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.

A&E DM/DPM Role - Assignment of Resources

The A&E DPM/DM makes assignments inside the MS4 Tracking and Reporting tool when a project qualifies for an
MS4 application.

1. The DM/DPM assigns the AEoR to the MS4 project for A&E In-House projects.
2. The DM/DPM assigns the Design Consultant (DC) Main Contact for A&E DCMS projects, in turn the DC Main
Contact will assign the AEoR to the MS4 project.

MS4 Tracking and Reporting Tool - Role (User Groups)

Design Phase Construction Phase
Construction
User Groups A&E Design Consultant AEoR SWPPP o General Qualified SWPPP | Division of School Facilities
DM/DPM DC) Main Contact Preparer C I Preparer DSF
(DC) P (PO, SPO, CPO) P P (DSF)
MS4 Phases Active Active Active Active Active Active Active
Design Phase
Project Applicability In-House Project: Project licability Project
SWPPP Permit Application Assign AEOR - SWPPP Permit
ssign Ako DCMS Project:
Construction Phase R Assign - AEoR
Permit Initiation ADC_MS P[r;g(::t.. Permit Initiation | Permit Initiation -
Construction ssign - amn - - - Construction Construction - -
Close Out - - - Close Out - Close Out Close Out
DSF Reporting DSF Reporting




Using the Tool

1. DM/DPM
a. LogintoMS4
b. “Click” +New Project.
c. Select CIP or CAP
d. Search by the “Design Number or Building Number” for a CIP Project; “LLW Number or Building Number
for a CAP Project.
e. “Click” Search

DB 2 scaivserasingie x| .
€ C QA O nipss/msadevanurewebsiesnet I

€3 importfavortes | [3 Bing PH scanTheSCANetw.. fB SCA|MSATracking.. £ SCA|MS4Tracking.. © My Classes| Scrum...

Design # Building #
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D020069
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0020329
D020377
D020378
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| 20872

H P Type here to search
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Search Available MS4 Project from My PTS Projects

Design # Building #
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H P Type here to search



The following is an example of DCMS project.

f. DM/DPM "Assigns" Design Consultant (DC) Main Contact. Note: A “Green arrow” will indicate which role the
AEOR can assign to a User.

2 @ D | 2 scaivsetedingasp x [ -
< Ca 6 =08projecttypecode=CIP8 208728wcode=1249148buidingid=R045 WS .
B Import favorites | [ Bing A scanTheSCANetw.. 2 SCA|MS4Tracking.. # SCA|MS4Tracking.. & My Classes|Scrum.

Welcome Eddie Chu (030272@nycsca.org)| DEV. | SCAZSQLDEVO2 | Version: Release Ariifacts {alias). BuildNumber ( Sign Out

ID: 63 | 030272 030272@nycsca.org | EXT: N | ACTV: Y | USR TYP: DCMS | VNDR ID: null (| End Impersonate

Project Timeline

PROJECT INFO - DESIGN# D020872 [V] BUILDING INFO - R046 P.S. 46 - STATEN ISLAND (V]

PTS DCMS Project Assignment (Read only)

DPM ‘ oM ‘ PO ‘ SPO ‘ cPO
Carrie Benmekki - Eddie Chu - ECHU@nycsca.org Kalepe Awoonor - Dwight O. Clarke - Robert Murphy -
CBENMEKKI@nycsca.org (031023) (030272) kawoonor@tdxconstruction com DCLARKE@nycsca.org (030205) RMURPHY@nycsca org (025629)
‘ ‘ (CONKAG) ‘ ‘
Denomination - to indicate vendor main contact
Design Consultant Main Contact: el Yenisel v General Contractor Main Contact:

[ForSCA DS Prejct D st e denominrd efor esin sy v WSk e

MS4 Project Specific Assignments

AEOR: v Contractor:
SWPPP Preparer: v Qualified Inspector: M
Legal: v DsF:

Create MS4 / Save / Assign User Role(s) Onboard User(s)

a

0000 M

1l R

H P Type here to search

g. “Click” Create MS4/Save Assign User Roles
h. “Pop up” will display Transaction completed successfully.

2 @ MO 2 scaivseTadigam x|+ - 8 x
< C M o] t y ttypecode=Cl =1249 B A% 0Ot ® R
€2 Importfavorites | [ Bing MM scanTheSCANetw.. # SCA|MS4Tracking.. 8 SCA|MS4 Trocking.. & MyClasses | Serum..

Success

Transaction completed successfully!

H P Type here to search

Note: These same steps are followed for an In-House Project except the DM/DPM would assign the AEOR only.

veeeneens ASSignments made by the DM/DPM is completed. ............
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