Payment Request OT Updated V15

1. Payment Request OT

1.1 Welcome to BRICKS!

[image: image1.jpg]



Notes:

Hello and welcome to BRICKS.   In this tutorial, we are going review how to make a Payment Request for OT Services.

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 receive additional information about the related topic.

1.3 Professional Payments
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Notes:

Professionals are eligible for reimbursement of project expenses beyond the scope of basic services.  After receipt of the proposal and award, Professionals may request reimbursement through the Other Services BP.  

The first step is to navigate to the project for which you are requesting a payment.  This is a view of the Navigator highlighting the Other Services Payment BP in our test project.

1.4 Review OT Award/DM
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Notes:

Before we talk about OT payments, let's review the process for Document Manager and OT Awards.

Upload documentation for reimbursable services to either Proposals or Reports.   Upload the Professional letter recommending consultant services, along with the consultant's proposal to the Proposal folder.  Upload the invoice and consultant's report (or other consultant service documents) to the Report folder.  Exceptions are TAB and construction material testing reports, which are uploaded to folders found in the Construction Phase BP.

Slide Layer Notes:

1.
Must be on Professional’s letterhead;

2.
Must be dated;  

3.
Must reference the project number;

4.
Must include a statement that the Professional has reviewed the proposal and recommends the award for the services;

5.
Must include a recommendation that the proposal be accepted by the BOB;

6.
Must request the BOB to make the award to reimburse for Consultant services; 

7.
Must include a description of the services to be awarded; 

8.
Must include a statement that the consultant’s proposal, including scope and cost, is fair and reasonable;  

9.
Must be signed by the office Principal or someone with signature authority for the firm;

Recommendation Letter (Slide Layer)
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Requirements

Must be on Professional’s letterhead;

Must be dated;

Must reference the project number;

Must include a statement that the Professional has reviewed the
proposal and recommends the award for the services;

Must include a recommendation that the proposal be accepted
by the BOB;

6. Must request the BOB to make the award to reimburse for
Consultant services;

Must include a description of the services to be awarded;

Must include a statement that the consultant's proposal,
including scope and cost, is fair and reasonable;

9. Must be signed by the office Principal or someone with signature

authority for the firm;
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1.5 OT Examples

[image: image6.jpg]OT Examples

‘The following list s not all-inclusive, but it does
represent common other services awards.

Environmental Surve

o

« Field Investigation; T A
« Geotech Services; e o comiorviens
« Haz Mat Testing; pining wxpences. These are

Breanted in 3 soparste wtoral

TAB (et Ad. and Blancl Wi you tan acns from he
Topo Survey; g lnks on the. 508

Printing;





Notes:

The following list is not all-inclusive, but it does represent common other services awards:

ASB - Lead Testing;

Environmental Survey;

Field Investigation;

Geotech Services;

Haz Mat Testing;

IT Services;

TAB (Test, Adj., and Balance)

TOPO Survey; and

Printing*.

*There are special considerations regarding reimbursement for printing expenses.  These are presented in a separate tutorial which you can access at the link below, or from the BOB website.

1.6 Process Overview
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Notes:

Here's an overview of the process.

1. Create Payment Request in the Other Services Payment BP.

2. Send it to the BOB for Approval.

3. When approved, you will receive a task from the BOB prompting you to submit paperwork in the form of a custom printed invoice. 

4. Create your invoice through the BRICKS Custom Print function and send the task back to the BOB. 

5. Mail the original (signed in blue ink) and three copies to the BOB through the USPS.

1.7 Demo - OT Payment Request 
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Notes:  Narration - OT Payment Request Demo

This demo was recorded in a version of BRICKS prior to the upgrade in October of 2015.  The upgraded affected only the look and feel of BRICKS navigation.  The business practices were not changed.  Once you access the BP, follow the steps in the demonstration.
Navigate to the project for which you want to submit a payment request.  We are in our training project.  Before you begin a payment request BP, it’s a good idea to place the Consultant’s Invoice and Consultant’s Report in the Document Manager because you will need to attach them to your payment request.  Let’s review how that’s done.

Go to Document Manager, Planning, Reports, Upload.  We are about to submit a payment request for a Topographical Survey. So, we will need to upload the Topo Survey Report and the Topo Survey Invoice.  First, I’ll title the file I am about to upload - Topo Report.  The title is important because the name you assigned it on your system may not be adequate to identify it for team members who need to access it.

Now, let’s go get it.    Click Browse and select the target file; double click to select.  Click Add Row, and title the file - Topo Invoice.  Open the browser, to select the target file. I’ll select today’s date in the date picker.  Click OK to upload.  Now, both are waiting in DM for us to attach them as documentation for our payment request.  Note:  This invoice is in the amount of $1,000 and we will need to know that exact figure when completing the pay request.  Next, navigate to Payments and click on Other Services Payments, New.  Select Other Services Payments in the workflow, then click OK.  Click to expand the view.  

Before we complete the request, let’s attach the report and invoice we just uploaded to DM.  Click Add Attachment and navigate to the appropriate folder; highlight documents and click ok to add. You can see the attachments are now part of the record.

Now, let’s complete the request.  The Title field is where you will put a description of the payment request.  For instance, we’ll name this Topo Survey Invoice. In the Reference Commit field, select the appropriate award, in this case, OT004 - Topo survey.  Note that when we selected the Reference Commit, the form was populated with the Award Number and the Initial Other Services Award Amount.   Don’t try to add the invoice amount in the Amount field, which is grayed out and reserved by the system.  It will be auto-populated when you add it as a line item.

In the Application/Invoice Date field, select today’s date, which is the default to for this picker.  Click ok, or change it if you need to. The Application Invoice No. field is a required field, but you can choose how to number your invoices, based on your internal tracking needs.  I’ll just enter something to satisfy the field. The Professional Project # field is for your in-house project number, not the GS#.  Make note of the award adjustments and previous payments fields which are defaulted to $00.

In order to complete the request, you will need to account for any adjustments to the original award, as well as any previous and pending payments.  To do that, open the Schedule of Values and make note of any adjustments, or payment activity.  I’ll scroll over and you can see that there are none.  If there are adjustments or payments you must enter those into the appropriate fields, so that the appropriate calculations can be made.  In the Total Amount Due field, put in the amount of the consultant’s invoice.   When you enter the total amount due, the amount payable field is auto-populated and the percent complete is calculated.  

The amount of the invoice must be added as a line item to update the cost sheet and make it actionable as a pay request.  To do that, click on Line Items, then Add.  Select the WBS Code Picker search button.  In the window that opens, highlight anywhere on the line, except for the hyperlink, and select the item.  Enter the Current Payment Due amount, which is $1,000. Then click OK.  Now the WBS code and the amount have been added as a line item.  You can see that the amount field has been populated with the $1,000 you just added as a line item.

Now let’s talk about the MAGIC Supplier Number field.  This is for your MAGIC number.  Ordinarily it is populated by the system, but it is a required field.  If it’s empty, enter your MAGIC number.  The remaining fields on this form are for use by the BOB.

Now the payment request is complete.  Go to workflow actions and select Send which positions the request to be sent when the action details are completed. Open the action details section of the form.  The next scheduled work follow action is Send for BOB Project Manager (or BOB Architect) Approval.  To specify the destination, click the To button.  In the picker that opens, highlight the appropriate name, click add and then OK.  You are now ready to send the task to the BOB staff architect or project manager for review and approval.  

To do that, click the send button. When the request is approved you will receive a task to generate the invoice through the custom print function.   That task will be titled Paperwork Submission. Let’s see what that looks like.  We are in our training project.  Our task, Paperwork Submission has been generated by the actions of the approving BOB staff architect or project manager.  Click to open the task.  Before you accept the task, look in Task Details to see if there is a Task Note.  If there is, review it because it will disappear when you accept the task.  There are no task notes.

 Accept the task and expand the view.  Then, go to File, Print Preview, and select Custom. We are in the planning phase, so we will select   INV_ Other Services (Professional). Click okay and an invoice will open in Word format. Select Open from the dialog box.  The instructions you get at this point will vary, depending on which version of Word you are using. You can see that the invoice contains the pertinent OT reimbursement information. Now you should print the invoice and close, but not save the word document. 

You will be mailing your invoice to the Bureau, but you still need to advance the record in the work flow.  The next scheduled action is Send for Log Invoice.  Go to Workflow Actions and select Send.  Open the Action Details, select Cathy Brown and then Send.

As we said earlier, you will be mailing the hard copies of your custom printed invoice, along with the consultant’s invoice, to the Bureau of Building.  Have the appropriate person sign the original custom printed invoice in blue ink and then make one copy.  Mail the original and one copy, including the consultant’s invoice to the Bureau of Building via the USPS.

1.8 Conclusion
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Notes:

This concludes the tutorial.  You can restart or you can exit by closing your browser.
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