
0 B s ™ [ Line# Cost Code* Description Adiustment 1 Tax Project Budgst Funded
D 001 | 01-003-003 00 00 Concrete $0.00 $0.00 $0.00 $100,000.00 $0.00
|:| 002 | 01-004-004 00 00 Masonry $0.00 $0.00 $0.00 $25,000.00 $0.00
I:‘ 003 | 01-005-005 00 00 Metals $0.00 $0.00 $0.00 $30,000.00 $0.00
I:‘ 004 | 01-006-006 00 00 ‘Woods, Plastics, and $0.00 $0.00 $0.00 $50,000.00 $0.00
D 005 | 01-008-008 00 00 Openings S0.00 S0.00 50.00 $20,000.00 s0.00
D 008 | 01-008-009 00 00 Finishes S0.00 S0.00 50.00 $20,000.00 s0.00
D 007 | 01-011-011 0000 Equipment S0.00 S0.00 50.00 $20,000.00 s0.00
D 008 | 01-022-022 0000 Plumbing $0.00 $0.00 $0.00 $50,000.00 $0.00
D 00 | 01-023-023 0000 Heating, Ventilating, a $0.00 $0.00 $0.00 $50,000.00 $0.00 I —
4 E 010 | 01-027-027 00 00 Communic ations $0.00 $0.00 $0.00 $10,000.00 $0.00 @%Shj_rlgt()n
6/20/2016 ©2016 Washington University in St. Louis 35 University in St Louis
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Generate Resolution Increase

e Navigate to the printer icon drop down, and select Bl
reporting.
PMileb = 9 ©

_ . _ Program/Project Login - Cost Management > Budgets > Budget Requests

=l Cost Management = Y [ H =
ik 002 - Moyer Cafe - Budget Increase #1 _J L'u H u ?
=l 3 Budgets f———t
Bl Reporti
B budgets Project* Moyer Cafe = Reference ﬁ pMW:: H:mng
& cost Codes Record# 002 . Bl Reporting
[Ed Cost Ledgers Type* Full Resolution Wor| ™
= Description Budget Increase #1
& Forecasts
Estimate Budget Increase #1-0
& cost Workshests \Workflow
Status s i
[ Define Worksheets =
Revision D Date | Apr-27-2016
=3| Budget Requesis
= z - Post As® Original Budget b
= 3 Contracts
B3 master Commitments Details |  Adjustments Specifications Notes Aftachments Workflow Motific ations
[E commitments Drag a column header and drop it here to group by that ¢ olumn
=l [ Change Management # Edit g Add [ Add Cost Codes X Delete & Refresh Save Layout | Load Defsult Layout || Use Units
-
P i e | Line # Cost Code* Description Adjustment 1 Tax Adjustment 2 Project Budget Cost Type Funded
I:‘ 001 | 01-003-003 DD 0O Concrete $0.00 $0.00 $0.00 $100,000.00 $0.00
D 002 | 01-004-004 DD 0D Masonry 50.00 50.00 50.00 $25,000.00 S0.00
D 003 | 01-0DS-00S 0D 0D Metals 30.00 30.00 30.00 $30,000.00 s0.00
D 004 | 01-D06-006 DD 0D Woods, Plastics, and $0.00 $0.00 $0.00 $50,000.00 $0.00
|:| 005 | 01-D08-008 DD 0D Openings $0.00 $0.00 $0.00 $20,000.00 S0.00
D 006 | 01-DD9-00S DD 0D Finishes 50.00 50.00 50.00 520,000.00 S0.00
D 007 | 01-011-D11 0000 Equipment 30.00 30.00 30.00 $20,000.00 s0.00
@ 008 | 01-022-022 0D DD Plumbing S0.00 $0.00 $0.00 $50,000.00 so.co I
D 009 | 01-023-023 DD 0D Heating, Ventilating, a 50.00 50.00 50.00 $50,000.00 $0.00 Wﬁs .
= - R 7 & N
010 | 01-027-027 DD 0D Communic ations 30.00 30.00 30.00 $10,000.00 S0.00 . P .
6/20/2016 = University in St Louis
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Generate Resolution Increase

e Select “Resolution Increase” — click magnifying glass

* Then select Report Viewer to view entire report

PMileb = 9 ©

[ G o

= Cost Management
=l 3 Budgets -
= Budgets Projj

[E cost Codes

002 - Moyer Cafe - Budget Increase #1

@

Cost Management > Budgets > Budget Requests

R WE EDIa m- S ?

Funded

s
- B Wishirgmniersty Loy A
E|Cost Ledgers lﬂeport ecor e Project Increase Resolution
= 4 2
E Forecasts 4= | Budget Request Budget Request SRR————

B3 Cost Workshests & Budgst RequestLog Budget Reguest O e T T
[E Define Worksheets 40 Resclution Incresse Budost Request 0] [ ——
B 4 | Portfolio Summary (with Googl (Portfolis) [} i
2 Conlracts 4~ | Portfolio Wiew {Portfolic) O
B Master cCommitments |7|
1
B commitments ==
=| @ Change Management s 3 e P B e oo $340.000.00 for
| P st
‘ »
e o e mm e 5 n ks
i v
Consruczon s20ma 0 e
%o = o i
=m s10 o ]
i
= P i - B i | ]
E] Print To PDF \ay Print To Excel & Send Jg] Report \Viewer X Qncel I
| | ]
| i
= ]
I:‘ 007 | 01-011-011 00 00 Equipment $0.00 $0.00 $0.00 $20,000.00
I:‘ 008 | 01-022-0220000 Plumbing $0.00 $0.00 $0.00 $50,000.00
D 005 | 01-023-023 00 00 Heating, “entilating; a 50.00 $0.00 S0.00 $50,000.00
D 010 | 01-027-027 00 00 Communic ations 50.00 $0.00 S0.00 $10,000.00

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Generate Resolution Increase

e Review Resolution Increase for correctness; make any
changes necessary in spec fields and rerun the report
* Note: use arrows to navigate if multiple pages

e Save as PDF

8 https://wustldev.pmweb.com/pmweb/ReportPrintingPreview.aspx
F P P I g

Project Moyer Cafe v Budget Request 002 - Budget Increase #1 v Wiew Report
{4 1 a Find | Next gk <] &
XML file with report data [(VerSRKIN St.Louis
’roject Increase Resolution Cedllomalcetii=d)
PDF
HTML (web archive)
el te: G/M02016
uildi TIFF file
=
VHEREAS:
Date Amount Scope 3 .
£ Washington
niversity in St.Louis

6/20/2016
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Submit Resolution Increase Into

rkf

e Select tﬁ)e ‘Workflow” tab

e Select Submit
PMileb = v @

=| CostManagement =
002 - Moyer Cafe - Budgst Increase #1
=l 3 Budgets
[F3 Budgets Project” Moyer Cafe
B3 Cost Codes Record#* 002
B3 costLedgers Type* Full Resolution Wo |
B Forecasts Description  BudgetIncrease #1
Estimate BudgetIncrease #1-0
[E3 CostWorksheets Workflow
Status Drak 53
[E3 Define Worksheets
Revision 0 Date  Apr-27-2018
[=3|Budgst Requests
HgeLReq Paost As* Criginal Budget >
=l [Z3 Contracts.
[E3 Master Commitments Details Adjustments
B commitments E workfiow Actions
= [ Change Management Acfians
- = Subject
» [=4l Online Change Ren:u @ Approve Email Bady
e Return
@ ' poNoTUSE
® ' Withdraw (ends workfow)
Delegate
6/20/2016
-t AddCC

x @ Cost Management > Budgets > Budget Requests

PLEHGD LBl ?

Reference

Workflow

Notifications

Comments

&2 Whashington

University in St.Louis

INFORMATION TECHNOLOGY



Submit Resolution Increase Into

YLQLEQW

* You will receive notification re: the status of the workflow

=2 Commitments
=] L3 Change Management

3 Cnline Change Requ ™
v

e

6/20/2016

Elworkflow Actions
Actions Email Preview Instructions
Subject PMWeb Approval Request Budget Regquests 002 - Moyer C: Comments
@ ' approve Email Body
™ Retum A document has been Submitted for approval by  *
Maria Moyer.
@ ' DONOTUSE
®  Withdraw (ends workflow) Workflow Document
©  Final Approve Information:
L pelegate - Document type: Budget
Requests
- Project Name: Moyer Cafe
- Document Description:
Rudnet Infrease #1 M
Add CC
4
B Busil Process
= Refresh
# ‘ Type ‘ ﬁgyﬁi4 Due Date Role User Delegate Instructions RAK
74 D — Submitter —
1 - O (WUSM) Director of Cap Steve Sobo
2 O Super User Admin
3 v O (WUSM) Associate Vice Steve Sobo
-
4 O Customer Admin
F=g .
§|5 =< — APM — Prj Target Bud = $100k Wﬁsh]_ngton
University in St.Louis
Elworkfiow Log

INFORMATION TECHNOLOGY



PMileb Training

Generate Purchase Order

3 Washington

Umversﬁy inSt.Louis
INFORMATION TECHNOLOGY




Generate Commitment - PO

 Two ways to navigate to Commitments module
e Cost Management > Commitments sub-category

PMileb = © @

[ ——
Wik ame back Maris Mayer, your lsstiogin Mar-24-2016 71937 &M
i:‘:::m—.:: [ coneots | _Portore view | Mapview | Calenar |
o f okl frbon
o h Terscrist Activties in < Diath Tell Rises to 3 macord  DudgetResuests-00l Prescflecs o off Rancations Due g4
4 [ Costaits
scription 314 budget s [r—
B maasser s — -
. maeb
Fiac et
3 Crine Change Riss = ¥ Tx)
2 P e
Funting R sess
PR Funcien Ramar
: .
* . Planning
e :
Management
Pa [T —
— . | sweisee | LosdDetaur Layee  Togote Flters _ Dismiss Selected Remincers )
Sl Socumert Type froject/Location Due Cote Descrigtion
r— | | |

2 Washingon
6/20/2016 Iniversity in St.Louis
ORMATION TECHNOLOGY




Generate Commitment - PO

e The Commitments board will display
e Select “Add” to create a new commitment

PMileb

[ Frogramproject iogin. ______ ZJNO]

‘CostManagement > Contracts > Commitments

= Cost Management

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

=l [ Budgets

Programs  “Al* Projects Al ( o Add x)eme & Refresh Layouts
Buagets
= S Profect Name Froject® Record # Description workngatatus [ Type | company | orignal vaiue [ change orers | Reterence | master | Eftectve Date [ Procurements |
Cost Ledgers [¥] i ] 2 ] ] [x] [¥] [+] [ [r]
—— KLL Pedestrian Walkwsy Ref KLL1234 oo0cot KLL Pedestrian Walkway Ref Approved Subsoniract Sample Contractor 3 S111,250.00 s0.00 50000 12345 o
B3 Coost Worksheets KLL Pedestrian Walkway Rej KLL1234 t1eeasz MCDONNELL SCI REPLACE Approved Purchass Order | B760 ENGINEERING LLC 57110000 s0.00 S000  (Encumbrance No.) o
e Wieanad KLL Pedestrian Walkway Ref KLL1234 15201252 EAST MCDICSRE-NTADCM Approved Purchass Order | GRAINGER INC 69179 so.00 S0.00  (Encumbrance No.) 0
T KLL Pedestrian Walkway Rej KLL1234 000002 Dreft Subsontract 1ZTWENTY ING 50.00 s0.00 o
B oo Maternity Bidg OBIGyn 1 ex 2018578y 000001 Renovats fl examroom | Approved $31,808.00 5100283 o
Master Commilments | Maternity Bidg OB/Gyn 11l ex 2015576y 000co1 design fees Approved Furchass Order  EISENBERG ARCHITECTS $6,050.00 31000 aa08078M Dec-16-2014 o
Maternity Eidg OBIGyn i ex 2015578y 000002 asbestos inspection and bulk Approved Furchase Order  FARMER ENVIRONMENT s405.00 s195.00 2315226M Jan-07-2015 0
5 5@ Change Management Materniy Eidg OBIGyn Hex 2018576y 000003 asbestos inspection and bulk Wihdrawn Furchase Order  FARMER ENVIRONMENT s405.00 5000 28153280 0et22.2015 0
Maternity Bidg OBIGyn M ex 2015576y 000004 test commiment for invoice w Approved Purchase Order | A AND N CORPORATION 000 000 00D | 9e8ess Jan-13-2018 0
Matermity Bidg OBIGyn 1l ex 2015576y 000co1 Eng. servfor retro commissic Draft Quner Engineer Agre &760 ENGINEERING LLC $212,000.00 s0.00 s0.00 Feb-15-2018 0
Maternity Bidg Ob/Gyn 1flex 2015576y 000001 ‘design modific ations to BJC Kk Approved Consutting Services s CANNON DESIGN ARCHI $10,040.00 $0.00 $0.00 Jan-10-2016 1]
Materniy Eidg OBIGyn Hex 2018576y 000201 carpet, tie and mastic removi Draft Continuing Servises | CARDINAL ENVIRONMEN 535,082 00 5000 5000 Feb-15-2018 0
For Testing Change Orders T TEMPINTDS 000oo1 Genersl Contractor Approved Stipulsted Sum Agree CLAYCO CONSTRUCTION s872,842.00 $148,855.00 s000 Jan-01-2018 0
For Testing Change Orders I TEMPINTCS 000001 Testing Architectural Agresmi Approved Qwner Architect Agre MACKEY MITCHELL ARCH $180,250.00 s0.00 s0.00 Feb-24-2018 0
Sidewak Repair 2015 Ph2 | 16058 00001 Appraved Purchase Order  FIXTURE CONTRAGTING s24,857.00 s271.00 s18,268.50 0
Taylor Avenue Buiding 1l Me 16050 25214950 Approved Furchase Order  ESA LIFESTRUCTURES IF 559,200.00 000 S000 | 35214350 0
Taylor Avenue Buiding 1l Me 16080 000002 Approved Purchase Order  FARMER ENVIRONMENT ss55.00 s425.00 000 | 3830821 0
Taylor Avenue Buiing 1l Me 16050 000003 Approved Purchase Order $4,500.00 s0.00 s000 | 3E3s243M 0 [N
Taylor Avenue Buiing Tl M 16050 000004 Appraved Purchase Order  DUCT SYSTEMS INCORP 275457 s0.00 S0.00 | 36437240 0
Taylor Avenue Buiking 1fl Me 16050 000005 Approved Stipulsted Sum Agres $538,500.00 s0.00 530,000.00 0 1gton
©2016 Washington University in St. Louis 3 University in St.Louis

6/20/2016
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Generate Commitment - PO

 Two ways to navigate to Commitments module

e Project Center > Commitments hyperlink
PMileb = © ©

_ l - ProgramyProject Login - - @ ‘Cost Management > Budgets > Budgeis

=| Cost Management “ | Welcome back Maria Moyer, your last login Apr-14-2018 10:18:25 Al
=1 O3 Budgets Controls | Praject Center [ Partfalio View T Map View T Calendar }
B Drawing Sets o o .
Actual StartFinish Mesting Minutes o o Does Project Include a
Percent Complete 0.00% Online Submittals o o Move
Scops This is a test to build a new cafe on Punch Lists V] V] Weekly Status Update
WUSM campus. i
RFls o o Plan for Next Week
Select multiple files to upload or drop files in the box below Safetyi Forms o o s antl Rks
Define Worksheets Submitta] Sets o o Identified
Submittal ltems 1] 1] Total Project Budast
= Budget Reguests Transmittals o o otal Froject oudge
=I [ Contracts Emergency Form o o
= Master Commitments [ Cost Management
@ Commitments Record Type Pending Approved
AP Py s 1] 1]
—| [ Change Management ayments
- Budget Reguests 0 0
[ I S
q » Budgets 1] 1
i -
< Commitments 1 2
Forecasts o o
Funding Authorizations 1] 1]
Funding Records 1 0
Funding Requests 1] 1]
Miscellaneous Invoices o o
Online Change Requests 0 0 L
Progress Invoices ] ]
Commitment Apprentices 1] 1] gwﬁshlrlgton
6/20/2016 B Scheduling Jniversity in St.Louis
. Record Tvoe Pending Approved ORMATION TECHNOLOGY
iavascriot  doPostBack( ProlectCenterNaviaator$rotModulestctl02% rotModuleRecord Tvoestctl05ShinRecord Tyvpe' ™) " "




Generate Commitment - PO

e The Commitments board will display

e Select “Add” to create a new commitment

* Note: if the project does not yet have any commitments,
you will taken directly to a new commitment record

PMileb

‘Cost Management > Contracts > Commitments

=l Cost Management

=l [ Budgets

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

Programs  “All" ~ Projects Al l > o Add *}eme & Refresh Layeuts
Budgets
Project Name Project# Recors & Description \ Workfcgfltatus ‘ Type ‘ Company Biled Reference Master Effective Date. Procurement &
Gost Codes
V. ¥ |7 T T v v
Cost Ledgers
iy KLL Pedesirian Walkway Ref KLL1234 KLL Pedesirian Walkway Ref Approved Subcontract Sample Contractor 3 12348 0
Gisst Worksheats KLL Pedesirian Walkway Rey KLL1234 MCDONNELL SCI REPLACE Approved Purchase Order | 6760 ENGINEERING LLC (Encumbrance No.) 0
T KLL Pedestrian Walkway Rey KLL1234 EAST MCDICSRE-NTADCM  Approved Purchase Order | GRAINGER ING (Encumbrance No.) ]
P — KLL Pedesirian Walkway Ref KLL1234 ooooo2 Draft Subcontract 12TWENTY ING 0
= 3 Contracts Maternity Bidg Obl/Gyn 11 ex ooooot Renovate 1flexamroom | Approved 0
Master Commitments || Meternity Bidg Ob/Gyn 111 ex 000001 aesign fees Approves Purchase Order | EISENBERG ARGHITEGTS 3800078M Det-16-2014 o
P Maternity Bidg Ob/Gyn 111 ex ooooo2 asbestos inspection and bulk Approved Purchsse Order  FARMER ENVIRONMENT: Jan-07-2015
3 (3 Change Mansgement Materniy Bidg Ob/Gyn 11 ex 000003 asbestos inspection and bulk Withdrawn Purchase Order | FARMER ENVIRONMENT: 0
[ Matemity Bidg OB/GYn 11 &x ooooos test commitment for Imvoite W Approved Purchase Order | AAND N CORPORATION 0
»
Maternity Bidg Ob/Gyn 1l ex 000001 Eng. servfor retro commissic Draft Owner Engineer Agre o
¥ Planning
L Maternity Bidg Ob/Gyn 111 ex 000001 design modifications to BJC K Approved Consuling Services s CANNGN DESIGN ARGHT 0
INE _
|\ Engineeting Forms Maternity Bidg Ob/Gyn 1flex 20 000201 carpet, tie and mastic remov: Draft Continuing Services | CARDINAL ENVIRONMEN 0
For Testing Change Orders I TEMPINTOS ooooot General Contractor Approved Stipulated Sum Agres CLAYCO CONSTRUCTIO!
For Testing Ghange Orders 2 TEMPINTOS 00000t Testing Architestural Agreem Approved Owner Architect Agre MAGKEY MITGHELL ARCH 0
Sidewslk Repair 2015 Ph2 00000t Approved Purchese Order  FIXTURE CONTRACTING 0
Taylor Avenue Buiding 111 Me 36214050 Approved Purchese Order  BSA LIFESTRUCTURES It
Taylor Avenue Buiding 111 Me 000002 Approved Purchase Order | FARMER ENVIRONMENT:
Taylor Avenue Bukding 111 Me 000003 Approved Purchase Order 0
Taylor Avenue Buiding 1l Me 000008 Approved Purchase Order | DUCT SYSTEMS INCORP 0
Taylor Avenue Buiding 111 Me 000008 Approved Stipulated Sum Agree

1gon
St.Louis
CHNOLOGY




Generate Commitment - PO

* In the “Type” field select PO
PMileb = v ©

I o

ement > Contracts > Commitments

3 M ~ " R
Cost Management . l I 3 ) 3, |+ &~ |é| + Gr cenerate.. |~ 7
=l [ Budgets act
Type Purchase Order : Costs
_' Do not allow overbilling (revised value or lines)
Project” Subcentract - ® Allow averbilling Original Value $0.00
o” Furchase rder j Upto 0.00% % of revised value Approved Changes $0.00
CM with GMP 1
=4 Cost Worksheets b - & Mupte 0.00% % of line item Aavisad Value %000
= Continuing Services Billed 20.00
=4 Define Worksheets i
elingé WWorkshe Project Agreement Billing Terms — Select — = Retainad 30.00
Consulting Services
=4 Budget Requests Agreemar?t Retention on Services 0.00% Balance Due so0.00
=| [ Contracts Revisien Date | May-30-2016 Retention on Stored Materials 0.00% Payments Applied $0.00
=3 Master Commitments ;\;:::W o Open Balance £0.00
Z3[commitments| Effactive Date” ~ Owner Engineer Delivery Unbiled $0.00
. Agreement Due Date -30- = Pending Changes $0.00
=l [Z1 Change Management Days May-30-2018 _— g “hang
- Short Form = Frajected Value $0.00
z [ [P YR = Procurement#  Agreement Scheduled Delivery Date May-30-2016 [l
Paid In Full Stipulated Sum Ship Te Moyer Cafe
Agreement
Detalls ]l F Cl Addenda Change Orders Progress Invoices Payments Notes
Drag a column header and drop It here to group by that column I
| : Refresh Save Layout | Load Default Layout -
Line # Item Description Ext. Cost Adjustment 1 Tax Adjustment 2 Total Cost nlngton
6/20/20'%¢ e sk, S ' ' - <=y inStlouis

INFORMATION TECHNOLOGY



Generate Commitment - PO

* The ID will be auto-generated

* In the “Company” field, select the vendor

PVileb

=090 0O

)

-~

= Cost Managamant

=l | _J Budgets

=4 Define Worksheets
= Budget Requests

=| [ Contracts
= Master Commitments
= commitments

=l [ 4 Change Management

A Aniima Canas Camn

6/20/20

Drag a column hei

Type Purchase Order
Project | Moyer Cafe
D Moyer Cafe
Company”

Description

PO# (from AIS)

Revision

Workflow
Status

Effective Date”

Diays
Procurement 2

Paid In Full

Details 'l

« Refresh save Layout

Line #

~ Projects 1-1 out of 1
| Loaa veraun Layout

Item Description

Cost Management > Contracts > Commitments

YL

1 %|- - % 5

® Aliow overbilling

'@ Generate... I - 7

Costs
Do net allow overoliling (revised value or lines)
Criginal Valus L]
0.00% % of revised value Approved Changes H
0.00% % of line item ik analkad 1
Billed g
— Select - v Retainad i
Services 0.00% Balance Due ]
Stored Materials 0.00% Payments Applied H
Open Balance L]
unbilled 1
May-30-2016 B Pending Ghanges 1
Mivery Date May-30-2016 & Projected Value ]
Moyer Cafe
je Orders Progress Invoices Payments MNaotes Attachments Motific
T
== .
Ext. Cost Adjustment 1 Tax | Adjustment 2 Total Cost University in St.Louis

INFORMATION TECHNOLOGY



Generate Commitment - PO

e Select “Effective Date”
e This date will populate on the contract header

“Procurement #” field is autopoulated if a bid was

involved. Otherwise this field should be NULL
PMwép =900

- @ Cost Management > Confracts > Commitments

=l Cost Management ) . I F— =
. = L H X et B |- o | 5] ¥ 4GF Generate... | - ?
| (2 Budgets
= sudgets
=4 cost Codes Type Purchase Order - Costs Day:
- Do not allow cverbilling (revised value or lines)
=3 cost Ledgers Project Moyer Cafe - ® Allow overbiling Griginal Value 50.00
3 Forecasts o 20140014 Upte 0,00% % of revised value Approved Changes $0.00
5 Cost Workshests Company® « & ¥upw 0,00% % of fine tem Revised Value s0.00
= Descrint Billed $0.00
=3 Define Worksheets scription ;
Billing Terms - Select - *  Retained $0.00
= -~ PO# (from AIS) PO#
= Budget Requests Retention on Services 0.00% Balance Due $0.00
Revision Date  May-30-201¢ Retention on Stored Materials 0.00% Payments Applied $0.00
Workfiow Draft - Open Ealance $0.00
Status ( Unbilled $0.00
g . i .
Effective Date Eftective Date B -~
: Due Date May-30-2016 ] Pending Changes $0.00
Days 0.00 ;
. = Projected Value $0.00
. i P = ....)... Procurameant & Scheduled Delivery Date May-30-2016 [ rope I
Paid In Full Ship To Moyer Cafe hmgto
= . Pianning &5 WaS ] n
6/20/201 University in St.Louis
b Forms INFORMATION TECHNOLOGY




Generate Commitment - PO

» Select “Allow overbilling” radio button and “Up to

XX% of the line item”; save record

PMileb ©

=l Cost Management o
=l [ Budgets
E Budgets
= Cost Codes Type Purchase Order A
A = Do not allow overbilling (revised value or ling
roject”
& cost Ledgers 4 Moyer Cafe ® Allow overbilling
#3 Forecasts o* 20140014 LiUpto 0.00% % of revised value
=3 cost Worksheets Company* Vi Upto 0.00% % of line ltem
=3 Define Worksheets Description
E PO# (from AlS) PO#
E Budget Requests Retention on Services 0.00%
=l [ Contracts Revision Date  May-30-2016 Retention on Stored Materials 0.00%
=3 Master Commitments Workflow Draft -
Status [—
=4 commitments Effective Date* = o
- Due Date May-30-2016
=l [ Change Managament Days 0.00 ¥
p [ T PR, :...,.;. B Procurammant # Scheduled Delivery Date May-30-2018
Pald In Full O Ship To Moyer Cafe

& ZULO vadIgLuln UIHversIiLty 1oL, Louis

3l &l

QCriginal Value

Approved Changes

Revised Value
Billed

Retained

Balance Due
Fayments Applied
Open Balance
Unbilled

Pending Changes
Projected Value

$0.00
50.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

CA LY CiOLL) maUaais
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Add PO Detalls

e Select “Add items” to add cost codes to the

commitment
PMileb = © ©

I W

Cost Management > Contracts > Commitments

= ~ T ; : ; = =
Pl o8 Mahagament RHODEY CONSTRUCTION GO INC - 20140014 - iy * A = R 1% & & % 5| Gomens.|v ?
=l 13 Budgets F
= sudgets -
& cost Cades Type Purchase Order b Costs
. Do not aliow overbilling (revised value or lines) i
=3 cost Ledgers Project Mayer Cafe - ® Allow overbiling Original Value 50.00
= Porecasts o 20140014 lupto 0.00% % of revised valus Approved Changes $0.00
" 1 Revised Val 0.00
53 cost Worksheets Company RHODEY CONSTRUCTION CO ING v & Mupto 0.00% % of line item s o §
Bitled 50.00
Descri
W c Wit r Bifing Tarms: 10 *  Retained 50,00
PO# (from AIS) PO#
= eudget Requests Retention on Services 0.00% Galance Due 50.00
=i [ Contracts Ravisien 9 Date  May-30-201€ Retention on Stared Materials 0.00% Payments Applied $0.00
=3 Master Commitments :::::“’ Draft - Open Balance $0.00
. = e Unbilled $0.00
=3 commitments| Efective Dete" oy o016 |
— Due Date May-30-2016 Pending Changes $0.00
=l _J Change Management Days 0.00
) = Projected Value $0.00
B2 nrinn Cranan oams | procurement ¢ Scheduled Delivery Date May-30-2016
Paid In Ful Ship To Moyer Cafe
Specifications Checklists Addenda Change Orders Progress Invoices Payments. Notes. Attachments Notifications

Mo records to display.

A, X Delote_ & Rettesh

re to group by that column

GliEeste Fron Sxcel S St Layout S [losd Defaut Layort oL setinks:
item Description Ext. Cost Adjustment 1 Tax Adjustment 2 Total Cost

Day
—
|e
&8 Washington
University in St.Louis
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Add PO Detalls

e Drag line items into the cost code window

e Save

= CostManagement =~

=l [ Budgets
E Budgets
& cost Codes
= cost Ledgers
Forecasts
Cost Worksheets
[ Define Worksheets
= Budget Requests

=l @ Contracts
B Master Commitments

=| 3l Changs Management
== NS IR,

] 13

ALBERICI CONSTRUCTORS INC - 002 -

Cost Management > Contracts > Commitments

-Du

2 [

A %l- S+ E= %

=+ 0 Typical Cost Codes

=] 00100 0O General Reguirer

=| D02 DO 0D Existing Conditior

004 00 0D Masonry

~-/Z] 005 00 00 Metals
=] 008 00 00 Woods, Plastics,
] 007 00 0D Thermal and Mo

2] 008 00 00 Openings

] 003 00 00 Finishes

01000 00 Speciaties
-] 011 DD 00 Equipment
= 012 00 00 Furnishings

=] 013 00 0D Special Construc

@ DDD DD DD Procurement and |

Choose File | Nofie chosen

Phase | — Select— vt | select ~ | Type | - Select— ¥
Location — Select - ¥  Company | Period
 Edt X Dekte  * Refresh

e Cost Code

000041

003 00 00 Concrete

01-003-003 00 00

Costs Days
50.00 0.00
50.00 0.00
50.00 0.00
50.00
50.00
50,00
50.00
50,00
50.00
50,00 0.00
50.00 0.00

s Motific stions

| Total Gost [ costGode

ME

University in St.Louis
INFORMATION TECHNOLOGY



Add PO Detalls

e Cost codes will now appear on “Detail” tab
e Use shortcut: select top row; shift; bottom row; edit

e Enter cost values into the “Ext Cost” field; Update Records
PMileb = © ©

[ Program/Project Login T Cost Management > Contracts > Commitments
i CotMamgement RHODEY CONSTRUCTION €O ING - 20140014 - ol 3 1 %|- G- @ % 5 ©owen |- ?
= (2 Budgsts =
= susgets
=3 Cost Coces Type Purchase Order = ; Costs oaps
Do not allow averbiling (revised value o lines)
=4 cost Ledgers Project” Moyer Cafe & ovbiing Original Valus $0.00
3 Forecasts o 20140014 Upto 0.00% % of revised valus Approwed Changes 3200
5 Cost Warkahests | Company® RHODEY CONSTRUCTION CO INC - & Mupw 0.00% % of ine itsm Revised Value 3000
Bilee 50.00
efing Wi Dllavﬂnﬂ
Mo - o e i T Bfling Tecus 10 = Retained s0.00
= (from AIS)
B gt Requaatn ’ Retertion on Services 0.00% Baiance Due %000
= [ Contracts Revisian o Date  May-30-2018 Resantion on Stored Matarials 0,00% Payments Applied $0.00
E Mawser Commamants ‘;:““:“ Draft - Open Balance $0.00
P ; = Untaled 50.00
=2 commitments| EfeciveDete’ o voo0is I -
Due Date Maoy-30-2016 " Penging Changes 5000
=l 23 Cnange Management Days 800 3 i S
’ S ot oo 0¥ procuamants Scheduled Detvery Date May-30-2016 o
. Paid In Full Snip Ta Moyer Cate
Adjustmant 2 Total Cost Co1
L L3 T
50.00 50.00 5000 o
Washingto
50,00 $0.00 5000 01 &5 Was! n

12 University in St.Louis

6/20/2016
$0.00 $0.00 3000 on INFORMATION TECHNOLOGY




Add PO Detalls

e Select “Specifications” tab and select Purchase Orders

e Populate details; save by selecting “Update Records”

Effective Date™ ay-27-2016 =
Days 0.00
Procurement #

Paid In Full

Specifications

Specifications tab

Contract Signatures Purchase Orders

Architect Agreement

um Agreement

MBE/WBE Participation Targets

D Unbilled $0.00
Due Date May-24-2016 [EE Pending Changes $0.00
f— Projected Value 0.00
Scheduled Delivery Date May-24-2016 i ! 3
Ship To EMILY Testing vendor security
Checklists Addenda Change Orders Progress Invoices Payments Notes Attachments Workflow
CM w/GMP Commitment Review Checklist Consulting Agreement Continuing Services Agreement

0.00
0.00

Notifications

Engineer Agreement

[ update Recordgx Cancel

Are there any special terms and conditions

Spec \ UOoM Data Notes
Short PO Description s s
Payment Terms - Select — - &
"Are start and end dates listed above A o
Ship to (if applicable) &
s o & N

Iis

6/2

INFORMATION TECHNOLOGY



Submit PO record into Workflow

e Select the “Workflow” tab
e Select Submit

B v ey = E Mana's Late e Allow overbiling
E Forecasts [ 3 Upto 0.00% % of revised value
E cost Workshests Compeny ALBERICI CONSTRUCTORS INC v o Upto 0.00% % of line item
= Define Workshests Deseription Billing Terms a
f PO# (from AIS)
B3 Budget Requests Retention on Services 0.00%
< 3 Contracts Revision o Dste  Mar-28-2016 Retention on Stored Materials 0.00%
B3 Mester Commitments \gm;hw Dreft ¥
E=[Commamenss] Efiecte Dste [50.00.2016
Due Date Mar-28-2018
= [ Change Management Days
B mre e e, | Procurements Stheduled Delivery Date Mar-28-2015
4 »
Paid In Full Ship To Maria's Cafe
"
| Details Adjustments Spetifications Checkists Addenda Changs Orders Progress |
B Actions
Ei Subjest Comments
e Approve Email Body
e Return
© . ponNOTUSE
L] Withdraw (ends workfiow)
©  Final soprove
elagate

—re—

6/20/20 i

H &

g v
Approved Changes
Revised Value
Billea

Retained

Balance Due
Payments Applied
Open Balance
Unbilled

Pending Changes
Projected \alue

$0.00
$20,000.00
S0.00
$0.00
$0.00
S0.00
$0.00
$20,000.00
$0.00
$20.000.00

0.00
0.00

0.00
0.00

Notific ations

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Submit PO Record into Workflow

e Select Save

* You will receive notification re: the status of the workflow

I8 ST DTN

Z3|commitments

=uRinuey =

Status

Delivery
Effective Data™

May-17-2016 B
L B Due Date

= |_J Change Management Days 0.00

Procurement #

Fald In Full O Ship To

" Scheduled Delivery Date

[ [Ny Ty S

>

Details Adjustments Specifications Checklists Addenda Change Orders

E] Workflow Actions
Actlons Email Preview
Subject
() Approve Email Body
) Return
) Do NOT USE
() Withdraw (ends workflow)
Final Approve
Delagate

Fooooo

eam Input (0)
e ]

6/20/2016 ©2016 Washington University in St. Louis

May-16-2016 5=
May-16-2016 [

EMILY Testing vendar security

Comments

e L

Unbilled

Pending Changes

Projected Value

Motes

15

Attachments (1)

Instructions

hington
unuversity in St.Louis
INFORMATION TECHNOLOGY



PMileb Training

Generate Short Form Agreement

3 Washington

Umversﬁy inSt.Louis
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Generate Commitment — Short
Form

 Two ways to navigate to Commitments module
e Cost Management > Commitments sub-category

PMileb = v ©

F [Foemrr N0 [
Conl Loy * | Wiekeome back Mar Meyer, your lest login Mar-24-2015 7:16:37 A
S [Conwar | Pesmeven | mver | comer |
B Coat Workahests
ved Workflom Irkxm
to ord Dt Requests Propectiocat 008 t - OFf R Due Apr-2L
5 s ofll s Lo b
- |
¥ Ca -
5 Grine Chang = =
a ""‘j IIIIIIIII Lol x]
= O Fondng a3e check your intermet connecion

B8 Fuocing Racoess
FE Furcine Resars T

: v

. Phanning

Cost e
gen -
Management

& Noasication [mbon

f e | Save Layout JILDOIDENIEIJN Wﬁlm,ﬂm”mmm - -

i i Bocument Type rojectjLocation Due Dt Description

) potols [rep———— - )

.
# Washington
6/20/2016 Iniversity in St Louis
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Generate Commitment - Short

Form

e The Commitments board will display
e Select “Add” to create a new commitment

PMileb

[ Frogramproject iogin. ______ ZJNO]

‘CostManagement > Contracts > Commitments

= Cost Management

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

=l [ Budgets

Programs  “Al* Projects Al ( o Add x)eme & Refresh Layouts
Buagets
= S Profect Name Froject® Record # Description workngatatus [ Type | company | orignal vaiue [ change orers | Reterence | master | Eftectve Date [ Procurements |
Cost Ledgers [¥] i ] 2 ] ] [x] [¥] [+] [ [r]
—— KLL Pedestrian Walkwsy Ref KLL1234 oo0cot KLL Pedestrian Walkway Ref Approved Subsoniract Sample Contractor 3 S111,250.00 s0.00 50000 12345 o
B3 Coost Worksheets KLL Pedestrian Walkway Rej KLL1234 t1eeasz MCDONNELL SCI REPLACE Approved Purchass Order | B760 ENGINEERING LLC 57110000 s0.00 S000  (Encumbrance No.) o
e Wieanad KLL Pedestrian Walkway Ref KLL1234 15201252 EAST MCDICSRE-NTADCM Approved Purchass Order | GRAINGER INC 69179 so.00 S0.00  (Encumbrance No.) 0
T KLL Pedestrian Walkway Rej KLL1234 000002 Dreft Subsontract 1ZTWENTY ING 50.00 s0.00 o
B oo Maternity Bidg OBIGyn 1 ex 2018578y 000001 Renovats fl examroom | Approved $31,808.00 5100283 o
Master Commilments | Maternity Bidg OB/Gyn 11l ex 2015576y 000co1 design fees Approved Furchass Order  EISENBERG ARCHITECTS $6,050.00 31000 aa08078M Dec-16-2014 o
Maternity Eidg OBIGyn i ex 2015578y 000002 asbestos inspection and bulk Approved Furchase Order  FARMER ENVIRONMENT s405.00 s195.00 2315226M Jan-07-2015 0
5 5@ Change Management Materniy Eidg OBIGyn Hex 2018576y 000003 asbestos inspection and bulk Wihdrawn Furchase Order  FARMER ENVIRONMENT s405.00 5000 28153280 0et22.2015 0
Maternity Bidg OBIGyn M ex 2015576y 000004 test commiment for invoice w Approved Purchase Order | A AND N CORPORATION 000 000 00D | 9e8ess Jan-13-2018 0
Matermity Bidg OBIGyn 1l ex 2015576y 000co1 Eng. servfor retro commissic Draft Quner Engineer Agre &760 ENGINEERING LLC $212,000.00 s0.00 s0.00 Feb-15-2018 0
Maternity Bidg Ob/Gyn 1flex 2015576y 000001 ‘design modific ations to BJC Kk Approved Consutting Services s CANNON DESIGN ARCHI $10,040.00 $0.00 $0.00 Jan-10-2016 1]
Materniy Eidg OBIGyn Hex 2018576y 000201 carpet, tie and mastic removi Draft Continuing Servises | CARDINAL ENVIRONMEN 535,082 00 5000 5000 Feb-15-2018 0
For Testing Change Orders T TEMPINTDS 000oo1 Genersl Contractor Approved Stipulsted Sum Agree CLAYCO CONSTRUCTION s872,842.00 $148,855.00 s000 Jan-01-2018 0
For Testing Change Orders I TEMPINTCS 000001 Testing Architectural Agresmi Approved Qwner Architect Agre MACKEY MITCHELL ARCH $180,250.00 s0.00 s0.00 Feb-24-2018 0
Sidewak Repair 2015 Ph2 | 16058 00001 Appraved Purchase Order  FIXTURE CONTRAGTING s24,857.00 s271.00 s18,268.50 0
Taylor Avenue Buiding 1l Me 16050 25214950 Approved Furchase Order  ESA LIFESTRUCTURES IF 559,200.00 000 S000 | 35214350 0
Taylor Avenue Buiding 1l Me 16080 000002 Approved Purchase Order  FARMER ENVIRONMENT ss55.00 s425.00 000 | 3830821 0
Taylor Avenue Buiing 1l Me 16050 000003 Approved Purchase Order $4,500.00 s0.00 s000 | 3E3s243M 0 [N
Taylor Avenue Buiing Tl M 16050 000004 Appraved Purchase Order  DUCT SYSTEMS INCORP 275457 s0.00 S0.00 | 36437240 0
Taylor Avenue Buiking 1fl Me 16050 000005 Approved Stipulsted Sum Agres $538,500.00 s0.00 530,000.00 0 1gton
©2016 Washington University in St. Louis 3 University in St.Louis

6/20/2016
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Generate Commitment - Short

Form

 Two ways to navigate to Commitments module
e Project Center > Commitments hyperlink

6/20/2016

PMileb = @ ©

=l Cost Management

= (3 Budgets

-

Define Worksheets
[E Budget Requests

= [ Contracts
= Master Commitments
= commitments

=| 3 Change Management

Cost Management > Budgets > Budgets

Welcome back Maria Moyer, your last login Apr-14-2016 10:18:25 AM

Cantrols |

Actual StartFinish
Percent Complete 0.00%

Scope This is a test to build a new cafe on

WUSM campus.

“

Select multiple files to upload or drop files in the box below

Praject Center [ Partfalio View T Map View T Calendar }

Drawing Sets
Meeting Minutes
Online Submittals
Punch Lists
RFls
Safety Forms
Submittal Sets
Submittal ltems
Transmittals
Emergency Form
[= Cost Management
Record Type
AP Payments
Budget Reguests
Budgets

0o oo oD 0 oo

Pending
1]
o
1]

0o oo oD 0 oo

Approved
1]
o
1

Commitments

&)

Forecasts

Funding Authorizations
Funding Records
Funding Requests
Miscellaneous Invoices
Online Change Requests
Progress Invoices
Commitment Apprentices

B Scheduling

Record Tvoe

iavascriot  doPostBack( ProlectCenterNaviaator$rotModulestctl02% rotModuleRecord Tvoestctl05ShinRecord Tyvpe' ™)

oo o0 oo0 - oo

Pending
"

oo o0 oo0ooo0

Approved
"

Does Project Include a
Move

Weekly Status Update
Plan for Next Week

Issues and Risks
Identified

Total Project Budget

= Washington
Jniversity in St.Louis
ORMATION TECHNOLOGY



Generate Commitment - Short
F{Rgr&])mmitments board will display

e Select “Add” to create a new commitment

* Note: if the project does not yet have any commitments,

you will taken directly to a new commitment record
PMileb

‘Cost Management > Contracts > Commitments

=l Cost Management * | Drag a column header and drop it here to group by thet column
=l [ Budgets Programs Al ~ Projects Al S it g Refresh Layouts
Budgets
Project Name Project# Record # Description N wmmwms [ Tvpe | company Original Value: Change Orders Biled Reference Master Effective Date Procurement #
Cost Codes = = - -
V. ¥ v | |7 K4 T T | v v v ' |

Cost Ledgers =

ol KLL Pedestrian Walkway Rej KLL1234 KLL Pedestrian Walkway Ref Approved Subcontract Sample Contractor 3 s0.00 12345 ]
Gost Worksheets KLL Pedesirian Walkway Rej KLL1234 MCDONNELL SCI REPLACE Approved Purchase Order | 760 ENGINEERING LLC s0.00 (Encumbrance No.) o
Defie Workshests KLL Pedestrian Walkway Rej KLL1234 EAST MCD/CSRB-NTADCM Approved Purchsse Order | GRAINGER ING s0.00 S0.0D | (Encumbrance No.) 0
Budget Requests KLL Pedestrian Walkway Rej KLL1234 000002 Draft Subtontract 12TWENTY INC ]
3 G Contracts Maternity Bidg Ob/Gyn 1l ex 000001 Renovate Ml examroom | Approved o
Master Commitments || Maternity Bidg Ob/Gyn 11 ex 000001 gesign fees Approved Purchase Order EISENBERG ARGHITEGTS Dec-16-2014 o
Maternity Bldg Ob/Gyn 1 ex 000002 asbestos inspection and bulk  Approved Purchase Order  FARMER ENVIRONMENT Jan-07
2l £ Change Management Maternity Bldg Ob/Gyn 1l ex 000003 asbestos inspection and bulk Withdrawn Purchase Order  FARMER ENVIRONMENT: 0
e~ T | Maternity Bldg OB/GYN 1 8x 000004 testcommiment for invoice w Approved Purchase Order A AND N CORPORATION 0
Z Maternity Bidg Ob/Gyn 1fl ex, 000001 Eng. serv.for retro commissic Draft Owner Engineer Agre o
< . Planning
= Maternity Bldg Ob/Gyn 1 ex 000001 design modifications to BJC k Approved Consulting Services , CANNON DESIGN ARCHI 0
L\l Engineering Forms Materity Bldg Ob/Gyn 1l ex 20 000201 carpet, tie and mastic remov: Draft Continuing Services | CARDINAL ENVIRONMEN ]
_E costm For Testing Change Orders I TEMPINTOS 000001 General Contractor Approved Stipulsted Sum Agres CLAYCO CONSTRUCTION
For Testing Change Orders I TEMPINTOS 000001 Testing Architectural Agreemi Appraved Owiner Architect Agre. MAGKEY MITGHELL ARCH 0
Bygtating Sidewalk Repair 2015 Ph2 000001 Approved Purchase Order | FIXTURE CONTRACTING ]
. Asset Management Taylor Avenue Buiding 11l Me 321495M Approved Purchase Order  BSA LIFESTRUCTURES It
|7 Workto Taylor Avenue Buiding 1 Me 000002 Approved Purchase Order  FARMER ENVIRONMENT: n
Taylor Avenus Buiking 1 Me 000003 Approved Purchase Order 0 "lgto :
€ 8 alcle Taylor Avenue Buiding 1 Me 000004 Approved Purchsse Order | DUCT SYSTEMS INCORP 0 St.Louis
ar“""‘“ Taylor Avenue Building 11 Me 000005 Approved Stipulated Sum Agree CHNOLOGY




Generate Commitment - Short
Form

* In the “Type” field select Short Form Agreement

6/20/2016

a - Program/Project Login - ~ B¢ ) Cost Management > Contracts > Commitments

- PLa

Type Short Form Agreem: ¥
Project™ Subcontract
D Purchase Order
CM with GMP
Company
Continuing Services
Description Project Agreement
PO# (from Al Consulting Services
Revision Date May-30-2016
Workflow Agreement
Status 9
Effective Date Owner Engineer
Agreement
Days Short Form
Procurement # Agreement
Paid In Full Stipulated Sum
Agreement
Details Adjustments Specifications Checklists

Addenda

DS~ o MG

Billing
®) Do not allow overbilling (revised value or lines)

) Allow overbilling

Up to 0.00% % of revised value

Up to 0.00% % of line item
Billing Terms — Select - -
Retention on Services 10.00%
Retention on Stored Materials 10.00%
Delivery
Due Date May-30-2016 H
Scheduled Delivery Date May-30-2016 H
Ship To

Change Orders Progress Invoices Payments

| @ Generate... [v | g

Costs

Original Value
Approved Changes
Revised Value
Billed

Retained

Balance Due
Payments Applied
Open Balance
Unbilled

Pending Changes
Projected Value

Notes Attachments

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Notifications

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

n

: Refresh Save Layout | Load Default Layout
T T

uis

LOGY



Generate Commitment - Short
Form

 The ID will be auto-generated
* In the “Company” field, select the vendor

. —
-~ 1 -
L H X ot rD | - t_{jj | - \g '_'Z ] @ Generate.. I - ?
Type Short Form Agreem: = o Costs
; #/ Do not allow overbilling (revised value or lines)
Project” g
| | mayer n Allow overbilling Qriginal Value $0.00
Mayer Cafe 0.00% % of revised value Approved Changes $0.00
(=} "
0.00% % of line item Revised Valus $0.00
Cempany Eilled $0.00
Deseription - Select - v Retained $0.00
PO# (from AIS) Services 10.00% Balance Due $0.00
Revision Stored Materials 10.00% Payments Applied $0.00
Open Balance $0.00
Workflow
Status Unbilled $0.00
Effective Date May-30-2016 =) Pending Changes $0.00
— Projected Val 0.00
| Days slivery Date May-30-2016 =] rejecied value #
—{ Procurement#
] Paid In Full
} Details ] 38 Orders Progress Invoices Payments MNotes Aftachments Motifications.
Drag a column he: ~ Projects 1-1 out of 1
o Refresh  Savelayout | Load Default Layout L
Line # Item Description Ext. Cost Adjustment 1 Tax Adjustment 2 Total Cost = N
i : : &2 Washington
6/20/2016 e ¥ L ‘ ‘ ‘ v e University in St.Louis
T INFORMATION TECHNOLOGY



Generate Commitment - Short

Form

e Select “Effective Date”

e This date will populate on the contract header

“Procurement #” field is autopoulated if a bid was
mvolved OtherW|se this field should be NULL

Cost Management > Contracts > Commitments

=l |Cost Mansgement| = . 4 H 3 (= P =1 ﬂ 3

Gr enerate... | ?
| .l Budgaets
= Budgets
3 cost Codes Type ShoriFormAgreees ~ o Costs
Do ncd allow overbling (revised value of ines)
= cost Ledgers Project’ Mayer Cale - Abow avabaling Original Val e
=5 Forecasts o 20140014 Upto 0.00% % of revised value Approved Change:
comny * P 0.00% % of ine em Fevisad \abie
Billed
Description
Biling Terms - Select— = Retsined
POR (from AIS) PO
Fgtention on Services 0.00% Balance Due
Hvislcn - » Retention on Stored Matarlals opo%  Payments Appled
Warkfow DraR Cpen Balance
otus Yo
Effectiva Date” - g
Due Date May-20 = Pending Chang
Deays 0.00
rojected Vak
TR Scheduled Delivery Date May-30-2015
l llllllll ip T Moyer Cafe
Cetais Adjustments. Spacifications. Checkiists Addenda Change Orders Progress invoices Paymants Naotes Attachments
Drag 8 column header and drop It here 1o group by 1 m
I o Rofresh  Savelayout | Losd Defoull Layout
6/20/2016 Line s o Description Ext. Cost Adjustmsnt Ta: Adustment 2

s

$0.00
$0.00
30.00
3000
3000
5000
000
0.00
5000
0w
£0.00

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Generate Commitment - Short

Form

» Select “Allow overbilling” radio button and “Up to
XX% of the line item”; save record

PVileb

=/ Cost Management .

= © 0

=i |_J Budgets
=4 Budgets
B3 Cost Codes Type Shert Form Agreem: ~
E Proiect Do not allow overbllling (revised value or lines)
= & *
Gost Ledgers e Moyer Cafe ® Allow overdliling
=3 Forecasts o 20140014 _upto 0.00% % of revised value
= cost Company I Upto 0.00% % of line item
=4 Define Worksheets Description

=3 sudget Requests

=i [ Contracts
= master Commitments
= commitments

= [_J Change Management

E3 Aniins Chanan Bani T

PO# (from AlS) PO#

Retention on Services 0.00%
Revislon Date | May-30-2016 Retention on Stored Materials 0.00%
Workflow -
Status Ui Bailve
Effective Date® B -
£ f—
Due Date May-30-2016 i)
Days 0.00 o
Procuremant Scheduled Delivery Date May-30-2018 FH]
Paid In Full O Ship To Mayer Cafe
Detalls Adjustments Specifications Checklists Addenda Change Orders Progress Involces Payments

Qriginal Value
Approved Changes
Revised Value
Billed

Retalned

Balance Due
Payments Applied
Open Balance
Unbilled

Pending Changes
Projected Value

Notes Attachments

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Notifications

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

: Refresh Save Layout | Load Default Layout

Iington
nSt.Louis

INFORMATION TECHNOLOGY



Add Short Form Detalls

e Select “Add items” to add cost codes to the
commitment

PMileb = 9 ©
_ . - Program/Project Login - Cost Management > Contracts > Commitments

= Cost Management ad C 1 3 " " = oE,
6760 ENGINEERING LLC - 315 - Backnossonward (u 1 10 [ 1 [l [0 ) 0 ® |+ 5|+ (3] & 5 ©roewns. |- ?
=l [ Budgets
=3 Budgets

B3 Cost Codes Type Short Form Agreem: o Costs
- . *! Do not allow overtiling (revised value or lings)
=4 cost Ledgers Project Taylor Avenue Sewer Repair-D0 NOT DELETE - Allow overbiling Original Value $
=3 Forscasts =4 315 Upto 0.00% % of revised value Approved Changes
. . Revised Val :
=3 Cost Worksheets Cempany 8760 ENGINEERING LLC - Upto 0.00% % of line item e $
) Billed
=3 Define F onward {Julie test generate commitment) Billing Terms — Selecte . Ftoined
= PO® (from AlS)
= Budget Requests Retention on Services 0.00% Balance Due
=l L3 Contracts Revision L Date | Apr-20-2018 Retention on Stored Materials 0.00% Payments Applied
=3 Master Commitments m:“w Draft - Open Balance
, Delivary .
3| commitments Effective Date" 50202018 == L Unbilied $
— Due Date Apr-20-2016 = Pending Changes
=l 3 Change Management Days 0.00 Brojectsd Val 3
= " reject ue 1
[~ P, | Brocurement® 001 Scheduled Delivery Date Apr-20-2016
Paid In Full Ship To
Details [ Addenda Change Orders Progress Invoices Payments Notes Attachments (1)

Drag a coluj re to group by that column
JEdt Add X Delete  * Refresh ) Paste From Excel  Savelayout | Load DefaultLayout | Use Units
ltem Description uoMm Quantity Unit Cost Ext. Cost Adjustn
i L4 s " 0 i’ i n
6/20/2016 ] 001 000050 001 00 00 General Requirem 1.00 $16,000.00 $18,000.00 10 University in St.Louis

INFORMATION TECHNOLOGY



Add Short Form Detalls

e Drag line items into the cost code window
e Save

Cost Management > Contracts > Commitments

=l Cost Management - | L =} & [ 5
= i ALBERIC| CONSTRUCTORS INC - 002 - (e L H B ) = 5. &~ | @
= 3 Budgets s
& sudgets
& cost Codes Costs Days
[E Cost Ledgers 50.00 0.00
Forecasts ' scanfType Choose File | Nofile chosen 50.00 0.00
5000 0.00
ozt rshests. = O Typical Cost Codes = Gost 5000
= Define Worksheets Des Phase | — Select - T | Code - Select - - Type | —Sekct— T
@ DDD DD DD Procurement and | $0.00
B3 Budget Requests PO# : Location | — Select - ¥ | Company G - | Period i
= ] 00100 00 General Reguirer 000
= 3 Contracts Rev o y 2 Edit X Deete g% Refresh 50,00
Worl =] 002 00 DD Existing Conditior
B Master Commitments Stan e Cost Code 80.00
— 003.00.00 Gonerete 000041 | 003 00 00 Concrete 01-003-003 00 00 50.00
_ 5 » 004 00 0D Masonry 50.00 0.00
= [ Change Management Day:
o = ~Z] 005 00 00 Metals 5000 0.00
$ B =] 008 00 00 Woods, Piastics,
- =
. ] 007 00 0D Thermal and Mo
2] 008 00 00 Openings [z -
] 003 00 00 Finishes
-] 01000 0D Speciaties
i E‘I 011 0D 00 Equipment ‘ Total Cost | Cost Code
©12 00 DD Furnishings |7‘ |T
2] 012 00 00 Special Construc .
- ~
&2 Whshington

6/20/2016 University in St.Louis

B ’i‘ INFORMATION TECHNOLOGY




Add Short Form Detalls

e Cost codes will now appear on “Detail” tab
e Use shortcut: select top row; shift; bottom row; edit

e Enter cost values into the “Ext Cost” field; Update Records

Paid In Full ] Ship To

Details Adjustments Specifications Checklists Addenda Change Orders Progress Invoices Payments Notes Attachments (1) Workflow

nd drop it here to group by that column /'\
_H Update Records )x Cancel /

Line # Item Description UoMm Quantity Unit Cost Ext. Cost djustment 1
' ' ' 7’ 7 7 7 \ 7
i 001 000050 001 00 00 General Requirem 1.00 $18,000.0 $18,000.00 $0.00
002 000052 002 00 00 Existing Conditic  -- Select -- v 1.00 $0.0 $0.00 $0.00
2.00 $18,000.00 $18,000.00 $0.00
[1a] [«] |z‘|T| [»] Page Size 20 \ /
O/ LUJ20LTT ot s & ZULD VWASIHTTIELUIT UTIIVEISILY 1T OL. LUUIS 1z T

INFORMATION TECHNOLOGY



Add Short Form Detalls

e Select “Specifications” tab and select Short Form
Agreement

e Populate details; save by selecting “Update Records”

Specifications Checklists Addenda Change Crders Progress Invoices Payments Notes Attachments (1) Workflow

Specifications tab

Custom Fields

Contract Signatures Purch Architect Agreement CM w/GMP Commitment Review Checklist Consulting Agreement Continuing Services Agreement
i nt Short Form Agreement Stipulated Sum Agreement MBE/WBE Participation Targets
< H Update Records X ca

Spec | UoMm Data ‘ Notes
(Note Added) Project Description [ ] Lo
General Cond. Pct 0.00 ~

Billing Frequency - Select -- g o/

Cost Basis - Select - v o
Commitment L ot
Date of Commencement L ad
6/2 Date of Completion ~

1gton

st.Louis

INFUKMAIION 1ECHNOLOGY



Submit Short Form record Into

rkf

e Select tﬁ)e ‘Workflow” tab

e Select Submit

6/20/2016

Type Short Eorm Agreemi =
: ® Do not allow overbiling (revised value or lines) B
Project Taylor Avenue Sewer Repalr-D0 NOT DELETE = Allow overbilling Criginal Velus
(I} 315 Upto 0.00% % of revised value Approved Changes
Company* 8760 ENGINEERING LLC =] Upto 0.00% % of line ftem Revisad Valiw
Billed
Description Backhoes onward (Julle test generate commitment)
P ( 9 } Billing Terms — Select — = Retained
PO# (from AIS)
Retention on Services 0.00% Balance Due
Ravision 0 Date  Apr-20-2016 Retention on Stored Materials 0.00% Payments Applied
Workflow Draft - Open Balance
it * B Unbilled
- nbille
Effisctive Dot | ppr00.2016 ! e
Due Date Apr-20-2016 il Pending Changes
Days 0.00
e Projected Value

Procursri . [5oq Scheduled Delivery Date Apr-20-2016
Paid In Full Ship To

Details i Specifi ¢ Addenda Change Orders Progress Invoices Workflow tab

Noiifications.
=] Actions

Subject Comments

e Approve Email Body

L Return

® ' ponNoTuse

®  Witharaw (ends workflow)

9 Final Approve

') elegate

§18.000.00
$0.00
$18.000.00
$0.00
50.00
$0.00
$0.00
$0.00
$18.000.00
$0.00
£18,000.00

Workflow

14

University in St.Louis
INFORMATION TECHNOLOGY



Submit Short Form Record Iinto

VUL

* You will receive notification re: the status of the workflow

I8 ST DTN

Z3|commitments

=uRinuey =

Status

Effective Data™  141.17-2016 [

= |_J Change Management Days 0.00

Procurement #

Pald In Full O

= [P N

>

Details Adjustments Specifications Checklists

=l workflow Actions

Email Preview
Subject

Email Body

Actlons

() Approve

) Return

) Do NOT USE

() Withdraw (ends workflow)
Final Approve

D anate

Fooooo

eam Input (0)
e ]

6/20/2016

Delivery

Due Date

Scheduled Delivery Date
Ship To

Addenda Change Orders

©2016 Washington University in St. Louis

May-16-2016 5=
May-16-2016 [

EMILY Testing vendar security

Comments

e L

Unbilled

Pending Changes

Projected Value

Motes

15

Attachments (1)

Instructions

hington
unuversity in St.Louis
INFORMATION TECHNOLOGY



Commitment Vendor step In
Warkilow

e commitment workflow has a step for the
commitment vendor

* You can see in the workflow log every step in the
workflow. The PM will receive the “commitment
vendor” step and delegate it to the vendor.

‘] ; v May-21-2016 Project Manager 1 Jon Smith

2 - —APM — Commitment < $50k
May-26-2016  Accountant 1 Emily Follman Approve after PO is keyed in
Market, place
£ - APM - Non PO Commitment
11111111 omm mily |
000000000 roject Manag Jon Smith
= Commitme 3
e - APM - Non PO Commitment
Commitment 7 34 ] Jun-10-2016 Commitment Vendor  Emily Follman Delegate to appropriate vendor
Ve n d or RO I e contact for this commitment, W'dsnlng(on
6/292016 ©2016 Washington University in St. Louis 16 University in St.Louis

INFORMATION TECHNOLOGY



Commitment Vendor step In
Weq)ercltdlls)eyggate” radio button

e Select the delegate from the list in the pop up window
e Save the assignment and save the workflow step

Detalls

[E workfiow Actions
© Approve
< Return

uuuuuuuuuuuuu

© (poNoTuse
- (ends )
9 " Final Approve
Select Delegate * Delega te
.

sssssss

=
6/20/2016 R

eeeeeeeeeee

jones - Sam Jones
AUSER - Any User

hhhhhhhhhhhhhhhhhhhhh

mmmmmmmmmmmmmmmmmm

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Commitment Vendor step Iin
orkf

. Ven ors may choose not to use PMWeb

* In this case, the PM will not delegate to the vendor,
but will instead email the commitment document to

the vendor for signature.

* When the sighed document is returned via email, the
PM will add the document to the record in PMWeb
and approve it as a proxy for the vendor, sending the
record on to the next step in workflow

£ Washington

University in St.Louis

6/20/2016 ©2016 Washington University in St. Louis 18
INFORMATION TECHNOLOGY




Final Signature

e After vendor has returned the signature page of the
contract (either via email or PMWeb attachment, the

WU final approver/designated signatory needs to add
signature to signature page

e This will be done manually for now

e Electronic sighatures are coming

e Optin/out will be required to be performed for each esign
(WU and vendor)

£ Washington

6/20/2016 ©2016 Washington University in St. Louis 19 University in St.Louis
INFORMATION TECHNOLOGY




Final Signature

e Print page, WU signer will sign, and scan
e Upload to commitment record as attachment
e Save record

Paid In Full D Ship To EMILY Testing vendor security

- . Planning

-1

., Engineering Forms

L Details Adjustments Specifications Checklists Addenda Change Orders Progress Invoices Paym

-

7 ; Cost Management WStep 5 of 5) Notifications

 Scheduling <inf| Save ) 2 cancel (™ Download Files

- s cripi ‘ File” ‘ Re

-~ Asset Management

E ' s

S ——— —
th; Workflow / i i i B
- < c fment XXX Sianat _) Document Manager '_/Link '_)SharePoint ' ) Aconex Browse... | Commitment X..
. ammitmen ignature pag

e Portfolio ~— g pag () Email @ Upload

éToolbox WUConsultingServicesAgreement  WUConsultingServicesAgreement. pdf
E——— , 3 ingfon
[ 4] | 4| | 1 || bl e Page Size 20 nStLouis

"ECHNOLOGY



Final Approval

e Final approver will review commitment and select

final approve

e Save

Details Adjustments

[) w Actions

= Approve

' (U Return
) po NOT USE
O Withdraw (ends workflow)
© ® Fjal Approve
M, Delegate

Team Input (0)

Save

Subject
Email Body

Add CC

e Commitment is fully executed

Specifications

Progress Invoices

Commen ts

Attachments (1)

Workflow (Step 5 of 5)



Final Approval

e Visual workflow will show that the record has
completed final approval

Details Adjustments Specifications Checklists Addenda Change Orders Progress Invoices Payments Notes Attachments (2) Workflow
Notifications

Business Process

Workflow Log

= Template

Commitment-WUSM2

(®) Roles Submitter : - Multiple - . Commitment 50k

Commitment between 5... Commitment 800k Accountant 1 . Final Approve

) Names

Withdrawal

& Washington
6/20/2016 ©2016 Washington University in St. Louis 22 University in St.Louis
INFORMATION TECHNOLOGY
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Online Change Requests
 Two ways to navigate to Online Change Requests
module

e Cost Management > Online Change Requests Records
sub-category

=3 Lost Wi i ¥ =
B3 Define Warksh F Al - Projects A « ofpAdd X Delete 2 Refresh [ Layouts
23 Budget Requests Project Name | Project # Record # Description | Workflow Status | Commitment | Gompany
=3 L3 Contracts -f 'I, "( -,' p "-,
= master
= The Lofts Phase || - Planning 20160028 DODO0T This is the PCO Descrplion Approved 459 - PARIC CORPOF
B commitments |
Golf Trip Planning 20140150XGLO QR0 Description - Add Valves Approved 321 - Lynch Exhibit Test ROSETTA STOH
O | Ch Change Management
niine ange i Golf Trip Planning 2014615XGLO 000002 Description goes here. Cont Approved 321 - Lynch Exhibit Test ROSETTA STO!
A[ooine Courge o]
Req u ests North Campus Medicine Phy: 2014615XGMAG 000002 Install tim to top'cap reveal  Approved 008906 - renovation for Phys INTERFAGCE CC
&5 commitment COs
MNorth Campus Medicing Phy: 2014615XGMAB 000003 MNew window and frame Approved 008906 - renovation for Phys INTERFACE CC
=l (3 Funding
MNaorih Campus Medicine Phy: 2014615XGMAG 000004 Disassamble fumiture Approved 008906 - renovation for Phys  INTERFACE CC
= Funding Records
MNorth Campus Medicine Phy: 2014815XGMAS Q00005 Receplacles and data rough  Approved 008006 - renovation for Phys INTERFACE CC
g Funding Requests
North Campus Madicing Phy: 20T4615XGMAG DOO00E Vioica and data rough-ins Approved 008806 - renaovation for PFhys  INTERFACE CC
B3 Funding Authorizations
North Campus Medicine Phy: 2014515XGMAS 000007 Electrical T&M Approved 008906 - renovation for Phys INTERFACE CC
North Campus Medicine Phy:  2014815XGMAS 00000 Camera-lrace-locate Approved OOBY06 - renovabion for Phys  INTERFACE CC
Marth Campus Medicing Phy:  2014615XGMAG 00000 Reassamble furniture Approved 00AS06 - renavation for Phys  INTERFACE C.ClD—
North Campus Medicne Phy: 2014815XGMAB 000010 Clean, rearrange furmiture, 1 Approved D0B90E - renovabion for Phys INTERFACE CC Wﬁs .
Cost &5 n
[ : - i ayr North Campus Medicine Phy: 2014615XGMAD DO0001 to buy more pipe Approved 003 - paping GRAINGER INC UanerSlWlnst[DUlS
Management TS SIS | AP T PTR—— INFORMATION TECHNOLOGY
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Online Change Requests

 Two ways to navigate to Online Change Requests

module

* Project Center > Select Online Change Requests hyperlink

PMileb

Welcome back Emily Follman, your last login Jun-01-20168 33025 PM

=l [ Budgets
B2 Budgets
B3 cost Codes
B Cost Ledgers
B Forecasts
B3 cost Workshests
EH Define Worksheats
B3 Budget Requests

=l 3 Contracts
B4 Master Commitments
B commitmants

= 3 Change Management
Z3[Online Changs Requ »

4 ’

=0V e

[ Controls ] Executive Report l Another report! ] Project Center

Project Center

Tesarm Irput -
Program ATEST1-WUSM L
Project 1ID” 2014616A7

Name® Team Input

Location 00116 - Urbauer Hall -
Project Status - Seloct — -
Project Type - Salect - -
Category - Salect - -

Wiorkflow Status Draft

Cumrency
Tanget Budget
Target Revenue
Target Duration o
Target Stan Finish

Actual StarFinish

Percent Complete 0.00%
Scope

Deollar {United States of America =

50.00
$0.00
oM | - Sale

<

Create Project

- G\ Cost Management > Change Management > Online Change Requests

B Create From Template H Save ) Print

wEl
Navigator ESchedule 2
& Planning Target
Procted
@ Engineering Forms
B Cost Management BBudget
Target 50.00
Record Type Pending Approved Antitipated Cost: $0.00
AP Paymants 0 0
Budget Requests o o | BlCustom Fields
Budgots 0 1
Commitrment COs L] o
Commitrimnts o o Planning and Project F
Cost Codes o 1 Project Date Tracking Project Status Updates
forecsts o 0 LEED Information  Debt Funded  Admin
Funding Authorizations. L] o
Funding Records 0 0 S Edit
Funding Reguests ] 0 S . D
TS )
Online Change Regquasts o 0 pission Date of
anning Project
Request Form
C Apprentices o a

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Online Change Requests

 Add a new Online Change Request record or select
your project from the board

" .
P b =90
E mmn 4
__. _ Frogram/Froject Login - "D Cost Management > Change Management > Online Change Requests
Forscasts “ || Drag a column header and drop it here to group by that column A
B cost Workshests Programs  *AJ1* ~| Projects Al o Add ¥ Delete & Refresh Layouts
E pefine Workshests Project Name Project # | Record # | Desc ription rkflow Status | Commitment | Company | Commitment CO
[E Budget Requests [ ]
=| [@ Contracts
The Lofts Phase || - Planning| 20150028 000001 This is the PCO Description  Approved 459 - PARIC CORPORATION
[E Master Commitments
- Golf Trip Planning 2014815XGLO 000001 Description - Add Valves Approved 321 - Lynch Exhibit Test ROSETTA STOME LTD
Commitments
Goff Trip Planning 2014815XGLO 000002 Description goes here. Cont  Approved 321 - Lynch Exhibit Test ROSETTA STOME LTD
nge Managemen
- h Campus Medicing Phys 2014515XGMAG 000002 Install trim to top/cap reveal Approved DDB30S - renovation for Phys' INTERFACE COMSTRUCTI(
Online Change Requi
orth Campus Medicine Phys 2014515XGMAG 000003 Mew window and frame: Approved DDB30S - renovation for Phys' INTERFACE COMSTRUCTI(
o Morth Campus Medicine Phys 20145815XGMAS 000004 Disassemble furniture Approved DDB30S - renovation for Phys' INTERFACE COMSTRUCTI(
=l Funding
Morth Campus Medicine Phys 2014515XGMAS 000005 Receptacles and data rough Approved 008908 - renovation for Phys' INTERFACE COMSTRUCTI(
Funding Records
Maorth Campus Medicing Phys 2014515XGMAS 000006 “eice and data rough-ins Approved 008908 - renovation for Phys INTERFACE COMSTRUCTI(
Funding Reguests
[P Mdrdtinine PSR4 ASACVARIAS AnnnnT Clentrin ml ToRS [e—— " ARBARE  rmnmsintinn far Fhon| INTEDEAAS ~AKETD! AT

& Washington
6/20/2016 ©2015 Washington University in St. Louis 4 University in St.Louis
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Add Online Change Requests

e Enter header details
1. Project™ = Select the project the Online Change Request is for

2. Commitment* = Select the Commitment for the change — NOTE: Once this is selected,
the Company field will auto-populate with the company tied to the commitment.

3. Description* = Enter a brief explanation of the change
4, Reference = N/A — leave NULL

[ L \
PMileb = 9 ©
- ProgramyProect Login - T Cost Management > Change Management > Onfine Change Requests
2l O3 Buagets > - _d H ‘__.; ﬁn | > Il | - @ Generate. | -
= Budgets
[E3 Cost Codes Company ALBERICI CONSTRUCTORS INC v eques e = )
i — Cos ays
F il 1 ofe - - n01-2016 | R
B2 cost Ledgers Project Moyer Cafe ° Request Date ur-01-2016 | | Original Value $0.00 .00
9 Forecests B Commiment® ALBERICI CONSTRUCTORS INC - | = ° Needed By g Approvid Chiiges $0.00 0.00
BB Cost Worksheets = Description This is & test ° Cause SCF - Stope Change (Faciities) Revised \alue $0.00 0.00
T s 0.00 .00
B3 Defne Worksheets N Roiorence ° Contact his Request 50.00 0
3 Fecord #° 12345 ~omment
[E3 Budget Requests e Sl ° )
E Workflow Status Draft *  Revision Category Lump Sum -
= Contracts
L B crange Event - ° Post 45 Revised Scope
B3 master Commitments
) EF commitments R Risk Analysis - (
Commitment Change Ord - l—]
=l 3 Change Management R ok Chngs Crier
= I nine Change
Hlo fisne - Details Spec fic stions Notes Attac hments - .
| Drag a column header and drop & here to group by that column . . . N
6/20/201( - hii! s Ty St X University in St.Louis
- -] Save Layout Load Default L it —
: I = fetesn I = I e T T FORMATION TECHNOLOGY




Online Change Requests

* Enter header details

5. Record #* =This field will auto-populate with the next number in sequence for Online
Change Requests for the commitment. Change this number to the Vendor PCO#

Change Event = N/A — Leave NULL
Risk Analysis = N/A — Leave NULL

Commitment Change Order = This field will auto-populate once the Online Change
Request is linked to a Change Order

PMileb = v ©

® N o

L

[ \

d H X ___..J (jﬂ | = r'_Ll | - @ Generate._ | =

=l ) Budgets
= Budgets

[= Company ALBERICI CONSTRUCTORS INC  ~ &
B3 cost Codes i ALBERICI CONST DRS ”~

Proiect* ~ ° R D s | B Costs Days
B3 cost Ledgers roject Moyer Cafe squest Date Jun-01-2016 | [ Original \alue s0.00 a
3 Forecasts Commitment* ALBERICI CONSTRUCTORS INC - = ° Needed By e Approsed Changss 5,00 o
B Cost Workshests Description This is 8 test o Caidis SCF . Scope Changs (Facities) |~ Revised Uslue $0.00 00
. T ques! 0.00
B3 Defne Workshests Fshoncs ° Contact his Request 50.00
L3 Record #° 12345 Comment
B3 Budget Requests ° ° ot . -
Workflow Status Draft * Revision Lategory ump Sum
=l 3 Contracts h
P Change Event - ° Post 4 Revised Scope

B3 mMaster Commitments
QY Risk Analysis -

3 B3 commitments
- Commitment Change Order o
=l 3 Change Management =

3 [Onine Change Requ
E3[onine Changs Reaw ~ || poiai Spec fic ations Notes Attoz hments = .
» & Washington

6/20/201( 'Lm .Ern;asalurr" header and :rr:-nherrl.:-.;rl:-.l: by I:.u‘.::.vlurrr UniVerSiWinstlDUiS
e P Bl & Refresh Save Layout | Load Default Layout FOI TON TECHNOLOGY
. | B b R T - RMAT




Online Change Requests

* Enter header details

9. Request Date = Not required - Enter the date of the contractor “back up”
documentation when applicable

10. Need By = Not required — Enter the date of when the change is needed by when
applicable; otherwise leave NULL

11. Cause™* = Select a cause for the change in the list of values
12. Contact = Not required — If there is a contact name, enter that information here
P?

7 girt - nnag lanagemer
3 @ Budgets w | H . = Gy |+ & | + <GFr Generats_ | ~

= Budgets

W .

sb = @ ©

" Company AL Cl CONSTRUCTORSING |+ @
B3 Cost Codes ompeny ALBERICI CONSTRUCTORS INC ¥ -

ji - AR —_ Cosis Days
B Cost Ladgers b8 o oject Maoyer Cafe - Request Date Jun-01-2016 | (i Oiriginal \/alus 50.00 0.0
B Forecasts R Commiment* ALBERICI CONSTRUCTORS ING - | = ° Heeded By g Approvid Chiiges £0.00 0.00
B3 Cost Worksheets Wl Description This is & test ° Cause SCF . Scope Change (Facities) | = Revised \slue $0.00 0.00
. - . 000
B3 Defne Workshests Nl Crorence ° Contact his Request 50.00
3 Record #° 12345 Comment
B3 Budget Requests ° ° ot o
Workflow Status Draft * Revision Category Lumg Sum
=l 3 Contracts
L Change Event - ° Post 4 Revised Scope
B3 mMaster Commitments
P Risk Analysis -
) B3 commitments I (
[} Commitment Change Order -

=l 3 Change Management
[= i nine Change = :
Hlo fisne - Details Spec fic stions Notes Altae hments @ w/ashmgton
¥ s P .
Drag a column header and drop it here to group by that ¢ clumn UanerSleSt‘LDUIS
.‘m;gg E fIJ = Refresh Save Layout | Load Default Layout FORMATION TECHNOLOGY
- | —— Eins

6/20/201¢




Online Change Requests

e Enter header details
13.  Comment = Not mandatory, but you can add a more details of the change in this box
14. Category™* = Select a value from the drop down — This is the terms of the cost from the

contract

or

15. Post As* = Always use the default value of “Revised Scope”

=l ) Budgets
= Budgets

) B3 Commitments

=l 3 Change Management

ﬂiommw-

6/20/2016 In .
" |

Risk Analysis

[l Commitment Change Order

Details Spec fic ations Notes Aftac hments

Cost Managemen’

B3 cost Codes Company ALBERICI CONSTRUCTORSINC  += & o
B3 Cost Ledgers o Froiect Moyer Cafe - ° Request Date
B3 Forecasts B Commiment* ALBERICI CONSTRUCTORS ING- = ° Meeded By
BB Cost Worksheets & Description This is a test ° Coiis
3 Defe Worksheets WP oroTence ° Contact
. 3 Fecord #° 12345 Cominent
B3 Budget Requests ° Lommen
Workflow Status Draft * Revision
=l 3 Contracts 2
Ll Change Event -
B3 master Commitments

w~nmm. = Management > Onfine Change Requests

1|~ &~ B cmem |~

Jur-01-2016 | [

SCF - Scope Change (Facilties)

Cosis
Original “alus S0.00
Approved Changes $0.00
Revised Value S0.00
This Request 50.00

° Category Lump Sum
° Post 45 Revised Scope

Days
0.00
0.00
0.00

j@ Washington

| Drag & column header and drop it here to group by that column

niversity in St Louis

| 2 Refresh _ Savelayout | Load Default Layout

)RMATION TECHNOLOGY
|




Online Change Requests

e Select “add items” to open the “items” window

e Drag over cost codes for those that are now being modified

from the original commitment

e Save
PVileb =

— B®
3 3 Busgets “ || 001 - Tha Lofts Phasa Ii - Planning - This is the PCO De | _Q E H L
B3 Buggets
B Cost Codes Company PARIC CORPORATION - o
B3 Cost Lodgers Project” Tha Lafts Phase |l - Planning - Request Date
3 Forecasts Commitmant® 450 - - Needsd By
B2 Cost workshests Description This is the PCO Description
B3 Dofine Workshoats Réfecsnca
3 Budget Requests ol o1
3 [ Contracts Workflow Status. Apprensd * | Rewvisaon ) Mobi
B3 master Commitmants Change Bt =23 0 Typical Cost Codes
Ay B 000 00 00 Procurement anc
Commémant Change
e &' |001 00 00 General Require
Details: Specifications Motes Atachments B} 002 00 00 Existing Conditic
] Drag a column 003 00 00 Concrate

004 00 00 Masanry

006 00 00 Woods, Plastcs,

8
E
B 005 00 00 Matals
2
B 007 00 00 Thermal and Moi

| 008 00 00 Openings.

Ape-07-2016 | [

ScanType

Phase Solact v

Locabon Solact

[ €

00003C

X Dalate

Cost Management > Change Management > Online Change Requests

2 B @) G e |-

Original Viakue

Approved Changes

| Choose File | No file chosen

Barcode Sattings

Select

* Typs - Select v

= Pariod

001 00 00 General Rec

Cost Code
01-001-001 00 00

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Online Change Requests

e Select “edit selected lines”
e If multiple lines, use shortcut: select top row; shift; bottom row; edit

PMileb = @ 0

m . - Program/Project Login - @ Cost Management > Change Management > Online Change Requests

o~ x5 -
=] [ Budgets 12345 - Moyer Cafe - This Is @ test - }) D H a | ‘ _,,] | =3 |v =] |v {GF Gensrats |v
Budgets
- equested Chal
Cost Codes Company ALBERICI CONSTRUCTORS INC | ¥ | & Requested &
2 Project* M Cafe - Reguest Date JUn-01-2018 Costs Days
Cost Ledgers = oyer Late = Sl Original Value $15,000.00 0.00
Forecasts Commitment* 002- - Needed By Approved Changes $0.00 0.00
[E cost Workshests Description This is 2 test Cause SCF - Scope Change (Faciities) | = Revised Value $15,000.00 0.00
Define Workshests Reference Contact This Regquest $0.00 0.00
Record # 12345 Comment
Budgst Reguests
Workflow Status Draft ~  Revision 0 Category Lump Sum T
= Contracts
= . Change Event - Post As Revised Scope -
Master Commitments
Risk Analysis - <
Commitment Change Order - _
| Detsls | Speciiations Motes Attachments Workfiow
@eGr it here to group by that ¢ clumn
1 dd ltems o Add X Delete z Refresh Save Layout | Load Default Layout |+ Use Units
| Description uom ‘Quantity Unit Cost Ext. Cost Cost Code Cost Ty
001 0D DD General Requirements 1.00 $0.00 §0.00 01-001-001 0D 0D

& Washington
6/20/2016 ©2016 Washington University in St. Louis 10 University in St.Louis
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Online Change Requests

e Enter change amount in the “Unit Cost” field.
e Ext Cost field will auto-populate with the same value

e “Update Records”
PMileb = 9 ©

i

Cost Management > Change Management > Online Change Requests

=l [ Budgets 12345 - Moyer Cafe - This is a test - e I} H I} ‘ J | =9 | - @ |v 4 nerate. .. | =
Company ALBERICI CONSTRUCTORS NG~ & Requested
Project” Moyer Caft R t Daty Jun-01-2016 Gosts Days
2 rojec = uest Date -01-2016
Cost Ledgers ! oyer Late = un Original Value $15,000.00 0.00
Forecasts Commitment* 002 - - Needed By Approved Changes $0.00 D.00
Cost Workshests Description This is a test Cause SCF - Scope Change (Facilties) - Revised \alue 515,000.00 0.0D.
Define Workshests Reference Contact This Reguest $0.00 0.00
; Record #* 12245 Comment
Budget Requests
Workflow Status Draft ~ | Revision 0 Category Lump Sum T
= | Contracts
= Change Event - Post As Revised Scope -
[E master cCommitments
- ) Risk Analysis = o
__________ Commitment Change Order -
Details Specifications Motes Attachments Workflow
ggd drop it here to group by that column
Cancel /
Description uom ‘Quantity ﬂunh Cost | Ext. Cost | Cost Ty
I
001 00 00 General Requirements -- Select - v 1.00 $15,000.00 $15,000.00 01-D01301 0D 0O =7 -- Selec
= s
s0.00 s000 &2 Washington

University in St.Louis

Page Size 20 _——
INFORMATION TECHNOLOGY
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Online Change Requests

* On “Attachments” tab, use quick file upload

e Upload Contractor Back Up document that was submitted by

the contractor; Save
PMileb = v ©

S e :
"

= [ Budgets 12345 - Moyer Cafe - This is a test < /'v_.o( * ‘ _‘_J | [jb ‘ - @ | - 1@.- Generate... |
|E| Budgets

Cost Management” <nan, ~ Management > Online Change Requests

Request Recap

Cost Codes Company ALBERICI CONSTRUCTORS INC | = & Requested
2 Project* M Cafe - Reguest Date Jun-01-2018 Costs Days

Cost Ledgers 4 oyer Late = untia1e Original \alue 515,000.00 0.00
Forecasts Commitment* 002 - - Needed By Approved Changes $0.00 0.00
Cost Worksheets Description This is & test Cause SCF - Stope Change (Facilties) - Revised \alue 515,000.00 0.00
Define Workshests Reference Contact This Request $15,000.00 0.00

; Record #* 12345 Ci t
Budget Reguests ommen Cat .

‘Workflow Status Draft w | Revision o ategory Lump Sum
= Contracts

= Change Event - Post As Revised Scope -

Master Commitments

; Risk Analysis
Commitments

ge Ord
| £ Change Management Commitment Change Order

@@ A Details Specifications Motes Attac hments Attach mentS Ta
3

I # Edit o Add o= Document Manager Link PMWeb Rel
Description*® ‘
[v]

Mo records to display.

ebViewer 2 Refresh  (T) Download Files
‘ Revision//ersicn | Type | Display in Image (

] M O]

Pagesize 20 = I ——

1v] [n]

= s
& Washington
Select muttiple files to upload or drop files in the box below UI'llVGI'SlIYlIlSt‘[DUIS
INFORMATION TECHNOLOGY




Online Change Reqguests
e Change “Workflow Status” to Approved; Save

e Online Change Requests do not require workflow

e Setting the Workflow Status to approved is an indicator
that request is complete and can be attached to a
Commitment Change Order.

PMileb = © o

_l G 0%t Manageme: . » Changs. Mimagemnen = Dnbne Change Requests
i Busge LEvpir a8 - Thiy i o Begt = = L b | 4 i G
ﬂm agem

Workflow
Status

& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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AIS “Accountinator”

e The AIS Accountinator is the AIS tool used to connect the PM Web project number with the AIS plant
fund number so that PM Web and AlS activity can be matched in each system.

6/20/2016

Property Accounting (Senior Accountant) will enter the PM Web and AIS plant fund information
into the “Accountinator” for each project fund created.

To enter the data into the “Accountinator” go to AlIS>Construction Management>PMWeb

Project Accounts.

AlSystem

@ ————

Favorites = Main Menu
Search Menu:
[Weicome |
Anderson . Accounts Payable
3 Asset Systemn
M2aage | 3 COLfFnancial Disclosure
= You hay [~ Consbruchion Accournting
- System | Consbruction Management
i@y FIS
s We [y Human Subjects Education
s ve [ Marketplace
3 PeopleTools
[FIs_ Ch 3 Reporting Tools
3 Research Administration
Listof Bro ~ wWorkdist
Updated F || Breeze Training
Mew Miles |- Change My Password
|_| My Dictionary
Useful Lir || MyFeeds
=] My Personalizations
* ct || My System Profile
- | '| Usage Monitoring
. || WebSpacs
# HR-
4 Medical School Finance Office
4 Medical School Financial Reports
# Medical School Grants & Contracts
+# Maticnal Institutes of Health
# Purchasing Home
+ LearmimWork

rrvr §

= PMWeb Project Accounts

Details 07252014

Liiais  UMes iU
Details 04252014

ryrrva

ebsite. Detsils 012502013

14 Detgils D01/072013
Details 120502013

ice Chancellor for Research

ce Foundation
4 Danforth Campus Research Cifice

4 Sponsored Project Accounting ——

% Systems and Procedures

“ Washington University Home

+# Security Access Forms 2
+# Code of Conduct

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



AIS “Accountinator”

e Use the screen below to search for an existing plant fund or
PM Web project number, or to add a new project.

AlSystem

Favorites | Main Menu > Construction Management » PMWeb Project Accounts
- : - -

PMWeb Project Accounts

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Project 1D: | begins with ||

Ledger: |
Class: |

v | v|
Department Number: | begins with s | Q
Fumnd: begins with |
[ Jcase Sensitive
Search I Clear | Basic Search [El Save Search Criteria &2 Washington
6/20/2016 3 University in St.Louis

INFORMATION TECHNOLOGY



AIS “Accountinator”

e To SEARCH for the AIS plant fund number, type in the PMWeb project #
and the ledger class (52) for the plant fund. You also have the option to
enter the plant fund number to search for the related PMWeb project

humber.

PMWeb Project Accounts

Find an Existing Value Add a New Value
* Search Criteria

Project 1D: I:leglns with  |[2014616412

Ledger: Vl | 5

Department Number: I:leglns with s |

Fund: beqgins with |

[Jcase Sensitive

6/20/2016 Search I Clear | Bagic Search [E Save Sesrch Criteria

Enter any information you have and click Search. Leave fislds blank for a list of all values.

&2 Washington

University in St.Louis
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AlS “Accountinator”

e Select “Search” and the Project Details will be displayed.

LV R TR —————

Lgragr TEST
‘avorites | Main Menu » Construction Management » PMWeb Project Accounts

Project Account Maintenance

Project Details

Project ID: 2014616412
Comment: | PMWeb Test

Ledger: Created By: 334139 Bayer, Melissa Ann
Class Created on: (06/07/16 12:25PM
Dept:  [000987 O Updated by: 334133 Bayer, Melissa Ann
*Fund: 55497 Updated on: 06/07/16 12:30PM

SR Code:

st
-... A4
& Save | L4 Retum to Search | @Wﬁshlngton

6/20/2016 W LULO VVAadIHIIZLUIL UIHIIVEISILY 111 JL. LUUID UniversitymStlouis
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AIS “Accountinator”

 To enter a NEW project into the Accountinator, go to the
“Add a New Value” tab and enter the PM Web account

number.
e Select “Add”

Ll Lerver TEST

PMWeb Project Accounts

Find an Existing Value | Adda New Value |

Project ID: (2014616419

& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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AIS “Accountinator”

Enter project details and the related AIS plant fund number in the appropriate
fields to connect the PM Web project number with the AlS plant fund number

for future transactional integrations.

e Save

6/20/2016

AlSystem

Favorites = Main Menu > Construction Management > PMWeb Project Accounts
- - -

Project Account Maintenance

Project Details

Project ID: 2014616413

Comment: | East MCD & CSRB -NTA Rack Washers

Ledger:
Class

Dept:  [oo34z2 @
*Fund: 52883
SR Code:

Status: Active hd

Created By: 061594 Anderson, Congtance L

Created on:  0610/16 4:13PM
Updated by: 061534 Anderson, Constance L

Updated on: 06/10/15 4:19PM

& save | £\ Return to Search I

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



AIS “Accountinator”

* Once the “Accountinator” information has been set up for the PM Web
project number and AIS plant fund number, the plant fund number will
be added to the Project record in PMWeb through integration.

PMileb = © ©

Portfollo > Lists > Projects

2 3 Emai CSRE-NTA 30 & East McDonnell 11 = O ld H 2 |~ E.lm o= 7 ?
B2 Emat Home
B3 Emad Setup Program WUISM - Projects (Independent Rest = Cusrency Duoitar (United States of America)
3 G Everts Project 1D 2014616A19 Program WBS - ®
MNams* CSRB-NTA 3 & East McDonnell 1A DCh
B3 Event Center Target Budget $004,074 00
3 B Triooers Location Q0BG - CSRB- North Tower Addition | = Projact Account . w00
: Project Status  Construction Target Duration o Liom Selact - ¥
B3 Define Reminder
. Project Type Capital Projects Target Start £ Target Finish [
= [l Search
Category Satect Parcent Complele 0.008%
Sa
B search s
B3 tssues Workflow Status | Draft -
3 G Lists Revision 0 Date May-20-2016
Initiatrve 1D 2014616419
= Programs.
E@l Details Specications Locations Phases WES Companses Contacts Checkiists Payments Notes Attachments
v dress
Address 1 Clignt +*  Manager Kate Anolt
Address 2
city GC *  Superintendant
Stata Splact * Fip ! - Commitmant Company
Country Select Agcount # 5200342283863 Cramer
Enone
o Linked RSSEE
@ Link Assef(s) @ UniinkAssat _ g* Refiesh
) Sute Location Buiding Floor
Latitude
| CSRE- North Tower Additon | 86 - CSRE- North Tower Addr 3.3
Lorngiude I - -
WELTE e © B & Washington
6/20/2016 Google Address

University in St.Louis
INFORMATION TECHNOLOGY



PMileb Training

Miscellaneous Invoices

3 Washington

Umversﬁy inSt.Louis
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Miscellaneous Invoices

 Two ways to navigate to Misc Invoices module
e Cost Management > Miscellaneous Invoices sub-category

PMileb

O

-

Budgst Requests

Cost Management > Invoices > Miscellaneous Invoices

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

=l (A Ceontracts

Master Commitments

Commitments

=l @ Change Management
Online Change Requ+
Commitment COs
=l (3@ Funding
Funding Records
Funding Requests

Funding Authorizatior
=l C3@ Invoices

Misc Invoices [Miscelancous invor: +

Cost
Management

6/20/2016

Programs  =Al* - Projects =&l - o Add X Delete & Refresh Layouts

Project Name Project # ‘ Record # | Deseription | ‘Waorkflow Status Company | Reference | Category | Period

D0 NOT DELETE™ Jen Li 20160051 012345 Test Misc Invoice Draft GRAINGER INC IF (Free Balance) 04

*=D0O NOT DELETE™ Jen Li 20160051 041916misc 1 Test of Misc Draft Hill PCI Group IF (Free Balance) 0z

*D0O NOT DELETE* Green t 2014815XGLK 041918misc3 this is fun Approved LITE SOURCE INC IF (Free Balance) 05

*D0O NOT DELETE* Green | 2014815XGLK 246TEST Draft BUSCOMM INC IF {Free Balance) 0s

* DO NOT DELETE* CSRB | 2014815XGLU 041%18misc1 where does this go Approved Hill PCI Group IF {Free Balance) F¥16 Mar

*DO NOT DELETE* CGSRB . 2014815XGLU Test001 Approved SURDEX CORPORATIO) IF (Free Balance) F¥18 Apr

*DO NOT DELETE* CSRB | 2014615XGLU 041%16misc 2 where will this go misc2 Approved TELECOMM & COMPUT IF (Free Balance) F¥16 Mar

*DO NOT DELETE* CSRE  2014615XGLU 1Z21S9STBEETTE | Testofa long invoice # and | Approved Moonrise Hotel IF (Fres Balance) FY18 May

*DO NOT DELETE* CSRB | 2014615XGLU Anothermisc where does this show up? | Approved MATERIALS RESEARCH IF (Free Balance) FY¥16 Apr

*DO NOT DELETE* CSRB | 2014515XGLU 12345532 123456aa Approved ABC Drive Co IF (Free Balance) FY16 Mar

*DO NOT DELETE* CSRB | 2014515XGLU prop12 Approved MICROSOFT CORPOR: Ancther property one IF (Free Balance)

*DO NOT DELETE* CSRB | 2014515XGLU prop13 Approved BMC SOFTWARE INC test for property IF (Free Balance)

Danforth University Center 1 2013907 1724480 Reimbursement for mainten: Approved Washington University Dq ID {Inter-Departmental  F¥16 Jul

Danforth University Center 1 2013907 005472 Approved CROSS RHODES REPR IF {Free Balance) F¥16 Jul

Brown School of Social Work 2011521 142130 Approved Moonrise Hotel IF (Free Balance) F¥18 Jul

Brown School of Social Worl 2011921 142038 Approved Moonrise Hotel IF (Free Balance) F¥16 Jul [
Brown Sc hool of Social Wort 2011921 142061 Approved Moonrise Hotel IF (Free Balance) FY16 Jul

Brown Sc hool of Social Wort 2011921 142524 Approved Moonrise Hotel IF (Free Balance) FY16 Jul i n
Brown Sc hool of Social Wort 2011921 141980 Approved Moonrise Hotel IF (Free Balance) FY16 Jul UanerSltYlnst].DUlS
Brown School of Social Worl 2011821 141974 Approved Moonrise Hotel IF (Fres Balance) 715 Ju FORMATION TECHNOLOGY



Miscellaneous Invoices

 Two ways to navigate to Misc Invoices module

e Project Center > Select Miscellaneous Invoices hyperlink

PMileb

Budget Reguests

=l @ Contracts

Master Commitments
Commitments

=| @ change Management

Online Change Requi
= commitment COs

=l C@ Funding

Funding Records
Funding Requests
Funding Authorizatior

=l @ Invoices

Misc ellaneous Invoict »

6/20/2016

= v O
T o -

Welcome back Maria Moyer, your last login May-24-2016 12:25:

Cost Management > Invoices >

24 PM

Map View | Calendar |

Controls | Project Center | Portfolio View |

Actual Start/Finish

Percent Complete 0.00%
Scope This is a test to build a new cafs on
WUSM campus. -

Select multiple files to upload or drop files in the box below
Selec

<

Drawing Lists
Drawing Sets
Mesting Minutes
Online Submittals
Punch Lists
RFls

Safety Forms
Submittal Sets
Submittal ltems
Transmittals

coooooooaoo

Emergency Form

E Cost Management
Record Type Pending
AP Payments
Budget Requests
Budgets
Commitment COs
Gommitments
Cost Codes
Forecasts
Funding Authorizations

cellaneous Invoices

coooooooaoo

Approved

R A

Funding Recor
0 Requests

Miscellaneous Invoices

ol 020 =00 =0

@

Progress Invoices
Commitment Apprentices 0

E Scheduling

& ZULO VVadSIIgLuUIl UIHIVEIDILY 111 JL. LLUUID

[CHEN: 1=)

Does Project Include a
Move

Weekly Status Update
Plan for Next Week

Issues and Risks
Identified

Total Project Budget
Project Type
Project Category

$0.C
Mew Constructic

Public Real

& Washington
University in St.Louis

INFORMATION TECHNOLOGY




Miscellaneous Invoices

e Add a new invoice record

PMileb ©

m_. - Program/Project Login - - @ ‘Cost Management > Invoices > Miscellaneous Invoices

* | Drag a column header and drop it here to group by that column A
E Budget Regquests
= £3 Contracts Programs Al +| Projects ar o Add Delete 2 Refresh Layouts
E Master Commitments Project Name Project # | Record # | Description | Company | Reference | Category | Period
3| Commitments
(=] £@ Change Management
=00 NOT DELETE™ Jen Li 20180051 012345 Test Mist Invoice Draft GRAINGER INC IF {Free Balance) 04
3 Online Change Requ
=DO NOT DELETE*™ Jen Li 20160051 041918misc1 Test of Misc Draft Hill PCI Group IF (Free Balance) 02
B commiment cos
*0D0 NOT DELETE® Green | 2014615XGLK 041918misc3 this is fun Approved LITE SOURCE INC IF (Free Balance) 05
(= Fundin
= 9 *D0 NOT DELETE® Green b 2014815XGLK 246TEST Draft BUSCOMM INC IF {Free Balance) 05
Funding Records
o *00 NOT DELETE* CSRB . 2014815XGLU 041918misc1 where does this go Approved Hill PCI Group IF {Free Balance) F18 Mar
Funding Requests
ghes * DO NOT DELETE* CSRB . 2014615XGLU Test001 Approved SURDEX CORPORATIO IF {Free Balance) FY16 Apr
Iﬁ Funding Authorizatior . s . 4
*D0 NOT DELETE*CSRB . 2014515XGLU 041916misc2 where will this go misc2 Approved TELECOMM & COMPUT IF {Free Balance) F¥16 Mar
=l CA& Invoices
* DO NOT DELETE* CSRE | 2014615XGLU JZBESTEEETTEE | Tost of a long invoice #and1 Approved Moonrise Hotel IF {Free Balance) FY15 May
[Ed[Miscellaneous Inveic: + BB 1misc3
4 » *00 NOT DELETE* CSRB . 2014815XGLU Ancthermisc where does this show up? | Approved MATERIALS RESEARCH IF {Free Balance) F¥18 Apr
*D0 NOT DELETE*CSRB . 2014515XGLU 123456aa 123456aa Approved ABC Drive Co IF {Free Balance) F¥16 Mar
*D0 NOT DELETE*CSRB . 2014515XGLU prop12 Approved MICROSOFT CORPOR: Ancther property one IF (Free Balance)
* D0 NOT DELETE*CSRB . 2014815XGLU prop13 Approved BMC SOFTWARE INC | test for property IF {Free Balance)
Danforth University Center T 2013507 1724480 Reimbursement for mainten: Approved Washington University Ds IO {Inter-Departmental . Fy18 Jul
Danforth University Center 1 2013807 005472 Approved CROSS RHODES REPR IF {Free Balance) Fr16 Jul I—
Brown School of Social Work 2011921 142130 Approved Moonrise Hotel IF {Free Balance) FY16 Jul %S] . n
Brown School of Social Work 2011921 142038 Approved Moonrise Hotel IF {Free Balance) FY16 Jul i it i i
& ZU L0 VVadIIigLull UINIVEIDILY 111 OL. Lours? ! & UanG[SltYlnStJ.DUlS

INFORMATION TECHNOLOGY



Miscellaneous Invoices

e Select the project

e Select the company
* Type in the dropdown field or select the magnifying glass

for a list; save

PMileb = v @

Budget R M l H ). ”J & |v &= |v ? ¥| Post to Non-commitment Costs
Droie Project* Moyer Cafe - Cost Period v "
- y . Invoice Amount 50.00
~ - o
= — | - ms" | - Select Unapplisd Payments Available 50.00
Invoice # ABL Drive Co * Invoice Due* Payments Applisd $0.00
=| [ Change Management Invoice Date OPTIMAL ENGINEERING SOLUTIONS Payment Open Balance 0.00
Online Changs Requ| | Description 5750 ENGINEERING LLC Explanation
Pt
Categol - Select - -
Commitment COs Revision GRAINGER INC = =
2 8 Fundng \Workiow Status | ROSETTA STONE LTD
_ ) TELECOMM & COMPUTER MARKETING ING
Funding Records Paid In Ful
DUNIWAY STOCKROOM CORP
Funding Requests IBM CORPORATION
Funding Authorizatior Details A ATST DATACOMM INC » Attachments Nofications
n
6/20/2016 3 £ Invoices Drag a column hea: TUREC ADVERTISING COMPANY INC %[tgns

INFORMATION TECHNOLOGY



Miscellaneous Invoices

e Enter header details (many found on the Pay App for entry)

1. Invoice # = Type in the Vendor Invoice # in this field

2 Invoice Date = Enter in the actual date of the invoice

3. Description = Enter a brief description of the work for this invoice
4 Paid in Full = Leave this box UN-checked

PMileb =9 0

m I - ProgranvProject Login - - @ Cost Management > Invoices > Miscellaneous Invoices

a = .
Budget Requests T _.d H X J ['-"D |' @ ‘ A ? e #| Post to Non-commitment Costs
=l [ Contracts woite Recan
) Projectt Maoyer Cafe A o Cost Pericd =4 moice Recap
Master Commitments o Biling Terms" Invoice Amount 80.00
5 I -, - - -
C Company* =t FREATl EING &~ Hing Terms Select Unapplied Payments Available 0.00
ommitments Required . X )
O invoicex ' ' @ invcice Due Payments Applied 30.00
=| 3 Change Management L ) Pa
yment Open Balance 50.00
Online Change Req Invoice Date May-24-2018 o Explanation
. Description o Category - Select - -
Commitment COs .
Revision Date  May-24-2018
=1 [ Fund
= [ Funding \Workflow Status | Draft -
Funding Records o Paid In Full
Funding Requasts
Funding Autharizator Details Adjustments Specific ations Payments Motes Attachments Netific ations
Eir ] £ .
= W invoees | Drag a column header and drop it here to group by that cclumn WaShmgton
6/20/2016 —_ R T Oy D o University in St.Louis

INFORMATION TECHNOLOGY



Miscellaneous Invoices

e Enter header details (many found on the Pay App for entry)

5. Cost Period = Enter the date of which the work incurred — Data necessary for Cash Flow and Accrual
Reporting

Billing Terms = This value represents days, and should be set to 30

Invoice Due = This field is informational only. This date will represent the Invoice Date + the value in
the Billing Terms

PMileb = v 0

m I - ProgranvProject Login - - @ Cost Management > Invoices > Miscellaneous Invoices
. -

Budget Requests T _'IJ [1E_|l] X ,J [:lb ‘ o @ | a 7 e | Bost to Non-commitment Costs

=l [ Contracts S
] Project* Maoyer Cafe v o Cost Period < moize Recap
\aster Commitments ° Biling Terms* Invoice Amount 50.00
g LAV 5 - -
. Company* 501 F:REAT“'ENC -~ ing ferms Sekct Unapplied Payments Available $0.00
Ed Commiments Required )
O inoice: ' ' @ invoice Duet B Payments Applied $0.00

=l [ Cnange Management e Dot — g ' o Payment Open Balance 50.00

Online Changs Reat nvoice Date Iay-24-2016 [l Explanation

. Description o Category - Select - -
Commitment COs .
Revision Date  May-24-2018

=1 [ Fundi
= [ Funding Workflow Status | Draft v

Funding Records o Paid In Ful .

Funding Reguests

= .
Funding Authorizatior . S . Washmgton
6/20/20: Details Adjustments Specifications Payments Notes Attachments Notific ations University in St.Louis

F |
= W nvoices | Drag a column header and drop it here to group by that column INFORMATION TECHNOLOGY

_—




Miscellaneous Invoices

e Enter header details (many found on the Pay App for entry)

8. Payment Explanation = Enter additional information you think will be helpful to the vendor to post
the payment. Examples include invoice number, invoice date, and waiver request information

9. Category = Select either ID (Inter-department) or IF (Free Balance) from the list of values in the drop
down

10. Post to Non-Commitment Costs = Leave as CHECKED

e Save

PMileb =@ @

. v
Budget Reguests MW, _ ’_J [jﬂ | v @ | v 7 e | Post to Non-commitment Costs
=| [ Centracts nine Reran
_ Project* Moyer Cafe 4 e Cost Period A nicice Recap
Master Commitments ° Biling Invoice Amount $0.00
5 | L3 * |~ Select— - ) )
= . Cempany* 301 CREATIVE ING ) Ving 1erms skt Unapplisd Payments Availabls 50.00
Commitments Required .
@ e © noice Due B Payments Applied 50.00
=| 3 Change Management e e —— ,: o Payment Open Balance £0.00
Oniine Change Feqs mvoice Date May-24-2018 i Explanation
. Destription o Category - Selert - A
Commitment COs .
Revigien Date  May-24-2016
=l £3 Fundi
= L4 Funding Workflow Status  Draft \
Funding Retords o Paid In Ful
Funding Requests
Funding Authorizafor | oiie | Adjosiments  Specifestons  Paymems  MNoies  Afschmens  Naifications WaShmgton
6/20/2016 2 B veiees University in St Louis
Drag a column header and drop it here to group by that column INFORMATION TECHNOLOGY
—_




Miscellaneous Invoices
e Add details in details tab

e Select “Add Items” and drag over appropriate cost codes;
save

PMileb =

= i
S putgetRoquests | P LR RD S-S 2 | Post to Non-commitment Costs
sy 73 Project” ‘DO NOT DELETE" Green Hall 2nd = Cost Pericd 05 13 nvoice Recap
5 Master Commiments Company” BUSCOMM ING - o Biling Terms™ 10 - irioice Amount ot
&3 commiments invaice & 248TEST e = Unapplied Payments Avallable $0.00
Apr-23-2018 & Palrhaes Mg e
I Changs Maragenn Invoice Date”  Apr-15-2018 =) Payment Cpen Balance $426.00
3 Online Change Requi | Description Explanation
3 commitment COs Revision (] Date  Apr-13-2016 Category" IF (Free Balance) -
Workflow

Status Drak =

Paid In Full

] o 0 Typical Cost Codes
I s 0Ty Phase - Select— v gg:‘ -~ Select ~ Type - Select— v
+ (3 00 Detased Cost Codes °
I S 0 Cost o BFund Location — Select — w | Company = Period
Delete -
i (ll Cost Codes on a Jumbo-Fund o Edt x g Bulosh. T T
s Inem Description Phase Cost Code Type Cuantity Unit Cosi
Mo records to display.
— & Washington
) [«]|1)r] [n]  Pogesie University in St.Louis

6/20/2016

INFORMATION TECHNOLOGY




Miscellaneous Invoices

e Enter amounts in Ext Cost field for each cost code

e Use shortcut: select top row; shift; bottom row; edit

e Note: Unit Cost and Total Cost fields will auto-populate

e Select Update Records, then Save

PViileb’

=l [ Contracts

=l [l Change Management

=l [ Funding

=l [J Invoices

©

‘woices > Miscellaneous Invoices

CostManage~— ...

- i
BP_;Phluung

6/20/2016 [\ Engineering Forms

-

Budget Requests - P [7, =t [:‘ﬂ ‘ i @ | i ? | Post to Non-commitment Costs

- Project* Moyer Cafe - o5t Period FY16 Apr - "
Master Commitments Invoice Amount $1,000.00

o * Billing T *
ompan 5 - illing Terms El - " .
| Commitments pany 01 CREATIVE NG ~ 9 o Unapplied Payments Available $0.00
Invoice # 12345 Invoice Due* | Jun-15- B Payments Applied S0.00

! Invoice Date May 16 5] E:;Ir::;ttiun This is a test Open Balance $1,000.00
Online Change Requ: Description This is a test

. o Category IF (Free Balance) -
Commitment COs Revision o Date | May-2

Workflow Status Draft &
Funding Records Paid In Full
Funding Requests
Funding Authorizatior Details Adjustments Specific ations Payments MNotes Atftac hments Workflow Motific ations
?a; a :alun‘n‘heN‘ld drop it here to group by that ¢ olumn / \
— Invnmi(Hupdﬁte Reunrds) X cancel
R w | Deseription Cost Code uom Quantity Unit Cost | Ext Cost | al Cost Adjustmen
oDt 31 180 40 00 Incidentals 02-180-18040 ~ -- Select - i 1.00 $1,080.00 $1,000.00 $1,000.00 H
£ Was n
1.00 $1 $1,000.00 $1,000.00 University in St.Louis
Ml el T 5 0 = INFORMATION TECHNOLOGY
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Miscellaneous Invoices

Property Accounting — Review and change remittance address (if necessary)

*The remittance address for miscellaneous invoices is set to default to Addr #1 in the
AIS vendor file

Vendor Lookup Vendor Lookup Help

Vendor Mame: (Begins With) |SEAH5

SSNIFederal Id: (=) |

Employee ID: (=) Q

Student ID: (=) Q

Vendor ID: (=) [
*Active Code: (=) Active v

Address Type: (=) | Order and Payment ‘endors ~

Search | Clear I Cancel I

First [« 1-8of 8 o Last

|Address Line 1 | dress Line 2 | dress Line 3 | e“""' C"‘!M- Vendor ID |@

SAINT LOUIS, MO.
AL SEARS - 518 PARKWOODS AVE S 402078 O - .
EMMA K SEARSON - CAMPUS BOX 5743 - P e 357901 2 - .
RENEE LOUISE STLOUIS. MO.
2L - 333 A NORTH BOYLE AVE P S 366362 1 - -
SEARS COMMERCIAL e 55 p74760 000 3 MID RIVERS MALL DR y 0 STPETERS. MO, op573 g mrepes) o
ONE 63376
SEARS COMMERGIAL PHOENIX, A7
; SEARS COMMERCIAL b7 53 popp163a465 P O BOX 78042 . P e 569273 =repas)
AlS vendor file : - Eseoa o :
SEARS COMMERCIAL DES MOINES. 1A
2 DEPT 530000163465 P O BOX 689134 y P o ascd 568273 3 mrepes) o
SEARS PARTS AND
Heliloe L | 639 B GRAVOIS BLUFFS BLVD - o) FENTON. MO, 63026 S71647 0 mrepes) - E2 Whshi
STEPHEN MICHAEL [Tiars Lnngtcn
STEPHENMCHARL 505 5 GROVE ST y P URBANA IL 61801 387085 1 - - 11 University in StLouis

INFORMATION TECHNOLOGY




Miscellaneous Invoices

Property Accounting — Review and change remittance address (if necessary)

*Change remittance address if invoice address does not match Addr #1 in vendor file

* Navigate to Specifications > Additional Payment Information

e Select line to edit, and select “Edit;” in the “Data” field, insert the number of the
remittance address that matches the address on the invoice

W . - Program/Project Login - Cost Management > Invoices > Miscellaneous Invoices
-~

=3 Budget Requests M + H X '_..J. r:lu | - rE,—‘ | v ? |
= Contract
| | J Contracts Project’ Melissa's New Office - Cost Period FY16 Mar >
(= Master Commitments Invoice Amount
Company” CROSS RHODES REPROGRAPHI(C ~ & Billing Terms™ 10 v U lod ie Avalabl
= ' napplied Payments Available
= tment: + o r—
Bl Commiments Invoice # 88888 Invoice Due*  Mar-16-2016 i Payments Applied
=l | Change Management Invoice Date* May-12-2016 i Payment Cpen Balance
/=4 Online Change Requi | Description Explanation
ﬂ c ment COs Revisi 0 Date  May-12-2016 Category IF {(Free Balance) -
Workflow Draft .
| 3 Funding Status ral
= Funding Records Paid In Full

E Funding Requests orm .
Specifications

=4 Funding Authorizatior Detalls Adjustments Specifications 2nts Notifications
) Tab
= 3 Invoices o retern Blalde
ﬂl@ b Additional Payment Information
< > -
¥ Planning -
- Spe uom Data Motes
6/20/2|p ) | | e
Vendor Remit Address FORMATION TECHNOLOGY

LA\ 'Engineering Forms

&2 Washington

University in St.Louis



Miscellaneous Invoices

Property Accounting — Review and change remittance address (if necessary)

*Select “Update Records” to Save

iﬂ Budget Requests
=l [_J Contracts
(= Master Commitments

= commi

=l [ Change Management
= online Change Regui
= commitment cos

=l [ Funding
E Funding Records
= Funding Requests

[E Funding Authorizatior

=l 1 Invoices

E!MIsmHamus Invoics .,

< >

6/20/2016

oLBLC

I % B ?

FY1& Mar
10

Mar-16-2016

IF (Free Balance)

Motifications

H

7|F'oe

Involce Recap

Invoice Amount

Unapplied Payments Available
Payments Applied

Open Balance

Project” Melissa's New Office Cost Perlod
Company”™ CROSS RHODES REPROGRAPHIC | ~ & Billing Terms™
w 8asea Involce Due”
Invoice Date™  May-12-2016 & Payment
Description Explanation
Revision 0 Date  May-12-2016 Category
Workflow
Status =IEL -
Pald In Full ]
: _— Specifications
Details Adjustments Specifications
Tab
Custom Fields
Ad ent Information
H Update Records x Cancel

Uom Data

Notes

endor Remit Address

©2015 Washington University in St. Louis

& washington

13 University in St Louis
INFORMATION TECHNOLOGY



Submit record into Workflow
e Select the “Workflow” tab

e Select Submit

[E4 Online Change Reaw 7| Description This is atest e
Categol IF {Free Balance -
Commitment COs Revision 1] Date | May-24-2016 =gery ( )
=] £ Funding Workflow Status Draft -
Funding Records Paid In Full d
Funding Requests ) )
Funding Authorizatior Details Adjustments Workflow Motific ations
=l 3 Invoices Eworkflow Actions
- - Actions Email Preview Instructions
Mist ellanecus INVoic: - Subject Comments
4 4 e Approve Email Body
e Return
® ' ponNOTUsE
@ Withdraw (ends workflow)
) _
=4 Delegate
Submit
Add CC
| €3 porttotio | !
_ [ Business Process P
| & Refresh .
El Wortow Log & Washington
6/20/20l0 W ZULO VVadHEZLUIL UTHIVEIDILY 111 JL. LUUID 14 niversity in St.Louis

INFORMATION TECHNOLOGY



Submit Record into Workflow

e Select Save

* You will receive notification re: the status of the workflow

o g nivunss

_— Email Preview Instructions
@ - Subject  PMWeb Approval Request: Miscellanecus Invoices 12345- v Comments
Approve Email Body :
2 A document has been Submitted for approval by =
eturn z
Maria Moyer.
DO NOT USE
Withdraw (ends workflow) Workflow Document
Final Approve Information:
Delegat:
segats - Document type:
Miscellanecus Invoices
- Project Name: Moyer Cafe
- Document Description: This o
[ worktow | sgaco
£)
l___ [E Business Process
. 2 Refresh
# | Type [ 41 Must 4 Due Date Role User Delegate Instructions RAM
Approve’
o ] - Submitter —

1 ' O Project Manager 1 Maria Moyer

2 ' O Super User Maria Moyer

3 v O Plant Accounting Maria Moyer [

EWorkIInwLog = Wﬁs .
& Washington
6/20/2016 ©2016 Washington University in St. Louis 15 University in St Louis

INFORMATION TECHNOLOGY



PMileb Training

Commitment Change Orders

3 Washington

Umversﬁy inSt.Louis
INFORMATION TECHNOLOGY




Commitment Change Orders

e Commitment Change Orders can be initiated in
several different ways
e Option 1 - Generated from an Online Change Request

e Option 2 - An increase in goods or services on a
purchase order prompts a change order to be created
when there is not an existing Online Change Request

e Option 3 - Linking multiple Online Change Requests to
one Change Order

£ Washington

6/20/2016 ©2015 Washington University in St. Louis 2 University in St.Louis
INFORMATION TECHNOLOGY




Commitment Change Orders — Option

ption 1 - Generate a Commitment Change Order
from an Onhne Change ReqUESt (There must be a one to one relationship)
* |In the Online Change Request screen, select “Generate

Change Order”
PMileb = @ @

Cost Management > Change Management > Online Chan~ ".cquests

a
=l [ Budgets 12245 - Moyer Cafe - This is a test - @ | - @ Generate.. ‘ -
Budgets At} Generats Change Event
Cost Codes Company ALBERICI COMSTRUCTORS INC | ™ | &4 AL} Generate Change Order
Project” M Cafs - Request Date Jun-01-2016 l: oSS Days
Cost Ledgers L oyer Cafe = Jun-01-2018 | [ e $15,000.00 0.00
Commitment* 002- M Needed By & Approved Changes S0.00 0.00
Description This is a test Cause SCF - Scope Change (Facilties) - Revised \alue $15,000.00 0.00
_ Reference Contact This Reguest $15,000.00 0.00|
Record #* 12345
Workflow status Comment :
b d Workflow Status Approved *  Revision ] Category Lump Sum M
mUSt e approve Change Event - Post As Revised Scope -
e
Risk Analysis - £
=] £3 Change Management Commitment Change Order - |:
Edl[onine change Requ + || 1oy, Specifications Notes Attachments (1)
3
Drag a ¢ olumn header and drop it here to group by that column
¥ Planning - i
- j Edit Selected Lines [ Add ltems o Add X Delete - Refresh Save Layout | Load Default Layout [+ Use Units
L}‘ Engineering Forms Line # ‘ ltem Description uomM Quantity Unit Cost Ext. Cost Cost Code Cost Tyr \X/ashmgton
6 /20 /2016 ool S0 X ) General Requirements 1.00 $15,0 ) 515,0 o ) 00 UnlversnymSt‘]_Qms
= Management -
Cost 1.00 §15,000.00 §15,000.00 INFORMATION TECHNOLOGY




Commitment Change Orders — Option

* In the popup window, review line items that will be
linked to the Change Order.

e Save

> = U O

- T
12345 - Moyer Cafe - This is a test - jo D H D | V= | G|~ &~ © cenerate. |~
Company ALBERICI CONSTRUGTORS ING | ™ | Requested ge Reques
Project* PAcuar afa - Renuest Nate lun 01 2n4e | [FEl Costs Days
0.00
Commi 0.00
cetz Descrl 0.00
Referenc 0.00
heets
R d #*
=zt seor Comip: RUCTORS Diescription This is a test Type
-
Workflow Status | proecy 2014615XGMAT - Moyer Cafe Reference Category Lump Sum
Change Event Commitment 002 - Record # 12345 Post As Revised Scope h
nitments
Risk Analysis
" Commitment Chi W ‘ Line # ‘ Iltem Description UomMm Quantity Unit Cost Ext. Cosi
nen
& Requi + . ) |+ D01 50 D01 00 0D General R 1.00 | 515,000.00 515,000.00
E_—— Details g —
3 mEre =T . © -
T —— (] ([0 ] Pagesee ——
Edit Select = .
4 = & Washington
6/20/2016 cost  University in St.Louis
0 INFORMATION TECHNOLOGY




Commitment Change Orders — Option

e You will automatically be brought to the
Commitment Change Orders screen with your
record and the majority of the header details

6/20/20 ;

Budgets

Cost Codes

=1 O3 Contracts

Pegram/Froy

001 - Moyer Cafe - This is a test

Project®

Moyer Cafe Cause - Select - -
Cost Ledgers s
Commitment* 002 - ALBERICI CONSTRUCTORS INC - Reguested By bl o Qriginal Commitment $15.000.4
Forecasts Amount i
Compan ALBERICI CONSTRUCTORS INC n
=4 Cost Worksh| T ik o Architect Ay ey Lo e b Prior Approved Changes =0
= C v ype wner Architect Agr
R’:w % = < Reference Prior Revised Contract $15,000.4
=i Define Worksggeets gl — Assigned To - | B Total of This Change 515,000,
Description This is a test R TR O 300004
Budget Reque! d ontract to This Change ,000
5 Post As Revised Scope - Change Order Date
Revision o Date Jun-0 Effective Date
=3 Master C: ity y
B Master Commitren Workflow Status | Draft e Boys 000
& commitments
20 Request | 12345 - This is a test i
=l 3 Change Management
Online Change Reguw
Details Adjustments Specific stions Checklists Addenda MNotes Attachments (1) Workflow Motific ations
N Drag & column header and drop it here to group by that column
@3 Link Change Event(s) @3 Link Online Change Request(s) o Add [ Add tems /’ Edit X Delete : Refresh Use Units Save Layout | Load Default Layout
Line # | Item Description Amount Regquested | Adjustment 1 Adjustment 2 Tax Amount Approved | Cost Type |
oo 001 00 DD General Reguirements 50.00 0.00 $15,000.00
Cal Tl 15l Gl

Page Size 20 T

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Commitment Change Orders — Option

1Add additional header details

1. Cause = Select the reason for the change from the list of values in the drop down.
NOTE: This should match that of the Online Change Request

2. Requested by = N/A — Leave NULL
3. Reference = Enter the PO# from the Commitment
Assigned to = N/A — Leave NULL

PMWé__ =9 0

m I - Program/Project Login - M @ Cost Management > Change Management > Commitment COs

- — — "
B budgets 001 - Moyer Cafe - This s a est P WE D %> 3
@ Cost Codes Recap
Project* Woyer Cafe - Cause SCF - Scope Change (Facilties ) v

@ Cost Ledgers .

. Commitment* 002 - ALBERICI CONSTRUCTORS INC - ~ Requested By v | Original Commitment $15.000.00

Forecasts Company ALBERICI CONSTRUCTORS INC Category Lump Sum = Amount

=7 , Prior Approved Changes $0.00

Cost Worksheets Type Owner Architect Agr Reference PO# 89554552 Prior Revised Contract 515.000.00

Has0s ricr Revised Contrae 5,000.
= Record # 001
Define Workshests o -~ Assigned To M r) Total of This Chenge $15,000.00
. Description This is a test .
Budget Requests Post s T . Change Order Date | Jun01.2016 Contract to This Change 5$30,000.00
=| [ Contracts . P
- Revision ] Date | Jun-01-2016 Bffective Date Jun-01-2018
Master Commitments
= Workfiow Status  Draf - Days oo
B commiments o
Change Request | 12345 - This is a test -
=| [ Change Management

Online Change Requ &2 Washington
6 / 20 / 2016 Details Adjustments Specifications Checklists Addenda Notes Attachments (1) ‘Workflow Motific ations University in St.Louis

FH|| commitment COs|  + et Mottt

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



Commitment Change Orders — Option

1Add additional header details
5. Change Order Date = Leave defaulted to current date
6. Effective Date = Select Current Date

7. Days = If there is an agreement to a schedule change, this will be entered in the
Online Change Request, in which the number of days extension will be populated
here

e Save :
PMileb = 0
m I - Program/Project Login - - Cost Man~ _cment > v.. “nge Management > Commitment COs

. :
Budgets 001 - Moyer Cafe - This is a test MW, D ,_J [:"n | v @ ‘ k4 ?
Cost Codes . Recaf
] Project® Mayer Cafe v Cause SCF - Scope Change (Facilties) v
Cost Ledgers
] Commitment' | 002- ALBERICI CONSTRUCTORSINC- | = Requested By il Original Commiment 515,000.00
Forecasts Amount ———
Company ALBERICI CONSTRUCTORS INC Category Lump Sum o )
Cost Worksheets Tyoe Quner Architect Agr Prior Approved Changes 50.00
RYP . o Reference PO 89654562 Prior Revised Contract $15,000.00
: ECOI
Define Worksheets o — Assigned To v @ Total of This Change $15,000.00
Description This is a test Contract o This Ch 00000
Budget Requests P ontract to This Change 30,000.
FostAs Revised Sope - Change Order Date | Jun-01-2016 E
3 Contracts " [—
44 _ Revision 0 Date  Jun-01-2016 BfecfieDate | wnotms |
=2 Master C itment:
- aster Commitments Workfow Status | Draft - Days 0.00
Commitments
Change Request | 12345- This is a test -
=| 3 Change Management L
Online Change Requt Washmgton
Details Adjustments Specific ations Checklists Addenda Motes Aftachments (1) Workflow Netific ations Uni ity in St.Loui
6/20/2016 El commimentc0s| + niversity in St.Louis
5 Drag a column header and drop it here to group by that eolumn INFORMATION TECHNOLOGY




Submit Commitment CO Into

e Se e(:lghgv\\/\/orkﬂow” tab

e Select Submit
PMVileb = @ ©

m l - Program/Project Login - - CD ‘CostManagement > Change Management > Commitment COs
Budgets “| oot - Moyer cate - This i atest - /t;) Ea H m Ej| _J [33,|v |~ ?

Cost Codes )
Project* Moyer Cafe - Cause SCF - Scope Change (Facilties) -
Cost Ledgers
Commitment* 002 - ALBERIC| CONSTRUCTORS INC - 2 Requested By hil Criginal Commitment 515,000.0
Forecasts Amount S
Gompan: ALBERICI CONSTRUCTORS ING
cost Workshests ; pany Oumer Arertes: A Category Lump Sum h Prior Approved Changes 0.00
e wner Architect Agr -
RV" - 001 Reference PO#% 89654562 Prior Revised Contract 515,000.0
ecord #*
Define Workshests o o Assigned To - & Total of This Change 515,000.0
Description This is a test Contractto This Ch S20.000.0¢
Budget Requests 017 ontract1c This Change UL
st As e Change Order Date | Jun-01-2016
= Contracts
= Ca Revision o Date | Jun-01-2016 Effective Date Jun-01-2018
Master Commitments Work Status Draft - Days 0.00

Commitments
Change Reguest | 12345 - This is a test

=l 3 Change Management

Online Change Regqut Workﬂow tab —
Details Adjustments Specifications Workflow Notific ations
.
4 o B workflow Actions
Actions Email Preview Instructions
Subjest Comments
© ' Approve Email Body
© " Return
© ' ponoTuse
e ‘Withdraw (ends workflow)
e Final Approve
Add CC
4 s Py .
University in St.Louis

6/20/2016

INFORMATION TECHNOLOGY
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Submit Commitment CO Into
Workilow

ave
* You will receive notification re: the status of the workflow

=l 3 change Management
[ online Change Requi —_—
@ Details Adjustments Specific ations Checklists Addenda Motes Attachments (1) Workflow Netifications
[ COs[ -
A D B workflow Actions
Actions Email Preview Instructions
Subject PMWeb Approval Request: Commitment Change Orders 001 Comments
L] Approve Email Body
@ O Return A document has been Submitted for approval by
Maria Moyer.
@ | ponoTUsE
e Withdraw {ends workflow) Workflow Document
e Final Approve Information:
2 Delegate .
r - Document type: Commitment

Change Orders
- Project Name: Moyer Cafe
= Document Description: This o

Add CC

B Business Process

I
& Washington

6/20/2016 ©2016 Washington University in St. Louis 9 University in St.Louis
INFORMATION TECHNOLOGY



Commitment CO Vendor step In

y\slger(ltgcﬂ’g\e/\/egate” radio button

e Select the delegate from the list in the pop up window

e Save the assignment and save the workflow step

© Approve
- Return

uuuuuuuuuuuuu

© (poNoTuse
- (ends )
9 " Final Approve
Select Delegate * Delega te
.

ssssssss

6/20/2016 TR

eeeeeeeeeee

aaaaaaaaaaaaaaaaaaaaa
emily - Emily Follman
emily2 - Emily Rhody

¥ jones - Sam Jones
kardos - John Kardos

|| KLassus - Karen Lassus

L}
* Delegate 1-83 out of 83

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Commitment CO Vendor step In
Workflow

e Vendors may choose not to use PMWeb

* In this case, the PM will not delegate to the vendor,
but will instead email the commitment document to
the vendor for signature.

* When the sighed document is returned via email, the
PM will add the document to the record in PMWeb
and approve it as a proxy for the vendor, sending the
record on to the next step in workflow

£ Washington

6/20/2016 ©2016 Washington University in St. Louis 11 University in St.Louis
INFORMATION TECHNOLOGY




Commitment Change Orders — Option

8ption 2 - An increase in goods or services on a
purchase order prompts a change order to be
created when there is not an existing Online Change
Request

*Navigate to the Commitment Change Orders
Module to create a new Commitment Change Order

& Washington
6/20/2016 ©2015 Washington University in St. Louis 12 University in St.Louis
INFORMATION TECHNOLOGY




Commitment Change Orders — Option

e Two ways to navigate to Commitment Change
Orders module

e Cost Management > Commitment Change Order
Records sub-category

PMileb =

—

* | Drag a column headar and drop it hara o g
B3 Budget Requests

Cost Management > Change Management > Commitment COs.

ot Login -

Programs  *a 2 Refresh [ Layouls
J [ Contracts : ." = .
B2 naster Commitments Project Name Project # | Commitment | Cause
B commdments | | '8 T ' v
= [ Change Management The Lofts Phase Il - Plannin, 20160028 000001 Short explanation of the cha  Draft 4508 -
Commitment B3 Online Changa Requests B8 oy 1 Planning 0MEISXGLO | 000001 CO#1- Lots of stuff couid b Dran 321 - Lynch Extitit Tast

Goll Tnp Planmung 2014B15XGLO 00

Ch n Ord r 02 Descripbon Now the contra Dral 321 - Lynch Exhibal Tast [E - Deesigne
a ge ers 3 Funding - DO NOT DELETE® GSRE | 2014615XGLU 000001 Dt D03 - Gan you Aod 10 1hIS7 ¥ GA - Contrac
3 Funding Records Mayer Cafe 2014615XGMA1 000001 This is & tast Draft 323 - Mechanical work for th O - Other
= Funding Requests Moyer Cafe 20146153XGMA1 000001 additional plumbing needs.  Submitted 005 - pedestal sinks DO - Designe
B3 Funding Authorizations Moyer Cata ONAGIEXGIMAL 000001 This is a tast Approved 0032 SCF - Scopa
4 [ Invoices Morth Campus Medicine Py 2014515XGMAG 000001 Additional scope plumbing 8 Approved 008006 - renovation for Phy: SCD - Scope
B3 Mscoltanocus Ivoicos ¥ | o campus Medicine Pin 2014615KGMAG | 000002 Approved DOBBOG - rencvation for Py, SCD - Scope
4 3
— 14BISKGMAE | 000003 vation for Ph Billi App OOBG0E - renavation for Phy O - Other
North Campus Medicing P 2014615XGMAG 000001 Draft 009 - piping .
Morth Campus Medicine Pl 2014815XGMAG 000002 purchase more pipe Approved 009 - piping SCD - Scopa E=3 s
Cost & Was n
- - North Campus Medicing Pln 2014813XGMAG 000003 Approved 009 - piping FGC - Field Cc B PO .
M t ¢ 13 University in St Louis
anagemen North Campus Medicing Py 2014615XGMAS | 000001 Approved 0010 - demo of Storage shed FC - Field Cc e ——
ched 1 INFORMATION TECHNOLOGY

ARAED P Puddinsln | ok B AA1AR4E Annnna Acddinmal Piorinn [ Fueni ARY Krekion
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Commitment Change Orders — Option

2Two ways to navigate to Commitment Change
Orders module

e Project Center > Select Commitment Change Orders

6/20/2016

=] 3 Budgets

Budgets

Cost Codes

Cost Ledgers
Forecasts

Cost Worksheets

Define Worksheets

Budget Requests

=l (3 Contracts
Master Commitments
Commitments

= [[J Change Management

a

hyperlink
PMileb = v ©
m . - Program/Project Login -

‘Welcome back Maria Moyer, your last login May-31-2016 10:13:07 AM

Controls Project Center [ Portfolio View T Map View T Calendar ]

Currency Dollar (United States of America)

Target Budget $120,000.00

Target Revenue $0.00

Target Duration o uoMm --Sele -

Target Start/Finish Apr-11-2018

Actual StartFinish

Percent Complete 0.00%

Scope This is a test to build a new cafe on
WUSM campus. Vi

Select multiple files to upload or drop files in the box below

B Engineering Forms

Record Type
Action tems
Correspondence
Daity Reports
Drawing Lists
Drawing Sets
Meeting Minutes
Online Submittals
Punch Lists
RFls

Safety Forms
Submittal Sets
Submittal ltems
Transmittals
Emergency Form

[ Cost Management

Record Type
AP Payments
Budget Reguests

Pending
0

OO o000 o0oo0oooo

Pending
0
1

Approved

R - R R R -]

Approved
0
1

Commitment COs

o

0

Caost Codes

Project Date Tracking

LEED Information

Spec Uom
Does Project Include a

Move

Weekly Status Update

Plan for Next Week

Issues and Risks
Identified

Total Project Budget
Project Type
Project Category

Debt Funded

Data

Admin Use Only

= CostManagement > Change Management > Online Change Requesis

$0.0

New Constructic

Public Real

k.
& Washington
University in St.Louis

INFORMATION TECHNOLOGY




Commitment Change Oraders — Option

e Add a new Commitment Change Order record

PMileb

:

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

= 9 0

Cost Management > Change Management > Commitment COs

Budgets

N
( +* Md)g Delete & Refresh Layouts

B3 Cost Codes Programs *Aj|* ~ Projects *A|*
[E3 cost Ledgers Project Name Project# | Record # | Description W Status | Commitment ‘ Cause | Contrai
[E3 Forecasts !_f_ |T| |_f_ \7‘
CostWorksheets The Lofts Phase Il - Planning 20160028 000004 Short explanation of the cha Draft 450 -
E Define Worksheets Golf Trip Planning 2014618XGLO oooooT CO#1-Lots of stuffcould bt Draft 321 - Lynch Exhibit Test
[E3 Budget Requests Golf Trip Planning 2014615XGLO 000002 Description. Now the contra. Draft 321 - Lynch Exhibit Test DE - Designer Error
= [3 Contracts * DO NOT DELETE* CSRB ! 2014615XGLU oooood Draft 003 - Can you add to this? ¥ CA - Contract Assign
Master Commitments Mayer Cafe 2014615XGMA1 000001 This is a test Approved 0oz - SCF- Scope Change 12345
Commitments MNorth Campus Medicine Ph 2014615XGMAS 000001 Additional scope plumbing : Approved 008906 - renovation for Phy SCD - Scope Changt
=/ [_4 Change Management MNorth Campus Medicine Ph! 2014615XGMAS ooooo2 Approved 008906 - renovation for Phy SCD - Scope Changt
[E3 Online Change Requ Morth Campus Medicine Phi 2014615XGMAG 0oooo3 renovation for Physician Bill Approved 008906 - renovation for Phy O - Other
IE || Morth Campus Medicine Phi 2014615XGMAE | DO0DD1 Draft 009 - piping
b L Morth Campus Medicine Phi 2014615XGMAG oooooz purchase maore pipe Approved 009 - piping SCD - Scope Changt
t : Morth Campus Medicine Phi 2014615XGMAS 000003 Approved 009 - piping FC - Field Condition D02 -
Maorth Campus Medicine Ph' 2014615XGMAG oooood Approved 0010 - demo of storage shet FC - Field Condition = 002 - s
16012 Dr. Dubberke Lab Re 2014615 oooood Additional Design Services Draft 003 - Architect Agreement  SCD - Scope Changi 001-A
6/20/2( B | 16012 Dr. Dubberke Lab Re 2014615 000001 Draft 314 - Engineer Agreement UniversityinStlouIi}

INFORMATION TECHNOLOGY



Commitment Change Oraders — Option

2Add header details

1. Project™ = Select the project

Commitment* = Select the commitment. NOTE: The next field “Company” will
auto-populate based upon the commitment selected.

3. Company = Will auto-populate once record is saved — Leave NULL for entry
4. Type = Will auto-populate once record is saved — Leave NULL for entry

5. Record # = Will auto-populate with the next number in sequence once the record
has been saved

PVifeb = @ ©

E . - Program/Project Login - - @ Cost Management > Change Management > Commitment COs

Budgets D01 - Moyer Cafe - additional plumbing needs M| _'IJ DII_II] x D = rn | - @ | - 7
Cost Codes . Recap
_ b Project” Moyer Cafe - Cause DO - Designer Omission =
Cost Ledgers )
_ gy Commitment* 005 - GRAINGER INC - pedestal sinks hd Requested By | Original Commitment 50000
Forecasts Amount et
EP Company GRAINGER INC Category Lump Sum - .
Cost Workshets Ty Purchase Order Prior Approved Changes 50.0
' R o o1 Reference 563458 Prior Revised Contract §5,000.0
3 eCor
Define Worksheets o - . Assigned To v 2 Total of This Change 50.0
[ Cescription additional plumbing needs Contract to This Ch S5.000.0
Budget Reguests - ontract to This Change 5,000.
B Fost As Revised Scope - Change Order Date | Jun-02-2016 E
=l Contracts " PR
= B Revision 0 © oate Juno2-2016 Eifective Date sun-02-2015 | [
= Master Commitmentsggih
B Mester Commiments \Workflow Status | Draft g Pays o.oo hi
shir 1gton

yinSt.Louis
N TECHNOLOGY

Commitments

6/21 ['8) Change Request -
=l [l Change Management

[ [



Commitment Change Oraders — Option

2Add header details

6. Description = Enter a brief explanation of the change

7. Post As = Leave set to default value of “Revised Scope”

8. Revision = Auto-populated. Will change if the record needs to be revised
9. Date = Will auto-populate with current date once record is saved

10. Workflow = Inaccessible field - Will remain in “Draft” phase until change order is
approved in workflow

11. Change Request = N/A = Leave NULL

PVifeb = @ ©

E . - Program/Project Login - - @ Cost Management > Change Management > Commitment COs

Budgets D01 - Moyer Cafe - additional plumbing needs M| _'IJ DII_II] x D = rn | - @ | - 7
Cost Codes . Recap
_ b Project” Moyer Cafe - Cause DO - Designer Omission =
Cost Ledgers )
_ gy Commitment* 005 - GRAINGER INC - pedestal sinks hd Requested By | Original Commitment 50000
Forecasts Amount et
EP Company GRAINGER INC Category Lump Sum - .
Cost Workshets Ty Purchase Order Prior Approved Changes 50.0
' R o o1 Reference 563458 Prior Revised Contract §5,000.0
3 eCor
Define Worksheets o - . Assigned To v 2 Total of This Change 50.0
[ Cescription additional plumbing needs Contract to This Ch S5.000.0
Budget Requests 00.7018 ontractio This Lhange 2,000,
B Fost As Revised Scope - Change Order Date | Jun-02-2016 E
=l Contracts " PR
= B Revision 0 © oate Juno2-2016 Eifective Date sun-02-2015 | [
= Master Commitmentsggih
B Mester Commiments \Workflow Status | Draft g Pays o.oo hi
shir 1gton

yinSt.Louis
N TECHNOLOGY

Commitments

6/21 ['8) Change Request -
=l [l Change Management

[ [



Commitment Change Oraders — Option

2Add header details
12.
13.
14.

P

6/2

15.
16.

17

Cause = Select the reason for the change from the list of values in the drop down
Requested by = N/A — Leave NULL

Category = Select the terms of the cost from the contractor. NOTE: If multiple
Online Change Requests will be linked to the Change Order select “Multiple”

Reference = Enter the PO# from the commitment
Assigned to = N/A = Leave NULL
Change Order Date = Set to current date

Mileb = v ©

= . - Program/Project Login - - @ Cost Management > Change Management > Commitment COs

Budgets D01 - Moyer Cafe - additional plumbing needs M| _'IJ DII_II] x D = rn | - @ | - 7
Cost Codes . Recap
_ b Project” Moyer Cafe - Cause DO - Designer Omission =
Cost Ledgers )
_ gy Commitment* 005 - GRAINGER INC - pedestal sinks hd Requested By | Original Commitment 50000
Forecasts Amount et
EP Company GRAINGER INC Category Lump Sum - .
Cost Workshets Ty Purchase Order Prior Approved Changes 50.0
' R o o1 Reference 563458 Prior Revised Contract §5,000.0
3 eCor
Define Worksheets o - . Assigned To v 2 Total of This Change 50.0
[ Cescription additional plumbing needs Contract to This Ch S5.000.0
Budget Reguests - ontract to This Change 5,000.
B Fost As Revised Scope - Change Order Date | Jun-02-2016 E
=l Contracts " PR
= B Revision 0 © oate Juno2-2016 Eifective Date sun-02-2015 | [
= Master Commitmentsggih
B Mester Commiments \Workflow Status | Draft g Pays o.oo hi
shir 1gton

Commitments

=l [l Change Management
[ [P

yinSt.Louis
N TECHNOLOGY

9 Change Reguest -




Commitment Change Oraders — Option

2Add header details
18. Effective Date = Set to current date
19. Days = If there is an agreement to a schedule change, this should be entered as an

Online Change Request, which will then be linked to this Change Order and the
number of days extension should be populated here

e Save

PMileb

Budgets
Cost Codes
Cost Ledgers
= Forecasts

Cost Worksheets
Define Worksheets
Budget Reguests

=l [ Contracts

=l [l Change Management

6/20/2016

Master Commitments;

Commitments

[ I

=@ 0

iy Froject”

gy Commitment*
E) Company

I Type

P Record #*

[P Cescription

y)) Fost As

kY Revision

iy orkflow Status

LW Change Reguest

Moyer Cafe - Y Cause DO - Designer Omission
005 - GRAINGER INC - pedestal sinks = Reguested By
GRAINGER INC Category Lump Sum
Purchase Order Reference S63456
D01 .
Assigned To

additional plumbing nesds

Revised Scope - Change Order Date | Jun-02-2016
0 ©oae  sunoz20s Effective Date Jun-02-2016
Days 0.00
Drraft - i

-

©2015 Washington University in St. Louis

[ . - Program/FProject Login - - @ Cost Management > Change Management > Commitment COs

001 - Moyer Cafe - additional plumbing needs 7 7 ll H ’i D _’_'_J n’n |v IE |v

Recap
lecap

Original Commitment
Amount

Pricr Approved Changes
Prior Revised Contract
Total of This Change
Contract to This Change

19

55,000.0
50.0
£5,000.0
50.0
$5,000.0

Washington
University in St.Louis
INFORMATION TECHNOLOGY



Commitment Change Orders — Option

2Select “add items” to open the “items” window

e Drag over cost codes for those that are now being modified
from the original commitment

PMileb

e Save

6/20/2016

-l Cost Management > Change Management > Commitment CO=
M %l - 2

— . g
‘ kd save Cancel
® MobileBrowss L SconType Choose Fise | No file chosen Barwode Settings

2 [ 0 Typical Cost Codes

323 - ALBERT ARNO INC - Machanical work & ™

i (38 00 Detaded Cost Codes

un (s (3§ Cost Codes on a 8-Fund

2 () Cost Codes on a Jumbo-Fund

header and drop it here 10 group by that column

&8 Link Change Event(s) & Link Online Change Request(s)

Addenda Notes.
+M‘Jmlmb P
o, S—

002 00 00 Existing Conditicns.
023 00 00 Heating, Ventilating, and Ai

1ington
nSt.Louis
TECHNOLOGY




Commitment Change Orders — Option

* Select “edit”
e If multiple lines, use shortcut: select top row; shift; bottom row; edit

PMileb = v ©

“ - FroaramProject Login = Cost Management > Change Management > Commitment COs

E Budgets 001 - Moyer Cafe - additional plumbing nesds < p @ I} D | ___] [‘_’B | - @ | - ?
[E cost Codes _
Project* oyer Cafe - Cause DO - Designer Omission &
Cost Ledgers ’ N
Commitment* 005 - GRAINGER INC - pedestal sinks ~ Requested By r Original Commitment 550000
B Forecasts Company GRAINGER ING Amount '
- Purch Ord Category Lump Sum M Prior Approved Changes 0.0
urchase Order
Rvpe sa o0t Reference 563456 Prior Revised Contract 55,000.0
eCor -
[ Define worksneets ) = . Assigned To - | o Total of This Change 50.0
E Description ‘additional plumbing nesds Contract to This Ch S5.000.0
Budget Reguests ontract to This Change |
Post As Revised Stope - Change Order Date | Jun-02-2016
= Contracts ;
= Revision o Date | Jun-02-2016 Effective Date Jun-02-2016
@ Master Commitments Workflow Status T - Days 0.00
Change Reguest A
=l 3 Change Manag
Details ‘ Adjustments Specifications Checklists Addenda Motes Attachments Workflow Motific ations
Drag a column header and drop it here to group by that column
Link Change Event(s) Link Online Change Requestis) e Add [ Add Ilerr( f Edit ) Delete z Refresh || Use Units Save Layout | Load Default Layout
Line # | Item | Description | Amount Requestedv | Adjustment 2 Tax Amount Approved Cost Type | 1
001 154 022 00 00 Plumbing 50,00 $0.00 50,00 50.00

= (1] ] Pagesie 20 @%Shmgton
6/20/2016 B YZULU VWasTirigloim UTHVETSILY T S0 LOUUiS Z1 UnlversnymStloms
INFORMATION TECHNOLOGY
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Commitment Change Orders — Option

* Enter the change in the “Amount Requested” field.
* Note that the “Amount Approved” field will auto-populate with the

same value.

e Select “Update Records” to save

PMileb @ 0

- W oot ionn

o Cost Management > Change Management > Commitment COS

- 3
Budgets 001 - Moyer Cafe - additional plumbing needs d /'-—' @ H B @ _’J n’ﬂ | = @ | - ?
Cost Codes .
Project* oyer Cafe hd Cause DO - Designer Omission 7
Cost Ledgers .
Commitment* 005 - GRAINGER INC - pedestal sinks < Requested By il Qriginal Commitment 35,000
Forscasts Company GRAINGER ING Amount —
Cost Workshests T Purchase Ord Category Lump Sum T Prior Approved Changes 30.C
e urchase Uraer
Ryp g oot Reference Se34%8 Prior Revised Contract 35,000.C
EC O
Define Workshests i - . Assigned To -8 Total of This Change 50.
I-El Description additicnal plumbing nesds Contract to This Ch 55,0000
Budget Requests ontract to This Change 5,000
Fost As Revisad Scope - Change Order Date | Jun-02-2018
= Contracts i
=0 Revision 0 Date | Jun-02-2016 Eifective Date Jun-02-2018
iaster Commitments
‘Workflow Status | Draft - Days a0
Commitments
Change Reguest A
=| 3 Change Manage
o Details Adjustments Spetifications Checklists Addenda Notes Attachments Workflow Meotific aticns
Details Tab
Dy n neader an € to group by that ¢ olumn
H Update Records ancel A
Line Description Amount Requested ‘ Adatment 1 Adjustment 2 Tax Amount Approved Cost Type |
001 154 022 0D 00 Plumbing $15,000.00 S0.00 S0.00 S0.00 15000.00]  -- Select-- v N
Washington
6/20/2016 50.00 50.00 50.00 50.00 versity in St.Louis
[i] [«]|1]>] ] Pagesee 20 = VIATION TECHNOLOGY
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Commitment Change Orders — Option

e On “Attachments” tab, use quick file upload

e Upload any back-up documents

®

m l - Program/Project Login - Cost Manage .«m - ~hange Management > Commitment COs

~ T I » .
Budgsts 001 - Meyer Cafe - additional plumbing needs - },) lh H "h @ ‘ J [jﬁ ‘ - @ ‘ hd ?
Cost Codes
Project” Maoyer Cafe & auss OO - Designer Omission -
Cost Ledgers
Commitment* 005 - GRAINGER ING - padestal sinks = Requested By hdF Original Commitment 25,000
Forecasts Amount :
= Compary GRAINGER INC Category Lump Sum T Prior Approved Changes SO.
[Z2| Cost Workshests ;\"De . E;;nnase Order Reference 263456 Prior Revised Contract 55,000,
e or -
Define Workshests Assigned To 2 Total of This Change 515,000,
—— . Deseription additicnal plumbing necds Contract to This Change 220,000,
udget Requests ,000.
Fost As Revised Scope - Change Order Date | Jun-02-2018
=l Contracts
[ =evision 0 Date | Jun.02.2016 Effective Date Jun-02-2015
& Master Commitment
- aster Commitments Workflow Status Oraft - Days 0.00
Commitments
Change Request -
=I 3 Change Management
Online Change Requ
Details Adjustments Specfications GCheckiists Addenda Notes Attachments Attachments Tab
.
/ Edit o Add o Document Manager &2 Link PMWeb Recordis) X Delete Selected Line d PMWeb
[l 3
Description* | File* Revision/\ersion
Page Size 20 =
-
= .
Select multiple files to upload or drop files in the box below %Shlngton

University in St.Louis
INFORMATION TECHNOLOGY
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Submit Commitment CO Into

e Se e(:lghgv\\/\/orkﬂow” tab

e Select Submit
PMVileb = @ ©

m l - Program/Project Login - - CD ‘CostManagement > Change Management > Commitment COs
Budgets “| oot - Moyer cate - This i atest - /t;) Ea H m Ej| _J [33,|v |~ ?

Cost Codes )
Project* Moyer Cafe - Cause SCF - Scope Change (Facilties) -
Cost Ledgers
Commitment* 002 - ALBERIC| CONSTRUCTORS INC - 2 Requested By hil Criginal Commitment 515,000.0
Forecasts Amount S
Gompan: ALBERICI CONSTRUCTORS ING
cost Workshests ; pany Oumer Arertes: A Category Lump Sum h Prior Approved Changes 0.00
e wner Architect Agr -
RV" - 001 Reference PO#% 89654562 Prior Revised Contract 515,000.0
ecord #*
Define Workshests o o Assigned To - & Total of This Change 515,000.0
Description This is a test Contractto This Ch S20.000.0¢
Budget Requests 017 ontract1c This Change UL
st As e Change Order Date | Jun-01-2016
= Contracts
= Ca Revision o Date | Jun-01-2016 Effective Date Jun-01-2018
Master Commitments Work Status Draft - Days 0.00

Commitments
Change Reguest | 12345 - This is a test

=l 3 Change Management

Online Change Regqut Workﬂow tab —
Details Adjustments Specifications Workflow Notific ations
.
4 o B workflow Actions
Actions Email Preview Instructions
Subjest Comments
© ' Approve Email Body
© " Return
© ' ponoTuse
e ‘Withdraw (ends workflow)
e Final Approve
Add CC
4 s Py .
University in St.Louis

6/20/2016
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Submit Commitment CO Into
Workilow

ave
* You will receive notification re: the status of the workflow

=l 3 change Management
[ online Change Requi —_—
@ Details Adjustments Specific ations Checklists Addenda Motes Attachments (1) Workflow Netifications
[ COs[ -
A D B workflow Actions
Actions Email Preview Instructions
Subject PMWeb Approval Request: Commitment Change Orders 001 Comments
L] Approve Email Body
@ O Return A document has been Submitted for approval by
Maria Moyer.
@ | ponoTUsE
e Withdraw {ends workflow) Workflow Document
e Final Approve Information:
2 Delegate .
r - Document type: Commitment

Change Orders
- Project Name: Moyer Cafe
= Document Description: This o

Add CC

B Business Process

I
& Washington

6/20/2016 ©2016 Washington University in St. Louis 25 University in St.Louis
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Commitment CO Vendor step In

y\slger(ltgcﬂ’g\e/\/egate” radio button

e Select the delegate from the list in the pop up window

e Save the assignment and save the workflow step

© Approve
- Return

uuuuuuuuuuuuu

© (poNoTuse
- (ends )
9 " Final Approve
Select Delegate * Delega te
.

ssssssss

6/20/2016 TR

eeeeeeeeeee

aaaaaaaaaaaaaaaaaaaaa
emily - Emily Follman
emily2 - Emily Rhody

¥ jones - Sam Jones
kardos - John Kardos

|| KLassus - Karen Lassus

L}
* Delegate 1-83 out of 83

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Commitment CO Vendor step In
Workflow

e Vendors may choose not to use PMWeb

* In this case, the PM will not delegate to the vendor,
but will instead email the commitment document to
the vendor for signature.

* When the sighed document is returned via email, the
PM will add the document to the record in PMWeb
and approve it as a proxy for the vendor, sending the
record on to the next step in workflow

£ Washington

6/20/2016 ©2016 Washington University in St. Louis 27 University in St.Louis
INFORMATION TECHNOLOGY




Commitment Change Orders — Option

gption 3 - Linking multiple existing Online Change
Requests to one Commitment Change Order

*Follow the same steps as generating a Commitment
Change Order without an existing Online Change
Request

* |n the details section you will link any applicable Online
Change Requests to the Change Order

e Cost codes associated with those Online Change
Requests’s will be pulled into the Commitment Change
Order

£ Washington

6/20/2016 ©2015 Washington University in St. Louis 28 University in St.Louis
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Commitment Change Orders — Option

e Select “Link Online Change Request(s)”

e Select from the list of existing Online Change
Requests; Save

P b =90
_ - ProoramProiect Login- B® Cost Management > Change Management > Commitment COs

.

[ 2 -
= Budgets 001 - Moyer Gafe - This is a test - EELED A ;- & 7
[ cost Codes _
Project* oyer Cafe - Cause Q - Other -
Cost Ledgers .
@ Commitment* 323 - ALBERT ARNO INC - Mechanical work fi | = Requested By v | & Qriginal Commitment 535 000
Forecasts Amount ——
Compan ALBERT ARNO INC
pany Category Lump Sum M Prior Approved Changes
Cost Workshests Type Shert Form Agreeme .

D ofaransa (VL) - - .

[ Define Worksheets Record # oot

Description This is a test
[E Budget Requests
Post As Revised Scope i
=l C@ Contracts Revision 0 Date | Jun-02-201% 2014615XGMA1 - Moyer Cafe
= Master Commitments 323 - Mechanic al work for the new cafe
‘Workflow Status  Draft - Company ALBERT ARNO INC
Change Orcer® 001
Change Reguest | Description This is o test
=| @ Change Management Change Order Date  Jun-02-2018
& Orine Change Reau Details Adjustments Specifications Checklists - a oo X Rere o cecUp Dy s ooty -
COs n‘ Status ‘ OCR# Deszription ‘ Reguested Date | Meeded By | Reason
B R Drag a column header and » 001 | This s atest Jun-02-2016 DE - Designer Eror

@3 Link Change Event;

This is 8 1831 - heating ventiation

2016 FC - Fiek Conaition

Fequested | Adjustment 1 | Adiustment 2 Tax | Amount Approved | Cost Type

Mo records to display.

& Washington
University in St.Louis
INFORMATION TECHNOLOGY
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Commitment Change Orders — Option

e Cost codes and amounts of existing Online Change
Orders are added to your details tab

e Save
PMileb = v @

_ - FooamProject Login- Cost Mana~ nent > L. “nge Management > Commitment COs

-
[ Budgets D01 - Moyer Cafe - This is & test = G | - 5 ‘ - ?
B cost Coges -
Project* Moyer Cafe 0 - Other ¥
E Cost Ledgers i
a Commitment* 323 - ALBERT ARMO ING - Mechanical work fi| = Requested By v | Original Commitment o0t
- oo Company ALBERT ARNO INC Catsgory Tikop i = il
[E cost Worksheets Type Short Form Agreeme Prior Approved Changes S0
' Reference Do Prior Revised Contract $35,000.0
=7 Record # ool
B Define Werkshests - = Assigned To ] Total of This Change 53,5000
- Description This is a test ’ =
E Budget Reguests Bl S = Change Order Date | Jun-D: = & Contract to This Change $38,500.C
=l 3 Contracts
103 Revision 0 Date | Jun-D2-2016 Effective Date |
[E Master Commitments Workflow Status | Draft v Days
=3 Commitments
lj Change Reguest -
=| [ Change Management
E Online Change Requw
Details Adjustments Specific ations Checklists Addenda Notes Attac hments Workflow Mofific ations
Ellconmimentcos| -
4 i Drag a column header and drop it here to group by that column
&5 Link Change Eveni equest(s) o Add [ Add ltems / Edit X Delete oad Default Layout

Description | Amount | i 1 | i 2 | Amaount Approved
D02 00 00 Existing Conditions §1,000.00 S0.00 50.00 §1,000.00
023 00 00 Heating, Ventilating, and Air 52,500.00 50.00 50.00 $2,500.0 =
L so00 s350000 = Washington

— University in St.Louis
INFORMATION TECHNOLOGY
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Submit Commitment CO Into

e Se e(:lghgv\\/\/orkﬂow” tab

e Select Submit
PMVileb = @ ©

m l - Program/Project Login - - CD ‘CostManagement > Change Management > Commitment COs
Budgets “| oot - Moyer cate - This i atest - /t;) Ea H m Ej| _J [33,|v |~ ?

Cost Codes )
Project* Moyer Cafe - Cause SCF - Scope Change (Facilties) -
Cost Ledgers
Commitment* 002 - ALBERIC| CONSTRUCTORS INC - 2 Requested By hil Criginal Commitment 515,000.0
Forecasts Amount S
Gompan: ALBERICI CONSTRUCTORS ING
cost Workshests ; pany Oumer Arertes: A Category Lump Sum h Prior Approved Changes 0.00
e wner Architect Agr -
RV" - 001 Reference PO#% 89654562 Prior Revised Contract 515,000.0
ecord #*
Define Workshests o o Assigned To - & Total of This Change 515,000.0
Description This is a test Contractto This Ch S20.000.0¢
Budget Requests 017 ontract1c This Change UL
st As e Change Order Date | Jun-01-2016
= Contracts
= Ca Revision o Date | Jun-01-2016 Effective Date Jun-01-2018
Master Commitments Work Status Draft - Days 0.00

Commitments
Change Reguest | 12345 - This is a test

=l 3 Change Management

Online Change Regqut Workﬂow tab —
Details Adjustments Specifications Workflow Notific ations
.
4 o B workflow Actions
Actions Email Preview Instructions
Subjest Comments
© ' Approve Email Body
© " Return
© ' ponoTuse
e ‘Withdraw (ends workflow)
e Final Approve
Add CC
4 s Py .
University in St.Louis

6/20/2016
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Submit Commitment CO Into
Workilow

ave
* You will receive notification re: the status of the workflow

=l 3 change Management
[ online Change Requi —_—
@ Details Adjustments Specific ations Checklists Addenda Motes Attachments (1) Workflow Netifications
[ COs[ -
A D B workflow Actions
Actions Email Preview Instructions
Subject PMWeb Approval Request: Commitment Change Orders 001 Comments
L] Approve Email Body
@ O Return A document has been Submitted for approval by
Maria Moyer.
@ | ponoTUsE
e Withdraw {ends workflow) Workflow Document
e Final Approve Information:
2 Delegate .
r - Document type: Commitment

Change Orders
- Project Name: Moyer Cafe
= Document Description: This o

Add CC

B Business Process

I
& Washington

6/20/2016 ©2016 Washington University in St. Louis 32 University in St.Louis
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Commitment CO Vendor step In

y\slger(ltgcﬂ’g\e/\/egate” radio button

e Select the delegate from the list in the pop up window

e Save the assignment and save the workflow step

© Approve
- Return

uuuuuuuuuuuuu

© (poNoTuse
- (ends )
9 " Final Approve
Select Delegate * Delega te
.

ssssssss

6/20/2016 TR

eeeeeeeeeee

aaaaaaaaaaaaaaaaaaaaa
emily - Emily Follman
emily2 - Emily Rhody

¥ jones - Sam Jones
kardos - John Kardos

|| KLassus - Karen Lassus

L}
* Delegate 1-83 out of 83

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Commitment CO Vendor step In
Workflow

e Vendors may choose not to use PMWeb

* In this case, the PM will not delegate to the vendor,
but will instead email the commitment document to
the vendor for signature.

* When the sighed document is returned via email, the
PM will add the document to the record in PMWeb
and approve it as a proxy for the vendor, sending the
record on to the next step in workflow

£ Washington

6/20/2016 ©2016 Washington University in St. Louis 34 University in St.Louis
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PMileb Training

Progress Invoices

3 Washington

Umversﬁy inSt.Louis
INFORMATION TECHNOLOGY




Progress Invoices
 Two ways to navigate to Progress Invoices module
e Cost Management > Progress Invoices sub-category

PMileb = © ©
T

- Program/Project Login -

Cost Management > Invoices > Progress Invoices

* || Drag a column header and drop it here to group by that column
= [_J Change Management
4 Online Change Requ Programs *All* ~ Projects *All* o Add X Delste & Refresh Layouts
B3 commitment CCs Project Name Project# ‘ Record # | Invoice # | Description | ‘Workflow Status | Commitment | Period | Col
=l [23 Funding i? |_t’ [] i? \_( '_( ! |
= Funding Records Connie Test1 *DO NOT DEL 20160050 Lw3 4 Draft 317- TAl
= Funding Requests Connie Test1 *DO NOT DEL 20160050 APP1 1 | POR111111M Approved 17- 03 TAH
4 Funding Authorization | e Testd *DO NOT DEL 20160030 APP2 2 | PoF222222X Appraved 37- 018 TAI
y| (3 Invoices Connie Test! *DO NGT DEL 20160050 APP3 3 | PO#333333X Approved 317- 05 TAl
Progress (= Wiscellaneous Invie | g Testt “DO NOT DEL 20160050 APFE 6 Approved 37- o7 TAl
Invoices Connie Test1 *DO NGT DEL 20160050 APPSR 7 Approved 7 06 TAl
Payments Connie Test *DO NGT DEL 20160050 APP4 £ POE444444X Approved 317 - 04 TAI
[ AP Payments Caonnie Test! *DO NOT DEL 20160050 AppT 9 | PO#23456X Approved 317 - 06 TAI
= & Forms + | Connie Test! *DO NOT DEL 20160050 APPS 5 Withdrawn n7- TAI
i il DD NOT DELETE** Jen Li 20160051 App1 1 | Whatis this for Draft 36- Hil
DO NOT DELETE** Jen Li 20160051 App3 3 Whatis this for Draft 3M6- Hill
I **DO NCT DELETE** Jen Li 20160051 Apps 5 Whatis this for Draft 316- Hill
Cost = 8| **DONOT DELETE** Jen Li 20160051 WA & | Whatis this for Draft 36— Hil e ——
Management S 3 “DO NOT DELETE** Jen Li 20160051 App6 7 | Whatis this for Draft H6- Hill_ )
DO NOT DELETE** Jen Li 20160051 AppT 8 | Whatis this for Draft 36~ ng%shlngton
LV LO VdeIIIIIsLUII UIIIVCIbILy 1 oL, LuuID V4 vaerSIWmSt[DUIS
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Progress Invoices

 Two ways to navigate to Progress Invoices module
* Project Center > Select Progress Invoices hyperlink

PMileb

Budget Reguests

=l @ Contracts

Master Commitments
Commitments

=| @ change Management

Online Change Requi
= commitment COs

=l C@ Funding

Funding Records
Funding Requests
Funding Authorizatior

=l @ Invoices

Misc ellaneous Invoict »

6/20/2016

v ©

Cost Management > Invoices >

Welcome back Maria Moyer, your last login May-24-2016 12:25:24 PM

Controls I

Actual Start/Finish

Percent Complete 0.00%
Scope This is a test to build a new cafs on
WUSM campus. -

Select multiple files to upload or drop files in the box below
Selec

<

Project Center | Portfolio View | Map View | Calendar |

Drawing Lists
Drawing Sets
Mesting Minutes
Online Submittals
Punch Lists
RFls
Safety Forms
Submittal Sets
Submittal ltems
Transmittals
Emergency Form
E Cost Management
Record Type
AP Payments
Budget Requests
Budgets
Commitment COs
Gommitments
Cost Codes
Forecasts
Funding Authorizations
Funding Records
Funding Requests

Misc Invoices

coooooooaoo

Pending

OO =0=0=00 S0

cellaneous Invoices

coooooooaoo

Approved

O ONOO-s RO S0

Sauests
Progress Invoices

E Scheduling

@ d

& ZULO VVadSIIgLuUIl UIHIVEIDILY 111 JL. LLUUID

l

DT R

Does Project Include a
Move

Weekly Status Update
Plan for Next Week

Issues and Risks
Identified

Total Project Budget 50.
New Constructic

Public Real

Project Type
Project Category

& Washington
University in St.Louis
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Progress Invoices

e Add a new invoice record

PMileb = 9 ©

I o

Cost Management > Invoices > Miscellaneous Invoices

* | Drag a column header and drop it here to group by that column A
[ Budget Reg
= B3 Contracts Programs  *a]l* » Projects Al o Add Delete 2 Refresh Layouts
E Master Commitments Project Name Project # | Record # | Description | Company | Reference | Category | Period
3| Commitments
(=] £@ Change Management
=00 NOT DELETE™ Jen Li 20180051 012345 Test Mist Invoice Draft GRAINGER INC IF {Free Balance) 04
3 Online Change Requ
=DO NOT DELETE*™ Jen Li 20160051 041918misc1 Test of Misc Draft Hill PCI Group IF (Free Balance) 02
B commiment cos
*0D0 NOT DELETE® Green | 2014615XGLK 041918misc3 this is fun Approved LITE SOURCE INC IF (Free Balance) 05
(= Fundin
= 9 *D0 NOT DELETE® Green b 2014815XGLK 246TEST Draft BUSCOMM INC IF {Free Balance) 05
Funding Records
o *00 NOT DELETE* CSRB . 2014815XGLU 041918misc1 where does this go Approved Hill PCI Group IF {Free Balance) F18 Mar
Funding Reguests .
* DO NOT DELETE* CSRB . 2014615XGLU Test001 Approved SURDEX CORPORATIO IF {Free Balance) FY16 Apr
[Ed Funding Authorizatior - o - -
*D0 NOT DELETE*CSRB . 2014515XGLU 041916misc2 where will this go misc2 Approved TELECOMM & COMPUT IF {Free Balance) F¥16 Mar
=l CA& Invoices
i e * DO NOT DELETE* CSRE | 2014615XGLU Aa2A0CSTEBETTER | Testof a long invoice #and | Approved Moonrise Hotel IF {Free Balance) FY15 May
Miscellanecus Invoict +
4 » *00 NOT DELETE* CSRB . 2014815XGLU Ancthermisc where does this show up? | Approved MATERIALS RESEARCH IF {Free Balance) F¥18 Apr
*D0 NOT DELETE*CSRB . 2014515XGLU 123456aa 123456aa Approved ABC Drive Co IF {Free Balance) F¥16 Mar
*D0 NOT DELETE*CSRB . 2014515XGLU prop12 Approved MICROSOFT CORPOR: Ancther property one IF (Free Balance)
* D0 NOT DELETE*CSRB . 2014815XGLU prop13 Approved BMC SOFTWARE INC | test for property IF {Free Balance)
Danforth University Center T 2013507 1724480 Reimbursement for mainten: Approved Washington University Ds IO {Inter-Departmental . Fy18 Jul
Danforth University Center 1 2013807 005472 Approved CROSS RHODES REPR IF {Free Balance) Fr16 Jul I—
Brown School of Social Work 2011921 142130 Approved Moonrise Hotel IF {Free Balance) FY16 Jul %S] . n
Brown School of Social Work 2011921 142038 Approved Moonrise Hotel IF {Free Balance) FY16 Jul i it i i
& LU L0 VVadIigLuil UINveEI DIty 1 JL. Lours? ! & UI‘llVG[SltYlIlStJ.DUlS
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Progress Invoices

e Select the project

e Select the company
* Type in the dropdown field or select the magnifying glass

for a list; save

P awagyeer  — v
. - Program/Project Login -
=3 BudgetReguests .
— Select—- /4
-l (3 Confracts ¥
Project* Moyer Cafe
e Original Valug $0.00
Commitment ﬁ 20 Approved Changes $0.0C
-
002 - ALBERICI CONSTRUCTORS INC - = Revised Value $0.0¢
Description it :
B3 commitment COs Invoiced $0.00
Payment Progress v
3 B Funding Efilaration Retained 50.0C
B Firiding Hocords Sequence # Eamed Less Retainage $0.0C
Record #* Less Prior Invoices $0.0C
B Funding R . ecor
anding Hegueat Revision Current Payment Due §0.0C
& Funding Authorizatiol Workflow Unapplied Payments Available $0.0C
=l @ Invoices Status Payments Applied $0.0C
4 ¥
B3 Miscellaneous Invoic: Cost Rericg Open Balance §0.0C
s Signed and Notarized Lien Waiver
Iﬁ = Category attached Bal. To Finishiincl. Retainage} §0.0C
» Paid In Full
| _
Details es Attachments Notifications = s
L Washington
Lyad aciumn | University in St.Louis
& Refresh INFORMATION TECHNOLOGY




Progress Invoices

e Enter header details (many found on the Pay App for entry)
1. Description = Text “PO#” will auto-populate in this field. Enter the PO # following this text

e NOTE: When the PO# is entered on the first progress invoice, this will get copied over to all
subsequent invoices for the same commitment.

2. Payment Explanation = Enter additional information that will be helpful to the vendor to post the
payment. Examples include invoice number, invoice date, and waiver request information.

3. Record # = Enter the Vendor Invoice # in this field; the format for payment applications should be
the WU project number + “APP”+ pay app # (i.e. 2016955APP01)

. - Program/Project Login - - Cost Management > Invoices > Progress Invoices

- B ?

002 - Moyer Cafe - ALBERICI CONSTRUCTORS INC - ~ Lo H x @ P ﬁ{'l

= commitments

= [ Change Management Online Invoice

[=d| online change Requt Project” Moyer Cafe e _ —
‘/ Invoice Date™ May-24-2016
-

B

= commitment cos Commitment™ | 002 - _
‘14 Billing Terms™ 30 —
=l C@ Funding Company ALBERICI CONSTRUCTORS INC
. 0 . . _
= Funding Records ) Description PO# ‘ Invoice Due Jun-23-2016 [z]
Payment | ice Type™ -- Select -- v
= Funding Requests )Explanation @ nvolce Type ele
Contact
[= Funding Authorizatior Sequence # 2 Create Next
=1 [ Invoices +Record # 251
[= Miscellaneous Invoice \‘ITVevLsfllon 0 Date | May-24-2016 Comment
orkflow
=l [ Payments /i) Cost Period” -- Select -- - Wash]'ngton
6/20/ =3 a/P Payments Y . ; Print Lien Wai [ signed and Notarized Lien Waiver ~ ityin StLoui
Y| Category CA (Computer Assisted I ~ AR RN attached niversity in St.Louis

INFORMATION TECHNOLOGY
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Progress Invoices

e Enter header details (many found on the Pay App for entry)

4. Cost Period = Enter the date of which the work incurred — this feeds into the Cash Flow and Accrual
Reporting

5. Category = Auto-populated to “CA (Computer Assisted Invoice)
Paid in Full = Leave un-checked

7. Invoice Date = Date of the Architect Certification for Pay Apps — For all other types of invoices, it is
the actual date of the invoice

W . - Program/Project Login - 2 Cost Management > Invoices > Progress Invoices
~

002 - Moyer Cafe - ALBERICI CONSTRUCTORS INC - + L] H e @ = o) |- = |- KL ?

=3 commitments

=1 [_1 Change Management Online Invoice

[=| online Change Requt Project” Moyer Cafe - Py
@) nvoice Date” May-24-2016 B

= commitment cos Commitment” | 002 - -
(:4 Billing Terms™ 30 —
< [ Funding Gompany ALBERICI GONSTRUGTORS ING
&3 Funding Records :b Description*  PO# @€ nvoice Due Jun-23-2016 =)
Payment i . _ ~ -
[= Funding Requests 'J Explanation @ Invoice Type Select

Contact
= Funding Authorizatior | Sequence # 2 Create Next

=1 3 Invoices & Record 251
\ﬂ Miscellaneous Invoice Revision 0 Date  May-24-2016 Comment
Slpegesimoess| | Sowe Ot <
=| [ Payments i) Cost Period™ -- Select - v
22 AP Payments 2 Category” CA (Computer Assisted Il ~ I@ [ | signed and Notarized Lien Waiver WaShmgton
attached University in St Louis

6/20/20: ¢ DHIVELSTEY Aot UL
‘ 2 Paid In Full ] INFORMATION TECHNOLOGY




Progress Invoices

e Enter header details (many found on the Pay App for entry)

8. Billing Terms = This value represents days, and will auto populate based upon the vendor set up. If
this is an MBE/WBE vendor or sub-contractor, this will auto-populate to 10; otherwise this field will
be a 30. NOTE: Only Mary Price will update this field

9. Invoice Date = This field is informational only. This date will represent the Invoice Date + the value

in the Billing Terms

~

002 - Moyer Cafe - ALBERICI CONSTRUCTORS INC-

= commitments

=| [ Change Management
= online Change Requs
= commitment cOs

=! [ Funding
\ﬂ Funding Records

\ﬂ Funding Requests

Project™

Company

) Description*®
Payment
o Explanation

[= Funding Authorizatior Sequence #
=| [ Invoices “ Record #
[= Miscellaneous Invoice Revision
Workflow
= [ Payments i) Cost Period™
= ar Payments 2 Category*
< >
&> Paid In Ful

6/20/2016 ; * Planning

Commitment”

4 &

Online Invoice
Moyer Cafe A
‘/ Invoice Date™

0oz -
(:4 Billing Terms*

ALBERICI CONSTRUCTORS INC

PO# c‘ Invoice Due”
@ Invoice Type™
2 Create Next Contact
251
0 Date May-24-2016
Comment
Draft -
-- Select - -
CA (Computer Assisted i ~ Print Lien Waiver I
U

- Cost Management > Invoices > Progress Invoices

= ﬁﬁ“ =~ %'* ?

May-24-2016 B
30 -
Jun-23-2016 B
-- Select -- v

D Signed and Notarized Lien Waiver

attached
an

uis
JLOGY



Progress Invoices

e Enter header details (many found on the Pay App for entry)

10. Invoice Type = Select “Final” if it is the last or only invoice on a commitment. Select “Progress” if
there will be more than one invoice on the commitment.

e NOTE: If “Final” is selected and the Print Lien Waiver button is clicked, the final lien waiver
report will be generated. If “Progress” is selected and the Print Lien Waiver is selected, then
the Progress Lien Waiver form is generated.

W . - Program/Project Login - - @ Cost Management > Invoices > Progress Invoices
* Save 2

@ —
B3 Commitments 002 - Moyer Cafe - ALBERICI CONSTRUCTORS ING- |~ | H X @ o e | = ‘ v %L ?
=l [_J Change Management Online Invoice
[=| online Change Requ Project” Moyer Cafe - _ . —
@) 'nvoice Date May-24-2016 ]
= commitment cOs Commitment® ' 002 - ~
c0 Billing Terms™ 30 =
=1 0@ Funding Company ALBERICI CONSTRUCTORS INC
B3 Funding Records z)nescription* PO# € invoice Duer Jun-23-2016 =]
Payment Invoice Type~™ -- Select -- v
= Funding Requests )Explanation @ P
Contact
[=3] Funding Authorizatior | Sequence # 2 Create Next
3 B3 Involces @& Record #* 251
[=3] Miscellaneous Invoice Revision 0 Date  May-24-2016 Comment
Workflow
Slpogesivocs] | Sae ot <
=l [ Payments i) Cost Period* -- Select -- -
=3 A/P Payments S . . ErntiScrbnt i ] Signed and Notarized Lien Waiver
. Y Category CA (Computer Assisted h attached
 Paid In Full 1]

| .
‘H" . Planning



Progress Invoices

e Add details — Note: Line items from the commitment

are already populated in the details record

e Use shortcut: select top row; shift; bottom row; edit

PVileb

=l & Contracts

Master Commitments

Commitments

©)

Cost Management > Invoices > Progress Invoices

& jJH x@ ,J ﬁ“l' @l' -‘L ?

(]

002 - Moyer Cafe - ALBERICI CONSTRUCTORS INC - |~

=| @ Change \ ent

Online Change Requ
Commitment COs

=| @ Funding

Funding Records
Funding Reguests

Funding Authorizatior

=l [l Invoices

Miscellaneous Inveict

Progress Iriices

. Asset Management
6/20/20 1NN

Toolbox

Project* Moyer Cafe -
Invoice Date* E
Commitment* | DO2 - -
Billing Terms* a0 -
Company ALBERICI CONSTRUCTORS INC =
Description®  PO# Invoice Due* May-31- =]
Payment i -
Explanation test Invoice Type Progress -
Sequence # 1 Craats MNext Centact
Record #* 250
Revision o Date  May-23-2
Workflow Comment
Sews | Drat =
Cost Period* | FY16 Apr - 4
Category*® C& (Computer Assisted i Print Lien Waiver | signed and Notarized Lien Waiver
< attac hed
Paid In Full
Details Adjustments Specific ations Checklists Payments Motes Aftachments MNotific ations

Original Value
Approved Changes

Revised “alue

Invoiced

Retained

Earned Less Retainage

Less Prior Invoices

Current Payment Due
Unapplied Payments Available
Payments Applied

Open Balance

Bal. To Finish(incl. Retainage)

$15,000.00

S0.00

$15,000.00

$0.00
S0.00
S0.00
$0.00
S0.00
S0.00
$0.00
$0.00

$15,000.00

rag a columWgeader and drop it here to group by that column

,? Edit k Refresh Save Layout | Load Default Layout ExpandiCollapse @z Link Change Orders @z Produc tion Use Units
» = = Scheduled Prior Current Total Balance to Current Servici
Line Cost Code Description Subcantract% Direct Pay? Value CCO# T e e % Complete e e
v w
001  01-D03-003 0D 0D D03 00 0D Concrete O $10,000.00 50.00 50.00 $0.00 0.00% $10,000.00 S04
00z 01-D05-005 OO0 00D 005 00 0D Metals ] $5,000.00 $0.00 $0.00 $0.00 0.00% $5,000.00 S04
$15,000.00 5$0.00 $0.00 $0.00 $15,000.00

Page Size 50 =

[ [ [1]0 B

Washington
University in St.Louis

INFORMATION TECHNOLOGY



Progress Invoices

e Enter amounts in the “Current Invoice” column

e NOTE: Only enter the costs for the line items being
charged at this time

* % Complete and Balance to Invoice values will auto-
calculate

=| 3 Change Management
Online Change Requ:

Commitment COs
=| @ Funding

Funding Records
Funding Requests

Funding Autherizatior

=l & Invoices

Miscellaneoys Inveoict

-

Details tab

Commitment® | 002 - - A
Billng Terms* - - Approved Changss 50.00
Company ALBERICI CONSTRUCTORS INC - Revised Value $15,000.00
Description®  |PO#% Invoice Due* May-31-2 [E= Invoicea 50.00
Payment e Type*
Evolanation  test Invoice Type Frogress v Retained S0.00
Sequence # 1 _ Cremenew | Contact Earned Less Retainage 50.00
Record # o50 Less Prior Invoices 50.00
Revision ol Date | May Current Payment Due S0.00
Workflow Comment Unapplied Payments Available S0.00
Status Zid e i
S Payments Applied 50.00
Cost Period* | FY16 Apr = = Open Balance S0.00
Category™ CA (Computer Assisted I ™ Print Lien Waiver 't: ﬁ‘igﬁzed and Motarized Lien Waiver Bal To Finish(incl Retainage) 515,000.00
attac
Paid In Full
Details Adjustments Specifications Checklists Payments Notes Aftachments Notific ations
Drag a column header and drop it here to group by that column _g—
[l Updete Recoras 3 Cancel 4 \
Scheduled Prior. Current al Balance to Current Servict
Line # Cost Code Description Suannlracl% Direct Pay? | 520 cCo # e e ‘ R ‘ % Complets | olancs o Ry
L L
001 01-003-0030000  0O3 0D DO Concrete - & $10,000.00 siibo 50.00 50.00 0.00%  S10,000.00 so
002 01-005-00S0000  OOS OO 0D Metals - & 55,000.00 S0, 50.00 50.00 0.00% 55,000.00 s
$15,000.00 50.00 $0.00, $0.00 $15,000.00 s0.0
[9] [« [1]00] (] Pagesze 80 =

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Progress Invoices

Note: Next steps will typically only be entered for Pay Apps

*Two ways to look up Subcontractor
e Drop down arrow to bring up list and

us Invoic+

VoiCES|

Details tab

6/20/2016

that line item

3

Tvu R e

search the company for

Drraft 7 ‘Washington University in St. Louis B )
Status ) N fy in S Payments Applied 50.00
Cost Period® | FY16 Apr M HilFCI Group £ Open Balance $0.00
—— Washington University School of Medicine ver
Cats * § i P ! Bal. To Finish(incl. Retainage) 515,000.00
stegory ST T AEEREND © |—J ‘Washington University Danforth Campus : ¢!
Paid In Ful Sample Contractor 3
ABC Drive Co
Dietails Adjustments Specific ations Checklists OPTIMAL ENGINEERING SOLUTIONS ions
Drag a column header and drop it here to group by that column 8760 ENGINEERING LLC
ﬂz—.l]Update Records K cancel GRAINGER INC
ROSETTA STOMELTD
Line # Cost Code Description TELECOMM & COMPUTER MARKETING ING oy B T % Complete | Dalancel
Invoices Invoice Invoiced Invoice
DUNIWEY STOCKROOM CORP
¥ v 151 A RAD ATIAN M
* Companies 1-20 out of 1949
001 01-D03-003 0O 0O D03 00 0D Concrete | n 510,000.00 50.00 51,000.00 51,000.00 10.00% 55,00
D02 01-005-005 00 0D D05 00 00 Metals -~ 55,000.00 50.00 50.00 50.00 D.00% 55,00
B :
&2 Washington
$15,000.00 $0.00 $0.00 $0.00 $1500  University in StLouis
[ [«][1]>] ] Pagesize 80 INFORMATION TECHNOLOGY



Progress Invoices

Note: Next steps will typically only be entered for Pay Apps

*Two ways to look up Subcontractor

* Magnifying glass next to the “Subcontractor” field to bring up
list and search the company for that line item

1 sl oKt Gt crone

E=t=

https://wustldev.pmweb.com/pmweb/CompaniesFilterPopup.aspx?Controlld=ctl00_CP

Companies/Contacts

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

§ Authorizatior ‘ilevf:n 0 Date | May-22-2018 Comment
orkflow
Status vt s
ineous Invoict Cost Period* | FY16 Apr -
Category* CA (Computer Assisted I =
Paid In Full (]
Deetails Adjustments Specifications Checklists Payments
Drag a column header and drop it here to group by that column
[ undate Recoras X cancel
Line # Cost Code Description SubContrac tor
[¥]
001  01-D03-D03 0O DD D03 0D DD Conerete
002 01-D05-005 D0 DD DOS 0D 0D Metals - -

6/20/201

() [<J[1]>]) (] Pagesee &0 =

Specs . Select-- - Save Layout | Load Default Layout
Company | Type | Reference | Project
[¥] b [¥]

1 800 GOT JUNK (L)

10 TECHNOLOGY LLC WBE Buyer Code: O; Minority Code:
1141 GROUP LLC MAJ Buyer Code: D; Minority Code:
12TWENTY INC A Buyer Code: D; Minority Code:
185 RED INC MaJ Buyer Code: D; Minority Code:

1st Choice Courier & Distribution

247 STLLLC DBA FRUEH [LEN)
360 TECHNOLOGIES (L)
30 SYSTEMS INC DBA QUICKPARTS MAJ
3 COMPANY DBA 3M HEALTH INFC - MAJ

Buyer Code: 8; Minority Code:
e: O Minority Code:
e: O; Mincrity Code:

e: O Minority Code:

Buyer Cod

Buyer Cod

Buyer Cod

1

& Washington
University in St.Louis
INFORMATION TECHNOLOGY




Progress Invoices

Note: Next steps will typically only be entered for Pay Apps
eDirect Pay - If the Sub Contractor selected is MBE/WBE

and entitled to Direct Pay, check the “Direct Pay?”
checkbox

Misc ellanecus Invoict

Progress Invigices -

Open Balance $0.00

6/20/2016

Cost Pericd™ FY¥18 Apr - a
Category* CA (Computer Assisted i~ Print Lien Waivar ; iigaﬂfd and Motarized Lien Waiver Bal. To Finish(incl. Retainage) $15,000.00
- attac
Paid In Full
Details Adjustments Specific ations Checklists Payments MNotes Attac hments Metific ations
Drag a column header and drop it here to group by that column
[&] Updste Records X cancel g—
. — ‘ - Scheduled Prior Current Total
Line # Cost Code Description SubContractor Direct Paa Value e e e ‘ % Complete
w o w
001 01-D03-D03 DO 0D D03 0D 00 Concrete AHRENS CONTI ~ &[] 510,000.00 50.00 51,000.00 51,000.00 10.00%
002 01-D05-0D0S 0D DD 00S 00 00 Metals - 55,000.00 S0.0D0 S0.00 50.00 0.00%
$15,000.00 $0.00 $0.00 $0.00 I
Tl [l [1 el [ Sige 60 =
[ (] [1]»] [#]  Pagesze = i
Washington
14 University in St Louis

©2015 Washington University in St. Louis

INFORMATION TECHNOLOGY



Progress Invoices

Note: Next steps will typically only be entered for Pay Apps

eTotal Services Retained Amount - Enter the Retainage value

from the Pay App in this field per line item
* Note the “Services Retain %” and “Total Retained” field will auto-
calculate based upon the value you have entered in “Total Services

Retained” field

to Current Services g Total Services Retail§y Services Total Current . L ) .
Bt mﬂan [N Retained Total Due Current Waive Total Current | Minority Currerl Women Curre{ Funding Notes Direct Pay

' '3
100.00 s20iloo [20.00) $200.00 $800.00 $0.00 s0.00 = P
100,00 sofo 0.00% 50.00 $0.00 $0.00 0.00 0.00 0.00 .00 £
E »
100.00 $0 $0.00 $0.00 50,00 0.00 0.00 0.00 $0.00
- .
&2 Whshington
©2015 Washington University in St. Louis 15 University in St.Louis
INFORMATION TECHNOLOGY
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Progress Invoices

Note: Next steps will typically only be entered for Pay Apps

*Current Waiver Amount - Enter the lien waiver value for the appropriate contractor/
subcontractor. Enter the general contractor’s lien waiver to one line only.

*Total Current Hours (%) - This is data used for the SDI Utilization Report — should be entered for
each line item

*Minority Current Hours (%) - This is data used for the SDI Utilization Report — should be entered
for each line item

*Women Current Hours (%) - This is data used for the SDI Utilization Report — should be entered
for each line item

Total Services Retain | Services Total Current s | ot | - . 2
iz Rt Rietsinsd Jotal D Current m\'nw% Total Currerml Minarity Curre] Women Curr&| Fundng MNoles Direct Pay Payment By DJirect Pav Remnit Addr
S200.00 20.00% S200.00 SE00.00 $0.0C 20.00 5.0 5.00 30.00 % Ao 1234587
50.00 0.00% 50.00 50.00 $3.00 0.Co 2.00 0.00 LY A
=~
s0.00 50.00 50.00 $0.00 0.0 0.00 0.00 5000 000 |
= Whshington
6/20/2016 Jniversity in St.Louis

INFORMATION TECHNOLOGY



Progress Invoices

Note: Next steps will typically only be entered for Pay Apps

*Funding - Field utilized by WUSM only. This field is utilized when we need to track spending by
funding source on a particular project

*Direct Pay Payment Explanation - Enter the MBE/WBE invoice number (where applicable)

*Direct Pay Remit Address - This is utilized if the remit address for the sub is anything other than
the primary vendor address on file. This field will only be updated by Property Accounting.

mlﬁinices Retain a:t—:?;a.: iz E;tta:inad 'Créltl-arleD"Le Current Waive Total Current | Minodity Curre) Women Cure{§Fundng Moles Direct Pay Payment Jirect Pay Remit Addr
$200.00 20.00% 5200.00 5800.00 $0.0C 20.00 5.00 5.00 30.00 % e 1234567
S0.00 0.00% £0.00 S0.00 £0.00 0.co 2.00 0.00 SD'% , Z H
&
$0.00 50,00 $0.00 $0.00 003 0.00 0.00 $000 0.0

& Washington
University in St.Louis

6/20/2016 ©2015 Washington University in St. Louis 17
INFORMATION TECHNOLOGY



Progress Invoices

Property Accounting — Review and change remittance address (if necessary)

*The remittance address for progress invoices is set to default to Addr #1 in the AIS
vendor file

Vendor Lookup Vendor Lookup Help

Vendor Mame: (Begins With) |SEAH5

SSNIFederal Id: (=) |

Employee ID: (=) Q

Student ID: (=) Q

Vendor ID: (=) [
*Active Code: (=) Active v

Address Type: (=) | Order and Payment ‘endors ~

Search | Clear I Cancel I

First [« 1-8of 8 o Last

|Address Line 1 | dress Line 2 | dress Line 3 | e“""' C"‘!M- Vendor ID |@

SAINT LOUIS, MO.
AL SEARS - 518 PARKWOODS AVE S 402078 O - -
EMMA K SEARSON - CAMPUS BOX 5743 - P e 357901 2 - .
RENEE LOUISE STLOUIS. MO.
LELE - 333 A NORTH BOYLE AVE P T 366362 1 - :
SEARS COMMERCIAL e 55 p74760 000 3 MID RIVERS MALL DR y 0 STPETERS. MO, op573 g mrepes) o
ONE 63376
SEARS COMMERGIAL PHOENIX, A7
; SEARS COMMERCIAL b7 53 popp163a465 P O BOX 78042 . P e 569273 =repas)
AlS vendor file : - Eseoa o :
SEARS COMMERCIAL DES MOINES. 1A
2 DEPT 530000163465 P O BOX 689134 y P o ascd 568273 3 mrepes) o
SEARS PARTS AND
Heliloe L | 639 B GRAVOIS BLUFFS BLVD - o) FENTON. MO, 63026 S71647 0 mrepes) - E2 Whshi
STEPHEN MICHAEL [Tiars Lnngtcn
6/20/2 SEapa ML 505 5 GROVE ST y P URBANA IL 61801 387085 1 - - 18 University in StLouis

INFORMATION TECHNOLOGY




Progress Invoices

Property Accounting — Review and change remittance address (if necessary)

*Change remittance address if invoice address does not match Addr #1 in vendor file
* Navigate to Specifications > Additional Payment Information

e Select line to edit, and select “Edit;” in the “Data” field, insert the number of the
remittance address that matches the address on the invoice

m - Program/Project Login - ® Cost Management > Invoices > Progress Invoices

2 B Coniics ™| 008 - DO NOT DELETE" CSRE s AnesthosiolagyDr = ) bl J0%-3-0 ?
3 Master Commitments | ™
3 Commitments Project DO NOT DELETE® CSRB 50 Anesthesiclog ~ SR T - Ovtginal Viakos
=| [ Change Management Commitment” 006 - Biling Terms® 5 = Approved Changes
53 Onine Changs Requ | Company RHODEY CONSTRUCTION GO ING o Revised Value
B Gkt ooe Description” POR4DO000EC Invoice Due” Jun-10-20186 Invoiced
=l [ Funding i fvlce Typd Progress - Retained
= Funding Records Sequence # 7 row Contact Earmed Less Retainage
8 Funding Requests Record &" LW Invoice R hoa
3 Funding Authorizatior | evision 0 Dote  May-11-2016 SRR Qomynt Fément Dus
Workfiaw Unapplied Payments Avallable
= 3 Invoices | Status Draft = Payments Applied
=2 miscellaneous Invoice | CostPeriog®  FY16 Aug Open Balance

Signed and Notarized Lien Walver
atached

Ei|progress invoices| | Category® CA (Computer Assisted i ~
>

- Paid in Full

Bal. To Finish(incl. Retainage)

Details Adjustments Specifications

6/20/2016 19 University in St.Louis

Vendor Remit Add)
emit Address INFORMATION TECHNOLOGY

Aggnional Payment Information Safety Summary
(=) - .
é Washington
R .. uom Data M




Progress Invoices

Property Accounting — Review and change remittance address (if necessary)

*Select “Update Records” to Save
m . - Program/Project Login - - @ Cost Management > Invoices > Progress Invoices

~ - — -
=1 (@ Contracts 006 - * DO NOT DELETE* CSRB 5f Anesthesiology Dr = }) o H o @ = G, | - o | - @ ?
[ master commitments
Online Invelce Contract Snapshot
=3 commitments Project’ * DO NOT DELETE" CSRB 5fl Anesthesiolog' ~ - "
Invoice Date” May-11-2016 | Qriginal Value
=l 3 change Mar it G 006 - -
9 Bllling Terms™ a0 - Approved Changes
= online Change Requi Company RHODEY CONSTRUCTION CO INC . Revised Value
Commitment GOs Description* PO#40000080 Invoice Due’ Jun-10-2016 =) Invaiced
. Paymant Invoice Type* Progress v
=l (3 Funding Explanation w °g Retained
A Funding Records Sequence # 7 | Creals Nexl Contact Eamed Less Retainage
=3 Funding Requests Record #” LW Invoice Less Prior Invoices
B Funding Autherizatior Revision 0 Date  May-11-2018 Current Payment Due
Workflow CGomment Unapplied Payments Av
=l [ Invoices Stat Draft -
us Payments Applied
Miscellaneous Invoice Cost Period” FY16 Aug - - Open Balance
L Signed and Motarized Lien Waiver N
E[ g i v| Category* CA (Computer Assisted | mmgd Bal. To Finish(incl. Retai
< > —
Pald In Full
. Specifications
Details P Aftachments Notifications

— | Tab : :

Custom Fields

Additional Payment Information Safety Summary
( E Update Rmm X cancel I
v | uom Data Nep g
. *“Vashington

‘Vendor Remit Address o] zrsityinStlouis
L TION TECHNOLOGY

6/20/2016



Progress Invoices

 When complete, update records and save

6/20/2016

PMileb

-

=] @ Centracts
=3 Master Commitments
B3 commitments

=] [ Change Management
Online Change Regut
Commitment COs

[= £@ Funding
Funding Records
= Funding Requests
&3 Funding Authorizatior

(= C@ Inveices

= Miscelansous Invoic:

3 Progss o] -
»

= W

©

Cost Manayp” ..ent >

. voices > Progress Invoices

002 - Moyer Cafe - ALBERICI CONSTRUCTORS ING - ?
Contract Snapshot

Project* Moyer Cafe

\nvoice Date” May-01-2016 Original Value 515,000.00

.
Commitment’ 002- Billng Terms* 0 . Approved Changes 50.00
Company ALBERICI CONSTRUGTORS INC Revised \alue $15,000.00
Description*  PO# Invoice Due* May-31-2016 Invoiced 50.00
Payment - .
Explanation =5 Invoice Type’ Progress v Retained 50.00
Sequence # 1 Contact Earned Less Retainage 50.00
Record # 250 Less Prior Invoices S0.00
Revision 0 Date  May-23-2016 Current Payment Due 000
[— emment Unapplied Payments Avaiable 50.00
Draft ~
Status Payments Applied 50.00
Cost Period® | Fy18 Apr < £ Open Balance 50.00
Category* GA (Computer Assistd | = 'i i’ﬂed and Notarized Lien Waiver Bal. To Finish(inc|. Retainage) 515,000.00
atiac
Paid In Ful a
| Details 1 Pay Motes Attachments Notifications
drop it here to group by that column
Cancel
Scheduled Prior Current Total B
Description ‘ Direct Pay? " ‘ Cco# ‘ Fonme e ot % Complete I
001 01-D03-D03 0D 00 003 DO 00 Concrete AHRENS CONTI ~ (%2 W 510,000.00 50,00 51,000.00 $0.00 10.00%
. .
002  01-D05-D05 0D 00 005 00 00 Metals +-® 0O §5,000.00 50.00 50.00 50.00 0.00%

& Washington
University in St.Louis
JFORMATION TECHNOLOGY




Progress Invoices

e All values and associated calculations saved to the
invoice can be viewed in the “Contract Snapsnot” box
in the header of the screen:

PMileb = @ ©

m l Mcyer Cale - .m C ot Mansgesnen! * Invnices 5 Progress involres

o) Comiet B3 - My ie il - ALBERIC] CONSTRUCTORS ING . | ™ 2k I I 3 @ = B« |- ‘!‘ ?
ﬂ Ll Commireniy
B Commararny Fromi it ——
Irreoics Cala® e
i Liar ] o e L -,
1 [ Chafepe Ll Ty e - -
Bl Orire Crargs Mo | Company L BERSC] CONETRIACTORS NG
B Commimant GO Cestrpma®  POR [ — —— -
| Fraragirg -I-:';lr.-::w - it Tops Frogress
Lr [ T LRI [T e
B Funaing Mg Rssprd &
B Fincng dutrorgs e[ FEvme | o
Pioe Piw
) e i i Lo
Ef un:ellorecas et Pograzey Fil Apr
i nE-n iwokan]| = | Categoryt b [Computer SNl T [ — - ::;;u and Hctartoed Linn Wskesr
- 1
2 k ] ']
e

etk Lipatenrt Lgrs e phia [T ] e AP Bt B P

| =
Dengac P & [ T8 »
:i Eﬂim - X Cuimie 2 Rebeh Sovalayout | Lot Dol Layo!  ExpeeatColiges &5 Lk Crangs Qvoss oo Proshanon g Ny

= JF TrE—— e — = PR (PSRRI [ "1 *Y 5 T Pais Carvera Toasl e meee. | B B Casierl Sivel b WaS] n
6/20/2016 ©2015 Washington University in St. Louis 22 University in St.Louis
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Progress Invoices

e A detailed field mapping of the Payment Application
and the PMWeb Progress Invoice is available in the
training manual

& Washington
6/20/2016 ©2015 Washington University in St. Louis 23 University in St.Louis
INFORMATION TECHNOLOGY



Submit record into Workflow
e Select the “Workflow” tab

e Select Submit

[E4 Online Change Reaw 7| Description This is atest e
Categol IF {Free Balance -
Commitment COs Revision 1] Date | May-24-2016 =gery ( )
=] £ Funding Workflow Status Draft -
Funding Records Paid In Full d
Funding Requests ) )
Funding Authorizatior Details Adjustments Workflow Motific ations
=l 3 Invoices Eworkflow Actions
- - Actions Email Preview Instructions
Mist ellanecus INVoic: - Subject Comments
4 4 e Approve Email Body
e Return
® ' ponNOTUsE
@ Withdraw (ends workflow)
) _
=4 Delegate
Submit
Add CC
| €3 porttotio | !
_ [ Business Process P
| & Refresh .
El Wortow Log & Washington
6/20/20l0 W ZULO VVadHEZLUIL UTHIVEIDILY 111 JL. LUUID e niversity in St.Louis

INFORMATION TECHNOLOGY



Submit Record into Workflow

e Select Save

* You will receive notification re: the status of the workflow

o g nivunss

_— Email Preview Instructions
@ - Subject  PMWeb Approval Request: Miscellanecus Invoices 12345- v Comments
Approve Email Body :
2 A document has been Submitted for approval by =
eturn z
Maria Moyer.
DO NOT USE
Withdraw (ends workflow) Workflow Document
Final Approve Information:
Delegat:
segats - Document type:
Miscellanecus Invoices
- Project Name: Moyer Cafe
- Document Description: This o
[ worktow | sgaco
£)
l___ [E Business Process
. 2 Refresh
# | Type [ 41 Must 4 Due Date Role User Delegate Instructions RAM
Approve’
o ] - Submitter —

1 ' O Project Manager 1 Maria Moyer

2 ' O Super User Maria Moyer

3 v O Plant Accounting Maria Moyer [

EWorkIInwLog = Wﬁs .
& Washington
6/20/2016 ©2016 Washington University in St. Louis 25 University in St Louis
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Subsequent Progress Invoices

F b ti . th it t
foll th t ted igate to th .
invoice and click the “Create Next” button on the header
PMileb 9 ©
m . Moyer Cafe - @ Cost Management > Invoices > Progress Invoices
- 3
=l £3 Contracts 002 - Moyer Cafe - ALBERICI CONSTRUCTORS INC- | v | A4 | ] | = | - B | - %L ?
Master Commitments -
Lnlne
[ commitment: Project* Moyer Cafe -
B commiments g |nvoice Date” Original Valus 515,000.00
=| (3 Change Management Commitment* | 002 - A Biling Terms* w . Approved Changes $0.00
Online Change Requ Company ALBERICI CONSTRUCTORS INC . Revised Valus 515 000.00
Description”  PO# Inuoice Due* Invoiced $1,000.00
= 03 Funding B o et R Trpe” Progress v Retained $200.00
Funding Records Sequence # 1 P Conjct Earned Less Retainage 5800.00
Less Prior Invoices 50.00
Funding Requests Record # 250
Fuaning Authorization Revision o Dste Current Payment Due $800.00
g Workfiow Comment Unapplied Payments Available $0.00
3 i Staty: Approved -
=l [ Invoices Status e Payments Applied $0.00
Miscelaneous Invoier | CostPeriod® | FY16 Apr M # | Open Balance 5800.00
« | Category* CA (Computer Assisted | ¥ " fﬁgm and Notarized Lien Waiver Bal. To Finish(inc | Retainage) $14,200.00
sttac
4 Paid In Full
; I Planning
W Details Adjustments Specific ations Checklists Payments Motes Aftachments Work flow Motific ations
L\ Engineering Forms
Drag a column header and drop it here to group by that ¢ clumn
Eé Cost Management : Refresh Save Layout | Load Default Layout Expand/Collapse
Schedulil . — Scheduled Prigr Current Total Balance to Current Service
E ling Line # Cost Code Description Suanntra:t% Direct Pay? Value CCO# e e e % Complete e ‘ Retain = Eﬂ .
= &2 Washington
-~ Asset Management . PO s
6/20/2016 K i iy University in St Louis
Wf Workflow S O - <o (FORMATION TECHNOLOGY




Subsequent Progress Invoices

* Note fields for editing in new progress invoice

PMileb = v ©

I B 8 ®

-
(=] C@ Contracts 002 - Moyer Cafe - ALBERICI CONSTRUCTORS INC - | =

& Master Commitments

Cost Management > Invoices > Progress Invoices

Contract Snapshot

ol itments Project* Moyer Cafe
ommitmen o Invoice Date* Viay-26.2018 Original Value $15,000.00
=l [ Change Management Commitment* | 002 - Approved Changes <0.00
-
[E online change Requ Company ALBERICI CONSTRUCTORS INC Revised Value £15,000.00
Commitment COs Description™  |PO#* Invoiced 51,000.00
Payment Invoice Type* .
=l £3 Funding 5 ype Retained 5200.00
Funding Rgcords < Sequence # 2 Coaataibiet Earned Less Retainage S800.00
Less Prior Invoices 5800.00
[E3 Funging G
Revision 0 Date | fay-24-2016 Current Payment Due S0.00
Workfiow oo . cmment Unapplied Payments Available S0.00
Status Payments Applied 50.00
Cost Period® | _ Select 3 £ Open Balance $0.00
Category | CA (Computer Assisted Il ~ 1) Signed and Notarized Lien Wver Bal. To Finishiincl. Retainage) $14,200.00
4 L4 Paid In Ful (]
| Details | Adjustments Specific ations Checklists Payments Motes Atftachments Workflow Motific aticns
Drag a column header and drop it here to group by that column
# Edit X Delete g Refresh  Savelayout | Load Default Layout  ExpandiCollapse Link ChangeOrtinn [_| Use Units
. — = Scheduled Prior Current | Balance to Current Service
Line # ‘ Cost Code ‘ Description Subcurmmu‘ Direct Pay? i ‘ CCO # A mL ‘ e % Complete | 280 e
= |
002 | 01-D0S-005 00 00 OOS 00 00 Metals O $5,000.00 $0.00 0.00% $5,000.00 500
001 | 01-DO3-003 DO DO 003 D0 00 Concrety AHRENS COI [] 510,000.00 51,04 ,000.00 10.00% $9,000.00

Page Sze €0 =

o

Created. May-24-2016 by 1353543083 - Maria Moyer of WUSTL - Washingten University in St. Louis

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Column Cleanup for Progress
‘I HM@II G@@udes several columns that are not needed, in the wrong order, or are only needed

when certain pieces are present on a project (i.e. stored materials).

1
2
3
4
5.
6
7
8
9

Here are all the columns that should be visible and in the order of which they should be displayed:

Line #

Cost Code

Description

SubContractor (input field)
Direct Pay? (input field)
Scheduled Value

CCo#

Prior Invoices

Current Invoice (input field)

10. Total Invoiced

11. % Complete

12. Balance to Invoice

13. Prior Services Retain Amount
14. Current Services Retain Amount

6/20/2016

15.
16.
17.

18.
19.
20.
21.
22.
23.
24.
25.
26.

Total Services Retain Amount (input field)
Services Retain %

Total Retained (this column may be able to be turned
“off.” Since it is only different from the total services
retain amount when stored materials are added)

Current Total Due

Current Waiver Amount (input field)

Total Current Hours (input field)

Minority Current Hours (input field)

Women Current Hours (input field)

Direct Pay Payment Explanation (input field)
Direct Pay Remit Address (input field)
Funding (Med School only) (input field)
Notes (input field)

&2 Washington
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Column Cleanup for Progress
-I HM@II G@@udes several columns that are not needed, in the wrong order, or are only needed

when certain pieces are present on a project (i.e. stored materials).

* Here are all the columns that should be visible and in the order of which they should be displayed:
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Column Cleanup for Progress
IHMGH&@%M, Ri§ht Click on s column, go to the “Columns”

value and view all o

any column that is not on the list; Save Layout

[E3 Master Commitments

the columns that are present. Uncheck

= Project* Mayer Cafe ~
& commitments \nvoice Date* =] Criginal Value $15,000.00
Commitment* -
- [ Change Management ooz M Billing Terms* - Approved Changes %000
3 Online Change Requ | COTPanY ALBERICI CONSTRUCTORS INC Revised Value 515,000.00
Description®  PO# Invoice Dus* May-31-2016 | [
B3 commitment COs Payment = Invoiced 50.00
test Invoice Type* Progress v i
1 £ Funding Explanation Retained 5000
) Sequence # 1 Grectehic Contact Eamed Less Retainage 50.00
[E3 Funding Records
j Record # 250 Less Prior Invoices 50.00
[Z3 Funding Requests
. o Revision 5 Date | May-23-2016 Current Payment Due 50.00
B3 Funding Authorizatiol Workfiow Comment Unapplied Payments Available 50.00
Draft -
- [ Invoices Status Payments Applied 5000
[E3 Miscellaneous Invoic Cost Period* FY18 Apr M 4 Cpen Balance $0.00
E3[Progress invoices| . | Category” CA (Computer Assisted I ~ Print Lien Waiver aﬂa[:sl‘:ggad and Notarized Lien Waiver Bal. To Finish(incl. Retainage) 51500000
» Paid In Full
: .. Planning
Details Adjustments Specifications Checklists Payments Notes Attachments Notifications
Engineering Forms
\ — Drag a column header and drop it here to g
3€lelﬂamwﬂm / Edit X Delets & Refre Save Layout Dnad Default Layout ~ Expand/Collapse &2 Link Change Orders & Production Use Units
- 5 — Scheduled Prior Current Current Stored| Total Stored Total This Total
| Cost Cad ‘ n ﬁ 2
= Scheduling pluEE R T Submntract% DirectPay? | v LoO Invoices Invoice Material Material Invoic
Sort Ascending
~~ Asset Management Sort Descending
/" Workfiow ? 000 Concret 0.00 $0.00 50.00 50.00 $0.00 50.00
Columns > Y Linesz
9 0.00 0.00 $0.00 $0.00 $0.00 $0.00
Portfolio ?| CostCode
10.00 .00 $0.00 $0.00 $0.00 $0.00
— | Description o :
Toolbox | 1 |\ »| [m Page Size 6 / Washmgton
6/20/201¢ - o University in St.Louis

Created: May-23-2016 by 1353543093 - Maria Moyer of W

iversity in St. Louis
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Column Cleanup for Progress

l IMAAEHEECDIumns, hover over the column that needs to be moved
unt|I you see a four w garrow icon and a small popup box that says,
“Drag to group or reorder.”

B3 master Commitments online Invoice Contract Snapshot
) Project IMoyer Cafe >/
Commitments Invoice Date* May-01-2016 =] Criginal Value $15,000.0C
"
=l (3 Change Management Commitment ooz- - Billing Terms* 10 . Approved Changes $0.0C
3 Online Change Requ| | C°MPanY  ALBERICI CONSTRUCTORS INC Revised Value $15,000.0
Description®  PO# Invoice Due* May-31-2016 &
[ commitment COs Invaiced 50.0C
Payment test Invoice Type* Progress A Retainad $0.0C
< (3 Funding Explanation
B3 Funding Records Sequence # 1 _ﬁm'm H Contact Eamned Less Retainage $0.00
Funding A . Record #* 250 Less Prior Invoices $0.0C
unding Requests
; ) Revision 0 Date | May-23-2016 Current Payment Due $0.0C
B Funding Authorizatior || L Comment Unapplied Payments Available $0.00
Draft hd
=l @ Invoices Status Payments Applied $0.0C
- g
B3 miscellaneous Invoic CostPeriod FY16 Apr - Open Balance $0.0C

— Ui ., )
_ | category* CA (Computer Assisted ! Print Lien Waiver srachgned and Notarized Lien Walver Bal. To Finishiincl. Retainage) $15,000.0C

4 3 Paid In Full |8}

Details Adjustments Specifications Chacklists Payments Notes Attachments. Notifications

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

./ Edit X Delete & Refresh Save Layout | Load DefaultLayout ~ Expand/Collapse &3 Link Change Orders. @ Production  [| Use Units

- - Scheduled Prior Current
Line # Cost Code Description SubConhactt{ Direct Pay? vl CCo# s, Retain A
N Drag to group or reorder
[v’ [v] e E S ——
001 | 01-003-0020000 | 003 00 00 Concret O $10,000.00 §0.00 $0. 00% $10,000.00

002 01-005-D05 0000 005 00 00 Metals a $5,000.00 $0.00 $0.00 $0.00 0.00% $5,000.00 P

| [ [0 [1]3) 1] Pagesie @ = & Washington
—_— University in St.Louis
Created: May-23-2018 by 1353543093 - Maria Moyer of WUSTL - Washington University in St. Louis MGY
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Column Cleanup for Progress

lQMQLQc?d?’ag the column to the area where you want to
drop that column. Two yellow arrows will display to
direct you to where to drop the column

e Save Layout

-
< Save Layout | Loa:’efaultLavout Expand/Collapse & Link Change Orders &3 Production Use Units
‘ L] \

ig{:ﬂfﬂfmgss Iur:.lagusnirwces Retain gz;liﬁwe;;b A E{:tasl £ ‘ ;Iglﬂafﬁi Eufﬂ WaivJ‘ Total Current | Minority Curre] Women Curr% Funding MNotes If!rel?a[\ﬁirr‘:‘gisnt Direct Pay F'aymemE‘ Direct Pay Remit Add
v L4 " (8
§0.00 $0.00 0.00% $0.00 $0.00 50.00 0.00 0.00 0.00 $0.00 $0.00 i}
$0.00 50.00 0.00% $0.00 $0.0 $0.00 0.00 0.00 0.00 $0.00 50.00 o
$0.00 $0.00 $0.00 $04 5000 000 0.00 000 $0.00 $0.00 0.00
Database: WUSTL User. Maria Moyer
__|
= s
&2 Whashington
6/20/2016 ©2016 Washington University in St. Louis 32 University in St.Louis
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PMileb Training

A/P Payments

3 Washington
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A/P Payments
e Two ways to navigate to A/P Payments module
e Cost Management > A/P Payments sub-category

PMileb ©

m . - ProgramyProject Login - - @ Cost Management > Payments > A/P Payments
- | 7 i
Program . | Project Name
E Online Change Requ | %9 |_

Hc cos P “All* + Projects Danforth University Center Third Floor |+ o Add X Delete 2 Refresh  [i5] Layouls

= [ Funding | Project i Payment Date | Record# Description | Payment Amount | Category | Invoice # | Reference | Payment Metl Payment #
&3 Funding Records - - - x = - "
= Funding Requests

- Program: ATEST1-DAN
- Project Name: Danforth University Center Third Floor KWUR Relocation

E Funding Authornzation

= A Invoices
o ) 2013007 May-03-2016 ID2176308-100001  peyoyATIONS $63000 ID 2176300 52.000067-5500-85384-XX
=3 Miscollaneous Invoic
2 progress Invoicas 2013007 May-03-2016 IDATBIN0-100001 Loy ovaTIONS $307.32 1D 2176310 52-000997-7301-85384-XX
Payments -
) 2013907 Apr-27-2016 IN12916294-10000 gy SMITH WALLACE LLG $220500 CA 130655R 52.000007-5500-85384- XX CK 210720
A/P Payments Z3[AP Payments
IN12816285-10000
V[ Forms 2013907 Ape-27-2016 BROWN SMITH WALLACE LLC £32400 CA 130739R 52-000007-5500--85384-XX CK 210729
E Commitment Apprent o 2013907 May-03-2016 JR1296724-1 CAPITAL PROJECTS & RECORD 206000 JR 52-000007-7307-85384-XX
< > 2013907 May-03-2016 JR1296727-1 CAPITAL PROJECTS & RECORD $207200 JR 52-000997-7307-85384-30X
2013907 May-26-2016 IN12916471-10000 $50000 CA 130730VB 52.000007-7305-85384.XX  CK 210020
Cost 2013907 Jun-01-2016 IN12816532-10000 BSI CONSTRUCTORS INC §585000 CA 130001APP1X 52-000097-85384-XX ACH 024902
} Manageme IN12916533-10000
2013907 Jun-01-2016 WATERHOUT CONSTRUCTION | $450.00 CA 130001APP1AX  52-000997-85384-XX cK 210924 —
Management
2013807 Jun-01-2016 IN1Z816534-10000 T4 LT S202500 CA 130001 APP1BX 52-000097-85384-XX CK 210923 )n

uis

»| Pagesize 20 » —
308 LOGY




A/P Payments

e Two ways to navigate to A/P Payments module
e Project Center > Select A/P Payments hyperlink

PMileb =

v O
e ————

Cost Management > Payments > AP Payments

E5 Onine Change Fequ
B4 commitment COs

Emily Follmas, your

Controls I Executive Report Project Center ]

Jur-13-2016 2.05:40 PM

= [ Fundng . ~
=5 Project Center
B Wishingson University in St Louks
B3 Funding Roquests Dinforth University Conter Thisd Floor KWUR Relocal = Greate Project [} Create From Templats H seve (i) Print

3 Fundeg Authonzato

= [0 Invesces.

Bsiciai o ATESTL-DAN =] | Mavigalor ElCustom Fields
s Projoect ID” 2013907 @ Planning
B3 progress Invosces Frai b : Thied Floc e 3 . -
4 [ Payments s e S Engineering Forms Planning and Project Request Form Square Footage
5 AP Payments] . i Project Status Updates  Project Ratings
Project Status. Constructon et % e
< [ Foms LEED Information Debt Funded Admin Use Only
o Project Type ~ Solect -
5 commitment Appren a
E = Budgets 0 1 Wy ata
Workfiow Status. -
ot Commtmen COs 3 5 Programming Planning
Curmency Dollar (United States of Amorica = Commitmeants L] Bl Start Date
Target Budget $874,801 00 Cost Codes 0 ' Design Start Date
Tarpat Revenue soop | Foreomsts ! 2 | Construction Start Dte Dec-17-2012
it =~ s Funding Authorizations 0 0 2
- Fusding Records 3 P Substantial Completion Aug-01-2013
Terpet StartFish  Dec-17-2012 Aug-01-2013 Fundng Requests 0 o Date
St Mescollanoous invons 0 8 Occupancy Start Date
Percant Compiate 0.00% Onikne Change Requests 1 [ Ocoupancy End Date
Scops Progriss Invoions o 17 Project Completion
SommIen ey v 4] e e -
E] Scheduling Ca Sl May-20-2014
inancials
Select multipis files to upload or drop fes in the bax belaw e . s
6/20/2016 Picject Codes 9 O | PlannerorPM University in St.Louis
Schedulas 0 0
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A/P Payments

e Payments that have been made in AlS are brought
iInto PMWeb via an integration program.

 Payments that are associated with an progress or
miscellaneous invoice in PMWeb are tied to the
invoice record

£ Washington

6/20/2016 ©2015 Washington University in St. Louis 4 University in St.Louis
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A/P Payments

* To review payment information, select the
payment from the A/P Payment board
PVileb ©

m . - ProgramyProject Login - - @ Cost Management > Payments > A/P Payments
- | 7 i
Program . | Project Name
E Online Change Requ | %9 |_

Hc cos P “All* + Projects Danforth University Center Third Floor |+ o Add X Delete 2 Refresh  [i5] Layouls

= [ Funding | Project i Payment Date | Record# Description | Payment Amount | Category | Invoice # | Reference | Payment Metl Payment #
&3 Funding Records - - - x = - "
= Funding Requests

- Program: ATEST1-DAN
- Project Name: Danforth University Center Third Floor KWUR Relocation

E Funding Authornzation

= A Invoices
o ) 2013007 May-03-2016 ID2176308-100001  peyoyATIONS $63000 ID 2176300 52.000067-5500-85384-XX
=3 Miscollaneous Invoic
2 progress Invoicas 2013007 May-03-2016 IDATBIN0-100001 Loy ovaTIONS $307.32 1D 2176310 52-000997-7301-85384-XX
Payments -
) 2013907 Apr-27-2016 IN12916294-10000 gy SMITH WALLACE LLG $220500 CA 130655R 52.000007-5500-85384- XX CK 210720
A/P Payments Z3[AP Payments
IN12816285-10000
V[ Forms 2013907 Ape-27-2016 BROWN SMITH WALLACE LLC £32400 CA 130739R 52-000007-5500--85384-XX CK 210729
E Commitment Apprent o 2013907 May-03-2016 JR1296724-1 CAPITAL PROJECTS & RECORD 206000 JR 52-000007-7307-85384-XX
< > 2013907 May-03-2016 JR1296727-1 CAPITAL PROJECTS & RECORD $207200 JR 52-000997-7307-85384-30X
2013907 May-26-2016 IN12916471-10000 $50000 CA 130730VB 52.000007-7305-85384.XX  CK 210020
Cost 2013907 Jun-01-2016 IN12816532-10000 BSI CONSTRUCTORS INC §585000 CA 130001APP1X 52-000097-85384-XX ACH 024902
} Manageme IN12916533-10000
2013907 Jun-01-2016 WATERHOUT CONSTRUCTION | $450.00 CA 130001APP1AX  52-000997-85384-XX cK 210924 —
Management
2013807 Jun-01-2016 IN1Z816534-10000 T4 LT S202500 CA 130001 APP1BX 52-000097-85384-XX CK 210923 )n

uis

»| Pagesize 20 » —
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AP P

ayments

* A/P Payments associated with an invoice
e Linked invoice information appears in the payment screen
e This link will take you directly to the associated invoice

PMVileb

. ~

9 O

- 3] Cost Management > Payments > A/P Payments

B Commitments ATEST1-DAN-Danfarth University Canter Third Floar Ky = o H 2 G- & ?
= | Change Managemenl
B onime ¢ R Program® ATESTA-DAN - Open Balance $0.00 Company BROWN SMITH WALLACE LLC ar
. nline Change Requ Y
P L Ar 1 £2,295.00
. . Project” Danforth University Center Third Floor KWUR |+ aymen Amoun ' Type — Selact - -
B3 commitment COs
: Cost Code -
=/ [ Funding Commitment Kortkamp Mov = oo Category CA i
m - . -
g Funding Rgcnr(< Linkad A/P Invoice | Prog 130655R - PO# 40000110 - Relerence 52-000997-5500--85384-XX
B m Invoice # 130655R Motes
ﬂ Funding Requasts o= a
: P t Mathod -
3 Funding Authorizatior | oSN BROWN SMITH WALLACE LLG syment he CK
) Currency Dollar (United States of America) Payment # 210729
2 [ Invoices . =
Payment Ratch Paymenl Dale Apr-27-2016 | |§5 Apolied In Ful
& Miscellaneous Invoic
Workllow Slalus Approved *  Hewvision 1]
Ei Progress Invoices
< [ Payments Additional Applications. Speci Notes (1) Attachments
[=|aP Payments v | | Drag a column header and drop it here to group by that column
< > X Dealate
% _ Planni 1n] Program™ Progect AP Contract Linked AP Invoice hed Amount .
4 ng 0y of | App 1S] n

6 \ Engineering Forms.

Mo records to display.

Page Size N -

I 411"k M

sity in St.Louis
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A/P Payments

* From the invoice screen, link to the A/P payment record

e Payments Tab > Payment ID
PMileb = © ©

Py

3 C@ Contracts 009607 - Danforth University Center Third Floor KWUR
=3 Master Commitments s
ER commitmenils Project’ Danfarth University Genter Third Floor KWUR = -

7 g Invoice Date” Jun-24-2013 i Qriginal Valug $2.61
=i (3 Ch M t i 009607 - this vendor &b Brown Kortkamp Mo =
1 L3 Change P Billing Terms* . x Approved Changes $3.000
=3 online Change Requi | Company BROWN SMITH WALLACE LLC Ravissd Value $561
= commitment COs Description’ POZ 40000110 Invoice Due Jul-24-2013 p— 5229
Payment " .

3 [ Punding Explanation P&E Acct Payment Explanation goes here Invoice Type Progress X Retained 5
=3 Funding Recards Sequence # 1 Contact Eamed Less Retalnage 5229
B3 Funding Requests Record & 130655R Lass Prior Invoices 9
=3 Funding Authorizatior | Tevision o Date  Apr-27-2016 Current Payment Due $229

Cemment Unapplied Payments Available s387
| (3 Invoices Workfaw Approved -

- Status Payments Applied 5229
3 Miscellaneous Involce | Cost Period”  FY16 May - _ Open Balance §
E|Progress hm] w| Category” CA (Computer Assisted i ~ Print Lien Waivar ma'::ﬂ‘d and Notarized Lisn Welver Bal. To Finish{ine. Retainage) 53,32

< > )
Paid In Full
Datails C Payments MNotes Aftachments Notifications
| | Drag a column header and drop it here to group by that column
| & Add ' Apply Payments & Refresh Save Layout | Load Default Layout

ompany Description Payment Method Payment # =
BROWN SMITH WAL BROWN SMITH WAL CK 210729 Apr-27-2016 $2,295.00

University in St.Louis
INFORMATION TECHNOLOGY



A/P Payments

e Payments that are not associated with an invoice in
PMWeb (journals, etc) are not tied to an invoice
record and need to be manually tagged with a cost
code

& Washington
6/20/2016 ©2015 Washington University in St. Louis 8 University in St.Louis
INFORMATION TECHNOLOGY




A/P Payments

e Tag non-invoice payments with a cost code
e Select the cost code in the cost code field from the dropdown

m l - Program/Project Login -

E Commitments

=I [_J Change Management
E Online Change Requ
@ Commitment COs

=| 3 Funding
@ Funding Records
@ Funding Requests
@ Funding Authorizatiol

=l [ Invoices
@ Miscellaneous Invoic
E Progress Invoices

=l [ Payments

=2 o]

-

© O

ATEST1-DAN-Crow

Program™

Project*
Commitment
Linked A/P Invoice
ID*

Description

Currency

Payment Batch
Workflow Status

Additional Applications

Hall 104 Laboratory Renovation - JI| ~

ATEST1-DAN

Crow Hall 104 Laboratory Renovation

JR1296734-1
CAPITAL PROJECT&RECORDS FEE
Dollar (United States of America)

Approved ~ | Revision

Specifications Notes (1)

3|

Ty -

- Open Balance

Payme

Cost Code

A% @ 2

$0.00 Company

Period

Invoice #
Payment Method
Payment #

Payment Date

Attachments

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

X Delete

ID

Program*

No records to display.

(W 1) D)

Page Size 20 =

01-000-000 00 97 - Procurement and Contracting Requil
01-000-000 00 98 - Procurement and Contracting Requil
01-000-000 00 99 - Procurement and Contracting Requil
01-001-001 00 00 - General Requirements

01-001-001 00 97 - General Requirements on Jumbo-Fu
01-001-001 00 98 - General Requirements on 9-Fund (>
01-001-001 00 99 - General Requirements on 9-Fund (<
01-002-002 00 00 - Existing Conditions

01-002-002 00 97 - Existing Conditions on Jumbo-Fund
01-002-002 00 98 - Existing Conditions on 9-Fund (>$5,

01-002-002 00 99 - Fxistina Condifions on 9-Fund (<85 (7

] »
¥ Cost Codes 1-20 out of 436

ient and Contracting Requii ~

- Select —-

- @ Cost Management > Payments > A/P Payments

997-7307-85384-XB

Fees 2014615X

Linked A/P Invoice I

N
uis
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PMileb Training

Project Closeout

3 Washington
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Project Closeout Checklist

e Use the project closeout checklist to manage the
project closeout process

e Each campus has a different closeout checklist

e DAN Closeout Checklist
e WUSM Closeout Checklist

& Washington
6/20/2016 ©2015 Washington University in St. Louis 2 University in St.Louis
INFORMATION TECHNOLOGY




DAN Project Closeout Checklis

* Navigate to Engineering Forms > DAN Closeout
Chfpmg =© 0O

-~

74 submittal Sets

=] Meeting Minutes Detalls Notes Attachments
g Drawing Lists

rawin 1] '3
S B Washington University in St.Louis

E Daily Reporis

=3 Punch Liss DAN Closeout Checklist

E Transmittals

F2 Action Items IProject Information

= Correspondence Froject Number Form#

|_J Forms Project Name o

=l DAN Closeout Check  ([Planner / PM

E Emergency Form

DAN closeout
checklist

= wusM closeout chee .,
>

Construction Close Out

Incomp. |Comp. |N/A Date Completed |Close Out Item Notes

. . e P IPM has completed punchlist walk through with A/E and has reviewed
Engmeermg [ , ; . _— Ehe punchlist for accuracy and completeness. If no A/E is contracted

02018 S kor CA, the PM shall document and distribute the punchiist directly to
he Contractor.
or projects utilizing the services of an AJ/E, the A/E is responsible for
ssuing the Certificate of Substantial Completion. If no A/E is utilized,
- he PM is responsible for issuing the Certificate of Substantial ‘hj.ngt()n
— — M | Juno7-2016 | ompletion for the project. The punchlist should be attached to the ’
6/20/2016 o o ) — ertificate. The SC Certificate should be routed for signature by the

Forms

wwunmanuN TECHNOLOGY




WUSM Project Closeout Checklist

e Navigate to Engineering Forms > WUSM Closeout
Checklist
PMileb = © ©

W . - Program/Project Login - - Engineering Forms = Forms > WUSM closeout checklist = N
= submittal Sets i - =0 + H % o &l lI:"‘"|"
= Meeting Minutes Detalls Motes Attachments
= Drawing Lists
= Drawing Sats WUSM closeout checklist
= paily reports
& punch Lists
= Transmittals Project Information
B action ttems Project Number
] comespondence Project Name v

=l [ Forms Planner / PM

[=3 DAN Closecut Check
WosMcoseou: Wlmetel
. [E|wusM closeout chec .,
checklist Date

>
Status Completed Close Out Iltem Notes

PM has completed punchlist walk
through with A/E and has reviewed the

punchlist for accuracy and I
B Jun-07-2016 & | completeness.|f no AJE is contracted for

CA, the PM shall document and :

distribute the punchlist directly to the fashington

Contractor. sity in St.Louis

ON TECHNOLOGY




Project Closeout Checklist

e Select the add icon to add a new closeout checklist

PViileb

R N
-~

=l [ Vendor Prequalification
= Designer
= vender Prequalificatic
=l J Forms
= Funding Sources (Mo
= Pratiminary Estimate
= Project Closeout Che
= weekly Field Report
g DAN Closeout Check
=3 JAF Online Bigding F
= Lien Waver Tracking
=4 Project Supplier List |

=4 WUSM closeout chec .,
< >

=9 0

Detalls Notes Attachments

PR S IERE

‘ WUSM closeout checklist

IProject Information

Project Number

Project Name

Planner / PM

Complete?

6/20/2016

Date
Completed

Close Out Item

Notes

Jun-05-2016 | [FH

Jun-05-2016 [T

PM has completed punchlist walk
through with A/E and has reviewed the
punchlist for accuracy and
completeness.If no A/E is contracted for
CA, the PM shall document and
distribute the punchlist directly to the
Contractor,

For prejects utilizing the services of an
AJE, the AJE is responsible for issuing
the Certificate of Substantial
Completion If no AJE is utilized, the PM
is responsible for issuing theCertificate
of Substantial Completion for the

& Washington
University in St.Louis
INFORMATION TECHNOLOGY



Project Closeout Checklist

e Select the project name from the project
dropdown

e Enter Plannar/Prniart NManacar namoe
P =9 ®
m W e Project Login -

= [ Vender Prequalification

=4 pesigner Details Nates Attachments
=3 vender Prequalificatic

=| ) Ferms WUSM closeout checklist |
£ Funding Ssurces (Ma
=2 Preliminary Estmate

B3 project Clossout Che Project Information

E3 Wookly Field Report | Project Number
3 DAN Closeout Chock by o+ Name
23 JAF Oniine Bidding F

3 Project Suppier List (

1

e
|- . p
e N\
KM MUSIC AMND FINE ARTS CENTER - TEST
Lab Renovation-CATest
Layout test
Lisa's Resolution Test
Melissa GMP Contract Test Notes
Mofissa's Now Office
Moyer Cafe
MULTIPLE CUSTOMER TEST
My New House Jen
Neeth Campus Medicine Physiclan Billing Office Expansk  ad f;
Olin 2 Janice new ofice
Orr Test 2 - 04192016
Powaers Family Wing 4th Floor CSRE-NTA (do not delete
rs TEST
Test Project (Based on Ridgley)

ithe

6/20/2016 |

sfan
= ling

&2 Washington
University in St.Louis
INFORMATION TECHNOLOGY



Project Closeout Checklist

e Both WUSM and DAN closeout checklists have
multiple sections and items:
e Construction Closeout
e Documentation Closeout
e Financial Closeout
e WUSM only — WUSM specific closeout items

& Washington
6/20/2016 ©2015 Washington University in St. Louis 7 University in St.Louis
INFORMATION TECHNOLOGY




Project Closeout Checklist

* The closeout checklists have been set up so that
multiple roles can view and approve the checklist.

* These roles will receive workflow notifications to
approve their step in the workflow.

e Each item has the choice of Complete/Incomplete/NA

e Each item has a date field to update the date
completed, if applicable

£ Washington

6/20/2016 ©2015 Washington University in St. Louis 8 University in St.Louis
INFORMATION TECHNOLOGY




DAN Project Closeout Checklist

 DAN Closeout Checklist Roles and Responsibilities
e PM

e Complete the checklist

e Submit checklist into workflow for approval by appropriate
parties.

e Each predefined role will receive notification to log into
PMWeb and approve the closeout checklist

&2 Whshington
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WUSM Project Closeout Checklist
e WUSM Closeout Checklist Roles and Responsibilities

e Records Coordinator

e Create closeout checklist in PMWeb upon receipt of substantial
completion certificate from the PM

e Notify PM that the form has been created
e Update status of any items they assisted with

 PM
e Update any remaining closeout item fields and dates for time
sensitive or critical activities.

e If PM requires a hard copy, print the checklist using PM Web
Word (instructions following this slide)

* Once complete, submit the closeout checklist into workflow.
&2 Washington
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WUSM Project Closeout Checklist
e Print WUSM Closeout Checklist

e Save closeout checklist for current project
e Select PMWeb word icon > PMWeb Word

PMileb = © 0

IO 1) Tool. <> Forms > WUSM el
< Toolbox i
000105
=3 integration Manager
=2 pocument Manager D s 2
=3 Form Bullder
Bt v EF New closeout
ar
= |3 Vendor Prequalification
= Designer
22 vend Project Information
ndar ¥
3 0 Forms Project Number
= Funding Sources (Mo Project Name Emily 2 tes! vandor security
u
lanner / PM Emil
=3 preliminary Estimate [ 4
B3 Project Closecut Che
=3 Weekly Field Repert
v
DM Mtnroned S, i Complete? Date Complated Close Out tem Notes
] B May-15-201€ 7 | PM has completed punchlist walk test

through with A/E and has reviewed the
punchilist for accuracy and

comj If no AE is = .

for CA, the PM shall document and Wﬁshmgton
distribute the punchlist directly to the 11 University in St Louis
Contractor. INFORMATION TECHNOLOGY
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WUSM Project Closeout Checklist
e Print WUSM Closeout Checklist

* The report viewer window will open

e Select application to open and save/print document
PMileb = © ©

l - ngram'p'ﬂ"?c: Login -
| cootos- - _‘-;’ Lol H e =~ ‘3°|'

Toolbox > Forms > WUSM closeout checklist

= _J Vendor Pre qualification
= Designer
B3 vendor requalificatic
=l [ Forms
B2 Funding Sources (Miuee Memplate
3 Preliminary Estmate] " Merge ToPDF oy Merge ToExcelfl ¢ PMWeb Word - Send Emall 3 Cancel
B3 Project Closeout Che]  Termplates
2 Weekly Field Report | Tempiste Description Default |
B2 DAN Closecut Checl] | 42 TEST WUSM CLOGC i WUSM Close Out Checklist

B2 JAF Online Bidding £

B4 Lien Waver Tracking Project Information

B Project Supplier List
Project Number 170013
= wusM closeout che.
>
Project NameEMILY Testing vendor security EMILY Testing vendor sec
Planner / PM

6/20/2016 12 University in St.Louis
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Submit Closeout Checklist into

6/20/2016

rkf

e Select t
e Select Submit
PMileb

= Teaolbox

E Integration Manager
/=3 Document Manager
=4 Form Bulider
3 PMweb Viewer
=| [ Vendor Prequalification
= Designer
E Wendor Prequalificatic
=| [ Forms
E Funding Sources (Mo

E Preliminary Esti

-

OO

ﬁ)eWWorkrow” tab

=4 Project Closeout Che
=3 Weekly Fleld Report

== YTV
>

000111-
Details Notes Workflow tab
2] ack
Actions Email Preview
Subject
© ' Approve Emall Body
e Return
©  ponNoTuse
© ' Withdraw (ends workflow)
e Final Approve
'g Delegate
Subrmit |
Add CC

.-.

Process

& workflow Log

Comments
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Submit Closeout Checklist into

YLQLEQW

* You will receive notification re: the status of the workflow

PMileb

= © 0

~

= Toolbox
= Integration Manager
E Document Manager
= Form Builder
E Pmweb Viewer
=1 [_J Vendor Prequalification
= Designer
[= vendor Prequalificatic
=l [ Forms
= Funding Sources (Mo
= Preliminary Estimate
= Project Closeout Che

[Z Weekly Field Report

EA R AM Atnanct Alan ¥

< >

6/20/2016

[ workflow Loa

000111- Lal H B @Iv'r‘-‘ﬂ-

Details Notes Attachments Workflow

&l workflow Actions

Actions Email Preview

. Subject PMWeb Approval Request: DAN Closeout Checklist 1 - Moye
5/ Approve Email Body i

@ Rt A dc_:cument has been Submitted for approval by *

Emily Follman.

© ' ponNoOTUSE

C] Withdraw (ends workflow) Workflow Document

(<] Final Approve Information:

a2, Delegate

——

Cancel

Business Process

AddCC

- Document type: DAN
Closeout Checklist

- Project Name: Moyer Cafe

- Documeant Neserintinn:

- @ Toolbox > Forms > DAN Closeout Checklist

Comn
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Project Closeout Status

 Two ways to navigate to Projects module

e Portfolio > Project Records sub-category
PMileb = © o

Portfolio > Lists > Projects

3 Gl Email South Building 4th F1 Cell Biology () L4 H x | = E =~ (;} ?
=4 Emall Home
Program ATEST1-WUSM - Currancy Dofiar (United States of America) -
=2 Emall setup
rmal
2 0 veres Project ID” 20160014 Brogram WES <&
’ Name" South Buliding 4th FI Cell Blology
& event center Locatio 3 - South Medical Bulldi - Tl St oo
2| [ Triggers S 0003 - South Medical Building Project Acsount Amount $0.00
23 Dafine Reminge Project Status - Select - = Target Duration 0 uoMm - Salect = v
ine Fem i
Project Type - Select - - Target Start T Target Finish B
=l 3 Searcn
Catagory - Salect - - Percant Complate 0.00%
5 Search Scope
2 1ssues Workflow Status  Draft -
=l Ca usts Revision 1] Date Feb-22-2016
= Initiative 1D 20160014
Programs
P H Details Specifications Locations Phases W8S Companies Contacts Checklists Payments MNotes Attachments
rojects
Address 1 Client Manager
Addrass 2
iy GC ~  Superintendent
State - Select - - Zip Architect ~  Commitment Company -
Country - Select - . Account # Owner -
Phone
Fax - -
%, Link Asset(s) 5, Unlink Asset 2 Refresh
Tags I ——
: Suite Location Building Floar Spac
Latitud ; 0 " 0
. e South Medical Building 3- South Medical Bldg 1-1 1007 - 1007 \X/ﬁsh]l’lgton
Portfolio Longitude = & W) .
cevation w) [«|[1]»] ] Pagesize 10 = University in St.Louis
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Project Closeout Status

 Two ways to navigate to Projects module
* Project Center > Select Project ID hyperlink

PMileb

=9 0

R Portflio > Lists > Projects

=l 3 Email
53 Email Home
B2 emall setup
=l [ Events
52 event Canter
= [ Triggers
4 Detne Reminden

b back Emily Foliman. your gin Jun-05-2016 4.23:25 PM

[ Controls I Executive Report ] Another report! ] PEectLemel

| Project Center

B Whehinggon Uinha

| ‘Seuth Buliding 4th FI Cell Biclogy - |gg Create Project o Create From Template H Save [W=] Print

ATEST1WUSM ~ | Navigator BSchedule

=l [ Ssarch
Sharch South Buikding 42 F1 Cell Blology Projected

= nwues

B Engineering Forms
o

EBudget »

ool get Management
= L L Project Status ~ Select - ~ | Blsched Target: $0.00
= programs. - T ’ Anticipated Cost: $0.00

E[projocs| v
»

6/20/2016

d Type Panding Approved

B Custom Fields

Category — Select - - Eiciac 5‘:"“ : :
Workfiow Status Drart -

o B Asset Management e e
Currency Dollar (United States of America Trpe Fend g L) aquest Fo uare Foold

g Approved Project Date Tracking te
— % = L il " . D Infi i Debt Funded Admit (]
Target Revenue £0.00 BWorkiow LEED Information t Funy min Use
Target Duraticn o uoM -see | | Gperiotio # Eda
Target Start/Finish Type Pencing Spe oM Data
s Email Home ° ° Does Project Include a
Percent Complete 0.00% e o ; i
S B Toolbox Weekly Status Update
Record Type Panding A Plan for Next Week R
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Project Closeout Status

* Note the choices for project status; update status

on the project record

PVileb

=9 O

~
= | Email

ig Email Home

ig Email Setup
=l 3 Events

= Event Center

=l [ Triggers
Ig Define Reminde,

=l | Search

ig Search

E 1ssues
=l [ 3 Lists

= Programs

South Building 4th FI Cell Biology |~ >’
Program ATEST1-WUSM ¥
Project ID* 20160014

Name*

Project Status

Project Type - Select -
Abandoned
Category
Closed in Financials

Workflow Status  cioseout / Post Substantial

6/20/2016

Revision Completion
Completed by Department
Construction
Details Design
Address On Held / Pending
ress 1 Programming / Planning
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Project Closeout Status

* Note the dates for project date tracking; update
status on the “Project Date Tracking” tab on the
project record

FProgram/Fir

)
Wekcome back Maria Moyer, your last login Jun-06-2016 1:

Controls Project Center | Portiolio View | Map View | Calendar

48 PM

Project Status Programming / Flanning - Inmatves u o Target $120,000.00 EE—
ErostT = - Online Bidding o o Anticipated Cost: $130,500.00
roject Tape - Select Procurement 0 ]
Category - Select - Program of Requirements . o ElCustom Fields
(PMPOR}
Workflow Status | Draft - Test o 0
Currency Doller {United States of Americe) ~| | B Engineering Forms Square Footage
o .
Target Bugget $120,000.00) Record Type Pending Approved roject Date Tracking Project Status Updates Project
Target Revenue 50.00) Action ltems 0 0 LEED Information Debt Funded Admin Use Only
Target Duration o UOM |-Sel v Correspendence e o P Edit
; N Daiy Reports 0 0
Torget StartFinish  Apr-11-2018 Sraving Lt . N Spec oM Data
Actual StertFinish N
Drawing Sets o o Programming Planning
Percent Complete 0.00% Mesting Minutes 0 o ctort Date
Scope This is atestto buikd a new cafe on Oniine Submitials o 0 Desian Stort Dat.
esign Start Date
'WUSM campus. ) Punch Lists 0 o Bl
Construction Start Date
Select muliple files to upload or drop files in the box below RFis 0 0 nstruction Start L
Safety Forms 0 0 Substantial Cempletion
Submittal Sets 0 ] Date
Submittal ltems 0 0 | Occupancy Start Date
Transmitials e o Oceupancy End Date
DAN Closeout Checklist 2 0 i
Emergency Form 0 0 Project Campletion
WUSM closeout checkist 3 0 Pate
Date Closed i
[E Cost Management ate Lossdin
Financials
Record Type Pending Approved Date assigned to
.
AP Payments ] 1 Planner or PM
Budaet Requests 1 1 -
Washington
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Project Closeout Status

e Danforth Roles / Responsibilities
« PM

e Upon achieving substantial completion, PM to change the
Project Status to “Closeout / Post Substantial Completion”

e Update date in “Project Date Tracking” tab

* Accounting

 When final accounting approval is complete, accountant role to
change the Project Status to “Closed in Financials”

e Update date in “Project Date Tracking” tab

& Washington
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Project Closeout Status

e WUSM Roles and Responsibilities
 PM
* Notify Records Coordinator of project closeout status
 Update date in “Project Date Tracking” tab
e Records Coordinator

e Change project status to Closeout/Post Substantial Completion
upon receipt of the substantial completion certificate

 Update date in “Project Date Tracking” tab

e Note: if this is Phase 1 of a multiphase project that has
remaining phases to be completed, Records Coordinator will
not select as noted above

£ Washington
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