
Document Manager Construction Phase Updated V15

1. Document Manager Folders

1.1 Welcome to BRICKS!
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Notes:

Hello and welcome to BRICKS.  In this tutorial, we are going to take a closer look at the DM folder structure and review what goes where during the Construction phase. 

1.2 About the Tutorial
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Notes:

Here are some guidelines that will help you get the most out of the tutorial.  The left pane of your viewing area is a menu of the contents.  You can move around within the tutorial or revisit a slide by clicking on the menu item.

All slides have player options that allow you to pause or go backward and forward within current slide.

When you see a next button, the slide is waiting on you to advance to the next one.  Some slides contain lots of information, so you can decide when you're ready to go forward.  You can revisit the previous slide with the previous button.

You can access any additional resources by clicking on the resources button at the top of any slide.  

When you see the question mark symbol, click it to reveal additional slide layers.

When you see the information icon, hover over it to reveal additional information.

1.3 Document Manager Overview
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Notes:

There is a separate tutorial that demonstrates how to upload to document manager.  It is called Document Manager and File Transfer Option. Let's review some things we learned there.

DM is a place to store and manage documents of record in a project.  DM  makes documents accessible to those parties active in the project.  For instance, DM is the place from which the BOB will access documents submitted for approval. 

Access to document manager folders is governed by user/login permissions.  If you don't need to interact with a particular folder, you may not have permission to upload to it. 

· Submit un-editable documents, preferably in .pdf format.

· Ownership of a document in DM belongs to the submitter/licensee; no one else can remove or edit your documents.

1.4 What to Expect
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Notes:

In this tutorial, you will view screenshots showing you where to upload documents.   Remember, before you can attach a document required by a business process, it must reside in document manager.  To get it into Document Manager, you must upload it to the appropriate folder.  

Here's how the screenshots will be displayed.  Look at the pane with the yellow highlights, which is called the Navigator.  The Navigator reveals Business Processes.  In this screenshot, we are in our training project - 100-100 and we are in the Construction -  Meeting Minutes BP.  So, in this BP, we would be uploading Construction Meeting Minutes.  

The blue highlights on the right-hand panel reveal the related Document Manager folder structure.  In this case, Documents, GC001, Meeting Minutes.  Most of the document manager folder titles are self-explanatory.  Some projects have multiple GC contracts, so always make certain you are in the correct GC folder when you are uploading documents.  

All of our training exercises will take place in GC001.

1.5 Contracts
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Notes:

Our document manager tour will follow the overall progress of the Construction BP.  So, we'll begin with Contracts.  Before you upload contract documents, provide a hard copy to the contract analyst for review.

Look at the blue highlights on the right to see the expanded folder structure and the destination for construction contract documentation. 

Click on the question mark for important instructions regarding the naming of contract documents.

Naming Documents (Slide Layer)
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1.6 Pre-Con Meeting Minutes
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Notes:

Upload the various documents required by the Pre-Construction Meeting Minutes BP to the sub-folders under DM Submittals.  Many of these submittals have deadlines.  Click on the question mark to review submittal deadlines.  Note:  The SOV must be broken down by labor and materials with no line item being over $20K.  Exceptions are equipment with price tags greater than 20K, such as boilers, cooling towers and chillers, etc.

Submittal Deadlines (Slide Layer)
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Minority Participation Form due within
seven days of contract award;

Subcontractor List due within seven days of
contract award;

Schedule of Values (less than $20,000) due
ten days prior to first pay application;

Product List due within 30 days of award of
contract;

Product Substitutions due within 30 days of
award of contract;
Project Schedule due within 15 days of NTP;

Construction Signage mockup due before
first pay application;




Other Submittals (Slide Layer)
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Other Pre-Construction documents
are uploaded to the Contractor
correspondence folder. These
documents include:

= Superintendent and Assistant
intendent Resumes - due
within seven days of NTP;

* Using Agency Utility Agreement -
due within 14 days of NTP;

o Payroll records from the past
three years in accordance with
the Davis Bacon Act (if
applicable to the contract).




1.7 Meeting Minutes - Monthly

[image: image10.jpg]Meeting Minutes - Monthly

Example: 2014/05/15 Meating Minutes Project 100-100

Ciotoeco0
Not

050 Meoting Minutes

a
50
00
=)
=)
° 0
o
=0
00
20





Notes:

To upload monthly meeting minutes, navigate to the appropriate GC folder under documents, then, Meeting Minutes. 

Look at this naming example.  A good rule to follow when naming minutes is to start with the  YYYY/MM/DD, then Meeting Minutes, then Project Number.  

This will make it easier for team members to sort and find minutes within the folder as it becomes more populated.

1.8 Field 

Reports
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Notes:

Upload the following documents to the Field Reports Folder:  Professional's Field Reports, Professional's Consultants' Field Reports; Cx Professional's Field Reports and Construction Material Testing Consultants' Field Reports.

The Commissioning Professional's Commissioning Log is uploaded to the Cx Professional Folder.

To assist team members in locating specific documents, a good rule to follow when naming field reports is:

YYYY/MM/DD  (Provider Name) Field Report (GS Project Number).  For the date, use the date the field report was made.  For the provider name, use the name of the company or firm preparing the report; and the project number is self explanatory.  This will become more important as multiple providers provide multiple reports.
1.9 Construction Signage
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Notes:

Submit Construction signage mockups to the Construction Signage folder for approval by the BOB.  

1.10 Contractor Pay App
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Notes:

Upload contractor payment application documentation to the Contractor file under Applications for Payment.  There's a lot to cover for the backup documentation in the construction payments business process.  The next few slides will specify how to upload documentation for monthly progress and final pay applications.

There's lots of information on each of these slides.  Don't forget that you can access this information for future reference.  Just click on the Resources button on the top of any slide to open the the training document for saving or printing.

So, let's get started on the backup documentation for pay apps.

1.11 Monthly Progress App
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Notes:

Upload the following to document manager for the contractor's monthly payment application.  You should scan these documents into a single .pdf in the following order:  

1. AIA Form G702*;

2. Time Extension Letter on Contractor's Letterhead (Negative Report Required);

3. Affidavit certifying payment to all subcontractors*;

4. Certificate of Inventory for materials stored on-site;

5. AIA Form G703s;

6. Stored on-site materials invoices (when required); 
7. Project Schedule (8.5 x 11);
The items with asterisks must be signed in blue ink in the presences of a notary and stamped with a notary seal that can be reproduced on a photocopier.  

When you submit the hard copies to the Bureau, assemble four copies in the same order cited here and staple them in the upper left corner.

1.12 Off-Site Storage App
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Notes:

Upload the following to document manager for the contractor's monthly payment application with materials stored off-site.  You should scan these documents into a single .pdf in the following order: 

1.
AIA Form G702*;

2.
Time Extension Letter on contractor's letterhead (Negative Report Required);

3.
Affidavit certifying payment to all subcontractors*;

4.
AIA Form G703;

5.
Letter of Consent from Surety to make advance payment for materials stored off-site; 

6.
Power of Attorney*;

7.
Lease Agreement for materials stored off site;

8.
Bill of Sale;

9.
Certificate of Stored Materials*;

10.
Certificate of Insurance;

11.
Invoice for Materials stored off-site; 

12.
Project Schedule (8 1/2 x 11).

The items with asterisks must be signed in blue ink in the presences of a notary and stamped with a notary seal that can be reproduced on a photocopier.  

When you submit the hard copies to the Bureau, assemble four copies in the same order cited here and staple them in the upper left corner.
1.13 Reduction of Retainage App
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Notes:

Upload the following to document manager for the contractor's monthly payment application for reduction of retainage. You should scan these documents into a single .pdf in the following order: 

1.     AIA Form G702*;

2.
Time Extension Letter on contractor's letterhead (Negative Report Required);

3.
Affidavit certifying payment to all subcontractors*;

4.
AIA Form G707 Consent of Surety to Reduction in Retainage*;

5.
Power of Attorney*;

6.
Letter of recommendation from professional stating project is 50% complete and is satisfactory;

7.
AIA Form G703s; 

8.
Project Schedule (8 1/2 x 11);

The items with asterisks must be signed in blue ink in the presences of a notary and stamped with a notary seal that can be reproduced on a photocopier. 

When you submit the hard copies to the Bureau, assemble four copies in the same order cited here and staple them in the upper left corner.

1.14 Final Pay App
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Notes:

Upload the following to document manager for the contractor's final payment application. You should scan these documents into a single .pdf in the following order: 

1. AIA Form G702*;

2. Affidavit certifying payment to all subcontractors*;

3. AIA Form G707 Consent of Surety to Final Payment* ;

4. Power of Attorney*;

5. AIA Form G706 Payment of Debts and Claims*;

6. AIA Form G706A Release of Liens*;

7. Contractor’s Letter of Warranty for all work performed* (on contractor letterhead);

8. AIA Form G703s;  

9. Time Extension Letter (on contractor’s letterhead);

The items with asterisks must be signed in blue ink in the presences of a notary and stamped with a notary seal that can be reproduced on a photocopier. 

When you submit the hard copies to the Bureau, assemble four copies in the same order cited here and staple them in the upper left corner.

1.15 Professional Payment
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Notes:

Professional Payment - Construction Phase

Upload these documents to the Professional folder under Applications for Payment:

1. The first page of the Contractor Pay App; and

2. The last page of the Schedule of Values.

1.16 CX Professional Pay App
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Notes:

Commissioning Professional Payment - Construction Phase

Upload these documents to the Cx Professional folder under Application for Payment- Cx Professional:

1. The first page of the Contractor Pay App; and

2. The last page of the Schedule of Values.

1.17 COs and Adjustments
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Notes:

This is a view of the Navigator pane in our Training Project.  We are looking at the Change Order & Adjustments BP.

The Potential Change Order BP is used by the Professional to submit change order requests.
The Construction Change Orders BP is used by the BOB CA to create the actual Change Order from eligible PCOs.
1.18 PCO Submittal Overview
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Notes:

The following slides present overview of the PCO submittal process and how it relates to Document Manager.  There will be a separate tutorial demonstrating how to initiate a PCO and follow it to its final state as a change order.  Right now, we are focusing on what goes where in Document Manager.

1.19 PCO Submittal Overview
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Notes:

In the first step the Professional submits the potential change orders through the PCO BP.  Supporting documentation is uploaded to the DM Proposal folder and subsequently attached to the appropriate PCO record, which is advanced by the workflow to the BOB for review.

The BOB creates and advances a  change order record which sends a task notifying the Professional to create a draft change order.

The Professional assembles the selected PCO(s), complete with cost and time estimates and all related forms and signatures into a draft CO (one .pdf file), titles it appropriately and uploads it to the Draft Folder.

The draft CO is reviewed by applicable UA and/or governing board authorities.  Subsequent approval documentation is uploaded to the Backup Folder.

Once signed by the BOB Director, the BOB uploads the record copy of the change order to the Final Folder. 

1.20 CO DM Folders
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Notes:

We just looked at the process.  Now, let's look at the purpose for each of the Change Order folders in Document Manager.  

Proposal Folder:  The proposal folder is where Professionals upload each PCO, along with the itemized cost and time elements.  There are specific guidelines for naming PCO(s) and we will take a closer look at that a little later.  Keep in mind that the PCO Proposal folder can get pretty full in the course of a project, especially those with multiple GC awards.  Naming projects in a consistent way makes it easier for team members to sort and find a specific PCO.  Standardized titles minimizes time spent searching and opening multiple documents to find the right one.  

Backup Folder:  Don't be confused by the title.  In most cases, Backup means supporting documentation.  But, in DM essentially everything is supporting documentation.  So, in this case, Backup is considered approval documentation.  The Backup folder is used by the BOB to house all UA and governing board approvals.  Professionals do not upload to the Backup folder.  

Draft folder:  For each eligible PCO, the BOB initiates a CO BP work flow which issues a task notifying the Professional to assemble the draft change order.  The Professional combines the selected PCO items, including applicable forms and signatures, into a CO (one .pdf document).  The Draft folder is where the Professional uploads the change order document.

Final Folder:  When the change order is approved and signed by the BOB Director, the BOB will upload the Change Order to the Final Folder.  Professionals do not upload to the Final folder.
1.21 PCO Naming

[image: image24.jpg]Naming PCO(s)
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« Indlude the GC award number in the PCO Number field. Let's look at an example.





Notes:

We are about to take a closer look at each folder and talk about the actual documents that are uploaded.  Before we do, let's talk about naming the .pdf documents before you upload them.  

If you were to look in a PCO log of a project containing multiple GC awards and change orders, you would see that inconsistencies in the title and number fields can make it difficult to find specific items.  Team members can use the find and sort features to locate records, but that is only effective when the searchable fields are consistent.

Here are some naming guidelines to improve sorting and finding records.  

Name PCO(s) consecutively within each GC award, beginning with number one.  For numbers one through nine, precede the number with a zero so the log will sort numerically.  For instance, 01, 02, 03, etc.  In a new GC award, re-start numbering PCOs with number 01. 

For GC awards with multiple buildings, include the building name or number in the title. 

Include the GC award number in the PCO Number field.  Let's look at an example.

1.22 Naming Example
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Notes:

This is a screenshot of a Potential Change Order record.  

Note:  When you are creating a new PCO record, when you select the Contractor's Reference, the GC # is populated to the Title and the Award Number fields.  You will use that number in naming and numbering your PCO.

When you create a new record, you will assign the Title and the PCO Number.  

In the Title field, provide a short description.  In this example, the document title is:  GC001 Relocate Water Line.  You would add the Building #/ID if necessary.

In the PCO Number field, first put the GC award number, which was revealed when you selected the Contractor's reference.  Then, number each PCO consecutively, starting with number 01.   In our example the number would be GC001 PCO 01. 

1.23 PCO Proposal Folder
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Each PCO should address only a single scope
line item. Upload supporting documentation
in asingle .pd, in the following order to the
Proposal Folder:

1. Letter from Professional on letterhead which
includes detailed scope description,
justification and itemized cost and time
estimates;

2. Letter from GC on letterhead with detailed
scope description and itemized cost and time,
with maximum 20% markup;

3. Letter from Subcontractor on letterhead with
detailed scope description and itemized cost
and time, with maximum 20% markup;

4. Drawing Details





Notes:

Now, let's look at the Document Manager Change Order Folders.

Reminder:  Some projects have multiple general contracts.  Make certain you are uploading documents to the appropriate GC.  In this example, we are using GC001.

Each PCO should address only a single scope line item.  Upload supporting documentation in a single .pdf, in the following order to the Proposal Folder:

1.    Letter from Professional on letterhead which includes detailed scope description, justification and itemized cost and time estimates; 

2.
Letter from GC on letterhead with detailed scope description and itemized cost and time, with maximum 20% markup;

3.
Letter from Subcontractor on letterhead with detailed scope description and itemized cost and time, with maximum 20% markup;  

4.     Drawing Details.
1.24 CO Draft Folder
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In the draft CO, include the BOB cover
sheet, complete with professional and
contractor signatures in blue ink.





Notes:

The Professional uploads draft change orders to the Draft Folder.  The draft change order includes supporting documentation for the selected PCO(s).

Remember that it is important to follow the suggested guidelines for naming documents at each step of the process.  Now, you are assembling the eligible PCO(s) into a change order document.  Change orders should be named in sequential order, beginning with number 01.   For example, the first change order for GC001 would be:  GC001 CO 01.

1.25 CO Backup Folder
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Notes:

Change Order approvals from UAs and governing boards will be uploaded to the Backup Folder.

Note that Professionals do not upload to the Backup folder.

1.26 CO Final Folder
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Notes:

The BOB uploads the signed, record copy of the Change Order to the DM Final Folder.

Note:  Professionals do not upload to the Final folder.

1.27 Substantial/Final Documents

[image: image30.jpg]Substantial/Final Documents

£y

o {ejefulu]niuie]a]nln;





Notes:

Upload substantial and final documents to the Substantial and Final Documents folder under the appropriate GC Folder.  The next two slides will describe substantial and final documents.

1.28 Substantial Completion
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Notes:

Upload these documents for substantial completion, in accordance with Article 9.8 of the GC contract:

1. Architect's Punch List; 

2. Certificate of Substantial Completion;

3. Consent of Surety for partial occupancy (if applicable);

4. Commissioning Professional's Issue Log; 

5.  TAB Report;

1.29 Final Completion

[image: image32.jpg]Final Completion/Final Payment:

Upload these documents for Final Completion in
accordance with Article 9.10 of the GC Contract:

1. Contractor's written notice that work is complete, with final
application for payment;

2. As-Builts;
3. Architect's final Certificate for Payment;

4. Contractor affidavits and submittals in accordance with Article
9.10.2 of the GC Contract;

5. Commissioning close-out documents, including:
a. final commissioning log;

b. thermographs of electrical systems;
c. verification of training sessions.





Notes:

Upload these documents for Final Completion in accordance with Article 9.10 of the GC Contract:

1. Contractor's written notice that work is complete, with final application for payment;

2. As-Builts;

3. Architect's final Certificate for Payment;

4. Contractor affidavits and submittals in accordance with Article 9.10.2 of the GC Contract;

5. Commissioning close-out documents, including:

a. final commissioning log;

b. thermographs of electrical systems;
c. verification of training sessions.
1.30 Project Close Out

[image: image33.jpg]Project Close-Out Documents





Notes:

This is a screenshot of the General Business Process - Project Closing.  The close-out documents folder houses documents resulting from the year-end Warranty Meeting.  These documents are: 

1. List of issues that became known the during the previous year; 

2. Punch list showing all issues completed; 

3. Cx's Issue Log showing all issues closed; 

4. Commissioning Documents: 


a. Trend Logs, 

b. Seasonal testing, 

c. Year End warranty activities

1.31 Conclusion
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This concludes the





Notes:

This concludes the document manager Construction Phase tutorial. Click to restart or close your browser to exit.
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