SCA

School Construction Authority

“How To Guide” when using the MS4 Tracking and Reporting Tool

The NYCSCA MS4 Tracking and Reporting Tool is an online application that was developed by the NYCSCA to support
the exchange of information between Stakeholders who provide input during the MS4 permit process. The
application is managed by the NYCSCA - Architecture and Engineering (A&E) Department and Design and
Construction Services (DCIM). The tool facilitates the exchange of information between SCA internal and external
users.

Construction Management (CM)-(PO/SPO/CPO)
Construction Management (CM) (PO SPO/CPO) has an active role during the Construction Phase of the MS4 process.
1. Construction Management makes assignments inside the MS4 Tracking and Reporting tool when a project
qualifies for an MS4 application as soon as the General Contractor (GC) is known and has an active role
during the Construction Phase - Permit Initiation.
2. Construction Management also oversees the GC throughout the Construction phase.

MS4 Tracking and Reporting Tool - Role (User Groups)
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Using the Tool

1. SCA Construction Management (PO/SPO/CPO) - Assigning General Contractor (GC)

Note: When a project qualifies for an MS4 application, and the General Contractor (GC) is known, assignments should be made as soon as
possible inside the MS4 Tracking and Reporting tool.

a. Receives email notification.

b. “Log” into MS4.
c. Click “All” Dashboard displays status Construction permit has been initiated “Permit Initiation.”
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d. Click “Assign” and assign the Contractor (General Contractor (GC))
e. Click “Save/Assign User Role.”
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2. SCA Construction Management (PO/SPO/CPO) - Construction Permit Initiation

a. Return to Dashboard (under ME), “Open” the Project.
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b. “Enter” Permit Initiation Form Submitted to DEP date.

c. “Enter” DEP Construction Permit Initiation Form Approval date.
d. “Attach” Permit Initiation Form

e. “Attach” DEP Approval Letter

f.  “Click” Submit.
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3. Dashboard displays Construction “Permit in Progress.”
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4. An emadil notification is sent to the General Contractor (GC) for action.

5. General Contractor (GC)
a.
b.
c.
d.

“Log” into MSA4.

“Click” Open.

S © D 2 scalusitedingamp x [+
<« C 0 () hitps//msddev.azurewebsites.net

P2 o The SCANetw.. 8 SCA| MSé Tracking

[ sing

= _dca Ms4)

£3 tmport favorites

Dashboard

Search within results:  Search in all columi [ Export to Excel

Drag a column header and drop it here to group by that column
Ms4 Project Info
Statu

Actions. Status Description

(e Vwew\ 6162

—
H P Type here to search

Proj. #

0112412024

Permit In Progress

CA | M4 Tracking,

Receives email notification.

Dashboard displays the that the Construction “Permit in Progress.”

w

© My Clsses | Scrum.
Welcome Partick Short (tmpp11@nycsca.org) | DEV | SCAZSQLDEVO1 | Version: Release Artfacts {alias}. BuiliNumber
1D: 101 mppt1 mppt1 @nycsca.org | EXT: NIACTV: Y| USR TYP: NIA| VNDR ID: nul

Start Impersonate

[LIEEE GO Baiapuira, Eari<ebalaputra@ihemccioudgroup.com> (GC)

Dashboard

[ Appicabity nt Caunt 2
[~ Awplcaviy Fn Count 3
-, Dep In Progress Count : 2

S Me Submission To Dep Count : 2

— S 4Willadnere Count: 15

NotAnd SMP Receled Count 11~ |
|
\

M'S 4 Adherence Count:34 —

\— Construction In Progress Count - 3

\— Giinprogress count- 2

BLb “
Results
PTS Project Info
User Role User Name Proj.Type I LLW# Desn.# i  Big# Vendor #
ERLANGGA
Contractor SALAPTIA P 132156 Do21822 | K15

&

Sign Out

a

]

ol

o X
B

4] +

[l




e. DEP Construction Permit Initiation Form Approval Date is pre-populated.
f. “Enter” each field:
1. DEP Stormwater Construction Permit Application Date
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i. Click” Submit.
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j- Dashboard displays “MS4 Will Adhere”.
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......... CONStruction Permit Initiation Phase is completed .......
Construction Management has completed their actions within the MS4 Tracking and Reporting Tool.

........Construction starts ............
The General Contractor (GC) will continue to use the MS4 tool through Construction and Construction close -out



