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About

For Construction work, Expense Contracts are agreements between SCA and the GC. In Management contracts, the
Expense Contract is between the CM Firm and itself. For self-performed JOC and Emergency Construction and
Management, Expense Contracts contain SCA authorized work. A Request for Work Authorization processes Expense
Contract cost items for approval and converts to a Work Authorization during the workflow. All cost lines are grouped by

Work Type and LLW and copied into Master Contract Authorizations.

Workflow Diagrams
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JOC/Emergency Construction Contract Workflow
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JOC Management Contract Workflow
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Emergency Management Contract Workflow
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JOC/Emergency AOS and Services Contract Workflow
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Process Overview

JOC/Emergency Construction Contract

The CM Firm enters the Expense Contract information, creates the approval document (including the Request for Work
Authorization and backup documentation), and submits for approval. The individuals who need to PIN sign the request
differs based on the dollar value of the submitted contract.

CM Project Manager ——> SPO —> CPO (dollar value > S25K) —> VP (dollar value > S100K)

Afterwards, the CM Project Manager and Contractor will need to DocuSign approve the Request for Work Authorization.

Next, the Operations Manager reviews and PIN code signs the Work Authorization. The System will conduct a RESOA
budget check for LLWs flagged with RESOA funding. If RESOA Funds are available, the request is sent to Finance for
encumbrance. Once funds are encumbered, the Expense and Master Contracts are available for payment.

In an On Call (Limited Bid) Emergency Expense Contract, the SOV distribution will need to be updated after the Work
Authorization has been encumbered. This distribution will be approved by the CM Firm and the SPO.

JOC Management Contract

The following process applies for non-AOS JOC Management Contracts. The CM Firm Admin enters the Expense Contract
with backup documentation and submits for review. The individuals who need to PIN sign the request differs based on
the dollar value of the submitted contract.

CM Program Manager —>» SPO —> CPO (dollar value > S25K) —> VP (dollar value > S100K)
Once the review is complete, the Work Authorization request is submitted to the following actors for DocuSign approval.
CM Program Manager —>» SPO —> CPO (dollar value > 525K) —> VP (dollar value > S100K)

Next, the Operations Manager reviews and PIN code signs the Work Authorization. The System will conduct a RESOA
budget check for LLWs flagged with RESOA funding. If RESOA Funds are available, the request is sent to Finance for
encumbrance. Once funds are encumbered, the Expense and Master Contracts are available for payment.

Emergency Management Contract

The CM Firm enters the Expense Contract information, creates the approval document (including the Request for Work
Authorization and backup documentation), and submits for approval. The individuals who need to PIN sign the request
differs based on the dollar value of the submitted contract.

CM Project Manager —> SPO —> CPO (dollar value > 525K) —> VP (dollar value > S100K)

Afterwards, the CM Project Manager and Contractor will need to DocuSign approve the Request for Work Authorization.
Next, the Operations Manager reviews and PIN code signs the Work Authorization. The System will conduct a RESOA
budget check for LLWs flagged with RESOA funding. If RESOA Funds are available, the request is sent to Finance for
encumbrance. Once funds are encumbered, the Expense and Master Contracts are available for payment.

JOC/Emergency AOS or Services Contract
The CM Firm Admin enters and submits the AOS or Services Expense Contract information. The CM Program Manager
and Program CPO PIN sign the Request for Work Authorization.

Next, the Operations Manager reviews and PIN code signs the Work Authorization. The System will conduct a RESOA
budget check for LLWs flagged with RESOA funding. If RESOA Funds are available, the request is sent to Finance for
encumbrance. Once funds are encumbered, the Expense and Master Contracts are available for payment.
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Step-by-Step Instructions

JOC/Emergency Construction Contract

Create Construction Contract with Backup Documentation

Role Preceding Steps Outcome
Contract information is known.

CM Firm —> Work Breakdown is entered at —>
Program and Subproject level.

The Expense Contract is
created.

Steps
1. Go to 'Project Finder' > Navigate to desired partition > Select desired Subproject

¥ Project Finder C€000015251-JC0004 - X024 Electrical Work for AC Initiative /' e D B AEL)
NEW
. N ALL PROJECTS MY PROJECTS RECENT PROJECTS q
E Project Finder
L.} )I A.T.JElectrical JOC > A.T.J Electrical Co., Inc. JOC Services Program >  Gilbane JOC Management SELECT
i e
Number Name
O\ Search - C€000015251-JC0001 K386 Electrical Work for AC Initiative e 7
- €000015251-JC0002 K460 CTF Room Conversion T 7
E Tasks
- C€000015251-JC0003 Q101 CTF Room Conversion bed Va
@ Messages - C00001 52517Jce X024 Electrical Work for AC Initiative v v
Expenses

Getting Started

]

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E #j? kahua

CM Firm 4

€000015251-JC0004 - X024 Electrical Work for AC Initiative  /* e Gia Extamal REQUT-CM4

e Q Eearch Visit the kStore to explore more than 50 project management apps that work the way you want the..  Visit the kStore [
Recent Cost Management Document Management Other
?:: Project Finder 5 .
Expenses = Budget @) Daily Reports 22 Com

Expenses IF IFA Con
Getting Started & Issues &% Meetings File

C§ Portfolio Manager

B Apps

Search

L LLW Y@ Materials Catalog 2l RFlIs Getl
ﬁ%‘ Work Breakdown ﬂ%ﬁ Work Breakdown SC Submittal Closeout Master Log LL  LLw

asks
N
Administration : Submittals l_.. Mec

ﬁ Messages Lo6  Dev Logs PR Pay

Index Management

E Installed Apps 123 CSlCodes Cg Port
$ Expenses
@ Locations PM Pre-
() Getting Started 2 Proj

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E .ﬁ( kahua
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3. Select the 'Expense Contract' tab > Click 'New' > Enter required fields including the Details, Parties, Dates, and
Items

Expenses

<« Additional Work
B B | New
?:: Project Finder
Q. Default v O
Apps O 4 Number ToCompany Title
q Search
@ Tasks
ﬁ Messages
+ Expenses
() Getting Started
0 Item(s)

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada)

C000015251-JC0O004 -

X024 Electrical Work for AC Initiative /2 e

Pay Requests
& @ Contract-JC0005 “New |00 3 X
Total Save To Calculate...
Workflow Status = Iltem Total | ( » SECTIONS
v DETAILS DETAILS
PARTIES
Master Contract - SCOPE
DATES & WORKFLOW
Number
JC0005 ITEMS
MARKUPS
Date & SIGNATURES
Field is required.
COMMENTS
Title REFERENCES
Field is required
[ NON-PLA INTEGRATION
Save / Close ~

1.9.33.71 - DEVSCA

2]

4.

% kahua

In the references section, select 'Upload' > Select the backup documentation to upload > Select '..." > Select
'Add Approval Doc'

Expenses C000015251-JCO004 - X024 Electrical Work for AC Initiative 2 e ?_ia. E’f:?’[rr;aLREQMT'CM4
<_ Contracts + Additional Work Pay Requests
E B New OUurRL B
?:: Project Finder _ @ o
Q. Default v O 3 & Contract - JCO004 « Hdit B I3 X
Total Save To Calculate...
EEE Apps O ¥ Number To Company Title > SECTIONS
‘ New comment DETAILS
[J Jcooo4 SCAGC1 X024 Electrica
q Search PARTIES
SCOPE
B ek DATES & WORKFLOW
v REFERENCES
ITEMS
@ Messages 1
- m= MARKUPS
= iZ ADD KAHUA DOC
B }
«  Expenses TYPE DESCRIPTION
~ Supporting Document ADD COMPOSITE
() Getting Started 5
[0 Supporting Document [ X024 Electricg
4 S
Save / Close ~
1 Iltem(s)

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada)

1.9.33.71 - DEVSCA

2]
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5. Select the documents that will be sent to be signed using the checkboxes > Enter a filename > Click 'Ok’

ia External REQMT-CM4

Expenses 024 Electrical Work for AC Initiative /'
<« Contracts + Additional Work Pay Requests
Create Approval Document X
T:: Project Finder '
| Filename
Apps ] I
= [ Include On Send
[
Q\ Search Include Type Description Page Count = Size Is Current
O View [ work Autherization 0 0 KB Yes ~ v
Tasks '
View [ Request For Work Authorization 0 0KB Yes A v
ﬁ Messages Supporting Document [ X024 Electrical Work for AC Initiative.pdf Q 0 KB Yes ~
Expenses
() Getting Started
Add More
1 temys)

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E

6. Select 'Save / Close’

Expenses €000015251-JC0004 - X024 Electrical Work for AC Initiative /' e D B REL)
e Contracts + Additional Work Pay Requests
B B New GOURL W
E Project Finder . @ o
Q. Default v O ¢ & Contract - JC0004 « Edit B I3 X
Total Save To Calculate...
Apps O < Number ToCompany Title > SECTIONS
DETAILS
O Jcooo4 SCAGC1 X024 Electrica
Q  search “ REFERENCES PARTIES
SCOPE
Tasks = = UPLOAD  ADD KAHUA DOC e DATES & WORKFLOW
O TYPE DESCRIPTION ITEMS
@ Messages
~ Approval Document MARKUPS
E [0 Approval Document () X024 Request for WA.pdf . SIGNATURES
Xpenses
COMMENTS
v Supporting Document
1 i REFERENCES
O Getting Started [J Supporting Document [ X024 Electrical Work for AC
INTEGRATION
Save / Close v
1 Iltem(s)

You last logged in Thursda: ly 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E #ﬁi kahua
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Steps for Adding Multiple Contractors to a Contract (Temporary)

These steps allow you to track multiple contractors in CAMP (temporary solution). This applies to any Emergency project
where the CM is contracting directly with the contractor(s) (first-level contracts only, subcontractor info is not

required). It does not apply to when the CM is managing work for an SCA contractor (e.g., Security and Sidewalk
Bridge).

1. Go to Apps> Project Directory.
Select the Companies tab.
3. Click New. Add all contractors (and also your own company) in each project:

[2 Project Directory C000015647 -

—_— People Companies

E R -~ B

N

Q, Default v | New Company
0] O Name Offi DETAILS
E MNarme
1 Construction ﬂ -
B0
Office =
=]

4. Go to Apps> Expenses> Contracts.

5. Create one line per LLW — Contractor combination. Enter Contractor name in the line-item
description. Example: Showing one LLW and two Contractors:

v ITEMS

Status Draft

[ ttems Include Quantity

Insert ‘I_ item(s)

a COST CODE DESC CSI CODE STATUS TOTAL
O @ o * 2112-125902-3A1 X142 FY21 RESO A TECHNOLOGY UPGRADE @ ~  Emergency Work Description (Contractor 1) ~  Draft Sﬂ
a Z 02 ¥ 2112-125902-3A1 X142 FY21 RESO A TECHNOLOGY UPGRADE @ ~ Emergency Work Description (Contractor 2) * Draft Sﬂ

6. Apps> Expenses> Additional Work: Same as Expense Contracts above

7. Apps> Expenses> Pay Requests: SOV Line Items will be created automatically based on Contract and Additional
Work items. Enter requested pay amounts by Contractor:

~ ITEMS
Open -
O Source Number Cost Code T DESCRIPTION SCHEDULED VALUE = PREVIOUS WORK COMPLETED WORK COMPLETED THIS PERIOD
[m] m 01 2112-125902-3A1  Emergency Work Description (Contractor 1) $75.00 S0.00 §
[m] m 0z 2112-125902-3A1  Emergency Work Description (Contractor 2) $25.00 S0.00 §
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Submit for Aiiroval

Role Preceding Steps Outcome
Work Authorization request is
—> sent to SCA PO or CM Project
Manager for PIN approval.

Existing Expense Contract is

CM Firm 4 .
available.

Step

Select the expense contract > Click 'Submit for Approval'

Expenses C000015251-JC0004 - X024 Electrical Work for AC Initiative £ 9 e R
e Contracts Additional Work Pay Requests
B B NEW SEND EDIT VIEW v  HISTORY GOURL H |
T:: Project Finder ) .
Q  Defalt v O ¥ & Contract - JC0004 Preview LU I3 X |
Total $300,000.00
EEE Apps O ¥ Number To Company Title > SECTIONS |
DETAILS
O Jcooos SCA Co X024 Electrica
Q  search PARTIES
¥ REFERENCES
SCOPE
E Tasks = a— DATES & WORKFLOW
= a=
ITEMS
@ Messages [ DESCRIPTION
MARKUPS
v Approval Document
B SIGNATURES
Expenses [OJ Approval Document [ X024 Request for WA.pdf
COMMENTS
~ Supporting Document
()  Getting Started REFERENCES
Supporting Document X024 Electrical Work for AC
o it . o INTEGRATION
1 ltem(s) W

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E #jcy kahua
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PIN Siin Work Authorization Reiuest - SCA PO/CM ProI'ect Manaier

Role Preceding Steps Outcome
Work Authorization request
has been submitted.

PO The subproject has a Project
Officer in the roster. Work Authorization request is
Work Authorization request sent to SPO for PIN approval.
CM Project Manager s has been submitted. s

The subproject has a CM
Project Manager in the roster.

Step
Go to 'Tasks' > Click the PIN sign task > Click 'Approve' button > Enter Pin Code > Click 'Continue'
E] Tasks C000015251-JC0004 - X024 Electrical Work for AC Initiative ~ #* e R HE R
&« = paive v | SHARE ¥  HSTORY 8
E Project Finder Q= View: Default = & View Task |00 X
View Source Record >
FROM SUBJECT
EEH Apps Gia External le'l'-CMrl Please Review Work Auth ¥ APPROVAL DOCUMENT > SIS
APPROVAL DOCUMENT
E Tasks ?
Enter PIN

@ Messages

Expenses

() Getting Started TR e

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA @ :;? kahua
PIN Siin Work Authorization Reiuest - SPOi CPOi VP

Role Preceding Steps Outcome

Order: SPO > CPO > VP The Work Authorization

CPO only signs if amount is Work Author.ization request request is PIN signed. '

greater than $25K. — has been reviewed and PIN — The SCA PO or CM Project
approved by the SCA PO or CM Manager are sent an email to
Project Manager. DocuSign the Work

VP only signs if amount is
greater than $100K.
Step

Authorization request.

Go to 'Tasks' > Click the PIN sign task > Click 'Approve' button > Enter Pin Code > Click 'Continue’
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X087 C80209 New4School,Reno to Exist /'

&« = adive ¥  SHARE H  HiSTORY

= - &  View Task [@ X
E Project Finder Q = View: Default & L

FROM SUBJECT

View Source Record >

Apps ~ APPROVAL DOCUMENT 5
PR Gia External REQ94 Please Review Work Authorization Request fe SECTIONS
APPROVAL DOCUMENT

Q Search 1 ftem(s)

§ Messages

() Getting Started

Enter PIN:

J~=IR
CONSTRUCTION Z

MANAGER:_External REQMT-Ci4 8112022 CONCUR:
‘ushorzed Sgnanre Daee PO < §25

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA = 4 kahua

DocuSiin Work Authorization Reiuest - SCA PO/CM Proiect Manaier
Role Preceding Steps Outcome
The Work Authorization
s request has been PIN signed. s
SCA PO The subproject has a Project
Officer in the roster. Work Authorization request is
The Work Authorization sent t(? Corytractor for
s request has been PIN signed s DocuSign signature.
CM Project Manager The subproject has a CM
Project Manager in the roster.
Steps
1. Go to email account > Select email > Click 'Review Document' button in email
DocuSign

Thomas Everritt sent you a document to review and sign.

1 REVIEW DOCUMENT

2. Click 'Continue' button. Note. For First Time using DocuSign:
a. Check 'l agree to use electronic records and signatures' box
b. Select desired signature details
c. Click the 'Adopt and Sign' button

3. Select the DocuSign signature buttons on top left > Sign and date the document > Select ‘Finish’
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inish to send the completed document. SW OTHER ACTIONS ~
Q@ Q % B8

CPO:  Donna SCAPM-CM-CPO StartDate:  6/1/2022

New York, NY12345
FIELDS Forecast Completion Date: 117112022
Duration (Calendar Days): 153
; Cost Estimate by LLW: Work Type - Amount
#  Signature ltom# LLW Description (School) LW - Category Description Distributed
01 X024 2112-126786-1E6 X024 ELECTRICAL WORK  Total: $300,000.00
DS  Initial FOR A/C INITIATIVE
L Stamp Contract Total:
515 Dl fone Justification and Scope of Work to be Performed:
Scope of Work:
2 Name
S, First Name Attachments:
ok TON SHOWING Al THIS WORK INCLUDING AN NTP DATE SHOULD BE ATTACHED.
& Last Name Igﬁéww Work for AC Inttiative paf
X024 Reguest for WA pdf
=4 Email Address
Signatures:
ﬁ Company E FOR THE WORK TO BE AND WHO WILL REVIEW ALL INVOICES ASSOCIATED WITH THIS WORK:
CONSTRUCTION fomar Promnt Officer
[ MANAGER: _External REQMT-CM4 8/1/2022 CONCUR:_ Senior Project Officer 8/1/2022
Authorized Signature Dats SPO<8§25K Noah SCA PM-CM-SPO Dats.
GC1
Lt CONCUR: CONGUR:_CPO Officer 8/1/2022
Checkbox PO (# Apphcable) Date CPO<$100K Donna SCA PM-CM.CPO Date
CONCUR:
VP> $100KFoan SCA PHCWVP s
i
cous‘raucnorﬁ[m Eptunal EEMT-(MY 5,1/2022
MANAGER:! C@NTRACTOR:
Gia External REQMT-CM4 Date: Indige Extemal EXT-GC-1 Date
P—
Docuslin Work Authorization Reiuest — Contractor
Role Preceding Steps Outcome
Work Authorization request is Work Authorization is sent to
GC —> DocuSign approved by the —> the Operations Manager to be
PO/CM Project Manager. PIN signed.

Steps
1. Go to email account > Select email > Click 'Review Document' button in email

DocuSign

Thomas Everritt sent you a document to review and sign.

1 REVIEW DOCUMENT

2. Click 'Continue' button. Note. For First Time using DocuSign:
a. Check 'l agree to use electronic records and signatures' box
b. Select desired signature details
c. Click the 'Adopt and Sign' button

3. Select the DocuSign signature buttons on top left > Sign and date the document > Select ‘Finish’
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t Finish to send the completed document. FINISH OTHER ACTIONS v|

Q q xr 8 0

| | Forecast Completion Date:  11/1/2022

FIELDS Duration (Calendar Days): 153
Cost Estimate by LLW: Work Type - Amount
ltem# LLW Description (School) LLW - Category Description Distributed
#  Signature 01 X024 2112-126786-1E6 X024 ELECTRICAL WORK  Total: $300,000.00
Er FOR A/C INITIATIVE
DS Initial
bs Contract Total: [ $300,000.00 |
X stamp
Justification and Scope of Work to be Performed:
() Date Signed Scope of Work:
& Name Attach &
° N - ION SHOWING T ITH THIS WORK INCLUDING AN NTP DATE SHOULD BE ATTACHED.
= FirstName :{E{‘Emw»wmmnc Inttiative. pdf
& Last Name X024 Request for WA pdf
i Email Address - ONSIBLE FOR OF WORK T0 BE AND WHO WILL REVIEW ALL INVOICES ASSOCIATED WITH THIS WORK:
B Company CONSTRUCTION Serseor Propest Officer
MANAGER: _External REQMT-CM4 ®1/2022  CONCUR: Senior Project Officer 82022
i Title Authorized Signature Date SPO < §25K  Noah SCA PM-CM-SPO Date
SCAGCH
CONCUR: CONCUR: C:O gfﬁ':: 8/1/2022
T Text PO i Applicable) Date CPO < $100K  Donna SCA PM.CM-CPO Date
Checkbox CONGUIE
VP > $100K  Ryan SCA PM-CMVP Date
cousmucnouﬁ;, ﬁ‘fumj, FELM T (Mipr1s202 [ — f?' BNl 317202
Gla E:zwnn\ REQMT-CM4&. Date Eiﬁﬂ(i"éil GC-1 Date
Page
Review and PIN Slin Work Authorization
Role Preceding Steps Outcome
. Contract is DocuSign approved Work Authorization is sent to
Operations Manager — .
by the contractor. Finance to be encumbered.

Step

Go to 'Tasks' > Click the 'Operations Manager Signature Task' > Select 'Approve' > Enter PIN > Click 'Continue

SCA UAT

&« = Wiwe V¥ SHARE H | HISTORY k24
Q= View: Default ~ = View Task @ X
?:: Project Finder
View Source Record >
FROM SUBJECT
mn
A v APPROVAL DOCUMENT
=R ppe Donna SCA PMVCMe Please Review Work Authorization for ¢ > SECTIONS |

a ENT | |
Search External REQMT-CM4-PM  Operations Manager Signature Task fo Add Signature X |

Qwen Hu Please Review and PIN code sign for C

g Tasks Enter PIN:
External REQMT-CM4 Please Review and PIN code sign for C

Messages

(!J Getting Started @
e | o |
|

|
4 Item(s)

You last logged in Thursday, July 28, 2022 at 7:32 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA @ ;’,‘Eﬁ kahua

Emergency Construction On Call (Limited Bid) Contract

In the case of an On Call (Limited Bid) construction contract, the SOV distribution needs to be updated after
encumbrance in Oracle. The following steps will occur after the steps described in JOC/Emergency Construction Contract
and the Work Authorization is encumbered in Oracle.

17 |Page



Edit SOV Distribution — CM Firm

Role Preceding Steps Outcome

Work Authorization has been The SOV distribution is

CM Firm, SCA PO encumbered by Finance. updated and sent for PIN sign.

Steps
1. Inthe ‘Expenses’ app, select desired expense contract > Click ‘Edit’

Expenses C000015152-EC0001 - K061 Emergency Stabilization Sia Exdomal REQMT-CM4
<« Contracts Additional Work Pay Requests
— | 2
H B NEW SEND VIEW v HISTORY GOURL B |
E Project Finder . m
Q  Default v O 4 @m Contract- EC0001 Preview [l I3 X

Total $80,000.00
Apps Number = To Compan: Title : > SECTIONS
we o+ e New York, NY 12345

O ECCIo SCACM Firm.. K061 Emergency. Contractor To Be Back-Charged DETAILS
Q  searn PARTIES |
v SCOPE SCOPE
B] ek DATES & WORKFLOW | |
Total Expense Contract Value $80,000.00 |
ITEMS
@ ~ Scope of Work |
lessages
Addenda MARKUPS |
3 i SIGNATURES
Xpenses
COMMENTS
~ DATES & WORKFLOW
()  Getting started REFERENCES
Net Zero No INTEGRATION
Workflow Status SOV Update

1 Itemi(s)

You last logged in today at 10:48 AM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E .“,{E€ kahua

2. Click ‘Insert’ under Items Section to add new rows > Modify the total value for each row > Select ‘Save/Close’

Expenses C000015152-EC0001 - K061 Emergency Stabilization 2 9 R HE R
e Contracts * Additional Work Pay Requests
= GOURL ¥
E Project Finder o .
C  Contract- EC0001 < Edit B X
€
Apps 8 Total Save To Calculate... > SECTIONS
Status Pending
) DETAILS
Items Include Quantity
Q  search PARTIES
nsert | 1 itern(s) Pa}
— & SCOPE
COST CODE DESC CSICODE = STATUS TOTAL
E Tasks g DATES & WORKFLOW
O & o1 |* 2112118%46E @ ~ *Ko61Emergency = Pending $80,000.00 TEMS
@ Messages " "
OB o - ~  Draft § MARKUPS
N SIGNATURES
EEXESnSeS COST CODE Item Total
COMMENTS
2112-118964-6E2  $80,000.00
()  Getting Started § REFERENCES
INTEGRATION
v MARKUPS

You last logged in today at 10:48 AM Eastern Ti 1.9.33.71 - DEVSCA ] f& kahua
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3. Select ‘Submit’

Expenses

C000015152-EC0001 - K061 Emergency Stabilization

Gia

7 9

External REQMT-CM4

\ CM Firm 4

&~

m

Project Finder

3 Apes

O\ Search
E Tasks
@ Messages
Expenses

G

Getting Started

Contracts Additional Work Pay Requests
B2 B NEW SEND EDIT VIEW v HISTORY GOURL &
Q  Defaul v O & @ Contract- ECO00T Preview | I X |
Total $80,000.00
[ | ¥ Number To Company Title ot > SECTIONS
Contractor To Be Back-Charged
DETAILS
[0 Ecoool SCACM Firm... K081 Emergency.
+ SCOPE PARTIES
SCOPE
Total Expense Contract Value $80,000.00 DATES & WORKFLOW
Scope of Work
ITEMS
Addenda
Notes MARKUPS
SIGNATURES
~ DATES & WORKFLOW COMMENTS
REFERENCES
Net Zero No
Workflow Status S0V Update INTEGRATION
Assigned To
1 Item(s) w

You last logged in today at 10:48 AM Eastern Time (US & Canada)

1.9.33

.71 - DEVSCA

®=

PIN Code Si

n SOV Distribution - CM Project Manager, SPO

Role

Order: CM Project Manager >
SPO

—

Preceding Steps

CM Firm updated the SOV
distribution and allocated

Outcome

The SOV distribution is

funding.

approved.

Step

Select ‘Tasks’ > Select SOV regarding task > Select ‘Approve’ > Type PIN > Click ‘Continue’

E] Tasks

C000015152-EC0001 - K061 Emergency Stabilization

Gia External REQMT-CM4
CM Firm 4

e
E Project Finder
I Apes
0\ Search
Ig Tasks
@ Messages
Expenses

G

Getting Started

List

Gia External REQMTe Pin Sign SOV Approval for CAMP Proje

1 Item(s)

You last logged in today at 10:48 AM Eastern Time (US & Canada)
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7 e

= actve V¥ SHARE ¥ | HISTORY &
Q = View: Default = &, View

View Source Record >
FROM SUBJECT

v APPROVAL DOCUMENT

ENT
Add Signature X

> SECTIONS

Enter PIN:

=z

y o Lo

1.9.33.

71 - DEVSCA

®

.t;? kahua



JOC Management Contract
Create JOC Management Contract with Backup Documentation

Role Preceding Steps Outcome
Expense Contract information
. is known. The Expense Contract is
CM Firm - Work Breakdown is entered at created.
Program and Subproject level.
Steps
1. Go to 'Project Finder' > Select desired Subproject

%= Project Finder €000015252-JC0003 - K368 Roof Cuts ~ #* e et

&~ NEW

E . % ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
Project Finder

E:) > JOC Construction > GFASTElectricJOC > GFA.S.TElectric Inc. JOC Services Program >  Gordian JOC Management SELECT

A
Number Name

Q  search -  C000015252-JC0003 K368 Roof Cuts e - S

-» C000015252-JC0002 K805 Roof Cuts w Vd
@ Tasks
§ Messages
+ Expenses

&

G

Getting Started

+2‘ Add Person

You last logged in today at 10:07 AM Eastern Time (US & Canada) 1932107-DEvWEEKLY Q) B i:“ kahua

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

€000015252-JC0003 - K368 Roof Cuts ~ /* e?‘__’,“j?”“ - X

(— Q Fe:—u h Visit the kStore to explore more than 50 project management apps that work the way you want them to work.  Visit the kStore [
Recent Administration Cost Management Document Management Ind
T: Project Finder . .
Expenses P Company Profiles & Budget Bu Bulletin 12
? 2
H T Getting Started Q Configuration Ci  Change in Conditions |§
HH
CG Portfolio Manager LG Dev Logs A\ Issues @ Daily Reports @
S h
Q eare [ submittals ® Domain Settings V'@ Materials Catalog IF IFA
B RFis B Installed Apps 2, Work Breakdown 8 Meetings
E Tasks
@ Licenses NC NCR
§ Messages Project Tasks No Notice of Direction
& Recycle Bin B RFis
3 Expenses
@ Share Manager @ submittals
or
() Getting Started b 2| Users ¢ TCR

+&“ Add Person

You last logged in today at 10:07 AM Eastern Time (US & Canada) 190.32.107-DEVWEEKLY ) [
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3. Select the 'Expense Contract' tab > Click 'New' > Enter required fields including cost items and dates

« Adfagal Wark
= Q< 0RE ~

FriectFinger
& mioo & Comact.Jcannz ne @ T ox
g [ b Mumber ToCompsny Tdle  WorklowSistur | HemTolsl Current Comract Amount  References ol St T Gl
oTLs
[ T T pe——— soro
[
— scave
Qs
oas RN
e
B o
ez
s
Erpinses .
() oemingstared | PARTIES
To Coran Ofice
o oty Ao
- scare
811 ErpmnesCarta s
[T — S ——
ok

+2, -
e 1 i)

Contracts +  Additional Work  Pay Requests
BH B < NEW MOREwv
% Project Finder
&  Contract-.JC0002 SNew @ DX

Q  efah v O
Total Save To Caloulate...

Apps [ | & Mumber ToCompany Tide  WerkflowStatus  Item Total Curremt Contract Amount References ) » SECTIONS
Approver | Approver Role | Signature  Approved At
O Joooo1 SCAGCT JO0001  Centract Complete $0.00 CIREUE
Reporting PARTIES
~ COMMENTS
SCOPE
Search
DATLS & WORKFLOW
New comment ITEMS
Tasks
MARKUPS
SIGNATURES
Messages
COMMENTS

~ REFERENCES

Expenses
[ - UPLDADT" ADD KAHUA DOC INTEGRATION

L Work Breakdown
] TYPE DESCRIFTION CONTRIBUTOR DATE SIZE  MARKUP? INCLUDE

() Getting Started
~ INTEGRATION

3 WA Number 1525180002
Finance PO Number
Finance Requisition Status
RCMS Status
Integration Messages

Integration Date Time

+2),  AddPerson 1 Remis)
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5. Select'..." > Select 'Add Approval Doc'

Expenses C000015251
Contracts < Additional Work  Pay Requests
« | —
B B < NEW MOREv
% Project Finder
Q. Defouit v O &  Contract- JC000Z New [0 X
Total Save To Calculate.
Apps [J & Number ToCompany Tile | WorkflowStatus  hemTotal CurrentContract Amount References elal save fo balculate > SECTIONS.
Approver | Approver Role  Signature | Approved At
O Jooon SCAGCT  JOODDT  Centract Complete $0.00 LT
(D) reporting FARTICS
 COMMENTS
SCOPE
Q. search
DATES & WORKFLOW
ITEMS
Bl Tesks
MARKURS
§ " SIGNATURLS
essages
COMMENTS
v REFERENCES
@ = Expenses REFERFNCES
e @
&L Work Breakdown
) TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKL
) Gotting Started | oo cowposiTe

WA Number 1525180002
Finance PO Number

Finance Requisition Status

RCMS Status

Integration Messages

Integration Date Tima

1 tem(s)

6. Select the documents that will be sent to be signed using the checkboxes > Enter a filename > Click 'Ok’ > Click
'Save/Close’

Darsan Chen

C000015251-JC0001

Contracts +  Additional Work  Pay Requests

B B < NEW MOREv
E Project Finder .
Q  pefait v O &  Contract-JC0002 New [0 2 X
Total Save To Calculate.
Apps O ¥ Number | ToCompany Title  Workflow Status  ItemTotal Current Contract Amount References > SECTIONS
Approver  Approver Role | Signature | Approved At

O Jooool SCAGC1 JODOOT  Contract Complete $0.00 DLIAILS

Reporting PARTIES
eate Approval Documet
SCOPE
Search q
‘ Filename DATES & WORKFLOW

|

Q

Bl e ke
I | S

ITEMS
O Include Gn Send
Include  Type  Description Page Count | Size | Is Current
SIGNATURES
Messages N o
E a view [y Work Autharization ] OKB  Ves ComETS
Expenses a View [y Request For Work Authorization a 0KB Yes v REFERENGES
INTEGRATION
d%d Work Braakdown
ARKUP?  INCLUDE

=nad

() Getiing Started

Add Mare

T ROHS Statls
Integration Messages

Integration Date Time

1 hem(s)
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Submit for Approval

Role Preceding Steps Outcome
A Work Authorization request is
—> sent to CM Program Manager
to be signed.

Existing Expense Contract is

CM Firm 4 .
available.

Step
Select the expense contract > Click 'Submit for Approval'

Expenses €000015: Numbering Test

-« Contracts  Additional Work  Pay Requests

H B < NEW MOREwv SEND EDIT PROCESS VIEWv DELETE HISTORY — GOURL
E Project Finder

Q  Defait v O &  Contract - JC0004 preview [0 I X
Total $50,000.00
Apps [0 & Number ToCompany Title Workflow Status  Item Total  Current Contract Amount  Refere 8 > SECTIONS
 DETAILS DETAILS
O Jcoood SCAGC1 KOO4 Mew School  Active $50,000.00 $0.00 C
Reporting PARTIES
Master Contract  CO00015251 SCA Sandbox
Numbar JC0004 S
Search
Date 7212022 DATES & WORKFLOW
Titie K004 New School i
Tasks
MARKUPS
~ PARTIES
SIGNATURES
Messages
From Contact Ryan SCA Vice President - SCA Sandbax COMMENTS
S From Company SCA Sandbax REFERENCES
From Company Office  Primary Office
INTEGRATION
From Company Address 30-30 Thompson Ave
Expenses Queens, NY 12345
To Contact Indigo Extemal EXT-GC-1 - SCA GC 1
() Getting St To Company SCAGG1
To Company Office Primary Office
To Company Address 100 New Street

New York, NV 12345
v SCOPE
Total Expense Contract Value $50,000.00

Liquidated Damages Per Calendar Day
Scope of Work

Addenda
o Sunmu Complete And Approve All ~
Fo: A Parsen 1 hiem{s)
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PIN Siin Work Authorization Reiuest - CM Proiram Manaier

Role Preceding Steps Outcome
Work Authorization request is
sent to SPO for review and PIN

Work Authorization request

CM Program Manager — has been submitted. —> approve. The CPO an.d VP may
need to sign depending on the
contract’s value.

Steps
1. Go to 'Tasks' > Click the PIN sign task > Click 'Approve' button > Enter PIN > Click 'Continue'

DarsonTest /' e Gis External REQMT-0M4

&« 2 actve ¥ SHARE HISTORY

Q T View Defauk ~ & View Task @ x

Ts  Project Finder
View Source Record »

FROM SUBJECT

e ?  APPROVAL DOCUMENT
i e I Darson Chen  Please Review Work Authorization Request for Contract JCOD04 KOD4 New School and PIN code sign for G » SECTIONS

APPROVAL DOCUMENT
B Reporing em(e)

Q  search

1

@ Messages
p— = L
E

PIN Siin Work Authorization Reiuest - SPOi CPOi VP

Role Preceding Steps Outcome
Order: SPO > CPO > VP

CPO only signs if amount is Work Authorization has been Work Authorization request
greater than $25K. —> reviewed and PIN approved by —> has been reviewed and
CM PM. approved by the SPO, CPO, VP.

VP only signs if amount is

greater than $100K.

Steps

1. Go to 'Tasks' > Click the PIN sign task > Click 'Approve' button > Enter PIN > Click 'Continue'
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n Test

7

EQMT-CMA

&« 2 actve ¥ SHARE HISTORY
= = View Task |0 X
‘]’: Project Finder Q T Viewe Defekt L
View Saurce Record »
FROM SUBJECT
 APPROVAL DOCUMENT
L il Darson Chen  Please Review Work ization Request JC0004 K004 New School and PIN code sign rerc,? » SECTIONS
. APPROVAL DOCUMENT
[@  Reporting el ,.
Q8
AU 1823180000
Q,  search NvE  ScA| g

1

§ Messages 1

0}

Gatting Started

L3
©

[Enter P

Submit for DocuSi

Preceding Steps

Role

Existing Work Authorization
Request has been reviewed
and PIN approved by SPO CPO
and VP

CM Firm

—

Outcome

The Work Authorization
request is submitted for
DocuSign.

Step

Go to 'Expenses' app > Select desired Expense Contract > Click ‘Submit for DocuSign’ button.

Expenses

- Contracts  Additional Work  Pay Requests.
B B New SEND EDIT VIEW~ HISTORY =~ GDURL
?: Project Finder
Q pehait v O &  Contract-JM0003 Preview [0 13 X
Total $50.000.00
Apps [ & Number ToCompany  Title Workflow Status ItemTotal ~ Current Contract Amount  Referen > SECTIONS
~ DETAILS DETALS
[ JMODD3  SCACMFim4 fg  CM Firm Review $50,000.00 $0.00
Reporting PARTIES
Master Contract  CODD0MA936 SCA Sandbox
Number Jhio003 SoPE
Search
Date 7172022 DATES & WORKFLOW
e fa ITFMS
Tasks.
MARKUPS
~ PARTIES
SIGNAIURES
From Contact Ryan SCA Vice President - SCA Sandbox COMMENTS
From Company S04 Sandbox REFERENGES
From Company Office  Primary Office
INTEGRATION
From Company Address  30-30 Thampsan Ave
() Getting Started Queens, NY 12345
To Contact Gia Extemal REQMT-ChI4 - SCA CM Firm 4
To Company SCA CM Firm 2
To Company Office Primary Office
To Company Address  89% 9th Street
MNew York, NV 11109
~ SCOPE
Total Expense Contract Value $50,000.00
Liquidated Damages Per Calendar Day
Scope of Work
Addenda 3
1 emi}
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DocuSiin Work Authorization - CM Proiram Manaier

Role Preceding Steps Outcome
Work Authorization request is
Work Authorization Request is sent to SPO for DocuSign
CM PM —> submitted for DocuSign by CM  —>  signature. The CPO and VP may
Firm need to sign depending on the
contract’s value.
Steps
1. Go to email account > Select email > Click 'Review Document' button in email

DocuSign

Thomas Everritt sent you a document to review and sign.

1 REVIEW DOCUMENT

2. Click 'Continue' button. Note. For First Time using DocuSign:
a. Check 'l agree to use electronic records and signatures' box
b. Select desired signature details
c. Click the 'Adopt and Sign' button

3. Use the DocuSign signature buttons at the top left to sign the document.

DocuSiin Work Authorization - SPO, CPO, VP

Role Preceding Steps Outcome
Order: SPO, CPO, VP

Work Authorization Request
has been approved by the SPO,
CPO, VP.

Operations Manager receives a
task to PIN approve the Work
Authorization.

CPO only signs if amount is Work Authorization Request is

greater than $25K. —> DocuSign approved by CM —
Program Manager.

VP only signs if amount is

greater than $100K.

Steps

1. Go to email account > Select email > Click 'Review Document' button in email
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Thomas Everritt sent you a document to review and sign.

1 REVIEW DOCUMENT

2. Click 'Continue' button. Note. For First Time using DocuSign:
a. Check 'l agree to use electronic records and signatures' box
b. Select desired signature details
c. Click 'Adopt and Sign' button

3. Use the DocuSign signature buttons at the top left to sign the document.

Review and PIN Siin Work Authorization

Role Preceding Steps Outcome
Work Authorization is Work Authorization is sent to
DocuSign approved by the Finance to be encumbered in
Operations Manager —> SPO. The CPO and VP may —> Oracle. After encumbrance,
have also approved the Work change orders and pay
Authorization. requests can be made.
Steps

1

1. Go to 'Tasks' > Click ‘Operations Manager Signature Task’ > Select 'Approve' > Enter PIN code > Click 'Continue

SCA UAT

« = iwe v SHARE HISTORY
=% = View Task @ X
T Project Finder B ol L]
View Source Record >
FROM SUBJECT
B oA  APPROVAL DOCUMENT
e Donna SCACPO  Please szewWorkAumorlzauan!nrcum-clJCUUDQKDDANewS«chDDlandDINcndauqn'orEAMP? RO
- APPROVAL DOCUMENT
B rerortng 1 ltemn(z)
o ~
— b @
[ —— =
Q,  search wve CA T
- = 2T ——— KA
Ky
1 . rosos n——
|§ Tasks
Add Signature
EP wosssaes

E
() Getting Started ===3 [lenterpiN Q

3
Approve Decline
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Emergency Management Contract

Create Manaiement Contract

Role Preceding Steps Outcome
Expense Contract information
. is known. The Expense Contract is
CM Firm - Work Breakdown is entered at created.
Program and Subproject level.
Steps
1. Go to 'Project Finder' > Select desired Subproject

% Project Finder €000015252-JC0003 - K368 Roof Cuts &' e s Tt

&~ NEW

E 3 g ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
Project Finder

L. > JOC Construction » GFAS.TElectricJOC > GFA.S.TElectric Inc. JOC Services Program >  Gordian JOC Management SELECT

HHEE
Number Name

Q,  search >  C000015252-JC0003 K368 Roof Cuts e ;- SR ¢

-» C000015252-JC0002 KBOS5 Roof Cuts w Vi
E Tasks
ﬁ Messages
+ Expenses

N

(0] Getting Started

+&" Add Person

You last logged in today at 10:07 AM Eastern Time (US & Canada) 1.9.32.107 - DEVWEEKLY O B ﬁ“ kahua

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

B Apps €000015252-JC0003 - K368 Roof Cuts &' e et
(— Q }Se:u h Visit the kStore to explore more than 50 project management apps that work the way you want them to work. ~ Visit the kStore [}
Recent Administration Cost Management Document Management Ind
E Project Finder . X
Expenses s Company Profiles I Budget Bu Bulletin 12
2
I apps ? Getting Started Q Configuration Ci  Change in Conditions |§
HH
C@ Portfolio Manager LG Dev Logs A\ Issues @ Daily Reports @
Q  search [ submittals ® Domain Settings Vg Materials Catalog IF | IFA
By RFls B Installed Apps ﬁ% Work Breakdown 88 Meetings
E Tasks
@ Licenses NC NCR
@ Messages Project Tasks No Notice of Direction
¥ Recycle Bin By RFis
)+ B
Tpenses @ Share Manager @ submittals
() Getting Started S 2\ Users TC TCR

+g‘ Add Person

You last logged in today at 10:07 AM Eastern Time (US & Canada) 1.9.32.107 - DEVWEEKLY O E
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3. Select the 'Expense Contract' tab > Click 'New' > Enter required fields including cost Items

- hidiiogal Work Py Reurste
mp < o
o ox

[J_——
o e o R——
[TTE—— I

o 1 & Murber ToCompany Tl ViodfiowStstus | MemTolsl Current Contract Amoued  Heferences.

~ DETAILS
O oMl SeAGEY o0l e cerpkte sor0 em.m
(2

scoer

pering
TR —
Samen,

BATTS & g
s
Tasks
=} Senannes

Meczage:

m
a
=]
=4
E]

(<3

Getting starisd

O
LA —

[ soope

1ol e Cortrec vee

Ukt Disages Per Caere Dy

2, Persan
2 1 e

Contracts «  Additional Work  Pay Requests

B B < NEW MOREw

e projectFinder
Q  Defsk v O & Contract- JCO00Z SNew IO X
Total Save To Caleulate..
Apps [ & Number ToCompany Title  Workflow Staus  ftemTotal | Current Contract Amount | References ) > SECTIONS
Approver  Approver Role | Signature  Appraved At
O Jooool SCAGC 1 JO000T  Contract Complete $0.00 e
Reposting PARTIES
~ COMMENTS
SCOPE
Search
DATLS & WORKFLOW
New comment ITEMS
Tasks
MARKUPS
SICNATURES
Messages
COMMENTS
 REFERENCES
Expenses
1§ 1= | ueLoadT apokanuapoc INTEGRATION
L Work Braakdown
[ TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKUP?  INCLUDE

(3 Getting Started
~ INTEGRATION

p WA Number 1525180002
Finance PO Number
Flnance Requisition Status
RCMS Status
Integration Messages

Integration Date Time

o>
+22,  AddPerson 1 Irem(s)
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5. Select'..' > Select 'Add Approval Doc'

€000015251-JC0001 - Numbering Test

« Contracts Additional Work  Pay Requests
BH B < NEW MOREw
?: Project Finder
Q ekt v O &  Contract-JC0002 New |0 x
Total Save To Caloulate...
Apps [  + Number ToCompany Title Workflow Status ~ ltem Total ~ Current Contract Amount ~ References otal save T balase » SECTIONS
Approver Approver Role  Signature  Approved At
DETAILS
0 Jooon SCAGCT  JONODT Contract Complete $0.00
@ Reporting PARTIES
~ COMMENTS
SCOPE
Q  search
DATES & WORKFLOW
New comment ITEMS
B]  Tasks
MARKUPS
g " SIGNATURLS
essages
COMMENTS
~ REFERENCES
- Epmen REFFRENCES
Bl = | o cnras 2 I

Ei
b Work Breakdown

(J TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKL

]

Getting Started
v INTEGRATION

WA Number 1525180002
Finance PO Humber

Finance Requisition Status

RCMS Status

Integration Messages

Integration Data Time

+23,  Add Person

1 fremis)

6. Select the documents that will be sent to be signed using the checkboxes > Enter a filename > Click 'Ok' > Click
'Save/Close’

C€000015251-JC0001 - Numbering Test /'

<« Contracts - Additional Work  Pay Requests
H B < NEW MOREw
'[’: Project Finder al o
Q et v O &  Contract-JC0002 cNew @D II0x
Total Save To Caleulate..
Apps O - Number ToCompany | Title  Workflow Status | MemTotal Current Contract Amount = References » SECTIONS
Approver  Approver Role | Signature = Approved At
0 oooo SCAGCT  JOD0OT Gontract Complete $0.00 oL
@ rosorng
reate Approval Document
SCOPE
Q. search
‘Fﬂemmg DATES & WORKFLOW
ITEMS
E O Include On Send
Tasks
MARKUPS
Include | Type | Description Page Count | Size | Is Current
SIGNATURES
Messages N
¥ [m] View D) Werk Autharizalion 0 oKa Yes v ComuENTS
Expenses [m] View [ Request For Waork Authorization 0 KB Yes av REFERENCES
INTEGRATION
&P, Work Breakdown
ARKUP?  INCLUDE
() Getiing Started !
Add More

42, AddPerson

30| Page

1 ltem(s]

T RO SatlE
Integration Messages

Integration Date Time




Submit for Aiiroval

Role Preceding Steps Outcome
A Work Authorization request is
—> sent to CM Program Manager
to be signed.

Existing Expense Contract is

CM Firm available.

Step
1. Select the expense contract > Click 'Submit for Approval'

Expenses ©000015251-JCO0DT - Numbering Test &
& Contcts  Addiional Work  Pay Requests
B B < NEW MOREv SEND EDIT PROCESS VIEW v DELETE HISTORY = COURL
E Project Finder o o
O Dbty D &  Contract- JC0004 preview |0 I3 X
Total $50,000.00
Apps O 4 tumber ToCompany Titie Workflow Status Hem Total | Current Cantract Amount _ Refare Y » SECTIONS
 DETAILS DETALS
0O Jcooos SCAGC1 KDO4 New School  Active $50,000.00 $0.00 [
[B  Reporting i
Master Contract  C0O00015251 SCA Sandbox
Number JC0004 So0pe:
Q,  seamh
Date 712/2022
Title K004 New School TEMS
B taske
MARKUPS
~ PARTIES
SiGNATURES
Messages
From Contact Ryan SCA Vice President - SCA Sandbox COMMENTS
& WorkBroskdown From Company SCA Sandhox REFERENCES
From Gompany Office  Primary Office
NTEGRATION
§ From Company Address 30-30 Thompson Ave
Expenses Queens, NY 12345
To Contact Indigo Extemnal EXT-GC-1-SCAGC1
() Getting Started To Company SCAGC1
To Company Office Primary Office
To Company Address 100 New Street

New York, NY 12345

v SCOPE

Total Expense Contract Value §50.000.00

Liquidated Damages Per Calendar Day
Scope of Work

Addenda
1
+2),  AddPerson Submit Complete And Approve All ~
1 lem(s)

P — )

DocuSiin Work Authorization Reiuest - CM Proiram Manaier
Role Preceding Steps Outcome

Work Authorization request is
sent to SPO for review and

—> approval. The CPO and VP may
need to sign depending on the
contract’s value.

Work Authorization request

M P M
CM Program Manager has been submitted.

Steps
1. Go to email account > Select email > Click 'Review Document' button in email

DocuSign

Thomas Everritt sent you a document to review and sign.

1 REVIEW DOCUMENT
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2. Click 'Continue' button. Note. For First Time using DocuSign:
a. Check 'l agree to use electronic records and signatures' box
b. Select desired signature details
c. Click the 'Adopt and Sign' button

3. Use the DocuSign signature buttons at the top left to sign the document.

DocuSiin Work Authorization Reiuest - SPO, CPO, VP

Role Preceding Steps Outcome
Order: SPO, CPO, VP

CPO only signs if amount is Work Authorization has been Work Authorization is sent to
greater than $25K. —> reviewed and PIN approved by —> the Operations Manager to be
CM Program Manager. PIN signed.

VP only signs if amount is

greater than $100K.

Steps

1. Go to email account > Select email > Click 'Review Document' button in email

DocuSign

Thomas Everritt sent you a document to review and sign.

1 REVIEW DOCUMENT

2. Click 'Continue' button. Note. For First Time using DocuSign:
a. Check 'l agree to use electronic records and signatures' box
b. Select desired signature details
c. Click the 'Adopt and Sign' button

3. Use the DocuSign signature buttons at the top left to sign the document.

Review and PIN Siin Work Authorization

Role Preceding Steps Outcome
Work Authorization is Work Authorization is sent to
DocuSign approved by the Finance to be encumbered in
Operations Manager —> SPO. The CPO and VP may —> Oracle. After encumbrance,
have also approved the Work change orders and pay
Authorization. requests can be made.
Step

Go to 'Tasks' > Click ‘Operations Manager Signature Task’ > Click 'Approve' > Enter PIN code > Click 'Continue'
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Manager

<« = acave V  SHARE HISTORY
Q T View: Default ~ - View Task @ X
T Project Finder g
View Source Record >
FROM SUBJECT

Apps  APPROVAL DOCUMENT
s Donna SCA CPO P\euuR'ewewwon‘Ammnzannr\larEcmmeCﬂuDAl(DDlNewScnonlundPlNcodellgnFanAMP? > SECTIONS
APPROVAL DOCUMENT

1 item(s)

[ Reporting

() Getting Started
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JOC/Emergency AOS and Services Contract
Create AOS or Services Contract

Role Preceding Steps Outcome

Contract information is known.
CM Firm —> Work Breakdown is entered at —>
Program and Subproject level.

The Expense Contract is
created.

Steps
1. Go to 'Project Finder' > Navigate to desired partition > Select desired Subproject/Project

?:: Project Finder C000015251-JC0O004 - X024 Electrical Work for AC Initiative  / 9

% ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

E ) > JOC > JOCServices > Gordian JOC Consultant Services >  Gordian JOC Consultant Services Program I SELECT

E Project Finder

Number Name

HH
= Jso001 Q192 Code C i Exit Sign Repl b~ 4 rd

Search

Tasks

Q
ﬁ Messages
Expenses

()  Getting Started

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E

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

Gia External REQMT-CM4

JS0001 - Q192 Code Compliance Exit Sign Replacement  # e e

e Q, Search Visit the kStore to explore more than 50 project management apps that work the way you want the.. Visit the kStore [
Recent Cost Managemem Other
E Project Finder T
Expenses I Budget 2 A2, Community
B Appe Cp Portfolio Manager Contacts
HH
Getting Started AN\ Issues File Manager
S h .
0\ earc L LLW ‘B Materials Catalog Getting Started
ﬁ% Work Breakdown ﬁ% Work Breakdown LL  LLw
E Tasks
Administration Document Management |_|;| Media Manager
@ Messages L6 Dev Logs SC  Submittal Closeout Master Log PR Pay Req Backup List
Portfolio M
B Installed Apps Index Management rn orticlio Managar
('_) Getting Started . .
123 CSl Codes PM  Pre-Construction Meeting ltems
@ Locations £32 Project Directory
Pr  Properties

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA @ .ﬁj‘y kahua
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3. Select the 'Expense Contract' tab > Click 'New' > Enter required fields including the Details, Parties, Dates, and
Items

Expenses JS0001 - Q192 Code Compliance Exit Sign Replacement  /* 9
1

« Additional Work Pay Requests

B [ NEW k=4
E Project Finder 2
Q  Defauk v O 4 & Contract-JS0002 = New 8%
‘ Total Save To Calculate...
EEE Apps [0 Number ToCompany Title Workflow Status Item Total ¢ 9 > SECTIONS
W EEEALS DETALLS

Eea PARTIES

Master Contract - SCOPE

Tasks DATES & WORKFLOW
Number

Q
@ Js0002 ITEMS

Messages
MARKUPS
Date
*  Expenses 8/1/2022 =) SIGNATURES
COMMENTS
Title
() Getting Started REFERENCES
Field is required
INTEGRATION
~ PARTIES
Save / Close ~
0 Item(s)

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E #jcy kahua

4. Inthe References section, use the ‘Upload’ button to add backup documents > Select “..." > Select ‘Add Approval

JS0001 - Q192 Code Compliance Exit Sign Replacement  /#* e

e Contracts + Additional Work Pay Requests
= GOURL B |
E Project Finder @ . .
©  Contract- JS0001 < Edit B I X I
4=
i § Total Save To Calculate... > SECTIONS
pps |
|
DETAILS
Q. search PARTIES
SCOPE
v REFERENCES
E] Tasks DATES & WORKFLOW
= ITEMS |
H— - ADD KAHUA DOC
Messages =
MARKUPS
O TYPE DESCRIPTION CONTRIBUTOR DATE ADD COMPOSITE
5 SIGNATURES
# Expenses ~ Supporting Dacument
COMMENTS
[0 supporting Document [} Q192.pdf Gia External REQMT-CM4  8/1/2022 4:05%#
() Getting Started REFERENCES
INTEGRATION
v INTEGRATION
WA Kluimbnr 1409700001

You last logged in Thursday, July 28, 2022 at 7:35 PM Eastern Time (US & Canada)

1.9.33.71 - DEVSCA ©=
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5. Select ‘Request for Work Authorization’ and backup documents using the checkboxes > Enter a filename > Click
lokl

.

Expenses JS0001 - Q192 Code Compliance Exit Sign Replacement  /

« Contracts * Additional Work Pay Requests

Create Approval Document
E Project Finder !

Filename

Q192 Request for Work Auth

Apps ¢ |
[J Include On Send

Q Search Include Type Description Page Count = Size | |s Current
View [) Work Authorization 0 0 KB Yes ~ v

E Tasks f
View [ Request For Work Authorization 1] 0KB Yes A

§ Messages Supporting Document [ Q192.pdf 0 0 KB Yes ~ v

+ Expenses

Getting Started

G

Add More

+g| Add Person

You last logged in today at AM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E ﬁry kahua

6. Select ‘Save/Close’

Expenses JS0001 - Q192 Code Compliance Exit Sign Replacement  #*
e Contracts + Additional Work Pay Requests
= GOURL H
E Project Finder @ . .
©  Contract - JS0001 < Edit B I X
=
c
Apps 8 Total Save To Calculate... > SECTIONS
DETAILS
Q,  search PARTIES
v REFERENCES
SCOPE
E] Tasks DATES & WORKFLOW
= UPLOAD  ADD KAHUA DOC o
ITEMS
@ Messages O TYPE DESCRIPTION CONTRIBUTOR DATE
MARKUPS
~ Approval Document
. < SIGNATURES
Xpenses [0 Approval Document [ Q192 Request for Work Auth.pdf & 8/1/2022 4:11
COMMENTS
O Getting Started v Supporting Document REFERENCES
[0 Supporting Document [} Q192.pdf Calvin Kwong 8/1/2022 4:11 INTEGRATION
"‘é’. Add Person Save/Close v

You last logged in today at 9:46 AM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA @ #E kahua
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Submit for Aiiroval

Role Preceding Steps Outcome
The contract is sent to the PO
—> orthe CM Project Manager to
be signed.

Existing Expense Contract is

CM Firm available.

Step

Select the expense contract > Click 'Submit for Approval'

Expenses JS0001 - Q192 Code Compliance Exit Sign Replacement /" e Calvin Kwong
e Contracts Additional Work Pay Requests
E R < NEW MORE v SEND EDIT PROCESS VIEW v« GOURL H
?:: Project Finder ) -
Q  Defaut v O & @ Contract-JS0001 Preview |0 I X
Total $50,000.00
EEE Apps O 4 Number ToCompany Title » SECTIONS
V DETAILS DETAILS
O Jsooo01 SCACM Firm.. Q192 Code Compliance Exit ¢
Q  search PARTIES
Master Contract C000014937 SCA Sandbox
Number JS0001 el ‘
@ Tasks Date 5/1/2022 DATES & WORKFLOW ‘
Title Q192 Code Compliance Exit
Sign Replacement AL ‘
Messages
MARKUPS |
. ~ PARTIES SIGNATURES }
Expenses
COMMENTS
From Contact Gia External REQMT-
LI) Getting Started CM4 - SCA CM Firm 4 REFERENCES
From Company SCA CM Firm 4 INTEGRATION

From Company Office Primary Office

Fram Namnany Addrace  0QQ Qth Qirest

+2  Add Person
1 Item(s)

You last logged in today at 9:46 AM Eastern Time (US & Canada) 1.9.33.71 - DEVSCA E

% kahua

Review and PIN Aiirove - CM Proiram Manaieri CPO
Role Preceding Steps Outcome
) Request for Work The Work Authorization is sent
S;ger' CM Program Manager > —> Authorization has been —> tothe Operations Manager for
submitted. approval.
Steps

1. Go to 'Tasks' > Click “‘Work Authorization Request’ subject > Click 'Approve' button > Enter PIN > Click 'Continue'
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e Ibrahim External REQMT-CM5-PM
SCACMFiIrm 5

@ Tasks EMER - Emergency

“«— = astive Y SHARE H  HISTORY )1

= View: - View
E Project Finder Q = View: Default H
View Source Record >
FROM SUBJECT
555 Apps
e Calvin |<e Please Review and PIN code sign for CAMP Project JS0001
Q Search 1 tem(s) Add Signature
@ Tasks ?-.ru PIN:
|

ﬁ Messages
(U] Getting Started

You last logged in Monday, July 18, 2022 at 10:42 AM Eas ime (US & Canada)

o | o

1.9.

&

33.71 - DEVSCA

£ kahua

Review and PIN Siin - Oierations Manaier

Role Preceding Steps

Outcome

CPO Reviewed and PIN signed

Expense Contract

Operations Manager

Contract is sent to Finance to
be encumbered. After
encumbrance, change orders
and pay requests can be made.

Steps

Go to 'Tasks' > Click ‘Review Work Authorization’ subject > Select ‘Approve’ > Enter PIN > Click 'Continue'

e

Operations Manager
SCA Sandbox

ENT
Add Signature x

o x

Task

> SECTIONS

SCA UAT
&« = Alive ~ | SHARE #  HsToRY | B
Q = View: Default ~ (=] View
E Project Finder -
View Source Record >
FROM SUBJECT

=R Apps v APPROVAL DOCUMENT
mes Calvin Kwong e Please Review and PIN code sign for CA
q Search Titem(s)
g Tasks Enter PIN:
@ Messages

Getting Started

You last logged in Thursday, July 28, 2022 at 7:32 PM Eastern Time (US & Canada) 1.9,
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