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

1. Go to Project Finder > Select the desired project

£ Project Finder CO00015848-L50005 - RO30 Masonsy

L ALL PROJECTS MY PROJECTS RECENT PROUECTS O

E ‘ ? .1 SCADEVOA » Regdemests > Maslor ¥ TDE » TDX-KES- DELTA MNTR C15635-C1 5848 SELECT
Mamber

Mame

HEH v
HH 4 COOD0TSRAS-LS0001 K154 Windows ) s |
Q) Sewch 4 COODD)SEAS.LED003  KI24 Audsorkam Upgrade ¥ 7

¢ CODDD 5E4E-LE0D04 KIS Water Heater T Fa
@ e

% COODDTSBAE-LEOOOT WETE Pre-K F
ﬁ Rbga 4 COOODTSE4E-LSO006 K730 Maw Buliding .

4 COO001 LRid-LE0003 RO Mascary 9 o e
(1) (eritieg Staried

CO00015848-L50005 - RO30 Masonry

(— Rainit q Bearch
B Project Finder Al Apps Recent
EEE At Adminisiration nl_ Chos 3
Coost Management m Gatiing Staned {
Q,  Search
Dracument Management E’j Submittals
E Tasks It B BNBTE ':a Portiolio M
P oo TC TCR
() Getting Sturted [2) Expenses 5
123 CSiCodes .
I « O See AN Apps

3. Click the Substantial/Transfers tab> Click New
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CO0O0BO462 - RO7S Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roof.. &

P Closecut lems. Substantial Completion Certificate Deficlencies Punch List Commissioning FMSI Substantial Transfers

_ oo <[=] -

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

cl Closeout 000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets,... Joci Joesph
« Closeout Items Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Tr]
BE B < nNew
E Project Finder -
B  Transfers X =
Apps e Nut
0001
Search
Type
Tasks

Special Transfer 1

ﬁ Full Transfer
Messages

Substantial Package

cl Closeout

(') Getting Started

1 tem(s)

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

5. In the Select Closeout Items window, check all closeout items to include in transfer
6. Click Next

Cl Closeout €000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets,.. #° e "ff's‘:;’;:ﬁ"
<« Closeout Items Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Tr:
B B < New
E Project Finder -
S Select Closeout ltems X
Apps ' Nur
0001
Search UBer | BuildingID CSICode  CSICode Name Subjec
CL-0001  RO75 02070 SELECTIVE REMOVALS & DEMOLITION DSF Re
Tasks
CL-0045 R075 12501 CHAIN AND CLUTCH OPERATED WINDOW SHADES Warrar
TEMPERATURE CONTROL SYSTEM (BACnet BMS/DDC w/ -
ﬁ Messages CL-0062  R075 15970 SCHOOL OPERATING CONSOLE) Trainin
CL-0067 RO75 15973 FACILITY MANAGEMENT SYSTEMS INTEGRATION (SOC) Warrar
cl Closeout
CL-0090 RO75 5270 M EMEERATURE LONTROUSYCTEM (BACT L BME/DDC Warrer
(_l) Getting Started
1 Item(s)

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

7. Project Information section: If this is a Mentor project, select the correct Borough
8. Details section: Enter Transfer Description (Required)
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9. Click Save/Close to save a Draft. You have not submitted the transfer at this point.

Cl Closeout

080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roof..  /

E Project Finder

Apps

Search

Tasks

Messages

Expenses

Cl + Closeout

() Getting Started

Closeout Items
B <

Q  Defaut v C

& Number

0001

| Ce [ Certificate Deficienci Punch List
NEW
-4
Type Workflow Status ~ Assigned To References DEBUG
Substantial Package Sent to DSF 2567698

1 ltem(s)

Time (US & Canada)

Commissioning FMSI

v

Transfer - Full Transfer

~ PROJECT INFORMATION
Project Officer Maya SCAPOE

Senior Project Officer

Chief Project Officer

Vice President

Closeout Reviewer
- NYC SCA

Boro Reviewer

Mesha SCA Closeout Reviewer

Sanjit SCA Boro Reviewer - NYC
c

Staten Island

Substantial/Transfers

Edt [@ oI X

> SECTIONS
PROJECT INFORMATION
DETAILS
DATES & WORKFLOW
DEFAULT ITEMS
CLOSEOUT (TEMS
DOCUMENT ITEMS
REVIEWERS

COMMENTS

v DETAILS

Number 0001

Type Full Transfer

Capital Improvement Project

REFERENCE

v DATFS 2 WoRfe]

Save / Close ~

1.9.38.96 - DEMO

(5] {:v kahua

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

b) Make your changes and click Save/Close

Cl Closeout

C000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets,.. /*

e —

E

10. Click Submit

Q

Search

S|
EY s

Cl  closeount

Tasks

() Getting Started

Project Finder

« Closeout items Substantial Completion Certificate Deficiencies Punch List Commissioning
B B < New SEND DELETE HISTORY
Q  Defait v & & Transfer- Panhler
0001 Partial Transfer Active Joel Joesp
Project Officer Joel Joesph
0001 Substantial Package Pending CPO Review  Savetri Mu Senior Project Officer Humberto C

2 tem(s)

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

Chief Project Officer  Savetri Mun:

Closeout Reviewer Danny Zhou

Boro Reviewer Danny Zhou

Borough Staten Islan:
v DETAILS

Number 0001

Type Partial Transf

O-g=n

FMSI Substantial/Tr,

GDURL

Preview |00 3 X

2 SECTIUNS

PROJECT INFORMATION

DETAILS

DATES & WORKFLOW

DEFAULT ITEMS

CLOSEOUT ITEMS

REVIEWERS

COMMENTS

REFERENCE

SPO Reviews Partial Transfer

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

<« :\Igive e SHARE DELEGATE HISTORY
E P Q = View: Default ~ = Transfer - Partial Transfer Task @ X
FROM SUBJECT View Source Record >
‘ s |Joel Joesph  Pending SPO Review Partial Transfer 0001 for C000080462 R{ ~ PROJECT INFORMATION > SECTIONS
1 item(s) PROJECT INFORMATION

Search Project Officer

Senior Project Officer Humberto C DEFSIES

Tasks .
Closeout Reviewer Danny Zhou DEFAULT ITEMS
Boro Reviewer Danny Zhou

CLOSEOUT ITEMS

é Chief Project Officer  Savetri Mun: DATES & WORKFLOW

Messages Borough Staten Islan
REVIEWERS
d) Getting Started v DETAILS COMMENTS
REFERENCE
Number 0001
Type Partial Transt

O-E=AE=N

You last logged in yesterday at 4:58 PM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA @ if§< kahua

3. Click OK to confirm the transfer

E Tasks R075 Greenhouse, Playground, Flood Elim, Parapets, Windows, E...

&« = i%ve ¥ | SHARE
= Transfer - Substantial Package Task
= View: Defauit =
E Project Finder @ € = e -
FROM SUBJECT

Apps v PROJECT INFORMATION

Joel Joesph  Pending SPO Review Substantial Package 0001 for CO0008046:

1 Item(s)

Search Project Officer Joel Joesph

Senior Project Officer Humberto Cor

é Chief Project Officer
=D Staten Island

Confirmation

Messages
Please confirm to continue.

() Getting Started CANCEL

v DATES & WORKFLOW

Workflow Status  Pending SPO Revie'

Assigned To Humberto Cortes -
Sandbox

~ NFFALIT ITFMS

You last logged in today af 1.9.38.85 - DEVSCA
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Borough Reviewer (BR) Accepts or Returns Partial Transfer

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

; ; Erby Keesh:

RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext... i A
| — st
| &« E pctive Vv  SHARE DELEGATE HISTORY

Q= View: Default ~ = Transfer - Partial Transfer Task (@ X
E Project Finder - :
This task was delegated to Erby Keesha. The person is completing
FROM SUBJECT

the action on behalf of Danny Zhou.

Apps

lHumherla Cortes Pending BR Review Partial Transfer 0001 for C00008046 View Source Record >

1 lem(s) ROJECT INFORMATION > SECTIONS

Search

PROJECT INFORMATION

Project Officer

é e Senior Project Officer DETALS
Chief Project Officer ~ Savetri Mun: DATES & WORKFLOW

Messages Closeout Reviewer Danny Zhou DEFAULT ITEMS
Boro Reviewer Danny Zhou
i Borough Staten Islan CLOSEQUTITEMS
[O] Getting Started REVIENERS
v DETAILS COMMENTS
REFERENCE
[P nona
Earsass

You last logged in today at 9:29 AM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA E #i« kahua

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

) . Erby Keesh,
RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext... e
| & = pmive ¥  SHARE DELEGATE HISTORY
Q = View:Defauit~ & Transfer - Partial Transfer Task (@ X

| E Project Finder

This task was delegated to Erby Keesha. The person is completing

FROM SUBJECT the action on behalf of Danny Zhou.

Apps o
il Humberto Cortes  Pending BR Review Partial Transfer 0001 for C00008046 VST SR e

T 1 item(s) ~ CLOSEOUT ITEMS > SECTIONS

PROJECT INFORMATION

Source
g T DETAILS

CL-0001 - RO75 02070 DSF Receipt DATES & WORKFLOW

Messages FAULT ITEMS
CL-0045 - RO75 12501 Warranty

CLOSEQUT ITEMS
(l) Getting Started

REVIEWERS
v REVIEWERS YY)
REFERENCE
A
L e [ mmn B

You last logged in today at 9:29 AM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA E #i« kahua

|

3. Click the All Items menu> Select Partial Transfer to view partial transfer closeout items only
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Cl Closeout RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext.. /' Egﬁ"s':ﬁdﬁf;:a

<« Closeout Items Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Tr§
;=] B GENERATE CLOSEOUT ITEMS NEW SEND EDIT VIEW HISTORY G2 URL
|
E Project Finder - . .
‘ Q [ CL-0001: 02070 - DSF Receipt of Salv... Preview @ 2 X

><

Apps v PROJECT INFORMATION > SECTIONS

£ Manage Views

Items for AEOR Review PROJECT INFORMATION
Q Search Expense Contract C0000804

No Filters ILECTIVE REMOVALS & DEMOLITIOI TE Constr DETAILS
Building RO75

Partial Transfer ) ITEM DATES & WORKF..
@ Tasks D CLUTCH OPERATED WINI Design Number DO017663; 1

Special Transfer [ D020196 LOG DATES & WORKFL..
ﬁ TURE CONTROL SYSTEM (B LLWs 106797 - F

Messages Substantial Package GREENHO!

MPERATURE CONTROL SYSTEM (B E#S;DOF:;I REFERENCES

COMMENTS

test
113811- W

Cl  closeout IMPERATURE CONTROL SYSTEM (B 113812-E BACKUP REFERENCES
MASONRY
CL-0065 15970 TEMPERATURE CONTROL SYSTEM (8 PAVED AR

I " CONCRETI
(U] Getting Started ROOFS; 11

CL-0066 15973 FACILITY MANAGEMENT SYSTEMS IM RESO A PL

s
41 Item(s)

You last logged in today at 9:29 AM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA ﬁj( kahua

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.. /' Erty Keesha
<« Closeout Items Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Tr|
B B GENERATE CLOSEOUT ITEMS NEW SEND EDIT VIEW HISTORY GD URL
|
E Project Finder . - . .
‘ Q, Partial Transfer v C #  CL-0001: 02070 - DSF Receipt of Salv... Preview @ o X
| Apps X O A Number = CSICode  PROJECT INFORMATION » SECTIONS
~ Partial Transfer 0001 PROJECT INFORMATION
Q Search - E Contract 0000804
0O  cL-0001 02070 SELECTIVE REMOVALS & DEMOLITION R DETAILS
Building RO75
ITEM DATES & WORKF...
|§ Tasks O cL0045 12501 CHAIN AND CLUTCH OPERATED WINDOW esign Number DO17663; 1
I D020196 LOG DATES & WORKFL...
O DbL-ool1 CL-DFLT CL-DEFAULT LLWs 106797 -F
§ Messages CRESD) COMMENTS
FLOOD ELI
I TSsT0NE REFERENCES
113811-W
¢l Closeout 113812 -F BACKUP REFERENCES
MASONRY
PAVED ARI
| . CONCRETI
(U] Getting Started ROOFS; 11
RESO A PL
3 ltem(s)

You last logged in today at 9:29 AM Eastern Time (US & Canada) #z" kahua

5. Once every closeout item has been accepted by BR, go back to the task and click Accept to
accept the entire Partial Transfer package.

| v DETAILS COMMENTS
(U] Getting Started

REFERENCE

Return

You last logged in today at 9:29 AM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA E :f;z« kahua
|

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

y Zh
Validation Messages: y Zh

nlisl
Please go to the Closeout items and accept all Closeout items
included in this transfer. A —

0K

6. Click OK for confirmation to accept the transfer.

Confirmation

Please confirm to continue.

CANCEL OK
e R —————

CPO Initiates DocuSign

1. Go to Tasks and select the Pending CPO Review Partial Transfer task
2. Click Initiate DocuSign start the eSignature process

,n l.Ar-l.']lrﬁ'!'
| — = kv SHARE DELEGATE MISTORY
Transfer - Partial Transfer Task m x
W= -
. = Q ¥ Eefan —~
o fp—— W Gousti Becand =
i Appn
e Erty K Pending CPO Review Parmial Tranader 0001 feel, ™ PROJECT INFORMATION » SECTIONS
. FROUECT INFORMATION
q Search Humbeits Cortes Pending OO leview Substantial Pachage 050 St OFfbr
Soninr Projest Offcer eians
Abrn SCA PWMCM OFSWGH  Flease Review and PIN code sign lor CAMP Py
Chopd Project Officer  Sapvate biun DATES & WORKFLOW
Taikia
. v nal BEQNT -Olis-Fad Teaz and PN code sign for CAMP Peopect CO0I Closrout Revieser Dierey P CREFALKT (TERKS
Boan Revieasl Doy Thoas
4 Remi) CLOSEOLIT ITEMS
ﬁ. Elgunages Boiough EAatery |nbars . -
e
i_'j Qwiting Slarted w DETAILS CONMMENTS
EEFEREMCE

3. Click Continue to confirm
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CPO DocuSigns Notice Letters and Transfer to DSF
The Notice letters are DocuSigned by CPO. Then, the Partial Transfer is sent 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

q » Savetri Muneshwar
C000080462 - RO75 Greenhouse, Playground, Flood Elim,.. /' S0A Sandbox
& = Asve ¥  SHARE DELEGATE HISTORY
o B, = vimw g = Transfer - Partial Transfer Task |0 X
E Project Finder
FROM SUBJECT View Source Record >
Y
S
- il Savetri Muneshwar Pending CPO DocuSign Partial Transfer 0001 ~ PROJECT INFORMATION > SECTIONS
PROJECT INFORMATION
Q Search Humberto Cortes Pending CPO Review Substantial Package 00C Project Officer
Senior Project Officer WaE
Alex SCA PM-CM-OPS-MGR  Please Review and PIN code sign for CAMP P,
§ Chief Project Officer ~ Savetri Mun DATES & WORKFLOW
Tasks . . .
External REQMT-CM4-PM Test and PIN code sign for CAMP Project CO0 Closeout Reviewer Danny Zhou DEFAULT ITEMS
) Boro Reviewer Danny Zhou
4 Item(s CLOSEOUT ITEMS
@ Messages Borough Staten Islan
REVIEWERS
() Getting Started v DETAILS COMMENTS
REFERENCE

Number

Type

Transfer to DSF

You last logged in yesterday at 5:33 PM Eastern Time (US & Canada) 1.9.38.85 - DEVSCA E #‘;ﬁ kahua

5. Click Ok to confirm

E] Tasks RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roofs, Concrete ~ #° e i?"“':jﬁ““"‘“’
&« = howe Vv | SHARE
= - - Transfer - Substantial Package Task
%o Project Finder @ T UErEEE b
FROM SUBJECT
e Apps Savetri Muneshwar Pending CPO DocuSign Substantial Package 0001 for C000080462 RO7! RGBT IECIINENATIDN

Search Alex SCA PM-CM-OPSMGR  Please Review and PIN code sign for CAMP Project JS0001 Q192 Code Project Officer Joel Joesph
Senior Project Officer

External REQMT-CM4-PM Test and PIN code sign for CAMP Project C000014937-J50002 JOC Ser

Chief Project Officer  Savetri Muneshwar

@ Tasks 3 Item(s) Borough Staten Island

Messages
3| confirmation

() Getting Started Please confirm to continue.
| Package

CANCEL oK

v DATES & WORKFLOW
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https://dnnhh5cc1.blob.core.windows.net/portals/0/IT/Training/CAMP/Frequently%20Asked%20Questions%20-%20CAMP%20Training%20Guide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=3G8A4H%2B0aH2sq3V6x%2FeYterplm3C0d4VuKl%2BWOgP00E%3D

BR Marks Partial Transfer approved by DSF

8. Go to Project Finder > Navigate to the desired project

E Project Finder C000080462 - R075 Greenhouse, Playground, Flood Elim, Parapets, .. Joel Joseoh
e ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
| S A& SCAUAT > HardBid > Statenisland > District 315 SELECT
‘ E Project Finder
| Number Name
Apps
< 0026 Danny Test i d Vi
Search > 0028 Danny Test2 p b~ 4 rd
| —)l [ RO75 h Playg d, Flood Elim, pets, Wind Ext Mas... ’T h*4 Va
Tasks

9. Go to Apps> All Apps> Closeout

: Erby Keesh:
C000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets,... S
&~ Recent Q pearch
E Project Finder All Apps Recet
Administration (') Getting Started
Apps
Cost Management Cl Closeout >
Search
Document Management Punch Lists
Tasks LOG DevLogs

3. Select the Substantial/Transfer tab > Select the Partial Transfers package

cl Closeout C000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets,..  /° Erty Keesha
‘ ¢« Closeout ltems Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/T|
‘ BB < ’
E Project Finder Q. Defautt ~ c ﬁ
Apps ' Number Type Workflow Status Assigned To References
0001 Substantial Package Pending CPO Review Savetri Muneshwar - SCA Sandbox
Search
0001 Partial Transfer Sent to DSF
E Tasks

4. Click DSF Approved

v DETAILS COMMENTS
() Getting Started o
Number 0001
Type Special Transfer

~ DATES & WORKFLOW
Workflow Status  Sent to DSF

Assigned To

1

DSF Approved l
2 ltemis)

sgged in Tuesday, March 14, ater ¢ 19.38.96 - DEMO ®B
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