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Step-by-Step Instructions
PO/CM Firm Creates Full Transfer

1. Go to Project Finder > Select the desired project

L

et Finder

T—
o
O, seach
B resas
ﬁ Weomngee
() Getniag Started

CO000715848-L.5000% - ROZ0 Masoney
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3. Click the Substantial/Transfers tab> Click New

COOODBO4EZ - ROTS Greenhowuse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Rool. ra

P Clossout ltems. Campl Certificate D i Punch List Commissioning FMs1 Substantial Transfers

_ « o <[] -

4. Select Full Transfer and click Next at the bottom of the window.

Cl Closeout C000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roof.. Va Mays 56 PO E
e Closeout ltems ial Completion Ci ficienci Punch List Commissioning FMSI Substantial/Transfers
‘ B B < Nw
CEE e ¥ N
} 0001

Type
Search Full Transfer

Partial Transfer 1 the closeout log Lves approved (3/14/2023).
Tasks

Q
|§ 1
rial

Substantial Package

cl Closeout

() Genting Started

- g

1 Item(s)

You last lagged in Tuesday, March 14, 2023 at 10:13 AM Eastern Time (US & Canada) 1.9.38.96 - DEMO = £ kahua

5. Project Information section: If this is a Mentor project, select the correct Borough
6. Details section: Enter Transfer Description (Required)

EEE Apps - Number Type Workflow Status ~ Assigned To  References DEBUG ~ PROJECT INFORMATION > SECTIONS

0001 Substantial Package Sent to DSF 2567698 PROJECT INFORMATION

Search Project Officer Maya SCA POE

Senior Project Officer DETAILS

é Chief Project Officer DATES & WORKFLOW
Tasks "
Vigs Pywetiont DEFAULT ITEMS
Closeout Reviewer  Mesha SCA Closeout Reviewer
- NYC SCA CLOSEOUT ITEMS
Messages

Boro Reviewer Sanjit SCA Boro Reviewer - NYC DOCUMENT ITEMS

Expenses REVIEWERS
Staten Island
COMMENTS
Cl + Closeout REFERENCE
v DETAILS

()  Getting Started
Number 0001

Type Full Transfer
ﬁ —
Capital Improvement Project
~ NATFS & WoRS: ]
Save / Close ~
1 htem(s) ———

You last logged in Tuesday, March 14, 2023 at 10:13 AM Eastel Canada) 1.9.38.96 - DEMO o]

7. Click Save/Close to save a Draft. You have not submitted the transfer at this point.
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Edit Full Transfer

You can make changes to the Full Transfer draft before submitting.
a) Click Edit at the top

b) Make your changes and click Save/Close

cl Closeout C€000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets,.. v
« Closeout [tems Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Tr.
E B < nNw SEND DELETE HISTORY GD URL
Project Finder R
?: Q pefaut v C &  Transfer - Partial er preview ([0 1 X
Apps & Number Type Workflow Status Assigned 1 v PROJECT INFORMATION » SECTIONS
ooo1 Partial Transfer Active Joel Joesp PROJECT INFORMATION
acaidl Project Officer Joel Joesph
0001 Substantial Package ~Pending CPO Review  Savetri Mu Senior Project Officer Humberto C DETAILS
Chief Project Officer  Savetri Mun: DATES & WORKFLOW
Tasks
Closeout Reviewer Danny Zhou DEEA LT TEME
Boro Reviewer Danny Zhou
CLOSEQUT ITEMS
Messages Borough Staten lslan
REVIEWERS
Cl  Closeout w DETAILS COMMENTS
REFERENCE
0) Getting Started Number 0001
Type Partial Transi
2 Item(s)

You last logged in yesterday at 4:42 PM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA

8. Click Submit

% kahua
J

Cl Closeout 000080462 - R075 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roof... & I “f_'“" ?_C“ ECE
& Closeout ltems ial C ion C Dy Punch List Commissioning FMsI Substantial/Transfers
H B < New SEND EDIT DELETE HISTORY GOWRL B
Project Finder
E } Q, Dpefault v 4 B Transfer - Full Transfer Preview [ I X
Apps \ Number Type Wuﬂrﬂrovtstalus Assigned To Referencc  « pROJECT INFORMATION 3 SECTIONS
0001 Full Transfer i Active Maya SCA PO E - NYC SCA PROJECT INFORMATION
O\ Search i Project Officer Maya SCA PO E
Jrpoot Substantial Package ~ Sent to DSF Senior Project Officer  Page SCA SPO Staten Island DETAILS
@ - Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
Tasks i i
Vice President Ryan SCA PM-CM VP DEFALLT ITEMS
Closeout Reviewer Mesha SCA Closeout Reviewer
@ -NYC SCA CLOSEOUT ITEMS
Messages
Boro Reviewer ggr;{m SCA Boro Reviewer - NYC v
@ Expenses Borough Staten Island REVIEWERS
COMMENTS
Cl  closeout v DETAILS REFERENCE
() Getting Started Number 0001
Type Full Transfer
Project Type Capital Improvement Project
v DATES & WORKFLOW
Workflow Status  Active
2 Item(s)

Eastern Time (US & Cant
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SPO Reviews Full Transfer

1. Go to Tasks and select the Pending SPO Review Full Transfer task
2. Click Accept to confirm the partial transfer. Or click Return (you will need to provide a reason)

T8001 45 TRAINING PROJECT #10 - School Renovation 2
&« = active ¥ | SHARE Y | DELEGATE HISTORY =1
Q= View: Default v Transfer - Full Transfer Task @ X

‘E: Project Finder

View Source Record >

FROM SUBJECT
s
Lo aya SCAPOE  Pending SPO Review Full Transfer 0001 for COD0D80462 RO75 Greenhouse, PIj ¥ PROJECT INFORMATION > SECTIONS
THemis) PROJECT INFORMATION
Q.  search Project Officer Maya SGA PO E
Senior Project Officer  Page SCA SPO Staten Island DERALE
Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
Toaks Vice President
DEFAULT ITEMS
Closeout Reviewer Mesha SCA Closeout Reviewer
ﬁ — ~NYC SCA CLOSEOUT ITEMS
Boro Reviewer Sanjit SCA Boro Reviewer - NYC T —
LI) Getting Started Borough Staten Island REVIEWERS
COMMENTS
~ DETAILS REFERENCE
Number 0001
Type Full Transfer

Project Type  Capital Improvement Project

v DATES & WORKFLOW

Workflow S Pending SPO Review

Accept Return

You last logged in Tuesday, March 14, 2023 at 10:40 AM Eastern Time (US & Canada) 1.9.38.96 - DEMO ® £ kahua

3. Click OK to confirm the transfer

B] Tasks T80010 - Q145 TRAINING PROJECT #10 - School Renovation  #* § | FoogicasRo Saten keland
“— = aawe ¥  SHARE 4 | DELEGATE HISTORY &
= - = Transfer - Full Transfer Task @ X
?: Project Finder B aioent &
FROM SUBJECT View Source Record >
Maya SCAPOE  Pending SPO Review Full Transfer 0001 for 000080462 RO75 Greenhouse, Pl PROJECT INFORMATION » SECTIONS
i PROJECT INFORMATION
Q Search Themis) Project Officer Maya SCA PO E
Senior Project Officer Page SCA SPO Staten Island BETAES
Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
Tasks i Prblang
I i sl DEFAULT ITEMS
) Mesha SCA Closeout Reviewer
@ Messages Confirmation -NYC SCA CLOSEQUT ITEMS
Si’ﬂf" SCA Boro Reviewer - NYC S,
() Getting Started Staten Island REVIEWERS
CANCEL COMMENTS
TS
REFERENCE
Mumber 0001
Type Full Transfer

Project Type Capital Improvement Project

~ DATES & WORKFLOW

Workflow Status  Pending SPO Review

A Eastern Time (US

7|Page



CPO Reviews Full Transfer

1. Go to Tasks and select the Pending CPO Review Full Transfer task
2. Click Accept to confirm the partial transfer. Or click Return (you will need to provide a reason)

Tasks SCA Trainin, m}
&~ = petive V | SHARE H | DELEGATE HISTORY = H
= Transfer - Full Transfer Task @ X
= : Default ~
?:: Project Finder Q= View: Defaut B
FROM SUBJECT View Source Record >
Apps
i Page SCA SPO Staten Island  Pending CPO Review Full Transfer 0001 for C000080462 R075 G |~ PROJECT INFORMATION > SECTIONS
= Teertsy PROJECT INFORMATION
Q_  search ! Project Officer Maya SCAPO E
DETALLS

Senior Project Officer Page SCA SPO Staten Island

g Chief Project Officer  Gabriel SCA CPO Staten " | DATES & WORKFLOW
Tasks Island
DEFAULT ITEMS

Vice President

§ Messages Closeout Reviewer Mesha SCA Closeout CLOSEOUT ITEMS
g Reviewer - NYC SCA
Boro Reviewer Sanjit SCA Boro Reviewer - DOCUMENTATEMS
() Getting Started NYC SCA REVIEWES
Borough Staten Island
‘} COMMENTS
v DETAILS REFERENCE
Number 0001
Type Full Transfer

Project Type ~ Capital Improvement Project

v DATES & WORKFLOW

Accept Return

4k kahua

023 at 10:59 AM Eastern Time (US & Canada)

You last logged in Tuesday, March

3. Click OK to confirm the transfer

Tasks SCA Trainin: [m]
&« = aawe v | SHARE k=2
= . - " Transfer - Full Transfer Task
?: Project Finder Q= View: Default
FROM SUBJECT
s
App Page SCA SPO Staten Island Pending CPO Review Full Transfer 0001 for C000080462 R075 G PROJECT INFORMATION
11t
Q. search Sm(e) Project Officer Maya SCA PO E
Senior Project Officer Page SCA SPO Staten Island
Chief Project Officer ~ Gabriel SCA CPO Staten
Tasks Island
; Mesha SCA Closeout
@ Messages Confirmation Reviewer - NYC SCA
Please confirm to continue Sanjt SCA Boro Reviewer -
() Getting Started hj Nvcsca
GANCEL Staten Island
[} R
v DETAILS
Number 0001
Type Full Transfer
Project Type ~ Capital Improvement Project
 DATES & WORKFLOW
£k kahua

You last logged in Tuesday, March 14,2023 at 10:59 AM Eastem Time (US & Canada)
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CU Gatekeeper Assigns Closeout Reviewer (CR)

1. Go to Tasks and select the Pending CU Gatekeeper Review Full Transfer task
2. Click Assign

B Tasl (=
& e Vv | SHARE ¥ | DELEGATE HISTORY 8
E oo B Q = View: Default ~ Transfer - Full Transfer Task (@ X
¢ FROM SUBJECT View Source Record >
Apps
pe Gabriel SCA CPO Staten Island  Pending CU Gatekeeper Review Full Transfer 0001 for c000080. |~ PROJECT INFORMATION > SECTIONS
m PROJECT INFORMATION
Q_  search ! Project Officer Maya SCA PO E
Senior Project Officer Page SCA SPO Staten Island LERIES
Chief Project Officer ~ Gabriel SCA CPO Staten DATES & WORKFLOW
Tasks Island
DEFAULT ITEMS
ﬁ Messages e CLOSEOUT ITEMS
Mesha SCA Closeout Reviewer -
DOCUMENT ITEMS
| : Boro Reviewer Sanjit SCA Boro Reviewer -
[0) Getting Started NYC SCA REVIEWERS
Borough I Staten Island COMMENTS
REFERENCE
v DETAILS
Number 0001
Type Full Transfer

Project Type  Capital Improvement Project

v DATES & WORKFLOW

Youlast logged in Tuesd 4 kahua

larch 14,2023 at 11:28 AM Eastern Time (US & Canada)

3. Click OK to confirm

B Tasks SCATr:

<« Actve V| SHARE L
e = Transfer - Full Transfer Task
f: Project Finder Q= View: Default B
Vv FROM SUBJECT
A
i Gabriel SCA CPO Staten Island ~ Pending CU Gatekeeper Review Full Transfer 0001 for coo00go ¥ PROJECT INFORMATION
1 Item(s)

Search Project Officer Maya SCAPO E

Senior Project Officer  Page SCA SPO Staten Island

Tasks

Chief Project Officer ~ Gabriel SCA CPO Staten
Island

Messages Confirmation
Reviewer

Please confirm to continue. Sanii SCABo R
1 5 anjit oro Reviewer -
() Getting Started B ncsca

CANCEL n Staten Island

T —
v DETAILS

Number 0001
Type Full Transfer

Project Type  Capital Improvement Project

v DATES & WORKFLOW

larch 14, 2023 at 11:28 AM Eastern Time

Youlast logged in Tuesd 4 kahua

&Canada)
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CR Reviews Full Transfer

1. Go to Tasks and select the Pending CR Review Full Transfer task

E Tasks SCA Training e - 0O X
&« = Y. v | SHARE {f  DELEGATE HISTORY 4
- y - Transfer - Full Transfer Task | X
% Project Finder U= Vew Dola K 5]
FROM SUBJECT ‘View Source Record >
s

Ao I Javier SCA CU Gatekeeper Pending CR Review Full Transfer 0001 for C000080462 R075 Greentef. ¥ PROJECT INFORMATION > SECTIONS
m PROJECT INFORMATION

Q,  search PR Praject Officer Maya SCA PO E

1

@ Messages

Chief Project Officer
Vice President

Closeout Reviewer

Boro Reviewer

Senior Project Officer

Page SCA SPO Staten Island BETALS

Gabriel SCA CPO Staten Island DATES & WORKFLOW
DEFAULT ITEMS

Mesha SCA Closeout Reviewer
-NYC SCA CLOSEQUT ITEMS

Saniit SCA Boro Reviewer - NYC axd

2. Closeout Items section: Click any of the links to redirect you to the Closeout Items app

EI Tasks

SCA Training

&« = ative ¥ | SHARE ¥ | DELEGATE HISTORY ko
E Project Finder Q= View: Default = Transfer - Full Transfer Task [@ X
FROM SUBJECT View Source Record >
s ? _—
it Javier SCA CU Gatekeeper  Pending CR Review Full Transfer 0001 for C000080462 RO7S Greenl B} | DL001E- CLDFLT Permit Exemption Letter » SECTIONS
1 Item(s) PROJECT INFORMATION
Q,  seach
 CLOSEOUT ITEMS i
@ DATES & WORKFLOW
Tasks
z DEFAULT ITEMS
ﬁ Messages Soures OSEOUT ITEMS
ICUMENT ITEMS
E CL-0001 - RD75 02070 DSF Receipt of Salvage I
() Getting Started IEWERS
z CL-0002 - RO75 02831 Attic stock transmittal
COMMENTS
k &  CL-0003-RO75 02862 Warranty REFERENCE
(4 = cL-0004-R075 02900 0 & M Manual
(7 | CL0061-RO7S 15970 Special Warranty
[  c©L-0098-RO7507115 Warranty

3. Click the All Items menu> Select Full Transfer to view partial transfer closeout items only

Cl Closeout reenhouse, Playground, Flood Parapets, Windows, Ext Masonry, Roofs, Concrete /'
« Closeout ltems Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Transfers
B [  GENEBATE CLOSEOUTITEMS NEW SEND EDIT VIEW HISTORY  GDURL ¥
E Project Finder A
¥ [  CL-0001:02070 - DSF Receipt of Salvage Items Preview |0 I3 X
| T
v
s - ~ PROJECT INFORMATION
e £ Manage Views > SECTIONS
PROJECT INFORMATION
Q. serch Al lems Expense Contract 000080462 - TE
Sibgecut teme CTIVE REMOVALS & DEMOLITION Canatction DETAILS
Building RO7S T
g Tasks Completed ltems N LINK FENCES AND GATES Design Number DUIEATS
Default items LLws 113809 - FLOOD B -
V-3 500R GAME EQUIPMENT ELIMINATION; 113810 -
= -
Heims for AEOR Reviaiw JSCAPING General Contractor Lucy External Contractor E - COMMENTS
TE Construction
Cl  Closeout No Filters ERATURE CONTROL SYSTEM (BACnet BMS/DDC w/SCH Project Officer Maya SCA PO E - NYC SCA REFERENGES
) Senior Project Officer  Page SCA SPO Staten Island - BACKUP REFERENCES
Partial Transfer T MEMBRANE WATERPROOFING FOR FOUNDATIONS NYC SCA
(h  Getting Started
Special Transfer Chief Project Officer  Gabriel SCA CPO Staten
- Island - NYC SCA
I Substantal Paciige Closeout Reviewer Mesha SC/
neerinT o
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4. Click Accept or Return to PO for each of the Closeout Items starting with CL-XXXX

Cl Closeout

RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roofs, Concrete 2"

%= ProjectFinder

Apps

Q  search

g Tasks
g

Messages
Cl  Closeout

() Getting Started

Closeoutltems  Substantial Completion Certificate  Deficiencies  Punch List
E [ | GENERATECLOSEQUTITEMS NEW
Q  FullTransfer v C T B

% [ A Number CSICode

Commissioning

SEND EDIT VIEW HISTORY

FMsI

GOURL &

CL-0001: 02070 - DSF Receipt of Salvage Items

>

Full Transfer 0001

~ Closeout ltems

0O  ctL-0001 02070 SELECTIVE REMOVALS & DEMOLITION

O  cL-o002 02831 CHAIN LINK FENCES AND GATES

O  ctL-0003 02862 OUTDOOR GAME EQUIPMENT

O  cL-o004 02900 LANDSCAPING

0O  cL-0061 15970 TEMPERATURE CONTROL SYSTEM (BACnet BMS/DDC w/SCH
O  cL-0098 07115 SHEET MEMBRANE WATERPROOFING FOR FOUNDATIONS

Expense Contract

Building
Design Number
LLws

General Contractor

Project Officer

Senior Project Officer

Chief Project Officer

Closeout Reviewer

~ " Default Ttems

O  br-0001 CL-DFLT CL-DEFAULT
0O  or-0002 CL-DFLT CL-DEFAULT
O ' bL-ooos CL-DFLT CL-DEFAULT
O CL-DFLT CL-DEFAULT

DL-0009

16 ltem(s)

You last logged in Tuesday, March 14, 2023 at 10:51 AM Eastern Time (US & Canada)

Boro Reviewer

° PROJECT INFORMATION

000080462 - TE
Construction

RO75
D018819

113809 - FLOOD
ELIMINATION; 113810 -
PARAPETS

Luey External Contractor E -
TE Construction

Maya SCA PO E - NYC SCA

Page SCA SPO Staten Island -

NYC SCA

Gabriel SCA CPO Staten
Island - NYC SCA
Mesha SCA Cleseout
Reviewer - NYC SCA

Sanjit SCA Boro Reviewer -
NYC SCA

Boro Critical Personnel Rose SCA Boro Critical

Personnel - NYC SCA

DEIA 2
| Accept | Return to PO

Substantial/Transfers

Preview [0 &I X

> SECTIONS
PROJECT INFORMATION
DETAILS
cosT
ITEM DATES & WORKF..
LOG DATES & WORKFL..
COMMENTS
REFERENCES

BACKUP REFERENCES

] 4 kahua

5. Once every closeout

E] Tasks

R075 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Mason

oofs, Concrete

E Project Finder

Apps

Q,  search

@ Tasks
@ Messages
Cl  Closeout

() Getting Started

Aaive ¥ | SHARE k24

Q = View: Default ~

FROM ‘SUBJECT

DELEGATE HISTORY

Transfer - Full Transfer

View Source Record >

4

Javier SCA CU Gatekeeper Pending CR Review Full Transfer 0001 for CO00080462 R075 Greenl ¥ PROJECT INFORMATION

1 Item(s)

Project Officer
Senior Project Officer
Chief Project Officer
Vice President

Closeout Reviewer

Boro Reviewer

Maya SCAPOE
Page SCA SPO Staten Island
Gabriel SCA CPO Staten Island

Mesha SCA Closeout Reviewer
-NYC SCA

Sanjit SCA Boro Reviewer - NYC
SCA

Borough Staten Island
v DETAILS

Number 0001

Type Full Transfer

Project Type  Capital Improvement Project

~ DATES & WORKFLOW

Return

Pending CR Review

Task |0 X

> SECTIONS
PROJECT INFORMATION
DETAILS
DATES & WORKFLOW
DEFAULT ITEMS
CLOSEQUT ITEMS
DOCUMENT ITEMS
REVIEWERS
COMMENTS

REFERENCE

* |If one of the closeout items included in the package is not accepted by CR, and CR tries to click
accept button, a warning message will pop up.
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g e

nny Test2
Chief Project Officer ~ Savetri Munes

y Zhou - {
Validation Messages: y Zhou - !
n Island
Please go to the Closeout items and accept all Clossout items
included in this transfer. Y -
0K
Type Partial Transfer

6. Click OK for confirmation to accept the transfer.
DSF Receipt of Salvage ltems in 0026

w Partial Tr-—-5--"nn7 f-- ~nnnnnnar

m(s) Confirmation

Please confirm to continue.

CANCEL oK

P —

Borough Reviewer (BR) Accepts or Returns Full Transfer

1. Go to Tasks and select the Pending BR Review Full Transfer task

RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roofs, Concrete &

&« = acive ¥ | SHARE 4  DELEGATE HISTORY -4
E T Q = View: Default~ Transfer - Full Transfer
FROM SUBJECT View Source Record >
D Aees Mesha SCA Closeout Reviewer  Pending BR Review Full Transfer 0001 for C000080462 R075Gr | ¥ PROJECT INFORMATION
11
Q,  search tien(a) Project Officer Maya SCA PO £
1 Senior Project Officer Page SCA SPO Staten Island
. Chief Project Officer  Gabriel SCA CPO Staten Island
Tasks [
Vice President
Closeout Reviewer Mesha SCA Closeout Reviewer
P e
Boro Reviewer Sanijit SCA Boro Reviewer - NYC
SCA
() Getting Started Borough Staten Island

2. Scroll down to Effective Date section and fill out dates for each item
3. Option 1: Click Accept to confirm the special transfer.
Option 2: Click Return (you will need to provide a reason).

12| Page
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> SECTIONS
PROJECT INFORMATION
DETAILS
DATES & WORKFLOW
DEFAULT ITEMS
CLOSEQUT ITEMS
DOCUMENT ITEMS
REVIEWERS

COMMENTS



RO75 Greenhous

oofs, Concrete

f: Project Finder

Apps
Q  search
2P e

[ g—

() Getting Started

DELEGATE HISTORY h:d

Transfer - Full Transfer Task |0 X
View Source Record >
I A\ Erfective Date is required
[J Number Name Effective Date > SECTIONS
PROJECT INFORMATION
{mif |53 Notice to Proceed * o]
e DETAILS
Bz Notice of Substantial Completion o]
DATES & WORKFLOW
*
2|3 Warranties and Guarantees a DEFAULT ITEMS
[m Certificate of Training , n[ CLOSEQUT ITEMS
i
=] [ Copy of Signed Transfer of As-Builts to AGE CADD Unifl  * o) i e L
¥ REVIEWERS
Ols Notice of Project Transfer o)
COMMENTS
il Copy of Signed Transfer of Documents to Custodian | * o) e
o|s 08&M Manuals % ol
~ REVIEWERS

Return

4. Click OK to confirm the transfer

Confirmation

stion

Please confirm to continue,

Effective Date

CANCEL

13| Page
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CPO Initiates DocuSign
The Special Transfer has been accepted by the BR and The Notice letters are sent to CPO for DocuSign.

1. Go to Tasks and select the Full Transfer task
2. Click Initiate DocuSign to start the eSignature process

— B e ¥ SeliE L] GELOGATE  STORY -

R g Treewder -Full Tansfe ek 0 X

L

] HEHLT

g
e Eang SCA Boro Swvwwe  Parcling OF0 Bevew Pyl Trmaier 001 Sor COOODBME] BO7S G PROJECT IHFORMATION » RECTIONS
O Sewh ‘ Progsry Df can

E e L -

g ol Pt e Gl 505, 270 Bapteny ibirnd ATEE i FeaBpLry 0
Vs
- 'Wioa Praiasod

Chirktindt it g B Clobinst Bapranas
A

Earea Harcwem

D g e [ [rve— [

~ ITALS

Tops

Progest Tasa ©

= DATES & Oyt

3. Click Continue to confirm

E] Tasks SCA Training
“— = awe ¥ SHARE B | DELEGATE HISTORY k=3
= - Transfer - Full Transfer Task 0 X
T:: Project Finder Q= View: Default
FROM SUBJECT View Source Record >
HI Aees

Sanjit SCA Boro Reviewer  Pending CPO Review Full Transfer 0001 for C000080462R075 G PROJECT INFORMATION > SECTIONS

11 PROJECT INFORMATION
omis) Project Officer Maya SCA POE

Senior Project Officer Page SCA SPO Staten Island

Low
X
Tasks \r

Search
DETAILS

B B °

: Cle
Is
Messages
Bo Please confirm the following Decuments to DocuSign.
Notice of Project Transfer vs
Notice of Document Transfer
(D Getting Started Ba
{ 1
v DE | c e | Cancel
Number 0001
Type Full Transfer

Project Type  Capital Improvement Project

v DATES & WORKFLOW

Workflow Status  Pending CPO Review

Initiate DocuSign

You last logged in Tuesday, March 14, 2023 at 10:59 AM Eastem Time (US & Canada) 1.9.38.96 - DEMO ] ¥ kahua
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CPO DocuSigns Notice Letters and Transfers to DSF
1. Go to email account (external) > Select email titled Partial Transfer
2. Click Review Document in email
3. You are redirected to DocuSign. Click here to learn more about DocuSign.

Wait 2-3 min for Kahua to receive the signed DocuSign.

4, Go back to your Task in Kahua and click Transfer to DSF

B] Tasks SCA Train

<« = adive ¥ | SHARE ¥ | DELEGATE HISTORY &

E — Q T View Defautt~ Transfer - Full Transfer Task X
o er

FROM SUBJECT View Source Record >

¥ PROJECT INFORMATION » SECTIONS

Gabriel SCA CPO Staten Isfand  Pending CPO DocuSign Full Transfer 0001 for C000080462 RO7

1 tem(s) PROJECT INFORMATION

Q,  search Project Officer Maya SCA POE
Senior Project Officer  Page SCA SPO Staten Island DETALS
g Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
Tasks
Vice President F——
Closeout Reviewer  Mesha SCA Closeout Reviewer
ﬁ Mioswagsi ~NYC SCA CLOSEOUT IMEMS
Boro Reviewer Sanjit SCA Boro Reviewer - NYC i "
iy DOCUMENT ITEMS
() Getting Started Borough Staten Island REVIEWERS
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