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

Closeout items have been generated. No Full Transfer was created. All Partial Transfers completed.

1. Go to Project Finder > Select the desired project

'-F-_r Project Finder COD0015848-LS0005 - FO30 Masoney Fa
« ALL PROJECTS MY PROJECTS RECENT PROJECTS Q,,
E Prajec Finsar A SCADEVOA  FHegeiemess » Mestor 3 TDE 3 TDN - MES - DELTA MNTR C15635-C15848 BELECT
Bambar Mama

R
o 4+ CODDOVERAS-LS0O0T K154 Windows O |
CP,. Search +  CO000TBRAR-LS0003  KIH4 Audnoriem Upgrade & #

< CODDDY SE4E-L50004 KI¥S Waltsr Hester o i
B e .

b COOODOTSEAE-LEOOOT  WETE Pre-il #
ﬁ Mlervagen 5 CO0007SBAE-LS0008 KTDD Mew Bulldng & F

4 COODOTSEAN-LS000S RO Masenry 9 &
(1) Gebtiag Staried

COO0015848-LS0005 - RO30 Masenry

L3 Recent Q, Beard

All Apps I Recent

Administration Gl Closeoun > |

Cost Managemen {l] Gartiing Siaried I
Q\ Dise Lot WARAGEMERT m Submittals
B v Indew Managemens LG Portiolic Manager [
ﬁ Mlenages TC TCR )
() Geting Staried @ - 5

121 51 Codes

3. Click the Substantial/Transfers tab> Click New

Closecut items Substantial Completion Centificate Deficlencies Punch List

) @2 <[ e =
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4. Select Special Transfer then click Next at the bottom of the window.

Cl Closeout 080462 - RO75 Greenhouse, Playg Parapets, Windows, Ext Masonry, Roof.
« Closeout ltems Substantial Completion Certificate Deficiencies Punch List Commissioning FMSI Substantial/Transfers
E B < NeEW

?: Project Finder

* T ©

B Apps ¥ Nut

0001 sca_Tr.

Search ]
earc
;| Special Transfer

Partial Transfer 1 r the closeout log was approved (3/14/2023).

Special Transfer
@ Messages Full Transfer

Tasks
Substantial Package

Expenses

Cl  Closeout

() Getting Started

1 item(s)

You last logged in Tuesday, March 14, 2023 at 10:13 AM Eastern Time (US & Canada) 1.9.38.96 - DEMO .{Eﬂ kahua

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

Cl Closeout C000080462 - RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roof.. & : ,'f{"'“ SCAROE
o Closeout Items ial C ion Certificate Deficienci Punch List Commissioning FMSI Substantial/Transfers «
B B < Nw =4
Project Finder
T: Q  pefalt v ' Transfer - Full Transfer et @ 3 X
Apps 4 Number Type Workflow Status =~ Assigned To  References DEBUG ~ PROJECT INFORMATION 5 SECTIONS
0001 Substantial Package ~ Sent to DSF 2567698 PROJECT INFORMATION
Search = Project Officer Maya SCAPOE
Senior Project Officer DETAILS
Chief Project Officer DATES & WORKFLOW
Tasks I I
Vice President AR——
Closeout Reviewer Mesha SCA Closeout Reviewer
-NYC SCA CLOSEOUT ITEMS
Messages i
Boro Reviewer S!a\nj\l ‘SCA Boro Reviewer - NYC DOCUMENT ITEMS
Expenses REVIEWERS
Staten Islan
..... e o A e A COMMENTS
Cl « Closeout REFERENCE
~ DETAILS

() Getting Started

Number 0001
Type Full Transfer

Capital Improvement Project

v DATFS & WOR]

Save / Close
1 Item(s)

rn Time (US & Canada) 96 - DEMO

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

Certificate

Closeout Items

B R <

Project Finder
T: Q  pefa v C
Apps  Humber Type Workflow Status
0001 Special Transfer Active
Q.  search
0001 Substantial Package  Sentto DSF
2P e

8. Click Submit

Cl  Closeout

() Getting Started

2 Item(s)

You last logged in 14,2023 at

6|Page

Punch List C FMSI Substantial/Transfers
SENI ELETE HISTORY GOURL B
# [  Transfer - Special Transfer

~ PROJECT INFORMATION

Maya SCA PO E - NYC SC

Maya SCAPO E

Page SCA SPO Staten Island

Gabriel SCA CPO Staten Island

Mesha SCA Closeout Reviewer
NYC SCA

Project Officer
Senior Project Officer
Chief Projact Officer

Closeout Reviewer

~ DETAILS
Number 0001
Type Full Transfer

Project Type  Capital Improvement Project

~ DATES & WORKFLOW

Workflow Status  Active

Preview (@ I3 X

» SECTIONS

PROJECT INFORMATION

DETAILS

DATES & WORKFLOW

DEFAULT ITEMS

REFERENGE

4%,
i

kahua



SPO Accepts or Returns Special Transfer

1. Go to Tasks and select the Pending SPO Review Special Transfer task

Option 1: Click Accept to confirm the special transfer.

Option 2: Click Return to send it back to the PO (you will need to provide a reason).

T80010 - Q145 TRAINING PROJEC

0 - School Renovation

v

Maya SCA PO E
Page SCA SPO Staten Island
Gabriel SCA CPO Staten Island

Mesha SCA Closeout Reviewer
-NYC SCA

Sanjit SCA Boro Reviewer - NYC

Staten Island

&« = amwe ¥  SHARE ¥ | DELEGATE HISTORY
— o Transfer - Special Transfer
?:: Project Finder Q = View: Default B
FROM SUBJECT View Source Record >
S
s
Arp MayaSCAPOE Pending SPO Review Special Transfer 0001 for C0000B0462 RO7S Greenhousa® ¥ PROJECT INFORMATION
Q,  search Lhenileh Project Officer
Senior Project Officer
[g Chief Project Officer
UL Closeout Reviewer
g Messages Boro Reviewer
Borough
() Getting Started
~ DETAILS

Number 0001
Type

Vv DATES & WORKFLOW

Workflow Status
Assigned To

LN 3
Accept ]

You last logged in Tuesday, March 14, 2023 at 10:40 AM Eastern Time (US & Canada)

Return

Special Transfer

Pending SPO Review
Page SCA SPO Staten Island - NYC

1.9.38.96 - DEMO

Task

@ x

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

REFERENGE

2 £ kahua

2. Click OK to confirm the transfer

T80010 - Q145 TRAINING PROJECT #10 - School Renovation  #°

@ Page SCA SPO Staten Island

Maya SCA PO E

Page SCA SPO Staten Island
Gabriel SCA CPO Staten Island
Mesha SCA Closeout Reviewer
- NYC SCA

Sanijit SCA Boro Reviewer - NYC

Staten Island

&« = paive ¥ | SHARE ) g
— Transfer - Special Transfer
= Vi Default
E Project Finder Q= sl
FROM SUBJECT
s
App Maya SCAPOE  Pending SPO Review Special Transfer 0001 for CO00D80462 R075 Greenhouse ¥ PROJECT INFORMATION
Q,  search Venie) Project Officer
Senior Project Officer
g Chief Project Officer
Tasks Closeout Reviewer
@ Messages Confirmation B
Please confirm to continue
() Getting Started
CANCEL oK
-
Number 0001
Type  Special Transfer

v DATES & WORKFLOW

Workflow Status
Assigned To

Pending SPO Review
Page SCA SPO Staten Island - NYC

Task
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CPO Accepts or Returns Special Transfer

1. Go to Tasks and select the Pending CPO Review Special Transfer task
Option 1: Click Accept to confirm the special transfer.
Option 2: Click Return to send it back to the PO (you will need to provide a reason).

<« Acive ¥ SHARE 1 | DELEGATE HISTORY &
— - Transfer - Special Transfer Task @ X
?:: Project Finder Q T View: Default
FROM SUBJECT View Source Record >
S

s [Page SCASPO Statenisland  Pending CPO Review Special Transfer 0001 for 000080462 R0 | PROJECT INFORMATION » SECTIONS
PROJECT INFORMATION

Q,  search 5 Rermiay Project Officer Maya SCA PO E

Senior Project Officer  Page SCA SPO Staten Island REIALE

1
Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
Tasks
Closeout Reviewer Mesha SCA Closeout Reviewer DEFAULT ITEMS

- NYC SCA
ﬁ M Boro Reviewer Sanjit SCA Boro Reviewer - NYC CLOSEOUT ITEMS
essages
Borough Staten Island DOCUMENTITENE
() Getting Started REVIEWERS
v DETAILS COMMENTS

REFERENCE
Number 0001
Type  Special Transfer

v DATES & WORKFLOW

Workflow Status  Pending CPO Review
Assigned To, Gabriel SCA CPO Staten Island - NYC

—
Accept

Return

2. Click OK to confirm the transfer

B] Tasks SCA Training

&« = paive ¥ | SHARE k-4

= . Transfer - Full Transfer Task
T':. —— Q = View: Default

FROM SUBJECT

Apps
PP Page SCA SPO Staten Island  Pending CPO Review Full Transfer 0001 for C000080462 R075 G~ ¥ PROJECT INFORMATION

Tiiten(e) Project Officer Maya SCA PO E

Senior Project Officer Page SCA SPO Staten Island

Search

Tasks Island

Mesha SCA Closeout

Messages Confirmation Reviewer - NYC SCA

g Chief Project Officer ~ Gabriel SCA CPO Staten

Sanjit SCA Boro Reviewer -
B NYCscA

() Getting Started
CANCEL Staten Island

Iy —
v DETAILS

Please confirm to continue.

Number 0001
Type Full Transfer

Project Type  Capital Improvement Project

v DATES & WORKFLOW

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

1. Go to Tasks and select the Closeout Review task
2. Under Project Information, select a CR from the drop down menu
3. Click Assign

SCA Trainin

“— = hawe ¥ | SHARE H | DELEGATE HISTORY

= View: = . Transfer - Special Transfer Task @ X
?: Project Finder Q = View: Default
View Source Record >

SUBIECT

abriel SCA CPO Staten Island  Pending CU Gatekeeper Review Special Transfer 0001 for C000!

Apps ~ PROJECT INFORMATION > SECTIONS

PROJECT INFORMATION

Q  search > Project Officer Maya SCAPOE
1 Senior Project Officer  Page SCA SPO Staten Island

Chiaf Droiac 066 absislschcoo lalaodl
g Tasks

Mesha SCA Closeout Reviewer

DETAILS

DATES & WORKFLOW

DEFAULT ITEMS

CLOSEOUT ITEMS
@ Messages Boro Reviewer Sanjit SCA Boro Reviewer - NYC
SCA DOCUMENT ITEMS

O 1eing st Borough Staten Island R—

COMMENTS

~ DETAILS
REFERENCE
Number 0001

Type  Special Transfer

v DATES & WORKFLOW

Workflow Status Pending CU Gatekeeper Review

Assigned To Javier SCA CU Gatekeeper - NYC

SCA Training

<~ = acwe V| SHARE k4

= : 5 Transfer - Special Transfer Task
E Project Finder Q = View: Default B

< FROM SUBJECT

Gabriel SCA CPO Staten Island Pending CU Gatekeeper Review Special Transfer 0001 for cogoy ¥ PROJECT INFORMATION

Search Tk Project Officer Maya SCA PO E
Senior Project Officer  Page SGA SPO Staten sland

Tasks

@ Chief Project Officer  Gabriel SCA CPO Staten Island

Messages Confirmation Sanjit SCA Boro Reviewer - NYC

Please confirm to continue.

()  Getting Started
CANCEL m

Number 0001

1 ptaten Island

Type  Special Transfer

~ DATES & WORKFLOW

Workflow Status  Pending CU Gatekeeper Review
Assigned To Javier SCA CU Gatekeeper - NYC
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CR Accepts or Returns Special Transfer

1. Go to Tasks and select the Special Transfer task

RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Maso... A Clossout Rewlesser
&« S pave ¥ | SHARE 4 | DELEGATE HISTORY 8
= . - Transfer - Special Transfer Task [@ X
E ProjectFinder Q= View: Default
— P— View Source Record »
s
o I Javier SCA CU Gatekeeper Pending CR Review Special Transfer 0001 for CO00080462 RO75 G i  PROJECT INFORMATION > SECTIONS
P PROJECT INFORMATION
Q,  search Tiitem{a) Project Officer Maya SCA PO E
Senior Project Officer  Page SCA SPO Staten Island =2l
g Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
ks Closeout Reviewer  Mesha SCA Closeout Reviewer era
I -NYCSCA :
§ Mt Boro Reviewer Sanjit SCA Boro Reviewer - NYC CLOSEQUT ITEMS
SCA

2. Closeout Items section: Click any of the blue links to open the Closeout App

RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Maso.. 2 e Meaha SCA Closeaut Reviewer

&« = active Y | SHARE H | DELEGATE HISTORY k4
= . o Transfer - Special Transfer Task [0 x

f:: Project Finder A= b

FROM SUBJECT View Source Record >
B apes ) : ‘ )

Javier SCA CU Gatekeeper Pending CR Review Special Transfer 0001 for CO00080462 RO75 G + o OSEOUT ITEMS > SECTIONS
Q — : ) 1 Item(s) PROJECT INFORMATION

[} DETAILS
g Source DATES & WORKFLOW
Tasks
(] I CL-0001 - RO75 02070 DSF Receipt of Salvage I F Gl Lz

@ Messages CLOSEOUT ITEMS

[ | cL-0002- RO75 02831 Attic stock transmittal
DOCUMENT ITEMS

A Q003 -

el Clossout (3 cL-0003- RO75 02862 Warranty T
[ | cL-0004-RO7502900 0 & M Manual COMMENTS

| .

Q  Geuting Starad REFERENCE

- [ | CL0061- RO75 15970 Special Warranty

- Claaass Rama Susmtaras Comrplinen Cartdesrs Dafurane ua Poras | ai [ ] [EFL] fbamirn sl Traradsry
B B Gl CLOSCOUT ITTMS  FOW HNMD DT WIIW EETORY - T0 T -
Progecd Fesder --
E Q o B CL-0000 00 - 05 Recuipl of Salvigs Nema [e— I X
AT e = - w PERILIDCT IO THN
3 0 Msruge Views v SHCTIONS
KT e AT
L& - AN 1 e TERRtALs - T
Chomancan wma ELECT I BE0MIL S & HEMALITHOM | Coralrares L
| Bl u
g n— Cirlatinll Naiii YA PR TLMCES AT GATES | [ ———
I b | [T i .
BTTHNE GAAS I DLEFRATRIT
é s gl Toawniler ! e =
ADSCAPT .
ey e Aol B | Lipeare il i -
€ Cheea e R el || —— e
i Prcgisn (Moss Fagr LA SO0 Wik Lkt BRImL R
i T AR WA T RPROCH P 10 PEL s Tt P
[ s —

Ehesd Proges Détras Sabried B2A D91 e
ekl - N B,

[ e Varibu

= L OEFRLLT kil
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4. Accept or Return to PO EACH of the closeouts items starting with CL-XXXX

Cl Closeout

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

7

Project Finder

Apps

Search

Tasks

Messages

Closeout

Getting Started

Commissioning FMsI

SEND EDIT VIEW HISTORY

GOURL &

CL-0001: 02070 - DSF Receipt of Salvage Items

Closeout ltems  Substantial Completion Certificate  Deficiencies  Punch List
B [  GENERATECLOSEOUT ITEMS NEW

Q. FullTransfer v ' B
% [ A Number CSICode

~ Full Transfer 0001 b

~ 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)

E%EP

&

Boro Reviewer

Boro Critical Personnel

0 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

Rose SCA Boro Critical
Personnel - NYC SCA

DEIA 2
| Accept | Return to PO

B e v EHARE L
G, W v Delui =
i AT

bt S ) Dgbibinifo Praubiing T Pt Tguiniaad Togavibes 001 ow COMEaan 5 RO E G

1 ey

Gatl megTORY |

B Trarvabfes  Sgeial Tramsfel

Vi Tram B+

~ PROUECT B OERAATION
Prajet Epbar
Carmter P

Chasl Prsect Dlce
Chirpanrc® Fioei =it

B Bt o gt

LR—— tEain
w DETALE

Muibe

T ol "l

myrifoa tha,s
Banigrad Ta

o B wraess - WAV

Substantial/Transfers

Preview |_m

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

BACKUP REFERENCES

] 4 kahua

Tk [ =

» SECTONS

NOTE: 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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yi

Validation Messages: y
n
Please go to the Closeout items and accept all Closeout items
included in this transfer. NS =
0K

mﬂl‘m.'l

6. Click OK to confirm the transfer.

—— - N L ARAANON A
A Tr

Confirmation

Please confirm to continue.

CANCEL OK

oy ——

VP Accepts or Returns Special Transfer

1. Go to Tasks and select the Special Transfer task
Option 1: Click Accept to confirm the special transfer.
Option 2: Click Return (you will need to provide a reason).

T80001 - X096 TRAINING PROJECT #1- School Renovation &' ; Enbomve
i = pctive ¥ | SHARE H | DELEGATE HISTORY h:d
= Transfer - Special Transfer
E P Q= View Default ~ B P
View Source Record >
SURIEET,
HH s
N Mesha SCA Closeout Reviewer Pending VP Review Special Transfer 0001 for C000080462 Ro7 | ¥ PROJECT INFORMATION
Q,  search Jordan External Contractor A TCR Cl00020 VP Approval Task on TB0001 X096 TRAINING PR Project Officer Maya SCA PO E
e Senior Project Officer  Page SCA SPO Staten Island
% SCAPM-CM-OPS-MGR  Neatice of Direction CI00D0T Test for 0002 Darson Test

g ) Chief Project Officer  Gabriel SCA CPO Staten Island

LD 3 ltem(s) Closeout Reviewer  Mesha SCA Closeout Reviewer

-NYC SCA
ﬁ Messages Boro Reviewer Sanjit SCA Boro Reviewer - NYC
Borough Staten Island
() Getting Started
v DETAILS

Number 0001
Type  Special Transfer

~ DATES & WORKFLOW

Workflow Status  Pending VP Review
Assigned To Ryan SCA PM-CM VP - NYC SCA

I Accept Return

You last logged in Wednesday, January 11, 2023 at 3:17 PM Eastem Time (US & Canada) 1.9.38.96 - DEMO

Task @ X

» SECTIONS

PROJECT INFORMATION

DETAILS

DATES & WORKFLOW

DEFAULT ITEMS

CLOSEQUT ITEMS

DOCUMENT ITEMS.

REVIEWERS

COMMENTS

REFERENCE

o] ¥ kahua

2. Click OK for confirmation to accept the transfer.
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BR (Borough Reviewer) Accepts or Returns Special Transfer

1. Go to Tasks and select the Special Transfer task

= B e ¥ SHARL # ounaw esvosy @

e Trmsated - Sge il Trmaled sk =

| FR— O W Ve e B o
ey £ i W
3
H - I R e— e "V [ i
[+ r— ¥ ey RIA e YN 1 D T
B Progesd B Pyge 658 W05 Mg il wila
ﬂ vl Pagpinrd g Lol S04 L5 Dpam by haasd ATFE i il ] Lo
Yl L] Wit 05 E epmrnd B L
= ST

& [— R ——

2. 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)

RO75 Greenhouse, Playground, Flood Elim, Parapets, Windows, Ext Masonry, Roof. Va e f?""' AU A

DELEGATE HISTORY H

w
< Transfer - Special Transfer Task X
E Project Finder R 3
View Source Record >
oy
HH s
HD hee > SECTIONS
O s  DOGUMENT ITEMS PROJECT INFORMATION
DETAILS
g [0 Number Name Effective Date DATES & WORKFLOW
Tasks
o Notice to Proceed * ) Eeiasle
CLOSEQUT ITEMS
M
@ RnEReN ol 2 Notice of Substantial Completion 5 o)
DOCUMENT ITEMS
*
cl Clos: a s ‘Warranties and Guarantees (o] REVIEWERS
o 4 Certificate of Training * o) COMMENTS
(D Getting Started
0|5 Copy of Signed Transfer of As-Buills to ASE CADD Unft  * o] FEEERENCE
Ols Notice of Project Transfer % o]
a7 Copy of Signed Transfer of Documents to Custodian * (]
O s 0 & MManuals L )
v REVIEWERS
2
Accept | Return

d in Tuesday, March 14, 2023 at 12:17 PM Eastern Time (US & Canada) 1.9.38.96- DEMO 2] ¥ kahua

4. Click OK to confirm the transfer

Effective Date

. Confirmation
Please confirm to continue
1
I
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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 Special Transfer task
2. Click Initiate DocuSign to start the eSignature process

- B e v AR &  GILEGATT seToRY | B
T: , § O T v Seaa = B Traetier - Speciad Tranater Tusi ﬂ E
FATa e N Weiw Sasrew Baveid -
21 i
i Bavgn B0, oay Deysar Barcirag D0 Bawwa Sl Tranater 00011 b CODDBOELT 00 PROECT MIORMATION » BECTIONS
T P BT O P
Propein (P low Marva SCA PO
st Pt (s Plage A P Slare e
it ) (e 547 LWL D
Crrstngr Bt
[
Ll bars byl .
g Staried
w DETARLS e
"
LT e
Taps  Egmiial Tramafee

o BT & VT | DA

Wiy kA Sl DR Bbaea

Amvigrmd 1 & A ST Bl el - Y

it Docalagn

3. Click Continue to confirm

SCA Training e Gabriel SCA CPO Staten Island
&« = adtive ¥ | SHARE k=4 DELEGATE HISTORY -1
= i = Transfer - Special Transfer Tesk [@ X
E Project Finder Q = View: Default B
FROM SUBJECT View Source Record >
i Aees Sanjit SCA Boro Reviewer Pending CPO Review Special Transfer 0001 for 000080462 R0 PROJECT INFORMATION > SECTIONS

PROJECT INFORMATION
1 It
am(s) Project Officer Maya SCA PO E

Senior Project Officer Page SCA SPO Staten Island

Search
DETALLS

Tasks

B B »
I

Messages
Please confirm the following Documents to DocuSign.
Bo Notice of Special Transfer ps
Notice of Document Transfer

v DE
Nu

—

() Getting Started

Type Special Transfer

v DATES & WORKFLOW

Workflow Status  Pending CPO Review
Assigned To Gabriel SCA CPO Staten Island - NYC

Initiate DocuSign

You last logged in Tuesday, March 14, 2023 at 10:50 AM Eastern Time (US & Canada) 1.9.38.96 - DEMO (=]
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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

o = adive ¥ SHARE ¥ | DELEGATE HISTORY

S x . Transfer - Full Transfer Task X
%= Project Finder Q= View: Defeult -

View Source Record »

FROM SUBJECT
Aepe Gabriel SCA CPO Staten Isfand  Pending CPO DocuSign Full Transfer 0001 for C000080462 ko7~ ~ PROJECT INFORMATION > SECTIONS
= PROJECT INFORMATION
Q,  search ois) Project Officer Maya SCA PO E
Senior Project Officer  Page SCA SPO Staten Island DETALS
g Chief Project Officer  Gabriel SCA CPO Staten Island DATES & WORKFLOW
Tasks
Vios Pesaben DEFAULT (TEMS
Closeout Reviewer  Mesha SCA Closeout Reviewer
@ Messages - NYC SCA CLOSEOUT ITEMS
Boro Reviewer Sanjit SCA Boro Reviewer - NYC PR
() Getting Started Borough StatenIsland REVIEWERS
COMMENTS
v DETAILS REFERENCE
Number o001
Type Full Transfer

Project Type  Capital Improvement Project

v DATES & WORKFLOW

Workflow Status g#eding CPO DocuSign
Transfer to DSF

€ S aawe v SHARE =4

Q T View: Default = Transfer - Full Transfer Task

‘ ?: Project Finder

Apps

FROM SUBJECT
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