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About

Expense Contracts are agreements between SCA and the General Contractor.

Workflow Diagrams

_ | Break Down |
i sov I

Contractor

Expense
Contract
Finalized

Import CSI
Codes
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Step-by-Step Instructions

Create Hard Bid Expense Contract

Role Preceding Steps Outcome
Contract information is known.

The Expense Contract is
Work Breakdown Structure has created.
been created.

ODC —

Steps
1. Go to 'Project Finder' > Select desired project

T: Project Finder C000080127 - R435 C80127 Ext Mas, Roofs, Prpts rd
— NEW
E 2 i ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
Project Finder
A SCADEVQA > HardBid > Statenisland > District 31N SELECT
HH
Number Name
Q,  search < €000080127 R43S CBO127 Ext Mas, Roofs, Prpts e r V4
EI Tasks
-
() Getting Started
You last logged in today at 9:25 AM Eastern Time (US & Canada) 1.9.30.46 - DEVWEEKLY B ::- kahua

2. Goto 'Apps' > Select 'Expenses' App

C000080127 - R435 C80127 Ext Mas, Roofs, Prpts /'

&« Q ses Visit the kStore to explore more than 50 project management apps that work the way you want them to work.  Visit the kStore [
Recent Document Management Other
@ Expenses Bu  Bulletin g Community
Getting Started Ci  Change in Conditions Contacts
& Work Breakdown [% Daily Reports File Manager
Q Seorch ¥ Portfolio Manager IF IFA Getting Started
B Aaloition %8 Meetings &£a  Groups
Tasks
@ Dev Logs NC NCR w uw
§ Messages B Installed Apps No  Notice of Direction Media Manager
Licenses By RFis ¥ Portfolio Manager
() Getting Started »
&\ Users B submittals PM  Pre-Construction Meeting ltems
TC TCR Project Directol
Cost Management ) Prof D
@ Budget 2 Index Management Pr| Properties
123 CSl Codes SC  Submittal Closeout Master Log
’[g—\ Issues @ Locations
/\ lssues
& Work Breakdown
You last logged in today at 9:25 AM Eastern Time (US & Canada) 1.9.30.46 - DEVWEEKLY = £ kahua
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3. Select the 'Contract' tab > Click 'New' > Enter required fields (See 'Enter Contract Details' below for specific data
entry details) > Click 'Save/Close'

B Expenses C000080127 - R435 C80127 Ext Mas, Roofs, Prpts ~ /°

SOV Breakdown  Pay Requests

k4
B Project Finder o
Q  Defast v O 4 @ Contract-00002 New |0 I X
Total Save To Calculate,
Apps [J ¥ Number ToCompany  Title Workflow Status Item Total Current Contract Amount > SECTIONS
 DETAILS —
Q  search PARTIES
Number C000080127
SCOPE
B ress c] DATES & WORKFLOW
ITEMS
§ Messages
COMMENTS
A REFERENCES
Expenses
v PARTIES INTEGRATION
()  Getting Started

SCA Vice President - SCA Sandbox @

SCA Sandbox @

From Company Office
From Company Address

Save / Close ~

0 Item(s)

You last logged in today at 9:25 AM Easter Time (US & Canada) 1.9.30.46 - DEVWEEKLY =] 5 kahua

Enter Contract Details

Role Preceding Steps Outcome
oDC —> Expense contract created. —> Contract details are entered.
Steps
1. Title: Enter the contract title
2. From Contact: Select the SCA Vice President from the dropdown
3. To Contact: Select the General Contractor from the dropdown
4. Not to Exceed Amount: Enter the Not to Exceed Amount
5. Scope of Work: Enter the contract’s scope of work
6. Items: Insert a row into the table using the 'Insert' button for each LLW associated with the contract

Cost Code — Select the LLW

Desc — Enter the LLW description

Total — Enter the allocated amount for that LLW
7. Finance PO Code: Enter the finance PO code
8. Finance Vendor Code: Enter the vendor code
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v DETAILS NTP Date 3/3/2022
Substantial Completion Date 3/14/2025

Number 000080227
Date  3/24/2022

Title o Executed (Contractor) o]

Field is required.

Executed (SCA) i)

v PARTIES v ITEMS
From Contact Status Draft
SCA Vice President - SCA Sandbox €3 e [] Ferrieinclude Guariiy
From Company insert 1 item(s)
SCA Sandbox €
O COSTCODE DESC STATUS TOTAL
From Company Office 0 2 o * L ¥ Draft S

From Company Address e e S

To Contact e
v COMMENTS

Field is required.

To Company

Field is required. New comment

To Company Office
To Company Address

v SCOPE
v REFERENCES

= UPLOAD ADD KAHUADOC EDIT M

$ Not To Exceed Amount

[CJ TYPE DESCRIPTION CONTRIBUTOR DATE SIZE N
Scope of Work

v INTEGRATION
Addenda

Work Completed Retainage % 5
Finance PO Number

Field is required.
Notes .

Finance Vendor Code

Field is required.

v DATES & WORKFLOW Integration Messages
Integration Date Time
Workflow Status Active [J Active Lien

Awarded Date 3/2/2022
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Update Expense Contract

Role Preceding Steps

Outcome

oDC —> Expense contract exists. —_—

Expense contract is updated.

Steps
1. Select the desired contract to update > Click 'Edit’

C000080127 - R435 CB0127 Ext Mas, Roofs, Prpts /"

From Company

(D Getting Started From Company Office
From Company Address

To Contact

To Company

To Company Office

To Company Address

1 tem(s)

You last logged in today at 9:25 AM Easter Time (US & Canada)

Primary Office

30-30 Thompson Ave
Queens, NY 12345

External Contractor E - TE Construction
TE Construction
Primary Office

500 Main Street
New York, NY 10018

1.9.30.46 - DEVWEEKLY

<« Contracts Change Orders SOV Breakdown Pay Requests 2
B B nNew SEND v HISTORY GOURL W
Project Finder
S Q Odmitv O & @ Contract-C000080127 Preview | I3 X
Total $29,474,103.00
Apps [0 ¥ Number ToCompany  Title Workflow Status  Item Total Curre > SECTIONS
v DETAILS DETAILS
0 c TE Construction Ext Mas, Roofs, Prpts  Active $29,474,103.00
h PARTIES
Number C000080127
Date  7/6/2021 ScoPE
Tasks Title  ExtMas, Roofs, Prpts DATES & WORKFLOW
§ ITEMS
Messages
- G COMMENTS
REFERENCES
Expenses From Contact SCA Vice President - SCA Sandbox
SCA Sandbox INTEGRATION

2. Update fields as required > Click 'Save/Close'

C000080127 - R435 CB0127 Ext Mas, Roofs, Prpts ~ /*

Expenses

« Contracts Change Orders SOV Breakdown Pay Requests
H B New GOURL o
Project Finder
E Q it v O g & Contract-C000080127
Apps [ < Number To Company Title Workflow Status  Item Total Curre:
~ DETAILS
[J ©000080127 TE Construction ExtMas, Roofs, Prpts  Active $29,474,103.00
Search
Number C000080127
Tasks 7/6/2021
Messages Ext Mas, Roofs, Prpts
Expenses

~ PARTIES

() Getting Started

Total $29,474,103
DETAILS

SCA Vice President - SCA Sandbox °

SCA Sandbox @

From Company Office

Primary Office

From Company Address  30-30 Thompson Ave

Queens, NY 12345

Save/ Close ~
1 ltem(s)

You last logged in today at 9:25 AM Eastern Time (US & Canada)

Evtarnol Fantrantnr £ - TE Fanctnintinn 9

1.9.30.46 - DEVWEEKLY

et @ o X

> SECTIONS

PARTIES

SCOPE

DATES & WORKFLOW
ITEMS

COMMENTS
REFERENCES

INTEGRATION
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Finalize Contract

Role Preceding Steps Outcome

Expense contract is finalized.
Message sent to PO to request
access for GC and AEoR.
Contract can only be unlocked
and edited by the CM
Facilitator and CAMP Admin.

Expense contract exists. Cost
oDC —> items sum is not greater than —
the 'Not to Exceed' amount.

Step

Select expense contract > Click 'Finalize'

D Expenses C000080127 - R435 CB0127 Ext Mas, Roofs, Prpts /"
&« Contracts Change Orders SOV Breakdown Pay Requests
H B New SEND EDIT VIEW v HISTORY GOURL
Project Finder .
& Q Odmitv O & @ Contract-C000080127 Preview | I3 X
Total $29,474,103.00
3 apes ) & Number ToCompany  Title Workflow Status  Item Total Curre > SECTIONS
~ DETAILS DETAILS
O c TE Construction Ext Mas, Roofs, Prpts  Active $29,474,103.00
Search PARTIES

Number 000080127

pate  7/6/2021 S
B tesks Title  ExtMas, Roofs, Prpts DATES & WORKFLOW
F ITEMS

Messages ~ PARTIES

COMMENTS
3 REFERENCES
Expenses From Contact SCA Vice President - SCA Sandbox
From Company SCA Sandbox INTEGRATION
() Getting Started From Company Office  Primary Office

From Company Address 30-30 Thompson Ave
Queens, NY 12345

To Contact External Contractor E - TE Construction
To Company TE Construction
To Company Office Primary Office

To Company Address 500 Main Street
New York, NY 10018

~ SCOPE

1 tem(s)

You last logged in today at 9:25 AM Eastern Time (US & Canada) 1.9.30.46 - DEVWEEKLY

Import CSI Codes

Role Preceding Steps Outcome
CSl Import Spreadsheet.

Project has been created.

AE Facilitator —> Note: This step can be —> (Sl Codes are uploaded.
performed as soon as the
Project is created but needs to
be completed before the SOV
is sent to the Contractor

8|Page



Example CSI Import Spreadsheet

File Home |Insert Pagelayout Formulas Data Review View Developer Help Inquire Kofax PDF

j9l RowNumber RecordKey Code Parent Parent_ReferenceColumn Description Notes
2 | "01010 SUMMARY OF WORK
3 | '01015 MISCELLANEOUS PROVISIONS
4| "01060 PERMITS, FEES, AND CERTIFICATES OF OCCUPANCY
5 | "01200 PROJECT MEETINGS
6 | "01300 SUBMITTALS
7| 01312 PROGRESS SCHEDULE
8 | "01400 QUALITY CONTROL
9 | "o1500 [v TEMPORARY FACILITIES AND CONTROLS
10 | "01524 CONSTRUCTION WASTE MANAGEMENT
11 | "01535 SAFETY PROGRAM
12 | "01550 INDOOR AIR QUALITY (IAQ) REQUIREMENTS
13 | "01600 MATERIAL AND EQUIPMENT
14| "01630 PRODUCT SUBSTITUTIONS
15 | "01700 PROJECT CLOSEOUT
16 | "01720 RECORD DOCUMENTS
17 | "01740 GUARANTEES, WARRANTIES, & BONDS
18 | "01900 EXISTING PREMISES WORK
19| "02070 SELECTIVE REMOVALS & DEMOLITION
20| '02081 ASBESTOS ABATEMENT
21 "02082 PCB-CONTAINING CAULK REMOVAL WORK
22| "02085 EXTERIOR PAINT REMOVAL
23| "02100 SITE PREPARATION
24 | "02201 EARTHWORK
25 | "02511 ASPHALTIC CONCRETE PAVING
Steps

1. Goto 'Apps' > Select 'CSI Codes' app

SCA AE-Facilitator
SCa Sandbox

C000080200 - Q343 C80200 New Four Story Bldg ~ #°

&« Q_ Search Visit the kStore to explore more than 50 project management apps that work the way you want them to work.  Visit the kStore (7
Recent Document Management Other
%= Project Finder &
(U} Getting Started Bu Bulletin 82 Communi
Q4
Apps Administration i Change in Conditions Contacts
@ Dev Logs @ Daily Reports ﬁ File Manager
S h
O\ e B Installed Apps IFIFA Getting Started
{8 Licenses 8 Meetings &2 Groups
B ross
2\ Users NC NCR o Lw
[ Messages No Notice of Direction & Media Manager
Cost Management
= Budget Hy RFis & Portfolio Manager
() Getting Started .
Expenses B  Submittals PM  Pre-Construction Meeting ltems
/N Issues T TCR Project Directory
/N lssues Index Manogemere__ (5% Pr| Properties
b% Work Breakdown 123 CSl Codes
@ Locations
42, AddPerson

You last logged in Sunday, August 8, 2021 at 4:04 PM Eastern Time (US & Canada) 1.9.30.46 - DEVWEEKLY (=]
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2. Select 'More' > Select 'Import’

SCA AE-Facilitator

SCA Sandbax

123 CSl Codes €000080200 - Q343 C80200 New Four Story Bldg /'

e €Sl Codes NEW REPORTS m

csiCode  Descripl
%= Project Finder EXPORT )

0 tem(s)

apps

Tasks

<

123 csiCodes

Messages

(!) Getting Started

+2)  AddPerson

You last logged in Sunday, August 8, 2021 at 4:04 PM Eastern Time (US & Canada) # kahua

3. Select the file to upload > Click 'Ok’

123 CSl Codes Q343 C80200 New Four Story Bldg /'

e €Sl Codes NEW REPORTS MORE v

CSlCode  Description
% Project Finder
0 ttem(s)

apps

Completed

Tasks

[ Messages

Csl_Code_Sample_SCA_Project NoParent.xlsx v

123 csiCodes

(!) Getting Started

=

+2)  AddPerson

You last logged in Sunday, August 8, 2021 at 4:04 PM Eastern Time (US & Canada) K 4k kahua
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Example of Imported CSI Codes

SCA AE-Facilitator

123 CSI Codes 0200 - Q343 C80200 New /
€ [ ? ‘oMcole NEW REPORTS MORE v
01010
csiCode Description
E Project Finder 01015
01060 01010  SUMMARY OF WORK
01200
Ape 01015  MISCELLANEOUS PROVISIONS
01300
aiich 01312 01060  PERMITS, FEES, AND CERTIFICATES OF OCCUPANCY
14
G199 01200  PROJECT MEETINGS
B e 01500
asks
p— 01300  SUBMITTALS
= 01535 01312 PROGRESS SCHEDULE
Messages
01550
01400  QUALITY CONTROL
01600
123 csiCodes
01630 01500  TEMPORARY FACILITIES AND CONTROLS
01700
L') Getting Started 01524 CONSTRUCTION WASTE MANAGEMENT
01720
01740 01535  SAFETY PROGRAM
1}
0159 01550  INDOOR AIR QUALITY (IAQ) REQUIREMENTS
02070
02081 01600  MATERIAL AND EQUIPMENT
02082
42, addperson 01630  PRODUCT SUBSTITUTIONS
nonos 69 tem(s)
You last logged in yesterday at 9:31 AM Eastern Time (US & Canada) ® 1.9.30.46 - DEVWEEKLY $5 kahua

Process to SOV

Role Preceding Steps Outcome
Expense contract has been
finalized.

PO —> Contractor, PO, and SPOarein —> SOV Breakdown created.
the project roster.

CSlI Codes are imported.

Steps
1. Select the desired contract to update > Select 'Process to SOV'

Expenses Q489 CB0227 New 4 Story Annex /'

« Contracts Change Orders SOV Breakdown Pay Requests

HE B VIEW v HISTORY GOURL
Project Finder
?: Q  Default v O ' & Contract - C000080227 Preview |0 I X
Total $56,350,000.00
Apps [0 < Number ToCompany Title Workflow Status  Item Total Current > SECTIONS
Al DETAILS
O o JJ Construction New 4 Story Annex Complete $56,350,000.00
Search PARTIES
Number C000080227
Date 10/26/2021 SCOPE
Tasks Title New 4 Story Annex DATES & WORKFLOW
§ ITEMS
Messages
- ¥ PARTIES COMMENTS
REFERENCES
Expenses From Contact SCA Vice President - SCA Sandbox
From Company SCA Sandbox INTEGRATION
() Getting Started From Company Office _ Primary Office
From Company Address  30-30 Thompson Ave
Queens, NY 12345
To Contact External Contractor D - JJ Construction
To Company JJ Construction
To Company Office Primary Office

To Company Address 400 Main Street
New York, NY 10018

v SCOPE

Process to SOV

1 tem(s)

You last logged in today at 10:32 AM Eastern Time (US & C: 1.9.30.46 - DEVWEEKLY
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2. Select 'Save/Close'

Expenses C000080218 - X108 C802
<« Contracts ~ Change Orders SOV Breakdown +  Pay Requests
B @ IMPORT v IMPORT v | GDURL
T Project Finder
Q Defat v O & & SOVBreakdown cEdit @B 1ox
Apps O contract 4 Number | Description Workflow ~ DETAILS > SECTIONS
DETAILS
Q . [J 00003 - JE Construction 00003-0001 New 4 Story Add com  Draft Number  00003-0001
Searcl
Description  New 4 Story Add com DATES EVORK LOW
Contract 00003 - JE Construction - New 4 Story Add com COMMITMENT ITEMS
@ Tasks Contractor  External Contractor A - JE Construction v
REFERENCES
ﬁ Messages ~ DATES & WORKFLOW
Expenses Status
Assigned To

, Assigned Date
Q Getting Started

¥ COMMITMENT ITEMS

[E4
llem T  Descripion T  CostCode T | Committed Allocated
~ Contract $61,870,000.00  $61,870,0
@ o Addition 115291242 $61,870,000.00  $61870,

Save/Close ~
1 tem(s)

»H,
¥ kahua

You last logged in yesterday at 12:33 PM Eastern

Break Down SOV Items

Role Preceding Steps Outcome
SOV Breakdown has been 3
created.

Contractor SOV items are created.

Steps
1. Select the SOV Breakdown item > Select 'Edit'

» External Contractor A

@ Expenses C000080218 - X108 C80218 New 4 Story Add &' JE Conatruction

Contracts Change Orders SOV Breakdown Pay Requests

B [  IMPORT v SEND m HISTORY IMPORT v  GDURL
T Project Finder
Q  Default v O 4 & SOVBreakdown Preview |0 I X
apps [ Contract & Number | Description Workfloy DETAILS > SECTIONS
DETAILS
Q . a ouoaa-JEconsmouuuue-uum New 4 Story Add com  Draft Number  00003-0001
Searcl
Description  New 4 Story Add com DATES & WORKFLOW
Contract 00003 - JE Construction - New 4 Story Add com COMMITMENT ITEMS
@ Tasks Contractor  External Contractor A - JE Construction CoMMENTS
REFERENCES
g Messages ~ DATES & WORKFLOW
Expenses Status Draft

Assigned To  External Contractor A - JE Construction
, Assigned Date  2/22/2022
O Getting Started

v COMMITMENT ITEMS

&
Item T Description T CostCode T Committed Allocated
v Contract $61,870,000.00 $0.00
Z o1 Addition 115291-2A2 $61,870,000.00 $0.00

¥ COMMENTS

e =

You last logged in yesterday at 12:33 PM Eastern Time (US & Canada)
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2. Select the pop-out button in the Commitment Items section

External Contractor A

Expenses New 4 Story Add
<« Contracts ~ Change Orders SOV Breakdown  Pay Requests
E (B IMPORTv IMPORT ~ | GDURL W
% Project Finder
Q. Default v O ' B SOV Breakdown
Apps [J | contract N Number Description Workflov v DETAILS
O\ [J 00003- JE Construction 00003-0001 New 4 Story Add com  Draft Number 00003-0001
Search
Description  New 4 Story Add com
Contract 00003 - JE Construction - New 4 Story Add com
Tasks Contractor  Exteral Contractor A - JE Construction
ﬁ Messages ~ DATES & WORKFLOW
e Status Draft
Assigned To External Contractor A - JE Construction
Assigned Date  2/22/2022
() Getting Started

You last logged in yesterday at 12:33 PM Eastern

ime (US & Canada)

v COMMITMENT ITEMS

Item
~ Contract
B o

1 ttem(s)

T  Description T | CostCode T

Addition 115291-2A2

Save/Close -~

edit B I X

> SECTIONS
DETAILS
DATES & WORKFLOW
COMMITMENT ITEMS
COMMENTS

REFERENCES

Committed Allocated
$61,870,000.00 $0.00
$61,870,000.00 $0.00

3. Select the pop-out button for the desired LLW

External Contractor A

Expenses
<« Contracts Change Orders SOV Breakdown Pay Requests
%o Project Finder
i Apps
4 Item T Description T CostCode T Committed Allocated ~ Unallocated
Search $61,870,000.00 $0.00 $61,870,000.00
Addition 115291-2A2 $61,870,000.00 $0.00 $61,870,000.00
Tasks
@ Messages
Expenses
() Getting Started
T Hem() ——

You last logged in yesterday at 12:33 PM Eastern Time (US & Canadi
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4. Select the pop-out button in the SOV Items section

Expenses

External Contractor A

Contracts

Project Finder

Change Orders

000080218 - X108 C80218 New 4 Story Add

SOV Breakdown  Pay Requests

S0V Breakdown - Commitment ltems

SOV Breakdown m
Apps fien 8 3
4 Item Y  Description Y  CostCode Y  Committed Allocated  Unal + DETAILS > SECTIONS
Q Search v Contract $61,870,000.00 $0.00 $61, DETAILS y
Document Type  Contract
= SOV ITEMS
B o Addition 115291-2A2 $61,870,000.00 5000 861 Document 00003 - JE Construction E
@ Tasks a SIGNATURES
Addition
ﬁ Messages Cost Code 115291-2A2 L
Committed $61,870,000.00
B Allocated $0.00
e
Unallocated $61,870,000.00
() cetting Started
v SOV ITEMS
Insert 1 item(s)
(m] No. ¥ CSiCode 7Y  Descripion ¥ €
v SIGNATURES
T Ttem(s) ]

You last logged in yesterday at 12:33 PM Eastern Ti

Expenses

- DEVWEEKLY

Contracts  Change O

e

Project Finder

rders SOV Breakdown +  Pay Requests

You last logged in yesterday at 12:33 PM Eastern Time (US & Canada)

1 ltem(s)

Apps

] No. T  CSICode b4 T  CostCode  Status =Amount Used on Pay App  Progress
Q,  search O & “ooo 06200 FINISH GARPENTRY & ~ Finish Carpentry  115291-2A2 Draft  $1,000,000.00 No $0.00

[m] B “ oooo2 02723 STORM DRAINAGE SYSTEMS @ ~ Drains 115291-2A2 Draft  $3,000,000.00 No $0.00
Bl s -

O ® 00003 05120 STRUCTURAL STEEL € ~  Structural Steel 115291-2A2 Draft  $5000,000.00 No $0.00
g Messages O & | oooos - 115291-242 Draft  $4,000,000.00 No $0.00
[ expemes
() Getting Started

"

14|Page
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6. Deleting Items: Click on the checkbox next to the desired item > Select 'Delete’

Expenses

External Contractor A
onst

<« Contracts ~ Change Orders SOV Breakdown +  Pay Requests

% Project Finder

Apps
Csl Code Description 7  CostCode Status ~ Amount Used on Pay App = Progress

Search 06200 FINISH CARPENTRY @ ~ Finish Carpentry 115291-242 Draft  $1,000,000.00 No $0.00

02723 STORM DRAINAGE SYSTEMS @~ Drains 115291-2A2 Draft ~ $3,000,000.00 No $0.00 B
Tasks

05120 STRUCTURAL STEEL @ ~  Structural Steel 115291-2A2 Draft  $5000,000.00 No $0.00
Messages 09590 WOOD FLOORING @ ~ Flooring 115291-2A2 Draft  $4,000,000.00 No 50.00 F
Expenses

() Getting Started

1 ltem(s)

You last logged in yesterday at 12:33 PM Eastern Time (US & Canada) 46 - DEVWEEKLY

7. Click the 'X' button to exit out of the pop-up screens.

Expenses €000080218 - X108 C80218 New 4 Story Add Extemal Contractor A

<« Contracts Change Orders SOV Breakdown * Pay Requests

%o Project Finder

item(s)  Delete

Apps
[m] No. T | CSlCode T  Descripon T  CostCode  Status Amount Used on Pay App | Progress
Q,  search O & ~oooo 06200 FINISH CARPENTRY € - Finish Carpentry ~ 115291-2A2 Draft ~ $1,000,000.00 No 5000
O & “ooooz 02723 STORM DRAINAGE SYSTEMS @ ~  Drains 115291-2A2 Draft ~ $3,000,000.00 No 50.00 B
Tasks .
a = 00003 05120 STRUCTURAL STEEL - Structural Steel 115291-2A2 Draft ~ $5000,000.00 No $0.00
Messages E o004 09590 WOOD FLOORING € ~ Flooring 115291-2A2 Draft  $4,000,000.00 No $0.00 r
Expenses

() Getting Started

T fem(s) __________J§

You last logged in yesterday t 12:33 PM Eastem Time #% kahua
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8. Select 'Save/Close'

Expenses ©000080218 - X108 C80218 New 4 Story Add &' e Extemal Contractor A
<« Contracts Change Orders SOV Breakdown * Pay Requests
E [B IMPORT v IMPORT v | GDURL ¥
T ProjectFinder « @ o
O Defalt v O & & SOV Breakdown fEdit @ 30X
Apps 0 | contract J Number | Description Workfloy DETAILS » SECTIONS
DETAILS
a [J 00003-JE Construction 00003-0001 New 4 Story Add com  Draft Number  00003-0001
Search
Description New 4 Story Add com DATES € WORKFL O
Contract 00003 - JE Construction - New 4 Story Add com COMMITMENT ITEMS
@ Tasks Contractor  External Contractor A - JE Construction COMMENTS
REFERENCES
g Messages ~ DATES & WORKFLOW
e Status Draft
Assigned o External Contractor A - JE Construction
Assigned Date  2/22/2022
() cetting started
~ COMMITMENT ITEMS
(4]
Item T Description T CostCode T Committed Allocated
v Contract $61,870,000.00 $61,870,0
Z o Addition 115291-2A2 $61,870,000.00  $61,870,0
Save / Close v
1 em(s)
You last logged in yesterday at 12:33 PM Easter Time (US & Canada) =E Nl 8 1.9.30.46 - DEVWEEKLY B 4 kahua

Submit SOV Breakdown

Role Preceding Steps Outcome
SOV items have been created.

SOV Breakdown is submitted

Contractor —> . . —> tothe PO and SPO for
All commitment items have
approval.

been fully allocated.

Step
Select the SOV Breakdown > Select 'Submit'

16| Page



Expenses

<« Contracts ~ Change Orders SOV Breakdown  Pay Requests
E B IMPORT v SEND EDIT VIEW HISTORY IMPORT~  GOURL ¥
T Project Finder
Q  Defatt v O & @& SOVBreakdown Preview @ I X
Apps O Contract - Number Description Workfloy  ~ DETAILS > SECTIONS
DETAILS
Q [0 00003 - JE Construction ouum New 4 Story Add com  Draft Number 00003-0001
Search
Description New 4 Story Add com DATES S WOHKELOW
Contract 00003 - JE Construction - New 4 Story Add com COMMITMENT ITEMS
Tasks Contractor  External Contractor A - JE Construction COMMENTS
REFERENCES
Messages ~ DATES & WORKFLOW
B Status Draft
Assigned To External Contractor A - JE Construction
Assigned Date  2/22/2022
() Getting Started

~ COMMITMENT ITEMS

[E4]
ltem Y  Descripion T | CostCode T | Committed Allocated
v Contract $61,870,000.00  $61,870,0
B o Addition 115291242 $61,870,000.00  $61,870,C

1 ltem(s)
1.9.30.46 - DEVWEEKI

#3% kahua

You last logged in yesterday at 12:33 PM Easter Time (US & Canads)

Approve SOV Breakdown

Outcome
SOV items are approved and
ready for pay request.

Preceding Steps
The SOV Breakdown is
submitted by the Contractor.

Role

Order: PO > SPO

Steps
1. Goto 'Tasks' > Select the SOV Breakdown Approval Task > Click 'View Source Record'

E] Tasks X108 CBO218 New 4 Story Add /'
r = atwe v  SHARE ¥  DELEGATE HISTORY #
= SOV Breakdown Task @ X
T View: Default ~
% Project Finder Q = View:Defuu L K]
View Source Record >
FROM SUBJECT
Apps v DETALS > SECTIONS
External or A SOV Breakdown PO Approval Task on X108 C80218 New 4 £
DETAILS
q Search 1 Item(s) Number 00003-0001
Description New 4 Story Add com DR SO
Contract C000080218 - JE Construction - New 4 Story Add COMMITMENT ITEMS
g Tasks Contractor  External Contractor A - JE Construction SIGNATURES
COMMENTS
Messages ~ DATES & WORKFLOW
REFERENCES
() Getting Started Status In Review
Assigned To SCA PO A - SCA Sandbox

Assigned Date  2/25/2022

v COMMITMENT ITEMS

(ta]
Item T Description T Cost Code T Committed Alloc
v $61,870,000.00 $61,t
B o Addition 115291-2A2 $61,870,00000 $61,

5:50 PM Eastem Time (US & C: 1.9.30.46 - DEVWEE

logged in Wednesday, Feb
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2. Select the 'View' button

X108 CBO218 New 4 Story Add /'

Tasks

st logged in Wednesday, February

Expenses

Tasks

st logged in Wednesday, Febs

Contracts
E R <
Q  Default v O

[0 contract

[0 000080218 - JE Construction 00003-0001 New 4 Story Add com  In Review

Contracts
R <
Q  Defaut v O

[0 contract

[0 000080218 - JE Construction 00003-0001 New 4 Story Add com  In Review

Change Orders SOV Breakdown

IMPORT v

& Number Description

Change Orders

IMPORT v

US & Canada)

Pay Requests

SEND ISTORY IMPORT v GOURL H

' & S0V Breakdown

Workflow Status  Contract  ~ DETAILS > SECTIONS

DETAILS

External Number 00003-0001

Description New 4 Story Add com s

Contract C000080218 - JE Construction - New 4 Story Add COMMITMENT ITEMS
Contractor  External Contractor A - JE Construction SIGNATURES
COMMENTS
v DATES & WORKFLOW
REFERENCES
Status In Review
Assigned To SCA PO A - SCA Sandbox

Assigned Date  2/25/2022

¥ COMMITMENT ITEMS

(e}
Mem Y Descripion Y CostCode T Co
~ Contract 36
Z o Addition 115291-242 $¢

v SIGNATURES

1 em(s)

1.9.30.46 - DEVWEEKLY

X108 C80218 New 4 Story Add

SOV Breakdown Pay Requests
Y GQOV_SOVBmakdiIMReporLDWDS«OMI.en.en.pdl ® X
& Number Description Workflow Status ~ Contract:
Contract Schedule Of Values
— X108 C80218 New 4 Siovy A%
e oy
Desritn M 4 By Ad o
Coreruct COO00B0Z 18 - & Cormnution
ot Cortuct 50 Vi Presont
Coréracs Contmct [H—
mm  AmayCose  Desarpton Commeed 1
Stah
Coreaa T
o [T sovoman o0
0 NEMA P Copny
o A D pos——
GO0 NI Sevche Sew St
W0 AL ey ose—
s NI Saesen ke
= T

1 em(s)

1.9.30.46 - DEVWEEKLY
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4. Go to 'Tasks' > Select the SOV Breakdown Approval Task

B] Tasks 08 C80218 New 4 St
&« = Adive v  SHARE k<4
= View: Default v =
E Project Finder @ wew: Betau =
FROM ‘SUBJECT DATE ASSIGNED DUEDATE APP PROJECT
Apps
External Con S0V Breakdown PO Approval Task on X108 C80218 New 4 Story Add  2/23/2022 Expense SOV Breakdown X108 C80218 New 4 Story Add
1 Item(s)
O\ ‘Search
5 g
@ Messages
(!) Getting Started

You last logged in yesterday at 12:29 PM Eastern Time (US & Canad

1.9.30.46 - DEVWEEKI

5. Select 'Approve' > Enter PIN code > Click 'Continue’

08 C80218 New 4 Story Add

&« Afive ¥  SHARE ¥  DELEGATE HISTORY &
o Q = View Defauit~ = SOV Breakdown Task @ X
E Project Finder
View Source Record >
FROM SUBJECT
Apps v DETAILS > SECTIONS
External Contractor A SOV Breakdown PO Approval Task on X108 C80218 N
DETAILS
Q Search 1 Item(s) Number 00003-0001
Description  New 4 Story Add com DETES & WK LOW
Contract 00003 - JE Construction - New 4 Story Add com COMMITMENT ITEMS
é Tasks Contractor  External Contractor A - JE Construction SIGNATURES
| Add Signature
COMMENTS
Messages v DATES & WORKFL(
REFERENCES
() Getting Started Status Inf ‘E"'E‘P"‘
AssignedTe  SC,
Assigned Date  2/2

¥ COMMITMENT ITE

Item T Description T CostCode T
v
Z 01 Addition 115291-2A2
Approve Reject

PM Eastern

ime (US & Canada)

Youlast logged in yesterday at 1

Continue Cancel

[E4]
Committed Allocated
$61,870,000.00 $61,870,00

$61,870,000.00  $61,870,00
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Reject SOV Breakdown

Role Preceding Steps

Outcome

PO, SPO —

the Contractor.

SOV Breakdown submitted by

The SOV Breakdown is
returned to the previous step.

Steps
1.

Go to 'Tasks' > Select the SOV Breakdown Approval Task > Click 'View Source Record'

®) Tasks X108 C80218 New 4 Story Add /' eepiine)
&« = atwe v  SHARE ¥  DELEGATE HISTORY #
- ) SOV Breakdown Task @ X
= Vi it -~
% Project Finder Q = View:Defuu L
View Source Record >
FROM SUBJECT
Apps. v DETALS > SECTIONS
External or A SOV Breakdown PO Approval Task on X108 C80218 New 4 £
DETAILS
Q 1 Item(s) Number 00003-0001
Search .
Description  New 4 Story Add com DR SO
Contract C000080218 - JE Construction - New 4 Story Add COMMITMENT ITEMS
g Tasks Contractor  External Contractor A - JE Construction SIGNATURES
COMMENTS
Messages ~ DATES & WORKFLOW
REFERENCES
() Getting Started Status In Review
Assigned To SCA PO A - SCA Sandbox

tem

o

t logged in Wednesday, Febru 5:50 PM Eastem Time (US & Cans

2. Select the 'View' button

X108 C80218 New 4 Story Add

Assigned Date

7

2/25/2022

v COMMITMENT ITEMS

&
T Description T CostCode T Committed Alloc
$61,870,000.00 $61,1
Addition 115291242 $61,870,000.00 $61,

1.9.30.46 - DEVWEEKLY

SCAPOA

- Contracts Change Orders SOV Breakdown Pay Requests
B B < IMPORTv
fe  Project Finder
Q  Defalt v O T &
Apps. 0 contract ¥ Number Description Workflow Status  Contract:
Q (J 000080218 - JE Construction 00003-0001 New 4 Story Add com  In Review Extemnal
Search
g Tasks
= g—
Expenses
() Getting Started

1 Hem(s)

5:50 PM Eastern Time (US & Canada)

You last logged in Wednesday, Febru

SEND STORY IMPORT v = GDURL W
SOV Breakdown Preview o x
~ DETAILS > SECTIONS
DETAILS
Number  00003-0001
Description New 4 Story Add com DRSS RO
Contract  CO000B0218 - JE Construction - New 4 Story Add COMMITMENT ITEMS
Contractor  External Contractor A - JE Construction SIGNATURES
COMMENTS
~ DATES & WORKFLOW
REFERENCES
Status In Review
Assigned To SCA PO A - SCA Sandbox

Assigned Date  2/25/2022

~ COMMITMENT ITEMS

&
Mem T Descripion T CostCode T Co
v Contract $6
Z o Addition 115291-242 $€

v SIGNATURES

1.9.30.46 - DEVWEEKLY £ kahua
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3. Review the SOV Breakdown

ew 4 Story Add /' i
<« Contracts ~ Change Orders SOV Breakdown Pay Requests
B @ < IMPORT v
%= Project Finder
- ireakgownViewRepol .en.en,|
Q Defatt v O & & V_SOVBreakdownViewReport_00003-0001 pdf @ X
Apps [0 contract J Number Description Workflow Status ~ Contract: |’
Contract Schedule Of Values
Q 0 c000080218 - JE Construction 00003-0001 New 4 Story Add com  In Review External X108 CH0218 Now 4 Shoy A% ¢
Search
[pp——
g [T ——
Tasks SCA Vice Prescent
el Conwacor A
Cote Commest
o 2 RS— AR
T 10m
seomane  sranonm o
P Coponry Suiried  $1.000.00000
Expenses 0002 118 IA2 [ St $1.000.000 00
o NEIA S See Swmmt 80000W
i [H TR - )
() Getting Started [P [N
1 hem(s) —

Wednesday, February 23, 2022 at 5:50 PM Eastem Time (US & Canada) 1.9.30.46 - DEVWEEKLY

4. Go to 'Tasks' > Select the SOV Breakdown Approval Task

X108 C80218 New 4 Story Add /'

&« = Ahwe ~ | SHARE k=4
T View: Default ~ 5
%o Project Finder @ e Defa =
FROM ‘SUBJECT DATE ASSIGNED DUEDATE APP PROJECT
Apps
External Coni SOV Breakdown PO Approval Task on X108 C80218 New 4 Story Add ~ 2/23/2022 Expense SOV Breakdown X108 C80218 New 4 Story Add
1 item(s)
Q  search
S
@ Messages

() Getting Started

You last logged in yesterday at 1 PM Eastern Time (US & Canadi .ﬁv kahua
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5. Select 'Reject' > Enter the reject reason > Click 'Continue'

X108 C80218 New 4 Sto

< = j%.e Vv  SHARE ¥  DELEGATE HISTORY ¥
o Q = View Default~ & SOV Breakdown Task @ X
E Project Finder
View Source Record >
FROM SUBJECT
Apps v DETAILS > SECTIONS
External Contractor A SOV Breakdown PO Approval Task on X108 C80218 N
DETAILS
1 Item(s) Number 00003-0001
Q,  search
Description New 4 Story Add com B
Contract 00003 - JE Construction - New 4 Story Add com COMMITMENT ITEMS
@ Tasks Contractor  External Contractor A - JE Constri SIGNATURES
il Reject Reas
COMMENTS
Messages v DATES & WORKFL(
REFERENCES

Reject Reason
Status it ||
AssignedTo  SC | Fieldisrequired

Assigned Date  2/2

()  Getting Started

Continue

~ COMMITMENT ITE

[e]

Item T  Description Y  CostCode 7Y  Committed Allocated
v $61,870,000.00 $61,870,0C
Z 0l Addition 115291-2A2 $61,870,000.00  $61,870,00

Approve Reject

ime (US & Canada) 1.9.30.46 - DEVWEEKL
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