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About

The Commissioning application will be used to capture attachments required for the Commissioning Report. In
addition, a final report can be created by compiling together the attachments.

Process Overview
The Commissioning Team will use the application to create records with an identifying document type based
on the phase of the project. Documentation will be attached to each Commissioning record.

The Commissioning Team can create a record with a ‘Final Report’ type that will compile together all the
attachments gathered in the Commissioning Module. A composite document can be generated which allows
the user to combine the different attachments into a single PDF. This report can be generated multiple times
to create preliminary and final reports.
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Step-by-Step Instructions

Create Commissioning Record

Role Preceding Steps Outcome
A new Commissioning record is
created with a specified

Commissioning Team —> None. —
document type and
attachments.
Steps
1. Goto "Project Finder" > Navigate to the subproject
?: Project Finder K676 C80223 New School /' e - 9 X

i NEW

?:; . = ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
Project Finder

A SCADEVQA > HardBid > Brooklyn > District 20 SELECT
Ll
HH Apps

Name
OF  Dpashboard 5 K322 80226 New 5Story Bldg W Cellar ¥ Vi
- K676 C80223 New School ? A b g V4
Q Search
g Tasks
B Messages
cl Closeout

+&'\ Add Person

You last logged in today at 1:48 PM Eastern Time (US & Canada) 7| ﬁik kahua

Note: After clicking on a subproject, the name of the subproject should appear in the middle of the blue title bar
on the top of the screen.
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2. Goto "Apps" > Click "Closeout" > Click the "Commissioning" tab (it will be underlined blue when selected
properly)

Y

K676 C80223 New School 2

& Recent Q. search

E Project Finder All Apps Recent

Administration Cl Closeout

Closeout Items

B Apps

Cost Management (D Getting Started I Substantial Completion
EE Dashboard

Document Management ﬁ Configuration 2 Deficiencies
Q Search

Index Management ﬁ%ﬁ Work Breakdown =i Punch List
E Tasks @ Domain Settings ) e Commissioning
B  Messages File Manager f£i Transfers

Document Types e

Ccl Closeout h i FMSI
+2)  AddPerson $ o © See All Apps

You last logged in today at 1:48 PM Eastern Time (US & Canada)

Cl Closeout K676 C80223 New School /

Punch List

Deficiencies

Closeout Items Substantial Completion

B B < | NEW
Project Finder
E . Q, Dpefaut v
mss  Apps Vv Title Document Type References DEBUG

EE Dashboard

Search

Q
E Tasks
8

Messages

Cl Closeout

+g‘ Add Person
0 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada)
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3. Click the "NEW" button on the top-left > In the LLW table, select the 'Insert’ button to create a new row > Use
the dropdown in the LLW column to select the LLW (if there is only one LLW, this will be automatically selected)

Cl Closeout K676 C80223 New School /' e - &8 X
> Closeout Items Substagiial Completion Deficiencies Punch List Commissioning * Transfers FMSI
B B < | New
?:: Prijjict Findes Q  Defaut v C [ Commissioning «New (O 3 X
I Apps " Title  Document Type v PROJECT INFORMATION » SECTIONS

g o PROJECT INFORMATICON
={1] Dashboard

€000080223 - EJ Construction € - DETAILS
REFERENCES
B calendar Building ID K676
Desig! ber

2
o\ Search m item(s)

0O uw
E Tasks
[ | 108380 - NEW SCHOOL ~

E Messages
s NETAIll ©
+2),  AddPerson Save/Close ~
0 Item(s)
You last logged in today at 9:49 AM Eastern Time (US & Canada) = 'l E @ #:K kahua

4. Enter the required fields: Title, Document Type > In the References section, select 'Upload' to attach a file

Cl Closeout K676 C80223 New School /' e - B8 X
& Closeout ltems Substantial Completion Deficiencies Punch List Commissioning * Transfers FMSI
H B < NEW
Project Finder

?:: : Q  Defalt v C ¥ B commissioning fNew O] 11 X
nm . v DETAILS
HH Apps < Title Document Type » SECTIONS

- - PROJECT INFORMATION
EEI Dashboard Example Title BETAIES

il REFERENCES

Q Search Construction & Closeout -
E Tasks Commissioning (Cx) Plan -
B Messages v REFERENCES

Cl * Closeout

+22,  AddPerson
0 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada) 7} #:k kahua

Note: The available Document Types will change depending on the Project Phase dropdown. By default, the
Project Phase defaults to the Phase in the Portfolio Manager.
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5. Click 'Save/Close'

Cl Closeout

< Closeout ltems

B B <

Project Finder
E : Q,  Default v

IR Apps v Title

EE Dashboard

Q Search

E Tasks

E Messages

Cl * Closeout

+22,  AddPerson

You last logged in today at 1:48 PM Eastern Time (US & Canada)
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K676 C80223 New School #* e -— X
Substantial Completion Deficiencies Punch List Commissioning * Transfers FMSI
NEW
c ¥ B Commissioning «New |0 13 X
Document Type > SECTIONS
v REFERENCES PROJECT INFORMATION
DETAILS
=R UPLOAD e REFERENCES
O TYPE DESCRIPTION

v Supporting Document

[ Supporting Document [ Test Docu

[0 Supporting Document [} Test Docu

Save / Close ~

7| 4% kahua



Edit Commissioning Record

Outcome

Role Preceding Steps

Commissioning record has

Commissioning Team
g already been created.

updated.

The Commissioning record is

Steps
1. Select the desired Commissioning record > Click 'Edit' at the top-right

Cl Closeout K676 C80223 New School /'
¢« Closeout ltems Substantial Completion Deficiencies Punch List Commissioning
H B < | NEW
Project Finder

T:: 8 Q. Defaut v

== Apps 4 Title Document Type References BUG
Example Title  Commissioning (Cx) Plan ]

EE Dashboard

Q Search

E Tasks

g Messages

Cl Closeout

+2)  AddPerson

1 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada)

Cl Closeout K676 C80223 New School /'

Closeout ltems Substantial Completion Deficiencies List Commissioning

HE R < NEW SEND | EDIT [ PROCESS DELETE HISTORY
Project Finder
T:: Q. Defaut v k=g Commissioning
EEE Apps V Title Document Type References v PROJECT INFORMATION
Example Title  Commissioning (Cx) Plan O
DE Dashboard Expense Contract - C000080223 - EJ
= Construction - New Schoo
Building ID K676
o\ Search Design Number
LLW
E Tasks
v DETAILS
B Messages
Title Example Title
Cl Closeout Project Phase  Construction & Closeout
Document Type Commissioning (Cx) Plan
+2)  AddPerson

1 ltem(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada)

O - =5 x

Transfers FMSI

Transfers FMSI
GD URL
Preview |0 I X
> SECTIONS

PROJECT INFORMATION

DETAILS

REFERENCES
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2. Edit the details of the record including LLW, Title, Project Phase, or Document Type

Cl Closeout K676 C80223 New School /' e - @ X
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning * Transfers FMSI
B B <  NEW GD URL
Project Finder
?:3 O, Default v o1 Commissioning oEdit B o ox
EEE Apps ¥ Title Document Type References 0O uw » SECTIONS
Example Title  Commissioning (Cx) Plan O [J  108380-NEW SCHOOL ~ PROJECT INFORMATION
EE Dashboard
DETAILS
Q Search v DETAILS REFERENCES
Title
E Tasks Example Title
Project Phase
E Messages Construction & Closeout 2
Document Type
Cl * Closeout Commissioning (Cx) Plan v
+2)  AddPerson Save / Close v
1 Item(s)

B

You last logged in today at 1:48 PM Eastern Time (US & Canada)

ﬁ:k kahua

3. Deleting an attachment: In the References section, select the desired attachment. > Click 'Remove' in the bar
above the table

Cl Closeout K676 C80223 New School /' e - # X
(_ Closeout ltems Substantial Completion Deficiencies Punch List Commissioning Transfers FMSI
B B <  NEW GD URL
Project Finder
E d O, Default v =3 Commissioning Edit B I X
- N
o Apps ¥ Title Document Type References s SECTIONS
Example Title  Commissioning (Cx) Plan O v REFERENCES PROJECT INFORMATION
o= Dashboard
a0 DETAILS
iE = UPLOAD REFERENCES
Q Search
D ADD KAHUADOC EDIT ON
EI Tasks
[J | DOWNLOAD ADD COMPOSITE 3st Dog)
E Messages [0 supporting Document [ Test Docu
Ccl Closeout
+2)  AddPerson Save /Close v
1 Item(s)

3]

kahua

+%
5K

You last logged in today at 1:48 PM Eastern Time (US & Canada)

Note: You may have to click the ellipsis in the bar above the table to reveal all the options including remove.
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4. Adding an attachment: In the References section, select the 'Upload' button to attach a file.

Cl Closeout K676 C80223 New School /'
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning
B B <  NEW GD URL
Project Finder
?:: . Q Default v o4 Commissioning
I Apps \ Title Document Type References
Example Title  Commissioning (Cx) Plan L] v REFERENCES
EE Dashboard
= =
Q Search
[0 TYPE DESCRIPTION
v Supporting Document
IE, Tasks it 8
[J Supporting Document [ Test Docu
E Messages [0 Supporting Document [ Test Docu
Ccl Closeout
+2)  AddPerson Save/Close v

1 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada)

O - 5 x

Transfers FMSI
Edit B 3 X
> SECTIONS

PROJECT INFORMATION
DETAILS

REFERENCES

B

ﬁ:k kahua

5. Click 'Save/Close' to commit changes

Cl Closeout K676 C80223 New School /'
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning *
B B <  NEW GD URL
Project Finder
E Q,  Default v o4 Commissioning
BEE Apps \ Title Document Type References
= = UPLOAD  eee
Example Title  Commissioning (Cx) Plan (]
EE Dashboard [J TYPE DESCRIPTION
v Supporting Document
O\ Search [0 Supporting Document [ Test Docu
[0 Supporting Document [ Test Docu
E Tasks
[J Supporting Document [ Test Docu
g Messages [0 Supporting Document [ Test Docu
Cl + Closeout

| Save / Close v l

Add Person

You last logged in today at 1:48 PM Eastern Time (US & Canada)
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O - 5 x

Transfers FMSI

ra
La

« Edit | X

> SECTIONS
PROJECT INFORMATION
DETAILS

REFERENCES

i:k kahua




Generate Final Report

Role Preceding Steps Outcome
A Commissioning record is
created specifically for the final
report. This record contains
the attachments from the
Commissioning records have records.

Commissioning Team -
already been created.
A composite file is generated,
compiling together the
different attachments into a
single pdf.
Steps
1. Click the "NEW" button on the top-left
Cl Closeout K676 C80223 New School /' e - @ X
e Closeout Items Sub. ial Completion Deficiencies Punch List Commissioning Transfers FMSI
B R < NEW?
T:: Project Finder O Defaut v c
B3I Apps b Title Document Type References  DEBUG
Example 2 Commissioning (Cx) Issues Log O
EE Dashboard
Example 1 Commissioning (Cx) Plan ]
Q Search
E Tasks
B Messages
Cl Closeout
+2),  Add
=) AddPerson e

You last logged in today at 1:48 PM Eastern Time (US & Canada)
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2. Inthe LLW table, select the 'Insert' button to create a new row > Enter a Title > Select 'Final Report' as the
Document Type > Click 'Save/Close'

Cl Closeout

E Project Finder

B Apps

{1 ]m]
oo

Dashboard

Search

Q
IE, Tasks
8

Messages

Cl * Closeout

+g‘ Add Person

12| Page

You last logged in today at 1:48 PM Eastern Time (US & Canada)

K676 C80223 New School /'

O - 5 x

e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning * Transfers FMSI

B B < | NEW

Q  Default v =4 Commissigpi «New [0 I3 X
- Title Document Type item(s) > SECTIONS
Example 2 Commissioning (Cx) Issues Log O Lw PROJECT INFORMATION
Example 1 Commissioning (Cx) Plan HAr AL

v DETAILS REFERENCES
Title

Field is reguwred.
roject ase

Construction & Closeout

Document Type

Field is required.

Save / Close v
2 Item(s) 4 =




3. Select the commissioning record that was created > Select 'Edit' at the top-right

Cl Closeout K676 C80223 New School /' e - @ X
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning Transfers FMSI
B B <  NEW
Project Finder
E . Q, Dpefaut v hod
I Apps \ Title Document Type References EBUG
Example Final Report  Final Report O
EE Dashboard
Example 2 Commissioning (Cx) Issues Log ]
Q Search Example 1 Commissioning (Cx) Plan O
IE, Tasks
E Messages
Ccl Closeout
+g‘ Add Person
3 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada) ﬁ:K kahua

Cl Closeout K676 C80223 New School /' e - X
e Closeout Items Substantial Completion Deficiencies 2 List Commissioning Transfers FMSI

HE R < NEW SEND | EDIT | PROCESS DELETE HISTORY GD URL

E Project Finder

Q  Default v o4 Commissioning preview |0 I X

EEE Apps <V Title Document Type v PROJECT INFORMATION > SECTIONS

Example Final Report  Final Report PROJECT INFORMATION
|:|E Dashboard Expense Contract - C000080223 - EJ
a ion -

Example 2 Commissioning (Cx) Issues Log ConsitctionyhiswiSeliog A

Building ID K676
REFERENCES

Search Example 1 Commissioning (Cx) Plan Design Number
LLW

Q
E Tasks

108380 - NEW SCHOOL
&

Messages
v DETAILS

Cl Closeout
Title Example Final Report

+g‘ Add Person Project Phase Construction & Closeout

3 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada)
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4. Inthe References section, the attachments from all other commissioning items will automatically be added to

the References section

Cl Closeout K676 C80223 New School  /* 8 - X
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning Transfers FMSI
B B <  NEW GD URL
Project Finder
E Q. Default v Commissioning Edit B I X
ann N v REFERENCES
i Apps ¥ Title Document Type > CEETIELE
Example Final Report  Final Report - PROJECT INFORMATION
oo = = UPLOAD  ee¢
a0 Dashboard
ety 1] DETAILS
Example 2 Commissioning (Cx) Issues Log O TYPE DESCRIPTIO!
Q Search Example 1 Commissioning (Cx) Plan v Supporting Document
[J Supporting Document [ Test Docu
Tasks
E [J Supporting Document [ Test Docu
E Messages [J Supporting Document [ Test Docu
[0 Supporting Document [ Test Docu
cl Closeout

+2)  AddPerson
3 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada)

Save / Close v

7| ¥k kahua

5. Select the 'Add Composite' button in the bar above the list of files (you may need to select '..." to display the

button)
Cl Closeout K676 C80223 New School /' e R = ¢
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning Transfers FMSI
B B <  NEW GD URL
?:2 Project Finder Q  Default v B Commissioning Edit [ I X
Apps V Title Document Type pERELEREREES o CEETELE

Example Final Report  Final Report — UPLOAD PROJECT INFORMATION
EE Dashboard — Nl
o] DETAILS
Example 2 Commissioning (Cx) Issues Log | ADD KAHUA DOC ESCRIPTION
1 E REFERENCES
Q Search Example 1 Commissioning (Cx) Plan N
ADD COMPOSITE Test Docu
]
Tasks
E [0 Supporting Document [ Test Docu
E Messages [J Supporting Document [ Test Docu
[0 Supporting Document [ Test Docu
Ccl Closeout
+2)  AddPerson Save / Close v

You last logged in today at 1:48 PM Eastern Time (US & Canada)

3 Item(s)

3| ¥k kahua
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6. Inthe pop-up window, enter in a Filename > Use the checkboxes in the 'Include' column to select the
attachments that you wish to compile together > At the rightmost column of the table, use the up and down
buttons to change the order of the documents > Select 'Ok’

Cl Closeout

Project Finder

K676 C80223 New School /'

Closeout ltems

Create Composite Document

Substantial Completion

Deficiencies

Filename

Example Composite File

Punch List

Commissioning Ti

O - 5 x

ransfers

FMSI

un
HH Apps [J Include On Send
o Includ. pe Description Page Count = Size  Is Current
EI:I Dashboard
upporting Document [ Test Document - Copy (2).docx 0 0 KB Yes
Q Search .
Supporting Document [ Test Document - Copy (3).docx 0 0 KB Yes
Supporting Document [ Test Document - Copy.docx 0 0 KB Yes
IE, Tasks
Supporting Document [ Test Document.docx 0 0 KB Yes
E Messages
Cl  Closeout Add More 4
o) Cancel Ok
+2\  AddPerson

You last logged in today at 1:48 PM Eastern Time (US & Canada)

7. Click 'Save/Close'

Cl Closeout K676 C80223 New School /' e R = ¢
e Closeout ltems Substantial Completion Deficiencies Punch List Commissioning Transfers FMSI
B B <  NEW GD URL
Project Finder
E Q  Dpefaut v C =3 Commissioning Edit B 3 X
HH Apps V Title Document Type
e v Composite Document > SECTIONS
E le Final R t  Final Report
go xampie Final Repor fnal Repo [0 Composite Document [} Example C PROJECT INFORMATION
a0 Dashboard
Example 2 Commissioning (Cx) Issues Log i DETAILS
v Supporting Document
REFERENCES
Q Search Example 1 Commissioning (Cx) Plan [J Supporting Document [ Test Docu
[J Supporting Document [ Test Docu
IE, Tasks
[J Supporting Document [ Test Docu
E Messages [0 Supporting Document [ Test Docu

Ccl Closeout

| Save / Close v |

You last logged in today at 1:48 PM Eastern Time (US & Canada) m

Add Person

3 Item(s)

ﬁ:K kahua

Note: You can edit the composite document by selecting the document and clicking on 'Edit' in the bar above
the list of files.
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8. Share Final Report: Select the commissioning record that was created > Click 'URL' to copy the link to the
document > Click 'Send'

Cl Closeout K676 C80223 New School /' e - @ X
- Closeout ltems Substantial Completion Deficiencie Punch List Commissioning Transfers S|
B B <  NW IT PROCESS DELETE HISTORY GD URL
Project Finder : :

E Q,  Defaut v C # [  Ccommissioning Preview [0 I X
L] .

i1 Apps Vv Title Document Type ~ PROJECT INFORMATION > SECTIONS

Example Final Report  Final Report PROJECT INFORMATION
EE Dashboard Expense Contract - C000080223 - EJ
Example 2 Commissioning (Cx) Issues Log Gonstrigtion =New:Schoo DETAILS
Building ID K676
REFERENCES
Q Search Example 1 Commissioning (Cx) Plan Design Number
LLW
E Tasks
108380 - NEW SCHOOL
E Messages
v DETAILS
cl Closeout
Title Example Final Report

+g‘ Add Person Project Phase  Construction & Closeout

3 Item(s)

You last logged in today at 1:48 PM Eastern Time (US & Canada) ] #:k kahua

9. Choose Kahua contact(s) to send the message to > Enter a message subject > Paste the copied link in the
message body along with any other details > Click 'Send'

Cl Closeout K676 C80223 New School 2/ e - g X
= Closeout Items Substantial Completion Deficiencies Punch List Commissioning * Transfers FMSI
B B < NEW
?:: Projsot Findes Q. Defaut v ¥ [B  NewMessage < & A
EEE Apps | Title Document Type L

Example Final Report  Final Report

Cc
EE Dashboard
Example 2 Commissioning (Cx) Issues Log
Bee
Q Search Example 1 Commissioning (Cx) Plan
Copy to Communications  []
E Tasks Subject I Example Message
ERS X B I U
E Messages

| Please see link below for the Final Report.

' h

Cl + closeout
ttps://devdiagnosticslaunch.kahua.com/link/S34FAz152D16C

+g‘ Add Person

You last logged in today at 1:48 PM Eastern Time (US & Canada)

1} £ kahua
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