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About This Document

The Portfolio Management application within Kahua is where you can (with appropriate
permissions) create new subprojects and update existing subprojects. Once all required
information is entered, the subproject is finalized with the approval of the CM Program Manager
followed by the SCA CPO.

IMPORTANT: After a Construction subproject is created, it is necessary to create the C&M
Subproject. Remember to add your companies in the Project Directory. The hierarchy flows to the
Emergency C&M folder, then to your company folder where you will see the C&M Emergency
Program.
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CM Creates an Emergency C&M Subproject

The subproject is created under the Emergency Program for the CM Firm.

1. Navigate to Project Finder> Requirements >Emergency.

« kahua 0079 - TDX EMGY Construction Program (@

i Apps NEW

ALL PROJECTS MY PROJECTS RECENT PROJECTS
{l} Getting Started Q

. » SCATraining »* Reguirements » Emergency SELECT
T Project Finder @

Nurmber T Hame
a Calendar & EMERCOMNST Emergency Construction
Q @ EMERCOMSTMGMT Emergency Construction and Management
Search

2. Click Emergency Construction and Management.

x kahua 0079 - TDX EMGY Construction Program

325 Apps NEW

ALL PROJECTS MY PROJECTS RECENT PROJECTS
{l} Getling Started Q

. 1 » SCATraining * Reguirements » Emergency SELECT
E: Project Finder

Number 4+ Name
a Calendar & EMERCOMNST Emergency Construction
Q B EMERCONSTMGMT Emergency Constrjction and Mansgement
Search q!lltj




3. Select the construction company that contains the Program (ex: TDX Emergency).

.3 » SCATraining » Reguirements > Emergency » Emergency Construction and Management SELECT

Nurmber T Hame
B EMERGANMETT Gannett Emergency 1 PROJECT A - 1 [0}
B EMERMCCLOUD MecCloud Emergency 1 PROJECT A o @
B EMERSCATRAININGCEM  SCA Training C&M Emergency 1 PROJECT A % @
& EMERSTV STV Emergency 1 PROJECT A 1 @
@  EMERTDX TOX Efjeroency 1 PROJECT A ﬂ' @

4. Clickthe arrow next to the program to open. Notice the name of the program at the top left
of your screen.

0079 - TDX EMGY Construction Program

NEW

ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

Eo 8 > SCATraining » Requirements » Emergency > Emergency Construction and Management » TDX Emergency SELECT
Number N Name
< C000015645 TDX Construction Corporation CM Emergency Response Program [lf b 4 @

5. Go to Apps> Portfolio Manager, which is where you create projects.

Apps Recent Q

E Project Finder All Apps All Apps

Administration

Calendar
8 C@ Portfolio Manager

Cost Management

Search PM Pre-Construction Meeting lte...




6. Click New. Notice some required fields are in Red, but you must fill out all fill out all fields.

C000015645 - TDX Construction Corporation CM Emergency Response Program (0 /  Portfolio Manager

B B W IMPORT w

Q  pefaun v~ C

D A Number BuildingID Titke Building Name Borough Distriet  Solichation Mumber  Design Number / Package Number  Desel

v DETAILS

Partition Type
Subproject

Record Type
Project T

Mumber

Title

Field is required.

Insert 1 item({s)

D Building ID = Building Mame  Borough & LLW(s) Solicitation Number Design N

Description

Type

Field is required.

Cost Type

Field is required.

% Construction Award Amount

Contract NTP Issued No

Finalized Mo



7. Under Details:

o Partition Type: This should automatically say Subproject, but if not, choose that

from the dropdown menu.
o Record Type: Project (Auto-selected by default).
o Number: This will populate once you save the project.

o Title: Be sure to include the LLW ex: LLW#136086 C&M RED DOT - FIRE DAMAGE

REMEDIATION. You might also add “C&M” to the title

* DETAILS
Number
Ticke
LLWR136086 CEM RED DOT FIRE DAMAGE REMEDIATION
Irugani i T
|:| Building I Building Hame Borough LLW(s} Solicitation Mur

o Click the Insert button. A new line will become visible.
o Select the Building from the Building ID drop down:

Humber

Tike

LLW#136086 CEM RED DOT FIRE DAMAGE REMEDIATION

AMES .‘.‘..','-‘!t‘i"i- HS CAMPUS ANMEX - BROMNX

D Building 1D Building Mame Bosough  LLW{s) Solicitation Number  Design Mumber / Package Mumber
O axs
Liws X423




o Selectthe LLW from the LLW(s) drop-down :

LLW{s} Salicitation Number Design Numbaet [ Package Nui

=

16 - CONSTRUCT A NEW SCHOOL AS AN ADDITION TO MONROE HS COMPLEX. Tt

o]
ot

=
¥
i

1006 - WEW SCHOOL ANMEX

136085 - RED E‘ET FIRE DAMAGE REMEDIATION

o Description: Re-enter the Title (ex: LLW#136086 C&M Red Dot - Fire Damage
Remediation.

o Type: Select the project type (ex-Emergency) from the drop-down.

o Cost Type: Select from the drop-down (Lump Sum or Time and Materials)
NOTE: Lump Sum requires Submittals to be uploaded and approved.

o Construction Award Amount: Enter Construction Award Amount (ex: $100,000.)

Description

LLW#136086 CEM RED DOT FIRE DAMAGE REMEDIATION

Type
Emergency N
Cost Type

-

Construction Award Amount

S 100000 €3




8. Status Section (Optional), no entry is required.

9. Roster Section: Fill each field using the dropdown menus. This is where you establish who
in CAMP will receive approval/actionable tasks for each role.

COL Direchze
General Contractor

Sean SCA COU Sr Director - NYC SCA )
Jordan External Contractor A - JE Construction Q

DDLU Semige Dirgesee
CM Firm (CM Project Manager)

Sean SCA COU Sr Director - WYC SCA
Esme External REQMT-CM2 - SCA CM Firm 2 @ Sean SCA COU Sr Director - NYC SCA €
CM Program Manager Fnsace

Fred External REQMT-CM2-PM - SCA CM Firm 2 William SCA Finance - NYC SCA @)
AEOR IEH
Q| =

Adam SCA In Houy@EAEoR - NYC SCA Yasmine SCA !‘f‘j - NYC SCA
Caitlyn SCA User ID C- NYC 5CA

10. MARKUP CONFIG (Required): enter the number of items to insert for each Work type
(ex: 3), then click Insert to create the (3) lines.

11. Complete the fields for each line (See example below):
Note: If there is no markup for an item, enter as .0 (Point-Zero)

W MARKUF CONFIG

I Inmend 3 1em s I

|:| Mumber Descriplion Wark Type  Markup Percent
0 A m "CEM FIF 10
] & oz "B "nzs = 0
0O B o "CMFEES 2129 v 0




12. In the References section, click Upload to attach any backing documents. . (NOTE: This
could be an email from your CPO.)

v REFERENCES

= = UPLOAD ADD KAHUA DOC
D + TYPE@SCRIF‘TION CONTRIBUTOR

13. Select the file(s) and click Open.

“¥ Open %
< A <« Desk.. » Project X181 CO002000... v O Search Project X181 CO008000.. 0
Organize Mew folder BE - in | 0
[ This PC " Roof Caved In
— _. 3D Objects X181-C800080004- AdditionalBackup
[ Desktop
Documents
‘ Downloads
UPLOAD b mueic v
DESCR File name: ~| [ Aifites =

14. When the file(s) has loaded in the Add Files window, click OK. The window closes.

Add Files %

Completed

[ror)
r

X181-C800080004-AdditionalBackup.pdf v

Comments:

m“ SE|




15. Click Save/Close.

(O ¥ Tvee

% Supporting Document

i~ = =

Ceiome —

16. Click Finalize at the bottom.

v DATES & WORKFLOW

=

Recall Option

a) Click Recallif you have made a mistake and need to edit the subproject.

Henall‘h

CM PM and Ops Manager PIN Sign Approval
The subproject is created and must now be PIN signed by the CM PM and the Ops Manager.

Portfolio Managef Workflow

CM

Creates
Subproject

Next Step: PIN SIGN In CAMP

ﬁ




CM Verifies Signatures (Best Practice — not required)
17. Click on the subproject you created by clicking it from the list.

© / Portfolio Manager

C000015645 - TDX Construction Corporation CM Emergency Response Program (U

B B NEW IMPORT v

Q Default v c
D A Number Building ID  Title Building Name
D C000015645-EM0O004 X423 LLW#136086 C&Mﬂ]ﬂ‘lDOT FIRE DAMAGE REMEDIATION  JAMES MONROE HS

NS

18. Under the Information tab, navigate to the Signatures section to verify that the PIN sign

process is complete.

LLW#136086 C&M RED DOT FIRE DAMAGE REMEDIATION CO00015645-EN Preview [ I X

Informaticn Manage » SECTIONS
v SIGNATURES 1. Information
DETAILS
E DATES & WORKFLOW
Appraves Approver Rale STATUS
ROSTER

Fir Fred External REQMT-CM2-PM - S5CA CM Firm 2 CM Program My
g
MARKUP CONFIG

SIGMATURES

[5 Alex SCA PM-CM-OPS-MGR - NYC SCA Operations Man
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Add LLWs to the Program
The LLW needs to be added to the Program Level as well.

1. Navigate to the Program in the Project Finder and click the arrow to open.

0079 - TDX EMGY Construction Program (O

NEW

ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

A > SCATraining > Requirements > Emergency » Emergency Construction and Management > TDX Emergency SELECT
—
= C000015645 TDX Construction Corporation CM Emergency Response Program gf o @ |

2. Click the (I) button. This is where you view the completed subproject information.

C000015645 - TDX Construction Corpogation CM Emergency Response Program « / Portfolio Manager

B B NEW IMPORT v EDIT VIEW v HISTORY IMPORT

3. Click Edit at the top
4. Selectthe LLW from the drop-down menu
5. Click Save/Close.

Murmier
C000015645

TDX Construction Corporation CM Emergency Response Program

LLW(s

136086 - RED DOT FIRE DAMAGE REMEDIAT €

Description

Program Type
Construction and Management

P Pasavass ki sabues

W STATUS
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Add CM Firm and Contractors to a Subproject Project Directory

IMPORTANT: Make sure that your CM Firm and Contractors are present in the Company Directory

fort

hat Subproject.

1.

NEW

ALL PROJECTS

A >

SCA Training

Number

MY PROJECTS

>

Requirements >

Navigate to the Subproject

RECENT PROJECTS

4 Name

Emergency

>

C000015645 - TDX Construction Corporation CM Emergency Response Program

Q

Emergency Construction and Management

I - C000015645-EM0004

LLW#136086 C&M RED DOT FIRE DA]TR-(;E REMEDIATION

N

3. Navigate to Apps>All Apps>Project Directory and click Companies.

C000015645-EM0004 - LLW#136086 C&M RED DOT FIRE DAMAGE REMEDIATION (@

[ Project Directory

FPeople Companies

B B EW

Q, Defaut v

D Name Office

Project Function = Address  Phone

Status on Project  Fax

X =
K kahua C000015645-EM0004 - LLW#136086 C&M RED DOT FIRE DAMAGEREMEL . .iION @ / Apps

EH] Apps Recent Q. PrO
(D Getting Started All Appe All Apps

Administration ?8 Company Profiles
E Project Finder

Cost Management CP Construction Progress Photos
5 Calendar

Document Management HH E’:"‘?ITOYEE Profile
Q Search

Index Management [C3 Project Directory I people
{h Work Breakown E Project Finder ii:  Companies
~— PN ST 7 R #ss  Proiact Sharina @

4. Click New.
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5. Under New Company, select the company from the drop-down menu. The Office field

auto-populates.

New Company

v DETAILS

Name

JE Construction €

Office

Primary Office a

Address 186 Place Avenue
Manhattan, NY 10451

6. Click Save/Close.

Repeat the process until all the necessary companies have been added.

C000015645-EM0004 - LLW#136086 C&M RED DOT FIRE DAMAGE REMEDIATION

People Companies

B K] NEW

Q,  Defaut v
D Name Office Project Role  Project Function  Address

(J @ SCACMFim2 Primary Office 123 Main St New York, NY 1

[J & JEcConstruction Primary Office 186 Place Avenue Manhatta

Portfolio Manager is complete. Next, you must enter the Work Breakdown for this subproject AND
Program.

NOTE: Insert link here to Work Breakdown User Guide.
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