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About

Meetings App allows users to set up, capture meeting information, and distribute minutes.

Process Overview

o (Create meeting with attendees and agenda

Attach Agenda and Sign in Portable View for Outlook Meeting Invite (outside CAMP)

Meeting notes, items, attendance, and completion dates are recorded

Meeting Minutes are distributed to attendees who can add comments

o Meeting Minutes are updated accordingly to the comments and can be distributed again

e After a certain amount of business days, no more comments can come in and meeting is finalized

Notes
e Create Pre-Construction, Job Progress, Coordination, and Bulletin Meetings
o Pre-construction is a singular meeting

o Job Progress, Coordination, Bulletin can be meeting series. For Job Progress, topics 1 to 11 need to be
updated in meeting minutes.

e Items in a meeting series, may be copied into the next meeting in the series

e Able to view 3 portable views: Meeting Agenda, Meeting Sign in Sheet, and Meeting Minutes

e Distribute minutes to attendees, distribution list, or non-CAMP users with the ability to add attachments
o After the meeting is finalized, meeting minutes can always be distributed again if needed
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Step-by-Step Instructions

Pre-Construction Meeting

Create Meeting

Role Preceding Steps Outcome
CM Eirm > None Pre-Construction meeting is
created.

Steps
1. Goto'Apps' > Select 'Meetings'

€000015849-MC0001 - X094 COVID Ventilation  # e e
&« Q fearct Visit the kStore to explore more than 50 project management apps that work the way you want them to work.  Visit the kStore [}
?:: Recent Cost Management Index Management
Project Finder
Meetings 22 Budget [ cslCodes
E:= Apps. "No  Notice of Dire& 2 Expenses Document Types
T¢ TCR A\ Issues @ Locations
Q,  search
A\ Issues & Work Breakdown otmer
E - # Portfolio Manager o &2 Community
asks
Administration Bu  Bulletin Contacts
@ Messages [# Company Profiles ci  Change in Conditions File Manager &
3 Configuration B Dpaily Reports Getting Started
8% Meetings
B Devlogs i IFA £ Groups
d) Getting Started @ Domain Settings Meetings LW
38 Installed Apps Ne  NCR &) Media Manager
E Licenses Ne Notice of Direction & Portfolio Manager
E] Project Tasks @ Punch Lists PM  Pre-Construction Meeting ltems
@ Recycle Bin (D RFls 42} Project Directory
() Share Manager B> submittals Pr  Properties
| Users Tc TCR B Report Manager

+2)  AddPerson

You last logged in Friday, November 19, 2021 at 9:34 AM Eastern Time (US & Canada) 1.9.28.94 - DEVWEEKLY =] 4 kahua

2. Select 'New Pre-Construction' > Enter details section. Required Fields: Subject, Type, Location, Meeting Date,
and Start and End Time > Upload References > Select 'Save/Close'
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C000015851-MC1002 - Negative Amendment Test Subproject

dernal REQMT-CM1
1

‘i’: Project Finder

Q,  search
B  vosks
g Messages
%8 Meetings

() Getting Started

Q. Meetings v O

[0  ~ Meeting Date  Start Time Type

m] 12/24/2021 5:00 AM  Pre-Construction
m] 12/24/2021 8:00 AM Job Progress
m] 1272272021 8:00 AM Job Progress

3 ltem(s)

You last logged In today at 10:14 AM Eastem Time (US

=] a NEW [NEW PRE-CONSTRUCTI

L.
Subject
Project Requirements and
Job Progress Meeting Tw

Job Progress Meeting One

GO URL

Project Requirements and Expectations

Bt @ X

Details Attendees Meeting ltems Action Items > SECTIONS
1. Details
Meeting Number 00001
DETAILS
Project Requirements and Expectations REFERENCES
Type Pre-Construction COMMENTS
2. Attendees
At the site entrance
ATTENDEES
' § OTHER ATTENDEES
12/24/2021 o]
3. Meeting Items
RUDDARE ® 4. Action ltems
11:00 AM ®

Prepared By External REQMT-CM1 - SCA CM Firm 1

Last Meeting Yes
Status Distributed
~ REFERENCES
B = n KAHUA DOC
Save / Close

OB

1.9.29.58 - DEVWEEKLY

Update Meetin

Role

Preceding Steps

Outcome

CM Firm

There is an existing Pre-
Construction Meeting record.

Meeting is updated

Steps

1. Select Meeting requiring updates > Select 'Edit'

C000015851-MC1002 - Negative Amendment Test Subproject  /#

E Project Finder

Apps

Search

Tasks

Messages

Meetings

() Getting Started

« | BB

Q  Meetings v O

NEW NEW PRE-CONSTRUCTION

&  Project Requifements and Expectations

EDITL VIEW v

HISTORY G URL

Preview @ 02 X

[0 < MeetingDate StartTime Type Subject Meeting Number  Last M Meeting Items Action Items » SECTIONS
1. Detalls
(m] 12/24/2021  500AM Pre-Construction Project Requirements and Expectations 00001 Yes Detalls Anendees
DETAILS
(m] 12/24/2021 8:00 AM Job Progress Job Progress Meeting Two 00002 Yes v DETAILS
REFERENCES
m] 12/22/2021  B:00AM JobProgress  Job Progress Meeting One 00001 No Meeting Number 00001 COMMENTS
Subject Project Requirements and T
Expectations
Type Pre-Construction ATTENDEES
Location At the site entrance

3 hem(s)

Meeting Date
Start Time
End Time
Prepared By
Last Meeting

Status

v REFERENCES

[ TYPE

OTHER ATTENDEES
12/24/2021

5:00 AM

600 AM

External REQMT-CM1 - SCA CM Firm 1

2. Meeting Items

4. Action Items

Yes

Distributed

DESCRIPTION  CONTF

v Supporting Document

inalize

¥ kahua

2. Update attendees and meeting items in the appropriate tab and use pop out icons > Select Attendees > Add
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Other Attendees > Select 'Save/Close'
Note: The Meeting Items Agenda is already prepopulated for Pre-Construction

Meetings C000015851-MC1002 - Negative Amendment Test Subproject &
&« B [ NEW NEWPRE-CONSTRUCTION GDURL
Project Requirements and Expectations Edit @ I3 X
%= ProjectFinder EL = &
[0 ¥ MeetingDate Start Time Type Subject Details Mlende:n Meeting ltems Action ltems. » SECTIONS
B Aees 1. Details
(m] 12/24/2021  5:00AM Pre-Construction Project Requirements and
DETAILS
Q Search (m] 12/24/2021 8:00 AM  Job Progress Job Progress Meeting Tw«
REFERENCES
§ Insert _1 ftem(s)  Add Multiple
m] 12/22/2021  B:00 AM Job Progress  Job Progress Meeting One COMMENTS
E Tasks ] e Optional?  Attendance
2. Attendees
O * Calvinkwong-CkwongCo @ ~ [] Absent I
Messages
00 * Justindiang - JustinCo @ ~- 0O Prassmt OTHER ATTENDEES
53
%8 Meetings O * DaonyZhou-Siller @ - O [ 3. Meeting ltems

4, Action ltems

() Getting Started
~ OTHER ATTENDEES

Insert_1 irem(s)

0O e Attendance Company Phone Mobile Email

[0 John Smith ~ Very Good Construction iehnamith@vge.cor

[0 Jane Doe ~ The Best Construction ianedoe@tbeo.com
Save/ Close

3 Item(s)

You last logged in today at 10:14 AM Eastern Time (US & Canada) 1.9.29.58 - DEVWEEKLY

View Meeting Agenda and Sign In Portable Views for Outlook Meeting Invite

Role Preceding Steps Outcome

CM Firm —> Meeting Record is updated —> View the agenda and sign-in

Steps
1. Select Desired Meeting Record > Select 'View' > Select 'Meeting Agenda' or Select 'Meeting Sign-in Sheet'
Note: Cm Firm can attach Agenda and Sign in PVs to Outlook Meeting Invite (Outside Camp)

Meetings C000015851-MC1002 - Negative Amendment Test Subproject & o REQREE-CIAL
2
&« B [@ NEW NEWPRECONSTRUCTION SEND EDIT fISTORY @D URL

nd i preview [B 11 X

T: Project Finder =L RmImw () L) 3
O 4 MeetingDate StartTime Type Subject Meeting Sign-inSheet | ¢ Meetingltems ~ Action Items: > SECTIONS
Apps | Meeting Minutes 1. Details
m] 12/24/2021  S00AM Pre-Ce Project d
I DETALLS
12/24/2021 800 AM JobP Job P Meeting T
Q,  search o e setici bl Meeting Number 00001 REFERENCES
o 12/22/2021  BOOAM JobFrogress  Job Progress Meeting One Subject Project Requirements and Expeotations COMMENTS
@ Tasks Type Pre-Construction
Location Atthe site entrance SR
g Meeting Date  12/24/2021 ATTENDEES
Messages
Start Time o0 aM OTHER ATTENDEES
End Time £:00 AM
S8 Meetings Prepared By External REQMT-CM1 - SCA CM Firm 1 3. Meeting ltems
Last Meeting Yes 4. Action ltems
Status Distributed

[c)

Getting Started

 REFERENCES

O Tvee DESCRIPTION CONTRIBUTOR DATE
v Supporting Document

O Supporting Document [ Meeting.pptx  External REQMT-CM1  12/23/20Z

[ | oo

3 Item(s)

(Wil =] %% kahua




Update Meeting Details and Attendance

Role

CM Firm

—

Preceding Steps

Outcome

The meeting has been finished.

—> Meeting Record is updated.

Steps

1. Select Meeting requiring updates > Select 'Edit’

C000015851-MC1002 - Negative Amendment Test Subproject

ra
‘i’: Project Finder
Apps

Search

Q

g Tasks
g Messages
258 Meetings

() Getting Started

B B NEW NEW PRE-CONSTRUCTION

SEND | EDITL VIEW v  HISTORY G2 URL

Q. Mestings v O &  Project Requifements and Expectations Preview B I X
Meeting Date  Start Time = Type Subject Meeting Number  LastM leeting ltems: ction ltems
hd b b Meeting It Action It > SECTIONS
1. Detalls
(m} 12/24/2021 500 AM Pre-Ci Praject Requil and 00001 Yes Detalls Attendees
DETAILS
(] 12/24/2021 8:00 AM Job Progress Job Progress Meeting Two 00002 Yes “ DETAILS
REFERENCES
) 12/22/2021  @00AM JobProgress  Job Progress Meeting One 00001 No e e R oot TEATE
Subject Project Requirements and 2. Atendess
Expectatians
Type Pre-Construction ATTENDEES
Location Atthe site entrance T I ATTENOEES
Meeting Date  12/24/2021
3. Meeting Items
Start Time 5:00 AM
End Time 6:00 AM 4. Action ltems
Prepared By External REQMT-CM1 - SCA CM Firm 1

You last logged in today at 10:14 AM Eastem Time (US & Canada)

3 ltem(s)

LastMeeting  Yes
Status Distributed

~ REFERENCES

O TvPe DESCRIPTION  CONTF

v Supporting Document

192958 -0EvwERKY Q[

¥ kahua

2. Goto the Attendees Tab > Update the Attendance > Select 'Save/Close'

C000015851-MC1002 - Negative Amendment Test Subproject  #

e

T: Project Finder

Apps

Search

Q

@ Tasks
P essages
258 Meetings

() Getting Started

2 R NEW NEW PRE-CONSTRUCTION

Q  Meetings ~ O
[0 < Meeting Date Start Time
12/24/2021 500 AM

12/24/2021 8:00 AM

0| 0 pE

12/22/2021 8:00 AM

You last lagged in today &t 10:14 AM Eastern Time (US & Canada)

Type

Pre-Construction

Job Progress

Job Progress

2 tem(s)

G2 URL
&  Project Requirements and Expectations Bt B I X
Subject Action ltems » SECTIONS
1. Details
Project Requirements and v ATTENDEES
DETAILS
Job Progress Meeting Twi¢
REFERENCES
Job Progress Meeting One COMMENTS
Insert 1 nem(s)  Add Multiple 2. Attendees
O Name Optional?| Attendance ATTENDEES
D * Calvin K - CkwongCo @ D A . OTHER ATTENDEES
3. Meeting ems
O * JustinJiang-JustnCo @  ~ [ Present
e — 4. Action ltems
O Danny Zhou - Stellar € -0 Excused ~
v OTHER ATTENDEES
Insert 1 iem(s)
[0 Name Attendance Company Phone Mobile Email
O John Smith ~ Very Good Construction irhnsmith@vgc.cor
O JaneDoe = The Best Construction janedoe@tbco.comr
Save / Close

192058 -DEvwEEKY O [

#% kahua
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3. Goto Meeting Items Tab > Select the Pop Out icon

Meetings

egative Amendment Test Subproject

4

You last logged in tod

Project Finder

Apps

Search

Tasks

Messages

Meetings

B B

Q,  Meetings v O

O ~ Meeting Date  Start Time

(m] 12/24/2021
[m] 12/24/2021
[m] 12/22/202

Getting Started

al 10:14 AM Eastern Time

NEW NEW PRE-CONSTRUCTION

G URL

L]
Type Subject Details Attendees

5:00 AM Pre-Construction Project Requirements and

Insent 1 item(s)
800 AM JobProgress  Job Progress Meeting Twe

] Number
800 AM JobProgress  Job Progress Meeting One

a

a

a

o

a

a

a

a

o

a

[ show All

Save / Close
3 ftem(s)

Project Requirements and Expectations

1

Subject

Function and Authrity of Personnel

Correspondence / Field Instruction

SCA Field Office, Computer Equipment & Contractor Staging Area

Project Meetings

Schedule & Phasing

Permit Requirements

Construction Site and Access

Emergency Contact Numbers

Insurance / Subcontractars Approval Process

Safety and Job Site Security

1.9.29.58 - DEVWEEKLY

&
Date O
b

12/23/

12/23/

12/23/

12/23/

12/23/

12/23/

12723/

100f 25

]

=]

@

» SECTIONS

Edit X

1. Details

DETAILS
REFERENCES
COMMENTS

2. Attendees
ATTENDEES
OTHER ATTENDEES
3. Mesting Items

4. Action Items

£% kahua

4. Select the Pop Out Button > Select 'Next' to Navigate to Complete records > Manually copy items from agenda
details into Minute Details and update according to the meeting > Select 'Done'

¢ G @ o

c

Meetings

Project Finder

Insert 1 items)
a
- Number
s
a
[m]
Search a
m]
a
0O @& o003
Tasks 1 e
0O ® ooo4
Messages o & ooos
Meetings 0O & oo
O @ o007
Getting Started
0O @& ooos
0O ® o009
[m} & o010
[m} & om
0O @& ooz
O @& o003
Done

C000015851-MC1002 - Negative Amendment Test Subproject

Project Requirements and Expectations

&

v AGENDA DETAILS

Field Office to be provided by the contractor. (Y/N)

Computer equipment & phone lines as per contract
requirement.

~ MINUTE DETAILS

Subject Date Origir
Function and Authority of Persannel 12/23/202.
Comespondence / Fleld Instruction 12/23/202.
SCA Field Office, Computer Equipment & Contractor Staging Area  12/23/202
Project Meetings 12/23/202
Schedule & Phasing 12/23/202
Permit Requirements 12/23/202
Construction Site and Access Ly 12/23/202
Emergency Contact Numbers 12/23/202
Insurance / Subcontractors Approval Process 12/23/202
Safety and Jab Site Security 12/23/202
Product Substitution 12/23/202
Submittal/Shop Drawings 12/23/202
Request For Infermation (RFI) 12/23/202

T

3 tem(s)

SECTIONS

DETAILS

AGENDA DETAILS

MINUTE DETAILS

ACTION ITEMS

it kahua

View Meetin

Minutes Portable View

Role

CM Firm

Preceding Steps

Outcome

—>  Meeting Minutes is updated

—>  View the Meeting Meetings
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Steps
1. Select Desired Meeting Record> Select View> Select Meeting Minutes (portable view)

» al REQMT-CM1
Fam 1

00015851-MC1002 - Neg:

Amendment Test Subproject  #

& E B NEW NEWPRE-CONSTRUCTION SEND EDIT %HISTDFW €5 URL
" nd Expectations
T Project Finder Q  Meetings v O & | Meeting Agenda
O 4 MeetingDate  StartTime Type Subject Meeting Sign-inSheet g Meetingltems  Action ltems
Apps l Meeting Minutes,
a 12/24/2021  500AM Pr Project Req: and
Q,  search a 12/24/2021  B00AM JobProgress  Job Progress Meeting
Number Subject
o 12/22/2021  B0DAM JobProgress  Job Progress Meeting One
|§ Tasks A oot Function and Autherity of Personnel
A o002 Correspondence / Field Instruction
é’ Messages
[ 0008  SCAField Office. Computer Equipment & Contractor Staging Area
858 Meetings @ 0004  Project Meetings
A ooos Schedule & Phasing
(0] Getting Started
A ooos Permit Requirements
A o007 Construction Site and Access
A oooe Emergency Contact Numbers
A oo0s Insurance / Subcontractors Approval Process
@ oo Safety and Job Site Security
[ show All
[ s | oo |
3 Item(s)

You las

DEVWEEKLY

Preview (B 3 X
» SECTIONS
1. Details
@ DETAILS
B REFERENCES
Date Originat
COMMENTS
12/23/2021
2. Attendees
12/23/2021 ATTENDEES
12/23/2021 S
3. Meeting Items
1242312021
4. Action ltems
12/23/2021
12/23/2021
12/23/2021
12/23/2021
12/23/2021
1242312021
10 of 25

s

#% kahua

Distribute and Add Comment

Role

Preceding Steps

Outcome

CM Firm e

Meeting Minutes have been
initially completed by CM Firm

comments.

Meeting Minutes are sent to
attendees to review and add

Steps
1. Select Meeting requiring distribution > Select 'Distribute'

Meetings

= B [ NEW NEW PRE-CONSTRUCTION

SEND EDIT VIEW v HISTORY GD URL

Project Requirements and Expectations
T: Project Finder Q Meetings v O -]
[0 & Meeting Date Start Time Type Subject Details Attendees Meeting Items Action ltems
Apps
a 12/24/2021 500 AM P Project ai
Q,  search a 12/24/2021  8:00AM Job Progress  Job Progress Meeting Twe
Number  Subject
a 12/22/2021  B8:00AM Job Progress  Job Progress Meeting One
@ Tasks @A oo Function and Autharity of Personnel
b
A ooz Correspondence / Field Instruction
ﬁ Messages
& ooo3 SCA Field Office, Computer Equipment & Contractor Staging Area
4% Mestings @ ooos Project Meetings
@ ooos Schedule & Phasing
() Getting Started
(4 0006  Permit Requirements
@A ooo7 Construction Site and Access
A ooos Emergency Contact Numbers
A oooe Insurance / Subcontractars Approval Process
& oo Safety and Job Site Security
[ Show All
Finalize Distribute

3 ltem(s)

You last logged in today al 10:14 AM Eastern Time (US & Canada)

1.9.29.58

DEVWEEKLY

C000015851-MC1002 - Negative Amendment Test Subproject & e o e

Preview @ 2 X
» SECTIONS
1. Details
@ DETAILS
REFERENCES
Date Originat
COMMENTS
1272372021
2. Attendees
12/23/2021 e
12/23/2021 OTHER ATTENDEES
!
12/23/2021 3 Meeting ltems
4. Action Items
12/23/2021
12232021
1272372021
1272372021
12/23/2021
12/23/2021
100125

@

5 kahua
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1. Attendees go to Message > Select 'Open In Kahua'

h
B Messages C000015851-MC1002 - Negative Amendment Test Subproject  #
= = jmox v  NEW DELETE COPYTOCOMMUNICATIONS VIEW ¥  REPLY REPLYALL FORWARD VIEW = GIURL ¥
Q = View: Inbox ~ & Message Detail nox
Details  Attachments
O FrOM SUBJECT
[0 Extemal REQMT-CM1  Meeting Minutes for C0D0D15851-MC1002 - Negative Amendment Test Subproject. Job Progn
Received 12/23/2021 10:45 AM
[]  External REQMT-CM1 Meeting Minutes for - Negative Test ject, Pre-Con From External REQMT-CM1
To Justin Jiang
[ calvin Kwong Meeting MC1002 - Negative Test Pre-C -
o
[J  External REQMT-CM1 Meeting Minutes for - Negative Test ject, Pre-Gon Subject Meeting Minutes for COD0015851-MC1002 - Negative Amendment Test Subproject,
Job Progress : 00001
[0  External REQMT-CM1  Meeting Minutes for COD0D15851-MC1002 - Negative Amendment Test Subproject, Pre-Const Justin.
External REQMT-CM1  Meeting Minutes for - Negative Test Job Pro
The Meeting Minutes for CO00015851-MC1002 - Negative Amendment Test Subproject, Job Progress :
00 External REQMT-GM1  Meeting Minutes for - Negative Test Pre-Gon 00001 are attached. Please provide comments by 12/26/2021. The meeting will be finalized after
12/28/2021
O Calvin Kwong Meeting for - Negative Test ject, Pre-C
| Open Jaé
[0  External REQMT-CM1 Meeting Minutes for - Negative Test j Pre-Con | L
[] Kahua (DEV) AEoR Consultant 2 Has Registered A Kahua Account
O Kahua (DEV) AEoR Consultant 2 is now a Kahua user for SCA DEVQA This Message was sent to multiple recipients: Calvin Kwong - CKwongCo: Justin Jiang - JustinCo; Thomas
Everritt - Stellar
[0 Kahua (DEV) AEoR Consultant 3 Has Registered A Kahua Account
[J Kahua (DEV) AEoR Consultant 3 is now a Kahua user for SCA DEVQA
O Kahua (DEV) AEGR Consultant 4 Has Registered A Kahua Account ¥ ATTACHMENTS
-0 ~ o ey T P
— 101 em(s)

You last logged in yesterday at 10:12 AM Eastern Time (US

2. Attendees select 'Add Comment' > Type Comment > Select 'Continue'
Note. All CAMP User attendees can add comments. Other Attendees are not CAMP Users.

DEVVIEEKEE 0001 -test 4
B B < NEW NEWPRECONSTRUCTION MORE v SEND EDIT VIEW v DELETE HISTORY  GDURL
E Q  Meetings v O & 10/26/2021- Preview [0 1 X
O  sStartDate StartTime Type Subject Meeting Number Last Meeting Location = References Details Attendees Meeting Items Action Items > SECTIONS
O  1o/26/2071 Pre-Construction 00001 Yes v DETAILS (L
DETAILS

Meeting Number 00001 REFERENCES

Subject COMMENTS

Type Pre-Construction
_ S

Q

B

ﬁ 1 3. Meeting Items
1

2

4. Action Items

© ¢

v REFERENCES

[0 TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP? INCLUDE ON SEND

+ COMMENTS

I N
1

You last logged In today at 10:30 AM Eastern Time (US & Canada) 1.9.27.147 - DEVWEEKLY =] ¥ kahua

1 ttem(s)

CM Firm updates Meeting Minutes according to comments and distributes.
Note: Update Meeting Minutes and Distribute Steps Shown above
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Finalize and Unlock

Role Preceding Steps Outcome
All attendees added their

CM Firm —> comments and CM firm has S
updated accordingly

Meeting is finalized and cannot
be further edited

Steps
1. Select Meeting requiring finalizing > Click 'Finalize'
Note. Can still distribute after finalizing.

B Messages C000015851-MC1002 - Negative Amendment Test Subproject  #*
&« E B NEW NEW PRE-CONSTRUCTION SEND EDIT VIEW v HISTORY G2 URL
?:: Q. Meetings v O & Project Requirements and Expectations Preview @ HE 4
Project Finder
[0 & MeetingDate StartTime Type Subject Details Attendees Meeting ltems ~ Action tems > SECTIONS
N E———
Apps i ) 1. Details
m] 12/24/2021  SO0AM PreConstruction Project Requirements an
& DETAILS
Q Bearch [m] 12/24/2021 8:00 AM Job Progress Job Progress Meeting
REFERENCES
Number Subject Date Original
[m] 12/22/2021  8O00AM Job Progress  Job Progress Meeting One COMMENTS
@ Tasks B oo Function and Authority of Personnel 12/23/2021
2. Attendees
@ ooz Correspendence / Field Instruction 12/23/2021 ATTENDEES
@ Messages
& oo SCA Field Office, Computer Equipment & Contractor Staging Area  12/23/2021 OTHER ATTENDEES
. 2.M "
&8 Mastings @ ooos Project Meetings 12/23/2021 e
4. Action ltems
@ ooos Schedule & Phasing 12/23/2021
()  Getting Started
& ooos Permit Requirements 12/23/2021
& ooo7 Construction Site and Access 12/23/2021
& ooos Emergency Contact Numbers 12/23/2021
& oooe Insurance / Subcontractors Approval Process 12/23/2021
@ oo Safety and Job Site Security 12/23/2021
[} Show All 100f 25
Finalize Distribute
3 ftemis)

You last logged in loday at 10:14 AM Eastern Time (US & Canada) 19.2958-DEVWEEKLY ) [ £ kahua

2. Select Meeting requiring unlock > Click 'Unlock’
Note: Can update the Meeting and distribute again.

O
B Messages C000015851-MC1002 - Negative Amendment Test Subproject &
(— B B NEW NEW PRE-CONSTRUCTION SEND VIEW v HISTORY G URL
Project Requirements and Expectations preview [B I X
T: Project Finder EL i ) L]
O ¥ MeetingDate StartTime Type Subject Details Atendees  Meeting ltems  Action ltems > SECTIONS
] 1. Details
m} 12/24/2021  500AM Pre-Ce Project o
& DETAILS
Q,  search o 12/24/2021  8:00AM JobProgress  Job Progress Meeting
REFERENCES
Number ~ Subject Date Originat
o 12/22/2021  8:00AM JobProgress  Job Progress Meeting One COMMENTS
@ Tasks & oo Function and Autharity of Personnel 12/23/2021
2. Attendees
[A o002 Corespondence / Field Instruction 12/23/2021 ATTENDEES
Messages
[ 0003 SCAField Office, Computer Equipment & Contractor Staging Area  12/23/2021 OTHER ATTENDEES
4% Meetings [A o004 Project Meetings 12/23/2001 3. Mecting ltems
4. Action ltems
[ o005 Schedule & Phasing 12/23/2021
() Getting Started
@ 0006  Permit Requirements 12/23/2021
(A o007  Construction Site and Access 12/23/2021
[ 0008  Emergency Contact Numbers 12/23/2021
[ 0005  Insurance / Subcontractors Approval Process 12/23/2021
[ 0010 Safety and Job Site Security 12/23/2021
[Z show All 10 0f 25
Unlock Distribute
3 ttem(s) 2

You kast logged in today at 10:14 AM Eastern Time (U ada) 1.9.2958-DEVWEEKLY ) [J #% kahua
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Job Progress, Bulletin, and Coordination Meeting Series

Create First Meeting in the Series

Role Preceding Steps Outcome
New Job Progress/ Bulletin/
CM Firm —> None —> Coordination Meeting Record
created.
Steps

1. Select 'New' > Select Type: 'Job Progress' or '‘Bulletin' or 'Coordination' > Enter Details Required Field: Subject,
Type, Location, Meeting Date, and Start and End Time > Select 'Save/Close'

588 Meetings €000015849-MCO00T - X094 COVID Ventilation ~ #*

&« E B < | NewLNEWPRE-CONSTRUCTION MORE v
1

. New Meeting New B I X
%.  ProjectFinder S Impe @ L
O + MeetingDate StartTime Type Subject Meeting Number Last Meeting Location Refer Details > SECTIONS
Apps 1. Details
v DETAILS
DETAILS
Q se Meeting Number SCHEDULE
bject
E] Tasks
Typ
Messages
%%- Meetings Locatior [y
(D Getting Started M =]
Feld &
[c]
E i O
Prepared By Justin Jiang - JustinCo
Last Meeting No
Status New
# SCHEDULE 0
Save / Close

+2
Foh  Add Person 0 hem(e)

You last logged in Friday, November 19, 2021 at 9:34 AM Eastern Time (US & Canada) 1.9.28.94 - DEVWEEKLY [} £ kahua

Populate Attendees and Agenda

Role Preceding Steps Outcome

There is existing Job Progress, Pobulate Attendees and
CM Firm —> Bulletin, or Coordination type  —> P

record Agenda.

Page | 12



Steps
1. Select Meeting requiring updates > S

elect 'Edit’

&~ BB < mEw ommev SEW .w DELETE HISTORY EDIT SERES o208
BIAI021 - Wesekly Job Progress Mesting
o: — 0 e v O L]
& Fwiles SiTee Troe Sugect Lacwoe FuiciSeces’ Rerwncss  Deisis  Aleders  Mesingliess  Action Rem
B e
y 1 RODAM JobPrr Wbl s MesiE [ I  DETALS
3 P P e 1
Qe 1 AR D00FW PECSSTlion Pre-Conerersos kiesing o KOFR) LA Hesioues M) T —
O  AN37E1  F00AM JstPegmr  Wessdy sk Poges Messng Firkd 0P i
B e
. J—
B seep Popared By Extermel BEGMT-Gidd - 564,00 Firn &
(1) Geming surten ~ REFEEENGES
. iF

a5
455 e Persen

3 sl

T i1

b SECTIONS

1. ot

YT .

3 Aneeirn nes

4 s e

] TYSE DESOMSTION CONTREDUTON DATE WARKUPT IMCLUDECHSIMD  INCLUSE MARKLE

Update attendees and meeting items in the appropriate tab.
1. Select Attendees tab > Select Attendees > Enter Other Attendee information > Select ‘Save/Close'

000015851
&« B [@ NEW NEWPRE-CONSTRUCTION G URL
Project Requirements and Expectations Edit @ o X
T__. Project Finder Q Mectings v O ]
[0 b MeetingDate StartTime Type Subject Details Attendm Meeting ltems ~ Action Items > SECTIONS
Apps 1. Details
[m] 12/24/2021 500 AM Pre-C Project and
DETALLS
Q Search a 12/24/2021 8:00 AM Job Progress Job Progress Meeting Twe
REFERENCES
Insert _1 item{s)  Add Multiple
[m] 12/22/2021  8:00AM JobProgress  Job Progress Mesting One COMMENTS
E Tasks (m] Optional?  Attendance
2. Attendees
O * Cabinkwong-Ckwonglo @ ~ [J Absent  ~ ATTENDEES
Messages
O " JustinJiang- JustinCo @ - 0 Present - OTHER ATTENDEES
I
&8 Meetings 0 * Dawyou-Selx @ - (] Excused ~ losic o
4. Action ltems
() Getting Started
v OTHER ATTENDEES
Insert _1 itemis)
(] e Attendance  Company Phone Mobile Email
[0  John Smith ~ Very Good Construction ohnsmith@vge.cor
[0 JaneDoe = The Best Construction anedge@tbeo.com
Save / Close
3 tem(s)

You last logged in today at 10:14 AM Eastern Time (U!

Page | 13
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2. Go to Meeting Items Tab > Select the Pop Out icon

C000015851-MC1002 - Negative Amendment Test Subproject /'

&« B [@ NEW NEWPRE-CONSTRUCTION GO URL
Project Requirements and Expectations Edit L@ X
‘i‘: Project Finder e s
O ¥ MeetingDate  Start Time  Type Subject Details  Attendees Action ltems » SECTIONS
Apps 1 1. Details
o 12/24/2021  S:00AM Pre-Construction Project Requirements and
Insert 1 itemi(s) L}Il DETAILS
Q,  search o 12/24/2021  BO0AM JobProgress  Job Progress Meeting Twe
REFERENCES
m] Number = Subject Date O:
o 12/22/2021  8:00AM JobProgress  Job Progress Meeting One COMMENTS
@ Taoks a Function and Authority of Personnel 12/23¢
— 2. Attendees
[m} Correspondence / Field Instruction 12/23/ ATTENDEES
Messages
a SCA Field Office, Computer Equipment & Contractor Staging Area  12/23/ OTHER ATTENDEES
e . 3. Meeting ltems
eetings [m] Project Meetings 12/23/
4. Action Items
[m] Schedule & Phasing 12/23/
() Getting Started _—
(m] Permit Requirements 12/23/
(m] Construction Site and Access 12/23/
(m] Emergency Contact Numbers 12/23/
[m] Insurance / Subcontractors Approval Process 1223/
[m} Safety and Job Site Security 12/23/
[ Show All 100f 25
Save / Close

3 ltem(s)

You last logged in today at 10:14 AM Eastern Time (U ada) 192958 -DEVWEEKY O [ £% kahua

3. Select Insert and Insert Topics. Note. Topics 1 through 11 are mandatory for Job Progress meetings. > Select
the Pop Put Button > Enter the Agenda Details > Select 'Next' to Finish the rest of the Topics > Select 'Done'

ermal REQMT-CM1

B3 Messages C000015851-MC1002 - Negative Amendment Test Subproject  #

Job Progress Meeting Two

E Project Finder
q item(s) Job Progress Meeting Two Next Done b
a
[m} Number Topic Subject Date Originated Due 4 |ONS
Apps .
a ~ AGENDA DETAILS
(m] 0001 01 School Issues - 12/23/2021 (3 DETAILS
Search a
Q eare [m] ﬁ ooo2 0z E‘.hange Orders - 12/23/2021 m B I U Lo
a i MINUTE DETAILS
0O & o003 03 Schedule - 12/23/2021 (3 F XX i
Tasks — — — ACTION ITEMS
0O @& o004 04 Payment - 12/23/2021 (3
P ~
—— 00 @& 0005  05Regulstory Requirements . 12/23/2021 1) L
& Mestings [ @ 0006  06Outstanding Submittals from ARE - 12/23/2021 f3)
- o Tk
O ® o007 07 Outstanding Submittals with Contractor = 12/23/2021 (3
() Getting Started —
D (2 0008 OB Outstanding RFls - 12/23/2021 (3
O @@ 0009  09Quality - 12/23/2021 (3
O @& oo 10 Safety - 12/23/2021 [
O @ 0011 11 Forecast TCO, Completion, Closeout  ~ 12/23/2021 [3)
~ MINUTE DETAILS e
-}
3 Iem(s)

logged in today at 10:14 AM Eastern

Page | 14



View Meetini Aienda and Siin In Portable Views for Outlook Meetini Invite

Role Preceding Steps Outcome

CM Firm —> Meeting Record is updated —> View the agenda and sign-in

Steps
1. Select Desired Meeting Record > Select 'View' > Select 'Meeting Agenda' or Select 'Meeting Sign-in Sheet
Note: CM Firm can attach Agenda and Sign in PVs to Outlook Meeting Invite (Outside Camp)

4% Meetings C000015851-MC1002 - Negative Amendment Test Subproject &
« B [@ NEW NEWPRE-CONSTRUCTION SEND EDIT AISTORY € URL
nd i preview [B 11 X
T:;‘ Project Finder Q Meetings v O [-] n Meeting Agenda.
O 4 MeetingDate StartTime Type Subject Meeting Sign-inSheet | ¢ Meetingltems ~ Action Items: > SECTIONS
S Apps | Meeting Minutes 1. Details
u] 12/24/2021  500AM Pre-Co Project d E:
] DETALLS
12/24/2021  BODAM JobP Job P Meeting T
Q,  search m] job Progress job Progress Meeting Two e v R
o 12/22/2021  BOOAM JobFrogress  Job Progress Meeting One Subject Project Requirements and Expeotations COMMENTS
@ Tasks Type Pre-Construction
Location Atthe site entrance SR
g Meeting Date  12/24/2021 ATTENDEES
Messages
Start Time o0 aM OTHER ATTENDEES
End Time £:00 AM
S8 Meetings Prepared By External REQMT-CM1 - SCA CM Firm 1 3. Meeting ltems
Last Meeting Yes 4. Action ltems
Status Distributed

() Getting Started
~ REFERENCES
= =
O Tvee DESCRIPTION  CONTRIBUTOR DATE

v Supporting Document

O Supporting Document [ Meeting.pptx  External REQMT-CM1  12/23/20Z
D

3 ltem(s)

You last logged In today at 10:14 AM Eastern Time ( ada) 929.58-DEVWEEKLY O [ #% kahua
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Update Meeting Details and Attendance

Role Preceding Steps

CM Firm —> The meeting has been finished.

Outcome

—> Meeting Record is updated.

Steps

1. Select Meeting requiring updates > Select 'Edit'

C000015851-MC1002 - Negative Amendment Test Subproject  #

&« E B NEW NEW PRE-CONSTRUCTION

SEND | EDITL VIEW v HISTORY G URL

?: erogect Finder Q, Mectings v O &  Proiect Requitements and Expectations
O ¥ MeetingDate Start Time Type Subject Meeting Number LastM Meeting ltems Action ltems
e : ’ 6 Details Attendees
D 12/24/2021  S:00AM Pre-Cq Project Req and 00001 Yes
Q Search (m] 12/24/2021 8:00 AM  Job Progress Job Progress Meeting Two 00002 Yes “ DETAILS
D 12/22/2021  8:00AM JobProgress  Job Progress Meeting One 00001 No Meeting Number 00001
g Tasks Subject Project Requirements and
Expectations
g Type Pre-Construction
e Location Atthe site entrance
Meeting Date 12/24/2021
28 Meetings Start Time 500 AM
End Time 6:00 AM
() Getting Started Prepared By External REQMT-CMT - SCA CM Firm 1
Last Meeting Yes
Status Distributed

You last logged in today at 10:14 AM Eastern Time (US & Canada)

3 hemn(s)

~ REFERENCES

]

v Supporting Document

= m

192958-DEVWEEKLY O [ ¥ kahua

TYPE

DESCRIPTION  CONTF

Preview B I X

» SECTIONS
1. Details
DETAILS
REFERENCES
COMMENTS
2. Attendees
ATTENDEES
OTHER ATTENDEES
3. Meeting ltems

4. Action ltems

2. Go to the Attendees Tab > Update the Attendance > Select 'Save/Close'

C000015851-MC1002 - Negative Amendment Test Subproject  #

e External REQMT-CM1
m 1

&« B [ NEW NEWPRE-CONSTRUCTION

E Project Finder Q  Meetings ~ O L]
O ¥ MeetingDate Start Time Type Subject
Apps
o 12/24/2021  500AM Pre-Construction Project Requirements and
Q Search a 12/24/2021 8:00 AM Job Progress Job Progress Meeting Twic
[m] 12/22/2021  8:00AM JobProgress  Job Progress Meeting One
P
ﬁ Messages
258 Meetings
() Getting Started
2 emis)

You last logged in today at 10:14 AM Eastern Time (US & Canada)

G2 URL

Project Requirements andExpectations
1

Details m Meeting ltems Action ltems

~ ATTENDEES
Insert 1 item(s)  Add Multiple
[0 Name Optional?| Attendance
O * Cabinkwong-CkwongCo @ ~ [ Absent  ~
R et
O ¥ JdustnJang-JusinCo @ ~ [ Present  ~
O * DannyZhou-Steller @ -0 Excused ~

~ OTHER ATTENDEES

insert 1 itemfs)

[0 Name Attendance Company Phone Mobile Email

O John Smith ~ Very Good Construction irhnsmith@vgc.cor

O JaneDoe = The Best Construction janedoe@tbco.com
Save / Close

Bt B I X
» SECTIONS

1. Details
DETAILS
REFERENCES
COMMENTS
2. Attendees
ATTENDEES
OTHER ATTENDEES
3. Meeting tems

4. Action ltems

192958 -DEVWEEKLY O [

Page | 16




3. Goto Meeting Items Tab > Select the Pop Out icon

egative Amendment Test Subproject /'

&« B [@ NEW NEWPRE-CONSTRUCTION GO URL
Project Requirements and Expectations Edit L@ X
‘i‘: Project Finder e s
O  ~ Meeting Date StartTime Type Subject Details Attendees Action ltems » SECTIONS
S5 Apps 1 1. Details
o 12/24/2021  S:00AM Pre-Construction Project Requirements and
Insert 1 itemis) & DETAILS
Q,  search o 12/24/2021  BO0AM JobProgress  Job Progress Meeting Twe
REFERENCES
m] Number = Subject Date O:
o 12/22/2021  8:00AM JobProgress  Job Progress Meeting One COMMENTS
@ Tasks a 0001 Function and Authority of Personnel 12423/
— 2. Attendees
O @ ooo2 Correspondence / Field Instruction 12/23/ ATTENDEES
Messages
O @ ooo3 SCA Field Office, Computer Equipment & Contractor Staging Area  12/23/ OTHER ATTENDEES
. ing I
@u Meetings O @ ooos Project Meetings 12/23/ 3 Meeting ltems
4. Action Items
O [ 0005  Schedule&Phasing 12/23/
() Getting Started —_— _—
O @ ooos Permit Requirements 12/23/
O @ ooo7 Construction Site and Access 12723/
O [ 0008  Emergency Contact Numbers 1223/
O [ 0009  Insurance/ Subcontractors Approval Process 1223/
O [@ 0010  Safetyand Job Site Security 12/23¢
[ Show All 100f 25
Save/ Close
3 ftem(s)

You last logged in today at 10:14 AM Eastern Time ada) 1.9.29.58 - DEVWEEKLY W] ® 1‘4- kahua

4. Select the Pop Out Button > Select 'Next' to Navigate between items > Manually copy items from Agenda Details
into Minute Details and update according to meeting > Select 'Done’

Note: For Job Progress meetings, topics 1 to 11 are mandatory. If there is no discussion, enter NA in the Meeting

Details.

Meetings €000015851-MC1002 - Negative Amendment Test Subproject  /* e ET

T: Project Findar
Insert 1 item(s) Project Requirements and Expectations m

(m] s
e a Number Subject Date Origir SECTIONS
a  AGENDA DETAILS
[m] Function and Authority of Personnel 12/23/202 DETAILS
Search a ;i s
Q o Correspondence / Fleld Instruction 12/23/202! * B IU = s
D = — F ¥ " MINUTE DETAILS
I# . O @ 0003  SCAField Office, Computer Equipment & Contractor Staging Area  12/23/202 = =1~ = N
L) Field Office to be provided by the contractor. (Y/N) ACTION ITEMS
O @ 0004  Project Mestings 12/23/202 ) .
@ — Computer equipment & phone lines as per contract
Me
e O & ooos Schedule & Phasing 12/23/202 requirement. A
@ Meetings [m} @ o006 Permit Requirements 12/23/202,
O @ 0007  Construction Site and Access Ly 12/23/202
() Getting Started
[0 @@ 0008  Emergency Contact Numbers 12/23/202
O @ 0009 insurance /Subcontractors Approval Process 12/23/202
O @ 0010  Safetyand.Job Site Security 12/23/202
[m} & om Product Substitution 12/23/202
O G 0012  Submital/Shop Drawings 12/23/202
O @& o003 Request For Information (RFI) 12/23/202 ~ MINUTE DETAILS E
Done

3 tem(s) L}

at 10:14 AM Eastemn Ti it kahua

Page | 17



View Meetini Minutes Portable View

Role Preceding Steps Outcome

CM Firm —> Meeting Minutes is updated —> View the Meeting Meetings

Steps
1. Select desired Meeting record > Select 'View' > Select 'Meeting Minutes'

Meetings C000015851-MC1002 - Negative Amendment Test Subproject  # e Frpeein ok
&« B [ NEW NEWPRE-CONSTRUCTION SEND EDIT %HISTDRY G URL
) nd Expectations preview B I X
T: Project Finder Q  Meetings v O &  Meeting Agenda
[ MeetingDate StartTime Type Subject Meeting Sign-inSheet ¢ Meetingtems  Action ltems > SECTIONS
B Apps IMieling Minutes, 1. Details
u] 12/24/2021  S00AM PreCi Project Reg and
E DETAILS
Q.  search =] 12/24/2021  B0DAM JobProgress  Job Progress Meeting
REFERENCES
Number Subject Date Originat
[u] 12/22/2021  G0DAM JobProgress  Job Progress Meeting One COMMENTS
|§ Tosks 1 0001 Function and Authority of Personnel 12/23/2021
2. Attendees
1 0002  Comespondence / Field Instruction 12/23/2021 ATTENDEES
Messages
[1 0003  SCAField Office, Computer Equipment & Contractor Staging Area  12/23/2021 OTHER ATTENDEES
" 3. Meeting It
8 Meetings [ 0004  Project Mestings 12/23/2021 eeting Hems
4. Action ltems
& oo0s Schedule & Phasing 12/23/2021
() Getting Started
A ooos Permit Requirements 12/23/2021
1 0007  Construction Site and Access 12/23/2021
1 0008  Emergency Contact Numbers 12/23/2021
(1 0003  Insurance / Subcontractors Approval Process 12/23/2021
B4 0010 Safety and Job Site Security 12/23/2021
[ show All 100f 25
[ e ] oo
3 Item(s)

You last logged in today a1 10:14 AM Eastern Time (US & Canada) 192958 DEVWEEKLY O [ #% kahua

Distribute and Add Comment

Role Preceding Steps Outcome

Meeting Minutes are sent to
attendees to review and add
comments.

Meeting Minutes have been

M Fi
CM Firm initially completed by CM Firm

Page | 18



Steps
1. Select Meeting requiring distribution > Select 'Distribute'

€000015851-MC1002 - Negative Amendment Test Subproj Al RNORS
&« B R NEW NEW PRE-CONSTRUCTION SEND EDIT VIEW v HISTORY G2 URL
Project Requirements and Expectations preview B I X
?: Project Finder Q Mestings v D L]
[0 ¥ Meeting Date Start Time Type Subject Details Attendees Meeting Items Action ltems > SECTIONS
Apps 1. Details
a 12/24/2021 500 AM P i Project ai
@ DETAILS
Q,  search a 12/24/2021  8:00AM Job Progress  Job Progress Meeting Twe
REFERENCES
Number Subject Date Originat
a 12/22/2021  B00AM Job Progress  Job Progress Meeting One COMMENTS
@ Tasks @A oo Function and Authority of Personnel 12/23/2021
& 2. Attendees
[1 0002  Corespondence / Field Instruction 12/23/2021 P IEMDEES
Messages
[1 0003  SCAField Office, Computer Equipment & Contractor Staging Area  12/23/2021 OTHER ATTENDEES
. ing I
&8 Meetings @ 0004  Project Meetings 12/23/2021 3 Meeting ltems
4. Action Items
(@ 0005  Schedule &Phasing 12/23/2021
() Getting Started
(3 0006  Permit Requirements 12/23/2021
@A ooo7 Construction Site and Access 12/23/2021
A ooos Emergency Contact Numbers 12/23/2021
[ 0005  Insurance / Subcontractars Approval Process 12/23/2021
[1 0010  Safety and Job Site Security 12/23/2021
[ Show All 100f25
Finalize Distribute

3 ltem(s)

92956 - DEVWEEKLY (O [ 5 kahua

000015851-MC1002 - Negative Amendment Test Subproject /'

Inbox ¥ NEW DELETE COPY TO COMMUNICATIONS VIEW 24 REPLY REPLYALL FORWARD VIEW GOURL H

?:: Q = View: Inbox ~ & Message Detail X
Details  Attachments
O FrROM SUBJECT
[ Extemal REQMT-CM1  Meeting Minutes for C000015851-MC1002 - Negative Amendment Test Subproject. Job Progn
Received 12/23/2021 10:45 AM
[J  External REQMT-CM1 Meeting Minutes for - Negative Test ji Pre-Con From External REQMT-CM1
To Justin Jiang
[0 calvin Kwong Meeting for - Negative Test Pre-C -
o
[ External REQMT-CM1  Meeting Minutes for CO00015851-MC1002 - Negative Amendment Test Subproject, Pre-Con Subject Meeting Minutes for C000015651-MC1002 - Negative Amendment Test Subproject,
Job Progress : 00001
[0  External REQMT-CM1 Meeting Minutes for COD0015851-MC1002 - Negative Amendment Test Subproject, Pre-Const Justin,
External REQMT-CM1  Meeting Minutes for - Negative Test Sub) Job Pro
The Meeting Minutes for CO0D015851-MC1002 - Negative Amendment Test Subproject, Job Progress :
00 External REQMT-GM1  Meeting Minutes for - Negative Test Pre-Con 00001 are attached. Please provide comments by 12/26/2021. The meeting will be finalized after
12/28/2021
[ Calvin Kwong Meeting for - Negative Test ject, Pre-C
| Open In Kahua, é
[]  External REQMT-CM1 Meeting Minutes for - Negative Test i Pre-Con | L
[0 Kahua (DEV) AEoR Consultant 2 Has Registered A Kahua Account
O Kahua (DEV) AEOR Consultant 2 is now a Kahua user for SCA DEVQA This Message was sent to multiple recipients: Calvin Kwong - CKwongGe; Justin Jiang - JustinGe: Thomas
Everritt - Stellar
[0 Kahua (DEV) AEoR Consultant 3 Has Registered A Kahua Account
[0 Kahua (DEV) AEoR Consultant 3 is now a Kahua user for SCA DEVQA
[ Kahua (DEV) AEGR Consultant 4 Has Registered A Kahua Account ~ ATTACHMENTS
£ e e Y T e
— 101 Item(s)

last logged in

Page | 19



3. Attendees select 'Add Comment' > Type Comment > Select Continue
Note. All CAMP User attendees can add comments. Other Attendees are not CAMP Users.

kahuia - DEVWEEKLY 0001-test & e Justin Jiang

= B b < NEW NEW PRE-CONSTRUCTION MORE v SEND EDIT VIEW v DELETE HISTORY G2 URL

Q Meetings v O & 10/26/2021- ¢ preview @ 13X

O & startDate StartTime Type Subject Meeting Number LastMeeting Location References Details Attendees Meeting ltems Action ltems » SECTIONS
HH 1. Details
a 10/26/2021 Pre-Construction 00001 Yes v DETAILS
DETAILS

Meeting Number 00001 REFERENCES

Subject COMMENTS

E Type Pre-Construction

_ B
ﬁ 1 3. Meeting lems
b
Test Comment 4. Action Items

0 = :

~ REFERENCES

[J TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP? INCLUDE ON SEND

~ COMMENTS

[somae | | et
1

+0
=1 1 em(s)

1.9.27.147 - DEVWEEKLY =] 4% kahua

You last legged in today at 10:30 AM Eastern Time (US & Canada)

CM Firm updates Meeting Minutes according to comments and distributes again.
Note: Update Meeting Minutes and Distribute Steps Shown above.

Finalize and Unlock

Role Preceding Steps Outcome

All attendees added their Meeting is finalized and cannot
CM Firm —> comments and CM firm has e g .

) be further edited
updated accordingly

Steps
1. Select Meeting requiring finalizing > Click 'Finalize'

Note. Can still distribute after finalize.

Page | 20



Messages C000015851-MC1002 -

&« B B NEW NEW PRE-CONSTRUCTION SEND EDIT VIEW v HISTORY G2 URL
Q. Meetings v O & Project Requirements and Expectations Preview @ HH 4
?:: Project Finder
[0 & MeetingDate Start Time Type Subject Details Attendees Meeting ltems Action ltems » SECTIONS
N R —
Apps D 1. Details
m] 12/24/2021  SO0AM PreConstruction Project Requirements an
Z DETAILLS
Q Bearch [m] 12/24/2021 8:00 AM Job Progress Job Progress Meeting
REFERENCES
Number Subject Date Original
[m] 12/22/2021 8:00 AM Job Progress Job Progress Meeting One COMMENTS
g Tasks B oo Function and Authority of Personnel 12/23/2021
2. Attendees
[ o002  Comespondence / Field Instruction 12/23/2021 ATTENOEES
Messages
(@ 0003  SCAField Office, Computer Equipment & Contractor Staging Area  12/23/2021 OTHER ATTENDEES
- EXY K
&8 Meetings [} 0004  Project Meetings 12/23/2021 eeting ftems
4. Action ltems
) [@ 0005  Schedule & Phasing 12/23/2021
etting Starte
[ 0006 Permit Requirements 12/23/2021
[ 0007  Construction Site and Access 12/23/2021
[ o008 Emergency Contact Numbers 12/23/2021
A ooos Insurance / Subcontractors Approval Process 12/23/2021
[ 0010 Safety and Job Site Security 12/23/2021
[ show All 100f25
Finalize Distribute
3 ftemis)

You last logged in loday at 10:14 AM Eastern Time (US & Canada) 19.2958-DEVWEEKLY ) [ £ kahua

2. Select Meeting requiring unlock > Click 'Unlock’
Note: Can Update the Meeting and Distribute again.

B Messages C000015851-MC1002 - Negative Amendment Test Subproject
&« B B NEW NEW PRE-CONSTRUCTION SEND VIEW v HISTORY G URL
Project Requirements and Expectations Preview @ HH 4
?: Project Finder E e ]
O ¥ Meeting Date StartTime Type Subject Details Attendees Meeting Items Action ltems » SECTIONS
Apps '| 1. Details
o 12/24/2021  S:00AM PreCq Project d
Z DETALLS
Q,  search (m] 12/24/2021 800 AM Job Progress Job Progress Meeting
REFERENCES
Number  Subject Date Originat
o 12/22/2021  8:00AM JobProgress  Job Progress Meeting One COMMENTS
|§ Taske @ oo Function and Autharity of Personnel 12/23/2021
2. Attendees
(4 o002 Corespondence / Field Instruction 12/23/2021 ATTENDEES
Messages
(4 0003  SCAField Office, Computer Equipment & Contractor Staging Area  12/23/2021 OTHER ATTENDEES
28 Meetings 3. Meeting Items
9 & 0004  Project Meetings 12/23/2021
4. Action ltems:
& 0005  Schedule & Phasing 12/23/2021
() Getting Started
[ 0006  Permit Requirements 12/23/2021
B 0007  Construction Site and Access 12/23/2021
(& 0008  Emergency Contact Numbers 12/23/2021
[ 0008  Insurance / Subcontractors Approval Process 12/23/2021
& 0010 Safetyand Job Site Security 12/23/2021
[ Show All 100f25
Unlock Distribute
3 ltem(s) 2

You kast logged In today at 10:14 AM Eastem Time (US & 1.92958-DEVWEEKLY Q) [

Create New Meetings in a Series

Role Preceding Steps Outcome
The initial Job Progress,

CM Firm —> Bulletin, or Coordination
meeting is finalized.

A new Meeting in the Series is
created.

Page | 21



Steps
1. Click on desired record > Select Edit Series

0001 - test
= E QB < NEW NEW PRE-CONSTRUCTION MORE v SEND EDIT VIEW v DELETE HISTORY GDURL
f:: Q  Meetings v O & 10/26/2021- Preview [B 1 X
[0 b startDate StartTime Type Subject Meeting Number Last Meeting Location =~ References Details Attendees Meeting ltems Action Items > SECTIONS
O  10/26/2021 Progress 00001 Yes v DETAILS B
DETAILS

] 10/26/2021 Pre-Construction 00001 Yes .
Meeting Number 00001 REFERENCES

Subject
COMMENTS
Type Progress

Location 2. Attendees

End Date 10/26/2021
4. Action tems

@ Start Date 10/26/2021 3. Meeting ltems
Start Time

=S End Time
Prepared By

(D Last Meeting Yes

Status Finalized

v REFERENCES

[0 TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP?  INCLUDE ON SEND

v COMMENTS

=N 2 fteml(s)

AM Eastern Time (US & Ca 7.147 - DEVWEEKI £k kahua

C000015851-MC1002 - Negative Amendment Test Subproject  /#°

&~ =] NEW NEW PRE-CONSTRUCTION 2 URL
. Job Progress Meeting Two Edit B I X
T: Project Finder Q. Mectigs v O L]
O 4 Meeting Date Start Time Type Subject > SECTIONS
If you changed specific meetings in the series that are scheduled to occur after today, your changes will
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Copy information from the previous Meeting in the series to the current Meeting.

3. Select last Meeting > Select 'Copy from Previous'
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4. Select 'Continue'

B3 Messages

C000015851-MC1002 - Negative Amendment Test Subproject

T: Project Finder

Apps

Search
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28 Mestings

() Getting Started

today at 10:14 AM Ea:

=2 R NEW NEW PRE-CONSTRUCTION SEND EDIT VIEW v HISTORY EDIT SERIES G2 URL

Q  Meetings v O

O  MeetingDate  Start Time

] 12/30/2021 8:00 AM
a 12/24/2021 5:00 AM
a 12/23/2021 8:00 AM
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& Job Progress Meeting Two

Type Subject Details Attendees Meeting ltems Action Items

JobProgress  Job Progress oIS S

Pre-Construction Project Requil

Details Yes
Job Progress Job Progress
Attendees Yes
Job Progress Job Progress  Copy Attendee Attendance V&S
Meeting ltems Yes
Not Completed
Meeting Item Number Yes

Agenda Details to No

1
Agenda Details

Minute Details to Res

Minute Details
Update Type to Yes

0ld Business
Action ltems. hes

Not Completed

Continue Cancel SIZE  MARKUP?
v COMMENTS
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Update Meeting as needed.

[3
B3 Messages

5. Select Meeting requiring updates > Select 'Edit’
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] 12/22/2021  B:O0AM JobProgress  Job Progress Meeting One Location scA
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M
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ATTENDEES
OTHER ATTENDEES
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6. Go to Details Section > Make updates > Select 'Save/Close'
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@ Job Progress - ATTENDEES
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() Getting Started 12/30/2021 o]
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Status New
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Note: Populate Attendees and Agenda Section of Job Progress, Bulletin, and Coordination Meeting Series to continue
creating the meeting. The steps are the same. With this, you will be able to create new meetings in the series.
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Create Meetings in the Past

Role

Preceding Steps

CM Firm

A meeting has occurred before

it was created in CAMP.

Outcome

—> A new meeting is created.

Steps

1. Create a new meeting from 'New', 'New Pre-Construction', or 'Edit Series' button
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Meeting Date 3/16/2022
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2. Enter fields in the Details section > Select a 'Meeting Date' that is not in the past > Select 'Save/Close' or 'Add
Meeting'
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3. Select the newly created meeting > Select 'Edit"'
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4. Change the 'Meeting Date' to the desired date > Select 'Save/Close'
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